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W in t
Subject 1
1. copy file
(selects copy)
[Name of file to be copied:]
(enters STUDY .DOC)
[Name of file to be copied to:]
(enters STUDY.COP)
2. edit file
You want me to edit the copy? That's a non-document file then, so it's N [because extension isn't .DOC].
Well you want to edit it as a document, so you better rename it as something.DOC
(renames and opens copy)
3. delete char, insert word
(inserts word, overlooks char)
4. insert paragraph
Anywhere at the beginning?
Top right-hand like in a letter.
(moves cursor to the right in first line, starts typing)
That's on the same line as your text is now ...
Oh right (deletes characters) What do I do to move the text down?
Where are you at the moment?
In the first line.
And what can you do to get some space -
(moves cursor to the beginning of line, presses CR, moves cursor with TAB, inserts para)
5. move paragraph
(presses CONTROL-K) Now, I did something wrong - I CONTROL-X ... I thought it was the K's that block the
text off Wasn't it CONTROL-K?
Yes - you've got the Block Menu up now ...
(reads menu) Is it V for MOVE?
You've got to mark the text first -
CONTROL-K B?
You are in the CONTROL-K menu already - you can select the beginning marker now - which one is that?
B (selects, moves cursor with ARROW KEYS)
There must be a quicker way of doing that -
(looks at the menu, uses CONTROL-F)
And now you want to mark the end -

I've lost the menu -
You haven't lost it - it returns to the Main Menu once you have selected a command.

(CONTROL-K, selects k to mark block) Now I've got to move this [positions cursor]. (CONTROL-K, selects
0
[paragraph copied to cursor position]
Ah, that was a mistake, I've copied it rather than moved it.
(suggests he deletes this in the following task).
6. delete paragraph
(deletes line-by-line)
Would there be another way of deleting a block of text like that?
I think is there is, but I haven't done it. You block the text again?
7. copy paragraph (address) into separate file (transfer task)
Do I just open a new file and call it address?
You can create a new file without leaving this document, by marking a piece of text -
I block it again first (inserts Beginning Marker, whole text marked) I thought it would just mark the beginning,
the first letter, and now it's done the next paragraph ...
(explains) .
So that will disappear when I insert the other one? (inserts End Marker)
Now you want to farm that out into a different file - it's in the K menu ...
(CONTROL-K) W - WRITE?

Yes, why that one ) .y o
Well, it's not the whole file to be saved, it's not placing a marker, it will be something in the Block Options,

and it's not COPY, and none of the others (selects WRITE)

[Name of file to write text to: ]
So I just call it address? (does)
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8. include file (transfer task)
CONTROL-K again? (selects, read Block Menu) It's another ... is it in the other menus?
No, it's in the K menu. You're now saying include an existing file in this document -
READING it?
Why do you think it’s READ?
Well, I just want to have a look at it and make sure it's the right one.
(m}if you select READ, it will import the file straight away. You have to put the cursor where you want it.
9. delete block of text
(deletes line and word-by-word)
10. save edited file
(CONTROL-K)
And 10 go to the Opening Menu is SAVE and?
(presses SPACE BAR) What do you want me to call it?
You've got to SAVE it first -
Didn't I save it then?
No, when you press SPACE BAR it cancels the menu - it's CONTROL-K and
(CONTROL-K, reads Block Menu) D? (saves file)
11. rename file
(renames file)
12. What does a word-processor do?
It's something that's not linked to a Mainframe computer - so you can take it anywhere you go. It's like having
all your files on a small piece of disk. I don't really know enough about it to say what it can do.

1. copy file
(copies file)
2. edit file
(edits file)
3. delete char, insert word
(overlooks this one)
4, insert paragraph
Where do you want this?
Top right-hand corner, like in a letter.
(moves cursor to the right, presses UP ARROW a couple of times) Hm ....
What's the problem?
It won't go up.
Where in the document are you?
Line 1 ... so I've got to move the whole lot down?
What is the easiest way fto do that?
Scrolling?
No (explains what scrolling does). How can you get extra blank lines?
I've done this, but I can't remember ...
If you put the cursor on the first character, and then press RETURN
(does) Ah! (moves up, presses CONTROL-F 10 move to the right) Why doesn't that work?
(explains)
(uses SPACE BAR, then TAB to move to the right, inserts para)
5. move paragraph
(marks para, positions cursor, reads menu) It's probably CONTROL-K (selects, reads Block Menu, selects
MOVE)
6. 6. delete paragraph
(inserts Beginning Marker)
[text marked to end of following previously marked para]
Hang on, I don't want to delete that bit.
No, but you haven't inserted your End Marker yet. (explains)
(inserts End Marker and deletes para)
7. copy paragraph (address) into separate file (transfer task)
So you want me to copy my name and address into another file? Which one - what is it called?
How do you normally copy a piece of text?
You highlight it and then you select a command.
You don’t have to leave this document to do this, you just choose a similar command that copies it into a
new file.
(marks para) What now?
If you have a look at the CONTROL-K menu
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(does) COPY FILE?
That will COPY the entire file ...
C?
That would copy this block within this document.
Yes, that's true ... WRITE? Yes? That's very logical (laughs). (selects WRITE)
[Name of file to write text to: ]
(enters filename)
8. include file (transfer task)
(selects CONTROL-K and reads Block Menu)
Any idea?
Well if the last one is anything to go by, it could be anything. Well, it's probably a Block Operation ...
Last time we started with a block which we turned into a file, and now we are including a complete file into
the document ...
So it's a file operation ... COPY? ... READ? If it's sort of the opposite ... (includes file) Why was it
inserted down there?
‘Cos that's where I left the cursor.
9. delete block of text
(marks block and deletes with CONTROL-K Y)
10. save edited file
(presses CONTROL-K and reads Block Menu, presses SPACE BAR) Where has it gone.
(explains) Which SAVE option did you want?
SAVE & EXIT? That would take me right out. SAVE & RESUME?
That would SAVE but you'd stay in this file.
Well, that only leaves one (laughs). Why is it called SAVE & DONE?
(explains)
11. rename file
(selects RENAME and renames file)
12. What does a word-processor do?
It's a machine for writing out pieces of text, and you can change things easily before you print them out. Unlike
a typewriter - you make a mistake and that's it, it's printed - you can decide what you are going to write, change
it, move it around, and then print it.

1. copy file

(types copy)

[waming: error has occured - not a recognised Wordstar command]
Isn't it COPY to copy a file? [trying to use DOS command]

You can copy the file within Wordstar - just get rid of the error message by pressing ESCAPE.
(does) Is it D to open a file?

You want to copy it first -

O then (selects and copies file)
2. edit file
(selects EDIT)
[Name of file to edit:]
Which one do you want me to edit?
The copy.
(enters filename)
3. delete char, insert word
(switches to type-over mode, types word over char)
4. insert paragraph .
(presses UP ARROW a few times, cursor moves (o the right)

You want to insert your address in the top-right hand corner - - -
How do I get above it [line 1] (reads Main Menu, CONTOL-H to move screen down, tries UP ARROW again) It
still won't go -

(explains scrolling) So what do you have to do? _ _

Insert some space at the top - how do I move the whole thing down again?

' What's the easiest way to do that? . - - ‘
RETURN - I'm on the H (first char) at the moment - (inserts blank lines, moves up, moves to the right with
TAB and inserts para)

5. move paragraph
(positions cursor, presses
end with CONTROL-F, C
para)

CONTROL-K and reads Block Menu, selects B to insert Beginning Marker, moves to
ONTROL-K K to mark para; positions cursor and selects CONTROL-K V to0 move
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6. 6. delete paragraph
(deletes line-by-line)
Is there any other way to delete a paragraph?
I suppose you could probably do the same - mark it and delete it, but I can't remember how to do that.
7. copy para'graph (address) into separate file (transfer task)
It must be K, I'm sure (presses CONTROL-K and reads Block Menu) COPY?
What do you have to do first with these operations?
Mark what I want to copy first (returns to file, inserts Beginning Marker)
[all text marked]
::nerewng - it's highlighted it all from the beginning - I thought that only happened when you finished marking
Why do you think it's done that?
Maybe I haven't wiped off the last one -
(explains)
(inserts End Marker) To a separate file (presses CONTROL-K and reads Block Menu) Well I want to COPY it -
but I can't see where it says to a separate file.
(explains what COPY does)
Must be one of these (File Operations) then -
Since you are marking a block of text in the current file, it's a Block Operation - it's WRITE.
WRITE? So W - (selects)
[Name of file to write text to: ]
What shall I call it? (enters filename)
8. include file (transfer task)
(presses CONTROL-K and reads Block Menu) I can't tell from these File Operations which one includes an
outside file ...
You're doing something that is similar to the operation you did before - you're reading in a whole file
Do I have to go and get the file first?
When you select the option, it will ask you which file you want ... it's READ.
Oh I see (selects READ and enter filename)
[file imported]
Can you see where it went?
Oh the cursor was there, that's why.
9. delete block of text
(marks block and CONTROL-Y to delete)
10. save edited file
(presses CONTROL-K and reads Block Menu) SAVE & EXIT?
Where would that take you?
Oh no, that will take you out to the A> cursor [operating system], that's not what we want. Is it S (SAVE &
RESUME) '
That would save but stay in the same document.
Must be D then (laughs) (saves file)
11. rename file
I have to OPEN it first, do 1?7
No, you can RENAME it without opening it first.
RENAME? (selects and renames file)
12. What does a word-processor do?
Good grief ... it makes it easy to type without thinking what your are doing, you just put the words on the page
and you can tidy it up afterwards, you don't have to think about the formatting. You can make as many mistakes
as you like without anyone noticing, 'cos you can wipe them out afterwards. And if you've got a basic letter and
you just want to change the name and address, you can do that without typing it again and again, you just change

the name and address.

1. copy file

(copies file)

2. edit file

S0, load the copy? (selects EDIT and enters filename)

3. delete char, insert word '
Just put my name where the cursor 18 now?

No, instead of the X. '
Oh, sorry. (moves cursor and inserts word) Is that it?

Can you delete the X?
(does)
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4. insert paragraph
(moves cursor to the right in line 1, presses UP ARROW a few times) Hm ....
Why do you think it won't go up?
‘cos this is the top of the page?
’So what do you have 10 do if you want some space on top?
Put 1;} 3{593012 ??fl just press the SPACE BAR? Can't I just scroll up?
o (explains). ou put the cur, 5
ocs) At sosr? you p sor on fo the first letter
You press CR a couple of times and that will
oot U L e ple of push the whole lot down.
Now you want to move over to the right -
So do I just type in lots of SPACES?
Or you can use the TAB.
(does, inserts para)
5. move paragraph
Unfortunately, I can't type in "no" [in response to "can you remember how to do that?"] (laughs). You mark it,
don't you? (positions cursor) It's CONTROL-B, isn't it?
CONTROL ...?
CONTROL-K B! (inserts Beginning Marker, moves to end) CONTROL-K E?
You can look it up in the menu if you're nor sure.
(presses CONTROL-K and reads Block Menu) Oh, it's K again. (marks block)
And now?
Is that still in the CONTROL-K menu?
Where is it going to move it to?
Oh, I've got to put the cursor ... (positions cursor) And then it's (presses CONTROL-K and reads Block Menu)
V (moves para)
6. delete paragraph
(deletes char-by-char)
There must be a quicker way to do this.
What, mark it and then delete it? Or CONTROL-Y. (deletes line-by-line)
7. copy paragraph (address) into separate file (transfer task)
(selects HELP menu) Hm ... I wouldn't know how to do it
Well, you want to (explains).
CONTROL-K C?
That would be copying within the same document.
(moves cursor to para, tries to move it to right with TAB) How do I move to the right?
CONTROL-F?
(does, inserts Beginning Marker)
[all text marked]
Ugh! It's marked the lot! Is it because of the CARRIAGE RETURN? Have I done something wrong?
No (explains)
(inserts End Marker)
What you have to do now is go 1o the Block Menu and see if you can find the command.
(presses CONTROL-K and reads Block Menu) So is it just SAVE?
No - because you are taking a block of text out of the current document, it's a block operation.
Is it MOVE?
No, thai's what you just did.
Must be WRITE, then. (selects and writes file)
8. include file (transfer task)
Do I have to leave the document?
No (explains) i
(presses CONTROL-K and reads Block Menu) Can't see anything ...
It's one of the File Operations ...
COPY?
No.
READ?
?
‘Cos‘;’:g ;nﬂml;d another file ... (selects READ and includes file) Oh - I didn't see where the cursor was.
9. delete block of text
(deletes line and word-by-word)
10. save edited file
Return to the Opening Menu ...
Where are the SAVE options?
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Can I press F8 (function key)? CONTROL-O?
No. It's in the CONTROL-K menu as well.
(pres;es CONTROL-K and reads Block Menu) Shall I copy it first.
0.
SAVE & EXIT?
Where will that take you?
Out of the system? SAVE & RESUME?
Where will that take you?
Back to the start again.
No, that will leave you in the same document.
Must be SAVE & DONE then, I don't know what that meant. (saves file)
11. rename file
What did I call it first? (selects EDIT)
You don't want to edit it again ... ESCAPE will take you back
RENAME? (selects and renames file)
12. 12. What does a word-processor do?
Just allows you to put text in, juggle about with the text, put it where you want. And typing and moving around
the screen, create your own piece of writing. And you can save it on disk, and use it any other time you want,
and change it any time you want.
Subject 7
1. copy file
(selects COPY)
[Name of file to be copied:]
(enter filename)
[Name of file to be copied to:]
You want another name? (enters new filename)
2. edit file
(selects EDIT)
[Name of file to be opened:]
(enters filename)
3. delete char, insert word
Right. Is this Wordstar that I'm in now? (deletes char, inserts word)
4. insert paragraph
Would you like the address above this [first line]? Can I get it in above it? I don't know how to actually insert
something above here - my cursor is right at the start.
You're at the top left now, but want some space before that - what could you do?
You want to move the whole block of text down, you want to create room at the top.
How could you do that?
(thinks) Well, I could INSERT a line - do a few SPACE BARS - (presses CR) Ah - great. (inserts a few blank
lines, tries to move cursor to the right with RIGHT ARROW) Ah - it won't go.
Any idea why not?
No.
What can you actually do?th a cursor? What is it there for?
To mark a position in the text.
But you have no text up there - you've ...
Tabulate! (uses TAB to indent, inserts para)
5. move paragraph
That's K (CONTROL-K to bring up Block Menu, presses K) Ah - I put in KK instead of KB,
(helps him to remove it) Start again.
(inserts Beginning Marker and End Marker, positions cursor) Now - I can't remember what the command was to
actually MOVE the paragraph. And the K menu doesn't help, I'm not sure ... (CONTROL-K). Is it MOVE?
(presses V)
6. delete paragraph
(uses DELETE LINE)
Is there another way to do it?
Presumably by paragraph - it will be in the K menu. Could you do it by marking the paragraph and then a
command ... (presses K X and exits program) Oh dear, I pressed the wrong one, I've got to get back into
Wordstar (do?)
7. copy paragraph (address) into separate file (transfer task)
Right, so I've got to open another file?
Why?
I want to open another file - [ want to go back to the ...
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There is a way to save this out into a separate file without leaving this one - you can mark a piece and say

Is that in the K menu? Do you mark it again in the same way? (tries to move cursor with TAB) (marks para)
Is it the C [COPY] in Block?
No - that's within the same document.
Must be WRITE then (selects)
[Name of file to write text to: |
How many characters can you use in a filename?
Eighs.
(enters filename)
8. include file (transfer task)
(CONTROL-K, reads menu) It should really be called READ - because it's the same as WRITE in reverse.
(selects READ)
[file inserted at cursor position]
So it reads the whole file that I asked for straight in? Could I ask for a block from a particular file?
9. delete block of text
My initial response would be to use DELETE LINE and DELETE WORD - I know you can mark it and delete
it, but I can never remember these K-K's and K-D's, (deletes line and then words)
10. save edited file
(CONTROL K, reads menu) It's D. (selects)
11. rename file
You want me to change the name? (selects command)
[Name of file to rename: ]
That was COPY.DOC, wasn't it? (enters filename)
[New Name:]
(enters new name)
12. What does a word-processor do?
It's a very extensive typewriter system, where everything you ever wish to do on a typewriter is there - it's a
typewriter, computerised. And also it's a filing cabinet, 'cos it can store as well.
What's different from a typewriter?
The ability to always correct errors - you can always correct.

-

1. copy file
(selects COPY)
[Name of file to be copied:]
(enters filename)
[Name of file to be copied to:]
What do you want me to call it?
I don't mind - NEW.DOC?
(enters new filename)
2. edit file
(selects EDIT and presses CR) Why won't it do anything?
(explains she pressed CR and therefore entered bank filename)
(selects EDIT and enters filename)
3. delete char, insert word
(deletes char, inserts word)
4. insert paragraph
What, at the beginning at the text?
Well, you obviously need some space ...
(moves cursor to line 2 and inserts blank lines)
You should try and put it before anything else, like in a letter.
979
(explains she has to put cursor at very beginning)
(does, inserts blank lines with CR) (moves cursor to right with TAB and types address)
5. move paragraph
So you want me to move this paragraph? Is it - well I think 1 can remember the instructions ... Is it K - B?
(positions cursor and inserts Beginning marker) (moves cursor char-by-char)
Is there a quicker way?
Don't know (holds RIGHT ARROW down) (positions cursor, presses CONTROL-K K 1o insert End Marker)
Now I've got to move it down (positions cursor), and it's K V. (selects command and moves para)
6. delete paragraph
I can't remember how to delete. (moves cursor to beginning and deletes char-by-char)
There must be a faster way of doing this.
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1 Can"} do it without the instructions,
ou've got DELETE co ;
Ab- DELETE LINE. (m)mnands in that menu up there ...
" u‘:’hen qu ve 30:] a block like that, you can mark it and delete it.
PY paragrap ‘ (address) into separate file (transfer task)
(types J) I keep pressing J 1o get HELP.
It's CONTROL-J for HELP
(Calls HELP Menu, reads it) Don't know.
What do you do when you copy within a document?
Is that what we just did previously?
It's_a similar operation - you have to the piece of text you want and then select a command.
Can’t I just put X and SAVE it?
You don’t have 10 exit it to do that.
Is that K V or something.
That moves it within the same document.
SoI've g0t to mark something (moves cursor to para, tries to use TAB then to move cursor to right)
(explains)
(positions cursor at the beginning) Is that K B then? (inserts Beginning Marker)
[all text marked]
Why does it do that?
(explains)
(inserts End Marker) Now I want to put it in a separate file ... CONTROL-D?
Why don't you have a look at the menu that contains the commands for COPY and MOVE ?
(calls up Block Menu)
Which one do you think it might be?
Is it CONTROL-O or something?
No, that's a menu.
Can't we use COPY, then?
No, 1o copy it into another file ...
RENAME?
No - WRITE.
(selects) :
[Name of file to write text to: |
What does it want to know?
What file do I want to put it into? (enters filename)
8. include file (transfer task)
Is that CONTROL-D?
What does that do?
That will tell me - show me all the different commands.
There is no CONTROL-D menu - CONTROL-D moves the cursor to the right.
So I'm trying to get INCLUDE.DOC onto this file, and this file is called NEW.DOC. So I want to COPY,
don't I?
If you have a look at the previous menu - since it coniained the command for saving a piece of text into a
file ...
(calls up Block Menu, reads) MOVE?
No, you used that to move a piece of text within a file.
READ?
Why READ?
I can't understand why we don't use COPY in the first place, that’s what you use for files.
No, within a document it's called READ.
(includes file)
9. delete block of text
(deletes char-by-char)
Isn't there a quicker way?
CONTROL-X?
How do you delete a whole line?
(uses CONTROL-Y, deletes the rest char-by-char)
10. save edited file
That's CONTROL-X, is it? No, it's not ... (CONTROL-K to see Menu) S instead of X you think?
Where does X take you?
Takes us back to the ... can’t think. Doesn't take us back to the Main Menu, anyway. §? [SAVE & RESUME]
That would take you back to the document.
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D then (selects)
11. rename file
(selects RENAME)
[Name of file to rename: ]
What was it called?
NEW.DOC.
(renames file)
12. What does a word-processor do?
[ think it's faster than writing, so if you want to wipe things off you can do that easily. You can also chop text
up and move bits from one to another. It's faster, and you can delete things ...
Subject 9
1. copy file
(selects copy)
[Name of file to be copied:)
(enters STUDY .DOC)
[Name of file to be copied to:]
(enters STUDY .NEW)
2. edit file
(selects OPEN)
[Name of file to be opened:]
(STUDY.DOC)
Is that the copy?
Oh (changes to STUDY .NEW)
3. delete char, insert word
(backspaces character and adds name)
4. insert paragraph
(Moves to beginning of the text, tries to move cursor upwards) How do you scroll up?
What exactly are you trying to do?
Bring this [first line of text] down so that get the space to add ... (reads menu) SCREEN DOWN, is it?
[points out that he is in line 1, column 1) If you think about it, can you go up any further than line 17
No you can't - transfer that [text in line 1] down here?
How can you do that?
Do you mark the whole lot and scroll?
What does scrolling do?
What you really need to do is insert a couple of blank lines - what's the easiest way to get a few extra lines?
Press RETURN?
What will happen if you press RETURN?
It will space it out (presses CR a few times, moves cursor up, uses TAB to move cursor, types address.)
5. move paragraph
You want me to move this one? See if I can remember how to do that. (positions cursor at the beginning of the
paragraph). I really need my instructions, I can't remember the commands ...
If you haven't got your instructions, how can you find out which command it is?
From the menu ... (selects Block Menu, reads block operations) Beginning, end ... So it's CONTROL-K V.
But what do you have to do first?
Mark this piece of text. (Sets beginning and end marker [doesn't know how to move cursor to end of line]
What's next?
Mark the ... tell the computer where it want to go? CONTROL-K B to bring it down?
How can you tell it where you want it io go?
Using the cursor! (positions cursor)
And now?
I can't remember ... (calls menu up) V. (presses CONTROL-K V)
6. delete paragraph
(deletes character-by-character)
Isn't there a quicker way of doing this?
I need the actual instructions how to do it ...
You could look at the menu and see if there's ...
(reads menu) DELETE! (deletes word by word using CONTROL-T)
Can you delete a whole line at once?
(reads menu again) Yes. (deletes two remaining lines with CONTROL-Y)
7. copy paragraph (address) into separate file (transfer task)
Are there any instructions for doing this?

Transcripts-9



Well, you have Copied paragraphs within the same document before - can you find out whether there's and
ophion to copy it into a separate file?
Well, you have to name a file - don't I have make to a file first?
Maybe it will ask you ...
Oh, you mean you select the command and it says; "Name of file ..." I need another menu to do it
What do you normally do when you copy a block of text?
You've got to mark it ... (presses TAB to move cursor, text is moved) Rats!
What happened there ?
Ah - I pressed TAB, but it pushes the text further out. (deletes extra spaces, positions cursor with cursor keys
before first char selects CONTROL-K for Block Menu, then B)
[whole text marked)
Argh - what happened there?
(explains)
(inserts end marker, selects Block Menu with CONTROL-K)
Which one do you think it is?
(reads menu) It's C for COPY ... but that's within the same file ... don't know.
E: It's WRITE.
Oh really? I wouldn't have guessed ... (selects W)
[Name of file to write text to: ]
You have to give it a name ...
Can I call it anything I want? (enters filename)
8. include file (transfer task)
So there's a file there you want me to include?
Yes - any Idea how to do it?
No.
What commands have you got?
(reads menu) Is it one of these [file operations). It's not RENAME, is it? (reads menu again)
You've just written text out to a separate file, what did you use for that?
WRITE again?
IT's the last one ...
What, READ?
Well, it's the opposite of WRITE ...
Oh dear (selects command to include file)
9. delete block of text
[not attempted]
10. save edited file
CONTROL-K D [SAVE & DONE]
11. rename file
selects command
[Name of file to rename: ]
(enters STUDY .DOC)
[New Name:]
What shall I call it?
How about your name?
(uses sumame as filename)
12. What does a word-processor do?
It stores information ... basically, it's the same as using paper ... The computer doesn't actually do too many
calculations ... well, it can do, in certain programs ... it's more for storing information in a much more compact
form, documents and papers and files ... it helps you to compose w_bal you are trying to _writc, ‘cos you can come
back to something and add new pages - if I had to do a dissertation in my 3rd year, it would be ideal, things
you've missed out you can insert. You can save things all the time, so you don't loose anything. That's it,
really.
Subject 10
1. copy file
(copies file)
2. edit file
Actually go into the copy? (selects edit)
[Name of file to edit:]
(enters filename)
3. delete char, insert word
(Deletes first line and adds her name)
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4. insert paragraph
Do you want me to type my address? (pushes her name over to right using TAB, inserts a few blank lines and
adds ber address)
5. move paragraph
(moves cursor to beginning of block, CONTROL-K for Block menu, selects Beginning Marker, moves to end of
block (word-by-word), selects End Marker)
So you have marked it now ...
(positions cursor, CONTROL-K for Block Menu, selects MOVE)
6. delete paragraph
(deletes line-by-line)
You have deleted this line-by-line -
Could I have deleted it with this [points to marked para]?
7. copy paragraph (address) into separate file (transfer task)
Do I need to come out of this file?
You don't have 1o - you can mark a para within a document and save that into a separate file.
(tries to move cursor with TAB) (inserts Beginning Marker)
[all text highlighted]
7

(explains)
(inserts End Marker, CONTROL-K for Block Menu) It must be C
That copies within in the same document, so it can't be the same for this ...
So is it a File Operation?
No - it's WRITE.
(selects WRITE)
[Name of file to write text to: ]
(enters filename)
8. include file (transfer task)
I'm completely stuck now.
You're trying to include this file ... it's similar to the operation you have just done ...
So it's CONTROL-K (brings up menu) So would it be a COPY?
No - to include it in this file, you have to use READ.
(selects READ, enter filename)
Where did it put it?
Where the cursor was.
9. delete block of text
(sets Beginning and End Marker, CONTROL-K, selects DELETE BLOCK)
10. save edited file
(CONTROL-K) SAVE & EXIT - that will take me out to the Main Menu [the instruction says Opening Menu)
won't it?
That will take you to the Operating System -
(selects SAVE & DONE)
11. rename file
(selects EDIT) )
You don't have to edit it -
(CONTROL-U to UNDQO) Hmm (reads menu) (Selects RENAME)
[Name of file to rename: ]
(enters filename)
[New name:]
(enters new filename)
12. What does a word-processor do?
Oh goodness - I would say that it's very much like using a typewriter on a - with a computer. But you can
actually store information on a computer disk. It enables you to move text around and to delete it, and it's more
flexible than a typewriter.

1. copy file

(selects COPY)

[Name of file to be copied:]

(enters filename)

[Name of file to be copied to:]

I'll just check the name I want isn't used already ... (enters filename)
2. edit file

Open it? (selects OPEN)

[Name of file to edit:]
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(enters filename)
3. delete char, insert word
(deletes char and inserts word)
4. insert paragraph
(positions cursor on later char in 1st line, presses UP ARROW) Can I use RIGHT ARROW now or will that
just go into the next line.
Yes it will.
CONTROL-F (forward)
Where are you now?
Line 1
Is there any space above no?
No.
So how could you get some space up there?
Press RETURN,
But if you press RETURN now, where would the line be inserted?

You want to insert the space above to the first line ...
(moves cursor to the beginning and inserts lines, moves cursor to right) How can I go up there without it
[cursor] going back to the beginning?
You can use the TAB (explains)
(positions cursor and enters address)
5. move paragraph
(positions cursor and presses CONTROL-K D) Oh that wasn't it - CONTROL-K D is for SAVE & EXIT.
What was it that you were trying to do?
CONTROL-K something ... CONTROL-K K is for the end (returns to file, positions cursor, CONTROL-K B to
insert beginning marker, moves to end (word-by-word) and inserts End Marker, positions cursor) CONTROL-K
V? (selects MOVE)
6. delete paragraph
(deletes line-by-line)
You deleted using CONTROL-Y - is there any other way you could have done it?
Could I have marked it as a block and then deleted it?
7. copy paragraph (address) into separate file (transfer task)
Hmm - so, would I make up a new file for this?
You will be creating a new file, yes -
Help! If I create a file and put it in, if I wanted to write a letter, how would the computer know that I just
wanted this address and phone number?
You mark the address and phone no. in this file, and say "this is what I want to put into a separate file.
So I mark it the same way that I've marked things before? (inserts Beginning Marker, whole text marked) It's
marked everything on the screen!
(explains)
(inserts End Marker) So if I press CONTROL-K (does, reads Block Menu) C.
No. (explains COPY) It one of the others.
WRITE? (selects)
[Name of file to write text to: ]
(enters filename)
8. include file (transfer task)
So if I look in CONTROL-K, and see if there is anything - (does, reads Block Menu) There's nothing here (in
Block Operations).
No, because you're importing an entire file, it's under File Operations.
COPY or READ?
It's READ.
(selects, includes file, cursor happens to be in correct position)
9. delete block of text
Wouldn't I want to delete all this? (marks block) Is it D? CONTROL-K something ...
You could look it up in the menu - it's Y.
10. save edited file
CONTROL-K D? That's SAVE & DONE ... (saves file)
11. rename file
(renames file)
12. What does a word-processor do?
Well it's a means of being able to produce letters, documents, and being able to correct it on the screen before
you print it. It saves a lot of time and effort. You can re-format things.

Transcripts-12



Subject 12
1. copy file
(selects CONTROL-O and CR) Hm ...
I think you were a bit 100 quick there - you just pressed CR and entered no filename.
Oh I see (selects option)
[Name of file to be copied:]
(enters filename)
[Name of file to be copied to:]
(enters new filename)
2. edit file
(selects EDIT)
[Name of file to edit:]
Do I want to get rid of this?
No, now you enter the name of the copy -
(does)
3. delete char, insert word
(types word, deletes character)
4. insert paragraph
Do you want me to put my address up here on the right?
Yes.
(pressing UP ARROW) It won't go up.
Where in the file are you?
I'm at the beginning of the letter.
It won't move the cursor up - why not?
‘Cos that's the beginning of the file.
Yes, any idea -
CARRIAGE RETURN?
Yes.
(inserts a few blank lines using CR, uses TAB to indent, enters para.
5. move paragraph
(positions cursor within para to be moved, CONTROL-O)
[Onscreen Menu]
Was that the wrong thing to do?
What were you trying to do?
Trying to mark the beginning - I thought it was O but it's not. (ESC to remove menu) Is it K?
Yes - but where do you want to put the marker?
At the beginning and at the end. Oh - (positions cursor at beginning of para, CONTROL-K, reads Block Menu)
B (selects B, moves cursor to end of para, inserts End Marker)
[paragraph marked]

I've got to move the cursor to where I want it (positions cursor, selects MOVE)
6. delete paragraph
(deletes line-by-line)
Can you think of another way of doing this?
Delete the paragraph, but I couldn't remember what that was.
7. copy paragraph (address) into separate file (transfer task)
(laughs) I can't find out how to do anything on this, [referring to instructions]
Well, it's similar to operations like COPY and MOVE, but you want it in a separate file.

So I create a file for my name and address?
Yes, but you don't have to leave this file 1o do that. You can mark a block of text and copy this into a

separate file.
Is that COPY AND RESUME?
That's for copying the entire file ...
So I mark this (pushcs TAB to move cursor and pushes text) Oops.
(explains)
(inserts Beginning Marker)
[all text marked]
Why has it done that?
(explains)
(inserts End Marker, CONTROL-K)
[Block Menu]
Any idea which it might be?

C?
You can't use that, since it copies within the same document. What else could it be?
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MOVE?
That's what you did beﬁ)re »
Oh, sorry, yes ...
How about WRITE ?
(selects WRITE)
[Name of file to write text to: ]
(enters filename)
8. include file (transfer task)
Hm ...
It's a similar operation, but now you're calling a file to include ...
How do I get back to the beginning?
The beginning of what ?
I want to find it from the Opening Menu.
You don't have to leave this file - where do you want to put it?
Below the paragraph (positions cursor)
Why don’t you have a look at the menu and see if you can find a command -
Is it CONTROL-V?
No, it's in the Block Menu as well?
(selects Block Menu, reads) HIDE and DISPLAY?
You've just done WRITE to put it into a separate file - what's the opposite of WRITE?
Wrong (laughs) - WRITE ... MOVE?
No it's READ.
(selects READ and includes file)
9. delete block of text
(deletes line and word-by-word)
10. save edited file
(CONTROL-K, selects SAVE & DONE)
11. rename file
(selects RENAME)
[Name of file to rename: ]
(enters filename and new filename)
12, What does a word-processor do?
It's just like a typewriter, isn't it? Well, it's more sophisticated than a typewriter - you can re-arrange paragraphs,
and it's easy to get rid of mistakes you've made. You can print out as many copies as you like.
Subject 13
1. copy file
It's O, isn't it (selects COPY)
[Name of file to be copied:]
(STUDY.DOC)
[Name of file to be copied to:]
What shall I call it? (enters filename)
2. edit file
So I've got to load it in (selects EDIT)
[Name of file to edit:]
(enters filename)
3. delete char, insert word
(deletes char, inserts word)
4. insert paragraph
(presses UP ARROW a few times) Now this is the interesting bit - how to get it [the cursor] to go up? Does it
means at the beginning of this text,
What is the problem?
I want the screen to go down, don't I? Shift everything back a bit.
Any idea how to do that?
To mark it and to move it down?
There's a quicker way of doing it.
Keep pressing CARRIAGE RETURN. But the CARRIAGE RETURN has got to be in front (at the beginning
of) the row. (moves cursor and inserts blank lines by pressing CR) Do you want the address that this [right-hand]
side? (presses RIGHT ARROW a few times)
[cursor moves down]
Oh!
Why can't you get the cursor over there?
(presses SPACE BAR) I can do it with that one.
Or?
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CO];ITROL-F ... but that's for words, isn't it? [means because it move word-by-word] (uses TAB and inserts
para
5. move paragraph
(moves cursor to the beginning) Is it K, B? (inserts Beginning Marker, moves to end with RIGHT ARROW)
Is there a quicker way of doing that?
Yes - CONTROL-F. (inserts End Marker, inserts End Marker)
And now?
I mc;ve the cursor down to where I want it to be (does) I can't remember how to do it - it's not CONTROL-K, B
is it?
You could just look it up.
Yes (CONTROL-K, reads Block Menu) V (selects MOVE)
6. delete paragraph
This is going to be interesting (presses CONTROL-K) How do you delete it (reads menu) without going back
letter by letter?
If you look at the Block Operations -
It's T -
But what do you have to do first?
Mark the text. (does, selects DELETE BLOCK)
7. copy paragraph (address) into separate file (transfer task)
Do you make a file called address?
You don't have to leave the file - you can copy it from this document into a new file.
So I have to go back up (moves to para) So do I mark that piece of text? (marks para) So it's File ... (looks at
Main Menu) Is it in K? (presses CONTROL-K, reads Block Menu) C?
No - that would copy it within the same file.
(reads again) I'm afraid I don't know which one it is - is it the RENAME?
It's WRITE.
(selects)
[Name of file to write text to: ]
What shall I call it, just address or something? (names file)
8. include file (transfer task)
Ah - how do I do that? Can I get help from K - K seems to be very helpful (laughs) (CONTROL-K, reads Block
Menu) Is it that H one ... or is it READ?
Why READ?
Because it means I can read other files. (includes file)
Why did it include it at this point?
Because my cursor was there.
9. delete block of text
(marks para, deletes)
10. save edited file
(presses CONTROL-K) I have to have a look at this ... It's SAVE & DONE, isn't it? (saves file)
11. rename file
So - (selects RENAME, renames file)
12. What does a word-processor do?
It's a lot easier to use than a typewriter, because you can move things around. And it's a lot more variable,
because you can put things in without messing the paper up. I was a bit scared to begin with in case [ might
break something, but it's not easy to break things. It's a lot easier and quicker to get things done in a way. And
it looks neater - they're a very good idea, really.

1. copy file
(selects command)
[Name of file to be copied:]
(enters STUDY.DOC)
[Name of file to be copied to:]
Will I call that by a new name?
You have to give it a new name ...
(enters NEW .DOC)
2. edit file
(selects edit)
[Name of file to be opened:]
(enters NEW .DOC)
3. delete char, insert word
(positions cursor, deletes char, enters text, hits CONTOL-K instead of SHIFT-K)

[Block Menu]

Transcripts-15



What happened?
I'hit the CONTROL key instead of the SHIFT. (presses E and inserts End Marker)
What's that?
One of those things for block ...
Yes (explains why block marker was inserted, removes it.)
4. insert paragraph
Do you want it here [below the first line]
No, above the first line ... you need some more space at the beginning - how could you do that?
Insert a new line?
How do you do that?
Just press RETURN?
o Where would it insert the line if you pressed the RETURN now?
Where is the cursor now? ... You want it above the first line.
(positions cursor at the beginning) It won't go any further up ...
No, you're right at the beginning ...
(uses CONTROL-M to insert blank lines) (tries to use cursor keys to move cursor to the right)
The cursor keys won't take you there - how can you get it over to the right?
Create a new margin?
You could - but there's a quick way of doing it?
(uses SPACE BAR)
(points out TAB key)
5. move paragraph
(moves cursor to beginning of para) CONTROL-K?
What would you like to now?
Mark it out - (presses CONTROL-K) I just want to look at the other menu to find out. (reads Block Menu)
CONTROL-K B?
But you've already pressed Control-K.
m
What did you do to get this menu?
CONTROL-K - so just B now? (does, moves cursor to end using CURSOR KEYS.)
Is there a quicker way of doing that?
Oh yes (moves word-by-word) CONTROL-K K? (does, para is marked.
What now?
(moves cursor to new position) Is it COPY?
What are you trying to do?
Can I go back to the instructions? (CONTROL-K, reads Block Menu) CONTROL ... V? (selects, para is
moved)
6. delete paragraph
With those [commands] as well? (Inserts beginning marker)
[whole text marked]
Hm ....
What's happened?
I wanted to mark this paragraph.
(explains)
(inserts end marker)
Now you tell it you want to delete it.
(CONTROL-K, reads Block Menu, selects, D)
7. copy paragraph (address) into separate file (transfer task)
Is that in the same menu?
What do you have to do to copy it?
Mark the block that you want to copy. (marks beginning, moves cursor to end, presses CONTROL-K B again)
[previous beginning marker moved to end]
Why doesn't it mark it?
(explains)
(marks block) Will I have to open another file?
How are you going to find out what to do?
Go to the K menu (does, reads menu)
Which one looks most promising?
The file operations ... or ... Can we copy that onto another disk? [diskette]
You want to copy it onto the same disk, just a separate file. You have used the COPY and MOVE
commands - maybe there is another one there.
(reads menu) WRITE? (selects it)
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[Name of file to write text 10: ]
Just call it a new filename? ADDRESS.DOC (does that)
8. include file (transfer task)
(reads Main Menu) Open a file INCLUDE.DOC? Do I have to finish this first?
There is a file called INCLUDE.DOC which you can import into this document. You don't have to leave
this document.
You just copied a piece of text into a separale file, now you're trying to do the opposite. Any idea how to
do that? It's in the same menu ...
(CONTROL-K to call up Block Menu) Is it WRITE again?
That writes something from your current file into a new file - you want to call in an existing file ...
READ? (laughs)? I don't want to DELETE, or COPY ... (CONTROL-Y to include file)
9. delete block of text
You can delete the line, or mark it as a block again. (deletes line) Can I get rid of the rest by typing over with a
SPACE BAR?
No.
10. save edited file
(CONTROL-K to call up Block Menu) Save and Exit?
Where will that take you?
The beginning?
What's the difference between the three SAVE options you have?
The first one (SAVE & resume) means you can go back to it, SAVE & DONE means that's the end of it -
SAVE & EXIT - I'm not quite sure.
(explains)
11. rename file
(selects RENAME)
[Name of file to rename: )
(enters current filename)
[New Name:]
(enters new name)
12, What does a word-processor do?
Well, basically like a typewriter, if you're using it as a typewriler, it's got additional functions like when you
make mistakes, you don't have to correct them straight away - you can correct them before they are printer out on
paper. You can insert things ... the tabbing and all that, it's easier to do then on paper - you can lay it out
beforehand. It's very efficient. It can do calculations ... I suppose that's the computer. It all on disk and in the
memory - there's a program already done for you - I would work from my instructions. You've got a set of
commands, and you just follow those.

1. copy file
(selects COPY)
[Name of file to be copied:]
(enters STUDY.DOC)
[Name of file to be copied to:]
Don't know what to call it ... (enters ANGELA.DOC)
2. edit file
The original, or the copy? (selects EDIT)
[Name of file to be opened:]
The copy.
(enters ANGELA.DOC)
delete char, add text
(deletes character, inserts word)
4. insert paragraph
(positions cursor at beginning, hits UP ARROW repeatedly)
What are you trying to do?
Trying to get further up to put my address ...
Which line are you currently on?
The top one ... so you can't go further ...
So what do you have to do?

I don't know how to get further up ... '
You need some more space on top there, don't you? 'Cos you are on line one at the moment ...

So I have to move the text further down ...
Any idea how to do that?
It's not by marking it, is it?
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No - how could you put some extra lines in?
I can't remember.
H{fm happens if you press CR now?
Does it bring it down? (tries it) Oh I see. (inserts lines, presses RIGHT ARROW to move cursor to the right)
[cursor goes down to next line]
Why does it go down when I press right?
(explains)
(uses TAB to position cursor, enters paragraph)
5. move paragraph
(HIKE?E)S cursor 10 beginning of para) CONTROL-K B, isn't it? (inserts marker) (moves cursor using CURSOR
Is there a faster way of doing this?
Yes (moves word-by word) (inserts End Marker) (positions cursor) Right - is it just B? I can't remember. I just
can't remember the command to bring it down [MOVE]
It's part of the K [Block] Menu, if you're not sure.
(calls up menu, reads it) B?
What does CONTROL-K B do? You've done that.
V (does)
6. delete paragraph
(deletes lines with CONTROL-Y)
Could you get rid of it as one block?
I wouldn't know how.
You could mark it as a block
Oh I see
7. copy paragraph (address) into separate file (transfer task)
Into a separate file? What do you mean, in its own file, so you can keep calling it back? Isn't it just like a new
file, you make it ...
What you want to do here is copy it out from this file - you don't have to leave this file.
Do I mark it in some way? (tries to move cursor with TAB and pushes text)
(explains)
(insert beginning marker)
[whole text marked]
Why did it do that?
(explains)
(inserts End Marker) Is it in K? (call up Block Menu, reads) What is the difference between File Operations and
Block Operations?
(explains)
So I don't want to do that (File Operations)
It's WRITE.
Ah ... (selects)
[Name of file to write text to: ]
Oh I see (names file)
8. include file (transfer task)
So that will be in the K Menu - calling in an outside file. (selects Block Menu - reads) So is it READ?
Why do you think it's READ?
Because I want to see it. (selects READ)
[para inserted at cursor position]
Can you see what happened there?
Has it gone over [overwritten] something?
No. It's just inserted it right in the middle of this paragraph - why?
Because the cursor was there.
9. delete block of text
(deletes using DELETE LINE and DELETE WORD)
10. save edited file
SAVE & DONE, is it?
If you want to go to the Opening Menu ...
Ah - X, is it?
Where will that take you?
Hm - the operating system?
Yes. So which one do you want?
SAVE & DONE (does)
11. rename file
(selects command)
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{Name of file to rename: ]
(enters filename)
[New Name:]
(enters new filename)
12. What does a word-processor do?
I suppose I would liken it to a typewriter, with a keyboard and a memory or something ... it's much more
flexible, though, you can correct mistakes and that ... you can store things ... re-format things ... What I found
difficult is things like spaces and that, when you're keying in things, and it won't accept it - little things like
fullstop and colon when you're naming files are very important.
Subject 17
1. copy file
So it's COPY FILE? (selects COPY)
[Name of file to be copied:]
(enters filename)
[Name of file to be copied to:]
Does it not matter what I call it? (enters NEW.DOC)
2. edit file
(opens file)
3. delete char, insert word
(deletes char, inserts word)
4. insert paragraph
Do you want it as if it was a letter? It [the cursor] won't go up, 'cos it's at line 1 already. If I press CARRIAGE
RETURN, will that insert lines? Do I have to go to the beginning [of the line]? (moves cursor and inserts lines,
moves up and moves to right with SPACE BAR).
You can use the TAB -
(does, inserts address)
5. move paragraph
(positions cursor, CONTROL-K B to insert Beginning Marker, moves word-by-word, CONTROL-K K to insert
End Marker, presses CONTROL-K and reads Block Menu) You want it down there? (tries to move cursor)
[system error]
I don't think it likes you moving the cursor while it's waiting for a selection,
(positions cursor, presses CONTROL-K V to MOVE para)
6. delete paragraph
(marks para, presses CONTROL-K and reads Block Menu, selects Y to DELETE marked block)
7. copy paragraph (address) into separate file (transfer task)
So can I copy the paragraph while I'm in this file - I don't have to go out? So if I just mark it? (moves to para,
tries to use TAB to position cursor) Argh!
What happened?
I've inserted some spaces (deletes those) Can I use those (RIGHT ARROW)? (does, marks para, presses
CONTROL-K and reads Block Menu) So I can just press C?
That would copy it within the same document.
0?
That will copy the whole file ... Since you mark a block in the current document to start with, it's a Block
Operation. :
Well, it's not COPY and not MOVE -
WRITE (selects WRITE and enters filename)
8. include file (transfer task)
So can I stay in this file, and look at it?
You can just call up the file from within this document.
Hm (reads Main Menu) There's nothing here.
It's similar to the operation you just did before.
I just don't know how you can do it and stay in this file.
By telling it "I want to include a file" and it will ask you for the name.
HELP? Or is it in K? (presses CONTROL-K and reads Block Menu) I don't know ... presumably it must be a
File Operation ... so is it just READ?
Yes. Why do you think it might be READ?
'Cos you can read the text of the file. (includes file)
9. delete block of text
(marks block and deletes it)
10. save edited file
(presses CONTROL-K and reads Block Menu) So just X?
Where will X take you?
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Oh, that will go to the Operating System. D [SAVE & DONE] - (does)
11. rename file
(selects RENAME and renames file)
12. What does a word-processor do?
I would say that it's quite like a typewriter, in that you use a keyboard the same as a typewriter, and you can see
what your typing on the screen. But the advantage is you can always edit it, change the spelling, change the
format, and it's a lot easier than on a typewriter. And if you can type, it's a lot quicker than writing.
Subject 18
1. copy file
(copies file)
2. edit file
(selects OPEN)
[Name of file to edit:]
(hesitates) So, which one ...
The copy -
(enters filename)
3. delete char, insert word
(inserts word, deletes char)
4. insert paragraph
(presses UP ARROW, cursor at end of line 1)
[cursor moves down]
Oh! (returns cursor to line 1 and tries again) Hmm -
What's the problem?
I've got to move the screen up ...
Where are you at the moment?
Is it right at the top?
That's right - so what do you want to do?
Move the text down ...
What is the easiest way of doing that?
Just using this [CR]?
Yes.
(inserts lines, moves cursor to right with TAB, inserts address)
5. move paragraph
(moves to beginning of para) Is it CONTROL-K B? (inserts Beginning Marker, moves to end using
CXONTROL-F) K, K? (inserts End Marker) Down here? (positions cursor) CONTROL ... K, C? Is that to
COPY it. :
C is COPY - look it up if you're not sure ...
(hesitates) What's that, by doing the K? (CONTROL-K, reads Block Menu) MOVE, so it's V. (moves para)
6. delete paragraph
All this? DELETE ... by line or by block?
Which ever you think is faster.
(inserts Beginning Marker)
[text marked 1o end of following, previously marked block]
Oh!
What's happened?
It's done all of that.
(explains)
(inserts End Marker and deletes para)
7. copy paragraph (address) into separate file (transfer task)
So I need to bring a new screen up? Would I have to mark it and then tell the computer to copy it? So I've got
to bring the screen up [scroll]. (tries to move cursor with TAB)
(explains why she can't use TAB)
So how would I get there?
CONTROL-F.
(marks para)
Now you have to find out what command is for copying it into a separate file ... where do you think it
might be?
Block?
Yes, it is in the Block Menu.
(CONTROL-K, reads Block Menu, points to marked para) So you want me to copy that into an extra file?
COPY?
That's within the same document ...
This one? (points to FILE COPY)
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}'O?zat would copy the entire file. Since you are copying a block from a current file, this is classed as a Block
peration ...
Ah - it's not MOVE, is it? HIDE?
What about WRITE?
Oh. (selects WRITE)
[Name of file to write text to: ]
So I'm creating a new file now, so [ have to give it a new name? (does)
8. include file (transfer task)
So I've got to get into the other file, INCLUDE.DOC.
All you have 1o do is tell the system that you want it included in this document.
Hm _.. I can't think how to do that.
It’s the reverse operation of what we did previously.
So CONTROL-K? (brings Block Menu up, reads) It's not HIDE & DISPLAY?
It's a file operation.
COPY?
That will copy the whole file.
IT's not DELETE ... READ? (selects READ, enters filename)
Why did it insert there
777 ... 'cos I had the cursor there?
9. delete block of text
10. save edited file
SAVE ... Q was it?
Which menu contains the SAVE options?
0?
No it’s in the K menu.
(presses CONTROL-K) D is it? (saves file)
11. rename file
E (selects RENAME,
{Name of file to rename: ]
(enters new filename, CR)
[New name:]
Oh.
You've got to enter the name of the file you want to RENAME first. If you press ESCAPE and try again.
(does and renames file)
12. What does a word-processor do?
Well, it's easier ... it's got lots of different uses. It's easy to type letters, 'cos you can save so many things on it.
You can move things around ... it's basically like a really really complex typewriter, I suppose, it's got a lot
more uses than that. If you want to go back and delete things or change them, you can do it. Or if you have a
file in there and want to update it, and you can print it off.

1. copy file

So O (selects O)

[Name of file to be copied:]

(STUDY.DOC, CR)

[Name of file to be copied 10:]

So I can call it anything? (enters filename)

2. edit file

So shall I edit STUDY or this one? (opens copy)

3. delete char, insert word

Right. (deletes char, inserts word)

4. insert paragraph

Do you want it up here, where it usually goes in a letter? (presses UP ARROW a couple of times, then RIGHT
ARROW)

[cursor moves down]

Uh - oh dear. (Returns cursor to first line.) So I have to move it all down, or can [ just ... I'm at the beginning

If you want to add anything on top -
I have to move it down? CONTROL-B do I use, or [wants to use MOVE]
What is the easiest way to push the text down?
Just add spaces, I suppose. (presses CR, moves cursor up and tries to move it to right with RIGHT ARROW]

[cursor moves down)
Oh. Do you want it on this side? (uses TAB, inserts address)
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5. move paragraph

I'll have to go to the other menu, yes? (presses CONTROL-0) Oh I didn't want that, did 1? (ESC to return to
file) Is it the K menu? (presses CONTROL-K for Block Menu) That's it (reads). Right ... do I do the
CONTROL-B first?
You've already pressed CONTROL-K, so -
Oh, all right (selects MOVE)
[No block marked - press ESCAPE 10 continue]
(explains text needs to be marked first)
Oh, ok. Tl have to get back 1o it (inserts Beginning Marker, moves cursor to end (word-by-word)) What was the
thing for the end, I can't remember.
You can look at the menu
(CONTROL-K, selects K)
[para marked]
Where do I have to move it to? (positions cursor) Here? (CONTROL-K v to move para)
6. delete paragraph
(deletes line-by-line)
You have deleted this block line-by-line - is there any other way you could have done that?
Could I have marked it and then deleted it? But that would have been slower, wouldn't it?
7. copy paragraph (address) into separate file (transfer task)
So I open a new file?
Y?u don’t have to - you can mark a piece of text in the document you're working on and save it to a separate
file.
Oh I see. (moves cursor and, presses CONTROL-K) I can't remember the second letter.
[all text marked]
How can that happen - how can it mark the whole lot.
(explains)
(inserts End Marker) Copy it into another file ... (looks at Main Menu) I can't see anything like that.
It's in the other menu.
(CONTROL-K, reads Block Menu) C.
- You have used COPY before - that's copying within the same document ...
It is a Block Operation, because you take a block of text from the current file -
WRITE? (selects)
[Name of file to write text to: ]
So I've got to give it a name for the file ... (enters filename)
8. include file (transfer task)
So do I go back to the CONTROL-K menu? (Read Block Menu) I still do want W [WRITE], do 17
No, you want to do the reverse operation.
DELETE?
You want to include an existing file in your document.
None of these [options] seem to fit it. DISPLAY? READ, what's that?
That's it.
(selects R)
[Name of file to read:]
(enters filename)
[file included at cursor position]
Where have I included it ... because I left my cursor there. So if I just mark that and move it where it's supposed
to go (does)
9. delete block of text
(deletes line and words)
10. save edited file
CONTROL-K X, isn't it? (presses CONTROL-K)
Where would that take you?
(reads menn) So if [ do D?
11. rename file
Now I want to rename so (selects RENAME)
[Name of file to rename: ]
What was the name of this file?
(tells her)
(renames file)
12. What does a word-processor do?
A way of typing out letters and correcting letters, by compuler, and it's meant to be quicker (laughs) ... would be
if you got used to it. And you can print from it ...
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t Task

Subject 1
[empty spreadsheet]
(points at screen) OK so we've got 2 columns obviously when it comes on later we can alter the width of these
if we want to and we've got a list down here so we could have something like a list of names and the type of
training each person's doing (points to cursor) so that's where the cursor is that purple blob there.
Enter text
So come down to there. (points to input line) And this is what is actually going to be typed in. It shows you
what is going to be typed in and press CR and we get a name in so the first thing is to give it a title - training
study, if you want to do it in capitals it's this that's this (points to SHIFT)

(types "Training study 1988", CR) [title longer than 12 chars, displayed across Al & Bl]
(points to title) That actually can extend across the size of that but it will come up. Now the best thing to make
this (the title) stand out we could miss a column (means row) and then come down

(moves cursor to Cl)
Now we want a heading for that .. in capitals

(proceeds to type in text headings Cl to C4 under subject’s instruction, then moves cursor to D1)
(points to headings) We'll make that stand out so we'll underline that so you do that by SHIFT and capitals that
would be a continuous line

(types) how long for?
10, I think it is, each column It doesn't matter, you can do it in one go by going straight across (the columns)

(produces line of dashes) shall I ... ?
yes, press CR [underline displayed A4 - D4] (somewhat surprised) oh, it worked That makes that stand out now
Wwe can enter Some names

(proceeds to put in names under subject’s instruction in A, then moves to B5)
Enter numbers as text
So just enter in 3,4,5,6 miles

how do I enter it? Just 3, or 3 miles, or...7
Just - 3m is what I'd do

(types "3m", CR)
["Tllegal character”]
yes, made a mistake, sorry. It has come up as a number now press UNDO to continue - that's my mistake,
sorry can't remember how to get out. Press UNDO twice. Now it is down as a NUMBER but it should be
down as TEXT because there is a letter in there. So F7 will reverse it to text and now press CR and it will
come up. Itis a mixture of NUMBERS and TEXT and we had it as NUMBERS and we've got to reverse it
round to show, otherwise when it comes to calculations it would ignore the m.

so we have to use F7? (presses)
[waming bleep]
no you do it (F7) after you've put it (entry) in

(enters data as text, as instructed)
So we've got what each one can do, so we could, say, take the averages so we can see what each person can do
above or below the average. So first we can underline all that to separate any calculations we might do

the same way? Can we not copy the underlining that's already there?
We could, but it seems such a simple thing to do so I would just -

SHIFT and Capitals? (proceeds to produce a line of underscores)
Formula
I've now got to remember, if you go down to this (A11) ... now I've gol to remember how to count ... let's type
out average for that column

(types "Average", moves cursor to B11)
[ can't remember how we total up, what I want is the MEAN, mean being the average so if you type in mean,
M E A N OK and now we're going to give it an instruction of what we want the Mean of so we put it in
inverted commas, so it's the mean of and inverted commas specifies which area we're doing. So put inverted
commas first ...

(types) ;
right we've got BS, type in BS, and then to the way of saying 'to’ is the colon, to B8, and CR,
(presses CR entering MEAN"B5:B8")
[displayed in B11]
sorry I forgot to toggle it, this time we want it to be numerical so all it's done at the moment is just typed in
there, this time we want it to be numerical because we want it to calculate so if you type it in again, right and
close inverted commas and change it over, right it's numerical and press CR.

(types same again, toggles to NUMERICAL, presses CR)
[BAD COORDINATE]
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I don't know what I've done wrong. I'm absolutely stuck

one thing I've seen before, is it double quotes or a parenthesis?
Oh it might be, you might be right.
Shall we hit UNDO, hit UNDO again. Normally I just work from the instructions.

(types "MEAN(B5:B8)" )
That is still in numerical so - presses CR
(7]

It doesn't like that
Enter numbers
think it doesn't like it because we've got the things (points at entries in B column) in as well. [ think that's
going to be a problem all the way along (points at other data entries) (realises that he has "mixed" numbers in
with text) It's going to be a big problem there because I don't know how it's going to total that. Let's move
along to this because it is all (figures) it might take that one.

OK (moves cursor to D11)
Do exactly the same, mean, and then you type in the co-ordinates which are D5 to D8 and reverse it over to
numerical, see what happens

(tries to enter formula)
[M?]
It won't because it's got the X (e.g. 6X400) (realises that all the data that have to be entered again) I've
completely wasted your time. I think what we'd have to do is leave everything out - the one that identifies the
distance, just have the numbers and then you can do it and what you can always put back in is the typing, well
you can put in brackets, long run in brackets miles, minutes (suggests all data entries have to be retyped as pure
numbers)

shall we do that then? If I go over and just type the numbers ..,
(retypes data - numbers only in B column)
Now come down to the average (B11) again and try it. Type that in again, MEAN. No you didn't reverse the
text, ... CR.
[average displayed in B11]
Change width
Oh we've got it. Now we've got a bit of a mess here (column labelling in B3) so we'll come out of there for the
moment and we'll make this a bit wider, this column. So if you press the menu, that will take us back to the
menu. Now what we're looking at is the FORMAT and the way it's made up so you can either move it along
to format or you'll notice there's only one alphabetical, there's only one of each so you can just type F because
it will not go down and then across, it will go all the way across (etc). If you wanted "WINDOW" or
something you'd have to go all the way through to find it. So just type F it will go straight there.
Now the width first of all so that's - just press, you're on the width so stay on WIDTH and press CR. Now at
the moment it is 12 long, that's a bit narrow, let's make it 20. Just type in 20. Right. So we just do this
column. It's got one in already so just type CR.
[column set to 20]
Change attributes
Right, now that's fine, we've got a wide enough column but everything is over to the right (numbers adjusted
to the right of the column) so we'd like to move it into the middle, so we'll stay in FORMAT, right, now
that's the ATTRIBUTES. We've done the width so move across one and look at the ATTRIBUTES Now this,
the instructions are here at the moment it is at the RIGHT so we can either have LEFT, CENTRE or RIGHT.

what does the 2 and the minus mean?
2 is the number of digits you've got after the number which we'll leave in because we want that for 3.50 If we
wanted an exact number we could move that to nought. Now you use this to move across OK but we want to
stick, if you notice when you move that you've got instructions coming up on the left as to what that
particular question mark stands for, well we only want the first one again. Move back. Now the way you'll
move the instructions up and down is the space bar. So you've got LEFT, CENTRE, RIGHT, LEFT, CENTRE.
That's it .. question mark.
We've got the centre so press CR. So that applies (o area - you can move the cursor up or down so move it
up, right so we've got it to apply to this area, B5. Now we want it to apply to the whole area, to that column,
so if you press the colon again, so that tells us from BS to whatever the area is, so if you move the cursor that
will automatically give us the rest of the space Yes, right and now press CR

(moves cursor from to Bl1, CR) that's quite good that
That, the other thing we want to do is we can have the order - they're not in any order are they? I think if you
press O for Order

(selects option)
so what do we want over what area - B, A5 so we want A5, now we want it in alphabetical order so go to the
left and up.

(selects area)
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Rxg?t and now move it straight down .. and CR - CR always gets you on to the next instruction. Column, so
that's what we want. Ascending or descending. Ascending would start you with alphabetically the first name
[orders rows alphabetically by name]
OK now we can move on we've got the averages we can move onto the circuits now -

(change width of C and D column)
Yes, we've got that. Now what's happened now is the whole menu [model] has now become 100 big for the
screen so if you want to see what's left, press CR, sorry press arrow indicator again to the left, sorry you've
come up in the menu. Right we'll go back to edit for now, press CR, just quickly if you want to see what's to
the left, that's it so it's moved us down that way as well. So we'll do circuits exactly the same

(changes entries in C and D columns)
Copy formula
Before we centralise these we might as well work out the MEAN We can COPY this (formula) so come back out
to the menu and we've got the instruction COPY, right so we want to copy, oh I've got to get this right,
copy from area C10, that's what we want to COPY, that mean, so press the CR for that. And we want to
COPY to base co-ordinates, we want to copy the whole of this column. 1 think that's it just to D10, press
CR, we want all of those and we want the relative values
[mean appears in D11]
" (CENTRE figures in columns C and D, patch up underlining which has been spoiled by widening columns)

ave

So we go back to the menu, we want to come out and save what we've done, so it's just Q,

(selects QUIT) [returns to spreadsheet main menu]
oh, press CR, I'm not sure I hope it's saved

Subject 2
Now what we have here, a spreadsheet is basically just this big square and what we have is a series of rows and
columns and rows are numbered 1, 2, 3, 4, like, down and columns are lettered A, B, C. So right let's get in
to start off with.
[empty spreadsheet]
Enter text
That's your basic spreadsheet. Now what we do is this pink highlight [cursor] there - we can move it around.
If you use the [arrow keys] there, you see it moves round. If we put it in the space where we want (o write
something and then we put in the input, and it will come up here and then CARRIAGE RETURN and it will
come up where the highlight is. Ok so if we start on the second line down
(moves cursor to A2)
If you type in names (instructs co-experimenter to enter text labels in A2-A6)
(once does not move cursor before next entry, overwrites previous one)
You just typed it in over the top because you didn't move the highlight down. If you move the highlight down
it will always go in and if there's something undemeath it it will obliterate it.
If you move the cursor to B1 -
(does)
Enter numbers as text
If we put the date on top there [as column heading] and then we can put the times down underneath. [ don't
know, call if the first of the twelfth, second of twelfth, we go three columns across, CARRIAGE RETURN.
(types "1-12-88", CR)
["-99" appears in B1]
(laughs) minus 99
toggle (thinks) Try F7.
[does not reason about why system has performed a calculation] - (does)
[ warning beep ]
[system doesn't allow to toggle entry now, would have to be done before entering; if he would make any edits
first, toggle would work]
Tricky, what did we do? Try again, type it in again then try again.
(does)
(99" again]
(thinks) Right so if you type in January, February, March ...
Enter numbers
(enters text labels in B1-D 1, and numbers in B2-D6)
Right in column E there we could put their average time overall or go for their improvement from January to
March. So if you go to E1, type in 'improvement’
(enters text label)
get the main MENU up, so if we goto ... F8 -
(does)
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Insert row

(reads MENU) how do we do this? (thinks) right I'll be thinking about that, in the meantime - while I'm
thinking about that - if we INSERT a line between row 1 and 2 so we move the rest of it down. We could put
a line in underneath just to separate it out and make it look a bit smarter, so if we go to FORMAT.
[Format Width Attributes Filler_char Data_type)
(reads options) Mmmm. We don't want to go into FORMAT, go to UNDO, (reads MENU again) go INSERT,
that's the one
(selects INSERT)
[ Insert Row Column ]
right we want to INSERT a ROW
[Insert row(s) starting at: 1]
we want to INSERT 1 ROW starting at 1, that's right,
[Insert how many rows/columns: 1]
and we want to INSERT 1 ROW.,
[new row inserted above row 1]
There you go. So it has moved it all down one and now we can put another one in undemneath to make it look
a bit better.
[which is what he originally said he wanted to do, but choose the wrong insertion point]
So if we go to that again, INSERT a ROW,
[Insert row(s) starting at: 1]
starting at number 3
(types "3", CR)
and one
[new row inserted between rows 2 and 3]
there you go, wasn't too difficult.
(reads MENU) The only way I can think of doing it is go to A3 move the cursor along to A3,
(does)
get rid of the MENU, UNDO, F2, and if you go SHIFT [underscore], put in 11
(enters 11 "_")
that's it and then RETURN,
[line of "_" entered in A3]
that's it, now go into the MENU, so it's F8 again, you want COPY,
[ Copy from area: A3]
COPY FROM AREA A3 that's right, just CR
[ Copy tg base coordinate: A3]
TO BASE CO-ORDINATE A3, colon, E3, ... just E3.
(enters "A3:E3", CR)
[line of "-" A3-E3]
So it looks nice and pretty.
[used COPY instead of FORMAT, FILLER_CHAR]
Formula
Now what we've got to do is work out this improvement, and I still haven't got a clue ...
The number of seconds? (thinks) Take away this one from that one (points)
Yes, we go A3 - there's a function for doing it we put B4 minus D4. B4 minus D4 then we COPY it into the
other columns - (thinks) let's go for help, sounds pretty good.
(experimenter tells him that all he bas to do is enter subtraction as a formula)
All right - If you move the cursor to E4 where we are going to put it in. So if we go B4 minus D4
(types "B4-D4")
Now we want to make that, we don't want it TEXT w appear up there - we want a NUMERICAL value to
appear, so if we change it using F7 that should -
(toggles) )
there we go we've got a NUMERICAL value, hit CR and cross your fingers -
[result appears in A4]
There we go - crikey it did it! (laughs)
Copy formula
So if we go back to the MENU now, F8. So if we go to COPY again - With our little spreadsheet it may
have just been quicker to put it in but if you've got a huge spreadsheet, you know with lots and lots of numbers
you can just do it once
(selects COPY)
[ Copy from area: Ad]
Yes we're going to COPY FROM AREA - E4, RETURN
[ Copy to base coordinate: ]
TO BASE CO-ORDINATE E8, RETURN
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[ Copy Values All ]
We want to COPY ALL of it, not just the VALUES
[ Copy Relative Absolute Prompted ]
and we want it to be RELATIVE to each one, we don't want the ABSOLUTE COPY otherwise it would copy
what E4 is so we want it RELATIVE to each row. So if you imagine if you've got a huge spreadsheet it
would be much quicker and with me being a bit rusty as well ...
We can put the average for January, February, and March - Move the cursor along to A9 (instructs subject to
enter another line of "_" using COPY, and enter text label in A10)
(moves cursor to B10)

OK if we go back to the MENU -
(can't find MEAN in MENU, experimenter tells him it's formula)
MEAN OK if you type in M-E-A-N and open brackets, we go is it B4 colon B8, close brackets, we want the
NUMERICAL value we don't want TEXT so F7, CR
[result appears in B10] OK so the average for January is that
éf you go into COPY now and we'll - (instructs to copy to C10-E10)

ave
SAVE this, so we can come back to it another day - We're going to QUIT/SAVE so we just go Q. We want
ah (reads options) OPTIONS, OPERATING SYSTEM

Subject 3

Spreadsheets are rather like the microfilms in the library, you know you have large sheets with the lists on on
very small pieces of paper and you can move it around the screen, it is actually bigger than the screen. You see
a little bit of it and you can move it around because the whole thing is bigger than the screen.
[empty spreadsheet]
Enter text, enter numbers
The cursor on the screen, when you type anything in that is where it is going to come up and before you type
anything you have to make sure the cursor's in the right place otherwise you might be typing over information
you've already got by accident, that's the pink thing which moves around. (instructs co-experimenter to enter
text labels in B2-F2 and A4-A9) Now we just make up some figures of what we've sold ... (instructs co-
experimenter to enter numbers)
Oh, you've still got the CAPS LOCK on ... (moves cursor) apparently, it doesn't make any difference [with
numbers]
Change attributes

(enters numbers in B4-D9) Can we get rid of these trailing numbers?
The decimals? Yes, you've got to change the FORMAT so the first thing to do is to get the MENU which is
F8, we're changing the FORMAT so you want to put F for FORMAT, now we want to do - good grief ... the
ATTRIBUTES, hit the A, the first one

(selects FORMAT, ATTRIBUTES)
[NUM[R 2 -]LCR1[??777777] ]
there are different kinds of aspects, I can't remember - if you press the SPACE BUTTON it moves it along to
different kinds of aspects of it under the question mark. So push that once, that means you see, push it again,
C that means it is going to be in the CENTRE of the column which is quite a good idea move it on to the next
one

how do you move it?
move the cursor keys, (points) no go back one, push the SPACE BUTTON 1 think it's the right one, keep
pushing, no it's not that one, move the space back again to the LEFT, push that one,

what are we looking for?
we're looking for a nought because it asks us whether we want it DECIMALISED

this seems to be F, C and blank
try that one. OK, ... that one, nought, is that ... yes, can't remember, push RETURN see what happens
[ Format applies to area: F9]
oh right area that applies, this is better, we want it to apply to all these numbers so if you move it to the first
one and start there then we can copy it across the rest of the numbers so put the cursor there on the first
number

(moves cursor to B4)
and push RETURN and see if I've got it right, 'cos I can’t remember ...

(CR)

[entry in B4 centred and no decimal places]
so now I want to COPY it to the other numbers, so select COPY from the menu which is C
[ Copy from area: B4]
from area B4 then you push RETURN
[ Copy to base coordinate: B4]
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now it's asking you where to coordinates so do B4 again and if you do a SHIFT and colon that means that
where you are copying it to which is, I can't remember if you do it like this but you can try putting it down to
"Sawrday” [row 9], press F9 [coordinate not function key], to do it all, press RETURN.
[ Copy Values All: ]
You want to do all of them so press A for ALL. Can't remember what VALUES ALL means -
[ numerical entry "10" appears B5-F9]
[used COPY to "copy format of entries" - to change format of entries, instead of using FORMAT
ATTRIBUTES, FORMAT APPLIES TO AREA]
Oh dear, never mind, we'll start that one again ...
can we get rid of that, what I just did now?
I'm not sure if you can get rid of what you just did, you must be able to,
[there is no UNDO function]
all the numbers have gone, never mind, we'll type all the numbers in again so we want to get rid of the
MENU, then you press the UNDO button, right so now we've got (o type in all the numbers again, leaving
SOIe spaces
Blank
How do we leave spaces [empty cells] now that we've got number in?
delete it
delete
push the DELETE button, will it work, no, um,
[could overwrite current entry with a blank one, or edit current entry]
get to the MENU, might have some delete thingies on it, F8, press DELETE which is D
(selects DELETE)
[ Delete Row Column]
shall we delete all of it
no, we don't want to delete a row or column
no, we just want to delete the thingies in it -
(experimenter advises her to use BLANK)
we want BLANK, so I'm going to go back to the MENU in fact, F8 to bring the MENU back
(F8)
[ warning beep ]
oh - it didn't take any notice of that how do we get blank?
(experimenter tells her to use UNDQO)
oh UNDO, F2 o get out of that, now we want BLANK which is B.
[Blank applies to area: C5]
May as well blank most of it.
shall we blank the middle bit?
Right so put a colon for where you want to blank it to and type in the number for where you want to blank,
which one, E9.
(enters C5:E9)
[Verify blanking area: C5:C9]
[first time subject comes across having to confirm something in this application]
Now just push RETURN I think
[area blanked]
we've got to get out of the MENU which is F2 for undo. Now just type in some numbers.
(enters numbers, leaving some cells blank)
Change attributes
We need to go back to taking off the decimal points so push the MENU button to get the menu back, push the
FORMAT button, because we're going to FORMAT, so that's F, we are going to do ATTRIBUTES, ENTER

push the SPACE button un til the C come up so that's in the CENTRE
(selects CENTRE)
keep moving the thing, stop and change that to 0 now RETURN
(sets decimal poinis to 0)
[ Format applies to area: D9]
if we move it back to where we want it to apply to, same place we blanked C5 to E8, RETURN now we want
to - oh, it's done it already, that's rather nice ...
[seems she thought she would have to COPY again, does not seem to understand that you can change format for
arange]
[all e%nnes centred and without decimal points]
Formula
now we want to try and find out how many, what the average number sold per day is
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You move the cursor to where you want to do the sum so we want to do it under Saturday to work out what
was sold 1oday so if you move it down -

(moves cursor to Al2)
write in MEAN, RETURN

(does)
["mean” in A11]
that didn't work ... - oh I know, sorry you're going to have to redo it because you are dealing with NUMBERS
as well as TEXT you have to push this so it takes this into account because at the moment it is just
understanding words and it can't deal with numbers at the same time so push F7

(does)
[ warning beep ]
oh d?;:es }ou getrid of MEAN, write mean again don't push RETURN push F7
[indicator changes to NUM]
I'hope this is going to work, now push RETURN

(does)
[Bad coordinate] [did not enter any coordinates, which is the problem]
How to come out of it try pressing DO I don't know is it, try UNDO

you haven't told it what we want the MEAN of ...
oh we haven't have we

(experimenter tells her she has to enter coordinates after MEAN)
Is that before you push F7? ok, afterwards - So we're talking about this column here so it's sort of B4 to B9 so
if you type that in, the TO you write with a colon, you are going 10 move the cursor to - hang on .. Let's try it
there B4 with a colon which means to, B9, RETURN,

(enters "meanb4:b9", RETURN)
[Bad coordinate]
[brackets missing]
no that's not going to work either, brackets, OK, where has the cursor gone, press RETURN to get rid of ... if
you move the cursor back you type in a bracket, overwrite, ... other bracket and RETURN.
[result appears in A11]
Copy formula
I've put it in the wrong, because I've told you to put the cursor in the wrong box, but that is the formula you
want, now you want to COPY it across the various columns, so you want the MENU, so you can get the
COPY command, F8, COPY again, so it is either moving the cursor or pressing the C

(selects COPY)
[ Copy from area; Al1]
COPY FROM AREA All, that is right, so RETURN,
[ Copy to base coordinate: A11)
COPY TO BASE COORDINATE so you want to move it along to F11

(enters A11-F11, RETURN)
[ Copy Values All ]
RETURN, VALUES, we did it ALL last time which means the same number I think
[value "10" in A11-F11)
no wrong one again ... [ALL would have been right - last time she was copying a number, not a formula - but
since the numbers are displayed, she thinks she made the same mistake]
let's go back again to COPY All again to F11, RETURN, try ALL,
[doesn't change]
not much use either ...
[because in the last attempt, she overwrote formula with number 10]
Save
Do you want to SAVE it, choose the QUIT and SAVE direction from the MENU which is, just push the Q,
and now you want to push that, I'm not quite sure why but MODEL SELECTION and now you want to get
into the OPTIONS so you can choose to get out of the thing so push O, now you have to get back into the
OPERATING SYSTEM which is O again
[remembers procedures, but not where to apply them; when operations go wrong, she starts changing
procedures]
The spreadsheet allows us to program information into the computer and it will be displayed on the screen,
allow us to manipulate the data, move it about, so that just like writing an essay or whatever on paper, but it's
in the computer you can put the words into the computer and move them about. Format a table or a chart or
something.

[empty spreadsheet]
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Enter text, enter numbers
This is the spreadsheet, it consists of rows and columns, and so you just create your own table or whatever 1o,
s0 you've got the columns and rows if you want to create a table 1o show a certain thing you can just program
it in, and it comes out. If we move the cursor down a couple of spaces -

(moves cursor to A3)
and type in "Monday" and press RETURN

(does)
Now that's come up there - whatever you type in is going to come up where the cursor is so if you type in
"Tuesdagl") now, remember to move the cursor down one (instructs co-experimenter to enter text labels in A3-A6
and B2-
Now we've got the figures for how much stock we've sold each day - (instructs co-experimenter (0 move cursor
to B3, type "50" and RETURN)
[entry 50.00 in B3]
Now that's come up there [numerical entry in B3] and we don't have to worry about being offset in the column
here because we can format it later, so if we then move down bere

has that added two noughts? ]
That's just in case, it assumes that you want decimal places, but after we've gone through it we can format it
and knock off the two noughts. Right then if we go down "Tuesday" and say twenty five pounds -

(enters numbers in B4-ES8)
Insert row
Right now we've got everything in, but it looks untidy so if we tidy up the table, the spreadsheet and it just
looks nicer and it's easier to read and everything. First we could leave a space in between the title of the
column and the first figures, I think it would be useful because it runs in a bit there [between rows 2 and 3] so if
we insert a space between the title and where the figures start it would be better. I can't remember So if you
move the cursor to where you want the space which would be on A2

(moves cursor to A2)
no down one

(moves cursor to A3)
and then (thinks) perhaps we don't want a space ... press F8, these function keys here get us the MENU up so
if you press F8, and we've got the MENU here and each option will do a different thing to the spreadsheet To
put a space in we (reads MENU) if we choose the INSERT option, so we can either move the cursor and press
RETURN or press I which will select that as well.
[ Insert Row Column ]
Right - then we want to INSERT either a ROW or a COLUMN. We want a ROW there so we then get a
blank, so if we press ROW and RETURN.
[Insert row(s) starting at: 3]
(hesitates) So now is says where do you want the row starting from. It's got it starting at 3 so press
RETURN.,
[How many rows/columns: 1]
How many rows and columns, well it's already got 1 in there so that's ok just press RETURN.
[new row inserted between 2 and 3]
Change attributes
Next thing I think would be to put the figures in the centre of the column just to make it easier to understand,
so for that choose a different command (reads MENU) so we want FORMAT - which is the way that everything
is set out on the screen. So it's the way the actual data is, so either move the cursor or press F.
[Format Width Attributes Filler_char Data_type]
To put the figures in the CENTRE we need to select ATTRIBUTES command, so, yes, press RETURN.
[NUM[R 2 -]LCR1[77777777] ]
Now these funny things down here tell us different commands that we can actually do. (points to first "?") That
stands for I EFT CENTRE and RIGHT so we want the CENTRE and each one of these question marks gives
us a different command. So if we move the cursor to the 3rd question mark along. Each one is a different
command but we only need the CENTRE one so -

(moves cursor along "?"s, returns to first "?")
Right if we press the SPACEBAR and again, CENTRE, that's right, right underneath the cursor we've gota C
which stands for CENTRE, so we've chosen that, so if you press RETURN.
[ Format applies to area: A3]
(hesitates) Right if we put a command in we should have the cursor in the right position and we've got it in the
wrong position at the moment so if we delete that A3 and then move the cursor along to B4, right, press

(does)
[entry in B4 centred]
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right then it's put the figures for B4 in the centre so now we can either do that all the way down or we can copy
the - no we can't .. so we select the FORMAT again to put the figures in the CENTRE, so RETURN again,
ATTRIBUTES, press SPACE BAR twice, that's CENTRE, now press RETURN,
[ Format applies to area: B4] now format what area B4, by pressing RETURN now it just does B4
which you've already done, if we want to do the whole column, if we press colon, right and now we
move the cursor down with the arrow key to the end of the column, right now press RETURN

(does)
[entries B4-B7 centred]
and that's told it to put the thing in the centre of B7, so if we move the cursor along to the second column.
(repeats for column C, D and E)
(instructs co-experimenter to centre text entries in B2-E2 in one go)
[seems to assume that range can only be defined for one row or column at a time]
Formula
We can use the computer to calculate things from the data, perhaps what the average amount of cereal you're
selling in the first half of the week or whatever. so, if we perhaps want, say, the average takings on Monday,
so could be used for the average for each day ..

could you add them all up so you could see how much you took ?
Right if we do how much money we've taken each day, so if we get rid of the MENU, press F2, now to
calculate something you bave to put in an equation so if we, when you put the equation in, you put an
equation in, say, to work out the average or addition of the lot, the answer will be displayed where the cursor is,
so first we should put the cursor where we want the answer to appear which would be

(moves cursor to F4)
.. yeah. And we want those added up - (thinks) so if we put total - we have to pick an equation which will
actually perform it for us. Umm, if we type in "total" -
(is not sure - experimenter tells him its SUM)
SUM, right, so if we type in SUM, then press SPACE BAR and then we want it added up from B4 through to
E4, sotypein, somry capital B delete [doesn't matter whether it's capitals or not]
B4, colon, EA4.

(enters "sumB4:E4")
Now if we put that in now because we're in TEXT mode it will actually come up where the cursor is whereas
usually we type in data and it comes up

so -
so if we did it now it would actually come up because we've not told the computer it hasn't got to go in.
Usually if we want anything typed in, in there, press RETURN and it will go in

so it will actually print that?
It would actually print that so if we want to distinguish that we want the calculation instead of just it thinks
we want that written in so if we press F7

(does)
now it's got NUMERICAL command which means that you are calculating something from the data and it
won't actually print it up there, it will work it out for you, so in NUMERICAL then press RETURN.
[Bad coordinate]
It doesn't like that one - ah if we press F2 again to UNDO

[waming beep] ' _
try F2 again, right if we delete the B4 colon E4 and now move the cursor with the arrow key and move it along

to B4 -
(can't see what's wrong with the formula - experimenter tells him it's brackets)
yes sorry we need brackets as well, so if you move the cursor back to F4, press open bracket B4, colon, E4,
close bracket,
(enters "sum (B4:E4)" )
now press, no sorry, we have to toggle it again, just press RETURN
[Bad coordinate}
Unfortunately we've put a space there which we shouldn't have done so press F2 again, right and again, now
delete the brackets, if we delete that, then open bracket, B4, colon, F4, right then press RETURN.
[result appears in F4]

Copy formula
Right now it has summed that lot. Now do the same for each row so if we just calculate the sum of each row

but instead of going through and actually putting that formula in for each one, I know it's not much at the
moment but if you had hundreds of rows it would take too long, you can actually COPY that formula
throughout the whole rows, so select the MENU again, F8 and the COPY command, press C.

[ Copy from area: F4]
Right now it says COPY FROM AREA F4, so at the moment that equation is in section F4, so it asks if you

want to COPY that equation, so we say yes, press RETURN.
[ Copy to base coordinate: F4]
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Now copy to base coordinate. It says where do you want that copied to, so we want it to the end so we press
colon which is to and then move the cursor down to the last column and then press RETURN.
[target coordinate overlaps base coordinate]
[ Copy Values All )
Now it says, we press ALL, we want that displayed in every, in all of them, so press RETURN
[ Copy Relative Absolute Prompted ]
and then RELATIVE, press RETURN again
so it hasn't just copied ...
it's totalled them for all, and adjusted ... then, put a heading for that row [column F] perhaps we call that
"turnover"
(does)
and if we CENTRE that [entry F4 - doesn't CENTRE rest of column 4]
Save
If we want to SAVE it if you press Q which is QUIT/SAVE then the easiest way, if you press O for options
Subject 5
[empty spreadsheet]
Enter text
We can move the cursor around (demonstrates using arrow keys) and if we want to put anything in it appears first
in the input box (points) what we type in there is going to appear where the cursor is. So perhaps if we have
say five people, five subjects first, put them in, any names
(enters names in A4:A8)
Enter numbers as text
If we have them running different distances, perhaps if we do 100, 200, 400 say, so if you label the columns,
start with 100, metres.
(moves cursor to B3, enters text label "100 metres")
Then RETURN.
(does)
[Bad coordinate]
It is not going to fit in is it. I don't know what has happened but F2 is UNDO
[waming beep; edit <left> <right> <insert> <delete>]
oh right it is not going to take 100 metres so just put 100 m say, change that
[thinks it's length that is the problem]

what do I do now?

EDIT - yes just press RETURN
(does)

[bad coordinate]

[nothing changed] - (UNDO)

[waming beep]

yes, right DELETE, so pick DELETE
How?

Just move the cursor along
(tries, nothing happens)
I don't understand ... and then, press CR, what happened last time we did that?
press CR and ...
so we want to DELETE the S really [of "metres"] don't we. Try it. 'Press do or undo to continue'. What to
do is move that, try ... (presses CR)
[bad coordinate]
(UNDO)

[waming beep]
maybe we should just delete that (uses BACK SPACE to delete "metres")

yes, of course, BACK SPACE, if we just put an m in there, that's what we want.
(does, CR)

[bad coordinate]

Why won't it go in?
I think it's because of the "m", it wants a number, just a number

Do you think that's right? If we change it by F7 to text, will it take it m then, or will it confuse it, F7,
(presses F7)

[wamning beep]

no it doesn't want to play does it?
(presses UNDO)

["bad coordinate” disappears]
(presses F7 again)

[NUM toggled to TXT]
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(CR)
["loom" appears in A3)
Enter numbers
If we want to do it, ok and then RETURN, so yes if we want to do it, we have to put it in as text, we use F7
(instructs to enter text labels in C3 and D3, and numbers for times in B3-8, C3-8 and D3-8)
Now, if we want to work out the average, it's going to have to be 400 metres, so if we move the box, the
cursor, to where we want the result to go in, well we could type in average couldn't we, we could name it in
this column here. Or just put MEAN, it will fit in.

(enters text label in A9)
Formula
OK, move the cursor 1o where we want the MEAN to be put in,

(moves cursor to B9)
and what we want to do is to tell it to work out the MEAN don't we. So the instruction is MEAN so if we
just type in MEAN then open brackets and we want to tell it to work out the mean from one figure to the next
so if we give it a starting co-ordinate which is B4 and then colon and then down to B8, close brackets, and we
want to count numbers not text, so we want to change that with the F7 button, RETURN, did it.
{mean appears in B9]
Copy formula
Now we could do that all again for the next one without doing the same thing so if we find the MENU, F8 and
we want to COPY so search again to find COPY and then, if you just type c in there it will be quicker,

(selects COPY from MENU)
[ Copy from area: ] right we want to COPY what's been done in a previous box so you want to
COPY what was done in B9 so from B9 and then RETURN
[ Copy to BASE COORDINATE ]
and we want the BASE CO-ORDINATE which is where we're at now, so C9 is correct, s0 now you want a
colon and where we want it to go to, so if you move the cursor along to where you want it to be, no, it wants
to be copied from the base co-ordinate C4, so we want to work out from C4 to C9 again, so, yeah and then
RETURN,

is that right
yeah go on RETURN. We want to COPY, ALL, then RELATIVE,
[ ?7n? displayed in C4:C8 ]
why has it done that? [gave C4:C9 as target coordinate, instead of C9] I don't know why it's done that. We have
to put some numbers back in.

(types numbers back into C4:C8)
I don't know whether we can still COPY now what we did before or whether we have to go through the whole
process again.

Shall we try?
Try to COPY. Get the MENU. COPY again.
[ Copy from area: ]

try again, and it was C4 to ... where? (enters C4:C9)
C9? Did it ask you for a BASE CO-ORDINATE?

C4 to C9 is what we did before and it went wrong didn't it?
Yes, from now it is calculating, so we want (o be in that mode don't we. Try RETURN again? Shall we try
it?

I don't know, that's precisely what we did last time. What might have been wrong with it?
Oh, yeah, right we want it just to go from C4 to C8, last time we asked it to count C9 and there wasn't a value
in C9 so that is what it got confused about, ... to C8, [accurate diagnosis] and now try RETURN.
[ Copy to base coordinate: ]
Right, COPY to BASE CO-ORDINATE. No this is going totally wrong
[accurate diagnosis] - shall I UNDO?
Yes, UNDQ if it will let us. I think we should have another go. Right FROM AREA, We want to COPY the
MEAN, so we want to copy what the MEAN was, B9 to, from C4 to C8, [same mistake again]
RETURN, we did all last time, RELATIVE, no ... Stupid thing!

(replaces numbers)
MENU again, so COPY

(selects COPY from MENU)

[ Copy from area: ]
COPY FROM AREA, it must be B9, I'm sure, RETURN yeah. COPY TO BASE CO-ORDINATE which

is C4, we put in last time, which it didn't like did it. I think, C4 ... last time we told it to ... so surely this
time it should go from ...
so what do I type?
C4t10C8
(Experimenter intervenes and points out mistake)
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COPY it to, right I see, we want to, C9 we want, which is COPY TO BASE CO-ORDINATE
[mean appearr in C9]
it did it!
Save
Right and then we're going to QUIT and SAVE are we, so we're on the MENU now so pick QUIT and SAVE,
RETURN, mmm I think OPTIONS, I think that saved it. (not sure)
Subject 6
[empty spreadsheet]
We could put the names of drinks down here [column A] and then across how many bottles we've sold for each
day ...
If you tab down a couple of spaces we can leave room for a title later on if you tab down to §
(moves cursor to AS)
Enter text, enter numbers
If you type in now, it will enter here (points to input line) it will only come up on the screen once you've
pressed RETURN so if you make a mistake you can delete and you can type it again, so if you type, say,
"whisky"
(does)
and then just a CARRIAGE RETURN
(does)
[ "whisky appears in A5 ]
and then say if you then tab down and enter more otherwise you'll delete what you've just done, tab down one
more and then we'll just do,... and then CARRIAGE RETURN again and then if you tab down again and enter
more (instructs to enter text labels in AS to A9, numbers for bottles sold in B5 to B9)
Change width
What you want to do is FORMAT it because we want to widen the column so you could press, to save time
press F, and that will automatically select whichever one begins with that letter,
(selects FORMAT)
what you need to alter is WIDTH and its on that so RETURN.
(selects WIDTH)
[ Set width of the column to: ]
It's currently set on 12 we want it to be slight narrower I should think ... no point in a whole wide column
being used so we could narrow it down to 8, say, so give it 8 then a CARRIAGE RETURN
(does)
[ set how many columns to this width? ]
just the one column,
(enters 1)
so that's now done it and if you press F2 that will then remove the MENU, so any time to call it up is F8
then to get rid of it F2.
You can go up here [B2] and enter a title for the column

(enters text label B2-B4)
We want to divide each column so it's clear, so there's a separation there, so what we need to do to do that is

put some sort of FILLER CHARACTER down in between the two columns, to do that we need to enter
another column between A and B and then reduce it to the WIDTH, to one, to one letter and then we can enter
in a FILLER CHARACTER, lets say, the two dots, the colon, so if you call up the MENU again then
FORMAT, now we want the FILLER_CHAR,

(selects)
[ Set filler to: ]
now we have to decide what we're going to use as the FILLER CHARACTER so we use, right, then -
Insert column
oh we didn't put the column in did we?
A good example now of how to use the UNDO. If you do something like I've just done and you get to the
wrong thing and if you press F2 that will then get you back to the MENU again.

(does)
Now what we need to do is call up FORMAT again, so CARRIAGE RETURN, so whatever stage you are then
at, if you make a mistake you can get out of it by just UNDO.
What we want to do is INSERT so F2 again and then, press the letter I, it will save time, we want to
INSERT a COLUMN this time so ... then CARRIAGE RETURN. It inserts columns always to the left of
the one the cursor is over so that is where we want it so that is Ok so if you, just the one column, so if you

CARRIAGE RETURN again

(does)
[ new column inserted between columns A and B 1
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Change width
You see it's already, that's it, and now we want to FORMAT it so if you press F and WIDTH is what we want
to do soif yousetitto 1, RETURN, and just one column

(does)
[ column B set to width 1 |
So that's ok, now we'll use it like that. Now the easiest way actually, the way I've done it, if you just get rid
of the menu, UNDO F2 and if you tab up to B1

(does)
Filler character
for the FILLER CHARACTER use the colon so if you press just one, just enter one and then RETURN,
Now if you now call up the MENU again F8 and COPY. We want to COPY from area Bl and CARRIAGE
RETURN, COPY TO the next CO-ORDINATE, now if you take it down 1 to B2 because we want to copy it
from B2 down to B8 so if you type in colon

Why?

because that is the area you are copying it to, the colon is for B2 to ... now you can either type in B8 or you
can tab down to where you want, stop, now press CARRIAGE RETURN it will
[ ":" copied to B2 to B8 ]
[copies character instead of using FILLER CHARACTER, even though he selected it earlier]
Change Attributes
If we now, divide across now, we can now divide across or we can move on or leave that to the end ... it will
save time otherwise we'll be doing that every time you're entering. If we now, we've got these extra figures on
the decimal points because it's not going to be 6 point something bottles so if you'd like to call up FORMAT
again

(does)
and to do this we need ATTRIBUTES and that will hopefully do it

(selects ATTRIBUTES)
[TXT[2 JLCRI[?MNMM]
Now this key here (points to input line) the left hand side one is, determines where within the column the
figure will be so at the moment it is on the left hand side and we want it to move across so if you press the
SPACE BAR you'll see it comes up LEFT, moves it to the LEFT, CENTER, RIGHT

(toggles with SPACE BAR, RETURN)
[ Format applies to area: ]
(tries to position cursor)
[ waming beep ]
Ah - we'll have to (presses UNDO) that will do it properly now move the cursor again, FORMAT,
ATTRIBUTES (returns to attribute selection)
now that shows you it being on the RIGHT hand side of the column which is where it is at the moment we
would like it to be in the CENTER so if you tab on the SPACE BAR, press the SPACE BAR and it will say
where it will be if you change it If we then move it using the arrow keys - if you keep moving it across the
figure above the question marks if exactly what figure we've got so at the moment it's on the right hand side of
the box, it's got 2 decimal points, the thing at the left hand side here explains what you'd actually want to ...
so if you move it along one more it gives a choice of how many decimal points you can have it's up to nine -
we ideally want it at nought decimal points, so no you're ... using the SPACE BAR again, the first one should
be nought that's all we want at the moment so if you RETURN

(toggles "?" to "0", CR) '
[ Format applies to area: ]
it shows C5, we want if from C5 to C8 because our concern here, so if you enter that and then, and then
RETURN

(does)
[ column C reformatted ] so now you've got rid of all the decimal points and it's all centred.
(instructs to enter prices in column D)
If we now calculate the number, the amount we make per week ...

We want to be able to multiply the numbers by the price ...

Formula, Toggle display
I can't remember exactly how we did it, yes if you call up the MENU, you need WINDOW, just press W, and
VIEW, V, EQUATIONS is what we need, so RETURN, right and then you can just UNDQ, get rid of the
menu
I can't remember, I'm trying to remember which way round it is, it's just the SUM, SUM is what we want
(experimenter intervenes and tells him to enter formula to multiply)
Well if you tab up to the top one [ES] and enter in, because that is where we want the actual answer to come, if
you see what I mean, and if you then type in what you want here, C5 and star D5, now at the moment it is
entered in as TEXT because the first thing you did was a letter, not a NUMBER so you have to toggle it by
pressing F7 and make it NUMERICAL, well make it a calculator and then RETURN
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[ formula displayed in ES5 |
That's exactly what happened last time when I did it ... if you now have to press WINDOW, VIEW and
EQUATION.
[ result of multiplication now displayed in ES5 ]
That's what happened last time I did it. It does the calculation for you. What we now want to do is rather than
g0 to something and, well it wouldn't take long with this one but if it was a large spreadsheet it would take
ages is now to COPY that instruction so we need to call up the actual formula otherwise what we'll have is
just 42 in each box, so if you, whenever you've got an equation, the result of an equation you then go through
the WINDOW, VIEW, EQUATION, it will put on the screen what the actual formula was
[ formula displayed in ES again ]
[wrong - it would copy the formula, not the result]
Copy formula
so if you do that then we can COPY that for C6, C7, C8. Right now if you'd like to select COPY initially,
from area ES, if you press CARRIAGE RETURN and then tab down one and to E8, RETURN, COPY, ALL,
that's it, RELATIVE

What's the difference?
don't know to tell the truth.
[ formula copied to E6 to E8]
Now if you now press WINDOW, and then VIEW, and EQUATIONS it should
[ results displayed in ES to E8 ]
Save
To SAVE what we've just done you have to select QUIT and SAVE we now want OPTIONS because that
gives the choice of saving WITH or WITHOUT SAVING
[ OA menu displayed ] [WITH SAVING or WITHOUT SAVING only when model has been saved at
least once]
Subject 7
[empty spreadsheet]
Right this is the basis for our spreadsheet. You can work in rows and columns and by moving cursors we
should be able to move this indicator around, so if you just try that out.

(moves cursor about)
Now you have to decide on the sort of information that we are trying to present, for example, the suggestion
was a sweet shop. For a sweet shop we could have - for different columns, name of sweet ... if we shift this
[cursor] down, to leave some space, so we can put a title in later ...
Enter text
Type in name of a sweet it will appear here [input line] and then we transfer it up to here [cursor position A4]
when we are sure it is correct

(types in "names”, CR)
[text label appears in A4]
now you have to move it [cursor] down before entering the next one (instructs co-experimenter to enter text
labels A4-D4)
now this is the basis for what we are going to do so if we return to the first column and how you retum is by
using these keys [arrow keys] here. And perhaps to clarify the titles away from the data you're going to put in
we move down one to leave a space. So now we need some products. (instructs co-experimenter to enter text
labels in A6-A9)
Enter numbers
And now we have to create some data, say cost price, roughly the value you'd expect less say 3 pence (instructs
co-experimenter to enter figure in B6)
Now what you'll notice is that if you start putting an input in with one of the numbers you may not have
spotted it but this little indicator here [above input line] switched from txt which stands for TEXT to number,
NUMERICAL sorry. [I'll explain a little more about that later but it is worth observing that... yes switched
into another mode so if you just carry on putting in prices (instructs co-experimenter to enter numbers in B6-
C9)
Formula
Now what we could do here is if we wanted to work out profit margin [text label of column D] mmm, I'm just

trying to work out how it's done. See, there is a method whereby you can get the _computer_ to work out
how much the profit margin is. By subtracting the values in this column from the values in that column.
Now I'm not sure, I'm trying to think how it's done, I'll think about it. Maybe we can try some later on. For
now we'll just work it out in our heads (works out difference between C6 and B6, instructs subject to enter result
in D6)

[subject has clearly stated that he knows he should use a formula, but doesn't seem to make a great effort to
remember/work out how to do it]

(instructs subject to enter other results in D7-D9)
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Now we've got our database, as it were, we can actually start to play around with it. Before we start 1o
manipulate what we've got here it would be good if you saw the MENU of options you've got, so F8 MENU,
present you with all the options.
Now I don't understand every single one of the options, but I understand most of them so if you were to go for,
... what I'm really interested in doing is calculating the MEAN of these prices so we know the average price of
the products in the shop. I think to do that we start off by using, let me think, WINDOW, so if you want to
just move the cursor, as you are doing now, or the other option is to, each one of these options has a different,
they're in alphabetical order so if you really want to be quick you merely look at the option that you are after
and press the first letter - and it takes you straight there.

(selects WINDOW) [ Window Split Unsplit Connect Titles Edge View ]
Now what are we after, we might be getting ourselves in a bit of a mess. Ah yes I have - Consider that little bit
we've just done as an exercise in going to a different option, now if we return back to the spreadsheet I think I
can remember how you manipulate data just on the screen.
[WINDOW and VIEW to toggle formula/results display]
So you want to get back, press UNDO and that will take you back to where we were before, and you want one
step further so another UNDO.
This is something that is particularly unfriendly about this system, if you're in the MENU and you want to
start manipulating data by moving this cursor around, you can't, you have to press UNDO, which is
something to bear in mind - that the UNDO key is always there.
How is it done ... oh yes, as I was saying earlier this indicator here [just above input line] transfers itself
between NUMBER and TXT, for instance if I press U it will stay TXT but if I were to delete that and press 6
it will change to number. (demonstrates) Now the key that we use to switch between the two if we want to tell
the computer, if we want to command the computer to change I think is F7, (presses F7)
[ warning beep ]
[correct key, but cannot toggle without anything on input line]
no itisn't ... it is one of these keys, a toggle key (tries F3)

Llet’s see if I put something in and then try. (types in a letter, presses F7)
[ indicator switched from TXT to NUM ]
Ah yes, you need something.

(presses CR) Oh dear - I've just inputted it.
Ah if you accidentally put something in to a box [cell] and you don't want it there, what you can do to reverse
that is keep the cursor there and then simply blank it out using SPACE BAR and RETURN and now you can
re-insert what we had before.
[could simply overwrite incorrect entry by entering cormrect one]
Now what I'm going to do is to show you how to use a formula and these formulas are mathematical and they
can be used to manipulate the columns. The one I'm going to try and do is to get the mean of the cost price.
So what I'm going to do first is to move the cursor 0 there [A11] which is where I want the data [result] to go
in. Now what I want you to do is to type the word MEAN M-E-A-N. OK. Space. Now what we're asking it
to do is to make a mean of a list of figures. Now in order t0 iell the computer which figures you want you
have to list them. You don't have to list every single one you merely list the co-ordinates at which the list
starts and stops, which in this case is B6 and B9 so in order to do this if you just type in B6, now the notation
that you have to use in order to tell the computer that it's a list you've got here is colon, so if you find the
colon function, then the final co-ordinate which in this case is B9.

(types "mean b6:b9" as instructed) _
Now what the computer is obviously thinking is that we're trying to insert text into the spreadsheet. Now
clearly that isn't true, we're trying to introduce a formula and the way that you can tell the computer that it's a
formula and not text is by toggling using F7

(toggles)
s0 now it is a numerical thing. So if you press RETURN, with any luck you'll get,
[ Bad coordinate ]
oh dear mm it says it's a bad co-ordinate ... B6 to Obviously we're going to have to press UNDO, we've got no
choice. Try UNDO again, that's better. I'm trying to think what's going wrong .. (looks at formula again)
Mean, B6, B9 - I'm not sure what's wrong here.

mean .. do we need to put it in brackets?
I'm trying to remember - I'm pretty sure there's no brackets involved ... - ok let's try brackets.

(enters formula with brackets, toggles, CR)
OK let's try again ...
[ result displayed in Al1 ]

Copy formula
Now what you've obviously got here is the mean of these, ok, so now what we can do is COPY this formula

and make it apply to this column and this column [C and D] Now the way to do this is rather than do each one
in tum which is a possible option if you want to. What we can instead do is to go to the MENU and use the

COPY option.
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C (selects)
[ Copy from area: B11]
Now once again, it's a little while since I did this and I'm trying to remember what happened. Copy from B11,
yes.

Isthat - B11 - that's where we are now? (moves cursor about, indicator changes correspondingly)
That's correct, yes. You can actually change the position ... I think the way it works is that you merely press
[ Copy to base coordinate: B11]
oh dear ... now here we have to indicate that you are trying to COPY what happens in this. yes, that's all
right, we've done it correctly. Now what, here we have to once again delineate - yes that's fine, what we want to
do here is, once again, inform it of, once again delineate the list, I think what happens is, mmm... I think
what we do is
[ warning beep ]
no we don't list the co-ordinates we're trying to find the mean of in this case. You can see it's going ahead.
(enters "D5:d9 as target coordinates, CR)
[ Copy Values All ]
I'm not sure if it's going to tum out how we want it, but basically now it's asking us two options here. I
don't understand what they are but basically for the task we want to do we don't merely want VALUES we want
them ALL, for some reason. (CR)
[ Copy Relative Absolute Prompted ]
RELATIVE in this case. I don't understand all of these options but when I was being instructed how to use
this in this sitnation we were just told to proceed, I think it was yes we had to use RELATIVE. I'mnota
very good teacher in this case because I don't understand.
[list of n? displayed in D5-d9]
Ah yes, we seem to have made an absolute boo boo. Mm this is experimenting. If we try again, yes and this
time

selects COPY
[ Copy from area: B11 ]

is that copy from area B11?
I'm trying to think whether the error is at this stage or the next stage ...
(experimenter tells him it is at next stage)
So the error is at the next stage. OK so if we just continue past this and find out what we did wrong. (presses
CR)
Yes I think I've remembered what we did wrong. Instead of re-defining the list what it's asking is how far do
you want to extend this copying process, in which case since we've now lost our numbers if we just extend it
from here to here. Soit's C11, colon, and if you move back this way, no it should be from B11 if you delete
and try again, then move the cursor back to there, to C11

(enters target coordinates B11:Cl1, CR)
Yes we want ALL, RELATIVE
[ result displayed in C11 ]
Formula
And there we are. Now if | hadn't made that initial cock-up I could've proceeded across [D column] and also
calculated the profit margin

could we work out the profit margin [in D6-D9] like you've done here with a formula?
Yes, you can but the actual notation of it? [ might need help on as to what the formula actually is

Do we just use a maths option? Minus, isn't it?
Yes, we seem to have the relevant keys ...
I would imagine what you would, perhaps one way of doing it, and since this seems to be our experiment
column, we'll either have to enter them all again or play around. Yes and then move yourself up [to D6).
Now I'm trying to think whether you'd have to clear the n [7n?] away first, if I can just try this. I think what
you would have to do is we would bave to enter obviously as you said another formula which in this case
would presumably be B6 minus - sorry C6 minus B6, if you try that, see what happens.

(enters "C6-B6")
I'm not sure, ‘cos I've never done this. Ok, now thinking of it as a text entry, obviously you want to toggle that
away and let's see what happens.

(toggles, CR)
Come on - work!
[result displayed in D6]
Copy formula
Yes it worked. Now presumably we could COPY this formula vertically, just as we did the last one
horizontally. So if you RETURN to the MENU and move to the COPY option. Yes we want to COPY from
area D6 to basically the whole of this. It would presumably be D6, colon, to D9. Let's try that, ALL,
RELATIVE. OK. Excellent.
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[formula copied to D7 - D9]
(instructs co-experimenter to enter text Iabels)
Filler character
Now that you've seen some of the basics of what you can do in terms of data manipulation it might be a good
idea if I just briefly show you how we can improve the presentation of what we've got, because if we were to
say print this out to present it to a shop manager it might be nice if we could insert a few lines to make it
clearer. Now if you return to the MENU TI'll show you the option we can use. If you go to FORMAT
(selects FORMAT)
[Format Width Attributes Filler_char Data_type]
Then it should present you with some OPTIONS you can use to change the FORMAT. First is the WIDTH.
Now you can use that to alter the WIDTH of COLUMNS or ROWS. I won't show you that one now, what I
want to show you is the FILLER CHARACTER, so if you shift across. That's the one.
(selects FILLER_CHAR)
[ Set filler to: ]
Now what I'm asking it to do is fill an area with one character in order to try and form a line. Now there are
several characters that work better in this case so we set it to,
What are we trying 1o fill here anyway?
What I was thinking of was if we could insert a line across row 5. Now we might have made an error already
because we might have to have the cursor in the right place you proceed. [current cursor position is A11] So if
we can actually backtrack, so if you come out of what we tried to do
(presses UNDO)
and again it will take you back to the spreadsheet, if you shift it to, that's right, move it up to 5.
(moves cursor to AS, MENU, FORMAT, FILLER_CHAR)
[ Set filler to: ]
Now the character we can set it to, to do a vertical line, how about this one [-] should produce a line.
(types in "-")
[ Format applies to area: AS]
Now it is asking what area do we want to apply this to, now in this case, A5 to wherever, DS5.
(enters, CR)
[line of "-" appears A5 - D5]
Right there it goes. Now we have a line.
Save
Right, if you want to SAVE the option you move to is QUIT/SAVE which you can get to quickly by using
(selects QUIT/SAVE)
[ Quit and Save: Options Context Save_Backup Save_New_Model ]
Now what do we want, we want to SAVE to a model
(selects)
[Save to what model: ]
It wants a name ...
We've already got a name
Maybe I'm wrong, try to move back and go to QUIT/SAVE (presses UNDO)
[ spreadsheet and menu ]
that's not consistent - it didn't take us back to the last one [stage]
[it very often does not]
No you're right. (selects QUIT/SAVE again)
[ Quit and Save: Options Context Save_Backup Save_New_Model ]
I don't know how you do this. How embarrassing. I'm sure it is SAVE_NEW_MODEL, it seems the logical
thing to do ...
unless it means save it as a new model, not save this as the old one
I think out of desperation we should save it as a new model as I can't remember what we're supposed to be
doing
(does)
Mmm options good
Subject 8
[empty spreadsheet]
Let's do theatre tickets You put right down here (points to A column) the days of the week - that [points to
highlighted cell] is is cursor you use these keys to bring that down you can move sideways if you want
Enter text
we can type in a heading if you want
(types "Theatre tickets for George Michael")
and just press RETURN or no - let's try it (seems insecure, but presses CR, text entered)
Maybe if that [beading] was in the middle it would look nicer, so wipe that off and try again, DELETE.
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Delete row
Call the MENU up (presses F8) and DELETE a whole line. You don't want to blank a word or whatever you
want to DELETE a whole line so it is DELETE. (selects DELETE from MENU) There and accept that, and it is
a ROW, not a COLUMN. So RETURN.
[Delete how many rows?]

1?
Yes, just one, and RETURN. And it is just 1 row so choose 1.
[row 1 deleted]
I think it would be nice if we had it in the middle (moves cursor to C column, types title in again)
[could have moved the heading by inserting 2 columns to the left of A]
We can start with the days now (moves cursor (0 A4)

(ensers days in A4 10 A9)
right across there, we can put the prices put "Performances” there [A3]

(does)
Blank
Actually we could DELETE that, BLANK it, if you want to get rid of one word, use BLANK (selects BLANK
from MENU)

what does BLANK do then?
Well, I want to get rid of "Performances” because I want to put a colon there, but I'm not sure if I put colon
again it will get rid of that so I'm just going to BLANK that word, so I'm going to BLANK the word and put
it back in again and say colon
So it says area A3 and that's A3, so it's what we want, so that's got rid of that so we can go back by pressing
UNDO and type Performances again, if you would, colon ...
[wants to add colon quickest way would be 1o edit the entry]
(enter text labels in row 3)
Do you think that looks a bit squashed? You can always create a space, instead of having to DELETE that to
create a space, so go back to the other MENU (does, reads entries on menu) and for space ...

It’s not there
Insert row
(reads MENU) INSERT, I should think, if you just press I, instead of going right down there.

(does) do we want a COLUMN
Just a minute, we don't want a COLUMN do we .. we want a ROW, press RETURN

starting at 4?
yes, RETURN

lor2?
1 so just press RETURN Do you want more space or do you think that's alright? Ok we can go back, UNDO.
Enter numbers
(instructs to enter numbers in C and D for Prices and Numbers Sold)
Formula
Revenue. Let's think how that works Because a spreadsheet really should do everything for you so you don't
have to work anything out for yourself. So if you go back to open MENU, hopefully there should be
something there. Right ... (reads MENU) I'm not too sure. Can you think of anything there we could use,
well RECALC probably, no that is to RECALCULATE something that has gone wrong, I should think

I can't see anything, can you not think of the way to do it
I can't remember, try HELP, seeing as I can't do anything I'll just press H and see, RETURN. (selects HELP
from MENU)

Math expressions, functions, is that the one
Let's go back again (presses UNDO, reads MENU again) Try ORDER RETURN. No I'm not sure what
ORDER stands for (selects ORDER) :
[ Order over area: ]

maybe that's ordering things in alphabetical or numerical order

(presses UNDQ)

[waming beep]
(presses UNDO again) If you have any problems just press UNDO and that should sort it out.

(reads MENU again) Well we need something to count from one area to another, to work out revenue but I'm
not sure if that's going to work here. Let's see. You can work it out yourself but that's not what a spreadsheet's
there for it's supposed to do things for you ...
(experimenter intervenes and asks her to multiply figures, but she cannot work out how to do it)
You just work that out, OK I'll just UNDO this. So it is numbers from one column times prices, so we can
just work that out ourselves I think.

Can you not think how 1o do it using the spreadsheet?
I can't remember what she said, but that you can do it that way and maybe you can.
Why has it got fifteen thousand there, that last work?
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Save
Right if you want to QUIT and SAVE, go to the MENU, you go to QUIT and SAVE and you just press
RETU'RN, and you choose one of these, choose OPTIONS and then to get out you go right down to the
operating system
Subject 9
[empty spreadsheet]
Right, this is your spreadsheet. You put information in here.  It's for putting information in ... you can
make calculations. It is basically word processing so you just format it all, so you can show that information
in the best way you can, so when you put it out on the printer it is all very clear and you can work out
averages and means and ... It is basically like putting information in, the one we did in class was exam marks,
s0 you have subject across the top and members of the class, what they got, you worked out average mark for
the year per student, average mark per subject, number of subjects each person takes
50 you're making a table?
basically yes, you're making a table. So, and then just use this [cursor] to go where you want. (demonstrates use
of cursor keys)
shall we just name some sweets? (types "Sweets")
Enter text
you see you type it here (points to input line) as soon as you CARRIAGE RETURN, it will go to the point
where the cur- the bar is, (presses CR and enters text label in A1) so you can come out of that (moves cursor to
A2) and it will still stay there do about 5 I suppose ...
(moves cursor to A3, enters text labels in A3 - A7)
Right this is your MENU button over here [F8] so press this one here (does)
[MENU displayed]
Filler character
and this gives you all the options you have to use in that matrix, so say you want to blank something out you
gc ‘o BLANK, FORMATTING it - sort of jiggling it about so it looks neat, PRINT so you can print it,
INSERT is insert extra COLUMNS, ROWS and things. I'll show you, so go to FORMAT.
(selects FORMAT)
[Format Width Attributes Filler_char Data_type]
Righ* this is WIDTH so you can change the WIDTH of your COLUMNS or WIDTH of your rows, [nonsense -
only of columns] ATTRIBUTES, I'll come to that later.
FILLER CHARACTER - go to FILLER CHARACTER. If you want dividing lines in between the data
(selects FILLER_CHAR)
[ Set Filler to: ]
that's the one, so SET FILLER TO - you can put anything, it's up to you, star or something, SHIFT and ..
(selects "=")
[ Format applies to area: ]
That applies to area A7 because that's what it's on at the moment. So you don't want the line there, so say
you want it dividing - that's the title of your column [in Al]
(moves cursor to A2)
then area A2 to where you're going to finish it so to F2 so the way you do that is SHIFT colon, then put F2
in, so it will draw the line from there to there.
[line of "=" appears A2 - F2]
In the same way you can make your lines down that way and this will sort of split it up. That's one thing you
can do with it ..
Change attributes
What else - go back to that again [FORMAT] Now ATTRIBUTES,

these basically are loads of functions in here [question marks] that you move by pressing this one here [SPACE
BAR], s0.

what's LC..
LEFT, put data to the LEFT of the column, C is CENTRE and R is RIGHT so we haven't got any information
in there so go along so each question mark gives you a different function basically it's a very useful tool, move
one, right this one, just put the pound sign or dollar sign next to it, decimal places rather than figures, convert
it to decimal or percentages. Put it in percentages, actually converting percentages it will put percentage on the
end, it says, something .. it'll say, say 5700 per cent so after that you've got to divide it you can't actually
convert it straight into percent so that's a bit ..
Anyway the way this is going to be used is to mark and present the data more clearly. The whole idea of this
program is basically. So, I don't know what she wants ...

we could do costs and selling prices ... how do you get out of that [ATTRIBUTES]?
Oh yes UNDO. Any problems whatever, that will take you back to the MENU, the original MENU. And
UNDO once more, and you're back to square one. Put cost price ...

(enters text label in B, and numbers in B3-B7)
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They [numbers] are all to the RIGHT, aren't they? Are you going to CENTRE them - so you go back to the
MENU, FORMAT, go to FORMAT,
[Format Width Attributes Filler_char Data_type]
so it's ATTRIBUTES,
it is this C, RETURN.
[ Format applies to area: B7 |
FORMAT applies to area B7, delete that [B7]
(deletes with BACK SPACE)
£0 up to the top of the column, so it's B3 to, which is colon again, to so come down to .. yes, Right,
RETURN.
[numbers in B3:B7 centred]
It has CENTRED those now, get rid of that again, UNDO.
Change width
Do you want to, it looks like these columns might be a bit too skinny, we won't have enough room in there for
the next one. So that's FORMAT once again. F8, right so it's WIDTH
(selects FORMAT, WIDTH)
[ Set width of this column to: 12]
set WIDTH of this column to eh -
(points to input line) this says 12, now does that mean it is 12 now?
I'm not sure, it's how many characters you can fit in I think (counts) yes that's 12 obviously, so set it to 15
perhaps,
[Set how many columns to this width?]
set how many columns, (counts) set all six
(enter "6", CR)
[ columns B - G set to width 15 ] has it changed them? yes ithas ...
[wanted A widened as well, but since cursor was in B, this was the first column]
this one has [B], but this one hasn't [A]
that's because - that [the cursor] was located in B it counted from there onwards ... [correct diagnosis] it doesn't
matter, really
s0 go along to your selling price ... (instructs co-experimenter (o enter text label in C1, numbers in C3 - C7)
Blank
I have made a mistake [while inputting number] how do I change that?
Go to MENU and work your way to BLANK, that will blank out, C4, yes
[ entry in C4 blanked out ]
so I do it again now?
yes.
[would have been much quicker to just overwrite current entry by entering new one]
Change attributes
Right so now you can start ... it's those bloody formulas ... I've forgotten how to do these - basically the idea is
to put a formula rather than working out yourself what the profit is, put a formula in, - which I do not know -
and the computer will work it out for you and print the result up there. CENTRE that first ...
(selects FORMAT, ATTRIBUTES)
[NUM[R 2 -]LCR1[??777777] ]
(selects "C" for Centre)
[ Format applies to area: C7 ]
(hesitates) '
Doesn't matter which way you go, actually -
(enters "C7:C3") up to there?

(CR)
[Improper coordinate. Bad syntax or out of range]
Ah - no. UNDO. You must go the other way around.
(enters range correctly)
Formula
Now you can start working out things like average cost price, average selling price .. I can't remember how you
do that ... What else could we do?
If you work out the selling price minus the cost price
OK, you can do it in your head but there's a formula for the way that you do it and I can't remember .. I need
my notes really
(experimenter tells him what the formula for average is)
We'll do the MEAN first.
label it? (enters text label in A9, moves cursor to B9)
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Right put MEAN B3, open brackets, B3 to B7, RETURN, see what that does.
[Formula appears in B9)]
No - oh no, we didn't switch it to NUMERICAL, so BLANK that.
[unnecessary to blank, could just be overwritten by new entry] - (selects BLANK from MENU, blanks B9, types
"M_EAN(B3:B9)")
This key over here [F7] is called a toggle key, see that [formula at input line] is TEXT input so it will just put
in as it is what has been written down there ... so if you press that it will change to NUMERICAL input which
will actually do the calculation for you, hopefully it will work,
[result displayed in B9]
There you go, so you want to CENTRALISE that now ...
(CENTRES figure)
l;o the same for the selling price .. (instructs subject to re-type formula instead of COPYING it)
ave
So right you've got to SAVE it now so it will all get stored on the disk in the computer. So go over to QUIT
and SAVE, doesn't go down, no. Go to OPTIONS that will tell us what we can do

Subject 10
[empty spreadsheet]
This is a new spreadsheet and you can see each space on the spreadsheet has its own co-ordinates, so that
would be Al.
Now we can enter things into this by typing what we want to enter and it will come out on here (points to
input line) so you can go back, you can correct it, when you want it to go in the spreadsheet, press RETURN
and it will come up on the spreadsheet
where
It will come up where the cursor is at that time.
So if we start, say a few lines down. You can actually move this [the cursor] by using these keys [cursor keys].
(moves cursor to AS)
Enter text, enter numbers
So if you put the products in this column - (instructs co-experimenter to enter text label "beer") Just type and
press RETURN and it will come up.
If you wanted to correct that if you wanted to put lager, say, instead, you could leave the cursor where it is,
type in lager, press RETURN and it will come up. So if you want to put the next item in... (instructs co-
experimenier to enter text labels in A5-A10, and A4-C4 and numbers in B5-C10)
These [numbers] aren't centred, later on we can actoally centre them. When we've completed the spreadsheet
we can go back and centre everything.
Right now we can calculate the profit. I can't remember how ... if you just -
[seems to try to work out how to get profit calculated]
Oh we could calculate the average retail price I suppose. If you go a couple of rows down
(moves cursor to CI12)
Formula
now we can calculate an average by - first of all if you go into the MENU, press F8
(does)
[MENU displayed]
and this gives you all the - no you don't want to go into the MENU, sorry, press UNDO which is that one...
What you actually want to do here is calculate the average of everything, I can't remember how to do it - help!
(Experimenter tells her she has to use a formula)
If you type MEAN and then open brackets and then as each of these has it's own co-ordinate so this will be
C5, so if you type in C5, then we want the mean here to here so a colon will - CS to and then the very last
one is C10 and then close the brackets again. Now this [next to input line] is still showing TEXT because we
started typing and the first thing we typed was a letter rather than a number it still thinks it is TEXT, so if you
press RETURN now all it will come up with here [C12] is mean brackets which is not what we want, so we
want to change it to a NUMERICAL entry. So to do that if you press F7 you'll see this change
(does) so that now says it's a numerical entry
So now it will actually calculate the mean from here to here if you press RETURN it should could up.
(presses CR)
[result displayed in C12]
That's the mean price. We could also do that for the cost price as well, so you type mean again then this is BS

[does not COPY here]
(types correct formula but forgets 1o toggle)
right if you just type again
(re-enters, toggles, CR)
[result appears in B12]
We can work the profit out on each so start a new row [means column]
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(moves cursor to DS5)
I've forgotten how to take away [subtract] help!
(experimenter tells her she just has to subtract)
(thinks) Oh - I see So - it is just C5 - BS, I hope
(types)
and then change it to NUMERICAL.
(toggles, CR)
[result displayed in D5]
Yes it worked
Copy formula

Now rather than doing that separately all down there we can actually COPY that so it will do the same thing,
so if now we go into MENU, we've actually got COPY here, now you can do what you did, which is move
the cursor along or you can just press C.

(selects COPY from MENU)
[ Copy from area: D5 ]
Righ%anls to know the areas - You want it copied from D5, so that's ok, just press RETURN again.
[ Copy to base coordinate: DS ]
Now we want to copy it from here to here, so move the cursor down one, now use the colon again, then you
can move the cursor down to here [D10] You will see it come up. That is it, now press RETURN I should
[ Copy Values All ]
you want ALL, so if you move

(selects ALL)
[ Copy Relative Absolute Prompted ]
and RELATIVE, just press RETURN

what'’s that?
what does it mean? I'm not particularly sure.

(selects RELATIVE)
[ formula copied to D6-D10 ]
So now it's given a profit for everything it has gone to and copied the formula for each row.
So now we want to come out of the MENU, so press UNDO. Then we can actually calculate the mean profit
again, so if you type in now mean and then D5, D10 and then you want to make it into NUMERICAL before
you press RETURN

(enters formula successfully)
Change attributes
Then perhaps what we could do is to CENTRE .. so it looks better. If you want o0 go into MENU again, go
to FORMAT,

Use F again, like with C
yes. Now if you go to ATTRIBUTES, we can CENTRE columns

(selects FORMAT, ATTRIBUTES)

Now this for each question mark (points) will do something different. If you press HELP it will show you -
(selects HELP, reads help screen) change?
change means the SPACE BAR. So if you want fo press that you can actually move this up and then you can
see (demonstrates) that is the first question mark. Move it down, just press down,
does that tell us...
yes that tells us what all the question marks do you'll see this come up to the left of the question marks. You
see you can even put pounds in here That's as far as it goes. Press UNDQO, that will take us back. These are
the question marks. Now it's on LEFT or CENTRE or RIGHT so if you press the SPACE BAR you'll see
this change.
(scrolls through options)
so what are we going to do - centre?
CENTRE, so leave it at C, move along, we could add a pound sign to it yes, move through until the pound
sign. Now press RETURN and it should ask you what area ... - (does)
[ Format applies to area: D12 ]
what area you want the format to apply to. So if we do it column by column, so go back right up to profit,
because we want to centre the word [text label in D4] as well then use the semi colon (sic) again
(enters "D5:DI2" as instructed)
RETURN
(m) + -
[entries in column D centred, numbers with pound sign]
Now we can do each column, so go back into FORMAT - same again?
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[could have done columns B-D in one go - does not seem to be aware of this and does them one by one]
Filler character
Now we could separate the columns, so go back into MENU and you can put lines, go back to FORMAT and
you'll see it's got FILLER CHARACTER, so if you want to move the cursor along to there and press
RETURN. It will ask you what you want [0 use so
what do we want 10 use this for?
We can use it to separate this column from these columns, we could have a line of stars or something ... yes
[just for indicators] ... so it could be anything.
(selects FORMAT, FILLER CHARACTER)
[ Set filler to: ]
are we going to do it vertically?
yes - use the "1" or something
(selects "1")
[ Format applies to area: B1 ]
Insert column
Now you want to say what area it applies to so if we just say it applies from here to here, A4 - Ah, I think
we're going to have to actually create a column there before we can get it in.  Sorry about that, if you press
UNDO, it will actually bring you back into the MENU again. '
FORMAT - no we want to INSERT, so UNDO again, INSERT so L.
[ Insert Row Column ]
We want to INSERT a COLUMN.
(selects COLUMN)
[ Insert columns starting at: B ] :
Now it always inserts to the left of the cursor so that should be OK.
[ Insert how many columns:]
So it's just the one column.
[new column inserted between A and B ]
So now we've got a new column.
Change width
Now if we go back to FORMAT, really it is a bit - when we put the FILLER CHARACTER in it will fill
everything in that column, so really the column is too wide, so we really want a WIDTH of one so we just get
one FILLER CHARACTER. So if we actually go into WIDTH
(selects WIDTH)
[ Set width of this column to: 12]
you see at the moment it's 12 so if we use just 1.
(enters "1")
[Set how many columns to this width? 1]
And how many columns, so just one.
[new column B set to width 1]
Now we can go back into FORMAT, use FILLER CHARACTER
(selects FORMAT, FILLER CHARACTER)
[ Set filler to: ]
(selects "I")
[ Format applies to area: B4 ]
yes, now you can use colon again and just move down until you get to the last co-ordinate
RETURN?
Yes and it should -
[Filler character inserted B4-B12]
Save
We want to SAVE it so we want to go into QUIT/SAVE, so you can press Q to get into that you want
OPTIONS and RETURN

[empty spreadsheet] This (demonstrates use of arrow keys) moves your cursor through the columns, up

and down and left or right
Enter text, enter numbers
(instructs to enter text labels in AS to A12 and B4 to D4 and numbers in BS to D12)

now say we wanted to find the average price of all the different items here (B column) we could label a column
AVERAGE (types "average") no actually I don't want to do this (deletes by BACKSPACE)
if we wanted to put a column of the highest priced items in the shop and the lowest priced so HIGHEST
PRICE

(enters text label in Al4)
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Formula

and in here (moves cursor to B14) we want it to list the highest price of all them so you have to put in a
formula so MAX for highest priced and then we want it between this 75 pence and 6.50 (points to BS and B12)
so that is column B5 so you put BS to, which is colon, to B12, (enters formula for maximum) so ... close
brackcls and because here it says TEXT because the first thing you typed in was a letter so it automatically
Lh:pks its going to be TEXT that is going to go here but it isn't it's the formula and the actual thing that is
going to go there is a figure that you want so you have to press F7 (toggles) which is going to change this to a
number which is going to printed there, which is the case for all formulas because it's going to be a number
that is printed there
[displays correct result in B14] and it puts you 6.50 because that is in fact the highest price
and then the same thing if you wanted lowest price, do exactly the same formula (enters text label in Al5,
moves cursor to B15) but instead of MAX we put MIN (enters formula, RETURN)
[formula displayed in B15]
no don't want that, how do we do this? I forgot to toggle it because if you forget to toggle it it puts what is
actually written rather than the answer (o the formula, so F7 changes it to a number (retypes formula, toggles)
[result displayed]
and you've now got 10 pence for a packet of crisps.
Change width
Other possibilities are, say you wanted this eventually printed out so you want a line coming down here so
what you want to do is close this column to 1 character so you can insert one character all the way down to
finish it off so ... now F8 is the MENU so it gives you all the commands you can do so if you wanted to
Chanj%e lhe?WID'IH of this column which command do you think you would bave to move to
rmat

so if you do what ... and then WIDTH obviously, you want WIDTH,

(selects)
[ Set width of this column to: ]
so set the WIDTH of this columns t0 one

(enters "1")
[ Set bow many columns to this width? ]
how many columns to this WIDTH, just one

(enzers "1")
Filler character
and you've now got that column there is just one figure thick, one character thick. So now you actually want to
insert a line coming down So if you - (tries to move cursor) now before you can start moving the cursor around
again you want to get rid of this MENU because otherwise using these arrows just moves the cursor along so
you have to UNDO which is whenever you use a command and you want to get rid of that command you want
to go back to before or if you do something you don't want to do you press UNDO and that will get rid of it,
(F2, moves cursor to E1). So now you want to insert 2a FILLER CHARACTER which you can do down here
so if you get your MENU again, in fact it's not INSERT that you want, you want FORMAT again

(selects)
and this time you want FILLER CHARACTER,

(selects)
[ Set Filler to: ]
SET FILLER, so now it wants you to tell it what FILLER CHARACTER you want because there isn't
actually a straight line or anything so the nearest you probably get is an L a litle L, I'm not quite sure, yes if
you just press little L.

(enters "1")
[ Format applies to area: |
the FORMAT applies to, well you obviously want it from the top to say about 17, which is E17 so you want
it from E1 which is where the cursor is, to E17, so to is, what is to, applies to area E1 because the cursor is
there and then move the cursor to where you want to finish it and it will change with it and then press
RETURN
[ Iine inserted in E ]
and you press UNDO

[line is stuck next to right-justified figures in column D]

Change width
if you thought that, if you think that is too close to the figures and you want a little gap, so you now want to
expand the WIDTH of the D column just so that there's a little more room at the side so if you now try using
your MENU to maybe add a couple of characters extra to the D column

(selects width of 8)
that's eight, you don't actually want it to be eight you wanted it to be eighteen I presume so it was 16, so try
UNDO, press UNDO and try again from FORMAT see you want 18 and just the one,

(does)
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[ column D widened to 18, but since figures are right-justified, they still stick to the line]
in fact it's, yes in that case it might be better to in fact widen the E column that might have done it but
anyway,
[no, since "I" is text, and text is left-justified]
Insert row
I'll just go through a few more of these If you wanted to INSERT here a column [between C and D] you'd go to
the INSERT command

(selects from MENU)
and it's a COLUMN rather than a ROW you want

(selects)
[ Insert columns starting at: ]
and when you insert, it will always insert to the left so you've got the cursor in the right place [D column] it
will insert to the left
[ Set how many columns to this width? ]
You just want one.

(enters "1", RETURN)
[new column inserted between C and D)
So now you've got an extra column if you wanted another column of information.
Copy formula
Going back ... (moves cursor to B14) let's say you've got this formula which is the highest price and you
wanted to know, you wanted that formula to apply to that column [C] and what were the other columns, selling
price and amount sold, so you want also the highest amount sold so you want this formula to apply to the next
three columns [C to E] as well so you go back to your MENU and you COPY this formula for these columns,
s0 it's now COPY command,

(selects)
[ Copy from area: ]
from area, well the cursor's on B14 which is where the formula actually is so you want to COPY FROM so
that's right
[ Copy to base coordinate: |
COPY TO, well you move your cursor to the first column where you want it to COPY to, which is ... to C14
to E14 isn't it so and then move it to E14 right

(enters coordinates)
[ Copy Values All }
right next thing it says COPY the VALUES or ALL, well you don't just want the VALUES of the formula,
you want ALL of it so,

(selects ALL)
[ Copy Relative Absolute Prompted ]
and RELATIVE, ABSOLUTE or PROMPTED you want relative

Why?

I thought you were going to ask me that, well it's not ABSOLUTE because it's going to change with each
column, it's RELATIVE to what the figures are in the columns so it's not going to COPY absolutely what's
already got in the B column because the figures are different here RELATIVE to what figures you've got in
your columns so press relative then right

(selects RELATIVE)
[70?in D14 ]
as you haven't actually got anything in this column it's put this little question mark in the column because it
doesn't actually know what to do so once you've filled in that column you could go back and redo the formula
for that one but there isn't actually anything in that column, ... right
Save
You finished all you wanted to do today on it so you want to now leave the spreadsheet but you want to SAVE
what you've done today, so which one do you reckon will SAVE, right,

(selects QUIT and SAVE)
move to OPTIONS

Subject 12
[empty spreadsheet] )
(points to empty spreadsheet) If you go down a few lines, to AS

does)
Enter text
and then let's type in a list of products and their cost-price and selling price just think of a few names - beer
(points to AS5) That's a cell and anything you type down here once you press RETURN it will go to the cell
you're in. So if you press RETURN and then travel down the line with the [cursor] key otherwise it would
come up over the beer. Wine ... :

(types in text labels in A6 1o AlIO)
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we have to put prices in we'd have to go across, and then up to the top (BS5) I suppose - how much would beer
be just invent a price for beer ... if you go up a line, and type in cost- -price, and then across a cell, and selling
price
(enters text label "cost price” in B4, “selling price” in C4
[last letter "e” is not highlighted since text label is one letter too long]
then across one
(moves cursor to D4)
(besitates) The cell is not wide enough - if you just put a space in, because it's going to go over the "
otherwise and then afterwards we could make the columns wider. Put in amount sold
What do I type?
space and then 'amount sold'
(does, CR)
[enters " amount sold"” in D4, "e" erased]
[no concept of space as character] oh dear that'll do for now
Enter numbers

and if you go to B5 and put in a price

757 Shall I just put in 757
Just [3::&;:'5 and then return. Don't know if we should put "p" Yes, 75, then RETURN.,

(does)
[75.00in BS ]
Oh God. Perhaps we should have put nought point 75 I don't think it would have cost that much. 0O.75.

Just type over it?
Yes.

(enters 0.75 in BS, proceeds to enter numbers in B5:B10 and C5:CI10)
Change width
Perhaps we should make the columns wider. If you want to make anything wider or if you want to do a
reformat. We have to call up your MENU and it gives you a selection of items that we could pick to widen
columns, just reformat the page, do different things on it and to pick the menu is F8 which is there.

(calls up MENU)
What one is it? [ think it is FORMAT, so if you go along with this button to FORMAT, I think that allows
you to re-format your page, make it look different, then press RETURN, Then it asks you what you want to
change and you want to change the WIDTHS of the columns Which is WIDTH so if you press WIDTH. At the
moment all the columns are 12 so I think we need to make it, at least one more, let's make it 14 or 16. So if
you, it's 12 there so if you press 1 and 6 to type over it. Then press RETURN. How many columns. If you
move it back to the beginning, the cursor, oh no you can't doit. Press that one see if it
[warning beep].
I think we shouldn't have had that [the cursor] there [A column] we should have had it in a different place. Well
if there's 4 columns, if you press 4 and see if it works. Did it work on all of them or just one?
[C where cursor was plus 4 set to width 16]
so if you want to UNDO something it is F2. Press F2 and that gets rid of your menu. If you move the pink
thing, the cell, back to the beginning and then we have to do it again to get those two done again. Then F8
and FORMAT, WIDTH again, then change it to 16 and then 2 and that should change those 2
[A and B column set to width 16]
Amount sold, if you go across to D

(moves cursor to D5) (enters numbers in D5:D1 0}
Formula
Then we have to work out different things, profit per item. We've got to work things out now. When you're
working things out numerically because we're in TEXT here we're putting in TEXT words, when you're
working something out numerically you have to toggle it to get it into NUMERICAL so you can work out
equations and maths and that and that is F7, if you press F7, mm doesn't like that. Perhaps if we move it,
can you move the cell down?
[waming beep]
I don't know why that has happened. [can't toggle since there is no input to toggle]
(experimenter signals end of session)
Save
We're going to save now so you need your MENU, F8, what we want to do is SAVE it and leave and the
command for that is QUIT and SAVE which is that one there so if you just press Q, QUIT and SAVE, we
want to SAVE the NEW MODEL [this would be renaming, she doesn't realise that] so if you go along to
the end and RETURN and then the model is off licence I don't think it is so if you put that, mm can you
press F2 again and we'll go back. QUIT and SAVE, return.  OPTIONS, can I have OPTIONS, sorry. I'm not
sure it's saved .... [doesn't realise that model is saved when exiting for first time]
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Subject 13
The idea of the spreadsheet is so that you can store data over a wide range and also to be able to calculate
averages and minimums and maximums, to get into the programs what you have to do is, the date's already in,
you can fiddle the date but the month has to go at the beginning
[empty spreadsheet]
This is what the actual spreadsheet looks like. Vertically there's an infinite number of columns going down
and across also so and you can see that they're numbered like and letters, and I think it goes on to lower case
letters and so on, so you get an infinite number of letters,
Enter text
Would you like just to type some names in just put the names down here (points a column A) but if you leave
two lines at the top we can enter the dates that the races were run on

(moves cursor to A3, types name)
What you do is that name you've typed there, if you press CR will go into that space (A3) - there. There and if
you want to move the cursor down one you can type in another name. Press CR again, press the cursor down
again, because if you actually want to do a correction you keep the cursor on the place you want to correct and
re-type it and press CR, so it's quite easy to correct, it's not deleting letters or anything, do you want to put
some more in

(enters names A3-A8)
Enter numbers as text
You can enter dates, we go up here [B2] and you can enter dates and shall we just put in that something (types
date) 3 days like that

(presses CR)
[Illegal character]
Illegal character problem ... press UNDO (presses UNDO function key)
[message disappears, wamning beep]
It doesn't like me It really doesn't like it does it?

I think it's because you're in NUMERICAL mode (points to input line)
Right. Switch to TEXT. (presses F7 function key) I didn't think you were supposed to know anything about
this and then if you just continue

(types in dates in C2 and D2)
Enter numbers
(moves cursor to B3) Now we've got to put some numbers in ... if you just toggle and put some numbers in for
each of them don't know what's realistic for 100 metres ... let's say 14 that day (types 14, TOGGLE to TXT,
CR, moves to B4, enters numbers as text in B3-B5)

I'm not sure you want to put that in as TEXT you want NUMBERS if you're going to calculate things on it
I think if it goes in as text at the moment it's alright, I think so, I'm not sure but I'm going to pretend it is.
Just do ...

(continues entering numbers)
try and put it in as a number and see if it makes that horrible beeping noise ..

(enters as NUMBER)
[number appears, right adjusted rather than left]
oh it doesn't. So I suppose it doesn't really matter.

something like that (fills B column with numerical entries)
Formula
shall we calculate the averages for that day? Before we go and make up numbers for the other days. I'm just
trying to remember how to do it. Let's go down a line and put the average there. Do you want to type
"AVERAGE" in?

("AVERAGE" label in A 10)
(moves cursor to B3) Right we want to calculate, it's to get an average, we type in MEAN (types) and then
you put a bracket (does) and then you type in the square that you're in, which is B3, which is where you want
the mean to start. Then you put a colon and you type in the number of the square, B8 which is the last one
we want to calculate. Then you put the bracket there then, because that's a TEXT entry and if it's a TEXT entry
it won't do anything because it doesn't know and we're actually wanting to do something mathematical so we
change it to NUMERICAL which comes up here (presses F7, points to left of input line) it shows you there,
I'll just move the cursor down here (moves cursor to B10) because that is where it will write the average and
then press CR and it should do the sum for us.
[result 14.40 appears in B3, overwriting original numbers-as-text entry]
It's put it up there hasn't it? Because I moved the cursor afterwards. If I'd moved the cursor before it would have
written the average in there. [ can't remember, we said 14 for that one so if we move down to here and write
14 40 in we know that's the average. [only over B6-B8, since it did not calculate text entries, but she does not
notice that] (types 14.40 in B10) Then we can come back to here and just type 14. (moves back to B3 and enters
"14" as number)
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Change attributes

Would you like to make it so that it's all central? Right press MENU which is the F8 key and then it will
come up, FORMAT, so yes - you actually know how to do this don't you? We want to go on to
ATTRIBUTES so do you want to press that one which is ATTRIBUTES and it's at the LEFT at the moment,
so here you see it tells us it is LEFT, CENTRE, RIGHT, so to get it, so that's the letter it is on at the
moment, so do you want to put it in the CENTRE?
s0 it's on that now, CENTRE, So we press RETURN. And it is saying does this apply to B5S but the area we
actually want it to apply to is B3 to the area, where is it going to? B10, so we want a COLON, and we can
move with the cursor down to where we want it to go and press CR and they're all in a line in the centre.
Insert row
Do you want 0 put a line in here in between? So what we first want to do is to put an INSERT so you want
to go to INSERT, press or you can move the cursor onto insert. Press CR. It says do you want to insert a
RO“{’ or a COLUMN. Well if we're up here I think we want to really insert a ROW don't you?
es

ROW, starting at 10, but we don't want to start at 10 do we, we want to start here, it always inserts above the
cursor or to the right of it so we want to start at 3, so do you want to press CR again, and we want just to
insert 1 so you see it's inserted a ROW,
Filler character
0 what we want to do is go onto FORMAT again, in the menu, no, yes, that's the one and instead of
A'I'I('RIII;UI'ES this time we want FILLER CHARACTER, that one,

selects)
what do you want to do for FILLER CHARACTER?

I don't mind, equal signs or minuses or stars, how about stars?
OK. That applies to, shall we go from A3, it's going to look better isn't it?

(moves cursor)
‘We want first of all to put a COLON in, otherwise it will say just A3,

(types colon)
and then we can move that, shall we go to there, do you want to press CR
Change width
do you want to write a column in here so that the dates are separated from the names
(INSERT column) That's a bit too big a column isn't it, so I think what we'll do is go to FORMAT again so
press F, there, set it to WIDTH this time, WIDTH of this column is 12, do you think 1 is alright, then we
can put a row of stars going down.

Yes, why don't we do that ...
[Set width of this column to: 12 (cursor on 1)]
(presses DELETE, erases the 1, presses DELETE again)
waming beep]
No, if you just press the one and then CR (types 1, so back to 12, but doesn't notice)
[Set how many columns to this width? ]
if we just press CR ...
[system proceeds, but width remains unchanged]
That was wrong ... (hesitates, can't work out what went wrong) if we go back to FORMAT again (selects
FORMAT, WIDTH)
[Set width of this column to: 12 (cursor on 1)]
(types 1, which substitutes 12, and changes width)
Filler character
There (relieved) shall we set to FILLER CHARACTER? So if you press F again (select FORMAT,
FILLER_CHAR)
[Set filler char to?)
do you want stars again?

Shall we do that?
Yes. (types *) It applies to B3, now we want to go up to 1, (moves cursor to B1) now do you want to press a
colon? down to where we stopped (B11), right, it's put some stars in, is there anything else you want to do?
Formula
Shall we get the minimums and maximums?

Yes why don't we do that?
So, we want first of all to get rid of this menu so to get anything off the screen that you don't want press F2
which is UNDQO. I'm trying to remember - right, bring the cursor down (to C12), put it here so it will
actually print here what we want.
Do you want to do the minimum or the maximum?

Why don't we do the minimum and maximum? ..
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If we do minimum first we want to type "MIN", do you want to type "MIN" and we put it in a bracket and
then the squares are B4 colon B9 (wrong - the figures are now in C since a column has been inserted) close your
brackets and you want to make it on a numerical one and then press CR. Doesn't like that docs it?

I'm not sure, did I mis-type anything? B4, ah it's actually C4 isn't it?
Yes - (half relieved, half irritated) So we try again sorry if you type C4 not B4 because the last one was B4
(when they entered the formula for average)

(proceeds o enter, forgets to toggle)

ah unconverted

SO we I:eed to remember to press the NUMERICAL thing don't we. Then CR. It might actually do it for us.
So that's the minimum time, that's who was fastest, shall we do it with max (proceeds to enter formula for
maximum)
(enter figures in D column)

Can we do the averages, the maximum and the minimum for those ones?
Yes, it's the same, except for being C it's D this time. So averages - do you remember?

(enters AVERAGE, MIN and MAX)
Shall we move this to here (F3) and get it to tell us what the MINIMUM for each person is
So we want to type in MIN don't we. C4 to D4 (types in formula) so that is the minimum time she did.

can we do that for all of them?
Copy formula
mn do that and make it a bit easier for ourselves by putting it to COPY. Which is there so press CR.
[ COPY from area: F4)
we want to copy FROM AREA F4 because that is the value we want (presses CR)

[ COPY to BASE CO-ORDINAT]
Well we don't want, so F4, so we move down (moves cursor to F5) and then because we want it to COPY to all
of them so we press the colon, go down to the botiom one we want it to COPY, which is that one, (moves
cursor to F9) press that, we want to COPY ALL

What's the difference between ALL and VALUES?
I don't know. We want to COPY, I think it might mean that we want to copy the whole equation down and
not just the numbers. We want to COPY RELATIVE because we want the equation to alter itself for each
different line, so we want to COPY RELATIVE and that's everbody's

That's very good
(centre the figures in the column, and tidy up other columns)
Save
What we do to SAVE the spreadsheet is you want to move the cursor onto QUIT and SAVE and you can either
do that by pressing Q or by moving it

You have to move it all the way
Yes

and then CR
yes, and then it will tell us, we want to go to OPTIONS, I think, no we didn't, I've done that wrong, haven't I?

Subject 14
[empty spreadsheet]
I think the best thing to do is, have - I don't know ... beans, Heinz, different brand names across the top, if you
put something like Coke, Pepsi, My Mum's something like that, if you go down a bit more and leave a space
at the top,

(moves cursor to A4)
Enter text
you may as well put Coke or Cola or something like that.

(types "Coke")
In fact, just put "drinks" there.

(backspace, types "drinks")
CARRIAGE RETURN.

(does) _
[ "drinks” appears in A4 ]
(instructs to enter further text labels in B4 to D4)
Actually I'm just thinking that would be better down the side, there, say have about four different shops and
different prices there and then calculate the average price, do you know what I mean

yes, so what ...
If you put Cola and 4 different drinks down there, shop 1, shop 2 ...
Delete row )

so how do you get rid of these [text labels in A4 - D4]?
or you can just DELETE that one you're on at the moment, if you press MENU, F8, there is a DELETE
command there, press D or highlight it.
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(selects DELETE)
[ Delete: Row Column ]
We want to DELETE, might as well delete the ROW, that's already highlighted {row) so RETURN just the
one
[ row 4 deleted ]
right so go back to Al
(tries to move cursor)
[waming beep]
just press UNDO to get rid of that [the menu]
CARRIAGE RETURN
Enter numbers
(proceeds to enter text labels in A4 - D4 and A6 - A9 and figures in B6 - D9)
We can make a column here (points to A ) for the average price the shops sell ... so if you want to put a title
there first in D4 just do average or mean or something like that right.
(enters text label "average" in A4)
Formula
Can you press MENU, call the MENU back, we want a formula for that. (reads MENU)
Yes if you press UNDO again. 1 think it's MEAN and then bracket, we want to print these across so B6 - and
the a colon, and obviously then D6, close brackets and then you have to change that to NUMERICAL, press
F7, and move the cursor down to D6
(does) Why did we choose that [numerical]?
Choose that? Because otherwise it reads it as TEXT and just prints it there. CARRIAGE RETURN.
(does)
[ result appears in A4, overwriting text label ]
Why did it do that?
[because cursor was moved after formula was typed, but before it was entered wouldn't it be better not to allow
cursor movements halfway through?]
You could just try and print average there again
(enters text label in E4 again)
and just go over that and move it down now
(enters formula in EG6, toggles, CR)
[ result displayed in E6 ]
Copy formula
and you want to COPY that formula now for the rest of them. So, if we get the MENU again and get the
command COPY
(selects COPY)
[ Copy from area: E6 ]
you want to COPY from area, yes, that's right, just press CARRIAGE RETURN.
(does)
[ Copy to base coordinate: )
Copy to - E9, I think it is - E6, then press colon and just go back on that to make that last one E9. Then
press RETURN, ALL so either a or highlight it, you want RELATIVE so CARRIAGE RETURN
5o what does that do?
[ results appear in E6 - E9 ]
I think that's right
50 what's that done?
it's calculated the average selling price of each drink
Change attributes
what we can do now is sort of tidy it up a bit and get that CENTRED, to do that you call up FORMAT.
(selects FORMAT)
WIDTH.
(selects WIDTH)
Umm, actually, I don't think we really need to change the WIDTH, so just UNDO that.
And it's FORMAT again, it's ATTRIBUTES then.
(selects ATTRIBUTES)
[NUM[R 2 -]LCRI[?7?777777]]
Right, we want to change that - t0 change the question mark, you use the SPACE BAR
So what are we changing here?
Try it, it gets centred (toggles) That's left and then C, that means the margin on the right and on the CENTRE
so we want C, we want to get rid of the noughts as well, so if we go to there, that's the decimal point column,
change it to nought and CARRIAGE RETURN ...
(selects)
[ Format applies to area: ]
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We want it from B4 to E9
(enters)
[ columns B to E displayed in new format ]
Filler character
Lovely! Right, you can use different characters to put a frame around it if you want it's FORMAT again and
FILLER CHARACTER
(selects FORMAT, FILLER_CHAR)
[ Set filler to: ]
yes, do you want a margin right round that way? doit ...
we'll just do a line round there [row 5] and a line down here [between columns D and E] to separate the titles
Jrom the numbers ...
right, to you want to put the highlight round there
(tries to move cursor)
[ waming beep ]
Sorry - that's going to be a problem it wants a character
(selects "-")
[ Format applies to area: )
now we have to say where it's going you'll have to move the cursor
(moves cursor to AS)
if you can use the colon again, E5S
(enters A5:ES, CR)
[ Filler appears A5 to ES ]
You can have one down the side [between columns A and B] and to do that you have to shift the thing along a
bit. If you choose like something like that to have a line down ... because it like the whole block, so you
want to reduce that to having just one character so we'll have to shift everything along a bit by using FORMAT

n.
(selects FORMAT)
[which she will need later to change the width]
Insert column
Oh - actually can you put UNDO and then INSERT, you want an extra column between A and B,
[ Insert Column starting at: ]
if you move that along to B I think that will insert it to the left then just CARRIAGE RETURN, right
[ Insert how many columns: ]
Just the one, so RETURN
[ column inserted ]
Change width
and so we want to reduce that to just one using FORMAT and WIDTH, you want it just 1, RETURN.
[ column reduced to width 1 ]
Filler character
And then you can put whatever you want in ... and it's FILLER CHARACTER.
(selects FORMAT, FILLER CHARACTER)
[ Set filler to: ]
which one?
either that or that [single quote]
[ Format applies to area: ]
do you want to move it up another one, B4 ... to,
colon?
B9, oh, has that gone right down.
{ filler char appears B4 - B9 ]
oh yes. ... that's ok. Is there anything else you want to calculate?
say we bought cola and water and beer from shop one, how do we work out the price of all the things
together?
Formula
oh right, do you want to get the answer down there then? [bottom of column A] right so you want the sum of
all of them. Press UNDO to get rid of the MENU and formula for that would be COUNT.
- So I have to move the cursor?
Yes, you'd better.
(moves cursor to C11)
COUNT, bracket, C6, colon, C9 and change it to NUMERICAL and CARRIAGE RETURN -
(does)
[ result "4" in C11 ]
oh that's just counted how many things there are ...
[COUNT just counts the number of entries]
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[ think it's probably SUM then if you want to try that
(enters formula for sum)
[ correct result appears in C11]
Copy formula
you can COPY that formula for the rest of them, you get the MENU and there's a COPY command there,
CARRIAGE RETURN,
(copies "from C11" 10 "C11:F11")
we want to F11 so colon, ALL, RELATIVE.
[ formula copied successfully]
Tha't‘s lh.ai.,.on]y thing is that hasn't, do you want to tidy that up?
We'll get rid of the noughts, just FORMAT again, ATTRIBUTES, and it's just the same as the other one,
that's it. to, oh C11 to F11, that should do it now.
[ figures in row 11 centred and no decimals )
Save
If you get the MENU up again, it's the QUIT and SAVE option, OPTIONS

Subject 15
[empty spreadsheet]
E’is thing [cursor] moves up and down you can place it anywhere you want (demonstrates use of cursor keys)
nter text
To write anything in, you type it out down here (points to input line) press RETURN, and it will go wherever
the pink thing [cursor] is
We want a list of several names, we want to start down here
(moves cursor to A4)
we want to write out a list of names
(enters text labels in A4)
you have to move the cursor down before you enter the next one
right (enters text labels AS - A8)
Enter numbers as text
and we want to list distances across the top
(moves cursor to B2)
S0 you start with a 100 m or something
100 metres? (types "100 metres”, CR)
[ Bad coordinate ]
You pressed - we want to UNDO that press F2
[waming beep, system goes into edit mode]
UNDO again you want to change that, F7 I think, from NUMERICAL you can't put numbers and text in as
numbers
(toggles) I see so NUM is for numbers and this is for TEXT?
yes - press RETURN now
[text label "100 metres” entered in B2]
[successful application of toggling]
now we want to put in the distances people run 200, and F7 now 400 (instructs co-experimenter to enter text
labels in C2 and D2)
Filler character
You can make it pretty and underline it all if you want I've forgotten how to do it now ... if you bring up the
menu and there are a lot of things you can do there we can underline by using FORMAT, so if you move the
thing [cursor] along
(brings up MENU, selects FORMAT)
um ... select FILLER_CHAR
[ Set filler to: ]
right what do you want to underline it with?
siar?
SHIFT, star
(does, CR)
[ Format applies to area: ]
so we want it from A3 to whatever you want, E3 or D3, uvse the colon for to
oh one is the beginning and one is the end? (enters range)
yes, then RETURN
[ line of filler_chars appears in A3 - D3 ]
ok, amazing. Then you could put in a line there [between columns A and B] if you want to. Do the same

again
Use FORMAT again. Just do FORMAT, select FILLER CHARACTER
[ Set filler to: ]
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two stars again now you want it putting, oh dear ...? can't put it in there, can we? UNDO
we need a space o put it in so we need to move all this really, just put another block [column] in
[error diagnosed, procedure abandoned, restarts]
Insert column
SO we .. o we can put it down there so INSERT, just press I,
[ Insert Row Column ]
we want a COLUMN,
[ Insert Column(s) starting at: D ] [current cursor position]
starting at B
(types B, CR)
[ Insert how many columns? ]
just one
[ new column inserted between columns A and B ]
Change width
now that's [new column] too big for putting a line there, so we want to make it smaller, so if we go back to
FORMAT then we can change the WIDTH of the line so
(selects FORMAT, WIDTH)
[ Set width of this column to; ]
we want it very small so 2 will be ok maybe just one?
(enters "2")
[ Set how many columns to this width: ]
one
(types "1", CR)
[ new column B set to width 2 ]

Filler character
now we can put in the line, so if we press FORMAT again and we want FILLER CHARACTER

(selects FORMAT, FILLER _CHAR, selects "*")
[ Format applies to area: ]
you want it from there down to here, yes Bl
colon? to B8? (enters area, CR)

[ 2 stars each in B1 - B8 ]
yes, we want to stick in some figures now so you want to get out of the MENU first so press UNDO so we

want to put any old figures under these so think up some figures, for the times (instructs co-experimenter (o
enter number in C4 - E8]

Change attributes
Now you can make that a bit better by putting underneath that [figures under the text labels in columns C - E)

because it's pushed them all to the side [right-justified] we want 10 make it a bit neater by putting them

undemeath
s0 if you bring up the MENU again, F8, you want FORMAT again, I think ATTRIBUTES - yes I think it's

ATTRIBUTES
now you press the SPACE BAR, it's got several things undemeath the question mark there, you want C for

so L is left, ...
So we want CENTER
(togglesto "C")
so if you press RETURN again,
[ Format applies to area: ]
it applies to the whole lot there so start from C3 or something, C4 and then down to wherever
(enters area, CR)
[ figures centred in columns C - E ]
Formula
We want some averages now so, we'll put the average down here, so write in average
(enters text label in A10)
yes UNDO then put your two stars in B - just type them in (laughs)
[shortcut to enter them as text, instead of filler_char]
(enters "**" in B10, moves cursor to C10)
Now we've got to make up a formula for the average, I can't remember how to do that I think it's mean, type
in MEAN, now we want a mean of all these figures here, so we want to put some brackets in, from C4 to C8
(types formula) = _
but we want this in NUMERICAL, and it's in TEXT now, so if you press F7 because if it's on TEXT it would
just put in what we'd written there (points to input line) but if you do it on NUMERICAL it puts in the actual

mean and it works out, press RETURN,
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(toggles to NUM, CR)
[ average displayed in C10 ]
Copy formula
we should have moved it all after we'd finished this so now we want to do all three and instead of just doing all
three you can COPY the formula we've got there and put it under those two [columns D and E]
so bring up the MENU again and you want COPY
(selects)
[ Copy from area: C10 ]
so we want it from there, 50 if you just press RETURN [ Copy to base coordinate: C10 ]
and we want it for these two so you want D10 and E10
so what are we copying, we're not copying the ...
no we're copying the formula MEAN, .. to E10
(enters D10:E10) but the original formula had C4 1o ...
[ Copy Values All ]
if we press in VALUES then you'd get that, but we want ALL, which is the actual formula which is still
underneath there [the result in C10] so we press ALL, then we want the RELATIVE values, not the
ABSOLUTE
right, so that's what takes account of it being in a different column?
yes we want to move those in the CENTRE, (centres C10 - E10)
could you work out the winner?
Yes you could have the minimum time.
is there any way you could say?
If we put in the minimum we discover the minimum time is 48 and come down here so if we put winner in we
can put in the minimum score and just come up with the score, but if you want to put in the winner of the race
[i.e. the name of the person] you could just type it in, right so you want to put the minimum score, so we want
minimum (enters text label in Al2, formula in C12)
yes, min, bracket,..C4 to C8, change to numerical
[result displayed in C12]
so you want to COPY it to the others now, so you want MENU again
[copied to D12 and E12, centred]
could we SAVE it
Save

yes, to QUIT/SAVE, so if you just press Q, you want OPTIONS, and we want OPERATING SYSTEM

Subject 16

[empty spreadsheet]

Right, what shall we do? You can name things down here (points at column A) the articles we need and along
there numbers or prices for certain articles If you put in 2 or 3 of those If you press the arrow key and bring it
down a bit ...

Enter text

A record shop, let's have albums and prices We put the name of the albums down here (A column) and then we
can put the prices along there Put the name of the group just type it there [input line] and then CARRIAGE
RETURN

(enters text labels in B7:B11, moves cursor to C7)
Enter numbers
OK, put 4.89 in there, CARRIAGE RETURN.

(types 489, CR)
[ 489.00 appears in C7)
489 might be a bit confusing .. we'll leave it for now Next one down

(enters numbers C81o C 11)
suppose we need a heading or something

(enters text label "dealer price” in BS, "selling price" in C5, prices in C7 to C11)
Next column, E let's have CD, and 10 - 99 for each

(enters text label "CD" in E5 and "1099" in E7)

Do I have to type it in each time?
That's a very good question, I've forgotten. Yes type it in. [copy?]

(enters price E6 to E11)
Formula
What you do is some formulas

I don't know, work out some profits or something

Well let's do a MEAN. Mean is the price ... of the dealer price if I can remember how to do them. Right. Ok
if you bring the cursor over to this column (moves it to C11) and type M E A N, bracket, C7 to C11, so C7,
colon, C11, bracket. Press F7 and maybe we should have put it there (moves cursor to C12) CARRIAGE
RETURN.

Transcripts-56



[result appears in C11, deleting previous entry]
It has written over it - shall we do it again?
Yes, put it in a different place (replaces old entry, moves cursor to C12) Do it again
(enters formula)
[ result appears in C12 ]
We could have a particular group's MEAN. (moves cursor to C14). Type in MEAN, bracket, C9 to E9,
bracket, F7, CR ... [calculation doesn’t make sense)
Can you do a MEAN for the whole thing, yes ok let's try that. Ok let's count. Ok type in COUNT, bracket,
CT7t Ell. F7. CR. Mmm. [another calculation which doesn't make sense] - (types title for this row)
Insert row
Let's move them around. Insert a few lines up here to make it look neater. Press menu button F8, and
INSERT you press by, ROW, yes, so CR.
[ Insert rows starting at: 12 ]
Yes, CR
[ Insert how many rows? ]
Say 2, CR.
[ rows are inserted]
Delete row
OK let's change these [the numbers] they are confusing let's change them to make it easier to read.
Press UNDO first, F2, go up there [C5] with the arrows. Get the MENU up again, press F8. Then press D for
DELETE. DELETE ROW, yes, press CR, starting at 5, yes, how many rows, 1, yes. OK press undo, F2.
Let's go 2 up, ok you can write Dealer Price again ...
[row 5 with text labels deleted]
lets go 2 up (instructs to enter new text labels, spread over 2 rows)
[could have made columns wider instead)
Why don't we work out the profit, between the selling price and the dealer price. Is it possible
Yes Idon'thowtodo it ...
Can we CENTRE the columns or something?
Change attributes
Yes. Ok. Press menu F8 and FORMAT, F, and if you arrow to ATTRIBUTES and press CR Right if you
press the SPACE BAR twice, CENTRE,
Carnage return?
[ Format applies to area: ]
Yes. And now let's get down, no we don't need to. type C what's that, 6, C6 to El1, E10.
Is that right?
Yes. CR.
[numbers centred in columns]
Great, can we CENTRE the titles as well?
Yes. Do it again. Press CR, ATTRIBUTES, press SPACE BAR twice, sorry CR. Right. C3 1o [E3] yes,
CARRIAGE RETURN., Yes, FORMAT again, ATTRIBUTES, C4 to D4.
[text labels centred
Save
(instructing how to QUIT and SAVE) Move the arrow to the right ... CR, right OPTIONS. Oh, I'm not sure
that's saved it
[seemed to expect to be asked whether to save]

Subject 17
[empty spreadsheet] o
Right, so that's the format of it, where the pink is at the top that's where the cursor is. Anything new you

enter will show here [input line] and then when you press the CARRIAGE RETURN it will appear where your
cursor is showing.
Yeah you can move it around and it says the point [in status line at bottom of spreadsheet] so if you move it to
Al or it goes to B1 it says the name of the cell so that identifies where your cursor is
We've got to make one up [spreadsheet] If you type 73 it shows like number or if you typed, start off with a
letter it tells you you are typing text in which is handy if you want to do formulas, get out of that, so what do
you want to do?

shall we do a sweet shop?
Enter text, enter numbers
Yes. So if we have a heading first, like cost price, type in cost price and then CARRIAGE RETURN and then
if you move it [the cursor] along to the next one [cell] selling price, CARRIAGE RETURN, and then a profit
column

(enters text labels in Al - CI, enters number in A2, types
You have to move the cursor first or it will just stick it on top

(moves cursor to A3, CR)
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[ current input_ entpred in A2, previous entry overwritten |
oh ... try moving it first ... [entry appears where cursor was when first char was typed - since it allows cursor to
be moved, subject assumes that entry will appear where cursor is before CR]
(enters numbers in A2 - A7 and B2 - B7)
Formula

No_w we want _it_ to do the calculating. So, we want the sale price minus the cost price. So type Bl -
(thinks) if you press F8 to get the MENU, (reads MENU) HELP? just type H

[ Coordinate_Entry Maths_Expressions Window_Usage ]

Math expressions, CARRIAGE RETURN. [Help window: Enters input data into the model. If no input has

tspeeq mz)u;e made or Advance is ON <enter> will move the pointer right or down according to current Order (see
orting

Does that make any sense 10 you?
It just means if you press enter, CARRIAGE RETURN, it puts data in the model, which is what we already
know. Don't want to know that. Just keep going.

how do I get rid of this?
That undoes what you've just done ... (tries to get out of HELP) That isn't much good is it. It _says_ MATH
EXPRESSIONS and FUNCTIONS ...
[obviously expecting information on how to compose or select a formula]
We definitely want to know what is in there ...

can we work out something else you know how to do? put another column in or something
(Experimenter tells subject she needs to enter a formula)
Just tell if what you want it to do? So if you type B2 minus A2 then you have to press F7 because you've
got TEXT if you press CARRIAGE RETURN it will just put that in, so that changes it to NUMERICAL to
tell it that you want it to do something with the figures now if you press CARRIAGE RETURN, I don't know
if -
[ result appears in C2 ]
oh it does, well! So if you didn't press F7 it would think that you were entering TEXT because the first thing
you entered was a "B" so it would just put in what you had written 5o you have to change it
Copy formula
So now instead of going through the whole process you can just COPY the formula so if you go F8 for
MENU and then select COPY

press C?
Yes.
[ Copy from area: C2 ]
Right you want to COPY - yes, that's right, just press RETURN
[ Copy to base coordinate: C2]
now to you want to move the cursor down

we want to do it for all of them?
No if you just move it down 1, C3 and then type a colon in because that tells it that you want it from C3 to
and then you move the cursor to where you want it [C7]

RETURN?

yes.
[ Copy Values All ]
You want to COPY ALL
(selects ALL, CR)
[ Copy Relative Absolute Prompted ]
RELATIVE - otherwise it would just copy thirty [result in C2] and be useless.
[it would copy the formula, but not adjust for rows]
[ result displayed in C3 - C7 ]
It's done, is that right, yes, so that is your profit calculated.
Change attributes
Now you see bow that is sort of to the right hand side of the column, [right justified] so square them up that is
FORMAT so type F, if you select ATTRIBUTES
[NUM [R 2 -]LCR1[?7777777] ]
now this LCR is LEFT RIGHT and it's on RIGHT at the moment so so it's inserting [positioning] them to the
right of the column
Which one says it's to the right?
(points) this R here - that's is what it's set to RIGHT with 2 decimal places. So if you press the SPACE BAR
you'll see the question mark change, that is LEFT, so if you press again, CENTRE, when you do that ... so if
you press CR.
[ Format applies to area: ]
You want it to apply to, you want it from A2 to, press colon, to C7
So we can do it right across the square?
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yes - | hope so (laughs) RETURN
[ numbers A2 - C7 centred ]
oh we should have done profit [text label C1] as well, so if you select FORMAT again and just press CR and
A’ITRJBUI'ES Just press RETURN because it is already on CENTRE, just press CARRIAGE RETURN
beca;lét;a;t is asking which ATTRIBUTES you want it to use and it is the ones you've already done, so -
[ Format applies to area: ]
and then asks you what area so C1.
[text label in C1 centred)
We could put pound signs in, so if you select FORMAT again and ATTRIBUTES again,
[NUM[R 2 -]LCR1[?2727777] ]
if you move the little cursor along [the question marks] you see how it [display to left of question marks]
changes, if you keep going until
so that just tells you the different things you can do
yes you can put pound signs, dollar signs, deutschmarks or percent sign so just press the SPACE BAR and it
changes and we want the pound sign, so if you press CR.
[ Format applies to area: C1 ]
Right you want it to apply to, no we don't want it on the titles so
we want it on all these like we did before
(enters A2 - C7)
[ pounds signs put in front of numbers in A2 - C7]
Insert row
We could have a blank line in between because it is quite squashed up isn't it. So if you go to INSERT, just
type I, right
[ Insert Row Column ]
a ROW is that way [horizontal] a COLUMN is that way [vertical] so if we just press ROW,
[ Insert Row(s) starting at: 7]
if you go up it will INSERT on top of 2 there so press CR,
[Insert how many rows? ]
just one
[ new row inserted between rows I and 2 |
that's neater, what else can we do
Formula
can we work out a percentage profit? .. I know how to do it but you'll have to tell me how to do it on
here. What you do is, um does he know how to do it? Yes it is 30, profit over the cost price times 100
so we've got 15% .. is that right?
y€s .. YEs you can
no if you don't want to .. because then we can compare them - how much profit you're making on each
one. This doesn't tell you much, you're making the same amount but ..
ok, so get out of the MENU, press UNDO, so you want to divide C3 by A3?
yes and multiply by 100 (moves cursor to D3)
Just type C3 divided by B3,
(does)
well try it can only go wrong .. do you want to see if that works first
can we undo it afterwards? '
yes we can blank it out. So you have to change it so it doesn't just enter it as TEXT, then press CR.
[result displayed in C3]
Yes it does ..
but that's, yes, 15% so we want to multiply it by .. you know like we did in the first thing where we
made a mistake, we could just do it again (enters instruction, CR)
instruction displayed]
oh, you left it as TEXT, just type it again and then do it
F7? (retypes, F7, CR)
[result displayed]
Copy formula
yes ... right so you don't have to type that in for all of them, you can just COPY the formula
like we did last time?
yes, so if you go into the MENU, select COPY
I can't remember how fto do this now, go down here, right
yes, you want to COPY ALL of it, RELATIVE
[copied to D4-D8]
Wow!
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Change attributes
Now we could put a percentage sign in
so that's FORMAT again?
itis quite complex because you end up with loads of zeros on the end ATTRIBUTES again
there 's something here for decimal point can we change that?
yes, decimal places, because if you type a percentage sign in it knows that you're multiplying by 100 so it
adds zeros on the end
oh right
[NUM [R 2 -JLCRI1[?7777777] ]

if you just move over and find the percentage, if you try and enter percent and then press the SPACE BAR, try
and do it just for 1 and we'll see what happens
(selects "%")
Just press RETURN.
[ Format applies to area: D8 ]
Just do it for the last one, in case it goes wrong
[number in D8 displayed with "%" and two added zeros]
right it has multiplied it by 100 ...
80 what you have to do is divide it all by 100, all those figures by 100
like the original thing we had
yes, we didn't need to multiply by 100. So if we divide
shall we go back and do it all now? (moves cursor to D3) C3 divided by B3, and leave it at that
just type D3 divided by 100 and you'll end up with the same thing instead of doing all the calculations again ..
[no - the new format only applied to D8 so far. Even if result may seem the same at the moment, changing the
formula as suggested by co-experimenter is the only "sound”, and fast, way to do it]
(follows subject’s instructions and changes formula)
Right so if you COPY that for all these
(copies to D3 - D7, changes D8 separately after that D8 needs to be centred again, does)
FORMAT again to add the percent sign ...
[could have done that at the same time as centring entry in D8]
get the percent sign
(toggles "?" 10 "%", CR)
[ Format applies to area: D8
can I go back up?
yes
(enters "D8:D3", CR)
[Improper coordinate. Bad syntax or out of range]
oh you can't, you can't go back up (somewhat surprised that it doesn't work) press UNDQ, so start at the top
[D3 - D8 displayed correctly with percent signs]
Save
If you select Q for QUIT and SAVE, just type Q, if you go to OPTIONS - oh - it didn't ask us whether we
wanted to SAVE _..
[not aware that model is always saved when exited and not been saved before]
Subject 18
[empty spreadsheet] . :
(pointing at screen) We've got the columns going down this way and the rows going across so each one like Al
or B2 or B13 or whatever is a cell and the cursor goes where you want it to go and you move the cell by
pressing the cursor keys.
Enter text
So if we have a row of, first of all if we make up about 5 names in column A of the people who are doing the
running, so you move it into the A column
(enters text label in A4)
and then move the cursor down to the next cell
(enters text labels in A5 - A8)
Enter numbers as text
If we do a row along here, in the 3rd row say 100 metres, another 200 metres, another 400 metres up to B3,
somry yes B3
So, 100 metres?
100 m, or whatever
(types "100 metres”, CR)
[illegal character]
oh. Is that because of the 17 I think ... it's numerical ... Press UNDO F2,
(does)
{warning beep, edit mode]
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now what do we do? If we just put in hundred - H-U-N-D-E-R -D ... oh no delete ali I don't know what

_[leﬂgﬂ(’iisim PfObIG:: ")CUHCCIIY as a text/numerical one, but it doesn't occur to her that she could toggle it to text]

yes and then CARRIAGE RETURN
(does)
[ text label appears in B3]
Right if you go to C3, yes two hundred
(types "two hundred m", CR)
[text label appears in C3, one character too long for column)]
ah - never mind If we go to D3 and do four hundred
(enters four hundred in D4) That will be even more out ...
Change width
oh yes, you can make the columns wider, if you press the MENU key F8 - It's FORMAT, I think it is,
WIDTH, CARRIAGE RETURN.
(does)
[ Set width of this column to: ]
I dunno, 15, will that fit it all
(enters 15)
[ How many columns to this width? ]
just press 1 because you just want 1 column
[cursor in column D, points to column C] We should do that one as well, tough that's cut off ... Can we do
them both at the same time?
no, I don't know ... [could do more than one, but it would affect only columns to the right of the cursor; since
cursor is positioned in column D, it would not widen C] - (proceeds)
[D set to width 15]
if you select FORMAT again to do it to the next column, WIDTH again,
[ Set width of this column to: ]

yes, do 15 again

we're still on the same column [D] Can I move the cursor? (iries)
[ warning beep ]
[cursor needs to be positioned before MENU, FORMAT, WIDTH is selected - user needs to know 4 steps
ahead of this one. Other FORMAT options allow to define the "area to which selection applies" -
inconsistency]

we're on that one, oh no, if you just press CARRIAGE RETURN (doing column D again)
if you move the cursor now [cannot move cursor while MENU is displayed] oh no get out of the MENU, press
UNDQ, move the cursor to C3 then press the MENU, select F and then CARRIAGE RETURN and WIDTH,
15 1
[width of column C changed to 15]
Enter numbers
Right, if you just put some random figures in
(enters numbers in B4 - D8)
If we do a column here [E] to find out, how many races each of the people have run, if we put the cursor up in
E4, no E3, and then do say number of races
(moves cursor and enters text label)
right and then, I've forgotten how to do this, oh you have to count ... you have to ..so ..
(moves cursor about)
Formula
there is a formula you can do, I think you have to toggle it to numerical but I've forgotten how to do it, 1
think it's F7 and then you have to ..
(tries F7)
[waming beep]
[since nothing to toggle at cursor position EA]
oh how do you do it? Formula, so if you put in COUNT, that's obviously.. no what is it .. COUNT then open
bracket, so you want to count from B4 to D4
it doesn't matter that there's nothing in D47
no, I don't think [correct] colon, E4 close bracket
(enters formula)
and then F7 because at the moment it's in text, just letter, then to make it numbers, then RETURN
[ result displayed in E4 ]
Copy formula
I think, I've forgotten .. right, there's a way of doing it for all of those and I've forgotten how you do it .. oh
COPY that's right so press MENU, F8 and then COPY
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(selects COPY from menu)
[ Copy from area: ]
right so you want to copy from area no you want to COPY from ES to E8 if you put in ES ...
(starts typing)
1o, no - sorry, so if you put in E4, because you're copying the formula from that
[ Copy to base coordinate: ]
then you want to copy it from there to there so it will be ES to E8
(enters)
and CARRIAGE RETURN
[ Copy values all ]
dunno ... ALL I think it is, I think it's ALL
what's the difference
(laughs) I don’t know
let's try ALL (selects ALL)
[ Copy Relative Absolute Prompted ]
and then RELATIVE I think
[copied to ES - E8] is that right, yes it's right
it would be difficult to tell [since the result is - correctly - 2.00 in all cases] so what does that RELATIVE
mean
I suppose it means - what was it RELATIVE or ABSOLUTE, we did RELATIVE, um, I've forgotten what that
means, SOIry
doesn’t matter, seems to have worked
Formula
And then if you want to say find the average of all the different times...
If you move the cursor back to say A10 then put in there say, AVERAGE,
(enters text label in A10)
right if you move it into B10 and then select the MENU F8 (reads MENU) oh no, hang on, what am I doing -
oh no don't bother with that press F2, if you put in MEAN, open bracket, what do we want to do, mean B4 to
B8, CARRIAGE RETURN
(does)
[formula displayed in B10]
oh no sorry I meant to do F7, because we want it on NUMERICAL so can you type that in again
IS there any way to get it to do that itself?
Don't know ... probably [there is - select EDIT and toggle it] (retypes)
And then press F7 so that it's NUMERICAL
(does, CR)
[result displayed in B10]
Copy formula
then if you want to say COPY it for all of those, do the same again, F8 to get the MENU to COPY the
formula into these two [C10 and D10] you select COPY, COPY from B10, you can either do it just by typing
in C10 or move the cursor, that's it C10 and then press the colon and then move it along to D10 and then
CARRIAGE RETURN
ALL?
yes, all again, RELATIVE
[copied to C10 and D10]
Change attributes
Can we get rid of these decimals [in column E]
yes you can do it, I don't know, just type it in 2, 2, 2 [that's what co-experimenter did - default is with 2
decimals
but thenla's a way of doing it I can't remember how to do it now, oh what was it, was it FORMAT, try
FORMAT, ’
(selects FORMAT)
I don't think this is right, but ATTRIBUTES, try ATTRIBUTES, don't know what I'm doing ...
(selects ATTRIBUTES)
[NUM[R 2 -]LCRI1[?7777777] ]
Oh yes ...
What are those question marks?
they're to do with ... if we move the SPACE BAR
(presses SPACE BAR once)
[ "R" over first "7" changes to "C" - from right justified to centre ]
I just can't remember that, sorry
What's under the 2?7
under the 2, I've forgotten how to do that bit
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(moves cursor under "2", toggles)
I don't know what that means ..,
Shall we just forget that than and do something else?
Filler character
Press UNDQ, if you wanted to divide it up, like a graph, you could do INSERT a line or, if you wanted to
INSERT a line if you press F for FORMAT, yes select FORMAT, I think it's FILLER,
(selects FORMAT, FILLER_CHAR)
[ Set filler to: ]
hang fnr;o \ghat am I doing? oh I know what I should have done
Yes UNDO
(presses F2)
Insert row
If you move it up to A4, if you wanted to INSERT a line there, I've forgotten, oh yes, it if you want to
INSERT a line it does it above the cell or the cursor, so get the MENU, select INSERT, then you want to
INSERT a ROW, so it's on that one yes, how many rows, 1 row, yes, right,
[row inserted between 3 and 4]
say you wanted to do a line along there to underline it, you select FORMAT now and FILLER_CHARACTER
and t(hc’I:eSEr 'I;HE FILLER TO, you can use any character, you can use an asterisk or whatever, to do a line,
selects "-"
if you just wanted to do a line, format which area, A4 and you want to go to E4 so press colon then E4
[line of filler characters inserted]
Save
shall we save it
Yes, select QUIT/SAVE I think
(does)
[ Quit and Save: Options Context Save_Backup Save_New_Maodel ]
Is it SAVE BACKUP or SAVE NEW MODEL? SAVE NEW MODEL I think,
(selects) that makes sense ...
[ Save to what model: ]
save to what model ?
oh, sport ...
(enters "sport”, CR)
[ File B:Sport. FMD already exists ]
[selected option to save a copy to other than current filename]
oh well ...
undo?
UNDO, shall we put a different name in race, sport1
(saves copy as "sportl")
[returns to spreadsheet]
[bemused that model is still there, but doesn't seem to realise that they have saved the same model to a different
name, but not saved it under it's original name] - how do you get out?
(thinks)
QUIT and SAVE again?
[ Quit and Save: Options Context Save_Backup Save_New_Model ]
OPTIONS - and then go out into the operating system
i 19
[empty spreadsheet]
You could select a list of 5 items which you buy daily, like milk, bread and the price of each of them, how much
you spent on each of them each day.
Enter text, enter numbers
So if you just printed in bread, there, if that's what you buy,
(starts typing)
if you print it down there [input line] and then press RETURN, and in order to do something else, in order to
do your second item you press that [CURSOR KEY] and the, I can't remember what it's called, this thing the
pink thing [cursor] down and ok so margarine or whatever
(proceeds to enter text labels in AI-AS, numbers in Bl-D5)
How can I change that? [entry]
Well the way I would change it would be like this (presses SPACE BAR, CR), so it would be clear again, then
print in what you want, but I think there is another way of doing it.
[doesn't have to clear cell first, could just overwrite]
Now we go to the MENU which is that one [F8] OK now because we want to change the FORMAT so I think
we make this little blue thing go to there and you do that by pressing this button. OK, now press RETURN.

Transcripts-63



[Format Width Auributes Filler_char Data_type]

(reads MENU options) OK - perhaps, could we go back to MENU again, press F8, I think
[ waming beep ]

oh press RETURN

[ Set width of this column to: ]

[selected first option by pressing CR]

oh how do we get out of this, press UNDO then we'll get out of it sorry.

Insert row

I don't think that is a very good idea, I think we should choose INSERT instead.
[ Insert Row Column ]

Better go, yes we want an extra ROW, or two

[Insert row(s) starting at: 5]

where do we want our row? At 1, press 1 and so press RETURN

[How many rows/columns: 1]

we just want one row so press RETURN

[new row inserted above row 1]

S0 you've got an extra little row there, I mean we could put an extra one in there if you want and so we have

extra space. So we've got items and then a space, do you see what I'm saying? So you do that again on your
own

(inserts another row and adds text labels)
Change attributes
Do you want to move the noughts, I think the noughts are looking a little distracting, so if you get back to the
MENU again, and (mumbles) bit of a tricky one, can't really remember this - I think go to FORMAT
[Format Width Attributes Filler_char Data_type]
and we go to FILLER_CHAR
[ Set filler to: }
no we don't, we don't do that
shall I press UNDO?
We go to FORMAT again, ATTRIBUTES, try that,
(selects FORMAT, ATTRIBUTES)

yes that's it, we want to get the noughts out, can you press that
(moves cursor onto second "?")
no don't want that
(moves along)
yes it's that one, yes that one. press, we want that because you see it's got a little nought there, press F7
because we don't want -
(F7) [confuses toggling of TEXI/NUM (F7) with toggling "7" (SPACE BAR) ]
[nothing happens]
yes we want that one, did you see the little zeros come up then, press that one and RETURN.
[ Format applies to area: D1]
FORMAT APPLIES TO B3, I think, B3, just put B3. We'll try B3 to D - you have to do that SHIFT colon
sorry, D6, hopefully that will work
Shall we do it column by column? There is a way actually ...
No, let's try to do it all at once. (enters B3:B6)
RETURN.
[entries B3:B6 without decimal places, but not B7 and C7]
Yes, we've got that.
It's missed out the carrot ...
1 don't know why it's done that - oh because it's - we'll have to do those two separately.
Perhaps you should have done D7?
yes, that's it
(does B7:C7)
Can we work out how much we 've spent on bread?
Formula
OK. So if you print in COUNT, just a minute, move the cursor so, well I think perhaps there would be better

(moves cursor to E3)
then print in COUNT, then you need brackets so gosh B3 colon to D3, bracket
(types "count(b3:d3)" )
then we have to, at the moment we're in TEXT you see, so we've got to move into its kind of NUMERICAL
thing and that is F4 and you see the NUMERICAL thing has changed.
[hasn't changed]
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I think if you do that, press RETURN, it might come up, no it doesn't, I don't know what I've done wrong.
(experimenter tells her its F7 to toggle, and the formula is SUM)
SUM, it's SUM - so if you print in SUM and then brackets
OK 50 it's the same, ... (types "SUM(B3:D3)" )
Then you have to press the calculation key again
(F7, CR)
[result displayed in E3]
(instructs co-experimenter to enter formula for other rows)
Copy formula
Can't we copy that?
Yes, OK so do you want to do the same for all four? OK we'll try copying the formula. Press MENU. Then
go to COPY.
[ Copy from area: E5]
From area - B6
[ Copy to base coordinate: ES]
copy to?
D7
D77
[does not realise she only has to copy the formula)
I don't know, I think, I can't remember. We'll try this and then if it goes wrong we do it the other way
["45" appears in ES]
All. Hasn't done anything has it?
No it's put 45 there [ES] That was blank wasn't it, it didn't have any characters did it
No, right-0. Press COPY again, oh we'll have to try and delete that first.
(experimenter intervenes and tells her how to copy)
OK go4o COPY
[ Copy from area: ]
from area, well we're copying the _formula_ aren't we so I think I'll have to try actually copying the formula
which we used for that
(still cannot get the defined what needs copied where 10 - experimenter gives stop-by-step instruction)
[formula copied]
Do the MEAN for Monday [B column] We'll have the mean down here, so print in MEAN, OK
(enter "mean” as text label in A9)
then print in MEAN again then bracket, B3 to B7,
colon? (types "meanB3:B7")
Yes, bracket, then press F7, RETURN,
[result appears in A9, overwriting previous text entry]
right well we've printed it in the wrong place ...
Save
We want to get down to QUIT and SAVE, OK, press RETURN,
[ Quit and Save: Options Context Save_Backup Save_New_Model ]
I'd go to SAVE_BACKUP, RETURN, OK press RETURN.
[retumns to spreadsheet]
Press RETURN.
[ Quit and Save: Options Context Save_Backup Save_New_Model |
It's gone back again hasn't it. Well we'll go to OPTIONS, we've already saved it. We want to get out to the
system so try OPERATING SYSTEM. OK That's it.

Subject 20

I have to tell you what a spreadsheet is, well you can do graphs and that sort of thing. Just, and then you can
change the information easily because it's a computer -
[empty spreadsheet] _
If we're doing a shop - if we put the items down the side, and then we can put the number items along -
Enter text, enter numbers
So, to enter the items across the top you got the highlighter [cursor] on Al so that's where it will enter to start
with. So you just write 'tea’ and it will come up there
(types "tea”) _
if you leave a few lines at the top then you can put headings, so get the highlighter [cursor] down by pressing
the arrows,
(moves cursor to A4)
right, now RETURN -
(does)
[entry in Al]
oh - (laughs) Never mind leave it now we can get these lines later.
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[entry are entered at cursor position at the time of first keystroke]
(instructs co-experimenter to enter text labels)
(overwrites entry in A3)
Where did the last one go to? oh yes we forgol to move the cursor down so it went on top. Right so move the
tI:ursor down again from now on (instructs co-experimenter to enter text labels in A2-A5, and number in B1-C5)
nsert row
If we just leave it at that and then try and get rid of the noughts and put some things on top, right? So you
need the MENU, which is F8, right to get rid of the noughts - oh I can’t remember that one, we'll get another
line in here first so it is FORMAT - no, INSERT, so you can either press along with that or you can press I
so just press I - whichever is quicker.
(selects INSERT)
[ Insert Row Column ]
We just want a couple of ROWS
[Insert row(s) starting at: 5]
starting at - no, so we've got to move the cursor to where we want to start it so, yes fine and
[How many rows/columns: 1]
oh how many rows, 3, in that case, yes now change it to 3 and then RETURN.
[3 lines inserted on top]
Right now - (instructs co-experimenter to enter text labels B2-D2)
You've got to change it because you've got to take the MENU away by doing UNDO and then move the cursor
along.
Change attributes
I see if I can remember how to get rid of the noughts, so if we went back to the MENU and then it was
FORMAT so either F or just move along
(selects FORMAT)
[Format Width Attributes Filler_char Data_type]
ATTRIBUTES, yes,

now you can move this along with the SPACE BAR - (presses SPACE BAR a few times, toggles first "?") oh
no SPACE BAR changes each one in the - well you can move that into the CENTRE of the column, so this is
for where it is in the column, LEFT, and CENTRE, yes. (toggles first "?" to "C") You move it along here
with the [ARRROW KEYS] yes I think it's that one, if you try the SPACE BAR again to get to the nought,
carry on, get back to nought
(toggles decimals "?" 10 ")")
I think that will work. So we're going to have it in the CENTRE and nought, so if you press RETURN
[ Format applies to area: C2]
and it applies from there so you want to move the cursor back to [B4] and in order to say FROM an area TO
another area you need a colon and you want it to apply to there, well to the end of this section [C8] and
RETURN.
[numbers in B4-C8 centred and without decimal places]
That's a relief! (instructs co-experimenter to enter another set of numbers and text label in D2)
Formula
To calculate it - if you write MEAN here, then you do a bracket, from the area, hang on - yes from the area you
want to do it to so B2, no B4, yeah to wherever it is, D4 and close bracket.
(types "meanB4:D4" at cursor position D2)
Um then you've got to change this because at the moment it's on TEXT because it takes it from the first letter,
you have to change it so it's doing calculating and you do that with this, F7 which will change this,
(presses F7)
[entry at input line toggled to NUM, cursor remains on D2]
(looking at D column, expecting something to appear) Oh I thought it would - (looking at input line) yes it has
done, changed it to NUMERICAL (points to input line) and if you move the cursor down to the right place
(moves cursor to D4)
and press RETURN it will calculate the average - hopefully.
(CR)
[result appears in D2, overwriting previous entry)
Oh -

it's gone back to where it was before ...
Yes, I don't know why, that was there [on D4)
before I pressed RETURN, yes.
Let's try putting it there first or something
(moves cursor to D4)
now do the same again, MEAN and open bracket and then change it to NUMERICAL and then try pressing

RETURN
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[result displayed in D4]
Copy formula
Good! (instruct co-experimenter to replace text entry in D2) Then we want to do the same for all of them. So
you want to COPY it into all of these [D5-D8] relatively according to what is there so that we've got the
average for all of them. So we need the MENU again, MENU key. So there is one to COPY, yes.
[ Copy from area: D2]
FROM AREA - we want to COPY from this area so move down the cursor
(moves to D4)
and then RETURN key
[ Copy to base coordinate: D2]
TO - and we want to COPY it from there to there ES5 and to, with a colon, E8. Just cursor to it, then
RETURN.
[ Copy Values All ]
Yes we want to COPY ALL, so move to ALL
[ Copy Relative Absolute Prompted ] . -
then RELATIVE you want to do it RELATIVE because obviously it's different numbers in each. Right and it's
done it, good.
Save
Right if we switch it off and SAVE it so to QUIT/SAVE is what we want. Just do Q.
[ Quit and Save: Options Context Save_Backup Save_New_Model ]
And OPTIONS
(does)
[applications menu] )
Oh dear - has that saved it? [was expecting choice WITH SAVING/ WITHOUT SAVING] so if you go down (0
OPERATING SYSTEM.
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rison-

[empty spreadsheet]
Right this is the spreadsheet, it's like an array of rows and columns, so you fill each row or column with
either TEXT or a NUMBER or a FORMULA

just like a table
yes it's just a table, but computerised, so if you'd got a sheet of paper which had got rows and columns marked
on it then just fill in the headings or the numbers so instead of having to work out manually what the totals at
the bottom of the columns are you can get the computer to do it for you, you just fill it in the way you would
a piece of paper, so say you wanted to work out hours in a day, say you were doing three projects and you've
got five days in a week, so if you type column A a day heading, so if you type in day
Enter text

S0 just type in day?
that's TEXT, you see it's got text down there so if you hit RETURN and just insert that, that will be the
column that starts the days of the week, you can then change to a different cell by using the cursor keys again,
so to get to the next cell along you select the right key

this one?
yes, you get to column B, you can get round the whole table like that, you can have quit a lot of tables like a
few hundred rows by a few hundred columns

so it goes further than this
yes it goes right along, you can scroll A to Z then it goes AA AB AC AD and carries on, haven't got to the
end yet, so if this is a worked on project A, say type in the project A ...

(types)
whcnrJ;rou type something down there [input line] it displays it there, space, hit RETURN. If you cocked it up
you can either type it back in again or you can use the menu and edit it, you now want to fill in the column
for Project B so you can go along instructs (o enter text labels in A1:D1, and A2:A6)
Enter numbers
You can put the numbers in later on, at the bottom say you want to total up what you've done for each project
for the whole of the week, leave blank line, go down twice, then put total

(enters "total" in A8)
Formula
now if you go across one, you can make it automatically, once you've typed some numbers in, add up all the
figures that will be in this column here [B] and that one and that one there so you want to do that there's a
command called SUM.
You type in SUM, type in open bracket to say you're giving it a list of coordinates now you want a list from
B2 to B6, you reference by column first then row, for a specific cell so you want it from B2 so to say its a list
rather than just one cell you put a colon, then B6, the bottom of the row, now close the bracket, now so far it
thinks that's TEXT (points to indicator left of input line) so to make it realise you have to change it to a
NUMBER, so if you hit F7, it is in fact change key so if you press that it will switch that to a NUMBER
formula.

(F7)
See it's changed from TEXT to NUMBER there

what would happen if it was in TEXT?
if it was in TEXT it would just sort of print that on the screen there, like it printed Friday, Thursday, that lot.
If you hit RETURN now it will come up with question mark-n-question mark because it's saying there is
nothing there so it can't print anything out at the moment.
("m?" ]
Now if you go along you can do SUM for C2 to C6 -
Copy formula
oh you can COPY the formula across, if you press the MENU key F8, it will give you a list of different
options you can use down here, what you want to do is COPY what's in this [B8] the formula in this, so if
you hit C you can COPY

(selects COPY)
[ Copy from area: B8] so input from, you're in area B8 so you want to COPY what's in that area, so
you hit RETURN there,
[ Copy to base coordinate: B8]
to C8, D8, so if you do that C8, colon, if you want to COPY it to more than one, D8 hit RETURN again it
will give you a now a set of lists
[unclear whether this refers to list of base coordinates the forthcoming options]
[ Copy Values All ]
you want to do ALL of them, do everything in that, so you want ALL, just move the arrow and hit RETURN,
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[ Copy Relative Absolute Prompted ]
you want to do it RELATIVE because what that means is it will change those values from B2 to B6 when it
copies it to C it will do C2 to C6, in D it will do D2 to D6, so you want it RELATIVE so you hit RETURN
now, if you had it ABSOLUTE it would put the same value you'd got there, B2 to B6 again
can I check that I've got it right?
yes, if you move along and get the MENU which is F2, if you move along with cursor til you get to the
square, if you want to start filling in the numbers (instructs co-experimenter to enter numbers in B2-B6)
Recalculate
so far the total is still blank, if you go down to the total at the bottom, go to the MENU, press F8, there is an
option called RECALC which will recalculate so if you hitR -
[Recalculate equations over area: B8]
CALCULATE EQUATION OVER AREA B8 which is that one which is what you want to do, so hit
RETURN,
[result displayed]
you've worked 14 and a half hours
(starts to enter numbers C2-C6) Besides SUM, what other things can we do?
you can use anything - multiplication, addition, there are a few specialised ones like sine, cosine and arctan but
anything you can do with a maths equation you can do with that, you can fill up the whole line [input line]
using brackets and plus and minus [means formulae can be as long and complicated as you like?]
you can make your own equations up
so if I go down again and recalculate, so that's right isn't it (performs RECALC on C8) (enters numbers in
D2-D6) (performs RECALC on D8)
Formula
say you're in business and you're charging money for working on certain projects, 2.50 for A, three quid and
four quid on that one, if you put another row down the bottom say on row 10, call it cost
(enters text label in AI0)
it's TEXT so it has come up as cost, if you now move along to B, you want to enter a formula here so you
could do, that is area B8 so you want it to apply to B8 then you want multiply, and the symbol for
multiplication is the asterisk so if you put asterisk, shift ?, and it's 2.50 an hour so you multiply by 2.5
(types "B8*2.50")
hit RETURN
[formula printed in B10]
oops - we didn't change it from TEXT, so we made a mistake, you have to change it to NUMBER format, so
if you hit the MENU, there's a thing called edit, if you hit E, now if you want to EDIT change it from TXT,
must be F7
(F7)
[entry toggled to NUM]
so if you hit RETURN now, as the figures already there that has entered the result automatically, now you
want to COPY that formula across (instructs co-experimenter to enter same formula with different multipliers in
C10 and D10)
Change Attributes
Now that looks a bit messy, it's all down the right hand side, you can actually FORMAT it so it’s justified into
the middle, under the middle of each heading, so if you go up to this one here, then hit MENU, there's a
command called FORMAT which will adjust the format of each sort of block, F for FORMAT, and hit
RETURN
[Format Width Autributes Filler_char Data_type]
you want to change the ATTRIBUTES of the cell so move along to ATTRIBUTES, hit RETURN

you want to change that from being RIGHT justified, which is what the R stands for to CENTER, which is the
C so if you F7 is the change key, [toggles with F7 instead of SPACE BAR]
so if you F7 it goes L, C, leave it, now so hit RETURN
[ Format applies to area: B2]
these are all the way across?
not yet, just that one at the moment
(CR)
[entry in B2 centred]
it's only done it for this one [B2] so what you want to do is COPY that format to the whole area here,
so if you go back into FORMAT again, hit RETURN again, back to ATTRIBUTES, that's how you want it
set up [since cursor is on B2] so hit RETURN it will say using ATTRIBUTES from what entry
[ Format Attributes using attributes from what entry: B2]
[default when CR without changing any attributes}
s0 you hit RETURN again and COPY it from area B2 down to area D10 so if you put colon, D10 hit
RETURN now it will COPY that format to the whole of the table, so it's nicely CENTRED up
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[ditto]
(instructs co-experimenter to enter text label in E1) You want to SUM from B2 to D2

(enters formula in E2)
it's g(‘)pl?to be a NUMBER so if you change it

(F7)
now hit RETURN and let's find out see as we didn't COPY the FORMAT down to that column, it didn't, so
we can change it later on.
Copy formula
Now we want to COPY that FORMULA relative for each row down to the bottom there, so it's back to the
MENU, COPY, just C
[ Copy from area: E2]
that's it, that area there
[ Copy to base coordinate: E2]
The quick way of doing it is if you move down to the next cell it changes it there you want to COPY to that
cell down to that so put a colon now move down to the cell you want to COPY the formula to

(moves cursor to EI10)
so you want to COPY it to that cell first [E3] if you COPY it down to that one [E6] it will give you loads of
silly equations because there's nothing in that row [7 and 9] we'll do it bit by bit, if you hit RETURN now
[ Copy Values All ]
goto ALL,
[ Copy Relative Absolute Prompted ]
we'll do it all RELATIVE, we want to change all those figures for each row
now you want to COPY that equation again (instructs co-experimenter to copy to E7 and E9, and centre the
number in E)
Save
to SAVE it you've got an option called QUIT/SAVE so if you go down to that
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
you want to go for MODEL_SELECTION on that menu, so hit RETURN again, and it will SAVE it, as it's
your first one [means first time exited?)
C & -Subiect 2
(selects existing spreadsheet first)
Now the spreadsheet has come up. The spreadsheet is a way to show up formulas and such you can put your
numbers in, it's like having a formula built in for you, you can put your NUMBERS in along with TEXT it
will come up in this sort of format, a page of TEXT it will come up like that and you can put your NUMBERS
in, formulas within these spaces,
Enter text, enter numbers
it's all arranged in blocks if you go around like this, (demonstrates use of cursor keys) so in each block you
can either put a NUMBER or formula or TEXT, so when you do a spreadsheet you put your basic numbers in,
your base ones, it will work out all the formulas and come out with results, yeah?
so now if you look as you go around here, if you look at the bottom it prints in that box [next to input line]
TXT stands for TEXT so it's just printing TEXT which is Thursday, as il says down there if we go across to
there, which is 3, it says there NUM which is NUMBER and it's got 3 which is a number and that's 3 and all
those numbers ...

so can I have a go at trying 1o set one up?
[empty spreadsheet]
you could do something like pupils in a class, they'd have different exams, say 5 exams, they all get marked
out of 100, so 5 pupils get 5 resuits
with the cursor keys you can move around the screen, you can move the block around

so I've got to think of putting in a table-type form
yes, it's best to have the courses across the top and the pupils down the left hand side

(types "course a”) so if I hit RETURN -
that will go there [B1]

right I want to put “course b"
you want to move the cursor first, move the block to the next one

right (types "course b" in Cl, student names in A2-A5)
now you've got the names in, so within the spaces here you can put the results in

50 if I just put a number in (types number) that's different there isn't it?
yes, now if you start off the input with a number it automatically assumes you've got a number, another thing
about it, there's a button, that button there [F7] change, it will vary it from NUMBER to TEXT

right, I want it as a number (enters number in B2-C5). Now I've got things in, now -
now it depends what you want to do to them, if you want to add them up for each person, their totals for the
two courses, find the averages or something

well, like the average mark for the course that would be quite useful wouldn't it?
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Formula
fl(:‘:vcrage marks you want to sum the whole marks for the course, so you want to go below if you put total
5o total, can I work out the average
yes you can, so it depends if you want
so call it average (enters text label in A7) Right so how do I do this then?
Righ.t if you come along to be underneath [B7] now you want to do the formula for it, now what you want to do
first is add all the numbers up and divide by four, the number of students, to give the average. Now the way to
add all the numbers up is SUM, open brackets, now you have to look where the column are that's B (points to
screen) and it's B2, B3, B4 and BS, so you put B2, the colon, BS and what that represents [SUM(B2:BS)] close
the bracket, the sum of columns B2 to BS so it adds all those up, now you want to divide by 4,
[does not seem to know there is a formula for average] press RETURN -
[formula SUM(B2:B5)/4 printed in B7]
now you see that's gone in there now so that's showing you that
so how do I get the number
Toggle display
to get the number you want to go to MENU again, that [F8] comes up with the MENU, you want the
WINDOW option so if you press W, V, the way you do it is go into the MENU W, V for VIEW, now
RETURN [Equations] [thinks it's printing the formula because it's in other mode]
[still formula in B7]
It's done the wrong one, (presses some key), now try it again, press MENU again, W, V, RETURN maybe
it's on the, printed that again - I don't know
(Experimenter points out there is something wrong with formula)
Oh yes I see what it is, right mistake there, get out of that MENU, the formula you've put in, it thinks it's
TEXT, so if you type it in again, because you put an S in first it automatically assumes it's TEXT, so what
you need to do is put the SUM in and change, put it in again [instead of editing it] - (does)
Now the change key which is that one [F7] that will turn it into a NUMBER
now hit RETURN?
[formula displayed, since it's currently in that VIEW mode]
yes, that's done it - it doesn't show everything in the formula but now you can toggle it
you can toggle it again, so MENU, W, V, RETURN,
[result printed in B7]
now it's come up with a number
right, I'm assunung that's right, now if [ want to do that for this one here, do I have to do it all again or
can I copy it?
Copy formula
You can COPY it - as there's only one you could do it again, but use the COPY anyway, press ¢ for COPY
[ Copy from area: B7 ]
now it asks you what AREA you want to COPY FROM - it states B7 because the cursor's on B7 and that's
what you want to COPY from anyway just press RETURN there
[ Copy to base coordinate: B7 ]
now it says the base co-ordinate, where does it want to COPY 1o, which is COPY all to C7, so if you delete
B7 and put C7 in, press RETURN
[ Copy Values All ]
now it's asking whether you want just VALUES copied or ALL copied and you want ALL so press A
[ Copy Relative Absolute Prompted ]
that's, I always use RELATIVE for the time being when you're messing around with formula, the
ABSOLUTE it would copy the exact formula across the relative what it would do now is "Bs" to "Cs" so just
press RETURN
right so, now it doesn'’t look very tidy, what can I do about that? I mean it’s all, it’s not underneath i is it
Change Atributes
that's the TEXT - you could take the TEXT and try and put spaces in front of the TEXT for course
[pretty messy solution]
you can't put it in the middle, so these come down the middle? because that would look better wouldn't it
if you can I don't know -
(Experimenter tells him how to do it)
is it FORMAT? Right. There's an f for FORMAT, now something which ought to be, could be
ATTRIBUTES, so type A.
[NUM[R 2 -]LCRI[?7777777] ]
I haven't seen this before, I don't know what it is Is it in here, in the attributes?
So there's an R there which means it's all RIGHT justified, so if you want to change that to C you've got
choices there of L, C or R so change that to a C and it will make it in the CENTRE
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it gives you an option of what you can press there so try change, now it 's come up with the L which will
make it left justificd
so I want C
C for CENTRED, yes
that's it is it I don't hit RETURN or anything?
try it I think it's alright
[ Format applies to area: B7 ]
now it's CENTERING, do you want it to centre everything or just the numbers?
well I think the names are Ok but not the numbers
both those columns completely. Right so you want the centre from B1 to C1, don't you so if you delete B7
and put B1, delete B7 again and put C1. What that's doing it's specifying those two from there, yes? so it's
going to change all those if you press RETURN.
[text entries in B1 and C1 centred]
It didn't do it.
it moved those [BI and C1]
oh of course we specified those two [B1 and C1] I was assuming it would give you another co-ordinate as well,
so if you do it again,
back to FORMAT? it was ATTRIBUTES wasn't it,
now if you change that, yes press RETURN
[ Format applies to area: B7 ]
so I'want to -
you want to put the area of text in and you don't want to change the first two [B1 and C1] so you might as well
just do the numbers so that's B2
B2, now I want to go down 1o here, can I put area C7
yes if you put colon C7, press RETURN,
now it's changed everything
Save
To come out of this you want QUIT which also SAVES, so if you use Q to come out for QUIT,
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
and it gives you options you want that option because the rest are something else, that will take you back to
the OPTIONS, so press RETURN, it should automatically have saved it.
Compari -Subiect 3
[empty spreadsheet]
Now this is the spreadsheet you've got numbered rows and each letter represents a column.  You can use the
cursor keys to move around like that, and you can move all the way across and it goes onto new ones.
(demonstrates) There's quite a few of those. That position, it's B2 it is classed as because it's B there and 2
there and that pink strip is called a cell.
This is the input line (points) so whatever you want to go in that cell you type it on that line first and then
you press RETURN and it will go into that cell so you can type in TEXT or you can type in NUMBERS or
you can type in FORMULAS to manipulate numbers.
Enter text, enter numbers
Govermnment expenditure on something so we want to do some headings first so move into that column there
[A1] we need a heading for the countries, so type in "country” first.
(does)
It's come up on the input line which is right and the TXT means it's TEXT and the L shows it's left justified
which is alright so you press RETURN and it will come up on there
[entry printed in A1] if you move it across to there [B1] you can type something else now.
(types “defense”) How do you spell it?
Now press RETURN again.
(enters heading in C1, starts typing)
you have to move it across first
(moves cursor to D1, finishes typing, CR)
[entry printed in C1, overwriting previous entry)
Don't know what happened there - never mind ... [entry goes where cursor was when first char was typed] you'll
have to type it again
so if I type it again (does, enters heading in D1, enters names of countries in A3-AS, and numbers in B3-
D5)

perhaps you'd like to add a few together to get the totals there for each country?
yes so you want to put a title there saying total

(enters label in E1)
move down to the next few lines there [E3] that's it, then do a total

do I have to add them up myself?
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Formula
No you can type in formulas to add up all these rows and columns, so if you wanted to add all this again you'd
type B3 plus C3 plus D3, and then that would add all those up and put it in there type B3 plus C3 plus D3 but
don't press RETURN yet because you typed B first it considers it TEXT, formulas have to be entered as
NUMBERS, you have to change it to NUMBER so if you press F7 that's the change key and that will change
it to a NUMBER, so0 you can then press RETURN, it comes up
[result printed in E3]
now it's come up, it's added them up

so if Iwant to do it for France now do I do exactly the same again?
Copy formula
well you can do that, but you can COPY the whole formula so it will change the numbers in the columns for
you, so if you press the MENU button which is F8, press C for COPY,
[ Copy from area: E3]
you want to go FROM AREA E3 'cos it contains that formula, so you just press RETURN
[ Copy to base coordinate: E3]
and you want to COPY it into E4, then ES, if you type E4,

(does)
that's the start of the area you want to copy to and if you press colon and now type E5 that means copy the
formula from E3 into E4 and ES, it does E3 through to ES

but I don't want the same formula, do I?
what COPY will do, it will change it, whereas that was B3 plus C3 pus D3, it now changes the 3 to a 4 for
that line and the 3 to a 5 for that line, so it will work properly.
[ Copy Values All ]
You want to copy everything, you don't just want to COPY VALUES, just use ALL
[ Copy Relative Absolute Prompted ]
and we want it RELATIVE

what does it do if it’s relative?
I'm not sure, it must COPY RELATIVE to a base address, actually so that's the way it converts the numbers

it won't do B3 plus C3 plus D3
no it will do B4 plus C4 plus D4 and then the fifth line it will do B5 plus C5 plus D5. [does not know or use
SUM] - (CR)
[ results printed in A4 and AS]
Save
There it's added them all up now. It's probably best to back it up onto disk now, so you want QUIT/SAVE, just
type Q.
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Maodel ]
You get the SAVE MENU up, you want to move onto SAVE_BACKUP, then if you press RETURN that
will save it to the disk and that will make sure that if you do something wrong it will be saved on disk and
you'll get it back.

so I've definitely got what I've done so far
yes.

so, I've done the total up there, can I do something on the bottom as well?
yes, first you have to press UNDO, that will get you out of this MENU and then you press the arrow
Formula

so what if | want to find out the average, I want the average they each spend
what do you mean by that, add them all together and divide by

yes could I do that, is there a function to do that?
don't know whether there is a function - you could add them all together and then divide by however many
countries there are, you could do that if you want

(enters text label in A7) so we want to add together B these [B3-B5], then divide?
yes so you add together B3 plus B4 plus B5

(types in "b3+b4+b5")
then you have to use the divide, the divide is higher priority than ampersand (sic) so first of all it would do BS
divide by the number of countries and then it would add onto the figure you've got B3 plus B4

so I don't want to do that
so if you delete that and put brackets round that, so type bracket, then type B3, plus B4, then close bracket
then divide by three which is the number of countries.

you don't have to change that thing?
because it's a bracket [as the first char] it now thinks it's a number so you don't have to change it so you can
just type RETURN
[does not know or use MEAN] [result printed in B7]

so now if I want 1o do the same again I can just copy it over?
(instructs co-experimenter to copy to B7-E7)
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Change attributes

now it doesn't look very good it's not too clear the way it's set up so
that's right, It's probably best to move these [text labels B1-E1] so they start at the end so if you the country's
probably alright so if you move onto defense, (still have menu up), you're still on there so if you press undo
first and now move onto [B1] if you select the MENU again there's an option on there called FORMAT,
choose that,
[Format Width Attributes Filler_char Data_type]
you want to FORMAT the ATTRIBUTES which are various things about each cell, so press RETURN
[NUM [R 2 -]LCRI1[?77777777] ]
now this first one is the one you want, to justify it and we've currently got it LEFT justified which is shown
there and you really want it to be RIGHT justified so if you press the change key [F7] F7, until you get the big
R there, that's it, now press RETURN
[ Format applies to area: B1]
this js the area it applies to, you want it to apply to B1 through to E1
colon?
yes type E1
why is that coming up why does Bl come up
it just puts that there because it's the square you're on at the moment, just change it yes
[entries in B1-E1 right justified]
and now it has justified them all to that level
is there anything else I ought 1o know
Recalc
I suppose you might want to change some of these numbers some time
if you get rid of that by pressing UNDO again and if you move onto any of the numbers we can change it
(changes a some numbers)
see all these values [results of formulae] are wrong? so to change it you type the MENU key, now you want to
use the RECALCULATE option so type R and that will do it. Now you really want to RECALCULATE the
whole table so if you press the button F4 [All] it will do it automatically, it will change the numbers and you
can do that for any of them
[recakculated]
now what about if I need to add say if I wanted to add Germany
well you can either put them in there or you would have to move this up, so you put "Germany" row 6 for a
start
(types it in and adds data for Germany)
shall I just RECALCULATE? .
no, because the formulas are now different, you see because we've got an extra thing so these would be different,
so if you want to add it say, move on to F6 and we'll copy that down
(copies formula to E6)
unfortunately, with these [B7-E7] we have to change the formula now. (instructs co-experimenter to move to B1)
you have to get the MENU first, press the MENU, you can use the EDIT command now
so how do I change it now?
you can use the arrow keys
so go back
yes, now type plus B6, then close the bracket
(does, CR)
can't see it now
it's overwritten it [with the new result] that's why (instructs co-experimenter to copy formula to C7-E7)
Insert line
Is there any way of moving them, to get a blank line?
I think we can use the COPY command again, but I'm not sure about that
(experimenter tells him he could insert a new line)
we can always get kelp on it
help?
yes if you use the arrow keys to move onto this cell, that's it now type the HELP button there and that will
give you belp on INSERT which is the right thing to do
(both read help entry on INSERT)
that's right, that's what we want
so do I want insert? (selects)
[ Insert Row Column ]
I want to insert a ROW?
[Insert row(s) starting at: 7]
yes 7, starting at 7
(How many rows/columns: 1]
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Just the one
just the one, yes
[new row inserted between 6 and 7]
Save
it's moved it down, well we just have to SAVE it again, QUIT/SAVE, just type Q, move onto the
SAVE_BACKUP again
we do that even if we want to exit?
yes, it's always best to SAVE it first
[it would ask whether to save before exiting, so it is not necessary to save a backup]
if you want to exit you can do it from this menu too, if you want to exit you just use the OPTIONS command
and that will exit for you
save backup?
and then it's SAVED it you want to quit you can do Q and then just type O for OPTIONS and that will get us
out that's it you're out of the spreadsheet

(decides to show co-experimenter existing spreadsheet first)
OK so we've got a spreadsheet loaded in, gibberish but never mind, each, it consists of rows and columns, 6
columns and each like block is referenced by the name of the column and row, so here would be B4, there would
be C1, so if you want to do, this here is telling you where you are, the current, so it's telling us we're in Al,
you can move this, highlight the block around the cursor keys, to move round It's telling you down bere what's
in the squares is a number
Enter text, enter numbers, enter numbers as text
as I said we want to, press, square just change that 601 to 521 or something like just type the number we want,
just press return to enter that in the square, it's changed that, you can put TEXT in alternatively

how does it know it’s a number
it just checks the first character, so if you put a few minuses there it knows it's a NUMBER, but you don't
actually want it to be input as a NUMBER (demonstrates) it gets confused if you do, put minus signs in then
press RETURN

return
yes, it should give a nasty error, yes, so now just press UNDO to get a menu, the menu comes up

how would I get those to be alternative then?
yes, now you've got change what it thinks the input is, change is F7, so it now thinks it's TEXT, so if you
press RETURN now, it puts it in there as TEXT, but if you just type a name it thinks it's TEXT, it looks and
thinks it's TEXT

so if I want to do my own spreadsheet ...
[empty spreadsheet]
I suppose exam marks are quite easy, just a couple of courses and averages or something like that. And so set
up the columns

shall I do some columns for courses?
we want to label them don't we, so maybe come down maybe students down here [A] and subjects across

so those are the columns, and rows (enters names of courses in BI-D1, names of smderzrs in A2-AS, marks

in B2-DS5) right so those are the marks now what can I do with those?
Formula
say you want to find out what the average mark was for french, just label the column average

(enters text label in E1)
now we want to, if we go into the square where we're going to calculate the results [E2] now we tell it the
formula that calculates the average, we tell it the columns rather than put the numbers themselves in, the
columns it's got to take the numbers from so you want to add them and divide by 3. I'm not sure, you must be
able to, if you just put the formula in using

so I want to add those and divide by three
yes, and you have to put bracket in there

(types "(b2+c2+d2)/3" ) just press RETURN?
[result printed in E2]

right now I want 1o do it for the others as well
Copy formula
you can use the COPY for that just copy the formula in that square

50 it's copy? (selects)
[ Copy from area: E2]
E2?
[ Copy to base coordinate: E2)

that's right now I want to copy to
you want to copy to a range, it's more than one cell so if you put the first one, and to show it's a range you
use colon and then the end of the range
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E5?
RETURN
[ Copy Values All |

VALUES or ALL
you don't want to copy the values so ALL, you want,
[ Copy Relative Absolute Prompted ]
(thinks) RELATIVE - I hope that works
[results printed in E3-E5]

that seems to have worked doesn't it what else ?
Recalc
you could change some numbers now and recalculate ...

what if I've made a mistake, say, entered Mary's mark wrong
just overtype it

so if I go to Mary's, if I just type it in now will it do it
yes

(types new figure) so if I hit RETURN. Oh it doesn't do it [recalculate] automatically
no, which is really peculiar, ‘cos a lot of them [spreadsheets] do but you've got to tell this one to
RECALCULATE which is another MENU option

50 it's down there so if I move down (selects RECALC)
[Recalculate equations of area: D3]
we've got the equations but we need to put the range, we've got to tell it where we're recalculating, if we're
recalculating all you tell it the top left hand corner and bottom right hand corner, and it will do everything in
that square

50 what do I want to recalculate now?
E2 o0 ES.
[recalculated]

Right. Now so is there anything else, I can just do other things if I want to ??
Save
right SAVE the thing using the QUIT/SAVE option
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
if you want to carry on working on it just save it as a BACKUP or if you want to change it SAVE it under a
new name, SAVE NEW MODEL, I don't what context is ...

which do we want to do
I suppose SAVE it and then you can get out, just press RETURN, so it's QUITTING now, and it's also
SAVING it.

Has that saved it?
I hope so - normally it asks whether you want to QUIT before or after SAVING ... [only if model has been
saved before]
C - -Subiect 5
[empty spreadsheet]
Enter text
Right, this is, each one of these is a cell on the spreadsheet which you can move around to select which one you
want, it goes from A to Z along the top then AA, AB, AC, as long as it's got memory, this side it's just 1 ton,
so all you do is select which cell you want using these and then you can type either TEXT in - to do TEXT you
just type some letters or characters, say if you wanted to do for example, ok say if you want t0 make a sheet
where the thing that calculates the expenses for a company or something like that so what you do is give it a
title to start with so just type some TEXT, say "Expenses for Company” (types) and that will come up there
[cursor position] now each one of these columns and rows can have formulas attached to them so they can
calculate what values are to go in there either from different cells or you can enter numbers directly for other cells
to calculate from so say if you wanted in this row, this column, money for travel, then enter the title (instructs
co-experimenter to enter text labels in A4-AS5, and B2-E2)
Enter numbers
Right, let's say that the first one we want is travel in Januvary, say the travel costs are five hundred pounds

(types "500")
and RETURN.
[entered in B4]
Enter formula
Now say the travel cost goes up by 10 per cent each month, you want this one, the next cell to add 10 per ceat
to the previous cell and put the new total in February, so to do that you have to set up a formula for February,
which uses January total to calculate the new total for February by adding 10 per cent so to do that to do a
formula you type in a bracket first, then the formula so this would be, this is cell B4, so if you type in B4 no,
you're adding 10 per cent to that - I think we have to move this first - (deletes what has been typed so far, moves
cursor to C4)
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50 you've got to get to the cell you want before you start

yes, ok so if you type in bracket to signify that's a formula, [formula does not need to have bracket] now you

want o use this cell, which is B4, so type in B4 and multiply by 1.1 which is 10 per cent, then close bracket
and press RETURN ER=S &

(does)
[result printed in C4]
S0 that's added 10 per cent to that and it's stored it in the new cell and move if you move along to D and you're
using C4 to add ten per cent to
the same thing again? do I have 10 type it in explicitly or -
well I don't know I haven't tried that out
(enters formula)
right and the same for April, so bracket first
why do I need the bracket first?
because otherwise if you just type itin that will be TEXT
~ oh it's TEXT, right, so I type a bracket to do it as a number [does not seem to know F7 1o toggle
TXT/NUM]
Recalc

yes if you change this one to say - 50 (number in B4) then you have to change all these don't you (C4-E4) What
we have 0 do now is RECALCULATE so you press the MENU and then use the cursor keys to move on the
RECALC and press RETURN.
[Recalculate equations of area: B4]
Now what you want to do is RECALCULATE the whole sheet up to there so you want to recalculate from Al
- | mean, B4 then E4, you don't have to type them all what you can do is say colon, E4. See and that's
recalculated all of them. Also you could do the same for food
how do I get out of this [the menu]
just press UNDQO, so do some formulas for food
(enters number in B5-E5)
well, say if you wanted to add up the total spent for each month then what you would have to do is consider
the columns instead of the rows and then do another formula for adding up the amount spent each month
so 1otals yes? (enters text label in A6)
now move along to and put in the formula vsing the brackets
I want to add that one to that one don't |
Formula
you can either use SUM, if there was a lot of rows down here rather than type in B4 plus B5 you could use the
sum command so if you type in SUM wit the bracket, now you could type in B4, B5 or B4 colon B5
(enters "(sum(B4:B5)) so if I had a lot more ?
it would save us a lot of time
did you say could I copy them over because to actually do the same thing ??? is there a way of doing that
Copy formula :
I don't know (calls up menu and studies it) COPY. [ Copy from area: B6}
COPY FROM AREA B6 -
(CR)
[ Copy to base coordinate: B6]
try copy to C6, type in C6
[ Copy Values All ]
do I want to copy the VALUE or ALL
the whole thing [ALL]).
[ Copy Relative Absolute Prompted ]
Now you don't want to COPY it ABSOLUTELY because you don't want the same values so that changes the
column that you, so it must be RELATIVE
{result printed in C6]
I haven't tried it, but that must be how you do it
now are there any other functions can we insert a space here?
Insert row
INSERT if you select that, now say you see where these are right next to the numbers it might look better if
you space it, so select a row
{ Insert Row Column ]
press RETURN
[Insert row(s) starting at: 6]
now you want to insert a row starting at
B4 won't it
well A4
just 4?7
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yes
[How many rows/columns: 1]

well if you say you wanted 2
[2 rows inserted]

oh I see, so now it's moved it down it's put in some blank rows ...
you could do the same under the title as well, and it's changed these relatively as well, [formulae have picked up
new numbering] you don't have to change the rows
I don't know how to use that properly, the only ones I've done properly are the edit, help, insert, name, quit and
save, recalc, they're the only ones I've done. I don't know how to use these properly

there’s no way of like, well we had the sum function are there any other things you can do
Formula
well yes different math functions, there's say you select the, undo, select a cell, D8, now say you wanted to find
the larges value between these two cells here, type in the formula, it starts with a bracket, then type in MAX
then brackets, you can type in any amount using the colon of cells or just two cells using a comma and you'll
find the maximum number stored

so if I put in B8,C8 (enters "(MAX(BS,CB))" )
[result printed in D8]
it will put the maximum of those

are there any others
there's, if you go to 7?7 and start bracket if you type in INT then open bracket F6, close brackets, oh so that's
not a formula is it, type in the bracket again

(enters "(INT(F6)) )
[?n?] ‘cos that's not a formula say if you wanted (0 add to numbers together you wanted an integer
result type brackets [-N-T and a number, type in D6 and type in plus and then int F6 I think this is
how you do it and close the bracket

(enters “(int(D6)+int(F6)) )
[result displayed in E8]
that's just given the integer value for this
Save
SAVE - right press for MENU, RETURN, go to where it says QUIT/SAVE and RETURN, now
SAVE_BACKUP of this

saved]

it's just SAVING now (o the filename you've given it it's going to SAVE press it again RETURN, just
MODEL_SELECTION it will save it
OK starting from basics if you think of a spreadsheet as a matrix (grabs papers and sketches a grid) just like
battleships, you've got a grid, a matrix of cells and each cell, you can address it, it is something you can put a
piece of information into. So you've got to have some way of addressing the information in the grid, so the
way the computer does it, the way it sets it out, in this case is to have numbers for the rows, and across the
top it labels this A, so for example if you want to address this, this unit here, this is B3, just like with
battleships, so if I just get this going.
[empty spreadsheet]
I'll explain this in a minute but it's easier to start with if I show you what a spreadsheet is, it will be easier if
we get a spreadsheet, basically you type in 1o the machine. Ok so you can move round, this window, this area
here is just a window on a full size piece of paper but because you've got a finite screen you can't see the whole
thing at the same time so this obviously is showing the first 6 or 7 columns and the first 18 rows 50 to go to
the next, to move round the whole piece of paper we can use the cursor keys (demonstrates) and if you hold the
SHIFT key down and then use them you go down a whole page (demonstrates) or the whole six columns or
whatever it is across. Now the size of these columns isn't tied, you can vary the width of these so for instance
if you put some data in. It might be easier if, do you know what a spreadsheet is used for?

No

Enter text
OK you've got different forms of data into these cells, you can put TEXT data (types some data). Now as I'm

typing, it's coming up on the command line here. So you can edit by typing, so you can change what you're
actually putting in before it actually goes into that particular cell, this big marker by the cursor, purple bar [
guess, the TXT is telling you it's a TEXT field because I started with an "a" it recognised it as a character as
opposed to a NUMBER so it knows that that is a TEXT field, so if I press, well RETURN in this case it will
stick whatever I put into this field and recognise it as TEXT.

Enter numbers
If I do the same thing with the next one down but say "10" then it's recognised it as a NUMBER, this here is

just indicating how the format is for instance this here is two decimal places, so when I press RETURN or
recalculate something I'll get 10.00 accuracy, so that's all that is.
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A spreadsheet just enables you to format a lot of data in a very well pre-defined way so that you can see all the
information at the same time and you can organise it in a logical way so that the some data relates to other data,
so for instance, the example we're doing if you have to make something, if you have to make a keyboard say it
has a lot of constituent parts and the total cost of the whole keyboard for manufacture would be the sum of the
constituent parts but if you have to calculate that on a weekly basis, say, to make sure that you're not going to
make a loss then if the price of the sub-contractor's keys or something goes up by changing one entry you don't
have to recalculate the whole thing by adding that much more in, it may be more complex than that but in a
simple case, so what a spreadsheet does is make the layout how those keyboards may act, what it's made of,
what the constituent prices are, how the data relates to each other and if you change elements then, if say one
key goes up, it will recalculate the whole cost of the keyboard as opposed to you having to sit there and add all
the numbers up again.
Formula
So another thing can go in is formulas so say I wanted to add two numbers, if I put a number there, say in B4,
say I putin 2 there and if I want a result, say next to answer, now if I type instead of text or a number, if I
type a formula. The easiest way to identify a formula is to put an open bracket first, it says it's a number but
it will treat it as a formula relative to those two [A4 and B4] so if I then put A4 plus B4 then it will now
calculate the sum (types "(A4+B4)", CR, result displayed)
So it's a bit more clever than that because if I have a whole line, you know if you have a ledger, a whole line of
information that's the same as the next line, it's just adding up rows and columns, if you want to do the same
for the next two, I'm going into a bit of syntax here, how do you use the spreadsheet so, it's based on a window
environment so if I using these function keys, it's not very nice because the exact mapping of these keys to
what they do is not 1 to 1 so, for instance help is Ok that does that, but print doesn't print it does something
else because the software and keyboard don't match up exactly. It's a bit confusing at first but once you
remember what's what - the important ones are easy. So if I press MENU I'll get a window of OPTIONS and
the way that it's set out is, these are all options and I can go 1o an option by going through (with the cursor
keys) or I can pruss the letter of the initial of the option, o say I want HELP, if I press H (does) I get a help bar
and it will tell me what keys I can use to use the help function the UNDO which is UNDO surprisingly and do
which is finish F9 that doesn't run it ?? but if you can remember that that's about all you have to use, the
arrow keys so I can go through more help information, if you press CARRIAGE RETURN or this key, DO, F9
at any stage it will invoke whatever you've highlighted
if you ever get stuck, you think oh how do I get rid of this UNDQ it and you'll go back a step it will always
come out of that current section, so if you panic just press UNDO and go back to the previous position. If
you get stuck and you want information on a particular aspect of something if you press F1 for help at any
time it will give you a window

so say if I was
yes if you were entering something, entering text or something I can press HELP and it will give me a list of
options on what, press HELP again you get another window, that, with this it is easier, you can only explain
so much without someone seeing how you actually play with it. 'What next, well, I could go through some of
the things you can do with it

if I start just trying an example and you just show me
Blank
if you can try adding a few number together so if you stick in say some TEXT, say A, B and C, you've got
three numbers, do you want me to clear that page first? Right it's got a funny way of doing it, if you want to
clear something BLANK it, B (selects BLANK)
[Blank what area: B3]
and whenever you have to define the area, it's got to know what area to operate on so

you don't have to blank it all you can just blank
yes, if it's asking you what area you can either do a square, say you define the top left hand corner and top right
comer so for instance you have A3 is top left and you have B4 so the area that defines that syntax is a colon
between A3:B4 and that defines this area here

so you do a square or a rectangle?
correct, so if you type colon B4 it may stick up something else, because the cursor's on A3 it's trying to help
you by looking for what information you want, so you don't really want A3, press, that's the BACK SPACE,
sorry, and then 4 it will blank out those four things

(enters "A3:B4", CR)
[Verify blank area: A3:B4]
verify because you're deleting and it's done it.
If at any stage you come to that and it says area you press the ALL button F4 you will do everything on the
current worksheet. The s/s works by not storing everything that will come out on a massive piece of paper, it
doesn't store everything but only the bit you use, it knows at any one time how much of the area you're
working on so you can press the CALC button and it will only do the bits that you're actually calculating you
haven't got to how far the s/s you go across. Do you want me to do an example first?

well, I'll type it in and then I can get used to using the keys
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so I just put anything in as the sort of headings
yes, p_ul in some text - say nuts bolts and washers
_ right (enters text labels in B3-D3) so these are my column headings (enters text labels in A5-A6)
if you just stick some number in now
(enters number in B5-D6)
Formula
The things you need, I can put the SUMS in, if you imagine trying to add things up you could say that the
SUM of this row is B6 plus C6 plus D6, if you imagine having more rows it becomes tedious to type that
out, so there’s a quick way to do it so in the formula instead of typing A6 plus B6 plus plus you can type
SUM A6 and then colon, B6 and it will add up those two columns
that would be just if I was adding two so that corresponds to the last one
sure, yes, it takes between the limits of that row, if you want to add all these numbers together you start from
the top left which B5 to D6
so say I wanted to do the total quantity and put it in here so
do you want to put a label first, do you want to put that above
(enters text label in E3) so now I come down, and I want the sum to go in here (moves cursor to ES5)
if you type bracket first and then SUM then bracket then you want BS to ES
(enters (SUM(B3-B5))") so how will it do that, will it do it straight away?
[result printed in ES]
Change attributes
When it in sticks data in it sticks TEXT in left justified, so this column is on the LEFT hand side and the
NUMBERS, integers whatever, RIGHT justified it would probably be easier to look at if you do it CENTRE
justified, I find it easier to see what is in what column, a relatively easy way of doing that, if you go to
MENU again and go to FORMAT
[Format Width Atiributes Filler_char Data_type]
you want ATTRIBUTES, now here as I say, you can change the column WIDTH so if you have a big amount
of data and all I'm doing is pressing the initial letter of the option 1 want so it's FORMAT followed by
ATTRIBUTES,
[NUMI[R 2 -]LCRI[777771777] ]
so, now this looks confusing at first but it's quite easy, LCR, you remember this thing I showed you, NUM
means it's a number format and it tells it how to format the actual numbers to how many decimal places and
then the number itself which in this case is 5. Now the question mark means it's wanting to know information
it doesn't know, so because the cursor's on LCR 1 can press F7 which is change in this case, I know it's
confusing as well, it confused me, now I've gone to L which is LEFT and C which is CENTRE and it's telling
me I can use keys left, right, change do and undo, change is F7, do is F9 and undo is F2, (CR)
[ Format applies to area: C5]
so if I do that it wants to know what area this applies o, well we want the whole thing really so calculate and it
will do the whole thing
[numbers centred in columns B-E]
the only thing about this program that [ don't like is once you've done that if you enter another number even
though that's applied to the whole area in that square, if I stick in say 4, it will stick it right justified again
unless there's some other way of doing it. :
Save
So now to the implementation of how to use the machine side of it, if at any stage you get stuck, and you
want to come out of the /s, QUIT/SAVE, so q for QUIT
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
and it will tell you MODEL_SELECTION, if you come out of that - press do or RETURN
[saves]
it should have saved it, hopefully
how do you check that?
if I select I want to find a file, I type in first which was our original name, do you know about, oh I won't go
into that and it's found the file so no problem and that's about it, unless you want to sit down and play with it.
say I wanted, I'm just thinking now, it would be nice if I had like a total cost for each of these, like how
much the nuts were, can I do that, because I want to multiply them together don't I?
yes, if you can work out, if you work out the B5 times B6 enter it as a formula, so you start with the bracket -
BS times B6 (types "(B5*B6)", CR)
[result displayed in B8]
Copy formula
right, say you want to do it for the other ones, rather than typing it and doing it, if you can imagine COPYING
this to here then you have to know whether you want to copy this RELATIVELY, i.e. whether you want the
formulas to stay ABSOLUTE, which would mean exactly the same so this would mean B5 times B6 or
RELATIVE, it would add one to it so this becomes C5 times C6, so, it will ask you that if you go 1o MENU
again, C for COPY
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[ Copy from area: B8]
you want to COPY FROM what AREA, so in this case, copy B7 to D7, sorry C7, D7, E7, OK? so I copy
from B7 to, because that's where it's highlighted.
[ Copy to base coordinate: B§]
and I want to copy it to C7, E7, and whenever you define an area you put the colon in again, it wants B7
coming up, so D7 and that will COPY if from there to there and it will also ask you now -
[ Copy Values All ]
I don't want to copy just the VALUES because it will just copy 1.5 which is a waste of time,
[ Copy Relative Absolute Prompted ]
I've got to know whether it's ABSOLUTE, RELATIVE or PROMPTED Just to make sure. So you want it
relative so that's OK
[formula copied to C7-E7)

now if I go back, say now I decide that I've got, undo, so now if I go back and I change the bolts, say I

change that to 6, now they're all going to be wrong
Recalc
so the way you RECALCULATE the whole thing is F8 which is MENU, recalculate, well RECALC there
which is R,
[Recalculate equations of area: C5]
you want to recalculate, well you might as well just press the CALC button and it will do everything.
[recalculated]
See it's worked out that it's Al to E7 because that's our total area
Toggle display
If you want to see what formula you've got in there, the thing that's actually producing that, so if we go to
WINDOW, W and then you want VIEW because you want to see a different VIEW and just press RETURN it
will toggle between equations, so it will show you equations
[equations displayed]
Enter numbers as text
so if you want to go the other way it will toggle between, if I putitin the other way it will go back
If you want to sort of border this out a bit, for instance there's no circumfencing lines or anything I can put in -
the columns are a standard 15 I think - (types line of 15 dashes ) [standard width = 12] so that’s a line to go in
that segment, if it's oversize it doesn't matter because you don't see the rest of it anyway, so what I'm
attempting to do is put a line across here, so we have to do it bit by bit because each one of these cells is a
window in itself so if I put a big line in here it will just chop a bit off so to make it recognise it as a string or a
piece of text because I put a minus sign it recognises it as a NUMBER so you've got NUM here I'll show you if
I press RETURN, so it's come up with a problem and beep madly and F7 will change its type to NUM (CR,
line of dashes printed in B4) (instructs co-experimenter to copy to C4-E4)
Save
ok if you QUIT out of it, it should say,
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
well you can do it this way if you SAVE BACKUP it will save it for you but I think it should prompt you
anyway it will say SAVE without or SAVE WITH changes, so SAVE the BACKUP. Now we've got out of
it it won't ask the same question again, it will come straight out back to the original menu, if you want to
come out of that to switch the machine off I think you can do it directly but if you want to you press UNDO
again and you'll come back to the main menu, high level MENU and if you go to the OPERATING SYSTEM

[empty spreadsheet]
Now this is the &/s itself, you can move around the s/s using the ARROW KEYS. That tells you where the
pointer is at, that is or helping with using the COPY function so you can copy blocks of the text from one
part of the s/s to another, so if you had a set of figures there and you wanted to just COPY them over without
typing them again

now what

Enter text
this is a new model so we want some headings for what you want each one to do so say if you wanted income,

outgoings, like personal finance, or you could do a company one, all different staff costs and things like that.
You just type any TEXT in or NUMBERS

if I type here it just goes in that box [cursor] does it
yes it goes in the box and when you type in it comes up there [input line] first then press RETURN, when you
press RETURN it comes up in that box

so why is that?
it's so that you can edit it, get it how you want it first before you actually put it back into the s/s. So you can
sort it all out first without going backwards and forwards. So just create a column for month, just type in
month .

(does)
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you ;:?:n edit it normally as you would using normal keys and press RETURN and it will come up there.
R)

[text printed in A1)
Ok now you can move around put some more headings in or put some numbers in using the cursor keys again,
you've got the headings so you'd have the figures below them, each one

(enters text label in BI)
OK just carry on like that, do you want to put some figures in first or put a couple of months in so you've got
something basic in first.

(types next text label)
Ok what you have to do once you've got from each one you have to move on because here you would overwrite
onto there again because you haven't moved on you can see it's highlighted there [C1] and you're inputting again,
so if you just delete that and just press RETURN now see how it overwrites it, just type feb again, press
RETURN, then move on to the next one and type in mar. OK that should be enough headings for now.
If you come back down here put something in for what the rows will be so put something like "income”, just
a basic example, RETURN and now we can put some figures in to make the s/s look like it's doing something,
Enter numbers
Now ;Zsou want to move under "January" [B2] just type in a number

(does)
if you see this it say NUM which means a number when you've typed in a heading it says TXT which is for
TEXT so you know what type of information you're putting in if it's TEXT or if it's a number

suppose you want both

Enter numbers as text
you can't really have both in the same box you can only have a number or word, the only difference to that is if

you want say, if you want a date, just type in a date and you can change this to TEXT. Ok you see that's taken
that as a number if you want to change that to TEXT just press F7 which is the change key and it swaps over to
TEXT and if you press F7 again it will change to a NUMBER. Because if you just type that in straight away it
will handle that as 2 number and you can perform things like addition and subtraction which you wouldn't want
to do with a date, not really anyway so you just change it to TEXT. OK? So you want to type in some numbers
(instructs co-experimenter to enter numbers in B2-D2)
Formula
OK now we'll do something with these numbers so if you want to go down into the next row go to the
beginning again. Just move it under January [B3] you've got the income for the month so we'll just work out
the income you get in each week, say there's four weeks in each month, so what you can do instead of typing in
45 again you just type in the box that is in which is B, column first, the letter always comes first, and the row
is 2, so put B2 which specifies a row and divide, backslash and 4

("b2/4")
just to change it into weeks, you can see it says TEXT, but what we really want is a NUMBER because it's an
equation so just change it into a NUMBER

(F7)
press RETURN
[result printed in B3]
you see¢ it's worked out what 45 divided by 4 is.

Copy formula
What we could do now, instead of doing the same for each of these, we can either COPY, do the same thing C2

divided by 4, D2 divided by 4, what is easier is to use a special facility within the s/s so if you want to go into
the MENU, which is F8, the label's on the key and use COPY which can copy, as you'll see you can COPY
areas from one part of the screen to another part.

[ Copy from area: B3]

first it asks you for AREA TO COPY FROM and this is the area that's got the equation, press colon, then
just press RETURN because you just want that one box [colon not required] then, just press RETURN

[ Copy to base coordinate: B3]

and now you want to copy it from that area to another area so move the arrow key to the area [C3] you want
colon again and now move it to the last what you want it to [D3] which is the last box and just press RETURN
again.

[ Copy Values All ]

You want to copy everything, if you just copy VALUES it will copy 11.25 to each of the boxes but you want
to copy the equation so change it to ALL

[ Copy Relative Absolute Prompted ]

Ok ABSOLUTE would copy that equation into each box so you'd have B3 divided by 4 there which is not
really much use, what we want is RELATIVE so it will change the box there instead of being B2 when it
goes in C column it will be C2 and if it was in rows if it was B4 it would copy it to B5 so change it to
RELATIVE, prompted it will ask you if you want to change it RELATIVE or leave it ABSOLUTE so you
can mix both if you want to, so just leave it RELATIVE for now, so just press RETURN

Transcripts-82



[formula copied to C3 and D3]
It's copied both of those across, press UNDO 1o get rid of the MENU you can actually see that it's, UNDO is
512;; if you move across to there you can actually see that the equation has changed to C2 and D2 so it's worked

t out.
Formula
What we could do now is go down and do some more equations so we could subtract one from the other, add
them both together or we could sum along the whole column if we wanted to. If you move along here we can
do a sum along the whole row. If you go up here [E2] so we have it on the income row, if you wanted to sum
a whole row or whole column of numbers instead of typing in B2 plus C2 plus D2, it's ok for small amounts
but if you've got a long list of numbers it gets more awkward so you can use another built in function, so you
can just tell it to sum from the first one to the last one

we've only got 5 anyway

yes but it makes it easier then because it's a simple one it doesn't look as though it's doing much but when
you've got, if you had a whole year of figures along there it gets a bit awkward to type in 12 lots of numbers
added together so if you just do SUM, type S U M, open brackets now then shift and, tell it the first one
which is B2, colon which means to, and D2 which is the last one you're using and then close brackets and
there you can see it has set it as TEXT and you want to change it into a NUMBER, so F7 and just press
RETURN now
[result printed in E2]
Copy formula
and it will work out the whole sum along there which is a lot easier to use than typing B2, C2.
And again you could just COPY that down to there as we copied it before when you go across because the
spreadsheet is very large you can't get it all on the screen at the same time so after it reaches a certain amount
it starts moving the rest of the s/s to on side, the s/s is still there it's just moved it along a bit. If you think of
it as a very large piece of paper and at the moment you're working in the top comer, $o you can just move back
again and you can see that it's still there, the figures are still there, and you can do the same thing, just go
right down, because it goes past that and it goes into AAs and BBs and all that, see how it's jumped up to the
next part, it's come back into the s/s.
Toggle display
Let's try and think of something else to do, oh if you want to, instead of seeing all the figures all the time,
you want to see formulas go to the MENU again and press WINDOW, w for window or you can use the arrow
keys, it will be easier to press W in this case because it takes ages to gel to it, you see if you just press the
first letter, and we want to VIEW it, and we want to see the EQUATIONS, you see it's changed from
NUMBERS back into EQUATIONS, so if you wanted to you could just leave the equations up to begin with,
while you fill out the whole s/s and then when you start putting the numbers in, enter the numbers and it will
work out the numbers for you.
Ok to change back again, you just do the same thing again, w then view again, press RETURN, now see it
swaps between the two if it's on equations it swaps to numbers, on NUMBERS it swaps to EQUATIONS,
same as the change key where you're changing from TEXT to NUMBERS and back again.
Delete row
If you decide that you don't want that row you can DELETE the row so you have to select the MENU function,
d for delete

[ Delete ROW COLUMN ]
DELETE ROWS or COLUMNS, ok we want to delete this ROW, so you just press RETURN because it's

already highlighted.
[Delete Row(s) starting at: 3]
Now ROW 3 is the one we're on
[Delete row(s) starting at: 3]
and that's the row we want to delete so just press RETURN
[row 3 deleted)
It asks you which row, you could change that if you wanted to
and there's only one ROW we want to delete so we can just leave it as 1, ok, that gets rid of the row
could I get that back now?
I don't think so, not that I know, no you can't, so you'd have (o retype it in again, it's really if you typed in
something and you realise it is all totally wrong so you want to get rid of it or if you type something in and
there's a whole bunch of text you want to get rid of or get rid of useless columns or useless rows
Save
OK, if we want to SAVE this we go back into the MENU, you'll get used to seeing the MENU a lot, this
time we want to QUIT/SAVE so press q for quit it takes the first letter so even though it's QUIT/SAVE it does
aQUIT and we want to SAVE this model
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
it's a new model so we want 1o SAVE_NEW_MODEL so you have to move across to it because we've got 2
beginning with S, ok, just press RETURN
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[Save to what model: ]
and we want (0 save it to "mark" because that's what we called it
won't it do it to the same one?
well yes, I think it will, yes it does, just my mistake
[this option is for creating a new file] - (types "mark") shall I do this or not
yes it will just overwrite it as whatever it was before, see it's called it the same as what it was
[File B:mark find already exists] [won't overwrite] - changed its name
it is just changing it to a name that it knows, B is for the drive it's saving it to the second drive and that is just
a bit of text for it so it realises it's a s/s data not a program, it's told you it's got this already so it gives you an
emror message, so because it's a mistake just press UNDO, ok go back into QUIT/SAVE
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
Go to the menu [Model_Selection_Menu] it automatically saves it [since it's not been saved yet]
[empty spreadsheet
virtually it's just a list of columns and list of rows and you can put entries of characters, formulas into each of
these spaces, any of those you can stick in words or say a mathematical formula. You can move down with
them as well. And each column and row is referenced using this pointer (points to bottom of spreadsheet) if
you're deleting things the pointer’s different to the current pointer.
let's do different sizes of panes of glass [classroom example]
Enter text, enter numbers
if you want to type in the top left hand corer, say "length" to start with,
(starts typing)
you see that's come up with TEXT, TXT down here, so that means the word itself, press RETURN, now you
can go along to the next column using the cursor key again. You can type in "width", TEXT again,
RETURN, it's put it in that block. (instructs co-experimenter to enter numbers in A2-B2, and text label in C1)
why do I have to press return, just to put it in?
Formula
yes. Right go down one [C2] and work out the area using a formula. Now to work out the area it's column A,
row 2, so put A2, now put multiplied by, shift and star, it's for area select so it's B, row 2 again, B2, now
that’s in TEXT form, you don't want it in TEXT you want it as a NUMERICAL formula to multiply these
two numbers together, so to convert it to numerical press F7, right now it's gone to NUMERICAL, if you
press RETURN
what's it mean, NUMERICAL and TEXT
NUMERICAL it sticks in a number or a mathematical formula and if you just do it on TEXT there it will just
put in A2 times B2, whereas with a NUMERICAL formula it's going to multiply these two numbers together,
press RETURN key now,
[result printed in C2]
see it's come up with 12.
Toggle display
If you want to display the formula go to menu which is the F8 key, press that, right now you've come up
with the s/s selection menu, where is it, now press w to show the formula
you can use those but it's quicker, if you use those keys it's going to take you all the way through the menu,
you can just press w, WINDOW and v for VIEW and just press RETURN now and it should display the
formula you just put in that box.
[does]
(instructs co-experimenter to enter text label in D1, and number in D2, text label in E1, move to E2)
right we'll do another the formula - the volume will be the area times the thickness, so it's C2 again and to
multiply by the thickness which is D2 again, now it's in TEXT form again ... (F7 and enter) it displayed the
formula again now to display the numbers go back into menu
what does all this mean
it's just different options you can use, do a copy in a minute just to underline things, go back to WINDOW
again o put the numbers back on the screen, VIEW again so V and press the RETURN key, that's displayed
the numbers again and back onto MENU.
Enter numbers as text
Now for a bit of TEXT, if you want to underline the whole line you underline the first section by pressing the
minus key a few times,
(does)
OK, and that's in NUMERICAL form because it's a mathematical symbol, we want it in TEXT form because
you're only underlining, so press the F7 key again to go back to TEXT, that swaps between TEXT and
NUMERICAL.
Right now if you press RETURN key again
[line of dashes entered in E2, overwriting previous entry]
that's put a line right now to COPY that you've got to go to menu
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can we - we lost something there
don't know, do you want to stick the number back in - well do you want to put the formula in again? C2 by
D2,
(types formula, CR)
formula printed in E2]
that's it no that's TEXT, type it in again, you're in TEXT form and you want NUMERICAL, press F7 change
to NUMERICAL..
[result printed in E2]
Now we'll underline something, go down a line and back to 1, now stick in the minus signs now you want to
go into TEXT, so F7, now press RETURN and you've got a lines.
[printer in A3]
Copy formula
Now to COPY that you've got to go to MENU which is F8 right and you want to go to the COPY function
[ Copy from area: A3]
Now it will ask you which block you want to copy, you just want to COPY that block, so if you press a colon
key and RETURN, that means you're going to copy that block [colon unnecessary
[ Copy to base coordinate: A3]
and it's asking you where you want to COPY TO so you press colon keys again and you want to copy these
minus signs all the way across to e, you press the cursor key now if you notice this is going up as well. When
you press the RETURN key now that should copy these minus signs all the way across that line.
[copied to B3-E3]
Insert row
If you want to stick in another row, so if you want to stick another line in above these minuses use the
INSERT
[ Insert Row Column ]
you want to insert a ROW so just press the RETURN key
[Insert row(s) starting at: 3]
and you want to start at row 3 because you're going to start above that one so if you press RETURN key again,
{How many rows/columns: 1]
now it asks you how many rows you want to insert so 5 maybe, RETURN
[5 rows inserted between 2 and 3]
and that's set that down by 5 rows. If you want to stick in some more numbers in the length and width
columns we can copy formulas (instructs co-experimenter to enter numbers in A3-BS5, moves to C2)
Copy formula
OK now we want to COPY a formula in a minute so we'll go to the area column, we want to transfer the
formulas again so go to menu, right now w again, WINDOW, VIEW, v and RETURN, now it's showing you
the equations on the screen again.
[not required to copy them]
Now if we want to COPY this formula for all of these we're going to get A3 multiplied by B3 in this one A4
multiplied by B4 there, you want C to COPY that formula,
[ Copy from area: C2]
now you want to just COPY that formula there so you press the colon again, RETURN, [colon not necessary]
[ Copy to base coordinate: C2]
s0 it's just copying that one formula, now you want to copy it so colon again, (gets :c2) you've got to delete
that, delete that you want to put C2, colon, then press cursor key because you're copying to that one, now
press RETURN,
[ Copy Values All ]
now you want to copy ALL the values so go across to ALL, that's it, press RETURN,
[ Copy Relative Absolute Prompted ]
and you want it RELATIVE to each, so it's not giving you A2 by B2 in all these you're going to get A3 by
B3, A4 by B4, right so you want RELATIVE so press RETURN again and that should give you those,
[formula copied to C3-C5)
It has, if you want to display that back up on the screen again (instruct co-experimenter to toggle, numbers
displayed)
Blank
If you want to put blank boxes in you can use the BLANK function
[Blank what area: C2 ] say if you want to get rid of a whole row, say row 3, go down and across to
the first block in that row
(moves cursor to A3)
and press colon key, move across and it should get rid of that whole row, press RETURN, hopefully, maybe
not
[Verify blank area: A3:F3]
yes press RETURN, you've got to verify it.
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Change Attributes

Ok to tidy the columns up you've got to use FORMAT so if you press F. It will ask you what you want to
do,

[Format Width Attributes Filler_char Data_type]

you want o change the ATTRIBUTES,

that's it, it's given you a string of question marks here so if you press the F7 right that L is LEFT you don't
want that so press the F7 and you should get C, that's CENTRALISING. Now if you press RETURN key now
[ Format applies to area: F3]
it will ask you which columns you want and you want to move these numbers across so if you move the
cursor key to this first column, and if you press colon key now, go down three and across 5, so it will
incorporate all these numbers now, press RETURN key now they should be centralised ok?
[numberss in columns A-E centred]

so how do you keep copies of it
Save
got to go o MENU again, if you want to SAVE something there's a QUIT SAVE function down here so press

q.
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]

If you press MODEL_SELECTION_MENU it will save it, because it's the first time we've used it, if you
updated that it would ask you if you wanted to get rid of it WITHOUT SAVING or if you want to SAVE it
fist.

[empty spreadsheet]
this is the s/s itself which you'll be entering data into, so you have to have this table as it were to manipulate
your data in, so you can enter column or row headings along there using TEXT, do you want to enter
something a name or something I don't know what table you want to produce, and some NUMBERS wages
perhaps or something, payday or something
Enter text, enter numbers
shall we enter some names first, so just put employees or something.
(enters text label in Al)
If you move along one and put wages.
(instructs co-experimenter to enter text label in A2, and numbers in B2-B4, text labels in A2-A4 does not
move cursor to next cell)
that's going to go over the same one [cell] you'll have to move down.
(moves cursor, CR)
[entered in previous cell, overwriting previous entry]
what happened there?
Did you move it?
(moves cursor before typing next entry)
Formula
right you can manipulate your data by entering formulas if you want so I don't know what you're going to
have in there, income tax or something [in C column] move up to there and put income tax or something.
Change width
If you get headings too wide you can widen things. Use MENU there, got a whole load of things here you'll
find WIDTH under FORMAT so if you go into F,
[Format Width Attributes Filler_char Data_type]
Here's WIDTH and ATTRIBUTES so you can centre things so, it's on WIDTH now so just
[ Set width of this column to: 12]
and press RETURN again we don't actually need that
what's that
it's already set at 12 you can change it if you want but there's no need to, just press that again.
Formula
To get out of that you've got to press UNDO again so now move down, for here (income tax) you could have
some sort of formula say 25% of the wage. So if we enter a formula in there then we can copy that down.
Entering as TEXT, so put a bracketin. Type a formula, 25% of, so 25 divided by 100 I suppose. We ought
to use a bracket in case Yes type a bracket, it makes things a bit clearer
(types "(25/100)*a2"), then enter.
[result printed in C2]
Copy formula
To copy it go to menu again, COPY,
[ Copy from area: C2)
from, you want to COPY that AREA so press the colon and then just RETURN [colon unnecessary]
[ Copy to base coordinate: ]
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and then copy it down from there down to that one

Why are we doing this, what will happen?
you're going to COPY the formula‘you bad in there into the number boxes without entering the data three
times. Now if we go to the top again [C2] and then put a colon that gives you the start and go down to where

it's going to finish [C4] then RETURN now. You al t top 1 i 'd gi
et D ways want top left then to bottom right and that'd give

[ Copy Values All ]
Lﬁﬁmn copy 11.50 through ALL will give you the whole equation which is what you want so move
[ Copy Relative Absolute Prompted ]
RELATIVE will move it so instead of doing it from B1 B2 as you go down it will go B3 and B4, ABSOLUTE
will just do B2 each time and I've never used PROMPTED so you want RELATIVE. (instructs co-experimenter
to enter text label in D1, formula *(B2-C2)" in D2
RETURN?
No you don't want TEXT you want to invert that so it's NUMERICAL and I think if you ENTER, if you
hadn't changed TEXT you'd end up with B2 minus C2 in there so you need TEXT (instructs co-experimenter to
copy formula)
To finally QUIT this whole lot, you need QUIT
Save
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
M for MODEL_SELECTION_MENU, go to select now, and you can play again or would you prefer to get out
select your same one again so mark?2
[re-enter spreadsheet]
Blank
If you press MENU, there's a few more things you might want to use BLANK will delete a whole area
[Blank what area: ]
we could delete the last row so enter A4 to D4, and press RETURN
[Verify blank area: Ad:D4]
how do you verify that?
just press RETURN
[row 4 blanked]
Change Attributes
You can CENTER those numbers it's in MENU under FORMAT, so if you go to FORMAT and
ATTRIBUTES you can CENTER it from there.

If you use the change key (F7) LEFT CENTER and RIGHT, so you want CENTRE
(toggles to C)
and then just RETURN,
[ Format applies to area: Ad]
then over the whole area so from there to there,
(enters A4:D4)
press RETURN
[no change]
sorry - where did you do it from? It needs to be from there | suppose Bl and ENTER, go from the top, and
toggle and down to bottom right and that CENTERS it or you could have moved it all 1o the RIGHT or to the
LEFT, using that key so do you want to leave this, I don’ think there’s anything else,
Insert row
oh you could have INSERTED if you missed something out you can use INSERT there
[ Insert Row Column ]
and that will put in another ROW or COLUMN, let's put a row underneath
[Insert row(s) starting at: 3]
that'll put the row underneath so if you move that key [to 2] and then press RETURN
[How many rows/columns: 1]
and then you want the 1 column, or change it if you want.
[row inserted between 2 and 3]
Right so you can INSERT something in there if you want. Another name perhaps.
Well we could DELETE that now so if you go to DELETE.
[ Delete ROW COLUMN ]
Row again.
[Delete row(s) starting at: 2]

yes
[Delete how many rows/columns: 1]
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Save
and oanly 1 so, that does all that so if we QUIT now.
[ Ql_lit :?nd Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
again, just press RETURN and again AFTER_SAVING. Press RETURN. You could have done it WITHOUT
SAVING if you didn't want any of that. If you go to OPTIONS -
C p .Subj 10
[empty spreadsheet
Enter text
You start off with your rows and your columns, the first row and column, the title as to what they are and you
can keep them on the screen all the time if you want, so if we start up a s/s for booking seats in a cinema the
first one, the first cell I suppose you'd call it Al, we put in there "row"
(types "row”) Has that gone in yet?
1o, not yet you have to press RETURN, then everything under there is a row so if you move the cursor down
one which is down arrow and it puts that pink blob [cursor] over the next cell you want to fill in, sorowsina
cinema are usually a,b,c aren't they
(types "a”) and RETURN. Then move down again. As many rows as you wani,
(enters "b” in A3, types “c", CR)
["c" overwrites previous entry "b" in A3]
ah - you didn't move down then
what happened to it?
it just wrote over it. Just do the first three. Right the next column b, you can move that around just using
the arrows. Say how many seats are in each row so you can put number of seats.
(enters text label in Bl)
Enter numbers
Then next to the columns how many seats there are, about 30 seats to a row. You can put a different number of
seats in different rows.
(enters numbers in B2-B4)
Now what you've got now is two different types of cells on the screen, you've got the number of seat the rows
and the letters, they're all TEXT, and here you've got a NUMBER, (points to indicator above input line) when
you've got a NUMBER it gives certain options like right hand justified, it's got two decimal places and minus
numbers you can change that later on.
Other things you might want are the price of the seats and the number of seats that you've sold.
(enters headings and numbers in C and D)
(text label in D1 exceeds 12 char) it's a bit wider, you see it's gone over but that doesn't matter because we can
widen the column later.
Now you can put another column in which will say ... how much money we got from each row and then we can
total it up at the botiom
(enters text label in El)
Formula
come down to the next cell [E2] we now need an equation which will multiply the price by the number of the
seats, so to do that the price for this row is in C2 so C2 times D2, we're multiplying the two rows together,
so 3 pounds times 26
5o what do I put here
you just type C3, C2 somry, D2.
(types "C2*D2")
Now initially that put that in as TEXT so what we do now is press MENU, which is F8 on the right hand side
what does the menu do?
It gives us a whole lot of options of things we can do, what we need to do is FORMAT one of the cells,
FORMAT is there, the easiest way to get to it is just press F, you could also use the arrows to move around.
[Format Width Attributes Filler_char Data_type]
Now we need to change the DATA_TYPE because we've got it as a TEXT cell and we need it as a NUMERIC
cell, so if you just press d, set it to NUMERIC, it's already on NUMERIC so just press RETURN.
[ Format applies to area: E2]
And say this format applies to how many cells, it only applies to E2 at the moment so0 just press RETURN
and there it's given you how much money you've got in that cell.
[would have been quicker to just toggle the formula using F7 before entering]
Copy formula
now what we can do, is you can COPY i, all the way down, so if you press F8 again, press ¢ or you could
use the arrows to get across 1o it.
[ Copy from area: E2]
From area, well you could COPY a whole block of text, like you could copy from A2, the area you want to
copy could be A2 to B4 but what we want to copy is E2 so if you just press RETURN.
[ Copy to base coordinate: E2]
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What you want to COPY it to is E3 to E4, you can either that in or you can use the k
in E3, and a colon E4, type b cursor keys you type

[ Copy Values All ]
and it's saying how do you want to copy, do you want to copy the VALUES which would put 60 in those two
or do you want to copy ALL so you press the arrow

so what's the difference
VALUES it will just stick exactly what's there so it will put 60 in these two but you don't want to do that so
press RETURN now .

so all will copy what
[ Copy Relative Absolute Prompted ]
then it gives you another choice, RELATIVE ABSOLUTE PROMPTED, RELATIVE is saying if that was C2
times D2, down here it would be C3 times D3, in there, ABSOLUTE it still gives you C2 times D2,
PROMPTED asks you if you want to put the actual number in. So you actually want RELATIVE, press
[formula copied to E3 and E4]
then that gives you the, you've got the different values, if you go down to the bottom of that column, ah you're
still in the MENU so press undo.
Formula
You can now put another equation in here [E5] which will give you the total amount you've taken. But it's best
to leave a line under there which we can fill up later with just minuses or something.

(moves cursor to E6)
You now want another equation which is SUM of yes just type SUM, bracket and then you want all the
numbers in E2 to E4, so E2 colon EA, bracket and then gives the sum of everything E2 to E4

(types "sum(E2:E4)")
so press RETURN, now again that's TEXT we want a number so press MENU, then FORMAT again (changes
to NUM through DATA_TYPE)
[F7 would be quicker] - you've got here something cut off, so can you
yes you need to widen that slot [D] that column which is FORMAT I think so press RETURN again

so formatting does what?
Change width
formatting changes how everything reacts in each little cell, like to start with that said SUM(E3:E4), now it
says a NUMBER because we changed the FORMAT and that's actually an equation. So the FORMAT of each
one can be changed and we want to change the FORMAT of this one to make it longer so FORMAT WIDTH
[ Set width of this column to: 12]
and the width is already set to 12 we want it to be - another two and a space after it, another three, to get the so
if you type 15, that gives you a column width of 15.
(Set how many columns to this width: 1]
How many columns this width - just one.
[column E set to width 15]
I think we did it to the wrong column, we did it in E it should have been D, sorry that's my fault, if you press
UNDO
So if you put it back onto column D which is the one you want to widen, press MENU again, FORMAT,

(sets column D to width 15)
Change attributes
yes to CENTRE numbers we want FORMAT again and ATTRIBUTES,
[NUM[R 2 -]LCR1{77777777] ]
now you have a whole lot of choices, the LCR is LEFT, CENTRE or RIGHT justified, well for this number
of seats sold it's best to have it in the CENTRE of the column so you just press CHANGE twice I think
CHANGE is F7, you want C so that's right, then move across [the question marks] using the arrow, that gives
you PI, to find out what they are just press HELP, F1, it tells you how to move around (moves across "7"s)
That's how many decimal places do you want, number of seats, you don't want any, press CHANGE once that
should give you nought it won't give you any decimal places, if you go across again you could have dollars,
deutschmarks, pounds or per cent and you want the pounds for later on for prices of seats so move along.
[ Format applies to area: D6] .
Area it applies to, if you move the cursor up to the top, move it down one sorry, then press colon, did you see
how as you moved the cursor the number changed, move it to the bottom again. Right that's the area it
applies to, you could move it across columns as well so press RETURN now
[numbers in D centred and no decimals)
and all those numbers there are CENTRED.
If we come back to the price of the seat now [E] Now if you go up to the top, you can actually CENTRE the
name price, put it in the CENTRE of the column, do the same as we did before this time it's (instructs co-
experimenter to CENTRE number in E)
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Filler character
Another thing you might want to do is to put in a FILLER like an equals line the thing to do there is if you
move the cursor across to it [E5] and you could type little dashes or what's known as a FILLER, so go to
menu, FORMAT, FILLER
[ Set filler to; ]
set filler either underline or a minus, it depends on the preference.
[ Format applies to area: ES]
Yes that's the area it applies to. There you go.
[lines of dashes printed in ES5]
Recalc
If you go back to MENU, you've got loads of things you can do there, RECALCULATE is an important ooe,
if you change some of these numbers those will stay the same until you RECALCULATE and it gives you
the choice as to RECALCULATE the whole table which is easy to do now, being a small table but if you get
a very large table it takes a long time to RECALCULATE everything, so it gives you an area (o recalculate
over tells you what you need to know about,
INSERT is to insert a COLUMN or a ROW if you suddenly decide when you've got the column in there that
you want to shift that across one and it will also change all the equations for you, or DELETE will do the
opposite
so if you want it between B and C everything in C will be in D and D in E etc etc. You can INSERT both
COLUMNS and ROWS, DELETE just does the opposite.
Save
Another important thing is to QUIT how to get out of i, just press q and that gives you SAVE OPTIONS,
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
you can either go back to the very beginning of the whole program and it will SAVE it for you if you do that,
SAVE BACKUP but it's just if you're doing a long one, a large one - you might want to keep saving different
bits of it to make sure if anything does go wrong you've got a BACK UP, SAVE NEW MODEL, if you
change an old one and want to keep it under something else

so which one
just MODEL_SELECTION_MENU.

[empty spreadsheet] ) ) o
well that's your actual spreadsheet and it will go down a very long way, you can try it keep going down it will
scroll around. There's the letters and they go a to Z and then it goes AA AB AC, so there's all kinds of entries

you can use

Enter text
It's just like a matrix and each of these entries you can enter DATA or TEXT, you can either input TEXT or

DATA or FORMULA because then it will work out from previous entries so have you got any actual particular
thing ..If you put in a number of items, how much each one is. You want text at the top so type in item,
number of items
(types "number of items”) o _
it might not fit in there [column could be widened] so try and abbreviate it to N-O, that should fit in
(changes to "no of items", CR)
yes it's telling us it's TEXT, as that box there is full you can move over to the next one [B1] using the cursor
keys and then have another column here of cost
(enters "cost” in Bl)
later on I'll show you how to use simple arithmetic to work out a total cost
(starts typing "total”)
sorry you have to move across first.
(moves cursor to CI, finishes typing, CR)
[entry in B2 overwritten]
We should have moved across first before, so start again, total cost, move across first ...
(sorts text entries out)
Enter numbers _
I'm trying to think of any other columns I could do. We want to arrange it so you have all your columns going
down with different values put in.
(instruct co-experimenter to enter number in A2)
(does) What's that? [NUM]
well it's a NUMBER and the number of decimal places is two, I'm not sure what the others mean
50 how do you make it NUM then, or TEXT

Enter numbers as text ) _ _ .
well if you wanted to type in, you see that just thinks it's a NUMBER, but say if you just wanted to type in 10
rather a TEXT 10 you'd got to the MENU, press MENU there then it's WINDOW, so W, then it's - [tries to
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!D_gglc di§play instead of data type] sorry I'm confusing you there that's completely wrong, so if you make a
nnstake like that press UNDO tc go back to the start again you can actually change it by pressing that one there
[ warning beep ]
type in 10 again, that one, that's it so we actually want it as a number, Ok now move over to the cost,
(instructs coexperimenter to enter number in B2)
Formula
and total cost would be number of items times cost, so move across [to C2] so now you've got a formula you
have to work out, and that would type in by looking at the values in the formula which in this case is A2,
that's the box A2, so just type in A2 press multiply which is that one - asterisk, and you have to multiply by
the cost which is in B2. Now as it thinks that's TEXT, because it sees the "a" but we want it as a formula so
you have to press F7 to change it to a NUMBER. Now press RETURN
[result displayed in C2]
it's worked it out for us.
Copy formula
Now if you don't want to do that every time, moving across and typing the formula every time you can make it
a lot simpler for yourself by COPYING it down the page, let's see, press MENU

what is it that we are trying to do?
well what you want to do is say you've got 10 lots of different items say A3 time B3 in the next row you can
make it a lot easier for yourself you can COPY that formula there 10 times. If you wanted to COPY it press ¢
for copy,
[ Copy from area: C2]
now it's asking us for the area, in fact we want, that actvally says, it's asking how far across, how many
columns we just want one column, so it's C2, press a colon, shift and that that starts at column C2, there
where you want it to go up to, column C2, if you wanted to copy two columns say, column C and column D
you'd put C2 and then D2, but we just want that so press RETURN.
[ Copy to base coordinate: C2]
The base co-ordinate, that's telling us how many rows, so we're going from row C2, there which we want so if
you press colon again, now if you press the cursor keys again to keep going down, the down key, how many
rows we want is down to 10, just press RETURN.
[ Copy Values All ]
Now then that's telling us either to copy all the VALUES so print down 25 or ALL which tells us that we
want ALL, in other words formulas and everything formulas not the actual VALUES, so press ALL which is a.
[ Copy Relative Absolute Prompted ]
Now I'm not sure what the others mean here because I've only ever used the RELATIVE. So we just want
RELATIVE here

you don't know why though?
no I don't.
["M™?" printed in C3 - C10}
Oh it's put up these query marks because we haven't actually inputs the values here so now if we went back to
these columns and typed in something, you have to UNDQ it first, every time you've finished with the MENU
press UNDO, so just go down and all the empty spaces put in

(enters data in A3-B10)
Recalc
ok as you can see it still hasn't actually worked out the total cost because we haven't told it to do that yet so
when you actually input it all, the values you want to work out you have to go back to the MENU again and
actually tell it to work out the values for you. So go back to the MENU again

(does)
(reads) which one is it? RECALCULATE - so you have to press R

this will do
yes it will do all the calculations. It's a lot easier way than working out where you want the values to go to.
If you just press F4 which is CALCULATE it will work out all the values for the whole square, for the whole
matrix that you've got.

(does)
yes that's it so it's actually worked it all out, it worked out all the values there. So if you want to get back
out of the MENU again press UNDO.
Now then, the pointer here [below spreadsheet] is actually which square you're in so in this case it's B10 and
the current one if you were using COPY, if you remember we staried up there and moved the cursor all the way
down to the bottom. Now at that stage the pointer would have showed that as C2 and the current would have
been at C10. This tells us you've gone from C2 where the pointer was and the current position of the pointer,
sorry the cursor C10. You understand that?

?? total cost it's working all out here now, but cost is over there and number there can you
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Change attributes

you can actually FORMAT it to make it look nicer, yes. Or an easier way is just put a lot of spaces in before
cost to move u:m across. It's cheating a bit really but if you want to FORMAT it better it's quite complicated
to actually do. I'm not sure how you FORMAT it, I tend to leave it. If you did want to bring that across go
back up to the top again (moves to B1) and put in lots of spaces, like that (types a number of spaces then cost)
and it would actually take it across because when it actually works out these values it puts in two decimal
EI:OES. there are ways of changing how many decimal places you've got and the actual decimal pointer to the
X

5o there's a limit to the number you can put into each box?
well for characters and that you've got the whole of that box, is actually that, but you'd only actually see that
bit, I think there's about 12 characters across there. You only actually see 12 characters in the screen for that
box but you could have that many. You could try it if you want, try putting a reaily big number

in here (does)
yes. See what happens, does it take it. Oh it's actually abbreviated it to 1.23 and the "e" stands for, exponent.
But now you see it still hasn't actually worked out the cost for us

so how do you do that
so we'd have to go back again and RECALCULATE it which was the MENU, recalculate and over the whole
area so it was CALC, see it's quite messy because you're using big numbers
Delete row
ok, say you didn't want any of those values any more you have to go down to the row you want to DELETE,
g0 back to the MENU again and press DELETE,
[ Delete ROW COLUMN ]
it's asking do we want to DELETE a ROW or COLUMN and we want to DELETE a ROW,
[Delete row(s) starting at: 4]
a ROW starting at 4, which is the one we want to DELETE
[How many rows/columns: 1]
we only want to delete 1.
[row 4 deleted]
That's deleted it and moved all the others up

so what's happened now
it's deleted the row which we didn't want and all the rows below it it's shifted up 1. In the meantime it's
recalculated all these, all the formulas here and the formula for that could be quite complicated and it will still
work out the new formula since it's shifted it up one.
Save
Now say you've done all the s/s now and you wanted to SAVE it and you want to come back to it again the
way of saving is getting back to the MENU, it's QUIT/SAVE so press q,
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
now it's asking us what we want to do, we want to actually SAVE THE NEW MODEL, sorry
MODEL_SELECTION_MENU, go to that menu and it will ask us -
[opening menu]
it's come back to that - because if you do that first time it will automatically SAVE it.

Right what you can see there is actually the /s itself which is divided up into columns which are labelled with
letters and rows which are labelled with numbers, in each of, ok you can put virtally each of these is a cell, you
can put virally anything into it, TEXT or NUMBERS, and if you imagine say a shopping list right, at the top
you'd have a title saying item and then price and then a whole list of numbers with prices and at the bottom
you'd have a total and you can, this sort of idea is the s/s

50 you can put different things in the columns
Enter text
so for example I'll just show you how to move round it, just use the arrow keys so you can see the cursor move
around. So if you put the cursor toward the top somewhere and if you type example spreadsheet,

(does)

Change width
press RETURN you'll see it's actually entered it onto the s/s. Now as you can see it has actually gone over two

columns and that's because the column width is narrower than the text you've put in. If you want to tidy that up
for example so it fits in the column you press the menu F8 key, this gives you a menu of all the options
available to you and what we're interested in is FORMAT, so if you, you can either move the bar around using
the cursor keys or you can type the first letter of the option you want, ok so if you press f.

[Format Width Auributes Filler_char Data_type]

Right now we're interested in the WIDTH so if you press RETURN,

[ Set width of this column to: 12 ] it tells you the current width is 12 and so you can set it to 20 [need

not have done this unless he wanted to enter something in B1]

(does)
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[Set how many columns to this width: 1]
and it gives you the option now of setting all the columns to width or just leaving it at that one so we'll just
leave that one, so it's widened it
Wel'i for example if you, the usual way is of costing, trying to work out how much something's going to cost,
you've got a numl?er of variables and you can juggle with the variables to see the effect each one has on the
final outcome so if we try something like - if you move down a number of columns

(moves cursor)
Oh sorry what's happened is we're still in the MENU so you type UNDO that gets rid of the MENU and now
the cursor moves around the s/s.  Right now if we're talking about something like building an extension of a
house and you give it certain parameters like how much floor space, how many doors and windows, you can
work out a rough cost so for example if you move down and put a heading, floor

(types "floor") so what happens here, you type there and it goes into there [input line]
yes, enter that in,

(does)
Enter numbers
that becomes your heading if you move down under there [AS], that's it you now have to specify what you
want(mjve it, now in this case it's going to be a NUMBER you want to put in, so if you type in a number,
say 10 or whatever, you see it's come up there it says NUM for NUMERIC if you press RETURN you'll see
that it's RIGHT justified so it's right to the other end of the column. And that on the end is a thing called the
ATTRIBUTE and we'll see what that is in a minute.
Formula
Right. Next if you move across to the next column you can put a formula in there, now that is actually a
calculation using data that is in the §/s already or if you want 1o work out the amount of concrete needed to
cover the floor area you do, you want the data you've taken out of there, so it's stored in cell AS and you index
it by the column first and row and then for example say it's two kilos of concrete to cover 1 sq. metre, then
you'd type here AS times 2 that's the basic formula, we could actually enter it into the s/s. At the moment it
thinks it's TEXT, we haven't told it any different, if you press the F7 key, that's actually the CHANGE key
and that will change it to NUMERIC, enter that now, it will actually do the calculation and you've got your
answer there. And that's basically

50 it does ???
Change attributes
yes, if you move up to - say this title here using the cursor [A1] you can see it says it's definitely TEXT and it's
left justified, see that's NUMERIC and it's right justified, you could use this to actually tidy up the
FORMAT of the thing so it will all appear in columns. We're looking at this this is the ATTRIBUTES of
the number you're looking at and if we go to the main MENU again which you get to by pressing MENU and if
you type f for FORMAT now
[Format Width Attributes Filler_char Data_type]
if you move the bar over ATTRIBUTES and press RETURN,

right, this is a bit, it's double dutch really but it's alright once I show you what it is. It's an attribute of
NUMBER this one for example is the number of decimal places after a number, that one is what the figure
represents, for example dollars, pounds or percentage, and that one is set up so it's RIGHT justified and to
change it you just use the CHANGE key [uses F7 instead of space bar]

so LEFT centred, RIGHT justified the first column so if you press that to say C, that's it now press RETURN,
[ Format applies to area: B5]

What you've selected you said right I want to CENTER the column and it's asking you what area to apply it to
so you can either leave it as an individual cell, or apply to a whole area, the way you specify areas you use
colon to delimit so that's the top left hand comer and you'd have to set the bottom right hand comer. For the
moment, you can leave it just as a single cell so if you press RETURN

[entry in B5 centred]

right and it's done what you asked it and CENTERED it.

Using the ATTRIBUTES you can set up to, you could have, it would recognise it as pounds or percentage or
things like that.

Formula

Right, OK, so we'll try something next, if you want to move to the next column, still in the MENU so UNDO
that's it, now if you want to enter say you said that if cost two pounds per kilogram of concrete and we've got
the floor area and the amount of concrete we're going (o use so we want the total cost of the concrete so right if
I said it's two pounds for a kilo of concrete, what's the number of kilos we need then you enter a formula to

concrete that
so what would that be? BS times 2
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that's it, great there we go and if you go to the MENU and select FORMAT, you want to change the
A’I'I'RIB[_JTES to show that is money so use, that's it to move through until, yes, that's the options, that's it,
now you just want that cell for the moment, good. Next thing. Trying to think what to show you next
if you move the cursor to actually,

(moves cursor to A4)
Yo 56 it says TXT for TEXT and actually treats it as just a piece of TEXT, as far as we're concerned it's just
a heaglmg for a column to make the layout easier 1o understand, for example in the next column you could put
say kilos of concrete used and, that's it so if you,

(enters text label in B4)
press RETURN
and ?‘gt;ail:)the column’s not wide enough so you could widen that
Right so if you go out from the menu then if you change some variables for instance floor area, so if you now
type, 50 say, enter

(does)
Recalc
you see it's actually put it in the spreadsheet but it hasn't recalculated the values and to actually get to do that
you have to go into the main MENU again. There's an option there RECALCULATE, right now it’s asking
for an area. There's two ways of selecting areas you can either type the area you want to recalculate into, for
the moment all we've got is this area here with figures in so that would be A5, colon, and then CS5, right.
So if you press RETURN now,

(does)
it's updated the values.
Copy formula
It's actually set up to be large and you can move in either direction but you only see a part of it. As I was
saying once you've got one row sorted out you can expand that, if you wanted to say compare several options for
the same thing instead of having to go through all the process again of typing in the formula for each, under each
heading and putting figures in you can COPY the whole lot down, so if you go back to the main MENU you'll
see there's a copy option which is C,
[ Copy from area: AS]
it's the same idea again with an area, so if you select the area that we've put numbers into
it actually asks for an area there so you want a colon in between and then the column.
[ Copy to base coordinate: AS5]
‘What it says here is base co-ordinate so once you've told it the area it knows the size of the data so all it wants
now is the new position for it, so say for example we just move down one column and go, no what it needs is
actually the one co-ordinate for the area, so as [ was saying now it knows the size of the area you want o move
so if you give it the top left hand comer it can fill the rest in itself
[ Copy Values All ]
now what you can do there is you can just COPY the VALUES which is what you see here or if you use the
other option which is the more useful one, ALL - that will COPY all the formulas you've put in and relate all
the data together,
[ Copy Relative Absolute Prompted ]
in COPY there's three ways of doing it, RELATIVE which means that - for example we're copying down a line
it will COPY all formulas down by a line and it will increment the values for example this formula in bere
relates to the data in here so BS equals I think it’s A5 times 2, move it down using the RELATIVE option it
will go to B6 equals A6 times 2, ok, if you use the ABSOLUTE option the formulas stay the same so you'll
be copying it again, and the last one is PROMPTED and that's used when for example you put a constant value
up here, for example, the cost of concrete per kilo because that doesn't change throughout the calculations so
you can leave it in one place and if you used this option to COPY it would actually change the address of that
cell and it wouldn't be able to find the data. At the moment we haven't got any constants so use the
RELATIVE option.
Saving it well there's an option on the MENU QUIT/SAVE so if you type q which is the first letter,
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]

just press return for that
why?

Save
each of these different options, that one, sorry this is actually leaving, you typed QUIT to leave the s/s, this if

you hadn't made any changes type RETURN now it would just go directly back to the selection menu, I'm not
sure what the options do but these two here that SAVES A BACKUP copy under a different name so you can
keep a record of what you've done before you change it, that is SAVE A NEW MODEL, which is what we're
interested in. You'll find, if you go back to the first option and press RETURN, because you've made changes

and haven't actually saved it already then it should come up, 0ops, sorry
what's happened?
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I think we've just lost it

A- have you

I'm not sure

A- why do you think you've lost it?

it did on my model when I did that before

A- you were waiting for quit before and after saving were you?

yes .

A- has it saved it now?

771 don't know

A- you could look up what you've actually got on disk now couldn't you? Try to load that one up again
(does - model is there)

A- so why didn't it ask you to quit BEFORE or AFTER SAVING

was it because it was a new model

. -

[selects existing model from disk]
This one looks like, right, this is what I meant by the rows and columns and the information in the rows

so it's like a table really?
yes that's right, it looks like marks or something, exam marks or something. See these are the names and
that's what John got on course A and course B and then you see that column's the average, the average would be
worked out by adding those up and dividing by 4, because you can, this, that, you move that again with the
cursor keys and then, yes, because these are like little boxes labelled A2 or something, which we're in at the
moment you see? and then this [pointer] tells you where you are as well it goes from a to z and then starts again
aa, ab, ac

however much you want?
Enter text
yes it depends how much space you've got in the row or on disk, it probably goes down quite a way as well, [
don't know you can just and then as well, see it's got 97 there [above input line] that's because that's where it is
at the moment, this means number because the 97 has gone in as a number you see because if you write, go
down here, and then you can put some TEXT in just like for instance, and this means TEXT, and then, this is
C9

so how did you do that, how did you get 1o that
this, just by moving it, with the cursor

and you just type anything in and it will come up, ok
Enter numbers
so it does it itself that and you delete it with that, I'll show you and if you want to put a number in, like 67 -
see it does it automatically

and you just press RETURN and it goes int he table?
yes. You see that's gone in to the right of that, I don't know if I can remember how to CENTER it again
actually. We'll leave that there for a moment. And then press the MENU button, that one and it comes up with
all the options you can do, I don't know a lot of them, what they actually mean, but, let's see which one was
it 1didn't actually use a lot of these, the COPY one's quite useful so and also

what does the copy one do
that, yes if I just, - right there's a thing called - if you toggle it you can see because you can put in formulas as
well. Now see for this - it's obviously added these and then divided by 4, We can write in like this would be
B2 plus B3 plus B4 plus B5 then the whole lot divided by 4, you can write that in so

can you get the average here by telling it what to do with this?
Toggle display
yes and you can see the actual formula you've put in by going to the MENU first, press w for WINDOW, and
then v for VIEW, and then EQUATIONS and then CARRIAGE RETURN
[screen toggled]

oh I see
and then to see, if you press the UNDO button that gets you out of the MENU so you can see better, yeah,
and if you move the cursor to highlight this one [formula] see it doesn't all fit in on the screen but it comes up
there and that's, there's a SUM command and that means SUM B2 to BS, yeah, divided by 4 and that's how
you can do it and then, see that is obviously the SUM of C2 to C5 and COPY.
Formula
Yes say, if you go over to the top there, the next column [D1] say you wanted to do, say you wanted to SUM
the two marks, course A and course B, so you could write in there SUM so you know what the column
means. And if you wanted to make it look a bit neater you could put some spaces in first then put it in the
middle so try it again. Just put that, four spaces in

that's better
yes, and so sort of what would you do to add those two up then do you think?

I suppose you say B2 plus C2?
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yes - S0 you want that to go in this box [D2] because that's where you want the result to come out

can you do it so you only put one command in, and it does it Jor all of them
yes if you use the COPY command to make it go down you see so if you go down, because that's where you
want the result to go and then, yes, just write

do you use that, surely it will just print it up on the screen
no b?gwj if you just put B2 to C2 because that's what you want it to do

pes,

you put it in, when you put in a formula they have to go in as NUMBERS see it says TEXT at the moment
because you've written a letter o it thinks it's still going in as TEXT, in which case it would just print it in,
you can see for yourself if you just do it

(CR)
[formula printed in D2]
that's not much good is it? so just do B2 plus C2 again, and then press that and that changes it to NUM that
NUMERICAL bit and it knows that that's a formula and it has to do something with it and then RETURN.
[formula printed in D2]
Oh - ah why has it done that? (thinks) I know - yes it's because we're still displaying the formulas so 0 get
back to displaying the values you have to go through that process we did before which means you press the
MENU button and then W, and then V again and then RETURN again, that's it, you see it's done it
automatically and the thing you have to remember as well is when you put in formulas when you're using
values in the cells there have to be values in there already or it will just come up with an error [would print
"Mn?"} and it won't do it because there's nothing in there and it's trying to do it, it won't do that
Copy formula
and then the COPY right
[ Copy from area: D2]
that's right, that means COPY FROM AREA, you're in D2 at the moment as we're only going down it's just
from D2, say we wanted to do sort of, more than one row and column then say you wanted to do it in E2 as
well for instance, you'd need to go from D2 to E2 down to there so you might want to go and do the next two
columns, Il show you that in a minute but for now just press RETURN because we want to go from D2
[ Copy to base coordinate: D2]
TO BASE CO-ORDINATE, that means and the last co-ordinate you want to go to so if you press the colon,
yes that means from D2 and then you can change this with the cursor keys so if you move that (o where you
want it to COPY TO [D5] down again, yeah, and then, well it won't
[ Copy Values All ]
no so if you just go up one, press RETURN, then we want ALL the values to be copied so press a,
[ Copy Relative Absolute Prompted ]
and then just press RETURN for RELATIVE, I don't quite know what these things are, that’s just what we use
and then it does it automatically you see. If you wanted to see the formula you could toggle it again by going
to MENU WINDOW VIEW again, if you want to do it just so we see it's done properly.

I think we can see that
Change attributes
right, so that's the copy. What else, yes, I think we'll try and CENTER this, it's FORMAT so, if you press
UNDO first and then UNDO again, now if you go to this value 67. I hope I can remember how to do this now.
Press the MENU, F for FORMAT
[Format Width Attributes Filler_char Data_type]
then you want the ATTRIBUTES so A, yes

let's have a think, maybe F7, try it because you want this to come up, it goes L, R and CHANGE, which one's
CHANGE, F7, try pressing F7, is that

is that change - you just have to know that do you?
we've all been given the information about the. Yes it's just changed to L that would LEFT justify it, that

means it would be printed to the LEFT, you need to do it again, that means CENTER, so if you press
RETURN,
[ Format applies to area: C9] ) )
FORMAT WHICH AREA, we're in C9 so if you just press RETURN
[entry in C9 centred]
Recalc .
it's centred it. Quite clever isn't it. Oh to change values RECALCULATE something we could do that
50 you just go to a box and change it ) _ ‘
s0 press UNDO to get out of the MENU. Right, what shall we give her (types 60 in one of the columns for
marks), right, it won't RECALCULATE automatically, you have to tell it so,
press MENU? ) )
that's right and then, yes and then you can either tell it do a set area or to RECALCULATE everything that's
there you press that one [F4] and it does like right to the end. It's done it see.
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S0 this is showing you how to put things in and store them, what else can you do I suppose ??
it “-‘3115’ depends, you know what I said about the glass manufacturer [classgoom examg{::(; 77 accompany 1o
;hOW it's figures and profits, so it's quite useful for accounting purposes as well.
ave
If we look at one of the others on there, SAVE it
so how do we do that?
press MENU
and exit
no QUIT
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
MODEL_SELECTION_MENU, that means we want to go back to the MENU, so you want that
[Quit Before_saving Without_Saving]
WITHOUT_SAVING?
yes. Right. (decides to make up a new one]
[empty spreadsheet]
so that just gives you the basic table
yes that's right. Try to think of something now. You could, I don't know, days of the week and then some
sweets you buy or something
say if I put Monday, Tuesday Wednesday Thursday down
yes if you want to do that go down the rows first and leave the column headings until later, Go down one first.
(enter text labels A2-A6)
right so we've got 5 days. Along the top you could have names of different sweets or something and then in
the columns the number, how many you buy
Right so if we got to here, so put the column headings in ... (instructs co-experimenter to enter column
headings in B1-E1, and numbers in B2-C6, and E2-E6)
if you wanted the computer to work out the price then how could you do that, you know the price that you
spent on Monday.
well the price is 10 pence say and then you can add up how many packets he's bought times 10p and that will
give you how much he spent
that's in a week though but if you wanted to add up all what he spent on Monday on different things
oh I see then you'd have to have a column in here price times 10 times number of smarties. If you want to just
delete this then, just enter nothing, just put a space and press RETURN. Leave that there I suppose, it will
just ignore it. Right, so if you put here money spent if it will fit in.
(deletes current text label, and enters "money spent” in D1)
[could have inserted a new column]
Formula
Oh just, and then a formula for the next bit to tell it how to work it out. Go down one. Right say you have
the value in B2, times - put bracket first, times, 10 then bracket plus
bracket
actually you can use these.
(types "(b2*10)+(c2*10)", CR )
[bad syntax at entry D2]
I didn’t put the (closing) bracket
just press undo. (the machine beeps)
I think I pressed RETURN rather than SHIFT, try pressing RETURN, oh that's ok
Copy formula
and then to COPY down to make it
so how do we COPY, do you have to go back to the menu?
yes, c, right just press RETURN, move the cursor, that's it, can you remember which one
values, all (finishes copying)
that's done it and like you say you could tell different things now, say how much money he's spent in a week,
there total, sorry, UNDO first, move down again to make it look a bit neater. Yes just put TOTAL. Now
you have the SUM, sum, you want the SUM of D2 to D6
I just write SUM?
yes, then bracket, D2, colon, press F7 1o make it go onto number
and RETURN?
[result printed in D8]
Save
now press the MENU and Q for QUIT/SAVE
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
right you want this again [Model_Selection_Menu] and it asks you whether you want to do it BEFORE or
AFTER SAVING, press RETURN.
[ returns to spreadsheet main menu ]
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Oh, it does it automatically
it saves it

r);e:r'a;t g}llida-'iksm);o“ thilf[)'ﬂlll;"e altered it, like if you went into it again, if I just show you. Press RETURN
wasniit. If we just change one of the values make it si d

then RECALCULATE the values again, g L six packets of polos for example, an
y (does)
it's done it 5o that's been altered you see so press Q and ENTER, you want it AFTER SAVING so you
RETURN again. So it SAVED it, initially it always SAVES it anfi then if you alter it it asks you i s
C 2 Siibi 14
[empty spreadsheet
Right this is the basic spreadsheet design it will give you so many columns A to whatever, 1J, I don't know,
however many you need for your spreadsheet

so what happens if you get to Z and you want more columns?
Enter text
I don't know. I'm not actually sure ... [AA, AB etc.] and we've got all columns down It's just the cursor to the
left or up/down. Right so say for example you put in, start of by heading it to give you some example of
what we're going to put in, say if we call it I don't know - glass. (starts typing) What we actually type in gets
recorded in this box [input line] and what goes onto that white line is what it's going to record in then when we
press the RETURN key

why glass?
it’s the s/s we had to do for a project. [classroom example] So then say as an example we could put different
sheets of measurements for different sheets of glass so we calculate the density, how much they'd be per sheet
and then their cost price and that sort of thing. Press ENTER
[entry printed in A1] F
Enter numbers
and it deposits what I first typed in into there, that box. Right, so then we can carry on down if we start
putting in the length of the glass sheet so if we type in length (instructs co-experimenter to enter text labels in
A2 and B2, and numbers in A3 and B3) Right, if we want to calculate the area of that glass say length times
height then we'd take A3 which is that figure in that column and than we'd take B3, so A3 times B3 right?
(types heading "area”, enters in C2).
Formula
Now to put your formula you type in say A3, these three letters mean it thinks it's TEXT, you want it to be
calculated as a NUMERICAL formula so you toggle between TEXT and NUMERICAL, just shifts it one to
the other. Right, which is F7. (does, CR)
[result printed in C3]
Toggle display
So you want A3 times B3, right it's input into there, it's taken A3, B3 and you get the result, if you want (o see
what formula you've put in, MENU, that is standard, this is just so it will show you what formula you've got
in each box, so you can check the formula, w,

w?
v, yes, W gives you the WINDOW VIEW

that was in the MENU was it?
yes, and then so we want EQUATIONS, so that you can just check our formula [she could see formula displayed
above input line if cursor is positioned on cell in question]
let's get out of here, we get out of the menu by pressing UNDO, I suppose we ought to have the width really.
Well we can do a spreadsheet saying, we could do the cost price limes area by a certain number of panes to find

the cost of that sheet of glass, so do cost _ ‘
(starts typing, realises cursor is in D3, moves cursor to D2, finishes typing) I that all right now?

yes
(CR)
[entry printed in D3]
ah well, you'll just have to type that again, and write over that one [in D3] so say we want the average price, I
don't know say per square metre, so what you want to do is take the number of square metres we've got here
that's C3 is it
yes, so we take C3 times whatever we choose for
OK (types "C3%*2.50") )
right that's gone in as TEXT so toggle it, F7, then just RETURN,
[formula printed in D3]
that's just the formula
Toggle display
yes if you want to check whether it's gone in we know that's two, the area's going to be 2 metres square, just
check that it's right, just do MENU, this is just a reverse way of doing it
what was it - WINDOW?
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;{;: v, just a standard, just RETURN. If you remember MENU, w, v, RETURN and it just goes through the
es.
[toggles to display result]
how do you, can you put the numbers so they're in the centre of the columns? Because it looks a bit
JSfunny on the end there.
Change attributes
good question. I haven't actually done that you thought it was FORMAT, right?
yes
(selects FORMAT)
[Format Width Auributes Filler_char Data_type]
(reads options) WIDTH, ATTRIBUTES, FILLER CHARACTER, DATA TYPE, we'll go for
FILLER_CHARACTER I suppose.
[ Set filler to: ]
Maybe not. We won't try to do that one then (quits menu).
Copy formula
Right, so now you've got those two formulas there, you now want to repeat the calculation for say a list of five
different widths of glass. Right so if we go back and start with the two formula windows, what you can do is
COPY the formula down the column, where that one is A3 times B3, you can have it there so it goes A4 times
B4, A5 times B5, without having to do any more individual calculations, so if you go back into MENU, ok and
press COPY.
[ Copy from area: C3]
So you want to copy from C3, so you put C3 colon C3, that gives us that area
[ Copy to base coordinate: C3]
So press RETURN - oh that's to base coordinate, oh fine. OK we'll go back to, MENU, start again, press the
first character see it picks up 7?7
[ Copy from area: C3]
so we want from area C3 so you put C3, C3, because we want lo start from that,
(enters”"C3:C3" as instructed)
that's fine press RETURN.
[ Copy to base coordinate: ]
Right copy to, so how many do you want to copy - down to row 10?7
ok
right so you're going to press colon and you move the cursor down to where you want your list of all, to go
down to - row 10?7
oh I see
so you get C3 colon C10. You press RETURN.
[ Copy Values All ]
Right you want to copy ALL
[list of "2.00" displayed in C3-C10]
OH it's given you a row of two's Right, we'll go back to the MENU again
[ warning beep | -
we're already in MENU, Right if you go back to formula again and it will obviously do (tries WINDOW,
VIEW, CR, no change tries again, nothing changes). Oh dear. 1 don't know what to do.
(experimenter explains that she has overwritten the formula by copying the result over it)
(enters formula again, toggles display to show formula)
[which has nothing to do with how it is copied]
[ Copy from area: C3]
so from area C3, I think we got the copy from and to bit right
[ Copy to base coordinate: C3]
we want C3 colon, just go down as far as 10
and RETURN
yes
ALL
yes.
[ Copy Relative Absolute Prompted ]
Right RELATIVE, ABSOLUTE or PROMPTED, if you get RELATIVE as it goes down it will change the
row 10 A4 and as it goes down each one it changes the row number, A4 times B4, A5 times BS, so you want
RELATIVE.
[adjusted formula printed in C4-C10]
Oh good one so you want to do the same for cost price (instructs co-experimenter to copy formula in D3)
right so we've got those formula in, so now we could say go away and find me different sheets of glass, if we
were entering in the length and height down there it would calculate it, it will just give you their area and cost
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price. Right I think you ought to enter some different values for length and height (instructs co-experimenter to
]elmcr l:mnbcr in A4-B10) it would calculated the actual area until you recalculate it.
ecaic
So if you take the cursor back to the top now, right so if you look in the MENU, you want to
RECALCULATE the values, so press R, that selects the one with R as a capital,
[Recalculate equations over area: A3]
equations over area so you want A3, then colon (moves cursor so it reads A3:D12, CR
[display moves, but still displays formulae)
Oh! right um
do you have to get the formula - take the formula away
Toggle display
it's worth a try, right. Perhaps we ought to get rid of the MENU No we don't want to get rid of MENU, we
want WINDOW VIEW, F7 will give you just 77?7
(selects WINDOW)
and we want VIEW ...
[results displayed]
it's done it
Recalc
If we changed the values, say we changed 10 to, let's try it, change, change that number say to 3 then so you
want to see, RECALCULATE (repeats recalc on another example). So if you had an area and one figure
instead of going all the way through altering that one figure and then it would alter the rest of the column or
the row for you
but what about the other things, like delete, you could just delete a single cell or something could you?
Delete row
yes, it gives you the option of deleting a row or a column, just d, so which row shall we do [single cell:
BLANK]
[ Delete ROW COLUMN ]
it wants to know row or column first, ok just press RETURN for row
[Delete row(s) starting at: 10]
so it gives you the option there of deleting the ROW you're on
oh you have to move the cursor do you
yes it says you're starting at row 10 so if you just press RETURN -
won't it just delete one row, or deletes all the ones after the one you've deleted
yes, it's starting at so say if we give it a colon ... (CR)
[Delete how many rows/columns: 1]
I said starting at row 10, it says how many rows so we say 1, and it's gone.
[row 10 deleted]
Save
right if we want to say finish the spreadsheet because we've done as much as we want to do, you go to QUIT
and SAVE
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
right MODEL_SELECTION_MENU that's what we want to do that will then bring up the section you saw at
the beginning
why doesn't it save, though?
Should have been SAVE_NEW_MODEL? let's just see if it's been saved right, right F3 gives you a listing,
yes there you g0, our one there, at the end of any session it gives you the option of saving the file so you can
use that or you can SAVE it updated so say if I altered that, went back and altered that file name
yes
I could save it as a new name as opposed to
empty spreadsheet]
'[When you've got the spreadsheet here you can move about just using the cursor keys. So the idea is just to put
data in
but into what?
There is different cells, you can access - you can have a table of data ... So if you start by, we'll have to think of
something you can use, say we use one which we did last week, different sheets of glass, so start with the
thickness so if you type in thickness, just type it in because you're in that cell at the moment
so this line is a cell :
well, if you imagine sort of a table
like columns and rows
Enter text )
so if you type in thickness as the heading for the first one
it's down here [input line]
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right and that tells you what's in the box. Press RETURN and it goes into the box. We want some kind of
:;ggth so if you go along using the arrow keys to the, now move along and do width and then, say, area for
(enters text labels in B2-E2)
Enter numbers
We'll just leave that for the moment. If you can imagine for these values - you can have different values which
the user will input then if you put a formula in for area it will calculate the area by itself. So if you move
qm(;;n to the next row [B3] if you move to thickness and imagine some thickness, say 0.1 or 0.2, anything
y
and you're defining thicknesses in this column? (enters number in B3)
yes and the same for height and width. It could be anything, say 10 or 5 ...
(enters numbers in C3 and D3)
Formula
right for the area it allows you to input a formula, (points to cell) so if you imagine that that's C3
that's like co-ordinates?
yes - so if you type in the area for the co-ordinate, C3 times D3 -
(starts typing) won't it just put C3 into the box?
no - well if you leave it as TEXT - because at the moment it's TEXT but input C3 times that and before you
hit RETURN press
(finishes typing)
if you press the integer key [F7] it will convert it to NUMBERS
(F7)
and RETURN
[result printed in E3]
Copy formula
so at the same time, if you type in loads of formulas or numbers if you get the menu which is that one [F2] it
allows you to COPY the values down the table, so say for formula you've got C3 times D3 there it allows you
to COPY say formula C3 times D3 but allow you to change the values so in this row it will be C4 times D4
and just carry on down like that
I see
so if you select COPY you know how to do it using the cursor keys, but you can just press C,
[ Copy from area: E3]
so if you, let's think
50 it just copies the formula so when you put numbers in it?
it gives the option of whether you want to COPY the formulas absolutely or just the numbers so depending
on how many numbers you want to put in - if you press RETURN now
[ Copy to base coordinate: E3]
then move the cursor down onto
what shall we do, just 57
yes
(moves cursor 1o E7)
then press RETURN
[ Copy Values All ]
if you leave it as VALUES, it will copy a 100, just the value 100 if you move the cursor onto ALL and it will
copy the whole formula
[ Copy Relative Absolute Prompted ]
and you want it RELATIVE so it's relative to the different columns, different rows I mean
what do you mean?
well it will copy it down and change all the 3s to 4s and 5s and so on RETURN

["W?" printed in E7}

oops- what's going on. There's also a help facility so if you press HELP ... (reads HELP entry on COPY)
did you put the right notation in?

I think so, try again, type UNDO to get rid of that window, then press RETURN I think,

[ Copy from area: E3]

right, so, press RETURN,
[ Copy to base coordinate: E3]
now if you move it down to
(moves cursor) that's what we did before, though ...
I don't know why it hasn't worked, press RETURN (makes same selections as before)
(display unchanged] ) _
ah yes, that's it I remember, it's copied the formulas but it hasn't got any numbers in. [Correct] so it's not
actually copying the - so if you
50 we've got to put some data in?
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:ell ylou'll have to put some values, (instructs co-experimenter to enter numbers in B4-D7)
ecale
Right, so now it hasn't calculated any of the formulas so if you get back into the MENU, there's a RECALC
which will RECALCULATE all values in the table, so if ymf pregs r-
[Recalculate equations over area: D7)
s:) yo:: ra_al]y want to recalculate all values so if you start with this, E4, then press RETURN
["m?" printed in E4] (formula was only copied to E7, so there is nothing to recalculate]
then, oops -
(experimenter explains)
right try the copying operation, press c,
[ Copy from area: E4]
we want from area, can you move that up to [E3] the press RETURN
[ Copy to base coordinate: E3 )
if you move move it down to E7
E7?
yes, so if you move the cursor down
but it’s already there isn't it?
yes, it should work - ah, I see press UNDQ we should - press COPY again
[ Copy from area: E7 ]
move it up to E3 then colon E3
(enters "E3:E3" as instructed) [just E3]
then RETURN
[ Copy to base coordinate: E3]
then move it down to E7 - then colon E7, so if you press RETURN
[ Copy Values All ]
ALL

yes
[ Copy Relative Absolute Prompted ]
RELATIVE
yes
[result printed in E7]
arrgh -
(experimenter explains how to define target coordinates)
(does it again, works)
right, so there's also a way that you can actually see the formulas which is - I've forgotten what it is now,
shows you how much I used it [Window, View]
what, you actually get it to print out somewhere what formulas?
yes, you can flick between the formulas and numbers so you actually see on the screen what the formulas are, so
50 you press one of these, let's see if we can guess which one, is it window?
Toggle display
yes WINDOW, so if you press W, VIEW, so V, then EQUATIONS so just press RETURN and it shows you
equations.
If you want to get back it's just exactly the same, view then equations, then so you can go on like that
And you can all different, we've used multiplication, if you want to have a total, say of all the thicknesses use
the, put the formula in say total, in there and then like
so it will add up something in a column
yes, it will add up the whole column
what if you want to add up just those two, or the last two in a column can you add up part of the column?
if you want 1o select things out of columns
yes it should do I think, yes because if you specify the separate elements - say B6 and B7 so if you
shall we have an - add column
yes if you put totals
(enters text label in A8)
Formula
right now if you want the equation is, you've got to type SUM first then brackets then if we start at B3 then
colon and then B7
so what does that do, add B3 and B7
that sums from B3 to B7
oh the whole lot
yes and close the brackets and then change it to formula
F7?
yes, so then RETURN.
[result displayed in B8]
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Copy formula
So we should be able to COPY that along relative 10 the rest so try another COPY (laughs) (instructs co-
experimenter o copy formula)

and You can put any algebraic formula in you want really?
yes, _Lhems also some other functions, there's one called MAX so you put MAX and bracket so it will find the
maximum say you want C and D it will give you the maximum value

in that column
between the two of them, say there it will be height maximum so try that move to column F

(moves cursor to F3)
s0 you put MAX then brackets then say C3 colon D3

so it compares those two (CR)
yes, oops [entered as text] , I'm not sure how 10 edit it, I suppose the quickest thing is just to type it in again

(enters correctly)
Save
so save you select QUIT/SAVE, so you want
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]

is it this one, SAVE_NEW_MODEL?
I think if you just press retum on MODEL_SELECTION

it automatically saves it?
it automatically saves it the first time but the second time - if we go 1o it the second time you get the option of
saving it after you've
C 2 -Subi 16
[empty spreadsheet

so what really do you use a spreadsheet really for then?
They're useful if you've got a lot of equations that have got a lot of variables in, adjusting one thing, or a lot of
other results - the one I've just done is a maths one for plotting the trajectory of a projectile because there's a kot
of figures, there's a lot of variables so you could simply edit the variables and then get it to recalculate, it will
recalculate the whole projectile trajectory in one go rather than sit there going through step by step.

50 it's like presenting data
yes presenting and processing it ... I have seen better ones than this [spreadsheet package] for presenting it it's
one I'd use for myself, but not to show results to someone else it doesn't look brilliant. Basically it's divided
into cells which are these blocks which are referred to by co-ordinates.

so that would be Al
that's Al yes. Down here it tells you which your current cell is. Each of these cells can hold - Well this
particular spreadsheet cells can hold, as far as it's concemned either NUMBER or TEXT, TEXT is just basic text,
a NUMBER can either be a straight number like 21, 16 or an equation and so you could use that to specify if
you wanted something to be the result of another two cells multiplied together you could say that that one was
Al times A16. Have you got any sort of application you want (o do?
Enter text
Basically, you move around with the arrow keys. (demonstrates) When you want to put something in, you just
type it in

just type it in?
yes just type it in. If you did a spreadsheet say, what's a simple example. Say unit costs, unit quantities - total
cost for that unit, it is a universal initial example. You can set up the text for the heading. So the first one has
got 10 be cost (instructs co-experimenter to enter text label in A1-C1)
To jazz up the presentation, it doesn't doa lot, you can do a line of single dashes so if we move down and back
[A2] you can just put a line of minuses in

(types line of ") _ _
the only trouble with that is because you've put a minus in it thinks it's a NUMBER so it would try to evaluate
minus minus minus ...

oh right, so you put a dash in do you
well you could leave it as minuses oOr press the F7 key it's got int [label] on it it but this one is CHANGE and
it will change, down there it tells you it thinks it is a NUMBER, if you press it it now thinks it's TEXT and
won't try and evaluate anything it will just put itin as itis, that oggles between what I tend to do is, instead
of putting in the right amount [of characters] I tend to put it more than enough it will display it over [the width
of the cell] as long as there isn't anything in these two [B2 and C2] so just put a longer line to underline the lot.

well that's well underlined (line is too long)
you can EDIT, rather than retype it if you press MENU, which is F8 these are all the different commands you
can give to the spreadsheet AUTO, BLANK, COPY, - COPY if useful for copying things, obviously, I'l show
you, which ones - HELP is quite useful, I was quite surprised, you know if you are stuck, call up HELP and it
will give you a bit of help on what you are doing or on something you're not going (laughs) but you've also got
EDIT, the same use the arrows or just type the first letter

soiflpute..
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yes, they all start with a different letter, you can now delete that -

(deletes until line is right length, CR)
Enter numbers
now these ones are just going to be figures and these ones are just going 10 be figures, so just type in whatever
you want (instructs co-experimenter to enter numbers in A3-A6)

can you get them in the centre of the column?
Change attributues
yes, in between these square brackets it shows how it is going to treat the number, different ATTRIBUTES, I
don't know I've only found out about this one..this means where it puts it in the column, R means it's RIGHT
aligned so capital L means LEFT aligned, capital C CENTRE, PADDING, change that by pressing the
justification key but the F7 hasn't got a justification key, SHIFT F2, that moves it to the next one which is L,
press and it will cycle through [instead of going through FORMAT, ATTRIBUTES]

press it again?
yes, }hafs got to, press it again and it will cycle back right through the whole

see, yes

you can if you want everything you want to be centred there is a set-up section on the menu press S,
ATTRIBUTES, slight problem it starts with so you have to move along so SET NUMERICAL
ATTRIBUTES, then get the ATTRIBUTES, try DEFAULT ATTRIBUTES ah yes, that's returned it to the
default ... (repeats first part of process) GET ATTRIBUTES, it's going to take attributes from a certain cell,
you can arrange which cell

and then it adopts those
yes

5o I just press RETURN now
yes and you've set the DEFAULT ATTRIBUTE

but it's not changed it,
those ones you'll have to change manually

so I've got to do it three times
I think you can probably do it -

what about FORMAT
you could probably try going through to FORMAT, yes, ATTRIBUTES,

now this gives you 8 or however many there is

what
eight ATTRIBUTES - each question mark stands for an attribute and these tell you the alternatives so there
you've got LEFT CENTRE RIGHT, LEFT PADDED, so you can move the cursor to which one you want,
which is in fact that one [first "?"]

CENTRE?
so press CHANGE which is F7 til it goes to a C, that's all you want so press RETURN
[ Format applies to area: A6)
then you can specify the area you want it to apply to, you specify the area by giving two co-ordinates, the top
left and bottom right. I think you can sometimes do it by pressing ALL, but you better do it from bere to here

top left and bottom right?
yes. You can sometimes do it different ways but it doesn't always work in some of the COPY functions. In
this case we could probably specify the bottom so you could say, from A6 to A3, to specify the range you put
a colon between them and then you can either just type it which is sometimes quicker or move the pointer to
where you want it to go to -

(enters "A6:A3")
[Improper coordinate. Bad syntax or out of range]
ah, improper - it has got to be A3 to A6. If you've got a problem it will come up bere [window top of screen]
if it's a problem which you've made in the program it will be one like this, if it's a system problem it's a
deeper window with junk numbers on, well they mean something to someone, to cancel it you press DO or
UNDO. UNDO is F2

is that what I want to press then?
and then you can

(corrects co-ordinates to A3:A6)
DOW you can put the quantities in (instruct co-experimenter to enter numbers in B3-B6)
Formula
right now this column [C] is going to be dependent on these two {A and B] and to put an equation in specify,
you type in ordinary maths equations but instead of numbers put the cell

.. multiply those two together?
you move the pointer to the cell you want it to occupy [C3] and then type what you want so in this case it will
be B3 times A3

(enters formula)
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the only trouble with that is because it starts with an A it thinks it's TEXT now, before it thought it was a
ge%BER when we did underline, now it thinks that is TEXT so you've got to change that to a number using
5o press RETURN?
[result printed in C3]
Copy formula
Now that equation can be copied down but you can't just COPY it straight down because otherwise you'd just
get 20, 20, 20, 20 so if you use the COPY command
[ Copy from area: C3 ]
you want to copy from C3 which is correct
so I press RETURN
[ Copy to base coordinate: C3]
to, from C4 to C6, that would be the next 3 - so if you move down, move down to say C4 which is where
you want to copy to and colon to specify the range and then end of range
then press RETURN?
[ Copy Values All ]
now you can either copy the VALUES which will just copy 20 or copy ALL of it which includes the
equations, justa
[ Copy Relative Absolute Prompied ]
now these you can either copy RELATIVE, ABSOLUTE or PROMPTED. ABSOLUTE means it will copy the
actual ones you've put in, like it'll copy A3 time B3
so you don't want that
RELATIVE will change the rows so A3 will be become B3, A4, B4 and so on. Prompted is if you want to do
amixture like on the one I've just done, some have got gravity as a constant
so it asks you?
yes it asks you do you want this one to be RELATIVE -
[results printed in C4-C6)
oh I see
yes but in this case you want them all RELATIVE, press RETURN
oh, it's done it
Formula
and then you've got, we could probably do with a header but if you want to put the total cost, you've got to
add up all these. Now you could put say B6 plus B5 or C6, plus C5 ... but there is a command it accepis,
SUM, which takes a range, if you put say the total, say you go down one more we'll put a line there to, later
I'll show you how to tidy it up, type SUM, there's a bracket in the brackets you can specify it as a range so
you can say C3 to C6
(types "SUM(C3:C6)") then it adds up all 4 numbers? (CR)
[formula printed in C8]
yes, it has taken it as TEXT so you have to edit that (selects edit from menu and changes it to numerical)
[result printed in C8)
there are a lot of these functions that are useful - sine, cos
50 it’s just like a calculator really
yes, the functions you'd have on a basic scientific calculator. What else is useful about it. The COPY routine
is probably the most complicated and the most powerful, you can copy say formula, down there you can copy a
whole line.
Insert column
INSERT it lets you insert rows, or -
so you could insert a column
that would let you insert a ROW or COLUMN if you want to do that, just move to I -
[ Insert Row Column ]
INSERT a COLUMN, so C
(Insert Column(s) starting at: C]
starting at A if you want it to go at the front,
[How many rows/columns: 1]
insert 1, if you want to just change it
[new column inserted before A]
and now it has moved it over, the equations and everything
LOCATE I don't know what it does, NAME I don't know what it does, ORDER, PRINT will print it out but
we haven't got a printer or you're not connected to a printer.
Save
QUIT/SAVE very important that, it allows you (o save what you've done onto your disk
ok so QUIT, so
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
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so SAVE_NEW_MODEL?
this will also decide where you go back to in the spreadsheet if you say MODEL _SELECTION_MENU it will
save it _thcn let you go back to the start of the spreadsheet

So it saves it automatically
yes, if it doesn't chew the disk
RECALC is important, if you change all these figures and then RECALC these figures you, if you just go to
change that figure and that figure are wrong

(changes one number) so it doesn't do it automatically
Recalc
no it doesn't it just do it on its own - you can select R which is RECALC, that will ask you for the area that
you want to RECALC over and if you've only got a few you can specify the area but what I usually do is press
F4 which is CALC and it just does the lot

[empty spreadsheet]
Enter text, enter numbers
You see there are some columns and rows each space we call cell to contain some element you can use the
ARROW KEYS just to move it along and then I'll show you some test, very simple (moves cursor to B3, types
"glass", CR) then it appears here and we can have some number (enters number in C3 and C4) also, we can
apply some formula
Formula

what do the number mean?
well, this column can be the cost, and the next column can be the price you can put a title on the column later
and we can apply some formula for example we can have - I think we need some more data (enters numbers in
C5 and C6) SUM, C3 1o C6 (types formula in)

so what are you doing now?
you can for example - if you want to know the total for this column -

so you're adding them up
I want to just apply the formula to the spreadsheet

50 that's something the computer recognises
yes SUM, that now sums up from C3 to C6

50 it's a the range, so you put a colon in to include all the numbers in that range
actually the computer will just recognise this as TEXT because sometimes it will have so we will transfer it to
a formula by pressing key 7 and see NUMBER there, so this means formula not TEXT OK, then you see (CR)
[result printed in C7]

it has added it all up
Recalc
it is possible that you want to change this data, for example (changes number in C6) so you need to
RECALCULATE

it hasn't gone in has it, it hasn't changed it, oh yes
now we need to RECALCULATE so we just put MENU and then for example we can do this and if you press
this special key for all the data, if you want to do just a certain area you type in the range

5o this button does everything but if you've got more than one thing to do you can specify one of those

things at a time by using
Toggle display
and if you want to get rid of this MENU every time you want to leave some menu you press UNDO, also this
menu has several facilities for example, WINDOW (selects) (selects with this means we can translate this to
equation, for example sometimes you want (o

oh I get it you can get it to print up there - the equations? how do you do that again, show me again
alright, MENU and then you choose the WINDOW, then VIEW, this time I think we go back to the numbers

I see it swaps it back to equations
Insert row
that is the basic idea and also sometimes we can, we forget to put the title here, so we want to INSERT a title
bere, you want to INSERT a COLUMN, you want to shift this down a little bit, so MENU
[ Insert Row Column ]
you can INSERT a COLUMN or ROW
50 you want 10 put a space in, you want 10 insert a row, I can either press RETURN -
[Insert row(s) starting at: 2]
yes, starting at, you want to INSERT it here
[How many rows/columns: 1]
how many - [ want two -
[ two new rows inserted ] now for example how many
it moves all these down, yes? so that helps you present it
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asnd data you can see there automatically adjusted
ave
If you want to QUIT (selects)
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
before you leave usually we have some choice, for example to SAVE that (o a file, or SAVE to a new file or if
you want to SAVE into another, but usually we just, 10 SAVE it to the file (selects
MODEL_SELECTION_MENU)
50 it just saves it automatically?
Yes (returns to spreadsheet)
Ok so you can try yourself (_..)
and if you wanted to put a title on top of the column, so if that was price (enter text label) and total there,
umm can you CENTRE these, put these numbers in the CENTRE of the column?
actually I don't know but I think you can - just put the spaces in
what does all the other commands do?
Copy formula
well actually I just know a few of them, for example, COPY you can just copy this to the other part ...
do you want to show me that?
[ Copy from area: C5 ]
for example move this data from C5 to C9
[ Copy to base coordinate: C9]
no, move it here, move E5 move the cursor to the cell containing the location
[ Copy Values All ]
right VALUES means data, ALL means the equation also,
so ALL
[ Copy Relative Absolute Prompted ]
RELATIVE means there are - for example this equation for C5 to C9 but if I move to E, ES 10 E9, the
equation will be linked to the location
[data copied to E5-E9]
and keep the same equation, yes OK
I think I shall show you the equation (toggles WINDOW, VIEW, EQUATION) see it is not copied as C5 but as
ES5 to E9 every time you move the cursor there is nothing here
< § H 1
(selects existing spreadsheet)
This is the spreadsheet here, if you press the right button
what's the spreadsheet, s it just a table that's got numbers in?
Right it's put in tabloid form, you put the numbers in here where you want the numbers and then a formula,
you put a formula in using these numbers that you put in and it will calculate that formula and give the correct
answer. You can SUM numbers, you can SUM those by putting a simple formula in, you don't have to work
them out by hand, you just sum them all, you can multiply certain numbers, divide, working out percentages
of numbers
so you can do anything capable of calculation
you can do lots of calculations very simply
how do I alter ...
right, just move around the spreadsheet first to familiarise yourself with it, your columns ABCDEF, they go
across, if you press the right hand button, the ARROW KEY pointing to the right, then go across to the right
(does) so that's the column and those are the rows
yes, column A, column B, ... press it quite a few times and it just goes across ... keep on pressing ... see it
moves across, SO you can see what's to the right it just carries on ... go back with the left, left ARROW KEY
and you're back where you started from. It does in fact go quite a distance ... you can put in a massive
spreadsheet, it goes well past AA you can move down the rows ... (shows co-experimenter how to move around
the spreadsheet) each particular box is uniquely defined, see this one says cusrent pointer AS column A row 5 so
you can find yourself, it changes, at any time you can look at that and it tells you ... an infinite number of
rows, you can do down as far as you want, until you run out of disk space
so what do I do now?
Enter text
if you want to input text into a certain row
is that like a column heading then or does it treal that as a number
that there, if you look at this particular box here, B5 [current cursor position] it will tell you what's in BS just
down here [above input line] so it's NUMBER and then it gives what is in the box [the entry]
and what does the R mean
that just means RIGHT justified, you don't really need to know that it just means that the whole thing is
moved over to the right hand side of the box, not the left hand side, if you bad an L there it would mean that
the whole contents of the box were over on the LEFT hand side
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50 if there were an L there the 2 would be over here underneath
height yes, you can also CENTRE it into the middle of the box, let’s stay with RIGHT justified for the moment
because it’s easicst when it is automatically done (tells subject to move about and see how entries are displayed
above input line)
This one is a formula, it's worked out by multiplying those two numbers together, we'll come to that in a
moment, you don't need to worry about that
Right if we want to input TEXT, as opposed to NUMBERS we just type in from the keyboard normally we
could set up another heading if you want - wholesale price, or something like that or just, anything, wholesale
price, wholesale, just type something in

(starts typing)
as you type you can see it comes up on this line here [input line] so you can see what you're typing. I think
wholesale will do because wholesale price won't fit into that box, so just put wholesale, if you make a mistake,
you can just delete the couple of characters

how do you do that
that key there [DELETE] if you press that once the r goes

so I have to put in only as much as will fit in one column
you can type in as much as you want but it won't come up on the screen [it will unless cell to the right
contains entry]
if it doesn't fit in, you can change box WIDTHS but that's quite advanced so we'll just deal with what is going to
fit in the box. As you typed that it came up here with TEXT then LEFT justified if you press F7 - just once

(does)
it comes up with NUMBER so you've got two different types of TEXT, press F7 again, so you can have
TEXT or a NUMBER in a box

so F7 swaps between TEXT and NUMBERS ...
We want to input TEXT here so we then ... put it into that box on the spreadsheet, press RETURN

(does)
and wholesale is therefore promptly moved into the spreadsheet

50 now you've made a column heading so we could put another one by the side
we could put one wherever we want just by moving the arrow keys so

(enters text labels "retail” and “profit”) and we've got to make a table ...
Enter numbers
Right, numbers - you've learnt how to put in TEXT, now you can put in some NUMBERS (instructs co-
experimenter to enter numbers)
Formula
OK so we've got 2 scts of figures there and then you need to work out the profit or the loss right if you work
out the formula for yourself what is the formula going to be?

well you have to take the difference between the two?
right there isn't an actual thing for difference between them there's just SUM, no you can't use SUM oh dear, I'm
lost ...

you have to take this one from this one don't you?
50 you need to do the retail price minus wholesale price, right if you move up to there the first retail price, with
the arrow keys

(does) | ‘
right you see the box number is B15 right so we need B15 minus the wholesale price, what's the box number for
wholesale price, move along

Cls
s0 we're going to have a formula B15 minus C15 so you want to put that into the box, so move along to the

box you want to put it into, so you can just input into that box there so if you just type

(starts typing) ' '
it comes up with TEXT at the moment but we'll change that to a NUMBER in a second using the F7 key.
Just type B15 minus ...

(finishes typing) RETURN? ) o ' -
not at the moment, you see it says TEXT here because you put in B first which is a piece of TEXT so it
automatically assigns it to TEXT, we want it to be a NUMBER so we use F7, change it 1o a NUMBER ...

(does) .
press RETURN now, it automatically does the calculation ...

{result printed in D15]
and puts the answer up there .

50 to do this figure here [D16] we do the same the same agamn
there is another way to do it and I'll describe how, actually we'll do this first, do you want to run through that

(repeats process for B16 minus CI16)
any questions so far, anything you want to recap on? _

yes, everything we've done so far is quicker if you use a piece of paper
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yes because we've been doing very simple calculations, the more advanced you get or the more calculations you
do, let's say you're doing a 100 down here but all you need to do is write in one formula here and then ask the
computer to do the calculation for all 100

50 1 just put in one formula
yes instead of that you could have put in one formula and then told it to do exactly the same for all of them ...
so if we try to put that formula there [16] for this line here, just rub that out, just blank it out, press the
SPACE BAR

space? (deletes result in DI6)
Copy formula
yes and then RETURN and that wipes out that space, if we try it now that formula on that line, move up one
it will tell you what that formula is here, B15-C15 right, press F8 which is MENU and it comes up with loads
of operations you can do on this, what we want is COPY, there are 2 ways to get copy, use your ARROW
KEYS or you can press the first letter you see, because it's in alphabetical order, so you can just press ¢
[ Copy from area: D15]
what we want to do is just input the bounds for the COPY operation FROM WHAT AREA to what area, so
the area we want is just D15 on its own, isn't it so what we want to do, because it automatically put D15 in
so you want that there, colon, you need to press SHIFT, hold it down, Ok let go and it automatically comes up
the same, see if we just want that one box
[D15:D15]

what I'm doing now is copying here to here as though I've got 100 of them
but we only want to do it for that one

can we do it now (for 100)
you can't do it now because we haven't given it the numbers here. You can do it

but
if we do it 5 times it won't actually work because we haven't got any numbers in

what happens if I haven't put the numbers in, but I'm going to put them in
we'll do that then, we'll put the calculation in five times and I'll show you what happens
The formula is in D15 isn't it, so that is what we're copying, so it's given the area from, so press RETURN
then
[ Copy to base coordinate: D15 ]
and we want to copy it from that location down 5, we've got the first coordinate, D15 so then you want colon
again and then we want to go down 5 lines, you can either do that by inputting the formula by saying D20
instead of D15 or you can use your arrow keys and move to the bottom location, as you do it you'll see this
changes here press RETURN again
[ Copy Values All ]
it then asks if you want all VALUES, just VALUES, or everything. You want everything, so press a then
press RETURN
[ Copy Relative Absolute Prompted ]
right it then asks whether you want RELATIVE, ABSOLUTE, PROMPTED or MATH, we want RELATIVE,
if you move down one the formula changes from 15 to 16 and then to 17 and 18, so if we're doing ABSOLUTE
it will just copy the answer down there but we want the formula to change as we can down
[ result printed in D16, "0.00" in D17-D20 ]
it has worked right, so it is giving you the answer, it has worked out that one, we haven't supplied any details
here so it just gives nought anyway

but we need to know total profit
Formula
total profit, right, so what you want o do is work out SUM over this number, this number, this number ...
[D15-D20] it could be just that plus that plus that and so on but there is an easy way you can range, you can
type as your formula SUM in capital letters then round brackets and inside range like you did before, you give
the first co-ordinate colon the second co-ordinate

D15 o D20
put an input formula in there [D21]

(types "sum”) space?
just type sum, you don't need a space, round brackets

(finishes typing)
to finish it, now look at the left hand side, as you've put in a formula it tells you that it's TEXT

so F7 (does)
you're now entering a formula

(CR) and it gives you the SUM over that range you've just given
Save
right, you've finished, let's say you've finished, you want to save it back to a disk, clear away then come back
and use the same one, ok to SAVE it you go into the MENU

F8?
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yes F8 then look on this you see QUIT/SAVE, you can either use the arrow keys or press the first letter, Q,

[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
right it says MODEL_SELECTION_MENU which is just - if this is the first time you've saved it it will save
it automatically, if it's not it will ask you whether you want to save or not save and come straight out and
there are other options, SAVE_BACKUP in case you lose it or SAVE_NEW_MODEL under a new name. It
automatically comes up with MODEL_SELECTION_MENU so use

it just saves it?
just SAVES it, it then asks you do you want to QUIT SAVING it or QUIT WITHOUT SAVING. Right you
can QUIT, if you quit the s/s you can quit

oh I see it hasn't saved it
it hasn't saved it yet. It wants to know whether 10 save it or quit anyway leaving the old one there

if I press RETURN now it will save the new one, QUIT WITH SAVING
that's the way we want to do it, so press RETURN again
C i -Subject 19
[empty spreadsheet
Right now that's the spreadsheet so we've got to think of something to put on it.  You could do something like
the one we did, measuring things out like big glass. [classroom example] You could do carpet, like size of
different sorts of carpet. You could put a title at the top, so if you want to put a title move across o where
you want the title

50 this purple thing
Enter text
that's where you put your input in there so to do that you'd sort of type it in there

what title shall I say
Carpet Manufacturer’s Spreadsheet, something like that

(moves cursor to B2) OK is that right?
it will appear down here first [input line] you can delete it as well if you make a mistake

so that's like the line I just type in there and when I finish sort
when you finish sort of editing you put it in there. , That's small type [lowercase]

I don’t mind (continues typing)
it accepts 12 [characters] at a time. See if you put a big one in it sort of puts it on the screen but when you go
off it doesn't exactly exist, I don't understand it. It's, when there's a big thing there it doesn't actually exist, it's a
bit weird. Put that for now see what that does.

(CR) it has come up
Enter numbers as text
yes that's fine. We could sort of put like some underlining.

(types in line of "-") RETURN ?

(has already pressed CR)
[Syntax error at B3]
N0 NO you see you get an error because it treats that like a minus sign - like a NUMBER, so if you press
UNDQO - if you get a mistake press UNDO, press it again, right what you do is, if you want to make that into
TEXT, press F7 it sort of toggles it between TEXT and NUMBER ...

(toggles 1o NUM, CR)
[line of "-" printed in B3]

OK so this, do I put like a 1able there with the figures for my account
Enter numbers
well initially you'd have to make some sort of figures up like lengths for the carpets and width and you make
those up initially and then things like area and cost and that you sort of derive from that so we can do that

eventually ... a bit further down
1 could put down if I make this January, this February and then we can have like different sales underneath,

you know if I sell 3 carpets in January -
(instructs co-experimenter o enter text labels in B5-DS, and A6 and A7 and numbers in B6-D6)

Formula
let work out VAT so you don't want to work it out you want the spreadsheet to do it for you. So you're using
that one there, column B row 6 so you're going to use that now to work it out, B6, so it would be, to be 15
percent, like .15 times that number, so what you put is .15 then times is that star thing,

(types ".15*") B6? ) _
yes - but you're putting that in as TEXT so it will ignore this as a piece of irrelevant text, so you want that as
aNUMBER

(F7)
yes it will print it up as a NUMBER up there so press RETURN

so it's worked out that because I've done that there
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Copy formula
it's worked out that for you =0 it is stored in memory that that equation is in there. You could do that for each
of these but what you could do instead ... what you could do is use 2 COPY facility on it so you press the
MENU button and then you use the ARROW KEYS to select COPY. Right and you press that.
Just press RETURN? (does)
[ Copy from area: B7]
So what you need do, is that equation is stored in there what you want to do is COPY that equation to these
two, ... so you press the RETURN key there
[ Copy to base coordinate: B7)
yes, then you want to copy it to those to, so it says COPY TO - so you want to move the purple cursor thing
on to the first one you want to copy it to [C7]
(moves cursor) and we want it here [D7] as well
yes you want it there as well so what you do is put colon, shift and that
50 it knows to copy from to here
S0 it(scta;ed there and then colon and finishing there so move your little thing across to there and press, D7.
[ Copy Values All ]
What it's doing there is it says VALUES or ALL. VALUES will just copy 60 to there but you don't want that
you want the equation so ALL
[ Copy Relative Absolute Prompted ]
right. You want RELATIVE because you want it relalive to what column so
I see you don't want 1o do it to that one all the time
0o you want it RELATIVE so you just press the RETURN key for that. It has done all them
Formula
OK How do we get a summary of everything, all the figures, do I have 1o read that that and that ... total
sales and total VAT
S0 you want to have that column here
surely if | make a formula it doesn't matter where I put
no you could have that down here somewhere
so what do 1 do?
get rid of the menu ... so you'd have to add up those 3 columns [C-D] wouldn't you
yes or these ones as well, that I haven't put in yet
50 you move that over there
(enters text label) where I'm going 1o put my result
yes, and you, like we did an equation for that one there and you'd have to do an equation for this one as well ...
yeah I don't know how you do that ... I think you can let's get the menu up (does, reads menu) for those you
could put B6 plus C6 plus D6 but it's monotonous - but I've forgotten how to do
well like copy, you can copy from (o ... can't you add up from to, not capy
yes I expect you can I haven't really used that yet ...
I can make that bigger can’t I - I mean I want 1o give to somebody just a little list, a summary of
everything, so the total sales over the year, so I add this and this which is January, February, March, add it
all up and just get one figure ...
(Experimenter intervenes and suggests they put it in column E)
you could use a blank command, so if you want to get rid of something like that you just use UNDO, right, so
if we're going to do that the easiest way of doing is just pressing SPACE BAR and RETURN
(does, moves cursor 1o ES and enters text label, moves 10 E6)
right you want to get a total for that, there should be a way of doing that, but I'm not too sure how to do it I've
come across it yet
what about in the other direction adding your sales but as a company you're only interested in the sales so
we can leave out vat and just add these up.
s0 that's just B6 plus C6 plus D6 ... [doesn't know SUM]
(moves cursor) and now I put B6 just plus? (types "B6+C6+D6")
yes. What you want to do is change that to a NUMBER because it is not TEXT, the INT key [F7] and you
press RETURN to print in there
[formula printed in E6]
it’s put it up. Ok so I want like this here and down here a cumulative total for the year
Right so if you wanted to total VAT for the year you'd use exactly the same equation so you could use that
COPY command, but it's just as quick to type it in just move down to there ... B7 plus C7 plus D7
surely there's an easier way because if I put it all in I have to do twelve of those
yes, there is I'm not too sure how to do it [SUM]
Save
Right we'll save ... so you press the MENU key then select QUIT/SAVE there,
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
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they don't g0 down they sort of go across, right now press the RETURN key. Right so you've already selected
a name carlleg‘ on so you don't need to so we want SAVE_BACKUP because we want to save the file you've
already got. if you choose SAVE_NEW_MODEL it'll ask you for a new name

(moves to SAVE_BACKUP)
then just press RETURN.
[returns to spreadsheet] Right so that should have saved it

that saved it?
you could test that by like quitting this and loading it back in again

- -
-

Right now the s/s, I'm not sure of the maximum size but imagine you've got a huge paper there and you can
g0 anywhere along there and you can pick any co-ordinate by, you've got numbers alongside

is it divided into squares
yes - and so you start off with say 1A and then your rows can go on along and you use this arrow to go along
as you get to the end the screen sort of moves across so you're on J now say so you can actually pick your co-
ordinates and you can also go down

these numbers are changing what's that
i;hink that's your actual position so that's M15 so that's where you are so if I move down (does) that's M16

nter text

If you go along you're at row 16 and you go [column] R then S so you see you're told. Now if I go back here
and that's back to Al. Now if I want to put something in the spreadsheet. Let's say we give it a title first, right,
s0 we can go anywhere on the spreadsheet. So we'll give it a title just about there (moves cursor t0 C4) Todo a
nice layout (instructs co-experimenter to enter a text label)

(starts typing) Is that right?
Yes - effectively what you type here is what you want to put in there so if I type something there and press
RETURN it has put it in there, so if I move away it's there, if I go back and want to erase that, I hit space.
That TXT [above input line] is for TEXT so what you've done is you've actually put some TEXT in there,
letters your numbers are also characters if you just want them as numbers but say if you've got a set of numbers
and you want another column and that has a relationship with this set of numbers say twice that

I see so like this column is times 1 and that column is times 2
If you like yes, if you've got a set of numbers there and you want this column two times this, instead of
having to input each number separately working them out and typing them in you can make, create a formula
and that will save you having to do all the working out, it will do it for you, you'll just have to type out the
formula I'll show you how to do that in a moment so say if we call it FRED, underline it

(enters text label in C4)
and say if we want to underline it

(underlines using a row of "M"s)
Enter numbers as text
you can do that, but I wouldn't recommend M because 1 mean something like say minus (types a row of
minuses, CR)
[Bad syntax at entry C5]
what's happened here is when I said minus it assumes that I'm using not TEXT but I'm going to put a formula
in that it's a NUMBER - I want to erase it so what I can do is, press DO or UNDO to continue, well there's
your UNDO so if you press that yes I think whenever you have an error you usually - well what you did last it
will undo it it assumes you've not done it

if I make a nustake and I realise it I can say escape and then it will take me back
yes to the step before that I'm not sure what that does

it still says, umm, so I press UNDO again
press UNDOQ again yes as if you've just put that. You don't want it in, like I said before you can put it in
TEXT form and it just puts it or as that there as a formula. At the moment you don't need a NUMBER 5o to
change that into TEXT you press F7. You can keep changing from TEXT by pressing that (demonstrates) so if
you'd like to press RETURN
Enter numbers
Right, now say if you do a s/s undemeath that, say if we have a type, price, qty. and then product price, so if
you if you type price there (instructs co-experimenter to enter text labels in B9-D9, underline B10-D10, and
numbess in B11-C15)
Formula
Right now if you go along there and up one [D11] for the first one you want that [B11] times that [C11] to be in
there [D11] so what you've got, you pick the co-ordinate B11 and C11, so what you do is B11 times C11

Jjust type it? (types "B11*C11")
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Well if you press RETURN, here ['ll show you, it will just print that because it thinks it's TEXT so it
assumes you've just put some characters right what you want is it under the NUMBER that will put it as a
formula so if I do B11 times C11 and change this and that will give you the product
[result printed in D11]
Copy formula
you can do that for each one but there’s a COPY facility, you can actually pick a MENU at any time you want
when you're in this sort of state, press F8 for MENU and what you want to do is COPY

I've got a formula here
and you want to COPY that formula all the way down there. So if you press the ARROW KEYS and
RETURN
[ Copy from area: D11]

it says COPY FROM -
well you want to COPY FROM below there don't you. No sorry that's what you want to COPY press
RETURN now

copy this, that is the square isn't it (CR)
[ Copy to base coordinate: D11]
nowg?;':e got to specify the area that you want to copy it to, so you want to copy it there (o there
that's right, D12 to D16 so if you go down one with the arrow, that's it you've got D12 there, colon, shift D16
and you go to the co-ordinate, that's it then press RETURN
[ Copy Values All ]
I know you want ALL I'm not sure why, what VALUES means so press RETURN there
[ Copy Relative Absolute Prompted ]
I'm not sure what this means I'd use RELATIVE but press RETURN again.
[results printed in D12-D16]

back on the MENU now, it's got all, 5 eights are 40 yes it's got it right
Delete row
What other things - if you go to edit what that means is that you can go back to, press RETURN, press
RETURN again, you're now back into the spreadsheet so edit you can go back to the spreadsheet carry on
putting characters in, so if you press the MENU again there's - DELETE you can erase - if you want to erase
any character or number or whatever [only whole rows or columns] so if you try that, left arrow, RETURN.
[ Delete ROW COLUMN ]
you can rub columns out or rows

so I can blank out lots of boxes at once?
Yes - you can erase that column there, not just that that whole column, you can erase just that if you want or a
row, SO

well shall we just erase that bottom line here?
s0 we want to erase a ROW don't we? so press RETURN, if you want it on ROW, just press return
[Delete row(s) starting at: 11]

it says delete rows starting ai ...
you don't want it to start there so if you go down [to row 16] it will actually change it, press RETURN,
[How many rows/columns: 1]
it says how many rows or columns so if you had say another 3 rows there and you want to erase all three, then
you type 3 in this case you only want to erase one row so it's on 1 anyway just press RETURN.
[row 16 deleted]

it's gone, 50 it works ...
Save
That's about all I know of there, oh and to SAVE your file, now to save your file what, your spreadsheet
you've created is just on the screen at the moment and to get it onto disk so you can use it later you go back to
MENU, F8 and you've got QUIT/SAVE there so go to there using the arrows, I think it [cursor] only goes left
or right] [but could type "q" to select] press RETURN there
[ Quit and Save: Model_Selection_Menu Options Context Save_Backup Save_New_Model ]
if you wanted to SAVE_NEW_MODEL it means you'd save it and you'd have to type in a name so you
actually want to, go to SAVE_BACKUP

SAVE_BACKUP, so do I just press return
that's right.
-that's just saying ...
That's that done, if you just want to you can leave now [MODEL_SELECTION_Menu would bave saved
automatically just take the disk out and switch off
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Database Study
Subject 1

1. FILE
Like a book, it's individual, it's not related to anything around it, so I can individualise that one file.

What about the structure of a file in the DB?
Pieces of information ... I suppose the advantage over a book is that you can update it and set the order, you can
pre-set how you want it to be set out ...
2. Field
Column ..,
3. Record
Row ...
4. Entry
No.
5. Difference Field/Record
You get some are numbers, some are names, they [records] are different as opposed to all the same ...
6-10. Data Types
Other sorts of information? Numeric numbers, and then I can't remember ... text

We distinguish between different types of numbers - the one you pointed to are decimals.
It's just information (no manipulation) ... dates ... information that relates between different rows and columns?
11-14. Query Language
FROM, LIST ... no, second one umm, ...

How about SELECT
Oh yes, SELECT, WHERE, ... and ORDER
18. Task 1
(types FROM CUST SELECT NAME,ADDRESS,ZIP,CITY,STATE)

What does FROM address?
FROM that file

And SELECT?
The NAME - the field that I'm interested in.
19. Task 2
(types FROM CUST SELECT NAME,CONTACT,PHONE) and then we want WHERE ... OVERDUE equals
FALSE?

FALSE?
Oh sorry, yes TRUE  (adds WHERE OVERDUE=TRUE)

So what does WHERE do?
That then specifies which parts of the fields it wants it restricted to ... sections of records ...
20. Task 3
(types FROM CUST SELECT NAME,) Are we going to send them an invitation?

No, we just want the list - we want to know how much they buy.
So that's PURCHASES (adds PURCHASES) I can' remember [ want it in an order, do I, WHERE ... I can't
remember the fourth line ...

ORDER
oh yes, ORDER (add ORDER ) Equals descending?

If we wouldn't specify anything, it would order them by company name -
Yes I want it sorted by PURCHASES

(explains ascending/descending)
(adds -PURCHASES)
DIFFERENCE DATABASE/SPREADSHEET
A spreadsheet I'd use for, well I'm not going to update it, when it's fixed, like exam results or it would be
perhaps one would use once a year for each year, sort of thing, but this would be a constantly updated on-going
sitnation and where I would want to achieve, like this, parts of records ... like mathematical
Subject 3
1. File
It's a collection of information put under a certain heading and about specific things, which is probably shown in
the beading. You can have as many files as you want depending on how many specific things you want to
show. It just holds information which you can collect things in, at random.

What sort of things have you had in your files?
You had names of companies, names of contacts, and addresses and phone numbers and the amount of money
they've paid, invoice numbers

What about the structure?
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3. Record
Every line is a file, mm every ling is an individual piece of information but I can't remember how it £0es Now ...
Can you remember what it's called?
No.
What about the columns?
2. Field
4. Entry
(Doesn't know term)
I don't remember that
5. Difference Field/Record
(looking at example file) The record holds different information about one thing, about one company whereas a
field is one aspect of all the companies.
6-10. Data Types
How do you mean?
If you compare the NAME field with the DATE field and the PURCHASES field, you've got different sorts
of information ...
Some are text, some are date and some are numerical ...
Is there any different between the numerical data you've got in PURCHASES compared to ZIP or and
invoice number?
Some of them I think, the zip codes, well those are decimal numbers because those ones can't be used
numerically for adding and subtracting them they have to be put in as text so you have to write them in
quotation marks
So you would say the zip code is text rather than a number? What about the date?
Does that come under a separate type date?
11-14. Query Language
Well it consists of just normal words ...
What are the words?
FROM, then you put the file name, SELECT, when you want certain things, and then you can make conditions
as well, using WHERE so and so is equal to or greater than -
When you use select, what are you actually selecting?
You're addressing one of the fields
Any other one apart from FROM, SELECT and WHERE?
I can't remember the one ...
Order?
Oh yes.
18. Task 1
(types FROM CUST SELECT NAME, ADDRESS, CITY, STATE, ZIP)
19. Task 2
(types FROM CUST SELECT NAME,CONTACT,OVERDUE,PHONE, WHERE OVERDUE=TRUE)
[FIELD WHERE NOT FOUND]
It says where is not found.
It says field where not found ...
WHERE is a command. ['ve gota comma after PHONE (corrects it)
[done]
20. Task 3 '
(types FROM CUST SELECT NAME,PURCHAS
You have forgotten 1o order them.
It's ORDER, is it? How do I tell it to order them in numerical order rather than ...
By what do you want to order it?
PURCHASES (adds ORDER PURCHASES)
[listed in ascending order]
Explains ascending/descending
j 4
1. File
A piece of memory in the computer in which you can store information. You can load files into the computer so
you can store information in a file and then transfer that file into the computer screen by, through the disk drive
In the particular information we've got here in the database, what have we actually got in the file?
Information about a certain ... the files are, information about a a certain ... data about certain characteristics?
3. Record
A line?
It's called a record. Could you describe what a record is?
A record is a - well you've got the subject of a record, you've got data about whatever subject it is which
describes and tells you something about the subject
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2. Field
Information field?
It's called a record
5. Difference Field/Record
Will a field always be numerical? A field contains a field of all the same type of information, so just price would
change, just the value would change, not the actual attribute that it's describing, would change whereas the record
will include many of the different fields.
6-10. Data Types
Types? You mean like purchases?
What different data have you got here?
Well, it's just a name ...
Or a string of letters ...
Oh yes string ...
What about the others?
Numerical ... not just any numbers, dates ...
What about "PURCHASES"?
Just numerical, just numerical value for each name, each company ... OVERDUE - whether it's in debt or not,
whether the payments it owes no as long as it ...
How many possible values can it have?
Yes, oh sort of binary.
11-14. Query Language
If wanted to retrieve something FROM this file, what sort of commands could you use?
You can retrieve the companies that are overdue ... so you SELECT that from the menu
18. Task 1
Put FROM CUST ... new first, ... FROM CUST puts you into the database. It's just names and addresses? So
you retrieve, just retrieve name
What is the command? What are you trying to address now?
Two of the columns ... fields ...
How do you get those? .., SELECT
Oh SELECT ... name, address. Then just ...
[done]
19. Task 2
(types FROM CUST SELECT NAME, CONTACT, PHONE - WHERE ... Can you just put where payments
overdue?
Can you? Where's that information whether payments are overdue?
It's in the overdue column true or false, where overdue equals true or something? It's just (types
OVERDUE=TRUE) then just F9
[done]
20. Task 3
(types FROM CUST SELECT NAME, PURCHASES Greater than or equal ?
no, its ORDER
DIFFERENCE DATABASE/SPREADSHEET
Don't know.

1. File
It's a set of information - each file is like a specific reference to a certain thing, like a names file and purchase
file, and another file you could cross reference between the files, information that goes between the two.
2. Field
These are fields, different fields.
3. Record
An entry in the file?
4. Entry
Actually, an entry is -
... an item, an individual item.
5. Difference Field/Record
A field is all dealing the same sort of information, like all the names, all purchase records, and a record is dealing
with all the features of a certain, in this case company.
6-10. Data Types
We've got text, which is like the letters, the names, decimals is a term that keeps coming up (laughs)
What else?
Dates, numbers - numerical data - qualification, true or false ... so what would you call it, true/false? And dates
11-14. Query Language )
What ways of getting ... [ don't know. I could go through and find them out, like do SELECT ...
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18. Task 1
(types FROM CUST) For the customer file (adds SELECT NAME We want the names of the customers what
else do you want?
For a mailshot?
(adds ADDRESS,CITY,STATE.ZIP)
You have used rtwo commands from the query language now -
FRO¥ tells you which file you want, a customer file or an orders file. SELECT the fields that you want
19. Task 2
(types FROM CUST SELECT NAME,CONTACT,PHONE,OVERDUE) Is overdue a true or false column? So
that's all I have to do - (adds WHERE OVERDUE=TRUE)
20, Task 3
(types FROM CUST SELECT NAME,PURCHASES Do you want me to order the purchases? Can you use
just order plus purchases? ...
It's minus (explains)
(adds ORDER -PURCHASES)
DIFFERENCE DATABASE/SPREADSHEET
The information in the spreadsheet was like trapped within the spreadsheet. You could do calculations outside
that and you couldn't actually change round the information within the spreadsheet - that's probably a load of
_rubbish ... but you seemed to have the columns after the information that you kept adding on rather than
extracting more information from it ...
(with &/s not db?) ...
... like mean, average ...
Subject 6
1. File
It contains all the information on certain, a variety of clients things like that so all the purchases they're making
and their business details.
In more general terms, what does a DB file consist of?
It's - how do you mean? specific information?
3. Record
They are all the individual companies - these ones are the records ...
2. Field
Don't know.
4. Entry
Don't know.
FIELDS/REC
Well a record contains each side of the business and the field is one specific thing that refers to all of them.
6-10. Data Types
Terms again? The ... don't know
What type of data have you got here?
You mean like text, oh, decimals, date, it's actually dates, not really decimals ... that one's either TRUE or
FALSE
Zip codes?
There's no real restriction, as long as you have only five numbers, five figure numbers ...
11-14. Query Language
Initially we list, call up the menu ... that's what we're in now, it depends what we're calling up ... so you don't
want to be in CUST necessarily at all ...
18. Task 1
(types FROM CUST SELECT ) So the names and the addresses? (adds NAME, ADDRESS,CITY,STATE,ZIP)
19. Task 2
(types FROM CUST SELECT NAME,CONTACT ,PHONE,OVERDUE PAYMENTS as well?
If a client's payments are overdue, where would it say?
TRUE or FALSE. Where OVERDUE is TRUE or FALSE, is that it?
You only want the ones where it's true.
(adds WHERE OVERDUE=TRUE)
What does FROM do?
The file.
SELECT?

You'd have to get a list of all first ... (types FROM CUST SELECT NAME,PURCHASES
Now we want a list with the biggest customers ... how would it list them now

Transcripts-117

7/



In alphabetical order. We need to put in something WHERE PURCHASES ...

We don't want to select particular records, we want to change the order in which the appear
I can't see how you do it.
Dnlléog have 1o tell it to order them (adds ORDER -PURCHASES (after much prompting)
You can, on a spreadsheet, alter what's there on, you can put in take out individual bits of information. You've
got much more control you can alter things while having an overview of it as distinct from ... you can have it
all up on the screen and ... you have to go back into the menu ...(screen mask - db vs ss) it selects out for
specific information which you couldn't do there ...

Subject 7
1. File
g:ri dt‘;ilhef a term you use for the complete lot - it is isn't it? And it contains lots of records which consist of
2. Field
A field is, in this case an example would be NAME.
3. Record
An example record would be AA Aerospace.
5. Difference Field/Record
Records contain all the information pertaining to one particular company in this case, fields contain all the
various companies' particular characteristics i.e. pertaining to ZIP code or purchases made
4. Entry
No.
6-10. Data Types
We've got date, data, we've got numerical, at some point something, I can't remember the technical term but it's
basically binary so it's going to be TRUE or FALSE.
We've got numerical ones - are all the ones with numbers the same?
Ah yes, I know what you're getting at, because this is not a - you cannot manipulate these [order numbers]
mathematically whereas these you can add and average of but I can't think of the name ... it's a different type of
numerical.
11-14. Query Language
FROM, SELECT, WHERE, ORDER.
18. Task 1
(types FROM CUST SELECT NAME,ADDRESS,) You wanted the name and address?
Postal address
(adds CITY,STATEZIP)
So what does FROM do?
It refers to the file
and SELECT?
selects the field.
19. Task 2
(types FROM CUST SELECT NAME,ADDRESS,PHONE
We don't really want the address.
(edits address out by typing CONTACT, OVERDUE, enters query) Ah -I've forgotten (adds WHERE
OVERDUE=TRUE)
So what does WHERE do?
WHERE picks out the, what's it called ...
20. Task 3
(types FROM CUST SELECT NAME,PURCHASES WHERE Do you want the top ten

No.
Can I skip the command, not use WHERE? adds ORDER PURCHASES Now I've got to order the purchases,
will that just do it?

The default is ascending order.
(goes back inserts -)
DIFFERENCE DATABASE/SPREADSHEET
This package seems to be, perhaps because we haven't explored it, but less easy to set up. It's designed for a
company employee who isn't going to make radical changes whereas the ss that we had was actually, appeared to
be much easier to create fields and files and also you could do more manipulation on the ss, You could do more
mathematics ... (db v ss) you can swap between files quicker, query language is easier, other than that I don't see
what you can do here that you couldn't do there, it's got the same set up ... yes, you cannot, yes you can actually

zero in on things,
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Subject 8
1. File
A file is sort of self explanatory, it's anything that incorporates information about certain things, so you can to
£0 it and find out if you're doing a file about tax balances or whatever, you just keep that file and can go to it
:hel"f?"l'i’" you want. It has sort of headings and things, like it refers to purchases or whatever, that's a file is it
. Fie
Fields
3. Record/4. Entry
An entry? No an entry is what is in the fields isn't it? ... yes right, a record.
5. Difference Field/Record
A field's just like a column gives you one sort of information whereas a record gives you right across everything,
a combination of fields,
6-10. Data Types
In this file? Decimal, and text, ... so you're asking for 4 things?
11-14. Query Language
Yes - is it FROM,SELECT,WHERE,ORDER?
18. Task 1
(types FROM CUST SELECT So what are we looking for)
Tells her
(adds NAME,ADDRESS,CITY,STATE,ZIP)
What does FROM do?
Information about ...
And SELECT?
fields
19. Task 2
So it that the same that we've just done, or is it different? (types FROM CUST SELECT
NAME,CONTACT,PHONE So do we have to put a WHERE statement in? Do you just put OVERDUE?
How is the information whether they are overdue or not encoded?
TRUE and FALSE. So is it WHERE OVERDUE equals? (adds WHERE OVERDUE=TRUE)
So what does WHERE do?
The entry?
20. Task 3
(types FROM CUST SELECT NAME,PURCHASES Is there something else [field] you want? WHERE
something greater than something?
We just want a listing of how much our customers bought.
So you don't have to use ... (deletes WHERE) So it's ORDER ...
You're ordering them by the size of their purchases.
So just PURCHASES?
(Explains ascending/descending)
Oh I see - (adds ORDER -PURCHASES) So the order command you can do things like find out people's
balances ... you want them in the order of preference
DIFFERENCE DATABASE/SPREADSHEET
They are very similar in the sense that they can work things out, you don't actually have to work them out
yourself, it will work it out and everything. It's hard to think of what difference there is. A ss will actually sort
of, what we did was trying to find out averages and things like that, but we haven't done that here so I'm not sure
if you can do it ... this can't do it, but the ss can work out averages and things I think a ss can do much more [
can't think of what this can do ... you can't actually separate select ... how come you've got two different
systems, they're very similar why can't you get one that does everything?
Subject 9

1. File
A file's part of a computer memory where you go for information which is stored within it and it's broken down

into various parts so you can access that file and by putting in another name of which part of the file you want it
will go direct to that part of the file,

2. Field
They have a file as a name which is how you get into the actual file, you access through a name. From that you

select what are called fields, field names within the file and you can have more than one field, depending on how
much information you want from that file you can run so many fields together to get the information you want.
A field is a block of information ... so that is one field, that is another (points to fields on screen)

3. Record

A row.

4. Entry

A piece of information (laughs).
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5. Difference Field/Record

A record takes more than one field, takes part of every field which is stored in that, which has been put into the
file. Whereas a field has one type of information that goes through and associates with every piece of ...

6-10. Data Types

Text and numerical data

What sort of numerical data have we got here?

Most represent money in the sense of finance, you have dates and as well ... [TRUE/FALSE] I know what it is,
I know what it's doing ...

11-14. Query Language

FROM

And what does that do?

Addresses the filename. SELECT which field it would go to, and ORDER, puts it in order if you want the
figures in order or the companies in alphabetical order ...

And? .... How about WHERE ?

Oh yes. It gives the conditions of the field entry ... you subdivide the information
18. Task 1
So you're going to the customer file ... (types FROM CUST SELECT NAME,ADDRESS,CITY,STATE,ZIP)
That's all
19. Task 2
So you go the customer file again, SELECT NAME, CONTACT, PHONE and OVERDUE, yes? (types FROM
CUST SELECT NAME,CONTACT ,PHONE,OVERDUE)
Anything else?
What was it you said we want?

A list of all customers whose paymenis are overdue. We're not interested in the ones who have paid.
Haven't you already got that? Oh no - WHERE OVERDUE equals yes, or TRUE. (adds WHERE
OVERDUE=TRUE)

20. Task 3
NAME, PURCHASES. BALANCE?

PURCHASES is sufficient. What else do you have io do?

Order it with the largest ones on top. (types FROM CUST SELECT NAME PURCHASES ORDER) I don't
know how to do this, actually.

Whai do you want to do?

Order them by the size of the purchases.

So the field that we want to order by is PURCHASES. By default it would sort in ascending order.
So we need a minus.

(adds -PURCHASES)

DIFFERENCE DATABASE/SPREADSHEET

This one [DB] is easier to use for a start. A spreadsheet is when you want to sort of print out, make up a
presentable package as it were that you can show somebody else, this is just extracting information quickly and
just a form of keeping records so you can touch a button and have, umm ... Can you do the formula thing on
this one? This [DB] to me is storing information rather than actually working information, you can't do
calculations, it's just like you might as well, instead of having the files you can actually store it on the disk.

1. File
A certain set of information, the computer allow it under a single name
Database file?
Reports, and fields (cont.)
2. Field
...which are columns
3. RECORD
You mean records rather than reports?
Yes records ... the rows
5. Difference Field/Record
A field will be say updated it will give you say a date, which particular company, customer was updated whereas
a record will give you information about one particular customer, so say for AA Aerospace it will give the date
updated and all that ...
4. Entry
I've fi
6-10. Data Types
In terms of text, dates ...
What would you call [PURCHASES]
Numbers.
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(explains they are decimals) And what are those [TRUE/FALSE]
Is that binary, where we've only go* two types of entry
11-14. Query Language
FROM, SELECT, WHERE, I'm stuck ...
FROM?
The files.
SELECT?
Particular fields.
WHERE?
What you want from those records - with purchases, say, you'd have where somebody have over a thousand
pounds worth of purchases. Say where purchases is greater than a thousand ...
What do you actually get?
Particular entries?
Last one is ORDER.
18. Task 1
So is it only the address that is required? (types FROM CUST SELECT NAME, ADDRESS, CITY, STATE,
Z1p)
19. Task 2
gtypc% FROM CUST SELECT NAME,CONTACT,OVERDUE,PHONE WHERE OVERDUE=TRUE
0. Task 3
So you just want me to list the purchases? (types FROM CUST SELECT NAME,PURCHASES ORDER
PURCHASES)
(explains ascending/descending)
(inserts "=")
DIFFERENCE DATABASE/SPREADSHEET
With this you can draw particular information out. With the ss it just gives you all the colunins. When you
input [enter] information into this, you just see the information as a single little block whereas with the
spreadsheet. You can see the entire ss, you can see what you're doing ... (ss not db) you can order this, set it out
in certain ways, you can't print this out can you? You can work out means and averages [with ss].
Subject 11
1. File
It's a collection of records. Each has the same structure but containing for all different people or all different
items within a file.
3. Record
A record is like one for this company.
2. Field
Well fields are what the record consists of. Fields are the individual items like NAME, ADDRESS
4. Entry
An entry.
5. Difference Field/Record
The field's more specific to - like a little part of the record, the record contains all the fields.
6-10. Data Types
Text, like this [NAME] is text, that's a decimal [PURCHASES], numerical, or is it codes, they are just positive
of negative numbers, but not actually decimals. And then the date which is a date. And the OVERDUE ones
which are FALSE or TRUE where you've got two alternatives.
11-14. Query Language
FROM, SELECT, WHERE, ORDER
FROM?
From which file
SELECT?
Which fields you want to have taken out.
WHERE?
You can restrict it further like saying where balance is above a certain ... the number of records
18. Task 1
(types FROM CUST SELECT NAME,ADDRESS,CITY,STATE,ZIP)
19. Task 2
So that's the OVERDUES then, NAME, OVERDUE and PHONE. (types FROM CUST) Does it matter which
order I put it in?
They will list the fields in the order that you type them in.
(adds SELECT NAME OVERDUE,CONTACT,PHONE is about to press DO)
How many records will that give you?
Oh - WHERE OVERDUE equals TRUE (adds WHERE OVERDUE=TRUE)
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20. Task 3
So you want it to see who put the biggest purchases? (types FROM CUST SELECT NAME,PURCHASES
WHERE ) No (deletes WHERE) ORDER (adds ORDER ) Can't remember - is it a negative sign?
(explains ascending/descending)
Is it just minus, or?
By what do you wand to order it?
PURCHASES (adds -PURCHASES)
DIFFERENCE DATABASE/SPREADSHEET
With the db you can pick things out and ask it more specific questions and it will just give you what you want
to know, a ss I suppose is more useful if you want to be able to just see everything at one time
What can you do with a spreadsheet that you cannot do with a DB?
Formulae.
Subject 12
1. File
Isn't it the thing that the information is stored in? Everything like the customer and invoices which is contained
in the computer, split down into fields and customers and orders
2. Field
What else?
What in the fields? say like the customer's name and address, orders, invoices with numbers, products (points out
ficld) that's the main field and just when it was last updated, the zip code, postcode
3. Record
A line? where they are all relating to the specific customer, the line goes across for the whole customer ... a
record?
4. Entry
Don't know - an item?
5. Difference Field/Record
A field has say all the names of different customers but the record is just details of one specific customer.
6-10. Data Types
Numerical and text data
What sort of numerical data is this [PURCHASES]
Is that something that the computer, well it's worked it out for itself? This is just like standardised really.
(explains decimals) What about these [DATE]
DATE ... and fact, TRUE or FALSE
11-14. Query Language
FROM, SELECT, WHERE, ORDER
What does FROM do?
It tells you the field you want to get information from like the name field or order field, purchases field
What does SELECT do, then?
SELECT? - the specific information you want from that field, say you said from customer you'd get the
customer field and say from customer purchases you'd call up the customer field or the purchase field and you'd
get where, say you wanted purchases over ten thousand pounds you'd say only information in the purchases field
that is over ten thousand pounds relating to the customers and then from select where, say from customer, ...
that's the customer field
(explains that FROM addresses a file)
Oh file, sorry, customer file ... then SELECT you go to the customer file and then select say their addresses and
maybe their purchases and say and then you say where the purchases are say over ten thousand pounds ... select
picks the fields
And what does WHERE do?
It specifies what you want, the information you want within a specific field ... information within the field ... oh
18. Task 1
(types FROM CUST SELECT NAME So you need a comma? (adds ,ADDRESS,CITY,STATE,ZIP)
19. Task 2
So you want all the customers who haven't paid?
All the ones whose payments are overdue.
(types FROM CUST SELECT NAME,) How do we find out about he invoices?
(points to OVERDUE)
(adds OVERDUE,CONTACT,PHONE WHERE=TRUE)
20. Task 3
(types FROM CUST SELECT NAME,PURCHASES ORDER PURCHASES)
Explains ascending/descending)
(adds "-")
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DIFFERENCE DATABASE/SPREADSHEET

Well you can't call up, it's different, what did we use it for? I can't remember. Well on the spreadsheet we used it
to work out averages, highest, lowest, you don't seem to do that with this. This you can call - with the ss you
couldn't call up an individual pupil and ask for their marks in different subjects but with this you can relate it to
individual clients. It didn't seem to work on the basis of - ... couldn't divide it into individual parcels, couldn't
call up individual namcs or individual subjects and look specifically at them you'd bave to look at the actual
whole thing. With this you could add to things separately at the end, you could add new invoices from separate
files, you don't have to work at it as a whole, you can work at it separately. ... you haven't made changes ...
you could have that on the ss 7??

1. File/2. Field/3. Record
A file's a whole load of information and it's got a name, say like customer or orders or something like that and it
contains records - I've forgotien the name of the columns, fields, it contains them.
5. Difference Field/Record
Fields go down in a column and then you have data that is sort of the same subject matter for each thing,
whereas a record goes across and it has different sort of subject matter but it is relating to one sort of firm or
person. Within a field they are all of the same type but within a record they vary because they contain an entry
within each field ...
4. Entry
Don't know.
6-10. Data Types
There's numerical data, and there's letter data - I don't know what to call it, words ... text yes. Numerical digits
with decimal places as well, and the non-decimal - or is that the same because it’s ...
What about these?
Dates ... and TRUE/FALSE sort of yes/no.
11-14. Query Language
FROM, SELECT, WHERE, ORDER
FROM?
You tell the computer which file you want to look at.
SELECT?
Which fields you want to look at
WHERE?
If you want to, say, for instance, pick everybody whose money is due, in or OVERDUE or something like that,
you can put where that equals true or false or something. You want to actually select - you're picking out
records.
18. Task 1
(types FROM CUST SELECT NAME, ADDRESS, CITY, STATE, ZIP)
19. Task 2
(types FROM CUST SELECT NAME, CONTACT, PHONE, OVERDUE) That's all we wanted?
What would you get so far?
We would get everybody - so I need the WHERE OVERDUE ... (adds WHERE OVERDUE) I can use the equals
sign, can't I? (adds = 'TRUE)
20. Task 3
Do you just want the list of customers and then see who's got the most?
You want to list them in ...
Can you actually list them so that the people who have spent most money come out on top?
(typel;e;‘.ROM CUST SELECT NAME, PURCHASES Is it WHERE then? How do I make it 50 it puts it in
ORDER?
ORDER
(types ORDER) Order by PURCHASES?
(Explains ascending/descending order)
(adds -PURCHASES)
DIFFERENCE DATABASE/SPREADSHEET o
This is a lot easier, I don't know if actually on a ss you can call up individual records ... so you'd use this to
locate things you need to find where a ss you would use to keep track of all your data ... (calculations) we did
them on the ss, I don't know can you do them on this, because then you could do like all maths and stuff on the

ss ... but you couldn't here ...

1. File o ; . ;
What is a file, it's a collection of information about certain things - a collection of items about one particular

company or something like that.
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What things do all DB files have?
A mask?
2. Field
Records or is it columns?
No, this one’s called a field.
Oh yes.
3. Record
A track?
No, this one is a record.
4. Entry
Don't know.
5. Difference Field/Record
A record is more specific, it's more - a field contains more information.
6-10. Data Types
Text, numerical.
What sort of numerical data - like here in PURCHASES.
Decimal values.
And these [DATE]
Are they text?
And these [TRUE/FALSE]
They are positive or negative.
11-14. Query Language
FROM,WHERE,SELECT,something else ...
What does FROM address?
The file.
And SELECT?
The title of the different fields.
And WHERE?
Does that go to one record?
And the fourth one is ORDER.
Oh yes.
18. Task 1
(types FROM CUST, presses DO)
(file displayed]
Oh I need SELECT (adds SELECT NAME, ADDRESS, CITY, STATE, ZIP)
19. Task 2
(types FROM CUST SELECT NAME, CONTACT, PHONE, OVERDUE wants to press DO)
Ah, but this will give you a list of all of them - you only interested in the ones which are overdue.
So we need WHERE? (types WHERE) The ones that haven't paid, so TRUE? (adds TRUE)
But what is TRUE?
OVERDUE (adds OVERDUE=TRUE)
20. Task 3
(types FROM CUST SELECT NAME, PURCHASES) And that's it?
You could make it easier to read if you ordered them.
So WHERE purchases are over ... oh no - ORDER (adds ORDER -PURCHASES)
DIFFERENCE DATABASE/SPREADSHEET
I would use the database for storing information and the ss for working out calculations and things like that.

1. File
Something with lots of data in, sort of data listed ...
3. Record
A column - I don't understand what you mean

Each line contains information about a particular company - what do you call those lines?
Don't know.
2. Field

You call those fields ...
Oh? I'm learning something here.
4. Entry
Don't know.

5. Difference Field/Record )
A record contains all the information about a company or whatever, whereas a field just contains one partof it ..,
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6 - 10. Datatypes
3 [different types of data], dates, text, and decimals,
What about these [TRUE/FALSE]?
That's text, isn't it?
Well it’s text, but it will only accept true or false.
That's four [different types of data]
What about zip codes
That's integers isn't it ...
Is there a difference between zip codes and those numbers [amounts] ?
They [amounts] are decimals decimals, aren't they?
11-14. Query Language
FROM, what file you're actually going to take the information from ... SELECT, what part of the information
you want, fields, ORDER ... WHERE, where certain things have to be met for that to be brought up, ORDER -
can't remember. Yes which way, whether you want them in alphabetical order, how the order is there ... or you
want the biggest number at the top... the ORDER of records
18. Task 1
(types FROM CUST SELECT CONTACT,ADDRESS,CITY,STATE)
I think you forgot the name.
Oh, I thought you want the contact name.
19. Task 2
(types FROM CUST SELECT NAME,ADDRESS,CITY,STATE,CONTRACT WHERE) I have forgotten how
to do now ...
How do you tell it to retrieve all that are overdue?
Is it PAYMENTS?
Is that where you get the information from whether they are overdue with their payments or not?
Oh - OVERDUE - if overdue is true. Do you just put (types OVERDUE=TRUE)
[Field contract not found]
Ah corrects typing error.
20. Task 3
(types FROM CUST SELECT CONTACT,ADDRESS,CITY,STATE ORDER ) Its PURCHASES, isn't it? Do
you want the smallest or the largest?
Largest -
(adds PURCHASES) Is that it, is it? [s that positive or negative?
That will list them in ascending order.
(inserts minus before PURCHASES)
If still got another problem -
You want "purchases” there, don't you? (inserts PURCHASES after SELECT)
DIFFERENCE DATABASE/SPREADSHEET
A spreadsheet you can only put actual data in - you can't do things with it. Like this actually pick it out and
move it around unless you want ... It's easier to put stuff in - you can actally type on the actual spreadsheet
where you can't with this you have 1o actually enter things. You can work things out with a spreadsheet, like
minimum and maximum.

1. File
Certain amount of organised information that's repeated, they've all got names and - [ don't know how to describe
it.
DB files?
You mean the fields?
2. Field
They are all little sections of information - different categories.
3. Record
Is it a record? What is the difference between a record and a file?
A file is this whole thing?
I see - records are individual
4. Entry
Is it an entry? I was thinking in terms of those [records] being a file .. so can you have lots of files in a db?
[thinks a db is one file]
5. Difference Field/Record
Do you mean the numerical and that sort of thing? They are the same [in fields] and different [in records].
6-10. Data Types
Things like that, decimals, alpha-numericals - is it that, don't think there are dates - are they just numerical?
Sort of opposites aren't they, TRUE or FALSE.
(explains numbers other than decimal)
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11-14. Query Language
FROM, SELECT, WHERE, can't remember the last one

The last one is called ORDER. What does FROM do?
The file.

SELECT?
The individual field, like address or something.

And WHERE?
You specify what you're actually looking for like purchases under a certain number of something ... doesn't it
namrow it down even further?
18. Task 1
So is it FROM CUST? (types FROM CUST SELECT NAME,ADDRESS,CITY,STATE,ZIP You don't need
WHERE this time do you?
19. Task 2
So what's that NAME, OVERDUE ... is it just OVERDUE or is it BALANCE as well? (types FROM CUST
SELECT NAME,OVERDUE,CONTACT,PHONE, presses DO) Should we just have done a WHERE? (adds
WHERE OVERDUE=TRUE)
20. Task 3
Do we have to put a certain number or do we put them in order? I've forgotten how to do that. (types FROM
CUST SELECT PURCHASES ,NAME)

Now you have to put them in order.
So is it ORDER, not WHERE? I thought you had to use WHERE.

(explains that WHERE is optional)
How do you invert the order?

(explains)
(adds ORDER -PURCHASES)
DIFFERENCE DATABASE/SPREADSHEET
This one seems much wider, there are more things happening. I can't remember what the ss was like. Didn't we
have to write out formulas with ss, it's done here isn't it? This is just about keeping files, keeping information.
Subject 18
1. File
It's a part on a disk, where a program or where, I don't know how to describe it, where something is stored ...
consist of records and fields.
2. Field
A field is like a column saying you know whether something is overdue or purchases or giving you information
like in a column.
3. Record
Records ... a record is like a line with everything about a certain customer Or a certain company.
4. Entr
Do you n{m whether its numerical? Don't know.
5. Difference Field/Record /6-10. Data Types
Ficlds you can have S different sorts of things [datatypes] - that you can work on, numerical or decimal, dates,
TRUE or FALSE
11-14. Query Language
FROM, SELECT, WHERE, ORDER

FROM?
The name of a file

SELECT?
The fields that you want

WHERE?
You select whether it has to satisfy something like - if you want a certain field that has entries that are only
greater than or less than a certain limit.
18. Task 1
(types FROM CUST SELECT NAME,ADDRESS ,CITY,STATE,ZIP)
19. Task 2
(types FROM CUST SELECT NAME,OVERDUE,CONTACT,PHONE presses do)

You're not really interested in the people who have paid ...
Mm, should have done the WHERE (adds WHERE OVERDUE=TRUE)
20. Task 3
So would you do it using the ORDER? (types FROM CUST SELECT NAME,PURCHASES) Can you go
straight on to ORDER? (adds ORDER -PURCHASES)

Why have you put -PURCHASES?
Because otherwise it would have just put them in alphabetical order.

If you put ORDER PURCHASES?
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Alphabetical.

No (explains).
DIFFERENCE DATABASE/SPREADSHEET
You'd use the database more for retrieving information, and the spreadsheet more for designing ways of showing
information. Like if there was something you wanted to know, like you wanted to make a bar chart or if you
wanted to show that say the exams [ss example files], in order to show which students had a certain percentage or
whatever you'd use the ss rather than this ...
Subject 19
1. File
A file is something to keep information in. I presume it's called a file because - I mean, it is the easiest way for
people to relate to what it is on a computer, rather than calling it something else. I mean because people use
files in offices and so a file on a computer ...

What does a database file do?
If you've got different, there are different parts in a file which you can follow up, which you can go down to like
invoices, customers and things like that and you can select one of these within the file, but not all files will
necessarily have the same components.
3. Record
No.
2. Fields
1 know that those are called FIELDS
4. Entry
No. I didn't read the instructions.
5. Difference Field/Record
Fields would only contain something, all the posicodes, whereas records contain a multitude of information, all
related to one particular thing - like so I mean these aren't really related.
6-10. Data Types
Well the different types of data are like purchases and payments -

PURCHASES and PAYMENTS contain the same type of data -
It's not a date, it's just bow much money ... to do with their address, but they're all related to one particular ...
These have to be changed all the time whereas this wouldn't have to be changed ... so that's ... well if it's
overdue or something like that. These are the things you work with whereas these just relate to ... you could
only get that as a derivative from that ...
11-14. Query Language
No.
18. Task 1
All of them [customers]. You get the customer file - shall I do it? (types FROM CUST SELECT
NAME,ADDRESS,CITY,STATE,ZIP)

You've used two things from the query language - what does FROM do?
That addresses it to a particular file

... and SELECT?
Fields.

19. Task 2
We'd get the name and phone number, and also OVERDUE (types FROM CUST SELECT

NAME,PHONE,OVERDUE,CONTACT WHERE OVERDUE=TRUE
Do you want anything else?
Do you need anything else?
This immediately tells me whether they are overdue or not -
But they will list all companies regarding of whether they are overdue or not - you're not interested in the
ones which aren't overdue -
So where OVERDUE equals TRUE (adds that)
20. Task 3
We have to get their name, purchases, and then it’s either ORDER or minus order
(explains ascending/descending)
(types FROM CUST SELECT NAME, PURCHASES ORDER-) Doesn't work
(explains how to use ORDER)
(adds ORDER -PURCHASES)
DIFFERENCE DATABASE/SPREADSHEET
This has ready-made fields, I suppose you can make fields. Mmm can't work things out ... with a spreadsheet
you can do the average and things like that. I don't know perhaps you can do it and so from that point of view -
this is only information whereas the other thing also did have the capacity to
Are things you can do in a DB you can't do in a spreadsheet.
It can't order things in the same way can it, or can you? It's not done as easily, is it. You can't select
information in the same way. I would have thought this has much better practical application, you know for an
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office whereas ... I suppose if you just wanted to print, just do basic calculations and then print it out ... is this a

type of spreadsheet?

1. File
A piece of a computer where you can keep information ...
And if you think about database files?
... data, information - fields ...
2. Field
A field was each line, no each column
3. Record
Can't remember,
4. Entry
An entry.
5. Difference Field/Record
Fields “ixa):nlam the same information but for different firms or things and records contain the information for one
partic
6-10. Data Types
Numerical, text, dates - anything else? ...
There are different types of numerical data?
Decimal and just I can't remember, ... TRUE or FALSE, yes ...
11-14. Query Language
OWRDHERE’ER is one of them, FROM, can't remember the names, SELECT, it's FROM, SELECT, WHERE, ...
FROM?
You put the file
SELECT?
Various ficlds
WHERE?
Where, is that the firms or the name or ... ?
18. Task 1
(types FROM CUST SELECT NAME,ADDRESS.CITY,STATE,ZIP)
19. Task 2 ‘
(types FROM CUST SELECT NAME,OVERDUE,CONTACT,PHONE) Is that it?
What are you going to get now?
All the customers who are overdue.
Really? I think you'll get more than that ...
But we've put there OVERDUE, so that should be all right.
If you use SELECT, it will give you those fields, and it will give you all records for those fields.
It will not just give me the ones that are overdue? OVERDUE is TRUE? comma TRUE?

Equals.

(adds WHERE OVERDUE=TRUE)

20. Task 3

(types FROM CUST SELECT NAME,PURCHASES) From WHERE purchases equals?
You want a list and then decide ...

Shall we ORDER it? (adds ORDER PURCHASES)
(explains order)

DIFFERENCE DATABASE/SPREADSHEET

A spreadsheet is more for storing information. 1 suppose the database is as well, I'm not sure ...
What can you do with a database that you cannot do with a spreadsheer?

I'm not sure ... you go and look at the ss, whereas here you can find just the information that you want ...
What can you do with a spreadsheet that you cannot do with a database?

Averages, that sort of thing ...
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Subject 1
1. person(annie, female).
If you type in person(annie female). what should the answer be?
That she could be a parent, or?
You are actually putting the question to the system whether there is a person annie who is female
Sorry, the answer would be yes [correct]
2. person(X,female).
So try t»‘lat.' yes, if you type in person(X female).,what should the answer (o that one be?
Should give a list of all the females. [correct] So it should be 7 females.
3. parent(jenny, Z).
Ok if we look at the second block of rules you've got the parent relationship type parent(jenny,Z)., what
should the answer to that one be?
That she is a female, or ...
what have you got in those parent relationships?
Oh, the husband sorry
No it is, the first object is the parent and the second is the child, so what do you get if you type in jenny,
z?

Any children

... that jenny has he's got, so -
(enters query)
[X = harry, X = james, X = kathy, no ]
So she's got 3 children

4. parent(carol, rosie).
Now if you type in parent(carol,rosie) if you look at the facts what should the answer to that one be?
Yes, because that's indicating that they are mother and daughter. [correct)
5. parent(sophie, rupert).
Now if you would type in pareni(sophie,rupert).
That might be yes or no.
you can actually look it up - so what should the answer be?
No, because it's wrong. [correct]
6. child(rosie, X).
Similarly, if you would type in parent(rosie, Y).
The answer would be no because rosie's got no children. [correct]
7. all daughters (conj. - TT)
Now slightly more tricky, if we wanited to retrieve all the daughters ...
All the danghters?
And obviously we can't do that by just referring to one of the facts, if we wanted the system to list us all
the daughters how could we do that?
person(X, female)
And, that is one condition they would have 1o fulfil to be female, the daughters, what else?
They musn't be a parent
Well we don't really mind
They just fit the person category
But they have to fulfil another condition as well. If you are a daughter, a you must be female, but what do
you have to have to be a daughter
A name?
No
A parent?
So you would have to type in a query that somehow assures that you get returned a person who is female
and also has a parent.
Can [ just put in capital letters parent (X,Y).? (types parent(X,Y),person(Y,female).
So what should that return for X and for Y now?
That should list all the females from the parents
Yes but what exactly does it return for X and Y
In each case Y would be the daughter and X would be the parent
[comrect]
8. test rule
Apart from these two blocks of facts there is a rule at the end of the database and that rule defines what a

fasher is, the rule actually looks like this it says a person is a father to a child if that person is a parent to
that child and if the person is a male person.
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; typga if _w):t Just wanted it to give you a list of all fathers and their children what would that query look like?
No you don't have to do that because you've got the rule so all you have to do is -

... say father (enters father(X,Y))

[X=eric, Y=jenny]

9. placeholder
Ok now if you would put in the same query all the people who are fathers but you don't really want to know
the names of their children how would yat?ldo that ?p g . = ?

Just say father X
But the structure of your query has 10 match the header of the rule, so you have to have 2 objects, bus
instead of putting in a variable for the child's name, if you say ok they've got children I want to know the

» Jather's name but don't want 10 know what the names of their children are. Any idea what you do?

ist father?

That wouldn't be a question would it?
If you type father(X, - now say I know there is a variable here but don't tell me what it is?

Oh do I just put an underscore?
yes, OK,

(types father(X, ).
yes return that now

10. Repetetion

[gets X=eric, X=eric,X=eric]

That signifies be's got 3 children

11. Analogous rule
And at the end is the father rule, now if you would write in exactly the same fashion the rule that defines
who is a mother

(types mother(Mother,Child):- person(Mother,female), parent(Mother,Child). [correct)

12. New rule (TT)
That's right. Now if you wanted to define what a brother is ...

Brothers?
yes

(types brother(Person,Child):- person(Brother,male), person(
I think that actually there are two conditions that that person has 1o meet the first one we've listed

That it must be a child?
You should have put, you know if you say "Brother" here, you've defined that the brother's got to be male
so that should be Brother

Oh Person should be Brother
That's right, because that's got to be the same variable, because you've got 10 make sure that the brother is
actually male ... no the brother has got to be male. I think it would be better to have it the other way
round, a brother is Brother to a Person if say Brother with a capital B now

(types brother(Brother,Pers):- person(Brother,male), person

So the brother's male?
Brother has got 10 be male, yes, doesn't matter what sex the Person is you can be brother 10 a sister or
brother to a brother.

(types brother(Brother,Male):- etc.
What does that variable do there why have you called it Male? You want to say that brother is Brother to a
Person?

Perhaps just say person
Yes well but you've got to put a variable there. Like here you say a mother is mother to a child if the
mother is female and a parent of that child and the same thing you say here a brother is brother to a person if
brother is a male person and then we start thinking about the second condition.

50 person there (types brother(Brother, person):- etc.
No it's a variable

(types brother(Brother,Person):- etc.
OK now comes the tricky bit - what is the second condition?

Brother is a person, brother is male, person is a brother if he’s a male, person
No if you just say it in English, what is the other condition?

The brother is a person, the brother is a male, the brother is brother of a female
No he can be the brother of a male person, what is the second condition you have to meet if you are going
1o be a brother?

A person, no, sorry can't see it ...
Well there are essentially two things that you have to be in order 1o be a brother of someone, you've got to
be male and what actually links you to that other person if you're going to be a brother? If you are a brother

lo
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Someone else, someone who is a relative,
What relative ?
brother or sister
No what is the link between you and that person you are brother to?
A relative
Which relative
Parents
That's right - so what about the parents
He must have one,sorry it must be the same parent
That's right you must share and we are not fussy here about brothers or half brothers so you must share a1
least on parent. How would you do that?
I can't say parent, comma, same?
No, because the system doesn't know what same is but you can actually make it realise that both of those
people have the same
(types brother(Brother,Person):- person(Brother,male), person(Parent
So who has got to have the parent
Person
Right
(types person(Parent,Person)
I think you might want to change the predicate at the beginning of that line
oh person?
You want to say the person's got a parent so you use the parent relationship because parent comes first in
the parent relationship then child so you're saying here person has got a parent but the relationship's called
parent not person. The first one is but not the second
(types person(Person,parent,Person))
No, you say the person's got a parent, the relationship is called parent - you are referring to the second block
of facts there which list parent, open brackets, name of the parent, name of the child
(types parent,Person) )
can I dp it for you, perhaps you'll see it then types parent(Parent, Person),)
so the person’s got to have a parent and the brother has got to have the same parent (types parent(
So it's capital B for brother and small p for parent
No, the brother is a child as well, but he'll come in second place in that relationship and the parent comes
first and since you want them to have the same parent you give them the same variable name as you did
with the Person.
Brother?
yes
Subject 2
1. person(annie, female).
So the first question would be person(annie female), what should the answer to that one be
that's a trick question isn't it, it would come back and say yes [correct]
2. person(X,female).
OK, if you typed in person(X female). what would the answer to that one be?
It would come out with the answer X = annie, jenny, zandra, carol [correct]
3. parent(jenny, Z).
Ok if you look at the next one the parent relationship, if you type in parent(jenny,Z) what would the answer
to that one be?
Z = harry, james and kathy
4. parent(carol, rosie).
That's right, if you typed in parent(carol, rosie). what would the answer to that one be?
Yes. [correct]
5. parent(sophie, rupert).
And if you typed in parent(sophie, rupert)?
No. [correct]
Why not? why would the answer be no?
Because there isn't one, sophie isn't a parent
6. parent(rosie, X).
She is actually there but she's a child rather than a parent. And if you said pareni(rosie,Y)?
That would come out no as well, because there's no rosie in the first part of the relationship. [correct]
7. all daughters (conj. - TT)
Right, now if you wanted to retrieve all the daughter that we've got in this knowledge base how could ycu
dothat?
Start of with person(X,female)
And then?
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With the’ names that you've got, you have to write them down ...
You're saying you run that query first and then you write the names down and check which of those are
daughters?

Yes
Surely there is an easier way of doing this?

You've got to start in the same way -
Well if you type in that first query

(types person(X, female)
and if you think about it, if you want to tell the system, tell me all those who are also, what is the second
condition? you nearly said it, the second condition they have to meet?

Use the same X in the second column there to match it up?
Well you can run two queries at the same time, can’t you, if you want more than one, if you want 1o meet
more that one goal you can just link those two goals, you can Jjust say this has got to be true and that has
got to be true

Just a comma after the ...?
That's right

(completes the query to give person(X,female), parent(Z,X).)
Yes that's right, so now what would it return for X and what for Z?

For Z it will return all of those
All of those?

All of those who are female?
Not quite, which of those parents will it return?

Oh, those that have got a daughter, where X is female ...
That's right so it should return the name of parents with daughter for Z and for X?

It will return the names of the daughters
And it should go in pairs, right - just do it - so it says X is jenny so jenny is the daughter and annie is her
mother, ok then you've got jenny and eric (eic)

So annie’s a grandmother?
yes that's right

8. test rule
Now if there is a rule at the end of this database which defines what a father is. The rule says
Jather(Person, Child):- parent(Person,Child), person(Person,Male). So that means a person is father to a
child if the person s a parent to that child and the person is male. OK? So now if you wanted to test that
rule and ask it to tell you all fathers and their children, could you type in a query for that?-

Start off with father?
Yes

(types father( ) Two variables? (completes query)
So now so you get ...?7

father
The father first for X and child.

9. placeholder
Now if you rype in the same query but say I only want the name of the father I don't care whai the names of

the children are, just give me a list of all the fathers and don't tell me what the children are, how would you
do that?

Small y and big Y? _ ) _
No, because if you don't put in a variable you'd have to put in a proper object. You have 1o put something
there, that's right because you have to maich the structure of the rule that you are addressing because we've
got two things in here, but how can you gel it 10 return, if you just say I acknowledge that there is a second
variable but I don't want to know what it is right now. any idea?

Put something like Person in there? _

No, that would just be another variable. You an just hold the place by ...

Do you use a space? ) ’

An underscore it is, because you have to use the underscore to mark that space, so if you just try that

(types father(X, ). )

[X=eric,X=eric,X=eric,X=martin etc]

10. Repetition _ _ .

So it said eric three times, then martin twice, then norman three times then rupert once, so why does it do
that?

That's because eric's got three kids

11. Analogous rule . . ’

If you go to the end of the file you can see that rule that we've just been using ... now could you write the
rule for mother, model it on the father one .
(types mother(Mother, Child):- person(Mother, female), parent(Mother, Child). )
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12. New rule (TT)
Now could you attempt to write a new rule, a slightly different one that w ine what brother is

P ghtly diffe one that would define t brothe

it's got to be Brother hasn't it
Wet.f does it matter what you call it? If you wrote the correct rule but instead of putting Brother with a
capital B you put in Piglet or whatever and you ran the query

You'd have to run the query with Piglet not Brother
Nq, not r_eally. no I mean if you called it piglet here then you queries would always have to match piglet but
with v'anabies it doesn't really matter, you could call them X, Y or A, B, Brother, Person - by the name it
t?oesn t really matter. There is no connection as such berween these two, 5o it's only for you to understand
if you look at the rule again, and you look at the variable names and the variable is meaningful rather than
X and Y but you know exactly what should be in the phrase, which variables should be, that if you get an
object returned for a variable that you know what it actually mean

So could you go capital X there and comma ??
Yes and put a second variable, instead of Mother, Child you could put X,Y if you want, I don't know which
you prefer, iry it that way

(types brother(X,Y):-
If

(types person(X,male),
Now if you just say it in English, say he’s got to be male, that's the first condition he's got to meet to be
brother, what is the other condition? what makes

He's got to be a child
Yes, that's right, is that enough, you've got to be a child and?

Not an only child
But how would you get that? If you try, if you said, not an only child, if you try to, how else could you
say that, to express it in a different way?

Brother or sister?
Yes you have a brother or sister, and what makes someone your brother or sister?

Same parents.
That's right, so, that is the way you have to write it ...

By parent?
You would somehow have 1o get the system 1o make sure that they have the same parents, you use the

parent relationship, that's right

(types parent(
Do you have to do mother and father?
We'll say, we count half brothers as well so if they share one parent that is fine by us that makes them a

brother, what do you put in there now?
Capital Y?
Well you've already used Y up there in the header, what does the Y there scan for? what does brother(X,Y)
mean?
The X is brother and the Y is
What is Y?
Oh dear! _
If you look at the mother/father rules, you've got two variables there as well so what does the second one
stand for there?
It's a child but 77?
Well the header of your mother rule says if you put say mother(X.Y) you would read that as
mother and her child
So X is mother of Y if?

So Y is a different brother or sister _ . ‘
That's right so that is the person they are brother 1o, now if we get back to the parent thing you can't really

use Y because you use Y for the variable for the the person they are brother 10 so what do you do about the

parera?
Another one - L
Yes just give it another variable name, that's right

XY? ;.2
So that's, ok now we tell it go and search and look for parent of Y and make sure it is the parent of X

Isee )
ne more line in there, you've now told it the parent of Y

So you need o
So you),nccd the parent of X? (completes typing to produce as end result brother(X,Y):- person(X,male),
pmglézl"ﬁ’shouié( do ﬂi trick, if you just insert one or two blank lines ... now save it and test the rule you've

just written (saves it)
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I see now, looking at it

You see what the system will be doing. ok fine, so if you just run a query now 1o test that particular rule, I

. - . . . hers ﬂ"ld rson

(types brother(X harry).

1. person(annie, female).

If you type in person(annie female). what should the answer be?
ggs person(annie,female). If there is one it will just be yes. (RETURN)
2. person(X,female).
If you type person(X female), what do you think the answer should be?
a list of all the female people.
[list of all females]
3. parent(jenny, Z).
If we look at the second block of facts then, if we type in parent(jenny,Z), what should it tell you?
(types query) It will say who jenny's children are. RETURN
(harry]
RETURN
[yes]
You should have typed in semi colon to get the others ...
4. parent(carol, rosie).
If you type in pareni(carol,rosie)., what should the answer be?
Yes - she has got a child called rosie (enters query)
5. parent(sophie, rupert).
If you type in parent(sophie, ruperi).
(types query) It will say no because it is the other way round. RETURN
[no]
8. test rule
What we're going to do now is add a rule which says a person is a father of a child, if you tell me in normal
English what are the conditions that have to be met so that a person is the father of a child
That it's male and it's got children.
So if we do that using the facts we've got in our knowledge base, if you say father(
(types father( name? does it have 10 be capitals?
Yez ...
(types Name, closes bracket)
You want to say a person is the father of another person
So you I need another person as well? (adds Child)
If - right what do you want to do first, the person or the male bit?
The male bit s0 name, can it go under name, or under father again?
where have we got the information about the sex of the person?
(types rule ) father(Name,Child):- person(Name,male), parent(Name,Child).
11. Analogous rule
If you write the same rule for mother -
(types) mother(Name,Child):- person(Name female), parent(Name,Child).
Now if we now save and try those out ... so if you say father(X,Y). What does that do now?
enters query
[X=eric, Y=jenny]
i's saying that eric is the father of jenny (tries a few more) and that's giving other fathers and their children
if you wanted to have the names of all the mothers?
That's the same - just the mothers’ names? (enters query and gets those)
12. New rule (TT)
If you now try to write the rule that defines what a brother is. What conditions have to be met for someone’s
brother?
It has got to be male, and it's got to have a parent with more than one child ... I don't know how you do that it
has got to have the same parents as some other people, otherwise it wouldn't help ...
How could we do that? We have 1o make do with the facts we've got in there ... We are happy with half
brothers and sisters, so all they have to do is share one parent - start with the first bit
(types brother(Name, Do I want to know the brother and the other person as well?
You want to know whose brother they are as well ...
(adds Person), Do you have to have parent, X, Name then parent ...
just rype in what you just said
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(completes rule) brother(Name, Person):- person(Name, male), parent(X,Name), parent(X, Which variable name
shall I use? Name again?
(explains what the rule so far does) So you want to say they should also be parent to - which variable name
have you used?
person (adds Person).
Save it and try it out. Which query will you use to test it?
brother(Name, Person).
You can either ask it to list you all brothers or people they are brothers to, or you can ask it to list the
brothers of a specific person, or you could ask 1o list the person that a specific person is brother 1o
If you wanted to find out a person's brother you'd put Name, and then the name of the person (types
brother(Name,james).
What should the answer be ?
harry, just harry
[harry —> james -->]
and it returns james, if you think about it logically because james shares the same parent with himself so if
we don't, the program actually returns that as an answer
10. Repetition
So why does it do it twice? Because they've got got two parents?
Yes because they share two parents ... If we don't want it 1o return as an answer people themselves, we
com'a; do something to our rule to make it now do that, if you say it in English what would you have to tell
them
The person is not called james, the person we are looking for is not called the name
do you want to try it?
(edits and types by adding another line) Person \= Name.
(types query) brother(Name james).
(hamry twice]
harry twice, but doesn't return james any more
Subject 4
1. person(annie, female).
The first question, if you would ask person(annie female).
(types person(annie,female).)
Ok what should the answer to that one be?
It's going to be yes, it's just asking if it's got a female person called annie. [correct]
2. person(X,female).
If you would ask it person(X female).
(types person(X, female).)
All the people's names who are female. [correct]
3. parent(jenny, Z).
Now similarly if you would do that for the second block, let's say parent(jenny,Z)
parent's name of jenny which would be harry, james sorry, no
It's the other way round, it is the parent first and then the child so
Oh right, sorry, annie, no
No, if you substitute the second one and say parent(jenny, Z).
It would say jenny is the parent of someone else would it? harry james and kathy. [correct]
4. parent(carol, rosie).
That's right, it would list the kids, if you said parent( carol,rosie), what would the answer to that one be?
It would be yes. [correct]
5. parent(sophie, rupert).
And if you said parent(sophie,rupert)?
No
Why is that no?
Because that's saying that sophie is the parent of rupert, but rupert is the parent of sophie. [correct]
6. parent(rosie, X). _
Right and the last one in that, if you said pareni(rosie,Y). _
That's wrong because that's asking it the name of rosie's children, and rosie hasn't got any.
7. all daughters (conj. - TT), 9. placeholder
Now from this database if we wanted 1o retrieve all the daughters how could we do that?
Do we put N as a variable for name inside the bracket
yes. You could obviously put a rule into the program that would define what a daughter is but we haven't
got that there is no rule in there that tells you what a daughter is you have to just, but you could actually
get it to list you all the daughters just by putting one query in, if you could find out what that one is. In
terms of that database what conditions does one have to meet 10 be a daughier?

Female and be a child
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That's righs ...
Ah 50 you put in person(Name,female) semi-colon
Comma, if you want to connect it
comma ...
And then? ok you can start off with that type the first part in
(types person(Name, female),
Ok so that's a first condition and the second one is - you said they've got to be a child
Wouldn't work if you put parent ...?
Try it
parent(Name,-) because you want ...
pareni(Name,-)?
Because you want that side of it [the relationship], so ...
So ... you're very close there
person maybe? person(- ... because I can't see how you can put in ...
You want to get at the last thing in the bracket don't you, that is really what we want, but you use that
relationship that is right, it is just that you worry what to do with the first
Oh you've got parent outside
That's right
You put parent in front of the brackets, dash then Name?
Yes that's right, because if you do it the other way round you said parent(Name,-), that would actually get
you mothers wouldn't it?
adds (_Name).
[Name = jenny, jenny, zandra etc.)
Oh - two jennys ...
What are you wondering about?
10. Repetition
Why it has come out twice
Why has it come out twice that is a good question. Well here it is actually quite logical why it comes up
with the name twice
... because there are two parents.
8. test rule
Ok, now I've put one rule into the database which defines what a father is. That rule says a person is the
Jather of a child if that person is a parent to that child, using those facts, and if that person is a male person.
So if you would ask it now to list you all fathers and their children, using this rule ...
So it says father ...
Father has got two variables in the header so ...
So it would be
You can call the variables whatever you like. It should return you if you put father, you've got two in there
because I've written that so that is says a person is father to a child so it should be able to give you the
name of the father and ...
So if you put father, name of the child and name of the father (types father(Name,Child). RETURN)
[Name=eric,Child=jenny,Name=eric,Child=martin etc.]
11. Analogous rule
OK if you edit the file now and you could write the same rule for defining what a mother is?
(types mother(Mother,Child):- person(Mother,female), parent(Mother,Child).)
12. New rule (TT)
Could you write a rule that would define what a brother is?
I've got a brother myself? (types brother(Brother,
sister?
You have to put something there but sister would be because you can be brother to a male person as well.
Call it something gender neutral
Can I put Brother and Sister?
Not really, because you want to write a different rule for Sister. If you put Sister here as a second variable, it
is not really true because in the case of harry and james or whatever it would tell you that james is harry's
sister and that would not be right would it? It would just be a very unwise variable name so call it
something neutral ...
Just neutral?
Person or something like that
(types brother(Brother,Person):-
The next line is quite easy as well ...
(types person(Brother, male),
Now we come to the tricky bit what else do they have to do?
Have the same parents, same families ...
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!‘was Just going fo say we can make it a little bit easier because we haven't got any half brothers or half
sisters in here so if they share one parent that will do
So par nt outside the bracket then Brother?
Yes, Brorhef- has got 1o go somewhere in there, that's right. Try 1o think what you are addressing, here you
are addressing a person fact, earlier on in the program, here you are addressing a parent fact, it's just a master
of keeping in mind what stands where ...
So parent for Brother and the other will be the same variable - underscore, parent's name?
You have to put something in there because you want to link brother to person through the parent and the
way to do that is to assign the same variable name to both the parents, 10 put one variable name in there and
then brother and the system can link that 10 the person
Oh I see.
Yes, 50 you can do it in two lines really
What another line as well?
Because as I say you have to once link a parent here and then you have 1o link it to Person because they are
children, as you rightly said they are second in the bracket so what you have to do now is assigning a
variable to the person, 10 the parent ...
Just X or something?
that's right
(types parent(X,Brother), parent(X,Person).))
So that should work shouldn't it?
Right, do you understand that now, what you've written
Yes brother is brother to a person if the brother is male person and parent of the brother is X and parent of the
person is X
Subject 5
1. person(annie, female).
OK, if you would ask it person(annie female). what would the answer to that one be, you've got a print out
It would be either yes or no
You've got a print out of the program there ...
So you want me to type it in? (types person(annie,female). So it should be yes then. [correct]
2. person(X,female).
If you would ask it person(X female).
It would give a list of all the females. [correct]
That's right
3. parent(jenny, Z).
And similarly if you would ask it parent(jenny,Z), what would the answer to that one be
You could answer yes female
If you said parent?
oh sorry, if you said parent, it's going to answer whoever jenny is a parent to, james, kathy ...
And harry
Is it, harry as well?
4. parent(carol, rosie).
That's OK. if you would ask it parent(carol,rosie).
Either yes or no - yes
5. parent(sophie, rupert).
And if you ask parent(sophie,rupert).? _
It's going to say no because of the relation, rupert is the parent of sophie. [correct]
6. parent(rosie, X).
And if you asked pareni(rosie,Y). _
It would list all the children of rosie which would be ... oh she isn't a parent, so it would say no
7. all daughters (conj. - TT) _ ) i
Ok if you would try to retrieve all the daughters we've got in that little knowledge base how would you
that
oh all the daughters it would be person(X,female), parent(fx’,X), as long as the X is the same for both of them
Yes you have to use the same variable name - if you just try that one ..
person first?
yes
You want all the daughters so it's going to be (enters person(X,female),parent(Y.X).)
OK so what, it is returning now for X
.. is telling us who is the daughter and Y is the parent of that daughter

8. test rule |
OK, fine, what I've done is to put a rule at the end of that file 10 define what a father is, the rule says a

person is father of a child if the person is a parent to that child an;i that person is a male person, so you
could now ask it to give you a list of all fathers and their children using that rule -
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Yes. father(X,Y) - shall [ do that one?
Please
(enters father(X,Y).)
(list of fathers and children]
:{n)f?“ would say now I want a list of all fathers but don't want to know the brats’ names, how would you do
9. Placeholder
You could put a small y?
You have to do something about the Y but
Oh underscore, if you just do a bar -
Yes that's right so if you just type it
(types father(X, )
It's an underscore, that's right
[ X = eric eric eric martin martin rupert]
10. Repetition
would you like to comment on that list?
It means that eric, martin and norman have more than one child and rupert only has one
Yes, because, what is happening -
It has filled in all the variables for the bar without giving them names
11. Analogous rule
... and look at the father rule I'm sure you could write the rule for mother now ...
Wonderful, so I've got to write it for mother now
Yes if you just try that
(types mother(Mother,Child):- person(Mother,female), parent(Mother,Child).)
12. New rule (TT)
Yes, that looks good doesn't it. Now, could you write the rule that defines what a sister is
(types sister(Sister,female):- person(Sister
Oh what have I done here
I was going to ask you that -
She's got o be a child though hasn't she?
" I mean if you look at that one that actually means mother is mother to a child if
0 ..
what you want to put here in the second place is, well it is the same thing, it must be another sister to
That's right you have o put -
A child isn't it
;Vel! you can call i1, I don't know what seems reasonable to call it - you could call it sibling with a capital
So distinguish between the mother/child relationship
That's right
But will child work there if you put it in?
Yes you could try i1, if you just
Because child is like listing all those people
It won't really matter what you call the variable, you can call it banana and it will still work if you put the
variable name in the right place
So not female ...
Not not female because that goes inlo the next line
So anything, well you said sibling so -
Well, at least when you look at it again you know what should be going in there if you use a meaningful
variable name
(types sister(Sister,Sibling):- person(Sister, female),
Ok so that is the one condition they have to fulfil, they have 1o be female and what other conditions do you
have to list?
Something to do with the sibling isn't it?
It has got something to do with the sibling, yes. What do you have to say, if you would say it in English
now, what is the other condition that we have 1o -
Female and a relation
And what do we use to make that relationship, how could we explain that
In terms of finding a common parent -
Exactly
So, parent (types parent( The ones that's common, so second one's going (o have to be sister, no ...
What does stand in the first place in the parent relationship?
It's either the mother or the father ...
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Yes you can put that in, well there are really two ways you could do this, either you could go 1o the output
Jrom father or mother, now you could actually instead of saying parent you could have said father and then
linked say the sibling and the sister to the father, or you can say parent because we know that what stands in
the first part there is going to be parent as well ...
But you have to call it something different, because some might be listed under father and some ...
It doesn't really matter, you can do it this way it's just what you've got o think about now is which
variables go where because what stands first in the parens relationship is always the parent
So you won't - could I just put mother in
I'don't know we call it X or Parent with a capital P or whatever
(types parent(Parent,Sibling).)
Is that enough really, I think you need something else
So person's got to be
You've linked the sibling to the parent now but you still haven't linked the sister -
Right, so I've got to have parent again, sister
That's right
(adds parent(Parent,Sister).) I'm not all that sure what's going on
Well try to think about it, we are trying to define now
Well the first defined what the actual sister was ...
What it will do is, you've got the first line here and it siarts, you say now sister(X,Y) you want to know
who the sisters are, it goes to the person facts it gets the first female name and puts the name in there
instead of sister so now that line reads person(annie female), then it jumps down to the next line and this -
Yes I see now
And this line now reads parent(annie -
... you'll get a name in there
Now it goes and looks for a parent of annie and puts that name instead of parent and when it comes down to
the next line now it gives parent that name and then it finds a sister and checks whether that is actually the
same
yes I see that
Subject 6
1. person(annie, female).
The first question would be person(annie female). So what should it answer to that one?
Must be yes, I would have thought. [correct]
2. person(X,female).
If you type in person(X.female). - what should the answer to that one be?
It will list all the names of the females. [correct]
3. parent(jenny, Z).
Now the next block of relationships is the parent relationships so if you put in parent(jenny,Z). what should
the answer to that one be?
It will give the name of whichever parent it is - annie is it?
Yes - any more? it's (jenny, Z)
Oh, so harry james and kathy. She's the parent of them (tries it and it works)
4, parent(carol, rosie).
If you would say parent(carol,rosie). - what should the answer 1o that one be?
Yes (enters query)
[yes]
5. parent(sophie, rupert).
And to parent(sophie,rupert).?
No. [correct]
6. parent(rosie, Y).
And if you would ask parent(rosie,Y).
parent(rosie,Y)? No.
Why not?
Because she's not got any children down here.
7. all daughters (conj. - TT)
Ok, now slightly more tricky, if you wanted to try to retrieve all the daughter you've got in there how
would you do that?
Daughters ... you'd have child, we can get an answer to that, and then whether that child is female
How exactly would you do that?
"child" outside the bracket and X comma Y inside the bracket and then ...
Ok, try it
(types child(X,Y) ) It's all capitals - does it matter what letters are?
What variable names you use, no as long you know that if you mean the same variable you have to use the
same one
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and then (types :- at the end)
Ah - are you trying 1o write a rule?
Give me the child if that child is
OK, so you would actually put in a rule that would define what a daughter is, in which case you could write
a rule which would define daughter, you would have called it [the predicate] "daughter”, but what you're
trying to afo here is, you could write a rule and we'll actually do that later on but if you look at those
relaﬂon_sh:ps youve got there you can still without writing a rule retrieve all the daughters by just
addressing the facts you've got there
Daughter - you do daughter, in this, so it where you put it in the bracket?
So what does that mean if it’s in the bracket?
That's the children
That's right that means they're the child of someone -
... and females
You'd have to select females yes, could you do that, you can actually do that in one go can't you, you can
actually ask the system to return only the female children.
So, you put child outside the bracket
Well you can't if you haven't got a child rule or any child facts you can't very well do that can you?
So this is all the information is ...
Thart's all you've got, but you can still get it return you, just by putting in a query now rather than by
writing a new rule
There'd have to be a variable there of some sort ...
yes and what else
It's what's outside the bracket, that's the thing, if you can't use
Well the name of that relationship, if you address
Use daughter?
If you're addressing that relationship you have to use that relationship name -
So, parent?
yes
X, comma, daughter or?
With a capital letter or ...
Well can you use the word daughter then?
. Yes you can, well it depends would you spell it with a big D or a small D
igD
Yes, I mean if you use a capital letter you can use whatever variable you like
It would automatically know what the word daughter means?
No it wouldn't, but it would help you to remember what you were actually looking for. Ok if you start off
with that, I mean if you decide you can call it X,Y or you can give it meaningful variable names but they
are meaningful only to you they don't mean anything to the system.
(types parent(X,Daughter)
OK so you've defined that the person’s got to be child of a parent and what else, what other condition has to
be mer?
Female.
Yes how do we say that then?
You couldn't, you just use the word female in that instead of daughter
Not really, where is the information about male and female, where is that actually encoded in our database?
that's in this part (points to person-relationships)
So you would have to address that particular relationship if you want 1o retrieve that information
So you mean when daughter is, I don't know how you would do it to get that really
It doesn't really matter, you could do it both ways round you could have said that the person's got to be
female first or whatever but how do you get it to meet both of those conditions at the same time, any idea?
You could use person instead of daughter
Well if you want to retrieve any information from those person relationships you actually have ...
You actually have to use the word person but there's no really
Yes OK but you have to link those two don't you, those two goals that you're listing, how do you do that?
(types ,)
OK yes comma
do I need to go down [to the next line]
It doesna't matter, you can write it on the same line
person(X, female)
What would you get then - think about it
Well it wouldn't be X but it would ?7?
Because you've already used the variable X here. Let's see if becomes clearer (deletes the typing), let’s see if
you give them both meaningful variable names (types parent(Parent,Daughter),). OK?
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(type; person( You still have to have female in there

es

Would that be enough? or you'd have to have X, female, or whatever
Well so;nehow you have through the use of your variables to link those two, which variable name would
You use:

Daughter
Yes. What you said before was when you had X, Daughter, and you said person(X - that would have given
you the mothers ... because it would have retrieved the female, if you say X,Daughter, then X, female that
will actually give you the mothers, X would have been mother then

So you still use X as a variable?
No you 'vg decided to call that variable Daughter, so you have to call it the same, how else do you link the
Iwo enquiries

so female
Well which way round do they have to be?

Daughter, female
Yes because the name is first in the bracket and then the

(types end of query to give parent(Parent,Daughter),person(Daughter, female).
Why must it be lower case

Because you've already got the variable name haven't you
Yes and you don't want it to be a variable name there you actually want it to be female, you actually put the
object in here because female is the condition we want to be met. Ok so if you run that one
OK so now it tells you Parent = norman, Daughter = kathy, Parent = jenny, Daughter = kathy, so it lists
you all the parents with their daughters now so you see just by running in conjunction where you specify
two goals which have to be met it sorts out only the ones that meet both those conditions.

8. test rule
If you go towards the end of that file now. You see you've got a rule there that defines what a father is, can
you try to interpret that rule, what does this one actually say?

Is it to find all the male children?
What does it do, what does it say a father is

It's saying
Yes? According to that rule which conditions have to be met so that someone is a father?

Does it say that they have to have a child first of all, that child has to be male ...
Who's got to be male?

To be a father he has to have a child, that is one ...
What exactly, which line does state that? You've got to have a child to be a father? Which of those lines
does say that in that rule?

The third line
Yes you have to have a child to be a father, what does the line above that say?

That Father has to be male
That's right, it's quite logical really isn't it. This rule just says I've given it meaningful variable names
here, that someone is a father of a child if that someone is male and that someone is the parent of the child,
Yes?

Yes
see those two variable names, so you can actually query it and it will return name for a father and name for a
child, could you write, modelled on that now the rule for mother

11. Analogous rule

it will be almost the same but with different names (types mother( so it will be Mother ...
If you are consistent you can use X Y if you want to or Pineapple Banana or whatever, it doesn't really
maiter what you call the variable ... (laughs)

Well you have to say
If you don't believe me you can type in Mother, Child which is nice and easy because if you look at the rule

you always know what you actually want to take this variable's place but it would work if you put in
Eeyore and Piglet it would work just as well
So I just put X and capitals isn't it
Put X and Y and see.
(types mother(X, Y):-) So X is the mother of Y if, return, you can use the tab to indent it if, it has to be person
(types person(X,female), parent(X,Y).)
Ok if you just add another blank line after this one and if you save the file so we can try it. Now if you ask
it to give you the names of all mothers and their daughters as soon as it's finished

All mothers and their daughters? ) _
No all mothers and their children - you don't have to narrow it down to daughters, just all mothers and their

children
So it will be parent?
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No you've just written a rule called mother so you can
So we use mother?
Yes you want to test whether this rule actually works, whether it actually returns the correct answers
So I can put mother? (types mother(X,Y).) RETURN
[X=annie, Y=jenny, X=annie, Y=martin etc.]
9. placeholder
;"&W dg!?le last thing if you wanted it 10 list mothers but not give you the names of the children what could
parent{Mother
No you want to do exactly the same thing but you don’t want 1o know what the names of the children are,
how would you do that?
mother, just the mothers, mother(X
But you have to hold the place for the other variable
Underscare
Yes, so if you do that as the last thing
(types mother(X, )
Yes, RETURN and if you keep pressing semi-colon
(gets annie 3 times, jenny 3 times zandra once, carol twice)
10. Repetition
Because of the number of children
Subject 7
1. person(annie, female).
If you type in person{annie female). What should the answer be?
It will come out with yes. [correct]
2. person(X,female).
If you type in person(X female)., what would the answer be?
It would come out with yes X = annie, followed by jenny, zandra
{correct]
3. parent(jenny, Z).
If you look at the parent relationships now if you type in parent(jenny,Z).
It will come out with yes Z = harry, james, kathy
(coect]
4. parent(carol, rosie).
OK, if you type in parent(carol,rosie). [correct]
5. parent(sophie, rupert).
And if you would type in parent(sophie,rupert).
No.
Why not?
Because there is a parent rupert,sophie not sophie,rupert
6. child(rosie, X).
And if you typed in pareni(rosie,Y).
No it would say no because there is no rosie in the first position.
7. all daughters (conj. - TT)
Now slightly trickier, if you wanted to retrieve all the people from this database who are daughters how
would you do that?
All the people who are daughters? You could put in person(X,female)
Yes ...
How are these parent relationships worked?
Parent comes first then child
I see so you, and are the ... yes ok, that's the only way : _
Well the beginning was obviously right so if you type in the first part that you just said
(types person(Z, female). RETURN)
[Z = annie, etc.]
That gives you all female, but what other condition do you have to fulfil to be a daughter
You have to have a parent
That's right, so try again, what do you do?
So it's going to have to be a conjunction between person and
(types person(Z,female),parent(Y,Z).)
What would it return now for Y and for Z? _
It would return for Z all the children who are female i.e. daughters and for Y those respective parents, you could
ignore if you were strictly answering the question you put a blank
A blank?
Because the question's asking you to extract the daughters not the parents of those daughters
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Ok if you run lho;e first because that is actually an interesting point
S0 u says parent jenny is the daughter of annie, and (etc)
9. placeholder
So if you typed it in as you just said without knowing the names of the parents -
Do you want me to actually do it?
yes please
(types person(Z,female),parent(_,Z). RETURN
[Z = jenny, Z = jenny , etc.]
10. Repetition
?’0“ see it said jenny, jenny, zandra, zandra, kathy, kathy, rosie, rosie, sophie and sophie, why do you think
it returned every name twice?
smte 5 ean:l daughter has two parents and if the database is correct it answers each daughter twice
. S5t Truic
Ok there is a rule at the end of that database which defines what a father is, it looks like this
Jather(person,X), so a person is a father to a child if that person is a parent to that child and that person is
also male. Yes? so that defines what a father is, so if you want to use that rule now, if you want it 1o give
you all fathers and their children or just give you all fathers, whichever way round you want to do it
(types father(Z,X).) that would give you the father and the child [correct]
11. Analogous rule
Now if you edit the program and actually write in another rule for what mother is
(types mother(Mother,Child):- person(Mother,female), parent(Mother,Child).)
12. New rule (TT)
Right if you wanted to write a rule to define what a brother is, if you think about it, just say it in English,
what conditions do you have to meet 10 be a brother?
Person is a brother if he is male, and a child, so he has to have a parent, are all the parents and all the children in
this database? ... Right, so he's got to fulfil two conditions in that he has got to be male but a parent is also a
brother, no hang on, are you assuming, you see you could argue that every parent if he is male is somebody's
brother
Not necessarily
They could be a single child, ok so you want me to stick to the children in which case you would have to be
male but also be somebody's child
But you could be an only child ...
So in that case he has to be somebody's child and his parent must have more than one child so if we find all the
parents ...
Well what we said here is, if you look at the mother and father ones, person, variable, is mother to a child if
so if you start of in the same way, saying somebody is a brother of a person if the brother is male and ...
you're sort of putting up a relationship like saying a mother is mother to a child if, in the same way if you
say brother is brother to a person if the brother is male and ? what else do they have to have in common?
Same father ...
... or mother, equals parent, they need to share at least one parent
Ah, could we use the existing rule that we have here, no -
You could actually but it is probably easier if you just use the parent fact
So somebody's got to be male
If you start writing the rule, the header and the male, just think about
(types brother(
If you say brother, comma, person or name of X or whatever it is
(continues typing brother(Brother,Person):-
now you said the brother's got to be male ...
(continues typing person(Brother,male),
... and those two have to have the same parents. How do you achieve that?
Both brother and person have to have the same parents.
By just using the same variables in the right place you could actually link those two to the same parent,
you have to state that the brother is the person of that parent and the person is the ...
Got it, got it (types parent( the parent is the first in the bracket is that right?
you could call it Parent with a capital P if you want
(continues parent(Parent,Brother), parent(Parent,Person).

Subject 9

1. person(annie, female).
If you asked it person{annie female). - what should the answer to that one be?

person, 77, sorry
If you would just type in this question what answer would the system give you? with the knowledge base

you've got in there
annie? I don't see what I'm doing - I really don't understand
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v Well if you type in that as a question which would mean have we got a person who is female called annie
es.

what will it say
Yes. (enters query)
[Yes]
2. person(X,female).
Yes that's right, if you type in person(X female).
annie jenny,zandra,carol kathy, sophie. (enters query, gets predicted result)
3. parent(jenny, Z).
Fine, now if we went 10 the second block, if you asked it parent(jenny,Z), what would happen there
harry james kathy [correct]
4. parent(carol, rosie).
Am_:‘ ;f you said parent(carol,rosie), what would the answer to that one be?
peter - is it parent ...
carol, rosie
Yes.
5. parent(sophie, rupert).
And if you ask parent(sophie,rupert)?
No.
Why is the answer no?
Well, sophie, it doesn't actually say who her parents are ... oh yes it does - parent(rupert,sophie) ... but it's that
way round not the other way round
So it would say no
So it would say no because the relationships not right
6.parent(rosie, X).
Yes, so, if you would ask it parent(rosie,Y). - what would it say 1o that one?
No, because rosie is the parent. [comect]
7. all daughters (comj. - TT)
OK now the next thing, if you from this little knowledge base you've got there, if you wanted 1o extract all
the daughters
All those ones (points to person-relationship).
Could you persuade the system somehow to give you a listing of all the daughters
person, no ... you'd have to substitute daughters for female ... with a letter
And then
And ... parent, no you can't do that
Try it, I'm sure you can do it
Are you asking a question?
Yes. You're not writing a rule here, you haven't got a rule in there that defines what a daughier is but
nevertheless you could actually get
Because it basn't got daughters, sons
But with the information that you've got there you could still retrieve, you could still sort the ones that are
daughters from sons
Oh I know I think - is it person, this isn't easy you know ...
Well if you just say it in English, which two conditions does someone have to fulfil to be a daughter?
Got to have parents ...
Yes she's got to have parents, and
she has to be female ... so just parent female, parent X
Yes, you have to use both relationships in your question
I'm trying to find out whether the female ...
You can start with either of them - you can start by saying that person has got to be female first or that
she’s got 1o be a child first
but it hasn't got child
No but who are the children, where are they
In this lot [parent-relationships]
Yes, so they are second 1o the parent relationship aren’t they,
So this is going to be, you've got to have, do you need parent in there at all?
Yes you do, because otherwise you don't get at the child relation. In terms of our database she has got to be
a female person and has got 1o be -
parent(X,female), no because that's ...
No that's coming from somewhere else - but you can combine those two can't you? in your question, what
do we call that?
Conjunction.
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Yes that’s right, so if you just run a conjunction in your question. All you have to do is put the variables in
the right place. Start one of them, person or parent, whichever you find easier ...
oh I think I know (types person( you don't have to have two [objects/variables] in there do you
You do because you've got two objects in those relationships, so -
person OK (types person(X,female),
So that should show they're female and
(types pareni(Y, Is it female again?
No, what do you put in there now, because that thingy that goes in there now has also got to be the female
thing, you've got to make sure that the variable links them. You've correcily said parent is Y because that's
not the person we're looking for, we're looking for the child, so?
Daughter, female?
No she's X, because you make sure that X is female and now you want 1o make sure that she's a child
Yes, sorry, I just realised - stupid me, I didn't realise they're the same people. (types parent(Y,X).)
Now what should it return for X and Y?
X is those people there, the female and Y is the parent of -
X, yes that's right, so if you could just run that one
(enters query) so jenny annie jenny
So jenny is the daughter and annie's the mother, that's right so if you carry on
(jenny, eric,: zandra, annie, etc.]
8. test rule
Now what I've done at the bottom of this little knowledge base, I've put in a rule that defines what a father
is, I've said a person is a father of a child if that person is parent 10 that child and that person is a male
person. So you could ask it now by using that rule to list you all fathers and their children
(types father(X,Y).
[X = eric, Y = jenny]
9. placeholder
Yes, eric and jenny, where eric is the father and jenny the child etc . Ok, if you would ask it now, if you
said I want a list of all fathers but I don't want to know the names of their children, how could you do that?
(enters father(X, ).
[X = eric,eric,eric,martin,martin,nofman,norman,norman etc. ]
10. Repetition
Would you like to comment on that
Well it's listed how many children they have ...
11. Analogous rule
If you edit that file can you write the mother rule now based on the information you've got, if you just look
at it ...
(types mother(Mother,Child):- person(Mother,
so it's, yeah
(carries on ...female). person(Mother,Child).
It should have had a comma at the end of that line, I think ...
Oh yes (changes . to , after female)
.. and I think you've made a slight mistake on the next line you've used the wrong predicate
(changes person... to parent(Mother,Child).)
12. New rule (TT)
Now to be a bit more creative, if you write a rule now that would define what a brother is, would you try to

do that, if you want, we could discuss in English first what it actually is, what you have to do

It's a child of the father and mother
Yes, actually, I will let you off with just one of them

OK child of the father then (types person(Brother,male),)

What do you do about a sister relationship?
Well what you would do is define brother and sister separately because they're two different things. What
you have to do though, is you have 1o say, in analogy i here, if you say mother is mother to a child if, so
we have to say brother is a brother to, I don't know what we want Io call it
t?

mweu you're not brother to a parent, to a - let’s call it sibling for instance, with a capital S, we could say
brother is brother to a sibling if and then you've said Ok the brother's got to be male and then we've got to
indicate what, father, you said saying father, so we've gol to twist that as well, so we have to indicate they
have the same father. I think it's easiest if you just start off with the header and then the male one -

(types brother(Brother, Siblings?
Well it would seem a reasonable variable name to me - you can call it what you want or an X or Y or
whatever

(types brother(Brother,X):- person(Brother,male), Is that brother again now or is that -
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There are two ways you could do it, either you use the parent relationship again to indicate that the brother
is a child of someone or you can of course use the output from the father rule
parent wouldn't go outside the brackets would it, parent would be inside the bracket?
No - you still have 1o match the parent facts if you would use the parent, if you decide to go for father or
mother you must use that to
mother or father?
Then you would have to match the header of the rule so you could say now father
(types father
lower case now because you should have the proper definition of what it is. OK
So that would be
Well who's the child,
the child?
In which position does he go if you look at the header of the father rule?
second one
That’s right, so you'd have to put something else 1o substitute for the father in here -

Yes that's right
(types father(Y,
Is it child ,yes it's child isn't it
No, it's Brother because we're, because it's got to match that one because we're trying to define someone
who can fill this place, you've got to be consistent with the variable because we've said brother here and
you've also got 1o use the same variable name for the same person
(types father(Y,Brother).
But this still doesn't, now you've said that brother's father is Y but you still haven't ensured that X's father
is Y as well and you want 1o do that because that is the link
So it's just the same, is it father(X ,Brother). as well
No - X is the sibling not the father, the sibling is a child as well isn't it?
Yes so father, this is father X then
father yes - but X again like brother is a child so it goes
in the second
(types father(
X?
No, Y because Y is the father, you see father always comes first
OChYX
Yes, because X is the child and Y is the father
(types fatber(Y,X).
And you have to put a comma in there instead of a full stop (after line 3)
(corrects it)

1. person(annie, female).
The first question would be if you asked it person(annie female). what would it say?
Just annie - no?
What does that question actually mean person(annie female).
There is a female, annie ...
Well we haven't got, it is just a relationship and two objects if you put them in as a question, what it really
means is "Have you got a person called annie which is female 7"
So the answer is yes.
That's right, yes, if you try that ...
(enters person(annie,female).)
[yes]
2. person(X,female).
And if you would ask it person(X female).
It should give you the list of females - annie, jenny ... [correct]
3. parent(jenny, Z).
OK, so that's that, so if you would say parent(jenny, Z). what would the answer to that be?
It should give you jenny’s children ... (enters parent(jenny,X).)
[X = harry, james, kathy]
4. parent(carol, rosie).
What would the answer to parent(carol,rosie) be.?
Yes.
5. parent(sophie, rupert).
And to parent(sophie,rupert).?
No.
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Why is it no
Because he is a parent of sophie
6. parent(rosie, X).
And parent(rosie,Y)?
should also be no because there is no parent called rosie.
7. all daughters (conj. - TT)
Now if from this database we've got there we wanted to retrieve all daughters that we've got in there, is there
(mm‘i':)"”é’;“.i e : 2 S
0 use a conjunction? (thinks) So ... something like parent(N N s
person(Name2,female) g p (Namel,Name2)
Yes OK
(types parent(Name1,Name): -
-Yau're not writing a rule, though, are you, just a question. To get a conjunction
(subject deletes second bracket)
No u".s all correct except for you link those two parts of it, you're not writing a rule, just putting in a
question ...
Oh and
Yes just a comma, that's right
(enters parent(Name1,Name?2),person(Name?2, female).)
[ Name1=norman, Name2=kathy]
So it gives you for Namel
norman, kathy
So for Namel it now returns what
The parent
Yes and for Name?2 the daughter, OK (tries a few more)
8. test rule
OK I've actually put in a rule at the end of the database which defines what a father is, yes based on those
Jacts, it says a person is father to a child if the parent of the person is a parent to that child and that person
is male, yes? So you could actually use that rule now to get a list of fathers and their children, would you
try to do that
(types father(P (hesitates)
Capital P, capital C would probably do, it doesn't matter what ...
(finishes to give father(P,C)
[list of fathers and their children]
9. placeholder
Now you've actually got them out in pairs yes? The name of the father first and then the child, if you
would say OK I want a list of all fathers I don't care what the children’s names are what would you do?
Using the same rule? (types father(P,_).)
So what should that do now?
It should give you a list of all the fathers ignoring their children.
Yes it shouldn't return anything for their children, OK
[gets list of fathers - eric 3 times, martin twice etc.]
10. Repetition
Do you find that peculiar, or ...
Only if you didn't know what was in there, in the program, you can see¢ there are three parents called eric or
But why do you get eric 3 limes, martin iwice, norman
Because they're in there for each of the children so it will come up as many times as they've got children.
11. Analogous rule
Now if you edit that file you could perhaps write the rule for mother modelled on the father rule
(edits file and types mother(Mother,Child):- person(Mother female), parent(Mother, Child).)
12. New rule (TT)
Yes that's right, could you also write a rule that would define what a sister is?
(types sister(Sister,Daughter
Why are you calling that second variable Daughter?
I don't know.
Well, what I did when I wrote this rule was said a father, this variable, is relationship to a child - you
wouldn't say a sister is sister to a daughter would you?
A sister 1o a child [ suppose, or brother or sister ...
Well it is brother or sister but because you can be sister to female 50 I think it should be neutral.
I'll just put Child.
OK.
(types sister(Sister,Child):- person(Sister,female),
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I don't understand what I have to do - the sister is female, so ...
Just try to formulate it in English - now what conditions does someone have to meet to be a sister?
Be a sister and she must have the same parents as well.
Now this is the difficult bit, how would you get the system fo check whether two people have got the same
parenits? Because you want really Sister and Child to have the same parents so it instantiates a name 1o the
variable Sister and Child, then goes off and checks whether these two names have got the same parents, so
could you get it to, any idea?
parent(Sister,Child)
The problem is that in the parent-relationship in the first place what is there in the parent relationship
It would just give parents and children wouldn't it?
That's right - so you've got the parent in the first place then the child but these two are both ?
Children. So it would have to be Child
Well, you can get it to match it up, if you say parent, you put in a variable here Sister then write another
line with parent, same variable here, then Child, that would make sure that when it fills in any name for
Sister and Child that it goes and checks whether these two have got the same parents here in the bracket
Sorry what was that
You're referring to the parent relationship -
Yes, I know (types parent( just a variable P, so it would have to be, just Child ).
No you've got to make sure that the sister gets the same parent, that only goes and finds the parent of that
Child - Sister has got to be a child of that parent as well, so ...
So now I have to write another one as well
(finishes typing to give sister(Sister,Child):- person(Sister,female), parent(P, Child), parent(P, Sister).)
Ok would you like to go and try that one out now
(enters sister(S,C).
[S=jenny, C=jenny, S=jenny, C=martin etc.]
(looks puzzled)
You're about to say something
How can zandra be zandra's sister?
That's a good question
Because it's just gone back and gone through the families and paired them up
and that's fair enough really isn't it. Another question, it doesn't disturb you that you get zandra jenny and
then zandra jenny again? It does every combination twice, can you find an explanation for that?
Is it something to do with the second line wrote in about the person being female? No?
No, it has got something to do with the parent ...
It has zandra as parent and so is jenny
No, but we've defined they have 1o have the same parents and both of them have got two parents, all of
them have got two parents haven't they?
Oh yes of course they have yes, mother and father, so they'll give you both the father and the mother
Subject 11
1. person(annie, female).
Ok so first question would be person(annie female), what should the answer 10 that one be
Yes. [cormrect]
So if you just try it -
It would just print out yes (enters query)
[yes)
2. person(X,female).
That's right and if you would ask it person(X female). what should the answer to that one be?
It will give you the list of all the girls - annie, jenny, zandra and so on. [correct]
3. parent(jenny, Z).
Now the second block of facts concerns the parents so if you would ask it say pareni(jenny, Z). - what
would the answer to that one be?
james and kathy
And?
Oh harry, james and kathy. [correct]
4. parent(carol, rosie).
If you would ask it pareni(carol,rosie). what would the answer to that one be?
Yes. [cormrect]
5. parent(sophie, rupert).
And if you asked it parent(sophie,rupert).?
No.
Why would the answer be no?
Because rupert is the parent, not the child.
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6. parent(rosie, X).
N And if we put in pareni(rosie,Y). what would the answer to that one be?
0
Because?
Because rosie isn't the parent.
7. all daughters (conj. - TT)
Yes that’s right, now, slightly more complicated, if you wanted to retrieve all the daughters that they've got
in there have you got any idea how you could do that?
You have to do a conjunction so parent(X, Y) and then is it comma for and, and then person(Y, female).
Exactly, so if you just try that one out so what will it now return for X and Y?
X will be the parents, and Y will be all the female children
Yes so if you give it a try
(enters query)
[X=norman, Y=kathy; X=jenny, Y=kathy, X=martin, Y=rosie; etc.]
you see, which order does it actually take?
The order that they come down here
g 80 it picks the girls one after another, from the first parent down to the last one. Yes very good.
. test rule
Now I've put a rule at the end of this knowledge base which defines what a father is. It says a person is father to
a child if that person is parent to that child and if that person is a male person. So I've listed 2 different goals, a)
that the person has got to be a parent to that child and that this person has got to be male. Ok. Now if you were
trying to use this rule to give you all the fathers and their children, if you want to test whether this rule actually
works, what would the query be? ... It is quite easy
father(X,
If you actually want to use a rule you have to see that you match the header for it 50 since we've got two
variables here in the header
9. placeholder
father(X, and then underscore.
OK fine you can try that
(types father(X, ).
OK what will the answer to that be, what will it actually say now when you
X will give you the names of all the fathers, that's all it will give I think. [correct]
So is it going to give eric three times
Why do you think, do you think it might give you eric three times for each child, iry it see what happens?
(gets eric three times)
So what do you think the next one will be?
martin
[martin twice, then norman]
10. Repetition
So that's wrong then, you don't want it come out three times ...
11. Analogous rule
well it is not necessarily wrong, it is just important to be aware of the fact that if you write it like that.
You can, there are actually things we can do about it if we want to, but this is basically how it works the
rule out. If you could edit the program now and write the mother rule based on the model ...
(types mother(Mother, Child):- person(Mother, female), parent(Mother, Child).
12. New rule (TT)
Yes that's fine, now we extend our big family program here and try to define what a brother is -
(types brother( _ _ _
If you just said it in English how would you explain to someone in English what a brother is.
A person who's parent is also so and so's parent and the parent is the common thing,
And?
‘And is male
Yes that's exactly right. Now in analogy to those first two rules where we say somebody is a mother of a
child if so with a brother you say somebody is a brother of a person if
(types brother(Brother,Person):- Is it alright to use person again but with a little letter?
(types person(Brother,male),
Yes that's the first condition ...
Must it still only have 2 parts to it?
Can you explain that a bit further?
Well inside the brackets just two ...
Two?
Conditions ... or ...
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We're trying 1o say, you said that before, that we have 10 tell it that they have to have the same parents,
who has to have the same parents - now if we look at the beginning of our rule
The Person and the Brother
That's right, so we somehow have 1o link them to the same parent
So you put parent outside the bracket and then you put Brother and Person in the same bracket?
Well the thing is they're both children aren't they? It is right that we use the parent relationship but since
our parens relationship has got two objects in the bracket, the first is the parent and the second is the child
we can't really say pareni(Brother, Person) because you put the Brother in the place where the parent stands
in that relationship and that can’t be right can it?
parent ... and underscore? No ...
No - we need, you have to write two further lines, you can't do it in one. All you say is that you make sure
the brother is the child of one parent and that the person is the child of that same parent and again like you
> did in your queries before you have to link those by using the variable and that variable is?
X is fine, whatever
So parent(X,Brother)
(types parent(X,Brother), parent(X,Person).
Now we'll go and try this rule out -
So if I put in brother and then X and then say kathy it should give me harry and james
Yes try that
(types brother(X, Kathy).
I think you have made a slight mistake there, what will happen if you do that
Oh I need to be put Brother in capital letters instead of X do [
No but kathy is not a variable that is a constant, if you put in 2 variables, if you type X ,Kathy or X,Y it
doesn't matter, it will just give you a list of all brothers and the person they are brother to, if you only want
kathy's brother, that's an object not a variable
So how do I do that
You shouldn’t have put it with an upper case letter
(corrects it to read brother(X kathy).)
[ X = harry, harry, james, james]
Why does it list harry and james twice
Because it does it for the father and the mother
Subject 12
1. person(annie, female).
The first question is person(annie female). - what should the answer 1o that one be?
Yes. [correct]
person(X,female)
If you type in person(X. female). what should that do?
(subject types person(X,female).)
Give out all the people who are female, jenny, etc. [correct]
3. parent(jenny, Z).
Now if you look at the second set of relationships there if you would ask say parent(jenny,Z). say what
should that give you?
Who jenny is the parent of ... (enters query)
[X = harry, james,kathy, no]
4. parent(carol, rosie).
If you would ask it say parent(carol, rosie). - what would the answer 10 that one be?
Pardon?
parens(carol,rosie).
Who is the parent of carol, no oh - yes, sorry
Right what does it actually mean?
Is carol the parent of rosie.
That's right.
5. parent(sophie, rupert).
If you would ask it parent(sophie,rupert). - what should the answer to that one be
Sophie? No - because sophie's the daughter of rupert
That's righs.
6. parent(rosie, X).
And if you asked pareni(rosie,Y)?
No - because rosie's someone's daughter
7. all daughters (conj. - TT) _
Now if we actually wanted to retrieve all the daughter we've got in there is there a way that you could do

that?
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Yes [;,:;bal'xly, 530“‘?“““8 like, parent, all the daughters, would you have o use this as a rule, and a conjunction
s !;t;{e‘:fl go:f‘ﬁwrl:;;h;uz ri!;wousfy yo; could write a rule which would define what a daughter is but
et moment but you still could retrieve it just by asking the right question

Yes, sorry what was the question again
Whether you could get it 10 list you all the daughters

So you start with parent
It doesn't master which one you start with.

(types person(X, female),

Yes, and?

I could just leave it at that couldn't 17
Whar would that give you?

All the daughters from here [person-relationships)

Would it?

Oh no, these aren't daughters at all (types pa No.
Why do you say not parents?

‘cos I want the daughters
Yes

Could I do parent(X,X)? No, that would give me 0o much, it's just I want to get to here but I don't want to do it

like this, parents ...

Well, it is right, you've got 10 use that relationship, there's two things you could do, either you could just
get it to list you the name of the parent as well as giving you the name of the daughter or you could say
well I know they've got a parent but I don't want to know what their name is ...

(types parent(Z,X).

Yes, that should give you what for X and what for Z now?

X will be the daughters and Z will be the parents ...

[X=jenny, Y=annie X=jenny, Y =eric,X=zandra, Y=annie]

Oh dear I've got eric ...
eric is the parent

9. placeholder
So, right if you now say, what we just talked about, you don't want to have the name of the parent you just
want the name of the daughter, what could you do?

Dash?

That's right, underscore you mean?

Yes. (types person(X,female),parent(_,X).

[X = jenny, jenny, zandra, zandra, elc.]

10. Repetition
Why do you think it gives you each of the daughters' names twice?

Because the X is there twice, don't know, it's taken jenny as a parent and a person, a female?

Yes, not really. If you just type in your previous query again where you didn't put the underscore and look
what happens

(types person(X, female),parent(Z,X).

[X=jenny, Z=annie, X=jenny, Y=eric)

It gives the relationship for mothers and fathers, relationships for both, it has given jenny for both father and

mother ... '

8. test rule
I've got a rule in there at the end of the database that defines what a father is. It says a person is father of a
child if the person is parent to that child and if that person is a male person, so if you now just get it to
give you all fathers and their children

(types person( Should I start with person? Can I try, and if it's wrong ...

Yes you can, but if you wanted to test that rule, let’s see if it actually correctly gives you the fathers and
their children

father needs to be outside (types father(person,X).)

Why did you put person X?

Becaunse that's how it is there [seems to be referring to the first condition in the father-rule]

Yes but that's, the first thing it should return is the father and the second variable should return the child, the
person they are father 10, so if we wanted to have a list of all fathers and their children ...

It should have a capital as well, but I can still leave it as person?

Yes as long as you know what they have instead of Person, you could say Father with a capital F, and child
with a capital C, then it would say Father =, Child =

(types father(Person,C).) Do you want me to tell you what I'm expecting?

Yes
I'm expecting under Person for the father to come up and then under C for the child to come up [correct]

Transcripts-151



11. Analogous rule

there 'ou've got the father rule that you've just used, can you write the rule for mother now for that one

(types mother(Mother,Child):person(Mother,female), parent(Mother,Child).)

12. New rule (TT)

Do you think you could write a rule which defines what a brother is or could you just 1ry to say what that
rule would say. What would you actually have to say?

I'd have to think about it
If you just say it in English, what conditions does someone have to fulfil to be a brother?

Someone is your brother if they have the same parents as you.

That's right, so the first line would be modelled on this one, but how would you actually say they have the
same parenis?

You have to use parent1 and parent2 wouldn't you
We're not fussy here we haven't got any half brothers or half sisters here so we could actually say just if
they share one parent

1 don't think I could say how you could do it, I'd need to think about it for hours

Subject 13

Can I just ask a question - for norman, how come he's got, is that person and that's the parent
No.

That's the parent and that's the person
That's the parent and that's the child, so he's got 3 -

Three children
OK, so if we just leave the editor ... also you've got a printout there ...

1. person(annie, female).
Ok if you would ask person(annie female)

Yes.
OK so if you try that -

Does it have a capital letter, yes, doesn't it because it ...
It's not a variable

So it doesn't ... (types person(annie,female). answer is yes)

2. person(X,female).

OK, if you ask it person(X female). - what would the answer to that one be?

It would give you all the girls names down the thing
OK so if you try that -

(enters person(X,female).

[list of females]

3. parent(jenny, Z).

Similarly, if you would ask it parent(jenny,Z), what would the answer to that one be?

harry james,kathy [correct]

(tries it)

4. parent(carol, rosie).

Ok that's fine, now if you would ask it parent(carol,rosie). - what would the answer 1o that one be?

Yes.

5. parent(sophie, rupert).

It's OK, if you say parent(sophie,rupert). what would the answer (o that one be
No, because rupert is sophie’s father.
6. parent(rosie, Y).

And if you said pareni(rosie,Y). '

It would tell you no because rosie is a parent not a child.

7. all daughters (conj. - TT) )

Yes that's right. Now if we wanted to retrieve all the people in our database who are daughters how could
we do that?

Do you want me to write a rule for it? ' , . .
That one be one way to do it, yes, we could write a rule for it but you don't have to, you could just get it,
retrieve them all by asking the right question

You couldn't ask it parent(X,female). , could you?

No

No it wouldn't do that would it ...

:Vo?utd?hat is essentially the information that you want, it is, they have to have a parent and they have 1o
be female, but how can you do that?

Could you find out all the females?

?
Wha:::sﬁw next bit? I don't know, if you asked it, if you found out all the females, would that help, and then

parent I think
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Yes that's right and you don’t have 10 do it in two separate, you can do it in one question by using what,
You can put both statements, it's Just you have to put a comuna between both parts of your question and
then that’s what we call a conjunction so by running a conjunction on your question we could do it, so the
first part would be yes to find out who are female, so,
Is it person or ...
Yes -
And thea it's next parent, big X (types person(X, female Close brackets now (types ), do I put comma now?
Yes, that's right, which is the second one we want?
parent?
yes, that's right
(types parent( ) Is it then another letter (types D), then female again?
MWMI have you got in the second place in the parent relationship?
Yes
So it's the same letter variable isn't it?
Yes, exactly
(types X).)
Now what will it return for X, you see for X it now returns the name of the daughter and for D?
Parent
D for parent, that's right.
[list of daughters and parents]
Oh, you find out who her mother and father are
8. test rule
Yes, that's right, OK, I've actually written the rule in there, at the end of the database that defines what a
Jfather is, it says a person is father to a child if that person is parent to that child and if the person is male.
Now if you wanted it to give you all fathers and their children using that rule what would you do?
You'd type father to start with wouldn't you
Yes, so do you want to try it
(types father( ) And do you use variables for the thing?
Does that matter?
No, I could just type in two things? (types father(T.,J).
[eric jenny,eric martin,eric zandra etc]
9. placeholder
OK if you wanted 1o ask it now give me the names of all the fathers but I don't want to know the brats
names, what could you do about that?
You type father and then just put the first variable in.
Yes, and?
Oh then put a thingy in ...
Yes, so if you try that now -
(enters query father(N,_).
[eric 3 times, martin twice, norman three times etc.]
10. Repetition
Why does it give you eric three times and ...
Becanse he's in there three times as the father of different children
That's right, yes, so even though it doesn'’t return the name of the children it returns eric
11. Analogous rule
If you edit that file now and if you could write the rule for mother
So I can make an exact copy of this [father-rule]?
To some extent you can, yes - o if you just write the mother rule now based on that
So it's mother isn't it, is the first line the same? (types mother(Mother,Child):- Can you use the same bit as
there or not? (adds person(Mother.female), parent(Mother,Child). So I've got to out to query it haven't I
12. New rule (TT) T—
Yes - but before you do that could you write another rule, can you define what a sister is
Sister is somebody who shares the same parent and is female ...

Yes that's right _ _ . ’
So it's sister (types sister) The parent's not a variable is, they've got to have the same parents ... I don't know

how to do that. _ _
Well you can start with he easier bil, the female bit

Parent, Child?
Yes, you can do it that way

(types sister(Pa _ .
No you want it so the header states, that one says a person is mother to a child if

Sister if it's got the same parent, sibling isn't it?
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That would be a reasonable variable name to use wouldn't it, I would have thought, I mean you could just
say

(types sister(sybli
You've got to use, the name that you want when you query i, first the name of the sister then the name of
the person they are sister to

Name, Sibling?
Or sister, sibling

(types sister(sister,sybling):-) And then you've got to put something in..., but I don't know if that comes now
You could do the female bit first

So it's sister, female?
Yes, but you've got 1o address which relationship. Which relationship contains the male and female
information ,

Name?
No, person

Yes, person, sorry - so if I type, if it's person person(name, sister?
You've already called it sister, but up here these are variables, not objects

Oh, so they've got to have capitals haven't they and this is a variable isn't it?
Yes that's right

(types person(Sister,) female's not a variable (types female)
OK, so now we've defined that sister is female and now we come to the bit you said they have to share the
same parent, so exactly who, if we don't have a rule now, who has got to have the same parent

The Sibling ...
... and the Sister - yes they have to have the same parent, now how could you actually engineer it 50 they
get assigned the same parent

Couldn't be sister sibling parents, could it?
Not really, because the first object in the parent relationship is always the parent, and the child is in the
second and both sister ...

parent, you could do parent, variable for the sister, then parent, variable for sibling?
That's right, that's the way 1o do it

(types parent ( ) Now that's a variable isn't it (types X,Sister) ), that's a variable isn't it?
Yes, we're still defining what it is so we have to make sure that always the same name is assigned to those
(types ),)

Right, that's one (types parent(X, Do I use the same variable?
Yes, because you want to make sure that you're using the same variable

(types Sybling to give a full rule of

sister(Sister,Sybling):- person(Sister,female), parent(X,Sister), parent(X,Sybling). )
you have to have a blank line before we save it because otherwise it won't do the last line ... Ok so if you
save it and try that one oul now

1. person(annie, female).

If you would ask it person(annie female). what would the answer to that one be?
It would give you a list of all the females.

Ff you ask person(annie female). - not any, you know a lower case annie, the name
Oh annie, sorry, it would just give you this thing [prompt] back.

Would it? Try, just type it in
(types person(annie,female).) Or - yes, would it be?

That's right, because you are asking have you got a femmale person called annie-
(RETURN)
[Yes]
2. person(X,female).

Now if you would ask person(X.female). - what would the answer 10 that one be
It would give you a list of all the females

Yes so if you try that one
(types person(X,female). Capital X7 RETURN.
[X = annie]
RETURN

You should have pressed semi-colon, if you try again, just type the same query in again
(does)
[list of females]
3. parent(jenny, Z).

OK, if you would ask it parent(jenny,Z). what would the answer to that one be?
harry and james
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And?
james ...
And?
Kathy
Yes that's right - Ok if you try that one -
(enters query)
[Z = harry]
RETURN
[yes]
It would have said james and kathy.
4. parent(carol, rosie).
OK if you would ask parent(carol,rosie). - what would the answer to that one be ?
Yes. [correct]
5. parent(sophie, rupert).
And if you ask parent(sophie,rupert).?
No.
Why is the answer no?
Because there isn't such an entry in that [programme listing]
6. parent(rosie, Y).
and if you ask pareni(rosie,Y).
No again
Because?
rosie isn't down as a parent.
7. all daughters (conj. - TT)
Now if you wanted to retrieve all the daughters from this little knowledge base, how could you do that?
You'd have to put person(X,female) - if using the colon and dash, parent(Name, just capital ...
What you want to do now is you want to put a question to the system, you don't want to write a rule, so we
are not using if -
So you just use a comma
That's right, you use the comma, so you put in a conjunction, if you try that one -
(types person(X,female),parent(N Oh would you just use a capital letter there?
Yes that's fine
(types closing bracket and full stop i.e. parent(N).
If you think about it - if you look at the parent relationships how many objects has the parent relationship
gor?
Two.
Yes, so if you're actually addressing that fact you have to match the structure of it so you have to have two
objects as well, so? You put in N for the parent, what do you put in for the child?
That should be X then ...
Yes, because you want to match that with the female, yes, so now it should return N for the parent and X
Jor the daughter
(completes and enters query)
[X=jenny, N=annie]
8. test rule
I've put a rule in at the end of that database which defines what a father is, that rule says a person is father to
a child if that person is a parent to the child and if that person is male person, so knowing that this rule is
in there now, if you wanted a list of all fathers and their children what would you do?
(types parent
You want to test this rule ...
So father?
Yes.
(types father( Would you use two variables?
Yes.
(types father(F,C),
That's it really because you have to match the header of the rule so it should actually work now -
(completes and enters query)
[F = eric, C = jenny]
RETURN
If you'd pressed semi-colon it would have worked, if you do it again and see whether it does -
(enters query again)
9. placeholder
Yes, OK, now if you wanted, if you say now what I want is a list of all fathers but I don't want the names
of their brats, so how could you do that?
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(types father(F, ).)
Yes that's right -
(enters query)
[eric 3 times, martin twice, elc.]
10. Repetition
why does it give you eric three times, martin twice, norman three times?
Because they've got three children or two.
That's right so even if you don’t ask for the names of the children it still returns it because for each child
that rule becomes true.
11. Analogous rule
Fine, if you edit that file now you could probably write the rule for mother
(types mother(Mother,Child):- person(Mother,female), parent(Mother,Child).)
12. New rule (TT)
Yes, OK - if you, could you also write a rule that defines what a sister is.
(types sister(Sister,
Just Person? (types sister(Sister,Person):- person(Sister,female), I don't need another rule, do 1?
Well, what are the conditions for someone so that you could say that they are a sister of someone else?
That the person's female and if there's another child ...
Is that enough - what other child?
The child of the parent ...
That's right, yes, you've got to somehow engineer it so that the sister and the other child, which variable
have you given it here, you've already assigned the variable name to that other child -
9

Yes that's right so they have the same parents
(types parent(Sister,Person)
No, if you look at the parent relationship who is first in that?
The name of the parent ...
Yes, and sister can't be a parent can she?
No ...
So, sister is a child isn't she -
Just use parent, Person,
What do you want to put in as the first variable now?
parent of the different one, then comma, Person
(types parent(Parent,Person).) .
So that's made the person a child of the parent, but not the sister -
So you have to have another one?
You have to have another one, that's right
So you need a different variable for that then? _ _
Well, you want to have the same parent now as for Person but the sister's got 1o be a child as well, so,
you've got to make, it's very easy now
Is it?
Yes, because I've just said the sister's got to be a child of that parent as well, you've got 10 instantiate,
you've got 1o connect the variable sister with the same parent as the person has got so -
So just put parent sister ... (types parent(Parent,Sister).)
OK do you want to save it and try your rule out now
(types mother(
Try sister out -
(types sister(S,P).
[ jenny twice ]
Is that alright? _ ’ '
You can still see the rule, well you said the sister’s got to be female and nfhai you've said here is !ha_t she's
got to share a parent with someone and that is true, you know, so according to that rule you are a sister 10
yourself
right
Subject 15
1. person(annie, female).
If you would ask it person(annie female). - what would the answer 1o that one be
Shall I type it in?
Yes, but if you would tell me what the answer should be -
What, what I should type in?
Well type the question in, but before you actually send it Off -
(types person(annie,female).
Can you actually answer
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Should it be capital?
Well this way if you actually put the objects in you are actually asking it if there is a person called annie -
Oh it would just say yes then. [correct]
Right, try that
2. person(X,female).
Now if you said person(X female).
You'd just get lots of female names, wouldn't you? [correct]
3. parent(jenny, Z).
OK. similarly now if you would say parent(jenny,Z), what would happen then -
... you'd get harry and james and kathy [correct]
4. parent(carol, rosie).
That's right, OK, now if you would say parent(carol,rosie). - what would the answer 1o that one be?
Yes. [correct]
5. parent(sophie, rupert).
And if you said pareni(sophie, rupert).
No.
why?
Because it's the other way round
6. parent(rosie, Y).
And if you said pareni(rosie,Y).?
capital Y?
Yes, what would the answer to that be
No.
7. all daughters (conj. - TT)
Now if you wanted to persuade it to give you a list of all the daughters you've got in there what would you
do about that?
Write a rule?
That's one way to do it, to write a rule to define what a daughter is, we'll come to that later but you could
even at this stage, not having any rules in there just persuade it to give you a list of all the daughters by
asking the right questions
You just want all the females don't you?
But not all the females are daughters ...
Ah, some females are the parents, no ...
Well if you think about in plain English for a while which conditions does someone have to fulfil to be a
daughter -
... be female ...
... and?
... and have a parent
That's right, now if you think about these two bits of information, female and they have to have a parens, |
mean you've got that in there haven't you?
what?
You've got those two pieces of information in there, yes? Because you've got! female information and
ou've got -
Oh y)::s yougmn put person then the female, then the next one parent, yes? Because the comma counts as "and",
doesn't it
Yes a conjunction, that's what we call that. OK try that now
We just want a variable so (types person(Z, female), parent Just two variables then
Yes there are two variables -
(types parent(Z,X).)
That that will give you mothers -
(types paren(Y,X.)
Hm ...
I should put the real things in should I
It doesn’t matter
No, but it would belp to remember what I'd actually put in wouldn't it?
That's right, but you've got a problem, if you think that the persons we're looking for have got 1o be female
and a child -
Oh yes
You're not quite linking those two things, you said person(Z, female), then parent(Y,X). - but you want to
link between
So we want Z at the end don't we?
That's right
Of course (retypes giving an end product of person(Z,female),parent(Y.Z).
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So that should now give you, Z is what?
Z is jenny
Zis the daughter and Y is then the parent
8. test rule
Right I've actually put one rule in there that defines what a father is, saying a person is the father of a child
if his is parent to that child and he's a male person so if you wanted to hﬁveiefisx of all fglhers a{:d their
children now how would you retrieve that?
Can you put father
You are trying to match the header of the rule, so you've got two objects in there -
Two variables
So you put two variables in there, that's right, OK
(types father(Z,X).)
So Z will give you father and X is the child?
Yes.
9. placeholder
Now if you want to say I want a list of all father but don't tell me the brats names
You just want the names of the fathers?
Yes, how could you do that?
So I want, if you put it in lower case will they come up?
It's not lower case, you've got to acknowledge that there is something there even if you don't want to know,
if we do something with a capital in it will always come up with the children’s names, but how can you
acknowledge that there is something but just say I don't want to know -
You're trying to find the fathers' names?
Yes, you still want something returned for X but not for Y
Don't know
What do you do to just hold the place for that? for an object, if you don't want 1o , you say I know it's there
but I'll ignore it now because it’s not important
Put one variable
No, can you remember underscore
Oh the line, yes
Try that one, see what happens
(types father(Z, ).
[eric,eric,eric, martin,martin, etc]
10. Repetition
Would you like to comment on that list you've got there?
Three fathers called eric
Why is that
Because he's got three children isn't it?
11. Analogous rule
Now if you edit that file you can probably write the rule for mother based on the father rule
You want mother (types mother(Mother,Child):- person(Mother, female), parent(Mother,Child).
12. New rule (TT)
Right, could you try 1o write a rule which says what a sister is
I could try (types sistor(
As long as you spell it consistently it doesn't maiter
So a sister is, a sister of a child isn't it
Yes or if you want to, yes I mean you could use child as the second variable or sibling if you wanted to, or
you could just say sister is the sister of sibling, or person or child, whatever you want to use
(types sistor(Sistor,Child):- person(Sistor,female),
now, she's not a parent
No, she's not a parent ...
She's a person, we've said that ...
What else is she?
She's a sister ...
But we're just in the process of defining what a sister is ...
Right ...
What is she?
She's a daughter
Well if you think about it what do we have to say about sister and child - you say the sister's got to be
female, but about the relationship between sister and cluld
The same parent
Got to have the same parent, yes ...
So put a variable
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Yes indeed

(types parent(S, Still a child though isn't she?
Yes, if you put the sister in there as a child now because the second position in the parent relationship is
reserved for the child, so if you put the variable sister in there that automatically makes her a child

Sister as a variable?
Now you've got a variable now for the parent to hold the parent's place, we've got to make the sister a child
and you make her a child by putting her in the child's place here

So in upper case?
Upper case, yes

Just child
Child, yes

(types to produce parent(S,Child),)
I wondered what you were trying 1o do, but it is still not finished now, that makes the child a child but
you've got to make the sister a child as well of the same parents, do you see what I mean, how would you
do that now, you've got that line down

So now person, no?
You have to make the sister a child as well, that's ok. Well you want really to link those two through the
same parent to make sure -

$0 it's got to be the same parent so you've just got to stick an S and something else
Yes, it's parent, that's right

(types parent(S,Sistor).)
You see because now you've said the sister has got to be female then you go and find a parent for the child,
you find the parent for the sister who is the same OK?
OK now if you wanted to try the rule out

Subject 16

1. person(annie, female).
If you ask it person(annie female). what would the answer 1o that one be?
Would it just come up yes?
Just try it
(types person(annie,female).
[yes]
2. person(X,female).
If you asked it person(X,female). - what would the answer to that one be?
It would just list all the female ones. [correct]
3. parent(jenny, Z).
Now if we look at the next set of facts where we've got the parent facts. If you say pareni(jenny,Z), what

would the answer to that one be
All the things that are paired with jenny - all the names. enters query (enters parent(jenny,Z).
[X = harry, james, kathy]
4. parent(carol, rosie).
What would the answer to pareni(carol,rosie). be?
Is it if there's a relation in there like that it would come up yes?
Is there?
Yes there is. [comrect]
5. parent(sophie, rupert).
OK and to parent(sophie,rupert). - what would the answer to that one be?
No - because it's the wrong order.
6. parent(rosie, Y).
Yes, and if you said pareni(rosie.Y).
rosie, no, she's not there - so no
7. all daughters (conj. - TT)
Now if we wanted to retrieve all the daughters we've got in this little knowledge base, how could we do
that?
Daughters? I don't know what does it mean by daughters
Well we haven't got a rule or anything like that in there called daughter but you could nevertheless by
asking the right question get a list of all the daughiers.
Are all the daughters just female names?
Yes ..
I don't really understand
Well you'd have to do, you can't -
What I'm really trying to say is I don't understand what that sentence means
That means norman is the parent of harry
OK, so we're looking for female ones there. So what would . do, is that what you're saying?
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Yes
Could you not just do parent( ... - is it a conjunction or something like that?
That's right
Something like if X is female ...
Is that a conjunction, what is a conjunction
Comma.
That's right.
Could I do the same thing and X is female, shall I do that
Yes, please.
(types parent Is that right?
Yes
What do I put in if I haven’t got a particular name?
Well, you could just use a variable
A different variable? (types parent(X,Y), Can you do equals [=], or?
No you just string the different things together, which facts are you addressing now
Oh yes
So you just have to say which relationship you are addressing now
person(X female) - eh, person (Y ,female)
Yes, because X female would give you the mothers
I'll have a go then (types .. person(Y,female).
[X = norman, kathy, jenny, kathy etc]
So what does it return for X and Y now?
The parent is norman and the daughter's kathy.
So it returns the parent -
.. for X
... and Y for the daughter, that's fine
9. placeholder
Is there a way you can just get the daughter?
That is an interesting question, I would have asked you that with the next one but we can do it now. What
would you do if you said give me all the names of the daughter but I don't want to know what their parents
names are. Just terminate that one. Yes you could do that you only have to change one thing about ;_rhe
query you have been running. Which is the crucial thing that we obviously have to change something
abow?

X
That's right _
You don't put in the name do you - do you just put in another word without the capital letter?
No you can hold that - it would be
Oh an underscore
Yes an underscore, so if you try -
(enters parent(_,Y),person(Y,female).
[X = kathy, kathy, rosie, rosie etc.)
10. Repetition )
You've got every name listed twice now. Have you any idea why that is?
No not really
If you compare it to the query you ran before and the answers you got then ...
(enters parent(X,Y),person(Y female).
[X=norman, Y = kathy etc) ’ ‘
Yes, so why does it give you the name twice? If you look at the answers you've got now, jenny as a
daughter here say and here
Oh it's for both parents
Yes because with that query it lists both parents actually
As separate people
8. test rule o) _
I've put a rule in at the end of that knowledge base that defines what a father is, it says a person is father of a
child if that person is a parent to that child and if that person is a male person, now you could use that rule
to get a list of all fathers and their children for instance
Right.
y So this is the header of the rule, how do you actually test whether it works?
How do I test it .
If you just want to see if it works how do you get it to give you the fathers and their children
Could I just do something like father(norman,X)? _
Yes, and then see whether the answer is true. OK try it.

(types father(norman, X).
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[X = harry, james, kathy)
11. Analogous rule
Now if you edit that file could you write a rule that defines what a mother is based on this one?
Mother person child, person child and person female
Yes if you just go and do it
(types mother(Mother,Child):- person(Mother,female), parent(Mother,Child).)
12. New rule (TT)
Yes it looks fine. Now slightly more difficult, could you also write a rule that defines what a brother is?
With what we've got already or just
No you'd have to write a new rule. Sorry perhaps I didn't quite understand you, what did you mean with
what we've got already?
Well there's been no mention of brother or sister has there? I don't know where to begin, brother is a child,
would that fit, as opposed to parent ...
You mean the first one. How would you start?
And then what comes after the bracket?
Don't know
Well this one says a person, somebody, well whether I put Mother here or X then X will it doesn't matter,
50 X is mother to a child if, and the same you would have to say brother is somebody's brother
Is child right
Yes or whatever you call it, you can use X and Y if you find that easier ...
brother(X,Child) if, I don't know, you use mother and father do you?
Yes you can use the output from those rules, we're not going to be fussy, we say if one of them we'll be

happy

Don't know, I'll have to think about it, if, do you say if they are child of the mother and child of the father, the

same one?

Who's got to be child of what?

Children of the same parent, how about X child if person, male, and has same parent ...

Just start off say, there are two conditions somebody has to meet in order to be a brother, the first thing is?

Male
Yes he's got to be male, and?

Got to have the same parent
Same parent as who

as his brother - or sibling
yes so perhaps you find it easier if you don't say child but say Sibling instead so we're sure what the
variables are standing for

Right ...

So you could say for instance brother(Brother,Sibling), yes perhaps you would find it clearer if you kept in
mind exactly what they stand

If brother person whatever it was
person brother, male, yes take it as far as that perhaps you'll see, if you type those first two lines in, and
then we'll think about the rest

(types brother(Brother,Sibling):- What was it Sibling, brother, male, now what did you say?
brother's got to be male

brother’s got to be male
So, just the same as mother's got to be female

?
Yes, because that's what we've got in the first one, we've got the gender information

(types person(Brother,male) parent(mother,Brother)

Yes that's right that is the next line

( rother,

Wpﬁml(fmr way round because the parent always stands in the first place, the brother is a child isn't he

So it could be either Mother or Father (types parent(Mother,Brother).

Ah that's not quite all -

(subject reads rule aloud) I don't know .
Well they're still not sharing the parent, you've got to make clear that the Sibling has got to be a child of
the Mother as well

Oh so Sibling, and parent(Mother,Sibling)

That's right, yes

(types ..., parent(Mother,Sibling).)

Yes that should work shouldn't it

(types brother(harry,X).)
OK, what should the answer to that one now be?
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james
And?

I think that's all (RETURN)

[X = harry ]

Oh 1l see

(james and kathy, then harry, james, kathy again]

Why does kathy come up?
well kathy should give us the least headache because she is actually his sister, so she is a sibling to him, he
is brother 1o her

Oh right yes, I was thinking the other way round

Subject 17

1. person(annie, female).
OK so if we would ask it person(annie female)
(types person(annie,female).)
What will it answer to that one ?
It will just say yes. [correct]
2. person(X,female).
If you said person(X female).
(types person(X female).)
It will list all the names of females. [correct]
3. parent(jenny, Z).
Similarly, if you said parent(jenny,Z).
(types parent(jenny,Z).) It would give harry, james and kathy. [correct]
4. parent(carol, rosie).
If you said parent(carol,rosie). - what would the answer to that one be?
Yes. [comrect]
5. parent(sophie, rupert).
And to pareni(sophie,rupert)?
No.
Why would the answer be no?
Because they're the other way round.
6. parent(rosie, X).
And if you said pareni(rosie,Y).
No, because she's not in there
She's not ...
In the first position
7. all daughters (conj. - TT)
OK, now, if we wanted 10 retrieve all the persons in our database that are daughters how could we do that?

Do you type person(X,female),?
ad

parent( ) )
You're on the right way, if you think about it for a moment ...

You doa't need to know the name of the parent? _
I don’t mind, honestly you could do it, if it easier, with getting the parent, do that first.
Do you want me to do it? (types person(X,female),parent(Y,X).)
So what will that give us or what will that return for X and for Y .
It should go through it and find all the ones that are female and then all the ones that appear in the parent as a

daughter

Yes, as a child, and for Y it will give
The parent

yes, it goes, that's right, OK, right
[list of parents and daughters]

9. placeholder

POK that's fine, now if as you just said, you didn't want the name of the parent listed, what would you do

about that?
Can you just put it in with a small letter _ '

No, not a small letter but you've got to hold the place somehow, if you don't want the name of the parent -
Can you just put an underscore in? _

That's right, that's the way you would do i1, so if you just try that
(types person(X,female),parent(_,X).
[X = list of daughters]
10. Repetition

Why is it giving you all of them twice?
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Because they're down twice with two different parents
8. test rule
!&’har I did at the e(:d of the database, I actually put in a rule that defines what a father is and I said a person
is a father of a child if that person is the parent of the child and that person is also male yes? Now if you
;amg:?a list of all the fathers and their children, according to :he way that rule is written, what would you
)pe in?
(types father(X,S).
[X =eric, S = jenny)
Mmmmm
Why are you saying mm
Because I asked it to give the child as well and you only wanted
no that doesn't maiter
11. Analogous rule
Now if you edit the file could you write the rule for what a mother is modelled on the father rule
(types mother(Mother,Child):- person(Mother,female), parent(Mother,Child).)
12. New rule (TT)
Yes that's right, now could you also work out the rule that would define what a sister is
(types sister(Sister,
What are you going to call it?
What do you want me to call it?
Well, what do you think you might call it?
Does it matter?
No I just wondered - it only matters in the sense that if you write, yes that would be sensible, sibling,
wouldn't it, you can call it whatever you want it's only 5o it makes sense so when you look at it you know
what it means ...
(continues typing sister(Sister,Sibling):person(Sister,female),
Are you saying that the sister’s got to be female? Now what is the other condition that she's got to -
... have the same parent
As what exactly? If you look at the beginning of what you've written -
... as the Sibling
As the sibling, that's right, so how do you do that, how can you make it realise that you want it to have the
same parent?
If you put the same variable in twice, will it look at the same thing?
I would think so, do you mean for the parent?
Yes
Yes, that's the way to do it. Now you've solved the difficult bir ...
(types parent(X,Sister), parent(X,Sibling).)
Yes that's fine, give it a blank line and if you save it now and try it out

Subject 19

1. person(annie, female).
now if you asked the program this first question here, to the query you asked person, annie, female, what do
you think that will return? What will the system tell you?

that she has 3 children ... would it?
Iry it, see what is says

(enters query)

[yes]
so all it has given you is the answer yes, can you see why that is? if you look at the program again ...
all it's answering is yes, there is someone called annie and she is a person
2. person(X,female).
Ok, 50 if we put in a query person, open brackets, big X, comma, female, what will the system then tell us?
well it could tell us all the people who are female but that's only if it knows what X is (starts entering query)
right shall we try it? What do you mean, if it knows what X is
Well I mean if it doesn't have any, if it can't relate X to anything, then surely like it will just say hang on here
... what are you up to? It will rebel. (types "person(x, )"
but if you put big x in
You said earlier you think this will come back and say, it will give us all the people who are
yes, I don't know, or it could rebel, I don't know (enters query)
[ X = annie --> ]
How come it comes up with annie?
That's what I want you to tell me, why do you think it's going 1o miss annie? ... Or more imporiantly
when you typed in the small x, and I said go back and give it a big X what difference should it make?
I don't know, obviously that refers to something different than a little x would
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Could you type it in again (types query in again), well in fact what that has done because it is a valid capital

:ehgfl;. it tells it this is a variable, 5o it will look in the knowledge base to find out what X could be to make

why does it necessarily pick annie?
Well what else could it pick?
it could pick anything couldn't it jenny or -
well why do you think it's picked annie then?
because it's the first one?
so how do we get the others, jenny or whatever, see if you pressed return here you'd actually get annie
(presses RETURN) if you p yo y 8
[ [ X = annie --> ]
How would you get jenny?
mm, I don't know, x plus 1?7
If you press the semi-colon, right,
(does)
So what do you think it will give us next?
zandra, carol, if [ do the same thing (does)
and then if you come down to
cathy, then there's rosie and sophie
right what do you think it will do afterwards? after sophie
oh it might go back to the beginning (continues)
[no]
no ... oh, it's rebelled
3. parent(jenny, X).
So if you look at the other one now, we've done this person and we look at parent, jenny, comma, big X
It will probably have harry
harry? right, any others
well if you do that semi-colon it will probably have james, then cathy
ok, we'll do that then
(enters query)
[harry, james, kathy ]
and now what will it do?
say no
[no]
4. parent(carol, rosie).
so if you put in parent, forget about the variables now and put in parent, carol, rosie, what will that say?
it will say yes
is it, it's in the knowledge base?
yes
ok
5. parent(sophie, rupert).
How about parent, sophie, rupert?
It will say no.
Shall we try that?
(does, predicted result)
8. Test rule
So if we now asked father, X, Y, what do you think is the first answer we will get?
norman and harry?
right ok
(enters query)
[ X = norman, Y = harmry ]
norman and harry, ok, who will be the next one we find?
norman, james (correct) norman, kathy (correct)
And the one after that? then what would be next?
martin, peter (correct)
11. Analogous rule
martin, peter, ok, that works, so could you write the rule for mother
(edit files) So you want me to do mother ...
(types mother(Mother,Child):- parent(Mother, Child), parent(Mother, female). )
So what this rule is saying is that someone is the mother of a child if they are parent of that child -
... and female (corrects second line to read person)

12. New rule (TT)
Ok could you write the rule for, from that knowledge base, who is someone’s brother, just call it brother
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(types brother(Brother, - hesitates)
Any word would do as long as it begins with a capital leter -
(brother(Brother,Brat):-)
So someone is someone else's brother if -
First if they are male, and then if they've got the same parents. I want t i y
t0 say I could say person(Brat, male) (types that, Lhmksl)} 0 say if person, Brat, male, then I'd have
And they share the same parents
parent, Brother, Brat? No, Brother ....
:::w a::i;;ymg fo say parent of the brother is something, and something of the Brat and those two are the
Sorry what did you say?
Parent of the brother something, and parent of the brat is something, and those 2 somethings must be the
same
1 don't know
(types end of rule to produce brother(Brother, Brat):- person(Brat,male). pareni(Brother,Someone)
Can you write the next line? '
o
we go Iry a query on this ... now look at the knowl ] !
brother, how would you ask whowhas a brother? eage ase and working our Wko's gota
(thinks) ok, harry has a brother so
How would you find out?
brother, brackets, harry (types)
You will need another -
ok X what will the answer be
(enters)
[no]
harry doesn't have a brother
be does have a brother
He should have a brother (explains that he got variables confused).
Subject 20
1. person(annie, female).
First question would be if you type in person(annie female) what should the program answer?
It would answer yes.
2. person(X,female).
If you typed in person(X, female) what would the answer to that one be?
annie
Just annie?
person, capital X, female? Yes. Oh no it would be all of the females.
Ok so if you try that
(enters query and gets predicted result.)
3. parent(jenny, Z).
Now if we look at the next set of relationships, the parent relationships, we've got the parent first and then
the name of the parent and then the name of the child. So if you type in parent(jenny,Z) - what should the
answer to that be?
harry james, and kathy (enters query and gets predicted result.)
4. parent(carol, rosie).
If you type parent(carol,rosie). what would the answer to that one be?
yes
5. parent(sophie, rupert).
And if you type in parent(sophie, rupert).
No.
Why
Because sophie is, what did you say? parent (sophie, rupert). It is the other way round, sophie is rupert's child.
6. child(rosie, X).
If you typed in pareni(rosie,Y).
It would be no, because rosie is the child not the parent. [correct]
7. all daughters (conj. - TT)
If you wanted your program to retrieve all the people who are daughters, how could you do that?
Just the daughters? Do these link up at all, these two sets?
Yes they're in the same program.
Well person(X,female) then - hang on I'll start with that shall 17 (types person(X,female) - I'm deciding whether
to put person or parent next, what was the question again - all the daughters that are female?
You want to retrieve all people who are daughters, so you've stated that.
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I've stated that person ...
-~ that the daughter has to be female, so what is the second condition they have to meet in order that ...

So you put parent(X, female) yes?
Not really, what have you got in those parent relationships?

You've got - oh s0 you can just put X,Y, no?
XY, you put in 2 variables, that is correct

Tow capitals ...
Yes you put in capitals, but who has got 1o be female? the daughter or the parent?

The daughter
So, where does the daughter stand in the parent relationship? Where is the child

?ec;)nd, oh X (adds to query to give: person(X,female), person(Y,X), RETURN

no
You had a slight problem, you typed in the wrong relationship name in the second

(enters person(X.female),parent(Y ,X).

[X=jenny, Y=annie]
So that gives what now?

X is the female daughter and Y is the parent
That's right so that says jenny is the daughter of annie and if you go on you'll get a few more combinations,
yes jenny is the daughter of eric (eic)

9. placeholder
If you were going to run the same query now but you were going to say I only want to know the people
who are daughters, I don't mind who their parent, what the name of the parent is, could you do that

Yes, start off the same way (types person(X,female), parent( You don’t mind who the parent is?
No you've got 10 refer to the parent relationship in order to establish they are a parent, but if you don't want
the system to return their names - you just want the names of the daughters.

Well it doesn't matter if it returns their names
But if you didn't want to, what would you have to do, can you remember?

Just put a dash or something
Underscore, so if you do that

(eaters: person(X,female),parent(_,X).)

(X = jenny, X = jenny, X = zandra, X = zandra, elc. )

10. Repetition
Have you got any idea, you know it says X jenny,zandra kathy, why does it always say the name twice?

Because there's two statements
Which two statements, why is it? Why do they gel returned twice

I was expecting it really, but as you're asking for who is female, I don't know
It’s because ...

... there are two lines
No it's got something to do with the content of the database

Oh yes, each has got both the parents, each child has two parents
That's right and that's why it returns them twice, because they are daughter to like, jenny is daughter to two
people, she is daughter 1o annie and to eric and so on ...

8. test rule
There is a rule towards the end of that file which defines what a father is, the rule says father(person,child) if
- can you interpret that rule

If, let's have a look, child, you're trying to find person, if the person is the child of the parent and the person is

male
Yes so you've got the first variable here says

The child is, the person is the child of the father if ...
No that actually says a person or a person X or whatever is a father to a child if ... if that person is the
parent of the child and the person is male
Yes that’s right, ok so this rule is already in that program, so if you wanted it to give you a list of all
Jathers and their children, what would you do?

(types father(P,C).

[ list of fathers and their children ]

11. Analogous rule
Yes, so it returns all those, that's fine, if you edit the program now and put in a similar rule to define what a
mother is.

(types mother(Mother,Child):- person(Mother,female), parent(Mother, Child).)

12. New rule (TT)
Right so you are now saying a person, anyone in our database is the mother of a child, if this person is
female and is a parent of the child, OK now if you would say in normal English if someone is a brother of
somebody else, what conditions have to me if someone is a brother of somebody else?
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they have to be male and they have to be a sister ??
No you can also be a brother to a male sibling can't you?
Yes, sorry, and they have to be, no they wouldn't necessarily, they have to be male, they have to be a son, they
have to be a child and, you need something else do you because they have to be a
There has to be another person, yes but what about the brother and that other person
They also must be a child
Yes, of what, crucial point
The parent.
What parent, what is it about the parent
They have to have two ...
They've got to share at least one parent haven't they, I mean the brother, the person they are brother to
So if you would try to write that rule now .. give it a blank line first
(starts to type brother(brother so we're irying to find out whao all the brothers are?)
You write a rule that defines who a brother is, you tell the system now what a brother is, if you don't give
it a rule, it won't know, you're saying, I don't mind which variable names you use but
Oh I forgot about the capitals (types brother(Brother, Person):-
Ok first thing the brother’s got to be male
(changes header to person(Brother, Male)
No - I think the variable name you had before was better.
Person? (changes it back)
Ok now the first condition is the brother's got to be male ...
(types person(Brother, male) I don't know ...
Well you've got facts about parents in there haven't you?
(types parent(
So who's first in the bracket?
The parent and then the ... the child, so (types parent(Parent,Brother),
and, the last line?
(types parent(Parent,Person).) [correct]
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MacWrite Study
Subject 1
The file trial click on it and then choose open from the file menu.
(Moves cursor over trial icon.)
We have to click on it.
(Does.)
And now to file [the menu file].
Where?
It's at the top, there's a menu bar.
(Pops up menu.) And now to open? (Selects open.)
[Starts loading the file.]
Ah. . . . [File displayed].
! go to pdit I suppose. (Moves pointer over Edit, reads edit menu), can't undo can't paste . . . (starts reading
instructions).
1. Save file
(Moves pointer to File), and save, , . . Selects save.
2. Change margins
The left one to 1.5, the right one 10 6.5. . . .
Must be in the menus, (and starts looking in the manual).
Mluslbt; style, (moves pointer, reads menu) No. Format (moves pointer, reads menu). Align left? (Highlights,
selects,
[Screen redrawn. ]
Go back up.
(Pops up the Format menu again, but doesn't select. Reads instructions again.)
(Reads manual.)
Might be under Edit, (looks at Edit, the Format, then File menus.)
It’s in Format.
Display headers.
No, it's on top of the file, you have to see the ruler.
(Scrolls text to display ruler. Points at the spacing icons.) That one?
No, those? (Points to them in the manual.) There's one on the right and one on the left. The little black
one. (looks in the manual again) That's the left margin marker, that's the right margin marker. They want
moving.
(Clicks on and starts dragging the indent marker.)
To 1.5.
(Drags 10 1.5 and lets go.) 6.57 (Grabs the right margin marker and drags it (0 6.5.)
[Doesn't to notice the difference between indent and margin marker.]
[Text indented at 1.5, right margin at 6.5.]
That seems to have worked.
[Doesn't notice that the left margin is still at zero.]
3. Insert word
(Moves pointer to insertion point. Clicks to position cursor. Inserts word.)
4. Delete characters
(Moves pointer. Clicks, to position cursor, and deletes: moves pointer to next word, presses delete.)
[Thereby deleting character in previous word.]
Oops!
You have to click ii.
5. Delete words
(Positions cursor at end of word. Deletes by back-spacing.) This is like on an electric typewriter, you have to
hold it down.
6. Delete line
There must be a quicker way to delete a whole line. (Looks in the Edit menus, then Search menu.)
(Looks in the manual.)
(Starts looking over co-experimenter’ shoulder.) It's not under how to select some text is it?
Maybe (Reads.) It says you can click it at one end, hold it down, and drag it across.
(He tries. Wavers a bit, but manages to highlight the line in the first attempt.) I've blocked it, and now?
(Reads.) Highlight, then choose cut from the Edit menu.
(Does, line deleted.) Ah!
7. Double spacing
I think that is at the top again.
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fslS:c?Il.I; up and inspects the ruler. Points at the 6 lines/inch.) Presumably this is an instruction here about the
{t's lines/inch as a textual message, connection to the spacing icons is not noticed. Mixed representation,
differences cannot be represented.]

No, it’s the boxes.
(Moves it into the 6 lines/inch box.)

No, the other boxes.
(Inspects the boxes and selects double spacing.)
[The text is displayed as double-spaced.]
8. Single spacing
(Moves to the ruler, points at the 1.5 spacing box.) Is it that one.

(Looks in the manual.) No, the left one.
(Selects.)
9. Centre paragraph
Do I have to change the margins again?

No. Centre it.
(Points to the centre box.) Is it this one? Is that centralised text?

(Checks in the manual.) Yes. But it's only for a . . . piece of text.
So we have to underline it first. [Means highlight.] (Moves to paragraph. Highlight it.) That was easy.
(Returns to ruler, and scrolls upwards, and selects Centre icon.) [Entire document is now centred.] Oh! (Looks
confused. Scrolls down, selected paragraph is still highlighted.) It's not like you have to click the centralised
first, and then have to say what you want to centre? [Cannot work out what to do.]
(experimenter points them to instruction, which says that a new ruler has to be inserted.)
(Tries to undo the centring first, selects single-spacing icon instead of the left-align icon.)

No, it'’s that one. [Left-align icon.]
(Selects return to paragraph 10 be centred. Selects insert ruler from the Format menu.) [Ruler inserted] Oh! [
see. (Selects centring icon.) [Text below ruler is centred, but highlighted paragraph has disappeared.] (Selects
hide rulers from the Format menu. The ruler disappears but the text doesn't reappear.) We've lost it.
10. Underline word, embolden word
(Points to the Style menu.) Do you think that's in Style then? [Is about to select underline.]

But we haven't actually told it what to underline yet.
Well the last time we did that we lost it. (Highlights word, selects boldface. Highlights another word and
underlines it.
11. Cut and paste
(Reads instructions.) Cutting and pasting is it? (Clicks on Edit menu. Cut is greyed. Tries to select Cut.)
How do you get that?

(Reads manual.) As with most editing you have 1o select the piece of text before you can cut it.
(Marks paragraph.) So cut. (Selects Cut from Edit menu. Moves pointer to the beginning of the text and
clicks.)

And paste it now.
(Selects Paste and the paragraph is inserted.) It works!
12. Print
(Points at the File menu.) Ah! There it is. (Selects Print. Reads the print options.) Lets have best. (Tries to
select best.)

It's on that already. o
Oh! Isee. Dol just click OK. (Clicks on OK and the document is printed.) It works!
13. Quit document ;
(Click at the File menu. Tries to select New, but New and Open are both greyed. Nothing happens.) No, that
didn't work. I thought it would come up with the other one first, or do you have to quit this one? (Isn't sure
whether to choose Quit or Close. Selects Quit. Reads dialogue box.) Do you we want to save the changes.

No.
14. Create a document : ;
MacWrite options? Empty folder? (Clicks on the empty folder. Selects File menu and Open from the File
menu. The folder window is displayed.) Oh no! That is wrong. I_want a new dpcur.ncm. (Closes the folder.
Selects MacWrite and opened from the File menu. A new file is displayed.) This could be it. (Starts typing
text.)
15. Save a new document

(Looks at the File menu and highlights Save.)
No. Must be Save As because we haven't given il a name. '
(Selects Save As. Types the document name, hesitates, clicks on Save. The document is saved.)

1. Save file
(Goes straight to the File menu and selects Save.)
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2. Change margins
Format. (Clicks on Format and reads the menu.) Set page? Insert ruler?
(Looking through the manual.) Yes, why not?
(Inserts a ruler where the cursor was.)
_ Can you use that to set that margins? Maybe we should go back 1o the top.
(Clicks on Format. Selects Insert Ruler and inserts a second ruler.) I've got another one. (Selects Hide Rulers.
Can't work out how to scroll the text to see the top of the document again. Selects Insert Ruler again. A third
ruler is inserted.)
How do you get rid of them?
(Clicks on a ruler and highlights it. Clicks several times. Goes to Format and selects Hide Rulers again.)
We should move the text up again because we can't see what we're supposed to do.
(Goes back to Format again.) Is that in there? (Reads Format menu.) Set page? (Starts leafing through the
other menus, and can't work out how to return to the top.)
What about the scroll bars? (Points to the screen.) Okay so the left one to 1.5 and the right one (o0 6.5.
(Reads the manual.) You need to get the ruler back to do that.
(Clicks Format menu again and selects Show Ruler.) 1.5 and 6.5? (Looks at the ruler but cannot work it out.)
(Reads the manual again.) You have to drag those things there across.
What, grab and drag it? (Moves the paragraph indent marker to 1.5.) What, do we drag it to 6.5 and then come
back here? (Lets the button go, and the paragraph indent is set to 1.5.)
Why has it done half of it? [Only the first line of each paragraph.]
Selects Hide Rulers and then Show Rulers again. (Grabs the right margin marker and moves it to 6.5. Fiddles
about but cannot find it.)
(Points to the left margin marker which is still at 0.) How about this one here?
(Grabs the left margin marker and drags it to 1.4.) What did I do? (Starts fiddling with the margin markers and
sets it back to 8. Also, moves the window to the right by mistake.)
Where has the scroll bar gone?
(Looks around the menus.)
You have to move it [the window] back again.
Set page? (Selects Set Page from the Format menu. A dialogue box appears and he realises that it is the wrong
command. (Clicks around the ruler and selects 6 lines per inch.)
[They can't work out to move the window and so the experimenter re-positions the window so that the scroll bar
is visible.]
3. Insert word
(Tries to position the cursor by dragging the pointer [and thereby highlighting].)
Well you have to click it there.
(Clicks the cursor and types in the missing word.)
4. Delete characters
Is that in spelling? (Clicks on the spelling menu.) Checks spelling?
Don't think so. (Starts reading the manual.)
(Fiddles around, then presses the delete key.) Ah! That worked. (Tries to position the cursor by dragging again.
Highlights several words and presses delete, thereby deleting several words.)
What happened?
I don't know. Il put them back in.
[Struggles to position cursor. ]
5. Delete words
Maybe we should use the Cut command from the Edit menu.
(Brings up the Edit menu, but Cut is greyed.)
You have to select the text first. If you come down and select the text. . .. You have to drag the black box
over these words.
(Marks a block of text and selects Cut.)
6. Delete line
(Marks line and selects Cut.)
7. Double spacing
What does double spacing mean.
Well it means you have a blank line between every line of text.
Maust be in Format musn't it? (Reads the menu.)
(Reads the manual.)
Do we have to put another ruler in?
Where was the cursor before you did it last time?
Do we have to take it to the beginning and insert it there.
Do you want the double spacing for all of it or just that? (Points at the paragraph. Decides for the whole
thing. In which case we should take it 10 the top again.)
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(Takes the cursor back to the top. Looks at the ruler. Looks at the manual bl 9 :
double space icon and selects it.) ual.) Double space box? (Points at the

8. Single spacing
(Retums to the top of the page and selects single-space icon.)
9. Centre paragraph
(Points at ruler in paragraph which he has previously inserted.) What is that ruler doing there? i
Rulers.) Where should we put the cursor in to put theymler? (Hgghlighls the paragraph togi)c cemru(f)elws il
l'{n not sure w_ka: happened to those rulers that were around before and whether it matters. We've got all
different margins. Was that all the ones [rulers] we put in.
Yes, inadvertently
Shan‘{alz? u:: gg’h?i ﬁﬁel?ke noutlva;{ w(g try and centre it. Try it anyway.
ve i ? (Selects Insert Ruler. e paragraph which he had highlighted :
Here you go, that has solved that problem didn't it? m g S e
10. Underline word, embolden word
(Clicks on the Style menu.) Bold? (Selects Bold, but since no text was highlighted nothing happens.)
You have to mark it first.
Yes, but last time we did that it deleted it. It ate it [laughs]. (Marks paragraph and selects Bold. Marks a word
and underlines it.)
11. Cut and paste
%{aﬂ;s limasmph.) IfIcutit. .. (Selects Cut. Positions cursor. Pastes.)
. Print
(File menu, selects Print.) Quality best yes. (Tries to select.)
The ones that have got the dot in are already selected.
(Selects OK, and the document is printed.)
13. Quit document
(Selects Quit from menu.)
14. Create a document
(Selects File menu and New Folder. Can't work out the problem.)
[Experimenter tells him to highlight MacWrite and select Open from the File menu.]
(Click around with the pointer. Highlights the ruler.) What have I done? I did that last time.
Experimenter explains that he has selected the ruler]
(Sets the left margin to 20 and the right margin to 60. Selects Hide Ruler. Types some text in.)
15. Save a new document
(Selects Save from the File menu.) Save current document as? (Types file name and selects Save.)
Subject 3
1. Save file
(Clicks on File and selects Save.)
2. Change margins
Change the left margin to 1.5. We have to look in the book to find out how to do that one,
(Reads the manual.)
Is that the ruler?
Must be a1 the top of the page. You have to move up a bit.
How do I get there?
There is this scroll bar on the side.
Where is it? Do you go to File?
On the right there is a scroll bar. Just click on that.
(Points to the page symbol on the scroll bar.) This one? (Clicks.) That didn't work. (Clicks again and drags the
page upwards a litde. The bottom of the ruler appears.) Oh! I see. (Drags the page symbol to the top.) Oh! I
see. What do I have to do now? Change the left margin to 1.57
And the right one 10 6.5.
(Studies the symbols on the ruler.) Well, it hasn't written out . . . 6 lines to an inch? What does that mean? 2
inches and 3 bits of an inch, Does it say where, which bit to change it?
(Reads the manual.) No it doesn't. It just says ruler for margins, line spacing, and text alignment.
So I push on the tab do I? (Clicks on the ruler which becomes highlighted.)
Click again.
[Ruler stays highlighted.]
Move it.
Where? (She's trying to drag the left margin marker.) Does it really have adjustable settings for margins?
Yes, you've got 1o move one of them to 1.5 and the other one 10 6.5.
Yes, but I don't know where to put the cursor.
On the tab-margin marker
(She points to the paragraph indent marker and starts dragging it.) That one?
No. There's another one.
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(She drags the paragraph indent marker off.)
There.
That doesn't do anything. [Because the ruler is highlighted.]
(Experimenter intervenes and tells her to remove highlighting ]
That one there? (Tries to drag margin marker, and selects the ruler again. De-selects, the same problem again.)
Hold it down as you drag it. Click and hold it down while you move.
Up or down?
Across you've got to drag it to 1.5.
(Drags the paragraph indent marker, first line of every paragraph is indented.)
Do the same to the other one on the right hand side.
(Drags the right hand margin marker 10 6.5.)
Yippee.
No problem. I ought to move the margin up a bit. [She means she ought to move the text up.]
3. Insert word
(Moves the pointer to the insertion point.) What happens if I push this?

Okay.
(Clicks to insert the cursor at the insertion point.) Oh yes. That means I can insert a cursor. (Types word.)
How do I get rid of this cursor?
Click somewhere else I suppose.
(Does.)
4. Delete characters
What do you have to do now?
Put the cursor there again . . . (Presses DELETE to delete a character. Positions cursor in front of the next

character to be deleted.) That's not quite the right place is it? (Positions the cursor behind the letter. Pushes
DELETE.
5. Delete words
It says you can mark the words with the mouse and delete them.
Mark it with mouse . . . Shall I put one [marker] at the beginning and one [marker] at the end? (Positions the
cursor at the beginning of the word. Moves the pointer to the end of the word. Then realises that clicking will
move the cursor to the end of the word.) I don't know how ... How do you mark it?
(Reads the manual.) [Reads] "Position the cursor at the beginning of the text, drag across 1o the end, then
release the mouse button.”
(Carefully marks one word.) Wow. [Wonderment.] If I press the BACKSPACE it will it just go away?
(Pushes DELETE.) Oh, that's good. (Marks other superfluous words and deletes them.)
6. Delete line
(Marks line and pushes DELETE.)
7. Double spacing
Double spacing, oh dear! (Looks expectantly at the co-experimenter.)
That's some more do do with formatting.
So do we change the format at the top. (Moves the pointer to Format.) Where's the format, in here? (Reads the
menu.)
It's not there.
Style? (Reads the Style menu.) No. I don't know what Font means. (Reads the Font menu. Looks at the Edit
menu.)
(Reads the manual.) No, it's the ruler.
(Reads over his shoulder.) Double space bar, it's the third one [of the icons]. Shall I get this thingy down
ain?
- You have to go to the top again. It's the scroll bar.
Shall I push the 1 again [page icon on the scroll bar].
Just use the arrow.
(Does.) Right. (Looks at the ruler.) Double space bar is the right one. (Hovers with the pointer over the icon.)
Just see what happens.
(Selects, and the text is double spaced.)
8. Single spacing
(Returns to the top.) Which one is single-spacing? Is it the 6 lines per inch?
No.
Ah, it's that one. (Clicks the single space icon.)
9. Centre paragraph
(Clicks on the Format menu.) Insert ruler. (Highlights Insert ruler.)
Wait, how does it know where to insert it? (Reads the manual.) What do you think?
Um, I have to move the cursor down there. (Still holding the menu.) But, I can't do that at the same time. I
have to click that because I can't move the mouse.
You can move off and let it go.
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%S-) So we put the cursor down here. (Clicks at the beginning of the paragraph.) Do I highlight this to the

Don't think so. You want to insert the ruler above the paragraph, so you just have to put the cursor above.
Where?

Between that and the paragraph above.
(Does. Selects Format.) We'll see what it does. (Selects Insert ruler.) What do we do now?

(Reads the manual.) Well there is alignment. It is one of those little . . . [alignment icons].
(Looks at the ruler.) Which one is it the second one here? (Clicks on centre icon.) It's done the whole loL
[Text below ruler.] So I have to put that back again, have I?

You have got to put the rest back.
Do I move the cursor somewhere down here? (Positions the cursor below the first centred paragraph.) Align
left, that's what it was before wasn't it? (Selects align left icon.) [Everything is left aligned now.] I've done the
lot. I have to put this one [paragraph] back to centre. Where do I put the cursor? (Puts the cursor below the
ruler.) [Doesn't have to position the cursor at all.] (Selects centre icon, the text is centred.) So I want to go
back to Format again do I? Ohno. ..

You have to move the cursor down first.
(Positions cursor.) So to get rid of it I have to insert a new ruler. (Selects Insert ruler from the Format menu,
selects left align icon.) That's all right, how to I get rid of those [rulers] now? Hide them (laughs). (Moves the
text up.) Could you delete them?
[Experimenter tells her there is a Hide rulers command on the Format menu. |
Hide rulers . . . (is about to select it). Do I have to put the cursor first?
10. Underline word, embolden word
(Clicks on the Style menu.) There's the Underline and Bold. I have to put the cursor first. (Highlights a word.)
Now I go to Style. (Selects Bold.) That didn't do anything. [Can't see the difference because the text is still
highlighted.]

It's done it if you click somewhere else . . .
(Does.) Oh, I see. Now to underline. (Clicks the cursor in front of a word and selects Underline.)

That didn't do anything.
Oh, I didn't drag it did I? (Highlights a word and selects Underline.)
11. Cut and paste
So that is edit is it?

Have a look.
(Reads the Edit menu.) There's Cut, and Paste. (Tries to highlight paragraph.) It didn't have Cut in there did it?
[Cut was greyed.]

Oh, it did.
(Highlights paragraph.)

What do you do now?
I want to cut it. (Selects Cut from the Edit menu.) Now I want to put it somewhere.

Yes, on top of the page.
(Moves to the beginning of the document.) Will it insert, or will it wrile over everything?

Presumably it will insert if you paste it in.
Don't you have to insert a new line or something? (Positions the cursor and selects Paste.) Oh well, that has
worked.
12. Print
How do I print this? File, or Edit, or Search. (Looks at the File menu.) Oh yes, it's down there. (Selects
Print. Reads the dialogue box.) Shouldn't I put the cursor at the beginning?

Well it says there the number of pages you want to print.
I don't know how many I've done.

It's currently on all.
So I don't have to do anything? So OK, yes?

Yes.
Pushes OK. [Printing status box appears.] Do I push Continue [Which is greyed]?

I think you just leave it.
[Document printed.]
13. Quit document )
Now I want to leave it. (Clicks at the Edit menu.) I don't want to save it so I just close it. Save changes? No.

14. Create a document _ - ‘
(Selects Open document, a list of files is displayed.) I want a new one. (Chooses a file in the listing which has

New in its name.) . '
You've highlighted a current file name. You have to click somewhere else or you'll open i

(Hesitates, hovers with the pointer over the list.) How about "Sample Memo". (Opc_ns.) That's not really what

I wanted is it. (Selects Quit.) I can't see a space for me opening a file on that list. Do I want MacWrite.
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(Highlights MacWrite.) Was it under File. (Reads the me 1 .
Types some text. nu, selects Open, and gets an untitled document.

15. Save a new document
(Gets the File menu and highlights Save.) What's "a s"? Oh, Save as. Do I do that or just save it? Do I have to
giveita n::me? Presumably it wants a title. (Selects Save. The save dialogue box appears.) I'll call it "Fiona's
ocmn':ems - Remm? (The document is saved.) That's it is it? (Selects Quit from the File menu.)
Subject 4
1. Save file
(Selects Save from the File menu.)
2. Change margins
I suppose that is format is it? (Displays the Format menu.) Align left?
gz. r{‘glmk that is different from changing margins. (Reads the manual.) You have to move the markers on
7.
Where is it [the ruler]?
You hm;e 1o go 1o the top of the page. The margin markers are there and there (points to the ruler in the
(Clicks on the paragraph indent marker.)
You have to move it to 1.5. Drag the marker.
(Grabs the paragraph indent marker, and drags it to 1.5. Moves the right hand margin marker 10 6.5.) [Does not
notice oaly the first line of every paragraph set to 1.5.]
3. Insert word
(Moves the pointer to the text insertion point.) And now you just . . .
Click it.
Ah. (Enters text.) Just click it off?
4. Delete characters
Now you have to delete a few letters. What do you think you have 1o do?
Position the cursor and press delete I suppose. (Positions the cursor in front of the character to be deleted and
presses DELETE.) Type it in again. (Does. Positions cursor at the end of word and deletes other characters.)
5. Delete words
(Tries to mark word by clicking cursor at beginning and end of word.) That doesn't work.
(Reads the manual.) You can drag the mouse or use the SHIFT and ARROW keys together to mark a word.
(Marks words with the mouse and presses DELETE.)
6. Delete line
(Marks the line with the mouse and presses DELETE.)
7. Double spacing
What do you think?
What does double spacing mean?
Well you have a blank line between each line of text.
Oh, Format I suppose. (Clicks on Format and reads the menu.) No. [ would have thought you could do it with
the mouse. Perhaps there are other commands at the top. (Moves up to display the ruler. Points at the spacing
and alignment icons.) Perhaps one of these.
One of them is double-spacing.
(Points at the double-space icon.) That one there.
Yes.
(Selects it.)
8. Single spacing ) ) )
(Returns to ruler.) Is it this one [double-spacing icon]? Do you just press it again?
No, the left one is single and the middle one for one and a half.
Oh, I see. (Clicks on the single-spacing.)
9. Centre paragraph ]
(Reads the instruction.) So we have to return to the ruler. (Starts moving up.)
Wait.
Oh, of course. It's here at the top. (Points to Format. Displays the menu.) Insert ruler . . . (highlights).

Ah, but where will it insert it. o
(Thinks.) Do you put a new line in? (Selects Insert ruler anyway. A ruler is inserted one paragraph above

where it should be.) _
No, we're doing this paragraph. (Points 1o the paragraph below.) o '
So we have to try and get rid of this then. (Look at the Format menu.) Oh, hide it. (Selects Hide rulers from

the Format menu.)

So, where will it [the new ruler] go? |
Where the cursor is. (Tries to drag the cursor with the pointer t0 where the ruler should be inserted.) I can't get

rid of the cursor here. (Tries to drag it and starts highlighting.) No.
Just go where you want the cursor and click.

Transcripts-174



(Does.) Oh, right (Selects Insert ruler from the Format menu.) [Both the rulers are displayed. The subject
can't understand this, so the experimenter explains the difference between hiding and deleting the rulers. The
subject deletes the superfluous ruler.]
Now what do we have to do . . . centre the text.
(Look at the menu names and looks at the ruler.) Which one is it?
It’s the second one on the left.
(Clicks on it. The text below the ruler is centred.) That's centred now. Do we get rid of the ruler now?
You are only supposed to centre this one paragraph. It's centred everything below the ruler.
We can move the ruler to that paragraph and change it back.
[Can't work out how to do it. Experimenter explains that he must use highlighting plus menu option or two
rulers.]
(Inserts ruler below the paragraph. Tries to get rid of the one on top.)
No, I think you just align it now.
(Points to the align left icon.) Ah, that one now. (Clicks it. Then, marks and deletes the rulers, so, everything
is left aligned. He doesn't notice this.)
10. Underline word, embolden word
(Click on Style.) So, do we want something underlined then? (Highlights Underline.)
But which one do you want to underline?
(Marks word and selects Underline, marks another word and selects Bold.)
11. Cut and paste
(Looks at Style, Format, Font, Spelling.) Edit. (Looks at Edit menu.)
Ah, there's Cut, Copy and Paste.
I suppose we mark this paragraph then. (Does. Selects Cut.)
Now we have to put it at the top of the page.
So we are going to have to go to the top. (Does.) And then press Edit. (Displays the menu and is about to
select Paste.)
But, where will it go?
Ah, (Clicks cursor then selects Paste).
12. Print
So, print it now? (Looks at Edit menu first then at the File menu. Selects Print from the File menu. Looks at
the dialogue box.)
These are the options I suppose. Maybe we can leave it.
Yes (clicks OK).
[Printer status box appears.] (clicks on the Continue option, which is greyed.)
[Document printed.]
13. Quit document
(Looks at the Edit menu.) Quit I suppose. (Selects Quit.)
14. Create a document
(Clicks on the MacWrite icon,) Will this open this one do you think? (Points to the icon of the previous
document.) Just press "Trial".
No, that will bring the old document back. How about File.
(Looks at the File menu.) Yes. (Selects Open.) Does this open . . . (Gets an untitled document.) Where do [
start? So I just start typing. (Does.)
15. Save a new document
(Looks at the File menu and selects save, a dialogue box pops up. He hesitates.)
We have to give it a name.
(Enters a name for the document and presses returm.)

1. Save file

(Clicks on File menu, reads options.) So it's Save. (Selects Save.)

2. Change margins

Cursor, that's that. (Moves the pointer about. Reads the instructions to change the left margin to 1.5.) Edit. .
. or Format? (Points at the menu titles.)

It's more likely to be Format ) o _

Yes. (Pops up the Format menu. Reads the options.) Align left. (Highlights Align left.) Yes?

Could well be . . . (starts reading the manual).

(Selects Align left. Nothing happens.) Try again!
(Reads the manual.) Changing margins you use the ruler.
How do you do that?

You press down hold and drag the marker. _ _
Alright, press and drag. (Grabs the indent marker and pulls it to 1.5.) [The first line of every paragraph is set to
1.5.] And change the right margin to 6.57

It hasn't done all of it has it?
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I'm not sure.
Try the other marker there [left margin marker].
(Tries to click on it and selects the ruler.) I shouldn't have let go.
See that [ pamgraph indent marker], if you move that, it sets these [first lines of every paragraph], but the
others [other lines] are still at zero as is this marker.
Well I've done it but it's only gone as far as that [because the first two paragraphs consisted of one line each,
they seem to have the left margin set to 1.5]. Isn't there something on the menu to make it [the rest of the text]
adopt the format of these paragraphs.
If you change it at the top it should go all the way through.
Okay. (Grabs the right margin marker and drags it to 6.5.)
See, that has worked. Try moving that one [left margin marker].
(Grabs it and drags it to 1.5, and the text is aligned to 1.5.)
3. Insert word
How do I do that? Is that Edit? (Looks at the Edit menu.)
(Reads the manual.) Inserting text . . . Iry just moving the cursor and just type it in.
With this (moves the pointer about)? (Positions it at text insertion point.) Push that and it will explode? Ab,
the cursor is there as well. (Types in the word.)
4. Delete characters
Why don't you do the same thing, but push DELETE rather than inserting letters.
(Positions cursor.) Could you just push the BACKSPACE key now? (Does.)
5. Delete words
It says you can select the text and cut it instead of backspacing.
So, you use Cut from the Edit menu? (Pops up the Edit menu.)
Yes, but you highlight the text and then cut it. (Points to the menu.) See, you can't actually use it [Cut] at
the moment, because it is grey.
What, so you just highlight it presumably. (Clicks the cursor at the beginning of the text to be deleted, then at
end.)
I think you have to move it before you let go.
(Highlights several words up to the end of line, then moves to the next line and starts highlighting words there.
So, the previous highlighting is removed.) Through to there and then cut. (Selects Cut. The highlighted text is
removed.) Ah! Ahah! (Highlights the remaining bit of text and deletes it as well.)
6. Delete line
(Highlights the line and selects Cut.) Bye-bye.
7. Double spacing
Is there anything there in the menus for that?
Format (looks at the Format menu, but can't find anything) style (looks at the Style menu, then at the Font
menu).
(Looks at the manual.) Ah, you use the ruler.
That's at the top isn't it? (Inspects the spacing icons, points at the single-spacing icon which is highlighted.)
So, if I click on 6 lines to an inch it will change? So, which one of them? (Points at the justify icon.) That
one?
(Points at the double-spacing icon.) That one.
(Selects it.) Oh, we've done it.
8. Single spacing
This (points at the single-spacing icon) and selects it.
9. Centre paragraph

But only for this paragraph. . . . (Goes to Format and selects Insert ruler, the ruler is inserted at the cursor
position. Inspects the icons on the ruler.) Is it that one (points at the centre icon)?
It might be.

(Selects it. The text below the ruler is centred.)
I think that we've done the wrong paragraph. We're supposed 1o do this paragraph (poinis 1o the paragraph
below).
(Reads the instructions again.) Only in this paragraph. (Changes the whole lot back to align left by clicking on
the left align icon.
We've inserted the ruler ai the wrong point above the wrong paragraph.
Go away ruler!
(Experimenter tells him that he can delete it by selecting it and cutting it]
Okay, so how do we do this right? Will the ruler go where it's marker?
Yes, must be.
(Positions the cursor and inserts the ruler.) Hooray! (Selects centring.) Now put the ruler undemeath it and turm
it back to what it was. (Highlights the ruler and wants to cut it.)
[Experimenter explains that this will undo the centring.]
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So m)sm a ruler here . . . (positions the cursor below the paragraph and inserts a ruler. Clicks on the align left
icon.

10. Underline word, embolden word

(Clicks on the Style menu and selects Underline.) No. (Positions the cursor behind the word and selects

Underline again. Nothing happens. Highlights the word and selects Underline.) Hooray. (Marks the word and
selects Bold.)

11. Cut and paste
So this means we have to cut it. (Highlights paragraph, hesitates . . .)
Select Cut from the Edit menu.
(Does.)
There's Cut and there's Paste, but not cutting in pasting in one go. Well, I presume you cut it first.
Well, if I cut it it'l]l go bye-bye.
(Reads the manual.) There is something called the clipboard. So, I presume that it keeps track of what it
has done. (Reads the manual.) Right, so when you cut it it goes to a clipboard, and when you paste it it
will retrieve it from that.
(Selects Cut.) So, now it's on the clipboard. (Highlights the Edit menu.) And so now we paste. Oh no. We
lllgve ;,0 :ell it where to go first. (Positions the cursor and selects Paste.) Did it.
. Print
Edit. (Looks at the menu.) No. (Looks at the File menu and selects Print. The dialogue box pops up and tries
to select best, tries to select all, then selects OK. Starts to print.) Ooh!
13. Quit document
(Pops up the File menu and selects Quit.)
14. Create a document
(Clicks at File.) New folder . .. Open do you reckon?
How would it know what 10 open?
And what is MacWrite? (Highlights MacWrite and selects Open.) So we're going to write a letter. (Starts
typing.)
15. Save a new document
(Picks on File and selects Save. Reads "Save current document as . . .".)
You have to give it a name.
(Types in a file name.) And now what . . . (clicks on OK). Why is it untitled? (At the end of the saving
process it changes to the file name.) Ah, that's saved now is it?

1. Save file
It's in there isn't it? (Points in the File menu.)
It gives you different options.
(Pops up the File menu and selects Save.) That's that then.
2. Change margins
(Points at 1.5 on the ruler and clicks.)
It is almost certainly on the ruler.
Formit? (Pops up the Format menu.) Align left? (Highlights Align left.)
No, I think that's something different.
Set page? (Highlights Set page.)
Why don't you try to do something with the ruler.
Insert ruler (highlights Insert ruler on the menu).

Well you've got one already. )
(It's too late and the subject selects a ruler anyway. It is inserted at the current cursor position.)

1 think you want to go back to the top of the document. ‘
(Returns to the top of the page and looks at the ruler again. Looks at the ruler.) Change the left margin to 1.5.
I thought that would be Format though. _

There could be something there [to change the margins]. How about those markers they seem to be aligned

up fo the text.

Thesee' (Points to the right hand margin marker. Points at the left hand margin marker, clicks at it and nothing
happens. Then tries to drag it. Drags the paragraph indent marker.) No. ..

Well, something's moving.

(Drags the paragraph indent marker to 1.5.)

Well, that's not quite it but it's moved some of them.

(Moves to the right hand margin marker.) To 6.5. (Grabs it and moves itto 6.5.)

Well if that triangle moved that margin then it must be the other triangle.
(Grabs the left hand margin marker and drags it to 1.5.) Is that that?

Yes, you've done i1.

3. Insert word
(Hesitates.)
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Well, 1 suppose you have to type a word in there.
(Move the pointer to the text insertion point.) Enter I suppose? We have 0 put something up here again
(points to the menu bar), or is it going to be simpler again like it was last time?
Well you just type it in again using the keyboard.
(Starts typing and a character is inserted at the current cursor position.) Oh see, it's gone in there.
What happerfed there? That's strange, what did you press "e"?
Well, I thought it would be in Format. [Doesn't notice the cursor flashing behind the character that he's just
inserted.] (Moves the pointer back to the text insertion point.)
Well if you put the cursor where it's meant 1o go.
Well, that's what I did last time. (Types another letter which is inserted at the cursor position.)
That's strange. (Tells the subject to hide the rulers.)
(Pops up the Format menu.) What does that mean, the squiggly bits [the keyboard accelerators].
Maybe it’s something on the keyboard you can use instead if you haven't got a mouse.
(Selects Hide rulers.)
Let's go back to the [the place where the word is to be inserted.]
I still don't think it's anything to do with the ruler. (Types a third letter and it's inserted at the cursor position.)
I think it will be Format I would have thought.
[The experimenter explains how the cursor works.]
(Finally inserts the word in the correct position.)
4. Delete characters
Let's think. (Positions the cursor behind the character to be deleted and presses BACKSPACE. Proceeds to
delete the other characters in the same way.)
5. Delete words
Well, that's what we did just now I presume . . . | presume you have to mark a whole block. Format again I
suppose?
No, try it with the cursor.
(Clicks the cursor at the beginning of the piece of text to be deleted, then clicks at the end of the word but slips
with the mouse and highlights one letter.) Well, if you covered a whole block like that . . .
Try dragging it.
(Marks two words.) What now.
Same as you did before.
Isn't there another command?
Try it.
(Pressz; BACKSPACE and the text is deleted.) I wouldn't have thought BACKSPACE is . . . would remove a
block.
6. Delete line
(Marks the line and presses BACKSPACE.)
7. Double spacing
Double space, do that mean a gap between each line? Form the start or just from here on downwards [seems (0
think a blank line should be inserted in between each line].
From the start I guess.
(Returns to the beginning of the document. Hesitates.)
Where do you think that might be, the instruction that does that?
[Because Hide rulers has been selected there is no ruler at the top.]
Edit? (Looks at Edit.) Format. (Looks at the Format menu, then looks at the Style menu.)
It must be something in Format. Let's have a look.
(Pops up the Format menu. Looks at it.) Insert rulers?
Well, we've already got rulers. So, all we have to do is show them.
(Selects Show rulers. Looks at the ruler.)
The black ones [icons] are the ones which are currenily selected the options.
(Looks at the icons and points to the double-spacing icon.) Yes, it's that there? The lines are more spaced out on
there. The black ones are the ones we've got now? (Points to the one and a half line spacing icon.) I wonder if
the lines are more spaced out on that one.
Try it.
(Sclmgom and a half line spacing.) [The subject is satisfied that the text is double-spaced.]
8. Single spacing
(Returns to the ruler and selects the single-spacing icon.)
9. Centre paragraph
Centre text, does that mean both (indicates centring with hands)?
Yes, so that it's spread out according of the notional page.
There was something on that thing on the top of the page.
1 don't think you have 1o use the one at the top. We can insert another one.
(Pops up the Format menu.) Insert ruler? (Hesitates.)
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Why not?
(Does.) [The ruler is inserted at the current cursor position which is one para h abov i
(Looks at the rulers.) Change the width of the page ;I;:z:sumably, B BRI S Dy
_My guess wgm‘a‘ be it_’s one of . .. If you look at the icons on the right hand side of the line-spacing ones.
(Points to the alignment icons.) These ones? (Points to the justify icon [in black]). That one, that's the one
we've got now. (Points to the centring icon.) That?
Yes, that's shaped like centred text is.
We have to mark which bit we want don't we. But only that paragraph.

I think the rulers do the marking. Try selecting and see what happens. Since that's what we did with the

spacing . . . see what happens.

(_SeIecrs r:zjmr:hg. ) [The text between the ruler and the third ruler which was previously entered by mistake

1S centred.

That's done everything. Ithink it's the ruler that makes the difference.

(Clicks on the align justify icon.)
Let's have a look above the ruler and see if that's changed.
(Selects centring again. Scrolls up in the text.)

See, that's still different it's just below the ruler. So, we have 10 insert another ruler to stop it.
Two rulers.

Yes, let's try that.

So back to that (selects align justify). (Points at the paragraph below.) That should not be centred. So now if
we hide the rulers first (selects Hide rulers). And if we move it up because the ruler came in under there (points
to the cursor.) (Positions the cursor at the top of the paragraph to be centred and selects Insert ruler.) Oh, there's
another one there [seemed to think that Hide rulers would delete the previous one].

Well, you can just set it wherever you want so it doesn't matter where the rulers are.

(Selects Hide rulers.)
If you do that it'll hide all of them.
Yes, but it didn't come in there anyway.

Oh it was. There was one underneath. It was there.

(Selects Insert ruler.) [There are now two rulers on top of the paragraph to be centred now.]

(Explains the difference between hide and delete rulers and instructs the subject to delete some of the rulers.)
(Deletes the extra rulers and is left with one ruler above the paragraph to be centred.) So we need another one
undemeath?

I would expect so.

(Positions the cursor below the paragraph and selects Insert ruler.) Ahah! (Clicks the centring icon on the ruler
above the paragraph.) [The paragraph is now centred.] So it only affects the text underneath the ruler. Now we
want to get rid of them again don't we? (Highlights the second ruler and is about to press BACKSPACE.)

Hang on before you do that, don't you just want to hide them? If you delete them you'll undo the

Jormatting as well,

We don't need two do we?

If you just have the top one it will just centre all the way down the page.
But we've changed it now.

Try it.
(Deleted the ruler.) [The text undemeath is centred.] You were right. Let's put another one in there again.
(Inserts a ruler back again and selects justify.)

(Explains that he should just hide the rulers if he finds them disturbing.)
10. Underline word, embolden word
Underline (clicks on the Style menu). Underline (highlights Underline), ah, hang on. We have to mark
something before we start.

Yes.

(Marks a word and selects Underline. Marks another word and selects Bold.)
11. Cut and paste :
To the beginning . . . probably will be at the top will it? (Points to the menu bar.) It doesn't say that. (Pops
up the Format menu and shakes his head.)
No, it's not in there.
Won't be Style will it. (Pops up the Edit menu and tries to select Cut.) _
I think you have to mark it first because it doesn't give you the option [Cut is greyed].
(Starts marking the whole paragraph.) What, cut the whole lot?
We might as well try it and see what happens.
(Goes to the Edit menu.) Cut.

Ah, there it is you can select it now.

Ah, Cut it? (So cutting will take it out and pasting where you put it I suppose. Selects Cut.) Um!
Fine, it's Cut it. Are you worried that it has disappeared?
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Well, I would have thought it wouldn't do one [Cut] without the other [Paste]. We'll see what ha ;
) okl e ' ppens. I don't
mm;? to work. (Goes to the top of the text, positions the cursor and selects Paste.) [The text is
Well, there you are. You were wrong. It did i1,
12. Print
(Pops up the File menu and is about 1o select Save))
Print it first.
A, yes. (Selects Print.) [The printer dialogue box ars. i i
Where's that then? Can't we print the wholeoihins | dgﬁfn ent]}. (Looks at the From where the cursor is flashing.)
_ We_'re getting options there. 1 suppose the highlighted ones are the ones that have already been selected.
So it will print the whole thing I presume. But if it will print the whole thing why does it say from to?
Well, that's if you've got a 1000 pages and you only want 1o print a few.
Yes, it's either all or from to. So, what do we do go 10 OK?
Why not.
(Does.) [The printer progress box appears.] Is it Continue? [The printer starts printing.]
13. Quit document
(Pops up the File menu.)
W;;gdau‘t you just Quit. I think we've lost a word here. You're supposed 1o leave without saving the
changes.
(Does.)
14. Create a document
MacWrite? (Highlights MacWritc.)
And now you want to Open a file.
(Does. Types a document.)
15. Save a new document
(Selects Save from the File menu.) [The Save dialogue box pops up.] (Types in a file name.) Then Save, just
that one there?
Yes.
(Does.) [The document is saved.]

1. Save file
(Moves the pointer about the File menu title.)
What are you doing.
I'm trying to get into File. (Clicks briefly, and the menu appears.) Ah, that's better. How do you get to the
ions?

Try holding it down and moving the mouse.
(Tries.) Ah, got it. (Selects Save.)
2. Change margins
(Not sure what to do. Points to the manual.) Can you . ..
Yes, okay. How about looking at some of the menus.
(Looks at Edit and File.) Page setup? (Looks at the Format menu.)
(Reads.) Change margins, you use the ruler. ‘ _
(Looks at the ruler.) I suppose that those lines indicate the margin. But how do you . . . (clicks on the right
hand margin marker).
Try moving it. .
(Starts dragging it.) Ah, brilliant. (Moves it 106.5.) Now the left to 1.5. (Grabs the paragraph indent marker
and moves it to 1.5. Then, grabs the margin marker and moves it to 1.5 as well.)

3. Insert word . : 3 4
So we put it in there . . . (moves the pointer to the text insertion point and starts typing.)

[Hadn't positioned the cursor in the correct place so the characlers are inserted at the current cursor position rather

than at the intended point.]

We're now at the end. Maybe if you click. _ . .
(Returns to the text insertion point. Positions the cursor and starts typing.) Ab, that's interesting.

4. Delete charact .
(Positions the cursor behind the character (o be deleted.) Ab, right. (Presses the BACKSPACE to delete

character.) So, I get rid of that t. Deletes the other character by positioning the cursor behind them and

g
5. Delete words Al g .
I bet there is a word delete function. Have you got any delete sections in there (pointing at the manual)?

Reads L) There's nothing in the menus is there? _
g’?:fu's a?:ou; pf)im, (Looks at fhe Edit menu. Reads the options.) Paste, select, undo no.

Cut, how about Cut? [Currently greyed.]
Oh yes. (Tries to select it. Nothing happens.)
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Well you block it [text to be deleted] like you did before.
(Tries.) Yes, dragging it. (Manages to highlight the text after a few attempts.) It was in Edit . . . (selects Cut).
6. Delete line
(Quickly and without problems highlights the line and selects Cut.)
7. Double spacing
Well, you better look that up.
(Reads the manual.) That's the ruler again.
What does it say [the manual]?
That box (points to the double-spacing box). Just click on i,
(Does.) That does it.
8. Single spacing
(Tries to click on the double space box again, nothing happens.) What does it [the manual] say?
I assume you choose the one the other side.
This one (points to the single-spacing box)?
Yes.
9. Centre paragraph
Is it in Format? (Looks at the Format menu, select Insert ruler. A ruler is inserted at the current cursor
position.) Oh.
Oh. It’s put the ruler in where you had the cursor.
Oh, I see. (Looks at the Format menu again. Reads the options.) Hide ruler (selects Hide ruler).
It seems 1o put it where you put the cursor.
So, if we put it there [on top of the paragraph to be centred] . . . And now we've got to go back to the top and .
.. Ohno. Ican get it from there [the menu bar] can't I. (Selects Insert ruler from the Format menu. The ruler
is inserted.) Right.
There must be some box on there I'm sure.
Yes. (Points to the Format menu.) Align centre?
Could be, but that’s got nothing to do with the ruler.
Oops! (Selected Insert ruler by mistake thus inserting another ruler. Selects Hide rulers and they're both gone.)
Right (selects Insert ruler again, now there are three). Hide rulers.
What are you trying to do?
I'm trying to delete two of them . . . I don't know.
I think that you have to delete them. If you hide them they'll all go.
How do you do that?
I don't know, try clicking on them.
(Highlights a ruler.) Ah, very good. And how do we delete it? (Tries to highlight the second superfluous ruler.)
Did you see what I did to get that [highlighting]?
Try to delete one firs:.
That was in Edit wasn't it. (Goes into Edit and selects Cut. The ruler disappears.) Oh, we can only do one at a
time. (Tries to highlight the second ruler.)
Click anywhere. . ,
(Clicks around on the ruler and hits the 6 lines per inch box.) A-am bad news. (Moves to the right hand side.)

I'm sure that I clicked somewhere here and it went black . . . (Tries again and the ruler highlighted. Selects Cut
from the Edit menu.) Right! Perhaps we could centre the text. There was something in that menu (goes into
the Format menu and points at Align Centre). Isn't that what we want to do?
That may be a different way of doing it. But, we wouldn't need the ruler for that. (Looks at the ruler and
points out the centre box.) _ '
If we want to do that paragraph, we do that (highlights the paragraph). (Clicks the centre box.) Ah!
But, it’s done it all [all of the text below]. _
Oh dear! We are going to have to . . . For some reason it's affected everything under the cursor [he means ruler].
Everything under the ruler. . )
Oh, I see. Does that mean that I have to put two rulers in? (Points to the Format menu.)

Hang on, where is your cursor?
Yes, youg;re right. Where do 1 want the ruler. (Positions the cursor undemeath the paragraph. Selects Insert

ruler.) And then we want this lot (o be that one (points to left align icon and selects it.) Okay. Shall we get rid
of the rulers?
What are you trying to do?
I'd like to get them blacked out and remove them . . .
We could just hide them.
True. (Selects Hide rulers from the Format menu.)

10. Underline word, embolden word WT
(Click on the Style menu, is about to select Underline.) Ah, I presume we have to block [highlight] a word

before we can underline it. (Marks several words and underlines them.) Very good! (Marks several words and
emboldens them.)
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11. Cut and paste

(Marks the paragraph, flicks through the File, Edit, and Search menus.) Have I missed it?

‘y’eﬂ I presume that you use the cutting and pasting from the Edit menu and that you cut it first.

10211- “PBh}- t(SCIOCIS Cut.) And then presumably if we move the cursor to the top and paste it . . . (does).

. Prin

Print . (looks at the File menu) . . . there it is. (Selects Print. Reads the print dialogue box.) Yes, yes, yes

... (Clicks on OK. The document is printed.)

13. Quit document
Now, if we've got to leave without saving quit presumably? (Selects Quit.)

14. Create a document

I suppose it's going to be MacWrite . . . (clicks on MacWrite icon).

How about the menus.

(Points at File.) New folder.

No Open.

(Selects Open. Starts typing.)

15. Save a new document

(Points to File.) Is it that one? (Selects Save.) I suppose it want a name. (Types in file name and presses

CARRIAGE RETURN.) And now do you want me to quit?

Subject 8

1. Save file

So your've got to choose something from the top have you?

[Struggles to work out how to use the menus. Co-experimenter instructs her on how how to use the mouse and

the menus. Eventually she gets the File menu up. The co-experimenter telis her to select Save.]

2. Change margins

Change the left margin to 1.5. (Clicks on the Format menu and reads it.)

It's on the ruler. You have to move those things and the text will line up with it.

So it's not in Format? (Clicks on the margin marker.) Don't you have a command to move it.

If you point at it . . . try to move it across while you keep the button pressed down,

[Subjects struggles considerable to control the margin marker. Eventually with a lot of help from the co-

experimenter she manages to put the left margin marker at 1.5. Step-by-step instruction to set right margin.)

3. Insert word
You want to insert a word in between "and” and "the" don't you, to make i1 a proper senlence.

(Moves the pointer to the insertion point.) Do I just type a word out?

You have to tell it where 1o insert it first.

I want insert it there. (Points with finger on screen to where the pointer is.)

How does it know?

That's the menu. So surely if you want to do anything you have to go to the menu (points to the menu bar).
Just click the mouse, just click the button. That positions the cursor. That flashing line, that tells you the
cursor is there.

Right. (Types in a word.)

4. Delete characters

(Positions cursor behind the characters to be deleted and backspaces.)

5. Delete words
How about marking the wrong words with the mouse and deleting them.

Positions the cursor at the end of a word and backspaces.

You can actually mark the words with the mouse and delete the whole lot in one go.

I'm trying to think if you position the cursor just before the word would that do it.

How would it know how much to delete? If you click at the end, hold the button down, and move i.
That's like the other one where you highlight it. (Presses BACKSPACE. Marks two more words and deletes
them by backspacing.) Actually I could have done two of them couldn't I?

6. Delete line

(Marks the line and presses the BACKSPACE key.)

7. Double spacing

Can I use the menu?

(Reads the manual.) If you back up to the top of the document.

(Points at the menu bar.) Can't you use Format? (Clicks ad reads the menu.)

If you go back to the top on the ruler there are bits on that. _ .

(Looks at the ruler, points to the double space icon.) Is that for double-spacing? (Clicks on it.)

8. Single spacing

(Returns to the ruler, selects one and a half line spacing.)

I think that is one and a half. .

You can't see on a diagram what sort of spacing it's supposed to be. (Looks at the menu again.)

(Points 1o the single-space icon.) Maybe that's it.
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(Clicks on the single-space icon.)
9. Centre paragraph
Doa't you have to highlight this text [paragraph] then, if you're centring this bit and nothing else (correct).
Yes you can do it that way, but you can also do it by using the rulers. Bui, you wans a new ruler raher
ST 10 Mg
0 you have to go to the menu? (Clicks on Format and selects Insert ruler. A ruler one
paragraph above where it should be.) Is that supposed (0 be there. e
No, you actually want it down here don't you? So why has it come in there?
Because my mouse presumably [cursor] was there. How do I delete . . . (Tries 1o highlight the ruler, but moves
to far to the right and hits the scroll bar by mistake. The text is scrolled.) What's happened?
(Explains.)
(Returns to the ruler.)
How can you get rid of it?
w .:s ﬁzlf the words. (Finally manages to highlight the ruler.) It actually highlights all of it without going
It will treat it as one, you can't delete just half of it.
(Presses the DELETE key and deletes the ruler.) So I have to create another one. (Points 10 the Format menu.)
Well, what was wrong with the last one . . . it was in the wrong place wasn't it?
So I bave to go back. (Positions the cursor and selects Insert ruler.)
Now you have to try and cenire the text.
(Points at the Format menu.)
Using the ruler.
(Points at the boxes.) What do these stand for | wonder.
You want to sort of centre the text which means put that bit in the middle. So it's probably this (poinis to
the centring icon.)
(S?ebm the centring icon and the text below the ruler is centred.) Now how do I get rid of that [the ruler] delese
it?
If you delete it you also undo the centring. At the moment you've centred everything below the ruler. How
would you get the rest of the text back to normal.
(Points to the ruler.) Put it back to normal,
Bur, you want 1o keep this one paragraph centred.
How about highlighting the rest of the text and selecting the normal [left align] style again.
I don't think that will work. [ think that you have 10 insert another ruler below the paragraph.
(Sclects Insert ruler from the Formar menu. Want to click on double-spacing.)
That's double-spacing.
(Clicks on single-spacing. Nothing happens.)
That's single-spacing. You see that it is highlighting the ones that it is currently on. Single-spacing is
okay. You've gol to un-centre it.
(Selects the justified text icon.)
10. Underline word, embolden word
(Clicks on Style and highlights Bold.)
How does it know what you want 1o embolden.
Oh, do you have to mark what you want to underline? (Looks at the paragraph.) Do I want (o underline this
then, or the rest of the text?
Well probably just one word.
(Moves back to the Style menu and select Boid. Nothing bappens.) It should actually do it shouldn't it?
You actually have 1o mark it, you have to block what you want to underline.
(Marks the whole paragraph and select Bold.)
And underline it as well.
(Selects Underline as well)
Il. Cat and paste
I have to highlight it don't I? (Highlights the paragraph.) And what now?
You move it by cutting and pasting.
Format? (Looks at the Format and Style menus.)
Probably Edit because it means that you are editing the tex.
(Clicks om Edit, looks at the menu.) How do you do this?
First cut, then paste, because it says in the instruction that you cut and paste d.
(Selects Cut)
And now you paste it back in again.
(Clicks on the Edit menuy.)
But you're supposed (o paste it in at the beginning of the texs.
So I have to go back 1o the beginning then. (Positions the cursor at the beginning of tbe text and selects Paste)
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12, Print

[Can't work out how (o print so the experimenter explains how to print usi

How do you tell it to send the file to the printer? v G
[Experimenter explains how to fill in the print dialogue box.]

(Clicks OK and produces a print.)

13. Quit document

(Selects Quit from the File menu.)

14. Create a document

[Subject did not wish to proceed further. Found the use of the mouse 100 difficult]
15. Save a new document

Subject 9
1. Save file
(Clicks on the File menu and select Save.)
2. Change margins
That's Edit then is it or Format . . .

Shall I have a look (reads the manual).
(Clicks on Format.) No.

(Reading the manual.) It says you change the format using the ruler on top of the page.
(Looks at the ruler.) Change the left margin to 1.5, oh my god.

(Puts the’poimer to 1.5. Clicks, and highlights the ruler.) Oh, how do I get rid of that? How do I get out of
that then?

Click somewhere below somewhere in the text.

(Points at the margin/indent marker.) Ah, there's the marker. (Tries to click at it.)

(Reads the manual.) You click on it and then you drag the margin marker 10 . . . you have to hold it down.
(Goes 10 the right margin marker and tries to move it.)

Yes, that's it, just move it to 6.5 now.

(Does. Then drags the indent marker to 1.5.) That isn't the whole thing there. How come that isn't all the way.
[Experimenter explains that the paragraph indent marker and the left margin marker have to be positioned
together.]

(Needs several attempts to grab the left margin marker and move it to 1.5.

3. Insert word

(Positions the cursor at the text insertion point.) So what's that flashing line?

That's the cursor.

(Tries to create a gap between two words before inserting. Types in the word.) What about the flashing line,
how can I get rid of that?

(Explains that it is the cursor and will go wherever he clicks.)

4. Delete characters

How do you do that?

Must be (points up to the menu bar). What about a DELETE key on here (points 10 the keyboard). (Moves the
pointer to a character, presses DELETE, and deletes a letter at the cursor position.) Ah hell, that was still up
there. (Re-enters the letter.) Right we'll bring that [cursor] down. (Tries to move (he cursor by dragging it)

Put it where you want it to go and now click.

Ah, T see. (Positions the cursor behind a character and presses BACKSPACE.)
5. Delete words
(Deletes a word by backspacing.) ’

You shouldn't have 1o do that by backspacing all the way. See, it says you can mark words with a mouse

and delete them.

How do I delete them easily. )

By dragging the mouse from the beginning to the end by holding the button down.

(Marks the words to delete.) BACKSPACE or what? (Presses the BACKSPACE key and the words are deleted.)
6. Delete line
(Marks the line and presses the BACKSPACE key.)
7. Double spacin
Ab, that's F«nrm ag:n isn't it, but we haven't used any of these commands.
(Reads the manual.) .
(Looks at the Format menu.) No. Style perhaps (looks at the Style menu). No. Edit? No,

It has something to do with ruler. If you go back io the top . . . o .
(Returns to the top.) Right here we go, 6 lines per inch. .A!:. gp{.unls at the spacing icons) these are different
types of lines. (Points at the double-spacing icon.) That's it isn't it?

Yes.

(Clicks on it. Moves down the text.) Ah, that's done the whole text now.
8. Single spacin ) ) )
(Points :t‘mc sglglc-sgpacing icon,) That's single-spacing there isn't it? (Clicks on it)
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?éhg::tre paragraph
at the Format menu.) What 7 (Hichli
Brnkerewill o he inse)n by sort of ruler do we want? (Highlights Insert ruler.)
We'li ;ns'm a ruler and see what happens. (Does it.) Ah, that's the ruler is it?
(et o e g s
Y ing it into the corr iti

Exnrnienis ads iF wamsgugy dgl kg ect position. Looks at the Format menu,)
No, I want to put it back at the top again.
[Obvmmu::ly'be m?rklszl ;rh?t he's moved the ruler which was at the top i.e. he believes that it was insert the ruler
(Looks at the menu again.)

I Ih::lk t}u!: [ruler] will be a different one. Why don't you look again at the top.
Ah, tha!ls a different one is it? (Returns to the top, sees the other ruler.) Oh, far enough. There must be
something easy . . . File, Edit. What's Fonts then?

(Explains.) You can delete this one similar 1o a piece of tex.
What, backspace it?

You have to mark it first.
(Highlights the ruler and deletes it.)

You want to put the ruler down there, so you have 10 position the cursor before you insert it?
How do I do that then? [Tries to position the cursor by dragging it with the pointer again.)

No, you have 1o click ir,
(Positions the cursor and scrolls up to the top to the ruler. Clicks on Format and selects Insert ruler.) [He
scems to think that he needs to be at the top to insert a ruler.]

See that box there, you can use that to centre text.
(Points at the paragraph.) Is that marked properly? [ thought that if I wanted to centre that (points at the
paragraph) I'd have to highlight it. [Tries to mark the paragraph, but has problems working out how to do it.]
(Highlights the paragraph eventually, points at the centre icon.) That one?

Yes.
(Selects it.)

That's all [all text below the ruler] centred.
How come, because I had that [paragraph] marked?

It's done everything that is below the ruler.
Is there any way to avoid that? That's not very good, you mark itand . . .

(Explains how to do it and that another ruler must be inserted.)
(Inserts another ruler.) So do we go to Format again. (Wants to select Align left from the Format menu.)

No, you want to use the box here.
(Poiats to Align left box.) What, this one here? (Clicks it.)
10. Underline word, embolden word
(Clicks on the Style menu.)

What do you think you are doing?
Oh. I have to mark it first don't I. (Positions the cursor at the beginning of a word.) How do I tell it where to
stop, will it underline the rest of the paragraph from here? [He still has difficulties in marking text.]

(Explains how to mark the text.)
(Marks a word, selects Underline. Marks a word and selects Bold.)
11. Cut and paste i
That's definitely editing isn't it? (Looks at the Edit menu.) There you go cut and paste. Let's select Cut (does).
Why can't I select it? Why has it got it there when I can’t select it?

How can the program know what to cut?
(Marks the paragraph.) Okay, that is what is going to be cut. (Looks at the Edit menu.) Ahah, (Cut is displayed
in black) we shall cut it, but where is it going to cut it to? Shall [ move the cursor back up to the top thm?_ It
might cut that all completely. Or, do I say paste and paste it up to somewhere else? [The experimenter explains
about the clipboard.] (Selects Cut, moves to the top, and positions the cursor and pastes.)
12. Print
[Not done.]
13. Quit document ) )
(Looks at the File menu for Quit.) So, it's either Close or Quit . . . Quit

Why?
14. Create a document ) . . o
(After some dithering) Oh, MacWrite, that's the program isn't it? (Clicks on the MacWrite icon.) Hmy dol get
out of here [window]. Where is the menu? (Clicks File menu.) New folder or Open? (Looks at View, then
Special menus.) [ haven't got a clue how I get out of here. [Is told to open a file.] (Does. Tries to position the

cursor on the empty page.) Oh, I've got to write something now (starts typing).
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15. Save a new document

(Selects Save from the File menu, and enters a name for the file.)
Return.

(Presses RETURN, and then selects Quit)

1. Save file

2. Change margins

3. Insert word

4. Delete characters

(Uses cursor keys to position the cursor behind the charac

5. Delete words 45 M0 backspaces.)

Could you use the mouse to move the cursor.

Ygs. See [the manual], it says you can mark the words with the mouse and delete them.

Can I just mark each of them? (Moves the cursor the end of the piece of ext 10 be deleted.)

That just moves the cursor. (Reads manual.) You can mark a piece of text by dragging it across and then
release the mouse button.

(Marks one word, then moves to the next line and tries to mark to another word, thereby de-selecting the

previous marking.)

What do you want to do?

I want to delete the whole lot in one go. (Can't work out how to mark across the end of a line. Presses

DELETE to delete one part, then marks the rest and deletes it by pressing DELETE.)

6. Delete line

Do we do that the same way? (Marks the line and presses DELETE.)

7. Double spacing
(Reads the manual. )

Is that going to be in Format? (Looks in the Format menu.)

Then where else could it be?

Top of the page . . . (goes to the top of the page). (Looks at the ruler.) Is it this one here . . . (points at the

single-spacing icon). Oh no, that's single. (Points to the one and a half line spacing.)
Thar's one and a half.

(Points at the double-spacing icon and selects it.)

8. Single spacing

(Returns to the top of the page. Goes to the ruler and selects the single-spacing icon.)

9. Centre paragraph

(Looks at the Format menu.) Insert ruler, that's this one. (Highlights Insert ruler.)

But where? That's put it in the wrong place.
Where do I need it? (Points at the paragraph.) I need it down bhere don't 1? How do | delete the ruler? (Looks at
the Format menu. Points at the ruler and marks it. Presses the DELETE key.)

Where shall we put it now?

Above here. (Positions the cursor above the paragraph. Selects Insert ruler from the Format menu.)
And now 1o cenire the lext.

Will that centre everything or just one?

1 think so.
(Points below the paragraph.) So, do I need another ruler. (Positions the cursor and inserts 2 ruler below the
paragraph.)

You still have to centre this one.

(Looks at the icon and besitates.)

(Looks at the manual.) Those boxes are for left, cenitre, and right justify.

Which one is the centre this one? (Points at the centring icon. Looks at the ruler.) So when these boxes are

dark that means it's selected. (Selects the left align icon. Tries to select the ruler.)
What do you want to do?

How do I get rid of them? ) .
I'm not sure you want to delete them, or what you've just done will go away to. Bui, you can Ride them {f
you want.

Where do I get that from?

Format.
Oh yes, of course. (Selects Hide rulers from the Format menu.)
10. Underline word, embolden word

(Looks at the Style menu.) .. .
So these are in here, but I have to tell it what to underline so we need the cursor. (Positions the cursor im fromt

of one word and selects Underline nothing happens. Marks a word and selects Underline dooe. Highlights
another word and selects Bold.)
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11. Cut and paste
Is this a similar thing? (Tries to highlight paragraph, but has difficulty controlli
(Reads the manual.) It says here you use Cur?rom the Edit menu.y e mals)
(Pops up the Edit menu, and tries to select Cut.)
You should mark some text probably so that it knows what to cut,
So I have to highlight . . . (tries to mark the paragraph again).
That's alright, just move down now.
(Does.) Ah, and marks the paragraph. [Couldn't work out until now how to mark beyon i
(Selects Cut from the Edit menu. Returns to the beginning of the text.) St
What do you think you should do now ?
F’osiuo:d. t)he cursor and get back into Edit. (Does. Looks at the Edit menu, hesitates, tries to select Copy which
15 grey
Paste.
(Selects Paste.) Oh!
12. Print
What do you think you should do to print it now? (Reads the manual.)
(Looks at the File menu. Is about to select Print from the File menu . . )
It says here you should use Print from the File menu.
(Does. The dialogue box pops up. Looks at the options.)
(Explains the options.)
So I just click on OK? (Does. The printer status box appears.) Do I have to press Continue [which is greyed]
now? [The printer starts printing.)
13. Quit document
(Clicks at the File menu and looks at it. Is about to select Save . . )
No, you should quit without saving.
(Selects Quit.)
14, Create a document
What dq I do here go to File and New?
You have 1o select the program we were using.
(Highlights MacWrite,)
And open.
Is that in File. (Goes to File menu and selects Open. Starts typing.)
15. Save a nmew document
(Goes to the File menu and selects Save.) [The dialogue box pops up.] (Tries to select Save which is greyed.)
You have 1o give it a name.
Oh, right. (Types in a name and presses RETURN.)

Subject 12
1. Save file
(Looks through all of the menus.)
Why don't you have a look at the File menu.
(Does, looks at all the options, goes to Save and selects it.)
2. Change margins
Change the left margin to 1.5. Is this your tumn to have a go?
(Reads the manual.) It's on the ruler. We have to find the right margin marker. That's the black one over
there.
This one (points to it).
So you want to change the left margin to 1.5. Press and hold the mouse bution and drag the marker.
(Grabs the paragraph indent marker and moves it to 1.5. Moves the right margin marker t0 6.5.) [Experimenter
points out that she has only moves the paragraph indent marker and not the left margin marker.] (Moves the left
margin marker to 1.5.)
3. Insert word
Obviously you have to insert something to get the sentence to make sense.
(Moves the pointer to the text insertion point.)
I assume that if you position the cursor you can type lext.
(Positions the cursor.) And just put it in. (Types the missing word.)
4. Delete characters
(positions the cursor with the mouse behind the character to be deleted and deletes by pressing BACKSPACE))
Is that the right way to do it?
I assume so.
(Moves the pointer to the next character and presses BACKSPACE thereby deleting the character at the cursor
position.) Oh, I didn't click the cursor. (Deletes the rest of the characters in the same way.)
5. Delete words
(Positions the cursor behind the first word to be deleted.)
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I wonder if there's a quicker way of doing that? (Starts reading the manual.) Once you've marked a piece of
text you can use Cut on the Edit menu. To select it you want 10 go 1o the piece of text. I think that you
wani 1o get 1o rhg start of the piece of text that you want to remove. Click at the start and drag over it
(Has difficulties to highlight the text and finally manages (0 do ir)
Now you go to the Edit menu and use Cu.
(Does.) Oh, I see. (Repeats the procedure for the remaining word.)
6. Delete line
(Marks the line and selects Cut.)
7. Double spacing
How do I get back to see . . . [the ruler]. I was just trying to get the double-spacing. [Had accidentally clicked oo
the double-spacing box at the very beginning of the session.)
Maybe if you use Format.
(Looks at Style, thea at the ruler and points at the double-spacing box.) IU's this one, is that double? (Moves
the one and a haif line spacing and selects.) Yes, that's it. [Difficult to see the difference between one and a half
line spacing and double-spacing.]
8. Single spacing
(Return to the ruler and selects the single-spacing icon.)
9. Centre paragraph
(Goes to Format and looks at the menu.) Do we have to mark it to do just that? To put it on centre. (Looks st
Format, Font, and Style.)
(Reads the manual.) If you only want to change a few lines you use the align commands. [f you use the
align command from the menu you don't have to highlight the whole text, you just have 1o click an
insertion point into the paragraph.
Do I just click in the centre of this? (Clicks the cursor in the paragraph.)
Yes. Well it could be anywhere.
(Goes to Format and highlights Align centre.) This one? That will centre the text | suppose. [The paragraph is
centred. )
10. Underline word, embolden word
(Clicks on Style.) So, don't [ have to . . . (positions the cursor within the paragraph).
Yes, you have 1o select again.
How about this one? [Cursor is at the beginning of a word.]
Well . ..
(Marks the word and selects Underline.) [The word is underlined.] Right (Clicks the cursor in the middie of the
word underlined.) Shall we do that in bold face.
Well . ..
(Marks the word and selects Bold.) Right.
11. Cut and paste
Right, move a piece of text. (positions the cursor at the beginning of the paragrapb.)
With cutting you have 1o mark the paragraph. o
(Marks the paragraph. Looks at the Edit menus.) Cut and Paste it is. (Highlights Cut)
Right, you want to cut it.
(Selects Cut) ) !
Now if you look at the clipboard there it is. Hide it again [the clipboard. Now you wast (o go o the
position where you want 10 insert il.
(Positions the cursor at the beginning of the text)
Now paste it.
(Selects Paste from the Edit menu.) Right
12. Print
Print. (Goes to the File menu.)
(Reads the manual.)
Is it in File?
Yes.
(Selects it. Looks at the dialogue box.) )
[Can't work it out. The experimenter eventually explains what 1o do. The document is printed. ]
13. Quit document
How do I get out of it?
That would be in the File menu.
Quit? (Selects Quit)
14. Create a document
(Goes 10 the File menu.) New?

M n will do it ) .
(Doeam bhappens. Can't work it out and the experimenter has to explain bow to do it}
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15. Save a new document
(Starts typing. Goes to the File menu and
clicks on Save.) [The file is saved.]

-

selects Save.) Do you want me to give it a name? (Types a name and

1. Save file

(Goes to the File menu and selects Save.)

2. Change margins

That will be Format won't it? So, do I go 10 Format?

gwmfe(ﬁz_ :;1:’5:33 h;;; :::n:he ruler. (Reads the manual.) Right, the left margin marker is the
Is it that one or that one? [Paragraph indent or left margin marker.] (Tries to drag it. Starts ing iL)

g'-; ‘;W s right. Drag it to 1.5, and now if you release it. [The first lines of each parafig?ag:k Iﬁzven': been
(Notices.) Is that because the cursor wasn't at the beginning? The cursor is down here at he moment you see.
(Pnsmms.the cursor at the beginning.) No, that didn't do anything. Shall I change the right one?

The right margin marker is the other black triangle.

(Points at the right margin marker and clicks at it. Nothin £ happens.) So, I clicked.

Well, you have to hold it down and drag i.

(Does.) _Don’l know why it didn't do the first three lines . . .
I think that you have to try and drag the indentation marker as well. See the black one there [paragraph
indent marker] which is still on 1.
(Tries to grab and drag it thereby selecting the ruler.) Why has it [the ruler] changed colour? (Actually drags the
paragraph indent marker to 1.5.) So that's done it now.
3. Insert word
(Moves the cursor (o the text insertion point.)
What you need 1o do is to try and put a word in here that makes sense.
So what I've got to do first of all is put some spaces in isn't it?
Why do you want to put some spaces in?
To put the word in. What, can I just type it and it'll go in?
Yes, as long as the cursor is there.
(Moves the pointer slightly.) Well it is there isn't it.

Not yet. You have to click.

(Does.) Oh yes, that's the cursor. If I type it now will it shove the rest [text] along? (Types he word in.) There
you are,

4. Delete characters

(Moves the pointer down then returns it to the cursor.) Do I click it to take the cursor down? [Tries to drag the
cursor to move it.)

As long as you position the marker [pointer] somewhere else and click it, that will move the cursor.
(Positions the cursor behind the first character to be deleted.) Backspace is it? (Deletes by backspacing.
Continues for the rest of the characters to be deleted.)

5. Delete words
Is there a special function for taking out a whole word? Look in where Edit? .
(Reads the manual.) The first thing you want to do is to mark what you want to delete. Click at the
beginning, keep it pressed, and move it to the position at the end and let go.
[Struggles a bit, but manages 1o highlight the text.]
Now, if you look in the Edit menu.
(Does.) It's Cutisn't it? (Selects Cut.) The words are deleted.
6. Delete line ; <
Delete line, so I can mark this. (Does.) And then I want to get to Edit again don't I? (Selects Cut from the Edit
menu,)
7. Double spacing
Is Format how you do the double-spacing.
(Reads the manual.) I think if you go back to the top.
Of the document?

There are all the different spaces. . y
(Returns to the top of ge docu{lnagnt and looks at the ruler and POi“_‘S at Lhe_spac'mg icons.) So that's double and
that's one and a half. So do I just select that one? (Selects double line spacing.)

8. Single spacing

(Returns to the ruler and selects single-spacing.)

9. Centre paragraph o S

Right, centring. Do I have to mark this paragraph if it's the only one I want to centre’
Yes.

And Format tells me how to centre?
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paragr aph. Just mark a piece of text within the
enough if you put the cursor in the middle of the paragraph.
(Mzdgs a piece of text within the paragraph.) And now to Format?
scrolling to the top of the document there is a confusion between use
Yes, just click on it.
(Selects Align centre from the Format menu.)
10. Underline word, embolden word
So it's Style?
Yes, I think you want to mark . . .
. - - the word which I want to underline. (Marks a word and selects Underline. Selects another word and
ialicises it.)
11. Cut and paste
Is that in Format or in Edit.
You want mark it [the paragraph].
(Marks the paragraph.) And now I want to edit. (Goes up to the Edit menu and selects Paste which pastes some
text over the marked paragraph.)
(Explains that she should have done Cut before Paste.)
(Removes the pasted text.) But what happened to the paragraph? Oh dear,
(Explains that the paragraph has been deleted.)
(Cuts and pastes another paragraph.)
12. Print
Try and get it printed, which is a File menu option.
(Goes to the File menu and selects Print.)
You just click on OK.
(Docs.) [The printer status box appears.] What do I do with that? [The printer starts printing.]
13. Quit document
So for the quit do I go to File? (Selects Quit.)
14. Create a document
So [ want to do what MacWrite? (Highlights MacWrite.)
And then open the file.
(Clicks on the File menu.) 1 want a new file.
No, Open. . : §
(Docs. Wants to change margins in the new document. Keeps selecting the ruler. Gives up.) I'll just start here
instead.) (Types text.)
15. Save a new document

Fike . . . (selects Save). (Types a file name.) Just press that [RETURN]. (Does.)

Can I go there direct from here? [Without
of menus and rulers,)

1. Save file

(Clicks oa the File menu and selects Save.)
2. Change margins

Would we have to highlight Edit.

Looks at the manual.) . .
ﬂ.oc:ts at t:c! :Eldil menu.) Format, that sounds more like it. (Looks at the Format menu. Points to the align
command at the bottom of the Format menu.) That bit there? (Loolys at the Font and_ Style 1_nenus.)_ _

It says in here [the manual] that it has got something 1o do with the ruler. (Poinits to it.) This bit. What
about those little markers? (Poinis to the right hand margin marker.) What are they?
Do | push it [the right hand margin marker]? (Tries to move it.)
If you iry to hold the button down while you push it. ) .
(Eventually grabs the right hand margin marker and sets it 0 6.5. Tries to move the left hand margin marker and
selects the ruler. Grabs the paragraph indent marker and moves it. Grabs the left hand margin marker and moves
i w 1.5. Eventually works out that the paragraph indent marker needs to be moved as well.)
3. Imsert word _ -
(Moves inter to the text insertion point.
mmlzmcursor there, just the mouse thing [peinter] to move the cursor there.
(Jiggies the pointer.) Is that not the cursor there.

Well, the cursor does flash doesn’t it? o
(Looks at several of the menus.) How do you insert words into it.

(Reads the manual.) Put the cursor there with mouse. _ o _

‘Moves the pointer to the text insertion point and clicks.) Oh right. Just type it in? (Types in the word.)
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4. Delete characters
(Still has problems how to move the cursor.]
(Suu;:l;mﬂ you d;r e;h:) same _xhing] move the pointer to there and click it.
s mana, position the cursor behind the first character to be de .
Proceeds to delete the remaining characters in the same way.) teted. Presses BACKSPACE.
5. Delete words
(Positions the cursor at the end of a word and proceeds i i -
i p to delete it by backspacing. Deletes the remaining words
6. Delete line
(Mo:;s ‘::; cgsm' to lhe)e.l}d of mefi l;ne.) There's probably a way to delete the whole line.
eads the manual.) I noticed before that sometimes when you dragged t
daref it f you dragged the cursor you can actually mark
Um! (Clicks around with the cursor.) I don't know how that works. (Deletes the line
backspacing.) by vopemteidly
7. Double spacing
(Looks at the Format menu, then at Style.) Could you insert lines?
Yes, you could do that but it's very tedious. There must be an easier way. What else is there on that ruler
at the top. Maybe we should go back and have a look at that.
(Does.) Maybe that one there (points at the double-spacing icon). (Selects it.)
Is that double or triple spaced.
I think that's triple. (Selects one and a half line spacing.)
8. Single spacing
(Clicks on the single-spacing icon.)
9. Centre paragraph
(Clicks on the Format menu.) Highlight Insert ruler.
Yes, see what happens.
(Does.) [A ruler is inserted at the current cursor position.]
Now that is interesting. It has put the ruler at the position of the cursor hasn't it?
Do I have to get that [the ruler] down on top of that [paragraph] do you think?
Probably, otherwise it's going 1o centre that paragraph as well.
(Tries to drag the ruler. Positions the cursor above the paragraph to be centred. Points at the centring icon on
the ruler.) Is it this one?
Yes, it looks like i1
(Does.)
Well, that's centred it.
But it's done the lot.
Bu it's not done the previous bit has it?
No, it's just the bit below the ruler.
So presumably we want 1o put the ruler down there.
So do I go back to Format? Or shall I put this one back first? (Selects justify icon. Looks at the Format
menu.)
Presumably you want to put another ruler in don't you.
(Looks at Format.) What would Hide rulers be? [Still thinking about how to get rid of the first one.]
Well, if it would actually destroy the ruler it would probably say remove or something like that.
Presumably we want (o insert another ruler I suppose.
(Selects Insert ruler which is inserted above the paragraph to be centred.) Oh god! [Is upset at having so many
rulers in the document. ]
Well it’s in the right place now so we can centre il.
Would it centre the rest of it then?
Yes, that's true. (Reads the manual.)
Put the cursor below it maybe?
Yes, maybe.
(Positions the cursor below the paragraph to be centred and selects the centre icon.)
Well, that's done the one paragraph but again it's done the lot [the remaining text below the ruler]. What do
we do?
Put another ruler in below the paragraph and change it back. (Does.) I'd love to get rid of those rulers.
I suppose you could hide them
(Goes to the Format menu and selects Hide rulers) Great!
10. Underline word, embolden word
(Looks at the Style menu.) Ahah. So we want to underline underline. I have to put the cursor down here.
(Puts the pointer at the end of the word underline.)
I don't know.
Oh, let's try it that way. (selects Underline, but nothing happens.)
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No.
I need to be in the word?
Try it
(Positions the cursor in the word and selects Underline but again nothing happens.)
Lets think about this.
Try it to the right. (Positions the cursor at the beginning of the word accidentally highlighting the first letter.)
That's interesting it's gone black there hasn't it?
Yes. (Selects Underline and the letter is underlined.)
Gosh.
(Struggles.)
Maybe if you try . . .
Make the whole word black.
When you position the cursor try holding the cursor button down and moving the mouse.
(Does, and selects Underline) How do I get rid of the black? (Highlights another word and clicks on Bold.)
11. Cut and paste
(Clicks on Edit and looks at the menu.) Do I want to cut and copy it
I think that we have to cut it to start off with don't we?
So I need to highlight it. (Tries to mark it by positioning the cursor first at the beginning then at the end of the
paragraph.) Can you drag it across the whole lot? (Manages to highlight the first line, tries to highlight the
second line and the highlighting on the first line goes away. Struggles, but eventually manages to highlight the
paragraph.)
Now what?
(Goes to Edit and selects Cut.)
Where did it say it should go?
To the beginning. (Scrolls to the beginning of the text. Positions the cursor and looks at the Edit menu.)
We've got to really insert. Paste? (Selects Paste from the Edit menu.)
12. Print
(Looks at the Edit menu and then at File, selects Print. Looks at the printer dialogue box. Selects File and gets
abeep.)
I think that we've got to print it first.
Do we have to fill something in? (Wants to put 1.5 to 6.5 in the page range boxes.)
(Explains the choices.) So maybe it wants us to change something or just carry on.
So do we just click OK then? (Does.) [The printer starts printing.}
13. Quit document
(Looks at the File menu and selects Quit.)
14. Create a document
[Runs out of time.]
15. Save a new document
Subject 15
1. Save file
(Goes to the File menu and selects Save.)
2. Change margins )
(Looks around the menus. Looks in Format for the change margin commands.)
Is there anything in the menus?
No. (Goes to the Edit menu.) Page setup? _ '
(Explains that it is not in the menus.) If you look at this one here (poinis to the ruler).
Oh, you mean the ruler. Perhaps that's where it is then. (Inspects the ruler but cannot find out what to do.)
(Points out the margin markers.)
(Grabs the left margin marker and drags it 10 1.5.) _ _ _
So if it's that triangle for the left margin presumably it's that triangle for the right poam_s).
(Tries to grab the right margin marker and highlights the ruler. Eventually manages to drag it 0 6.5.)
(Points out that the first line of each paragraph is incorrectly indented.)
(Grabs the paragraph indent marker and moves it to 1.5 as well.)
3. Insert word G ; ; .
(Moves the pointer to the text insertion point.) You just type itin . .. (clicks to insert cursor) and types in the
word,
4. Delete characters
(Positions the cursor behind the first character to be deleted and presses BACKSPACE. Proceeds to delete the
other characters in the same way. Starts to use the arrow keys to position the cursor.)
5. Delete words
There must be an easier way to delete whole words. Are you going to tell me how?
(Explains how 1o mark a piece of text.) _
(Marks a word and deletes by backspacing. Marks the rest and deletes by backspacing.)
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6. Delete line
(Marks the line and deletes with the BACKSPACE key.)
7. Double spacing
Double-spacing. What does double-spacing mean?
(Explains.) You already done some formatting before.
Oh, ;r::h the ruler. (Retumns to the top of the text and looks at the ruler.) 6 lines per inch?
(Pml;rls al the double-spacing box.) That one?
es
(Selects the double-spacing icon.)
8. Single spacing
(Retums to the top and selects single-spacing.)
9. Centre paragraph
Format (looks at the Format menu). Insert ruler (selects Insert ruler). [A ruler is i cursof positi
o Bttt ( ). [A ruler is inserted at the position.]
Where was it inserted?
Were that thing [cursor] is.
(Explains how to delete a ruler.)
(Returns to the paragraph to be centred and wants to position the cursor.) Does it matter where?
_The best thing might be to put the cursor in the line above the paragraph.
(Positions the cursor and selects Insert ruler.) Centre (looks at the ruler). Which one is for centre?
Can't you work that out from the pictures?
That one (points at the centre icon).
(Explains that it has centred the entire text below the ruler.) You only want this paragraph.
So you put it here below the paragraph and put it back to where it was before. (Positions the cursor below the
ruler and selects Insert ruler. Selects one and a half spacing then single-spacing.) That one?
(Explains that they are spacing icons.)
Of course. (Selects the align justified icon icon.) I can do away with those now I suppose. (Highlights the first
ruler and wants to delete it.)
But what would happen to the text if you deleted the ruler? (Explains that the text is always formaited
according to the nearest ruler above it.)
So if I delete this ruler now it would go back to the formatting that the ruler at the top has.
(Explains that Hide rulers can be used.)
(Selects Hide rulers.)
10. Underline word, embolden word
(Looks at the Style menu.) How will it know what to do? Will it do all of the text? (Selects an option from
the Style menu and nothing happens. Marks the paragraph and selects an option from the Style menu.
Highlights another paragraph and selects another option from the Style menu.)
11. Cut and paste
(Looks at the Format menu.) Do you black it out [mark it].
Yes.
(Marks the paragraph.)
Well you can cut it first and then paste it back somewhere else.
(Looks at the menus and arrives at Edit.) Cut (selects Cut). (Wants to immediately select Paste.)
You're supposed to put it somewhere else.
Alright. (Scrolls to the top of the text, positions the cursor, and selects Paste.) Wow!

12. Print
Ah, you can print this stff can you? How? (Looks at the File menu and selects Print.) [The printer dialogue

box pops up.] From . .. to. .. [page range the flashing cursor makes him think that he has to fill something
in even though "all" is the current selection].
(Explains the options.)
(Clicks on OK and the document is printed.)
13. Quit document
(Looks at the File menu.) Quit. (Selects Quit.)
14. Create a document
MacWrite perhaps (highlights MacWrite and selects Open from the File menu) or New folder perhaps?
(Explains that the correct choice has been made.)
(Starts typing.)
15. Save & new document o
(Selects Save from the Format menu, the save file dialogue box pops up, he tries to select Save but it is greyed.)

Oh, I have to give it a name as well. (Types in a file name and selects Save.)
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Subject 17
1. Save file
(Clicks on the File menu and selects Save.)
2. Change margins
Change the left margin to 1.5, change the right margin to 6.5, i ’
Sy g g £ 5, that must be in Format. Clicks on Format and
(Reads the manual.) 1don't think it has anything to do with that menu. It's got something to do with the
ruler underneath. And it's the markings on the ruler. You've got to drag it. It f the blackh‘l:'mk& There's
one at 1 and one az 6.
(Grabs the paragraph indent marker. Posilions the paragraph indent marker at 1.5.) [The first line of every
paragraph is set to 1.5.]
That's not quite right is it? I think that's the indentation. The triangle is the actual marker, s0 you want to
move that as well.
(Drags the left margin marker to 1.5.) Ab! (Goes to the right and drags the right margin marker 10 6.5.)
3. Insert word
(Moves the pointer to the text insertion point.) So do I just type? (Types the first character.) Ab, it (the cursor)
is still up there. (Moves to the text insertion and clicks the cursor, then types the word in.)
4. Delete characters
(Positions the cursor behind the first character to be deleted and types BACKSPACE. Proceeds 10 delete the
remaining characters in the same way.)
5. Delete words
(Positions the cursor at the end of the first word o be deleted.)
There must be an easier way to delete whole words. There's three of them. So. let’s have a look. (Reads
the manual.) So you want to drag the cursor across the iext that you want to remove.
(Tries to mark all three words [struggles].)
(Explains kow to highlight across more than one line.)
(Struggle initially, but eventually manages to highlight the words to be deleted.)
It says you use Cut from the Edit menu then.
(Looks at the Edit menu and selecis Cut.)
6. Delete line
I suppose you do it the same way.
(Highlights the line and selects Cut.)
7. Double spacing
Does it tell you how to do that?
(Reads the manual.)
That would be in Format wouldn't it?
You have to scroll right up to the top. 1think that it’s on the . . .
(Points to the ruler.) On there. (Points to the double-spacing icon.) That one?
Yes, that's it.
(Selects it.)
8. Single spacing _
(Returns to the ruler and selects the one and a half line spacing.)
9. Centre paragraph
You don't want to centre the entire text, only that paragraph.

(Looks at the Format menu.) Is it Align centre. —_
(Looks at the manual.) 1 suppose that you have to mark i first, then you can align it (Reads from the

manual) . . . if you want o change the formatting for only a few lines within mdocmm nse the a&p
co-mu:dr. ]'?fg: overrides the fafrmaning on the ruler. You have to make a selection apparesily you click
anywhere in the paragraph

Anywhere . . . (clicks the cursor in the paragraph.)
Go 1o Format?

Yes. (Does. Selects Align centre.)

10. Underline word, embolden word

(Looks at the Style menu and highlights Underline.

I would think so. . 2 3
(Positions the cursor at the beginning of a word and selects Underline. Nothing bappens. Positions the carsor

i the middle of a word and selects Underline. Again, nothing bappens.)
Try again. o :
(Does. Nothing bappens. Selects Bold, and nothing happens. Positions the cursor in the middic of asother

word and selects Bold. Nothing happens..)
That's strange. (Reads thesmanml.) Select a piece of word and select the command from the mens.

(Clicks at the beginning of a word and selects Bold. Nothing happens.)
(Explains that the word has 10 be highlighted.)

) Do I have o select what [ want 0 undertine?
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(Marks a word and underlines it. Highligh
, Cut ool po 1ghlights another word and selects Bold.) Hooray!.

(Highlights the paragraph and selects Cut from the Edit menu.) Dolgou
Yes. e
(Moves to the beginning of the text, goes to the Edi ighli
How does it fnow Where 1y paszegi:? Edit menu, and highlights Paste.)
(Positions the cursor and selects Paste.)
12. Print
Must be in Edit I think. ks at the Edi i i
The peioise Sk gt a(;p.?;rs ot dit menu.) No Print there. (Looks at the File menu and selects Print.
What do you reckon?
(Points on OK ) Probably here.
Yes, click on OK.
(Does. During the delay she points to Continue on i i inti
B Gl g y po ue on the printer status box but the printer then starts printing.)
How do I leave? (Looks at the File menu.) Close?
How about Quit.
(Selects Quit)
14. Create a document
Now you want to open your own document.
(Goes to the File menu and highlight Open.) Is it New or just Open.
I don’t know, try.
(Does, and nothing happens.) How does it know what to open.
I think that you choose the option on the display.
(Looks around and is not sure what do do.)
(Explains that she has to open MacWrite.)
(Does.)
And then Open.
(Does. Starts typing a document.)
15. Save a nmew document
(Goes to the File menu and selects Save as.)
Why did you select Save as rather than Save.
(Looks at the dialogue box.) Does that means give it a name?
Yes.
(Types in a file name, hesitates, then presses RETURN.) And leave it? (Selects Quit.)

1. Save file
(Goes to the File menu and selects Save.)
2. Change margins
Then we want to change the left margin to 1.5. (Looks at the Format menu and selects Align left.) Let's try
that.
I think we have to look it up. (Reads the manual.)
(Looks at the ruler. Points at the ruler.) I presume these are the markings up here. Have you found anything
yet? .
It says these triangles are tabs.
(Drags the tab marker.)
That's the tab and not the margin.
These might be the margins then.
They're the black ones.
(Tries to click at the right margin marker and marks the ruler.)
Try and move the black triangles.
(Eventually drags the margin markers to 1.5 and 6.5.)
We've still got a problem a1 the beginning of the paragraphs. You see that those lines still haven't moved.
It looks like they are aligned with that other marker [the paragraph indent marker].
(Grabs the paragraph indent marker and moves it to 1.5 as well.)
3. Insert word
(Moves the pointer and clicks the cursor. Types the word in.)

4. Delete characters .
(Positions the cursor in front of the letter to be deleted.) That will delete it. (Presses BACKSPACE deleting

the wrong letter. Corrects the mistake. Proceeds to delete the other characters by placing the cursor behind
each letter and pressing BACKSPACE.)

5. Delete words
(Positions the cursor at the end of the last word and backspaces.)
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6. Delete line

(Marks the line with the mouse and presses BACKSPACE.)

7. Double spacing

Isn't this double-spacing now.

4l sh;(: I think double-spacing . . .

wants a line in between each of these. i
Hina ot ) ese. (Looks at the Edit menu.)

(Looks at the other menus. Looks at Format again.) That would probably be in Format I would of thought.
Weren't there some lines on the ruler at the top. Shall we just nip back up and have a look.

Okay. (Returns to the top and looks at the ruler.)

What about those boxes. Do you see those boxes with those lines there?

Abah, here. (Points at the alignment icons. Clicks at the align justify icon.)

_(Poinis at the spacing icons.) These three have got lines in them haven't they?
(Clicks at the double-spacing icon.)
That's done something, that's triple-spaced it.

It's this one. (Selects the one and a half line spacing icon.)

8. Single spacing

Is it this one (points at the single-spacing icon)?

Probably.

(Selects it.)

9. Centre paragraph

Centre the text. Okay. (Looks at the Format menu. Selects Insert ruler.)

We've got it in the wrong place.
I don't understand what it's done.
It seems to have put a ruler . . . Why did it put it there?
I don't understand why you need a ruler at all. Surely it's just within the margin.
(Explains what centring means.)
Shall we go to Format again and get the ruler.
Yes, okay try that.
(Selects Insert ruler which is again inserted at the cursor.) [She has two rulers in the wrong place. ]
Oh, we've got two of them now. Have you noticed it's putting it in at the last cursor position isn't it? So
presumably if we want to put one further down we have to move the cursor.
Yes okay. What does she [the experimenter] want us to decide here?
(Explains the justification icons on the ruler.) Idon't think we actually move these [the misplaced rulers].
So just put another one where you want it.
So here. (Puts the cursor at the end of the paragraph to be centred.)
1 think you probably have to put it above.
(Puts the cursor two paragraphs above.)
No, it’s this paragraph.
(Puts the cursor in the right position and selects insert ruler.)
Bnil!
(Clicks on the centre icon.)
That's done the rest as well.
Right!
How are we going to get around that.

Not really, no.

We've used a ruler haven't we to change it from normal to centred tex, SO . . .

Um!

Choose another one to change it back again.

Would it be something like this (points at the align justify icon)? .
Presumably if you click on there now it'll go back to what it was. So . .. what would happen if we stuck
another ruler in?

Yes, | mean where? (Moves the pointer around.)

(When the pointer is in the correct position.) There.
(Goes to the Format menu and is about to select Insert ruler.)
Well we have to put the cursor down there first don't we. "

Yes. (Moves the cursor and selects Insert ruler.) How's that? (Selects the justify icon.)
That's it. e 4

1¢. Underline word, embolden wor

I don't know. (Pops up the Style menu.) Perhaps (selects Underline and nothing happens). Perhaps (marks a

piece of text and selects Underline). Ah!
What else do we have to do?
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Boldface. (Points at some of the text underlined.) A it ;
text, but marks a few additional characters at the e)nd :fmacﬂgrlé sngfﬁﬁfjgﬁz;gaha;;:éﬁegfdi Illijem. (Marks g
underline to disappear.) Ah, that hasn't done it. [Because not all of the selected text hacri &expecupg 1
underlined. The underlined option was not ticked on the Style menu.] What about bold (Sclcctst;spz‘;lo['ua
iext is both underlined and bold.] (Selects underline again, which is ticked this tme. The underlining i
removed. Subject did not notice the difference of the tick on the Style menu ' RS
11. Cut and paste '
(Loo:,sk: the Format menu.)
we're looking for is some way of cutting and pasting it. It ' is it?
(Edit perhaps.) Looks at the Edit memg (.'fI"rics togselectp Cut.)g i e peE e
Bui, that's grey.
(Tries to select Cul‘ again and then looks at the File menu.)
Presumably with Cut being grey at the moment it means we haven't done something.
But, perhaps I was thinking of file. Maybe you can change . .. (Looks at the File menu, Edit, then File again.)
Seems to me that with everything else on this we've had to highlight something before we do it.
Oh right. Maybe if we try that. (Highlights the paragraph.)
Now look at the menu if you can get at Paste now.
(Pops up the Edit menu.) Ah! Cut is now black. (Selects Cut.) Okay.
So now we want . . .
The trouble is it's disappeared.
You know like in Wordstar you cut something and it goes into a buffer.
(Scrolls to the top of the text.)
If you want to stick it somewhere here.
(Pops up the Edit menu and is about to select Paste.)
Ah, but where.
(Positions the cursor and selects tries to select Copy [which is greyed].)
Presumably it’s Paste. I think Paste is the only one you can get al.
(Selects Paste and the paragraph is inserted.)
12. Print
(Goes to File and selects Print.) All, shall we do all. (Clicks on it but it is already selected.) Shall I press OK?
(Does.) [The printer status box pops up.] Shall I press Continue [which is greyed]? (Presses Continue.) [The
printer starts printing.]
13. Quit document
Let's get our.
(Pops up the File menu.) Quit? (Selects Quit.)
Bril.
14. Create a document
MacWrite options (highlights).
Well, the word processor is MacWrite.
(Highlights it.)
Now you've got to open it. Open on the File menu.
Oh. (Selects Open.) [The untitled document appears.] Do I have to give it a tite?
I think that we can do that when we save it.
(Starts typing in a document.)
15. Save a new document
(Goes to the File menu and selects Save.)
Subject 20
1. Save file
(Clicks on the File menu and selects Save.)
2. Change margins
(Explains about the ruler.)
Yes, I can see that. I'm not sure how you change it though. _
(Reads the manual.) Right, you go up 10 the black triangles. These are the margin markers. You want 10
drag those along.
So we;‘in the cursof- there do we? So what do I have to do press there 0 get it?
Point the arrow there [the left margin marker]. Click and drag it.
(Tries to do it and selects the ruler by mistake. Has difficulty to control the mouse. Eventually drags the

paragraph indent marker and moves it 1o 25.) ,
(Explains that she's dragged the indentation marker so only the first lines of each paragraph have been
moved.)

(Grabs the left hand margin marker and drags it 10 1.5.)

(Explains that she must move the paragraph indent marker back as well.)

Now this one. (Grabs the right hand margin marker and moves it t0 6.5.)
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3. Insert word

Do I have to correct this one first then? (Positions the pointer i iti : A
o doTwie o keyboad? (Tspeta word.)( pointer and clicks to position the cursor.) Do I just write
4. Delete characters

(Positions the cursor behind the character to be deleted and presses BACKSPACE. Proceeds 1o delete the other

characters in the same way.)

5. Delete words

Do I do it a word at a time?

Yes.
How do you do that?
(Reads the manual.) You want to mark . . .

Before and after or something? (Clicks the cursor at the beginning and at the end of the word.)
Click at the beginning then drag the cursor over the text that you want to delete.

(Marks one word.)

There are two words on the next line as well.

(Marks the other two words thereby undoing the marking of the first word. Marks one word and presses

BACKSPACE. Marks the two words on the next line and presses BACKSPACE as well.)

6. Delete line

(Marks the line and deletes it using the BACKSPACE key.)

7. Double spacing

Do I go to Format to do that sort of thing [double-spacing].

Do you want me to have a look? That's at the top of the document.

(Pops up the Format menu.)

No, actually it’s underneath the ruler. See the little pictures. If you click on them you'll get that spacing.

[Subject keeps looking at the ruler.]

No those. (points to the spacing icons.)
What will they do?

They are different types of line spacing.
(Points at the single-spacing icon.)

That's the one you've currently gol.

So this one. (Points at the one and a half line spacing and selects it.)
No, I think it's the other one.

(Points at the double-spacing icon and selects it.)

8. Single spacing
You have to change it back to single-spacing.

(Selects single-spacing from the ruler.)

9. Centre paragraph n

Format . . . (pops up the Format menu and select Insert ruler). [A ruler is inserted at the current cursor

position.] Is that what I was meant to have done?
Youwant 10 . . .

I want to centre this one (points to the paragraph). o _
(Reads the manual.) If you want to change the alignment for a few lines in a dogumen:_ use r_he ahgn
command from the menu. Rather than using the align commands from the ruler. Click an insertion poini
any where in the paragraph.

I don't see what I'm meant to do at all.

Just within the paragraph you want to centre position the marker.

(Clicks the cursor within the paragraph.) And drag it along to the end.
It just says click and insertion point.

(Pops up the Format menu.) And select?

The align the command.

(Selects Align centre.)

10. Underline word, embolden word

What are we actually meant to be underlining it doesn't say? (Pops up the Style menu.)

Any word in that paragraph. . .

(Abomym select Undglliné) ih, I should have . . . clicked on it [the word] first before selecting ltalics. (Sclqcts

Italics and nothing happens. Positions the cursor in front of a word and selects Underline again. Nothing

happens.) Um! Does it say about it there. [ was trying to underline the word underline.
How do you think you've got to mark it? i

The cursor. ygerhaps ﬁ?aggirfg it along. (Struggles initially then manages to highlight lhc word. Selects

Underline. Marks the next word and selects Bold.) [Since the word is still highlighted she can't see the difference

and selects Bold again. This de-selects the Bold.]
It's okay, if you click the cursor again . ..

(Does.) [The word is in plain text.]
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(Explains that she both selected and de-selected the Bold option for that

(Highlights the word and selects Bold again.) R e
If you click the cursor somewhere else.

Okay. (Does.) [The word is emboldened.] Got it.

11. Cut and paste

I'm not quite sure what it means but I'm lighting it up here. (Highlights the paragraph. Scrolls to the top of the

text. Positions the cursor and highlights a piece of text at the top.) ¥ P
What do you think you are doing?

I was trying to move it [the paragraph] to just there, but I can't actually move it. Shall [ try Format again?
Where do you think it might be?

Ah, Edit. (Looks at Edit and selects Paste.) [The contents of the clipboard are pasted over the selected text.]

” (gxflaim what has happened. Makes the subject look at the original paragraph.) See, it's still there?
. Print

It's in the File menu.

(Goes to the File menu and selects Print.) [The printer dialogue box appears.]
You just want to click on okay.

(Does.) [The printer status box appears.] (Tries to select Continue which is greyed.)
The printer will start any second.

[The printer starts to print.]

13. Quit document

[Runs.out of time.]

14. Create a document

15. Save a new document
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mparison Grou

1. Save file
(Pops up the File menu, hesitates.)
What are you trying to do?
To select Save, where do you have to go? To the keyboard or to the . . .
On the menu.
The S [the keyboard accelerator?
Yes, pull it down.
(Selects Save from the File menu.)
2. Change margins
So the left marginto 1.5. ..
Do you have any idea what to do?
No, not really.
Do you want to try something?
Search maybe (pops up the Search menu). Format maybe (pops up the Format menu). Align left maybe
(selects Align left). [Nothing happens.]
What do you think this would do? You've got to change the left tc 1.5 and the right 10 6.5.
Well I haven't changed anything have 1?7 Let's go to Format. I'll go there again. (Pops up the Format menu.)
Set page? (Selects Set page.) [Dialogue box appears for the new page number.] That's not it. (Selects Cancel.)
So I haven't actually changed the left margin to 1.5 have 1?
No. Do you want to try any of the others?
(Looks through the other menus.)
(Reads the manual.) There's a bit here about changing margins - you use those ruler thingies on the screen,
The little markers at the corners.
(Points to the left hand markers.) These?
Yes.
(Tries to click at the left hand margin marker, but selects the ruler instead.) Let's try some of these here. (Clicks
at the one and a half line spacing. De-selects the ruler.)
No, you've just changed the spacing. Put it back.
There (clicks on the single-spacing). Yes.
Those margin markers - you have to drag them.
(Clicks and tries to drag, but moves the window.)
Those markers.
(Clicks on the left hand margin marker and starts dragging it.) Ah, I see. We'll get there eventually. So that's
that one.
What about the right hand one.
That was 6.5. (Points at it, clicks, and drags it to 6.5.) [Hasn't moved the paragraph indent marker to the correct
position.]
3. Insert word ) .
(Moves the pointer to the text insertion point and clicks to position the cursor.) Do I print that now using the

keyboard?
Yes, just type it in.
(Types the word in.)

4. Delete characters
(Moves the pointer behind the first character to be deleted and presses BACKSPACE.) [Deletes the last character

of the word she has inserted and is confused.] Why have I got two cursors? (Retypes the letter just deleted.) 'ls
it because I left it there? How do [ move it, clicking maybe? (Tries to drag the cursor.) | want it to come with
me.

So where do you want the cursor to go?
(Points on the screen.) There.

So if you go down there. : .
(Moves{h):pnginter and jiggles it.) So that doesn't come with me. So that's the moving one [pointer], but that

[cursor] is still staying there. How do I get it then? ‘
See what you can do with the one that moves around the screen. You got it there somehow, so you must

have done something to get it there. _ .
(Plays around with the mouse and marks a line of text.) Why does that tumn it black

You could try moving it there and clicking it in. , "
So if I move andr)::lick mfm that (moves the pointer behind the first letter to be deleted and clicks to position the

cursor,) (Presses the BACKSPACE key to delete the character.) Now move it to the other one. (Moves the
pointer and presses BACKSPACE.)
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You've done it again.
(Corrects the mistake then proceeds to delete the other characters.)
5. Delete words
There must be a quicker way to do this than to do the whole . _ .

Yes, what do you think?
(Deletes one word by backspacing.)

Is there a way of marking them?
With the mouse.

Any idea how to do it?
No, but it must be possible.

(Reads the manual and reads out to the subject how to mark a piece of text.)
Ah, bere we go (marks a word and presses DELETE).
6. Delete line
So (marks the line and presses DELETE),
7. Double spacing

Any ideas?
If we blacked out one of the lines and moved it with the arrow cursors.

1 think you have to do the whole document.
(Marks the paragraph.)

So what are you going 10 do now?
So that's no use then is it?

What options could it be on? (Reads the manual.)
Format? (Pops up the Format menu.) Not really.

Any of those other menus?
(Looks at Edit and Style.) Why is it not under Format? That's where I would have put it.

Tell that to the people who design these things. (Points at the manual.) It's actually on the ruler.
So we have to bring that back don't we?

You have to go back to the top of the page I suppose.
(Scrolls back to the top of the page.) Right. That one here must be double-spacing (points it and selects it.)

That's double-spaced it.
Has it?

Well, you've got twice as much space between the lines as you had before.
8. Single spacing
So we need to get back for that. (Goes to the top of the text and clicks on the single-spacing icon.)
9. Centre paragraph
(Is still at the top of the text.] Insert ruler (selects). [A ruler is selected at the current cursor position.] Oh!

What happened?
It has inserted a ruler . . . there.

What have you done?
It told me to insert a new ruler and I have.

But why there?
I don't know why it was there. So if I went back up to the top again. Now I've got a ruler in there where I don't
want. [The subject thinks that she has to be at the top of the text to use the menus.] (Clicks on the Format
menu.) So how do you know where your ruler is going to appear? (Selects Insert ruler.) It's just chance?
[Another ruler is inserted immediately below the previously inserted ruler.]

It's more than chance.
Ah, so it's where I leave that cursor. So the next one will appear there (points to the cursor position on the
screen). (Clicks the cursor somewhere else.) Now it would appear above that line. To centre text . . .

You've got two rulers now.
(Points to the centre icon on the second ruler.) That one? Or do I have to black that paragraph before? (Marks
the paragraph to be centred and selects the centre icon.) [The text below is centred as is the paragraph above into
which the two rulers have been inserted.]

What are you doing now?
I'm going back to the top to get rid of the rulers. (Goes to Format and highlights Hide rulers.) I wonder if 1
have to set the page? Or use Ruler, that would be more useful wouldn't it? (Selects Use ruler.) [This returns
her to the piece of text where the rulers are.] (Clicks on the rulers.) I'm trying to black one of the rulers.

Why?
Or could we just go back and hide the rulers?

No, I don't think that would get rid of them.
Blacking out is cheating.

Why is blacking out cheating?
Because it's not really there is it?

So what are we going to do?
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I don't think we are really going to achieve very much here.
Well we've got two rulers.
Yes. I don't seem to be able to pick up this cursor.
What are you trying to do.
The second ruler appeared where I left the cursor. So if I took it [the cursor] i i
s o vy [ ] into there (points at the ruler) I can
1 don’t know.
The rulers can be sclected from Format, you just can't get rid of them. (Scrolls to the top of the text and pops up
the Format menu.) [Seems to think that she has to be at the top of the text to use the menus.]
So what are you trying now?
Get rid of the ruler. Hide rulers? (Selects Hide rulers.) Yes, that's got rid of the one at the top. (Returns to the
paragraph.) So we just need one don't we? (Scrolls back to the top.) [To use the menu.)
Wait a minute. Where are you going to put it?
Well it's going to appear where the cursor is at the moment. (Selects Insert ruler from the Format menu.)
[There are now three rulers above the paragraph to be inserted.] We've got three now. [A line of text which was
highlighted has been deleted when the ruler was inserted.]
How can we get rid of the other two, any ideas?
No, not really.
What could you do?
What haven't I tried? Well now I know where the next one will appear when I tell it to give me another ruler.
You'd made it black before.
But you can't black a ruler.
You did that at the top when you tried to align the tabs.
(Clicks on the ruler and nothing happens.) See, the cursor is left there [below the ruler]. It doesn't want to
come. (Tries to drag the cursor into one ruler thereby highlighting it.) How did I do that? (Marks all three
rulers and a piece of text.) Well, lots going to go in a minute. (Clicks the cursor and the marking disappears.)
Now how did I do that? (Tries to click on the rulers again trying to highlight them, finally managing to
highlight one of them.)
Now what are you going to do?
Delete (presses BACKSPACE).
Now you can get rid of another one.
Was that just around there? (Clicks a couple of times and manages to highlight another ruler. Presses
BACKSPACE. Are we meant to be using this one [the one remaining ruler]?
Yes, centre the text but only in this paragraph.
Right. (Marks the paragraph below the ruler.) Now.
What are you going to do now?
Go back at the top.
No.

No. Centre the text. (Selects the centring icon.)
[The text below the ruler is centred but the first paragraph below the ruler doesn't look centred because of the

combined effect of the paragraph indent marker not being set correctly and the lines of text within the paragraph
happen to contain the maximum amount of characters. The subject is now totally confused and proceeds to try
all alignment and spacing options.]

What are you trying to do?
Centre it but . . . (Points to the centring icon and selects it.) I thought that one would but . . .

Yes, but it didn't centre the paragraph that you wanted it {o do.
(Selects the Right align icon.)

Go back to single-spacing.

So wh;f hasn't it centred. [It is quite clear now that the alignment and justification options apply to all the text

below the ruler.] (Points at the single-spacing icon.) That's just for the up and down spacing it's not sideways

spacing is it? ‘ ' .
You've centred the bit below the bit to be centred. [The co-experimenter is confused. Actually, everything

below the ruler has been centred. ]
(Clicks the left align icon.) That's ho
that (points o the paragraphs below th
pot changing this paragraph at all.

What do you think? _ o
(Removes lhe}ilarking. Marks another line in a paragraph below.) If I just do_ that that is going to centre that,
oris it? (Clicks on the left align icon. Tries the spacing icons.) [Seems to believe that any choice made on the
rule only affects the marked text]

It’s affecting the whole lot, but you just want lo cenire the one paragraph._
We didn't achieve anything with that paragraph at all except up and down spacing.

w it was originally. (Clicks on the centring icon again.) That's centred
e first paragraph). So I must have to move my black [marking] up. It's
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(Doei’r)y clicking on the centre one [icon] again (points to the centre icon).
That's centred it. But, it s centred everything below it as well. Any ideas?
It must be something to do with what's below that the cursor, which is below the first paragraph].
What's your suggestion now?
Well I've got to get it up there haven't I. (Marks the paragraph above the ruler. i i
Isn't that going to help? paragrap ruler.) It will centre everything below.
No, I'm just trying to work out what you're thinking.
Well, when we blacked out this paragraph [the paragraph below the ruler] it centred everything below. So if we
want o do that paragraph [the one below the ruler] we have to do [mark] the paragraph above it.
Won't that still centre everything below [the ruler].
Yes.
What do you think? We've got the ruler there now and we've cenired everything below it.
Move the ruler down?
Hang on, another one?
Move it [the ruler] up.
(Starts reading the manual.)
(Clicks the cursor at the beginning of the second and then the first line of the paragraph to be centred.) That's
just moving it to the beginning of each line. (Points at the Format menu.)
Try another ruler?
[The co-experimenter docsn't realise that the subject doesn't realisc that the paragraph below the ruler is actually
centred. The co-experimenter is trying to get the subject to put another ruler below the paragraph to be centred,
to format the rest of the document correctly. However, the subject is still trying to centre the paragraph,
thinking that every paragraph below the ruler except this paragraph is centred. ]
Putting it where? Below this paragraph? (Positions the cursor and scrolls back to the top of the text.)
So you're going to the top of the page now?
Didn't need to do that did I because I've got those little words [the menu bar] there. [The subject finally realises
that she does not have to be at the top of the text to use the menus.] (Returns to the paragraph and selects Hide
rulers.) Hand on.
That hid it.
It [the ruler] is still there though. That's the trick the ruler is still there.
Don't you want another one. o
When I put it back in we'll have two again won't we. [The subject understands that when a ruler is inserted, all
hidden rulers are displayed as well.] (Selects Insert ruler. The ruler is inserted below the paragraph to be centred.)
The first one [ruler] has centred everything below. What do you do with the next one?
(Points to the first ruler.) This one has centred everything below. Right. So this one (points to the second
ruler) has that one centred everything below it?
It’s on centred.
So...
Any ideas?
(Selects right justify on the first ruler.)
Hang on. g N
That's now centred (points to the paragraph to be centred which is now right justified.)
No, you've just switched it to right [justification].
Oh!
No, it affects the text below il.
(Selects centre again on the first ruler.)
That'’s centred it.
e h back to what it was before
Everything below that paragraph you wanl 10 put back to what il w : '
To the le?t, thfl‘s that one {)selegls Ele )l)cfl justify icon). Job done? So now we want to get rid of some of these
ruless don't we?
It's up to you.
(Points to the Format menu a’nd pops it up.)

j it before: s
Blacf::mc(’;‘ef;)bg{me Format menu.) Highlights the first ruler and presses BACKSPACE 1o delete it
Highlights the seconds ruler and deletes it also by pressing BACKSPACE.)

10. Underline word, embolden word
(Highlights a word and goes to the Style menu.)

Underline. .
(Selects Underline. Highlights another word.) This one

Bold)) Happy?

on bold face. (Goes to the Style menu and selects
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11. Cut and paste
Any ideas?
It's got to be blacked. (Marks the paragraph.)
What are you going to do with this?
Edit (goes to the Edit menu and selects Cut). So this will do that.
_ Right, now you have 1o put it at the top of the document.
Edit ;}:‘;PS up the Edit menu) we want to paste it somewhere (selects Paste). Has that put it back where it was?
So I have to move this cursor first have 1? To the top. (Pops up the Edit men ;
et thase, p. (Pops up enu and selects Undo Paste.) What's
It's gone again. You undid the Paste.
(Then pops up the f}dit menu again and selects Redo Paste.) So that's put it back in. (Pops up the Edit menu
and looks at the choices.) And you don't want to do anything else.
You are supposed o put the paragraph at the top of the document. What do you suggest.
We did that befon-a ... Well it knows what paragraph we're talking about. (Pops up the Edit menu again.)
Try to move it to the beginning of the text.
So do I have to go back to the beginning of the document. (Scrolls to the beginning of the document.)
Where do you shove it.
(Positions the cursor.) There.
Alright then.
(Selects Paste.)
Yes.
(Returns to the bottom of the document.) We've still got that piece of text there so shall we just delete it?
(Highlights the paragraph and presses BACKSPACE.)
12. Print
So I want to print the document. File (pops up the File menu). Print (selects Print). [The printer dialogue box
appears.] (Looks at the options.) Draft?
Yes.
All? (Tries to select it.)
It’s on All.
Copies 1 (tries to select automatic but it's already on automatic). What now?
You've got OK or Cancel.
Ah (selects OK).
[The printing in progress box pops up.]
(Tries to select Continue.)
13. Quit document
(Pops up the Format menu.)
What are you trying to do?
Undo the changes that I've made.
Well, if you just leave the document without saving. That will get rid of it.
Back to the beginning.
No, you have to quit or leave it. Go back up 10 the menus again.
(Scrolls up to the top of the document.) I don't really need to go up to the top do 1?7 (Looks at the File menu.)
(Reads out the choices which are blackened.)
Quit (selects Quit). [The quit dialogue appears.] Save changes - no.
14. Create a document
[Not completed because of lack of time.]
15. Save a new document
ison- j 2
1. Save file
(Clicks on the File menu and selects Save.)
2. Change margins
Change the left margin to 1.5 and change the right margin to 6.5. :
Right. (Points at the the left hand margin marker and the paragraph indent marker and clicks on them. Starts to
move the paragraph indent marker.) Soifl. .. left margin to 1.5 (positions the paragraph indent marker at
1.5). Right margin 10 6.5. (Grabs the right hand margin marker and drags it to 6.5. Returns (o the left margin
and drags the left margin marker.) Do I try and change the left margin here?
That's not quite there. If you try to move it.
(Grabs the left hand margin maker again and drags it 10 1.5.)

That's it.
So I've changed both the margins, the left one to 1.5 and the right one 0 6.5. I guess we have (o move o the

next page.
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3. Insert word
(Moves the pointer to the text insertion point and clicks it, then types in the word.)
4. Delete characters
(Positions the cursor behind the first character to be deleted.)
Which character are you going to delete ?
This one (presses the BACKSPACE key). (Proceeds to delete the other characters in the same way.)
5. Delete words
(Goes to the first word to be deleted and marks it with the mouse and presses the a key.)
Oh, how did you do that?
I don't know, I just pressed SPACE.
You pushed space to delete a word. I didn't know you could do that?
Push the SPACE to delete it? I thought it might.
Did you think it would do that or have you used it before?
I remember that one from before, yes. If you blocked things out on something I used I before then you could get
rid of the whole lot at once. (Marks the remaining two words and deletes them by pressing SPACE.)
6. Delete line
(Marks the line and pushes SPACE to delete it.) [Instead of just deleting the text she's added a SPACE as well.)
7. Double spacing
Spacing . . . (pops up the File menu, then the Edit menu.)
What are you looking for?
How to change it from single space to double space. (Pops up Search and then Format.)
So you are just looking through the menus.
I'm just looking through the menus to see where it might have a . . . to change it from single space to double
space (coatinues to look through the other menus.) (Now proceeds 1o look back through the menus from right to
left. Looks at the Style menu.) So that's what it [text] is going to look like. What's that? (Looks at Font then
Format.)
Any ideas?
No, we need to look up . . . would it have anything on the size of the space?
(Reads the manual.) This thing at the top of the page. The ruler thing. Line-spacing boxes. This thing
(points in the manual).
Oh, the ruler. (Clicks on Format and selects Insert ruler.)
On top of the page.
(Looks at the ruler which she's just inserted and points to the double-spacing icon.) So that must be double-
spacing. (Selects the double-spacing icon.)
You haven't changed the whole document.
I haven't changed the whole document? (Pops up the Format menu.)
There was a ruler at the top of the page, at the top of the document.
(Scrolls up to the top.) Ah, Like there. So that's one (points to the single-spacing icon, and then clicks on the
double-spacing icon). So that's all being double-spaced.
8. Single spacing
If I go back to the top and go back to single (does, and selects single-spacing). (Scrolls down the text.) [The text
below the second ruler is still double-spaced.]
That's still double that bit.
(Inserts another ruler above the second ruler.) That's interesting. Why have I got two rulers now? Did I just put
in another ruler when I already had another ruler in? (Selects the single-spacing icon on both of the rulers.)
Yes.
Okay. (Selects Hide rulers from the Format menu.)
9. Centre paragraph
(Reads the instructions) . . . centre the text but only in this paragraph . . . So I have to insert a new ruler.
(Inserts another ruler without paying attention to where the cursor is.) [The two hidden rulers are now also
displayed.] How many rulers are on here?
You've got three here. We can get rid of iwo of them.
(Selects Hide rulers again.) When I hid the rulers before that took away all of them didn't it? So why . . .
But you've got rid of the one you want.
(Scrolls through the whole document to see if there are any rulers left.) No. (Selects Insert ruler again.) If I get
another one I'm going to get all three again. [There are now four rulers.] So each time I get an extra one.
idea?
Thc::’gmsl be a way of just coming up with the original ruler. (Selects Hide rulers again. Selects Insert ruler.)
Am | going to get five now?
Yes. You keep inserting new ones. How are you going to get rid of them?
Can1?
There are five of them now.
Yes, I think there are. (Highlights Hide rulers.)

Transcripts-205



That's only hiding them obviously.
ph right. (Looks at the Format menu.) So instead maybe of adding another ruler I want to Use ruler maybe
instead. (Looks at File menu, then Edit and selects Undo Insert ruler. Pops up the Edit menu again and selects
Redo Insert ruler, then selects Undo Insert ruler. Pops up Search and Format.)

What are you trying to do now?
(Looks at File and then Edit.) So I've only got rid of one of them. [Which is correct.] So I've got 1, 2, 3, 4.
(Looks at the Edit menu.) But that [the Redo Insert ruler] is only going to allow me to redo. So I can't get rid
of another one that way. So I'm stuck forever with the four. I think I'll go ahead and centre it and try and forget
about the others. I'm going to insert a new ruler.

How do you get rid of text?
Um, (starts clicking on a ruler) you block them out and delete them. (Clicks on several parts of a ruler and fails
to highlight it.) Can I drag the thing over it? (Tries to click on different parts of a ruler, finally manages to
highlight all four rulers and presses BACKSPACE to delete.) Back to centring the text.

But only that paragraph.
So if I only want one paragraph centred, block that paragraph out (highlights it). Whatever I select now will
only happen to that paragraph.

(Reads from the instructions.) You have to insert a new ruler, new rulers can be selected from Format.
(Selects Insert ruler which deletes and is inserted at the paragraph.)

Now what happened to the paragraph.
1 didn't delete did 1?

Can you Undo do you think?
(Pops up Edit, looks at File and Search.) So that did delete it didn't it? (Looks at Format, Search, and then Edit.
Looks at File.)

What are you doing at the moment.
I'm looking if I can see anything that might get something back.

It's on the next one.
(Pops up the Edit menu.) Paste maybe.

No, Undo Insert ruler.
(Selects Undo Insert ruler.) [The ruler is gone and the paragraph comes back.] Oh, there it is. (Cancels the
highlighting.)

So you've got to insert a ruler. _
(Selects Insert ruler and gets a ruler above the paragraph to be centred.) There's the ruler and I want to centre it?

Yes.
So . . . (points at justify - which is the current selection) that looks like it might have something to do with
centring (selects it). [Nothing happens.] ‘ _

(Looks at the manual) You've got align left, centre, right, and justify. (Points at the icons in the manual.)
So centre is the second one?

Yes.
(Selects it.) But only this paragraph. So it's going down all of the document after my cursor. Put the cursor 0
the end of that paragraph?

And then what? ) e
And then back to ruler and change it back to what it was before which was this one (clicks on the justify icon).

That's put them all back. ) ,
If I try to block out those (marks the paragraph) and then put it on centre do you think (Selects the centre icon.)

That's centred everything also. Another ruler maybe? _
Yes. (Positions the cursor and selects Insert ruler. Selects the justify icon on the new ruler.) Do we have 1o
leave these two rulers in here? did do bef hen you had five of them?

u want to get rid of them? What did you do before winen yo 1 ’ '

Whlgjod)u’oc wa?:l (pf;ps up éle, Edit, and Search menus). I don'_t want to Hide the rulers bgcau_se I'!l just keep
having them back. I dragged across the line then [ deleted it. (Tries to click on the ruler to highlight it, but cant

find the spot.)

What are you trying to do? ) _
I'm trying to delete it. By getting to the end of the ruler and getting (o the end of the other one and deleting
them.)

Why at the end of the ruler. N _
I lhouggt that I had fg put the cursor behind what I had to delete. (Positions the cursor at the end of the line of

text below the ruler and tries to drag upwards from there l?w m;rk f"‘”) il
Try to click on the ruler itself, you keep clicking on the box [icon] Ihere.
Oh, I sr:e There. (Tries again and manages to mark the second ruler and presses BACKSPACE to delete. Then

highlights the first ruler and deletes it in the same way.) [They don't seem to notice that this has undone the
formatting.]
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10. Underline word, embolden word

(Pops up the Style menu.) Underline a word (select Underline). [Nothing happens.] (Pops up the Style menu

again _and notices that Underline is now ticked.) That has selected it, so now if I write anything it will be

Would is?
(Pops up the Style menu again.) See, that's ticked.
But how do you underline a word that's already there.
If I went and did that (marks a word). Go to Style and select Underline (does). [The word is underlined.]
Now o bold.
(Pops up Style again and select Bold.)
11. Cut and paste
So I can black all of ﬁus out (marks the paragraph). And I'm dealing with just that. Now I have to move this
pan-igmph to the beginning of the text. That's Edit. (Pops up Edit.) Cut, Copy, Paste. (Highlights Cut and
hesitates. Then sclwts.CuL) Now if I put this to the beginning (scrolls to the top of the text) and Paste (selects
Paste). [The paragraph is pasted back to where she cut it from.]
What happened?
(Reads the mstmcuons again. Looks at the Edit menus again.) Undo paste, well whatif I . ..
(Explains that she cut and pasted it in the same positions.)
Okgy, -we'll'try that again. (Highlights the paragraph again. Selects Cut.) And I didn't put the cursor at the
begm;.mlg did 1?7 (Goes to the beginning of the text and positions the cursor then selects Paste.)
12. Print
Find out where printing will be. (Pops up the File menu.)
Yes.
(Selects Print.) [The print dialogue box appears.] (Looks at the options.) How many pages have I got? From
9

(Explains that All is the current selection.)
Okay, so that's . . . (clicks on OK). [Printer status box appears.] Printing in progress.
(Explains about the printer status box.)
13. Quit document
Save, where will Save be? (Pops up the File menu. Highlights Save.)
Without saving.
Oh, (reads the instructions again) without saving the changes you've made. So if I just leave it then.
Quit this without saving the changes.
(Goes to File menu and selects Quit.)
14. Create a document
So now I've got to open a new file?
How do you open a new file?
(Points to Empty Folder, opens it it, then closes it. Pops up the File menu. Highlights Empty Folder and
selects Open from the File menu.)
What about MacWrite.
(Selects MacWrite options.)
There's MacWrite there.
(Double clicks on MacWrite and opens it.) So I'm now at the beginning of my untitled document. (Starts
typing.)
15. Save a new document
(Goes to the File menu and selects Save.) Save current document as . . . (types in a file name then clicks on
Save.) (Selects Quit.)
. » = t
1. Save file
I think you go up to the top [ File menu] and select Save.
(Pops up the File menu.)
And select Save.
(Does.)
2. Chsnge margins
Any idea?
(Points at the left hand margin marker.)
What are you trying to do now?
Don't know. (Points at the tab icons.) Is it one of them?
So what suggestions would you have, or ideas?
I don't know.
(Starts reading the manual.)
If you try and move any of the things there.
(Clicks on the ruler and selects it. Grabs the paragraph indent marker and moves it along the ruler.)
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I think that's 35 now.
Oh, right. (Points on it trying to move it back.)
Try clicking on it.
(Eventually manages to pick it up and move it 1o 1.5.)
Move the right 10 6.5.
(Does.)
There are still these bits here. It's only indented the first line of each paragraph.
(Points t the paragraph indent marker.) That? (Grabs the left margin marker and moves it to 1.5.)
3. Insert word
(Moves th;‘. pointer to the text insertion point and clicks the cursor.)
Insert?
Do I type it? (Types in a word.)
4. Delete characters
(Moves the pointer behind the first character to be deleted and presses BACKSPACE, thereby deleting the last
character of the word just inserted. Types the letter back in again and tries to move the cursor by dragging it
with the pointer.)

What are you trying to do?

Go down there. (Tries to drag the cursor with the pointer and highlights a large piece of text.)

What are you trying to do?

I don't know. I want to go there. Am I done with that one.
Yes.

(Moves the pointer behind the first character to be deleted.)
What are you trying to do now.

Delete it.
What?

The extra letters.

It's gone all black, I just wondered what you were doing.

(Clicks somewhere and manages to get rid of the marking. Moves the pointer behind the first character to be
deleted.)

(Points to the cursor on the screen.)

(Uses the arrow keys to position the cursor and presses BACKSPACE to delete a character. Proceeds to delete
the other characters in the same way.)

Do you find it easier to do that from the keyboard than with the mouse?
5. Delete words
(Hesitates.)

What are you trying to do?
Delete words.

Any idea?

(Positions the cursor at the end of the text to be deleted.)

Are you going to do something with the mouse now _
(Highlights two words and deletes them by pressing BACKS PACE. Marks the other words and deletes them in
the same way.)

6. Delete line
(Marks the line and presses BACKSPACE lo delete it.)
7. Double spacing

Double spacing.

What do you mean by double-spacing? _
(Explains.) There should be something 10 do it automatically.
(Marks a line.)
You should do it for the whole document.
(Proceeds to mark the line.)

What are you trying to do now?
Trying to move the line down.

Why

To make a in between. . _
Do yo;tg?u'pam to do that for every line? Don't you think there would be an easier way’? See if you can find

that. (Starts reading the manual.) See if you can find anything in the menus.
(Looks at Edit, Format, and then the other menus. Looks at Format again.)

Any ideas?
No. (Proceeds to look at Search and Style.)

It says here that you have 10 use the ruler.
(Pops up the Format menu again.)

I think there's one at the top.
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(Scrolls to the top of the document. Points at the 1.5 spacing and selects it. Is quite happy with the result.)
8. Single spacing

(Returns to the top of the document and selects single-spacing.)

9. Centre paragraph

(Goes to the Format menu and selects Insert ruler.) [The cursor was in the ri iti

Any idea what to do to centre it? 41 e
(Looks at the ruler. Points to the margin markers.) Move these bits along?

Well, at the moment it is justified.

(Points at the tab markers.) These?
I don’t think they'll do it.
(Looks at the Format menu again.)

It says here there are line-spacing boxes and align boxes as well.
(Points to the alignment icons.) One of them?

I think so.

(Selects the right justify icon.)
I think that's right alignment. You want it centred.
(Clicks on the centre icon.)

You've done the whole lot. Any idea how to do just one paragraph.
What, on the ones above as well?

(Points to the paragraph above the ruler.) They're still the same. What do you think you should do?
Go }' (points to the paragraph below) put this back to the left or the right.

es.
(Goes to the Format menu.)
What are you thinking of doing.
(Highlights Align left.)
It was justified before.
(Selects justified.) [Nothing happens.]

It's still centred.

(Positions the cursor in the paragraph below the one to be centred and clicks on the align left icon.)

That's left alignment.

Was it right [aligned] before?

No, it was centred.

So do I want to centre that bit.

Yes, you want to centre that paragraph [points to it]. But, you don't want to centre these paragraphs beneath

it. And, you don't want to centre anything above it. (Explains that when she centred everything before all

paragraphs below the ruler were centred.)
I might move this down.
What?
The ruler. (Points at the centring icon.) If I centre that bit and move the other bit back.
How are you going to do that?
(Selects centring.) It's centred now?
Yes.
Right.

So, how can you move the bit back?

(Scrolls down, points at the Format menu and selects Insert ruler.) [The ruler is inserted in the middle of the
paragraph below the one to be centred at the current cursor position.].

Have you got any idea why that happened.

Did it too low
What shall we do now?
(Goes to the File menu and selects Insert ruler.)

We've got 2. Any idea why we've got two there?

(Pops up the Format menu and highlights Hide rulers. Lets the menu go.)

Is there any reason why it has come in between the word options?
That's because the cursor is there.

Can you get rid of the rulers then
(Looks at Format and selects Hide rulers.)

So where do you want the rulers?

(Tries to move the cursor by dragging it.)

How are you trying to move the cursor? o _
(Uses the arrow keys to position the cursor. Selects Insert ruler.) [The new ruler is inserted in the correct
position and the other two rulers reappear.]

Can you get rid of those.

(Pops up the Format menu and highlights Hide rulers.)
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That will hide all of them,

en. Th i is sti
(Poiss this out) a ¢ text below the other hidden rulers is still centred.]

(Selects Show rulers.)

Can you just delete those two rulers.
(Tries to click on them.)

How did you get rid of letters and tex1?

g:na@g?:sut:i ::]glgll?.]igchxtc g;i (r:uElc)r ag;in p’ﬁisii af;AgI:‘si)?CE._ St;;lggles. then hi?ghlights the second ruler and
Format menu.) Has it done it? : BRSO ety ol align?. (Selects lef align from the
No. How did you do it before?
(Selects centre icon.)
That's centred, you wanted justify.
(Selects the justify icon.)
Do you want to get rid of the rulers now?
(Deletes the bottom ruler.) [The text has gone back to being centred.]
What about the other one.
(Deletes the otber ruler.)
10. Underline word, embolden word
(Goes to Style and selects Underline.) What happened?
Can you underline a word?
What word?
Any.
(Marks a word and selects Underline.)
Can you put one on bold.
(Positions the cursor within a word and selects Bold. Nothing happens. Does the same again.)
What do you want to do?
I'want that to go . .. Can I do any word?
Yes.
That bit went black.
How?
By pressing it. (Positions the cursor in another word and selects Bold. Nothing happens. Manages to mark a
word by double-clicking on it. Selects Bold and the word is emboldened.)
11. Cut and paste
(Marks the paragraph.)
Cutting and pasting, how do you do that?
(Pops up Format, Font, then Edit. Selects Cut.)
And now you put it at the top of the document.
(Scrolls to the top of the document and selects Paste. The paragraph is pasted where she deleted it from.)
You put it back. Why is that?
Because the cursor was still there. (Selects Undo Paste. Return to the top of the document and clicks to
position the cursor. Selects Paste.)
12. Print
(Looks at File and selects Print.) [Printer dialogue box appears.] (Looks at the options, clicks on All - even
though it's selected. Clicks on From, but nothing happens. Clicks on OK.) [The printer progress box appears.]
(Tries to click on Continue.)
13. Quit document
Now, leave the document without saving changes.
(Goes to File.) Quit?
Yes.
(Selects Quil.)
14. Create a document
You have to open up a new file to write a letter. )
(Highlights MacWrite, then double-clicks on it to open it. Starts typing a document.)
15. Save a new document
i - ject 4
1. Save file
[Has some problems sorting out how the menu works.] (Eventually selects Save.)
2. Change margins 2
Change the left margin to 1.5. Okay. (Points to the ruler and then pops up the Format menu. Highlights
Align left.)
So what are you doing now?
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It says change the l;ft margin to 1.5 and the right margin 10 6.5,
So you're looking through this.

Yes, just check the Format. I presume it'll be in Format anyway. Ali -

That will align all the text e, TRy ARG IR L g k.

Alright. (Selects Set page and clicks on OK very quickly without realising.)

Any more ideas.

(Looks at the Font menu, then Style, Search, Edit, and File. 7

[ThoPagesetp diskogus ok appc)a(rs.] L, and File.) What about Page setup? (Selects Page setup.)
No, Cancel it.

(Does.)

Have you got any ideas?

What about this? (Points to the left hand margin marker and paragraph indent marker. Grabs the h

indent mm"ker and moves it to 1.5.) [The first line of every paragraph is set to 1.5.] Um! (Moves mpattrng:;?n

hand margin marker.)
It's only moved the top bits.

Wouldn't it belp if there was a menu there because on a word processor that I've used it was very very easy

because all you did was bring up a menu for the margin and you just tell it how much you want, how many

lines in very very quickly.
Move it 10 6.5. [Right hand margin marker.]

(Grabs the paragraph indent marker and moves it.)
So what are you doing now?

(Drags it t0 50.) Keep coming? [Wanted to drag it t0 6.5.]
I think you've moved it too far.

(Drags it back a little.)

That's 40 I think. That's moving the first line bit here.

That's what it's doing, it's just reformatting those two lines,

I think it should be 1.5 that [the left hand margin marker.]

(Moves it a little further left.)

You want the left to 1.5 and the right 10 6.5.

That must be there. (Moves it to 16.) [Finally understands that the first lines are aligned with the paragraph

indent marker.]

(Points to the right hand margin marker.) What about those margin markers?

That one? (Points to the margin marker.) What about that one? (Points (o the tab marker and drags it. Points

to the margin marker.)
Try that one.

(Moves the right hand margin marker 10 6.7.) On my computer which I used last year which was an Olivetti it

has a counter which shows you exactly how many columns you've moved it.
Here you've got scales on a ruler.

(Looks at the Edit menu,) No. (Looks at Format, Search, Style, and File.)

3. Insert word

Find the missing word?

Yes, and write it in.

(Starts typing, and the characters are inserted at the cursor position.)
What happened there?

How do I get rid of it?

BACKSPACE.
(Presses BACKSPACE.)
Why has that [the text] gone up there do you think. ‘

Good question. You must have to use a command (0 say insert. ' ‘ _ '
Well it went up there first when you started typing, but you want it to go there (poinis 10 the text insertion
point on the screen). Any idea?

Is there an insert command. o .

I don't know. I don't think so. (Starts reading the manual.) It says here you position the cursor with the
mouse.

(Tries to move the cursor by dragging it thereby highlighting a piece of text.) Ah, I see. (Still keeps dragging it

a few lines at a time.)

You want to put it down here. _

That's a bit strange [the effect of the highlighting]. Can I make a suggestion about the cursor as well?

You want to try just putting it [the cursor] in.

(Still tries to move the cursor by dragging it.) '
Can you try and position it between and and the rest of the sentence. What are you trying to do.

(Still tries to drag the cursor to the text insertion point thereby highlighting some text.)
Why is it going black? What do you think?
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Maybe it was sort of blocking each line as I went over it. (Clicks the pointer without realising.) The cursor ha:
just moved.

It says position the cursor with the mouse.
m;wm‘ I'm trying to do. Why it's going black I don't know. (Moves the pointer to the text insertior

Try clicking it now.

(Does.)
Put the word in now.
(Types in the missing word.)
4. Delete characters
Can we use just BACKSPACE or do you have o use the mouse. Lets sece. (Presses BACKSPACE which
dt::ews the last character of the word she's just inserted. Re-inserts the character.) Ah, the cursor has got to be
How did you get it [the cursor] there in the first place.
It just followed. (Is still trying to move the cursor by dragging it.)

Try positioning the cursor with the mouse.

When the cursor in not on text and do that (marks a blank line) . . . (Starts using the arrow keys to position the
cursor.) That's cheating. (Positions the cursor and deletes by backspacing. Proceeds to delete the other
characters in the same way.)

5. Delete words

Is there any way you can think of of just doing the word itself instead of just deleting each letter of a word.

(Reads from the instructions.) You can mark the words with the mouse and delete them. Can you find out

how? You've got three words 1o delete.

If I delete words on that line first will it interfere with the other lines?

Any ideas?

(Positions the cursor and starts deleting by backspacing.) There ought to be something else. (Moves the pointer
over the words to be deleted without highlighting them.)

Any ideas?

(Looks at the Edit menu.) I'm going to see if there's anything in the menus. (Looks through the other menus.)

It says you can mark the words with the mouse.

The question is if you are using the mouse what key afterwards do you press.

Don't know. (Starts reading the manual.)

Because I was thinking if you position the mouse there (points to the pointer at the end of the word) it would
take away everything between it. [Seems to think that text can be marked by having the cursor at one end and
the pointer at the other.] (Means to press DELETE but presses backslash by mistake and doesn't realise.) I was
hoping it would take away the whole word.

How can you distinguish between that and a word?

Good question. You've got to tell it.

Any idea how to tell it? )

If you position the cursor before (points to the beginning of a word) and then click on that and tell it to delete.

For selecting text it's got to be black.

What it was doing before with cursor (marks a piece of text) like that? (Presses BACKSPACE. Marks another
word and deletes it in the same way.)
6. Delete line
Ah, so basically (marks the line and presses BACKSPACE to delete it).
7. Double spacing
Any ideas on how we can double space it?
(Pops up the Format menu.)

What are you looking for? o .

Well this is Format . . . Or Style (looks in the Style menu). No. (Looks at Edit.) That's strange.

Any ideas? (Reads the manual.)

No.

If you go back to the top of the document. It's something to do wit{x the ruler thing. _ _
(Scrolis back to the top of the document.) I wonder what these are? (Points to the spacing anq alignment icons.)
We'll soon find out. (Looks at the spacing icon more closely and then selects the double-spacing icon.)

That's done it.

8. Single spacing o _ o
And then you want it back to single. (Clicks on the double-spacing icon again.) How do you cancel it’

How do you do that? ) o

Or do you change it back to single space? (Clicks on the single-spacing icon.)
9. Centre paragraph :
(Pops up thch(:.mfai mpcnu and selects Insert ruler. The ruler is inserted one paragraph above where it should be.)

Why has the ruler gone there and not where we are trying 10 put the ruler?
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(Pops up the Format menu.) How do you cancel this? (Points at the ruler. Cli
t0 highlight it. Presses BACKSPACE and deletes it) ¢ ks around the milrsndmanages

So how can we get the ruler?
(Pon;:} ;o dl:(:v i“dr;(:;;x ;ls the cursor there that's told it. We've g0t to move it haven't we,
(Tries to move the cursor using the mouse by dragging it. Abandons thi i
the arrow keys.) Selects the ruler. (Goes to t);lc Fgr%nagt menu and sclectsslr?fgrrtﬁg} )Movcs MR
How do we centre the text? Any ideas. '
When we centre it what does it mean?
(Explains what centring is.)
(Points at the right align icon.)
That's more lining it up to the right.
(Points to the centring icon.) That one? (Selects it)
Yes, that's centred. (Explains that only this paragraph is 1o be centred.)
Shall I put the cursor there? (Points to the end of the paragraph.)
Well it hasn't done the text above has it?
No. (Points to the cursor.) Well, that's told it where to start [centring]. So if I put the cursor at the end.
on that before. (Clicks on left align icon.) : g B, v
So what are you trying to do now?
(Positions the cursor at the end of the paragraph to be centred.) Try it. (Selects the centring icon.)
That's still centred all of it. You could use another ruler.
(Changes it back to left align.)
You want to centre that paragraph. Any ideas? It's done everything below the ruler.
Insert another ruler there (inserts another ruler).
And now what are you going to do?
(Selects centring on the first ruler.) Thenif I... How do I remove it? Before I made the ruler g0 black.
(Clicks around the ruler trying to mark it. Marks it and deletes it. Deletes the second ruler in the same way.)
So we're back to the start again.
So there ought to be a way of keeping them.
So what are you going to do?
(Pops up the Format menu.) Insert a ruler. Let's try again. (Inserts one ruler at the top of the paragraph to be
centred.) And another one. (Inserts one below.)
We have to change that to centring now.
But why is it on left now?
Because there's one [ruler] at the top.
Do we change that?
No. Can we sort of hide them?
What, Hide rulers?
Yes, but we want to centre it first.
(Selects centring on the first of the two rulers.)
Yes, well done.
(Selects Hide rulers.)
10. Underline word, embolden word
(Pops up the Style menu.) Underline.
How do you do it?
Well you have to move the cursor. (Positions the cursor at the beginning of the word to be underlined.) Will
that underline all of it? Let's try it.
What are you trying to do.
I reckon if we put the cursor there it will probably underline the whole lot from then on. Let's give it a go.
(Does and nothing happens.)
No.
(Looks at the Style menu again, selects another style and nothing happens, Tries to move the cursor using the
arrow keys while highlighting Underline at the same time.) There's obviously something you have to do before.
Any idea how to tell it?
(Moves the cursor around the word.)
Any idea how to signal what you want to underline. How did you delete things?
(Marks the word.)
Are you trying to underline using the keyboard.
(Pops up the Style menu.) Yes, on the menu it says you can use that (points to the keyboard accelerator).
(Releases the menu and uses the keyboard sequence to underline the word. Moves the cursor with the keyboard to
the end of the word to be emboldened. Tries to drag the pointer, thereby moving the cursor again.) Oh! (Moves
the cursor to the end of the word using the arrow keys again.) So! (Marks the word.) Bold. (Pops up the Style
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m)to find out what the keyboard accelerator command is. Presses the keyboard accelerator to embolden the
11. Cut and paste
That's in Edit. (Pops up the Edit menu.) Cut, Copy and Paste. Do I have to Cut and Paste?

Any ideas on how to Cut it?
_I should imagine you have to black this before? (Tries to highlight the whole paragraph but can't quite manage
it. Moves the cursor with the arrow keys to the end of the paragraph. Tries to highlight the paragraph several
luncs Each time repositioning the cursor at the end of the paragraph with the arrow keys. Finally manages to
highlight the paragraph. Pops up the Edit menu to see what the keyboard accelerator command is and cuts it
using the command.)

Now you've got to move it to the top of the document. Any ideas on how to do that?
(Scrolls to the top of the document. Positions the pointer.) Where is my cursor now? [Still doesn't understand
that the mouse has to be clicked to position the cursor.]

If you do it with the mouse.
(Scrolls back down again.)

What are you trying to do now?
Trying to find my cursor. (Scrolls down the text.)

There it is.
(Moves the cursor using the arrow keys.)

So what are you doing now?
(Pops-up the Edit menu.) So Paste is that and V [the keyboard accelerator]. Uses the keyboard accelerator
command to Paste the text in.
12. Print
(Pops up the File menu and presses the keyboard accelerator command to select Print.) [The printer dialogue box
appears.] (Tries to select All and Automatic even though they are selected. Selects Best quality and clicks OK.)
13. Quit document
(Pops up the File menu.) Quit. (Presses the keyboard command to select Quit.)

Why do you keep on using the keyboard instead of the menus?
1 didn't realise. Can you use the mouse? I'm totally used to using the keyboard. I've never had a mouse on any
computer I've used.
14. Create a document
[Ran out of time.]
15. Save a new document
C ison-Subject 5
1. Save file
(Clicks on the File menu.) Click on File (does). Oh, I see. (Selects Save.)
2. Change margins
(Points to the left hand margin marker.) Will that one there . . . (Grabs the paragraph indent marker and drags it
to0 25.)

That's about 25.
Oh, I see. (Tries to drag it back, accidentally highlighting the ruler.)

If you click on it with the pointer . . .
(Grabs the paragraph indent marker and positions it at 1.5.) T've used one of these [mouse] things before filling
in a golf course on a computer game. I wasn’t very dexterous.

You've indented the first lines 10 1.5. _
I can change the right to 6.5. (Grabs the right hand margin marker and drags it to 6.5.)

Yes.
Is that all you want me to do.

You've only indented the first lines of every paragraph. ,
Yes, I see what you mean. Have I been moving the wrong bit then?

What do you think?
(Inspects the icons on the ruler.)

What are you doing now? .
I don't know (clicks on the single-space icon). I don't know, fiddling. As you say I've only brought the starts of

paragraphs in. It says you have to change the left margin to 1.5 so that means moving all of them in doesn't it?
Yes. If you look at how you change the right one. _
What's wrong with it? (Grabs the left hand margin marker and drags it to 1.5
Yes, that's it.
3. Insert word
So you have to put a word in I suppose.
(Clicks on Search, and Edit)
Now try and position the cursor with the mouse.
Where is the cursor now?
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I haven't a clue.
E g l:ﬁ ggi:;t) m get the word "find" from somewhere. What can ... Ah! Of course there's a keyboard sitting
Yes.
Where's my cursor? (Clicks at the top of the window and selects Close by mistake.) I don't want that.
Just Cancel.
(Does.)
What do you think will happen.
Well somehow I've got to get myself a cursor on the screen. (Moves 1o the text insertion point and clicks.)
This is very easy. (Types in the missing word.)
4. Delete characters
Now you have to delete a few letters.
How do I move the cursor? (Does it again by highlighting and positions the cursor behind the first character to
be deleted. Deletes by pressing BACKSPACE. Proceeds to delete the other characters in the same way.)
5. Delete words
Now you have to delete a few words.
You can mark words with a mouse and delete them . . . Oh yes. I've seen this done before, where you put them
in a block and blast them. So you've had enough of me deleting words have you?
No, you've got 1o delete "words words words",
Oh, I know. (Highlights two words and deleted them by pressing BACKSPACE. Tries to mark the rest of the
words but has some problems with highlighting, because show doesn't realise that she can just click at where the
highlighting is to start.) I can't control this stupid thing. Keeping the button down when you're moving it . . .
(Manages to mark another word and deletes it by pressing BACKSPACE.)
6. Delete line
(Marks the line and presses BACKSPACE to delete it.)
7. Double spacing
I could just go along and rid of the extra spacing in.
There must be something easier.
Edit (Pops up the Edit menu.) Cut? (Tries to select Cut even though it's greyed.) That didn’t do anything.
Any other ways you can think of to change it?
If all I'm doing is taking out these extra bits of space . . .
(Explains what double-spacing is.)
(Highlights a blank line.)
What do you want to do?
Well, there's a blank line there. (Clicks,, the highlighting goes.) No, that didn't work.
Have you got any other ideas. It's usually something very easy and you can do it for the wh_ole document.
(Reads the manual.) It says here at the top of every document in MacWrite there is a ruler with the present
Jormat which you can keep or change.
(Pops up the Format menu.)
At the top of every document there is a ruler.
There's a ruler. Oh yes. (Clicks on the top of the window. Scrolls to the top and looks at the ruler.)
Can you see anything?
(Points to the double-spacing icon.) That?
That's up to you. ) o
(Points 1o the ruler.)) Because that bit was just working on the margins. (Points to the double-spacing icon and
tries to drag it.) But you can't take it anywhere.
Just try clicking on it.
(Does.) Oh it's done it for me already.
8. Single spacing k .
(Returus 1o the top of the document and selects 1.5 line-spacing. Then selects 6 lines per inch.)
9. Centre paragraph . .
(Positions the cursor on top of the paragraph to be centred and selects Insert ruler.) Alright, that wasn't clever
How do I get rid of it? Oh, I have put it in the right place haven't L.

Yes, now you've got to cenire that paragraph. _ )
Centre the pﬂl‘);ogtaph ... It looks pretty centre to me. What does that mean? Does it have to be central in the
{’

(.’Expiaim what centring means.) ) e
(Points at the centring icon.) Oh yes. (Clicks and tries to drag the centring icon.)

What are you trying do? o _ _
Well, that looioed lge the centre icon. Well if I just do it the way I did it back there. (Clicks on the centring

icon,)
That's centred everything.
Does that matter?
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You're only supposed 10 do that paragraph.
ﬁnmhe; ruler and we could change it all back. (Pops up the Format menu, but unfortunately the ruler is
immediately below the first ruler. Pops up the Format menu again.) Can I move it?
Delete it or get rid of it.
(Highlights the ruler, undoes the highli ghting, pops up the Format menu.)
Any ideas.
Want to get rid of that (points to one of the rulers).
We also want another ruler as well.
Ah, well we can get a new ruler in there. (Selects Insert ruler. The ruler is inserted below the paragraph o be
centred.) This extra one here, does that matter particularly?
1 suppose just having one would be better than two. How do we get rid of it?
Edit (pops up the Format menu).
What are you trying to do there?
Get rid of the second one.
So how do you go about that?
(Fiddles around and manages to select all of the rulers.)
How do you the words?
Well, you've got to mark first of all. You're deleting the words by deleting them from in front of the cursor.
(Points to the ruler.) Though this is not actually part of the text though is it?
How do you tell it the thing we want 1o delete is words?
Got to mark them with a black box. (Tries to highlight the ruler.) I had it black just there didn't I. [Tries to
find the points to click on a ruler to highlight it.] (Moves the pointer across the ruler.)
Try clicking it.
(Clicks, marking the ruler and presses BACKSPACE 1o delete it.) I'm sure I tried that but it didn't work.
And now you've got 10 put the rest back justified haven't you.
(Clicks on the 1.5 spacing icon on the second ruler.)
No, that was the spacing thing. What did you do to centre it?
Well, to centre it I used that didn't 1? (Points to the centring icon, then clicks on the justify icon.)
That's it.
10. Underline word, embolden word
(Pops up the Style menu and selects Underline. Nothing happens.)
Are you going to underline a particular word?
(Highlights a word and then undoes the highlighting.)
What are you trying to do?
Well I was thinking, to delete it you put it in a box and then pressing it. But that didn't work.
So you put it in a box and then what were you supposed to do?
(Tries to drag the cursor again. Pops up the Style menu.) I can't remember did I use BACKSPACE?
That was for deleting. (Reads the instructions lo her.)
(Pops up the Style menu again.) Yes, Yes, so I've got them down. I've got it down to Underline (highlights
and then selects Underline). [Nothing happens.]
What were you trying to underline
Well, a word. (Still trying to drag the cursor.)
Any idea.
(Manages to underline a word.)
Yes.
(Selects Underline from the Style menu. Highlights another word and selects Bold.)
Bingo!
11. Cut and paste
(Marks a paragraph.)
How do you Cut it and Paste it?
That was on the (pops up the Edit menu). (Selects Cut.)
Now you've got to put it back at the beginning of the document. How do you do that?
Oh dear, what have I done?
It's disappeared.
I can get it back can't I?
I would presume so. Did you think it had gone?
(Scrolls to the top of the text, positions the cursor and selects Paste.)
Brilliant.
12. Print ) ) . 5
(Pops up the File menu and selects Print.) [The printer dialogue box appears.] Quality Best, what do I do’
What do you think?
Pages, From 1 (types in 1).
(Explains that it would be easier jus to have All selected.)
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[Wants to enter 1.5 10 6.5 as the page range.] Enter? (Presses RETURN.)
13. Quit document
(Pops up the File menu.)
Any ideas?
I can't Quit until I put it back. (Selects Quit.)
14. Create a document
Get a new document.
Click twice on MacWrite.
(Does.)
[Runs out of time.]
15. Save a new document

-

1. Save file
So those are the commands are they? (Points at the menu bar.)
Yes, so if you try clicking on File. (Points to File on the menu bar.)
(Points to the File menu.) And now sclect Save?
Try clicking on it.
(Pops up the menu and selects Save.)
2. Change margins
'In::t:f Format isn't it? (Selects Align left.) Is that 1.5? (Points to the position on the ruler and clicks.) Is that
t!
What are you trying to do?
Try Format again, Align right (does). And 6.5. (Clicks on 6.5 on the ruler.)
No, it hasn't moved. There must be some other way of doing it.
Format, that's what I did last time (points to Format on the menu bar). Format again (pops up the Format
menu). It says Align left. Justify? Oh, no, that's not right. Display? Set page, must be. (Looks at Set page.)
Oh no, that's wrong. (Clicks on the Style menu and leaves it.) It must be Format, it can't be anything else.
(Pops up the Format menu again.)
(Reads the manual.) Setting Format, that's the sort of thing you would do with this thing here, the ruler.
There are some markers on it. (Points in the manual.) There are some markers on it. Indentation marker,
tab marker, left margin marker and right margin marker.)
How do I move the marker?
I think you just drag it. Click on it, press the mouse button, hold it down and drag it along.
Ah, I see I've got to get it to 6.5 inches [on the right hand side]. Ah, there it is (clicks on 6 lines per inch).
No. They are those little triangular things.
(Struggles to move the markers. Eventually manages to grab the paragraph indent marker and move it to 1.5.)
Now (points to the right hand margin marker) that must be the other one. (Grabs the right hand margin marker

and moves it 10 6.5.)
I don't think you've quite got it there because what you've done there only indented the first lines of every

paragraph )
(Points to the paragraph indent marker.) Isn't that the margin marker? ‘
(Explains the difference between the paragraph indent marker and the left margin marker.)
(Grabs the paragraph indent marker and drags it back to 1.0.) Is it that one? (Points to the tab marker.)
No.
That one?
Yes' . -
I tried to move it but it wouldn't move. (Tries to move it again and manages to position it at 1.5.)
And the other one [paragraph indent marker].
The other one's is at 6.5. [Subject thinks that he means the right hand margin marker. The paragraphs are
extended. ]
3. Insert word
(Pops up Search, then Font.)

What are you trying 1o do now? _ '
I'm trying to find out the details of how I can put in extra words. Edit (pops up the Edit menu). Copy, Paste . .

Paste, I'll try Paste (does). [The ruler is still highlighted and a message appears saying thal_lhe first ruler
cannot be deleted.] Did I see insert? Edit, is it Edit? (Pops up Font.) Whatis Font? (Pops up Edit.)
(Explains that the instructions say 1o click the cursor with the mouse.)
(Moves the pointei to the text insertion point.) Can I just type it in? (Types the first character.) [Gets the

message explaining that the first ruler cannot be deleted.] I want to put insert. _
You've turned the ruler black and it wasn't black when we first started. It was white when we first started

(Looks on Search.) Do I press RETURN to get rid of it?
Why did you do that?
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Because I couldn't think of any other way of getting rid of it [highlighting]. Tries to type again. [Gets the same
error message.] Is there insert on here (looks at the keyboard)? No. (Moves the poyi[:lcwrgm Lhc[ text insertion
point) Tries to type again. [The same error message appears.] (Clicks on the left align icon.) (Very confused,
eventually moves the pointer to the text insertion point.)
Try clicking now.
(Does.) Probably won't be able to put anything in there. Just wondering what that flashing dash is?
The cursor.
How do I move that now?
Tries to drag it.
How can I move that cursor? (Highlights a line of text.) I don't know how to insert that word.
Click now.
(Plessw' BACKSPACE and the highlighted text is deleted.) I can't move that cursor.
{ Tn_e..f to get the subject to de-select the 6 lines per inch option saying that it will make it easier Jor her to
position the cursor.)
(Highlights a line by accident.) Why is it that it makes that line go black? I don't know how the cursor is
moved down. I haven't worked that out yet. It won't come with me when I ask.
So how are you trying to move.
I tried to move that forked think [pointer] on top if it to see if it would move. It doesn't tell me how to move
the cursor.
(Reads the manual.)
(Presses RETURN a couple of times.)
What are you doing now?
I was trying to move the cursor but it wouldn't move,
It doesn't seem to say much in here [the manual].
(Trying to drag the cursor and eventually manages to get it to the text insertion point.)
Yes, there.
(Types the word in.)
4. Delete characters
(Still tries to move the cursor by dragging it.) Why doesn't it follow? Can you find out about the cursor?
I think you just click where you want the cursor.
(Manages to position the cursor and presses BACKSPACE to delete the character.)
Try to get rid of the 6 lines per inch it'll make it easier.
(Does. Proceeds to delete the characters by backspacing but still tries to move the cursor by dragging it.
Highlights a line and a half and deletes it by pressing BACKSPACE.)
You've deleted a whole sentence.
How did I do that? How do I get that back? If I've got that thing on memory . .. (Selects Save from the File
menu and presses RETURN.) [This makes the loss of the text permanent.]
5. Delete words
(Marks a word and presses BACKSPACE to delete it. Struggles trying to highlight the other words.)
How are you trying to delete the words.
I don't know what I'm doing. [ don’t know why when I'm trying to delete a word it's made the whole sentence go
black. I'll get rid of it all if I'm not careful. Does it say how to delete things?
(Reads the manual.) Select the words you want to delete.
It doesn't say how I actually do that.
(Reads the instructions out from the manual.)
(Moves the pointer around and accidentally highlights a couple of lines.) See, it does that. (Eventually manages
to highlight one word.)
Let go, now delete it.
What, do I press the mouse again?
No.
(Does anyway and the highlighting goes.) How did I delete before?
You must have done something else apart from highlighting with the mouse.
(Highlights the word again and presses BACKSPACE.)
6. Delete line
(Highlights the line and deletes by pressing BACKSPACE.)
7. Double spacing
(Clicks on Format.) That's the way I want the page. I would have thought it be Format. Can you look up
spacing.
It says here there are line-spacing boxes on the ruler at the top of the page.
It was as the top was it? (Returns to the top.)
There. There should be some line-spacing boxes on there.
Which boxes does it say it is?
Those three in the middle.
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(Poi:;ls o singlc—sp?cing.) That's 1. (Points to the 1.5 line-spacing icon.) That's 2. (Points to the double line
spacing icon.) That's 3. (Selects the 1.5 line-spacing icon.) That's double-spacing.
8. Single spacing
(Returns to the top of the text and selects the single-spacing icon.)
9. Centre paragraph
(Retums to the top gf the text. Clicks on Format.) Insert ruler (selects Insert ruler.) [The ruler is inserted at the
;::ment :;r;or fosm;)n] (T r:es ;o [d{;g the cursor and accidentally highlights some text and the ruler. Clicks on
‘ormat selects Insert ruler. e new ruler replaces the highlighted text and the first ruler. The subj
doesn't realise. ] s e ’ i
Why did the ruler go in there? (Points to the position on the screen where the ruler was inserted.)
(Pops up thc Format menu.) Use ruler (selects Use ruler and nothing happens). That must be centre. (Selects
the centring icon from the inserted ruler.)
But, (points to the paragraph to be cenired) it says here you're only supposed 10 centre the text in that

paragraph.
-(Clic.;:s on justify, then single-spacing.) That's single-spacing, that's the right one. (Clicks on the left align
icon.
What are you doing now?
I'm blacking the whole paragraph. (Struggles, but eventually manages to highlight the paragraph.) Now (clicks
on the centring icon on the ruler). [All of the text below the ruler is now centred.] (De-selects and selects the
paragraph.) I did that and then centre and I thought it would centre that paragraph.
But what happens when you do do that [click on the centring icon] when you haven't blacked it?
Well, I wanted to tell that thing that I only wanted 1o centre that paragraph.
Everything else is centred here. (Points to the text below the ruler.)
(Clicks on left align, clicks on centre again, clicks on left align again.) Can you look up centring?
(Reads the manual.) Do you have any ideas?
I'm trying to set it aside from the other paragraphs, but I need to know how (0 change just that one paragraph,
how to centre it.
Those boxes, it seems to centre everything below the ruler.
Doesn't it say what to do if I just want to centrc just one paragraph.
Well, everything seems to be done below the ruler. (Points to the ruler.) Why did it put the ruler in there?
(Selects Insert ruler from Format thereby deleting the paragraph which is currently highlighted.)
Why did you put the ruler there. You've put it in the nuddle . . .
Oh, I see. But, I didn't even tell it where I wanted to put my ruler.
Can you get rid of the ruler it's not in the right place? [Doesn't realise that it has overwritten the paragraph
to be cerured.]
(Selects Hide rulers. Scrolls down the text.) I don't recognise that. [ think the paragraph has gone?
Yes, we've lost the paragraph haven't we.
Yes I have. I don't know how I did that. How do I reclaim it?
Try.to centre to that paragraph, but not the rest (Points to another paragraph. Struggles, and eventually
manages to highlight the paragraph.)
What are you doing?
Oh, I have the feeling if I want to centre just that paragraph I have to set it apart from the others.
When you were doing things with the ruler it was changing everything below the ruler.
I was trying to get the ruler down, but it happened to go in the middle and I don't know why. (Pops up the
Format menu.) If I select Insert ruler how do I know where the ruler is going to g0 because I haven't told it?
What do you think?
(Selects Use ruler and nothing happens. Presses BACKSPACE and deletes the paragraph.)
Now you've deleted the paragraph.
10. Underline word, embolden word
Underline a word and put a word in boldface.
(Pops up Font and Format.)
That's in Style it says. (Points to the instructions.)
(Selects Bold and nothing happened.)
Just do a word in bold or underline it. What are you doing now?

(Marks a word.)
Have a look at the Style menu now.
(Selects Bold.) Well done. That means I ought to find a word first and then press the boldface, rather than

selecting the boldface. So if I want to look at boldface I want 1o press that after. (Manages to Underline a word

as well.)

11, Cut and paste .
(Struggles but eventually manages to highlight the paragraph.) If I manage to black out that paragraph then I'll

look how I can move it. It must be Format. (Pops up the Format menu.) No. (Looks at Search, then at Edit.)
Paste (highlights Paste).
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Curting and Pasting.
Well if I Cut it WIU')II. delete it because I want to put it somewhere else? (Selects Paste and the highlight
It's gone somewhere.
But I didn't tell it where to go. I'll look at the top of the page. (Scrolls to the to / there
don't know where it's gone because I didn't tell it where uf g?). I wanted it pasted %:lf Iu:i?dlﬁft“;glllil(swn;{m So
:l;oulg hiavc actually told the thing where I wanted to move it to. e
. Print
[Not completed because of lack of time.]
13. Quit document
14. Create a document
15. Save a new document
- w - 7
1. Save file
(Clicks and the File menu flashes up. Nothing happens.)
Click again and hold it down.
(Does.)
And select Save.
(Does.)
2. Change margins
(Positions the pointer on the ruler.)
What are you going to do?
}hem looking at the margin rulings at the top. (Clicks on the ruler but nothing happens.) Maybe I have to take
What are you trying 1o do now?
I'm trying to move the margin out. It's a bit difficult. Oh, I might try Format. (Points to the Format menu.)
(Points to the ruler.) You can move them [margin] with the mouse.
(Pops up the Format menu.) I'll see what Style is like. (Pops up the Style menu.) So, it's got to be . . .
(Pops up the Format menu again.) Um, Align left. (Selects Align left and nothing bappens.) No, that doesn't
help.
(Reads the manual.) To drag the margin marker, you just position the pointer on the marker, press and hold
the mouse button and drag the marker, and then release the mouse button.
Is there anything-. . .
The dark black ones, the black triangles. They are the margin markers.
(Clicks on the paragraph indent marker and drags it to 1.5.)
That's indented it. (Looks in the manual again.) That one is the indentation marker the other one is the lefi
margin marker.
(Points to the tab boxes on the left hand side.)
No, that one there. (Points to the left hand margin marker.)
(Drags the left hand margin marker to 1.5.) Right.
And the right one 10 6.5. _
(Grabs the right hand margin marker and moves it t0 6.5.)
3. Insert word
You just try and insert a word. _ ) _
(Puts the pointer at the text insertion point.) Okay, inserting. (Clicks on Spelling, then all the menus from
right to left.)
Any ideas how to insert a word? ) _
(Moves the pointer to the text insertion point and clicks. Starts typing.) Will that . . .
Yes.
(Types the whole word in.) I just put the cursor in the place and typed.
4. Delete characters
(Goes to Spelling.) Maybe I could just sort of delete on the actval . . . What would you use here
BACKSPACE?
Yes.
(The cursor is positioned in the word in which a character should be deleted. Presses BACKSPACE deleting the
wrong characters.) I'll type them back in again?

Yes. You should position the cursor . . . _
(Positions the cursor correctly and deletes the character with a BACKSPACE. Proceeds to delete the other

characters in the same way.) [Occasionally deletes the wrong letter because she doesn't move the pointer off the

word and therefore can't quite see where the cursor is.]

5. Delete words
It says you can mark whole words with the mouse and delete them. Can you find out how?

(Goes to Spelling.) Use the dictionary?
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What? See tf you can mark the words with the mouse.
p(:.d.%.srg ; X((Z);(ds \;:\%Etbc): mouse and presses BACKSPACE. Proceeds to mark the other words one by one and
6. Delete line
So I do the same. (Marks the whole line and presses BACKSPACE to delete it.)

. Double spacing
Well, I'll ry Format first. See if they've got anything to offer. (Pops u the Format men
Fonl? SSt)’le, m::f; then hSepeHing.II),ooks at Search ang Edgit.) Have yo(u ggl a:gming in that thcer:;?) o (Bops p
laris reading the manual.) Line-spacing, you've got line- {

e e taib o pacing, you've got line-spacing boxes on the ruler at the 1op where you
Oh, the ruler.

It was at the top of the page, the document.
(Returns to the top of the document.) So the line-spacing boxes are which ones?

The three middle ones.
t(::tims to the single-spacing icon.) Well, that's obviously single. (Selects the double-spacing icon.) Right,

's it
8. Single spacing
Single, that's back to . . . (Selects 1.5 line-spacing.) Is it that one?

Thar's 1.5.
(Clicks on single-spacing.) Right, okay.
9. Centre paragraph
(Pops up the Format menu.) Hang on, I need to use the ruler. Only in that paragraph.

Any idea.
Perhaps I can scroll it up.

You have to insert a new ruler. What do you think?
Um, have you got anything in there?

You can align left, right, centre, and justify from the ruler.

I'll go back to the top . . .
But, you want just that paragraph there. You want 1o insert a ruler from Format. So we'll have to insert g

It's a bit inconvenient because if I go back up to the top I'll lose that paragraph.

So how are you going to do it?
I'll see what Format has. (Pops up menu.) Insert ruler. (Selects Insert ruler.) [A ruler is inserted at the current
cursor position.]

You've inserted the ruler . . .
In the wrong place. So delete ruler. (Pops up the Format menu again.) But how do you delete the ruler? Idon't
know how to get rid of it now. Perhaps I can delete the whole thing. (Clicks on the ruler. Pops up Search and
selects Change.) Change perhaps. [The Change dialogue box appears.]

No.
(Gets rid of the dialogue box. Highlights the ruler.) Will that delete it?

Try.
{Pmsg BACKSPACE and the ruler is deleted.) Shall I scroll this up perhaps.

Where do you want to put the ruler? What are you going to do? .
Well the Format brings me the ruler again. (Pops up the Format menu.) I want the ruler to stay with that

) .
So, how are you going to do that? .
1 was thinking of scrolling it up till (positions the paragraph to be centred at the top of the window). [Seems to

think that the ruler is inserted at the top of the window.] I wonder if that does it. (Selects Insert ruler.) [The

ruler is inserted at the same place as the previous ruler.]

That’s put it where it was before. _ _ _ ‘
I wonder wiy it keeps going there? (Clicks on it and marks it again and deletes it by pressing BACKSPACE.)

Ah, this is getting to me. Oh, I see. It's where the cursor is. Right, so I have to move that. Oh, we'll move
it. (Tries to drag the cursor.) How do I move the cursor’.f _ .

How did you move the cursor before when you were inserting a.nd deienugrword.f? .
Yes, but I can't quite remember how that moved. (T ries to drag it) I can't rerflember how I moved it DOW.
Perhaps I can go like that. (Uses the arrow keys (0 position the cursor.) So now I'm okay because the ruler will
go there. (Clicks on Format and selects Insert ruler.) Okay, now we've got to centre the text. (Looks at the co-

e . ) . »

(Starts re)ading the manual.) It says there are some boxes for alignment _and centring on the ruler. ‘
Boxes, well these? (Points to the alignment icons. Points to the centring icon.) Well, this looks like centring.
(Selects the centring icon.) Ri%ht. okay.

Is it only in that paragraph: ) . _

Yes. (Scrolls down the text a little way.) Oh, it's not. It's centred everything.
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So what else can we do?
We can move the ruler down and rearrange the restor . . .

Put another in.
Put another ruler in. (Positions the cursor using the arrow keys, hesitates and selects Insert ruler.) Um, and that
will be that one. (Selects left align on the second ruler.) Alright.

Well have a look and go down.
(Scrolls down.)

I think that’s just aligned to the left and before it was justified.
(Looks at the top ruler.) Oh, I see. (Selects justify on the second ruler.)

Can you make the rulers disappear so you can't see them?
Yes. (Marks and deletes them.) [Doesn't seem to notice that the formatting has gone.]
10. Underline word, embolden word
(Pops up the Style menu.) Lets try Underline. (Selects Underline and nothing happens.) Well, that's wrong
because it wasn't in the right place. (Positions the cursor at the beginning of a word using the arrow keys and
uses the mouse to mark it. Undoes the marking.)

What are you trying to do?
I'm trying to mark this word. (Positions the cursor at the beginning again and selects Underline. Nothing
happens.)

What happened there?
I'm putting the cursor on the word I want, but nothing happened. (Selects Bold and nothing happens,) This is
not very good. Format won't help me.

What have you tried before?
Well before I chose one of these menus. (Pops up the Style menu.) But the cursor doesn't go where I want it to
g0.

It says here, editing and styling text - you first make a selection and then act on it by choosing a command

from the menu. So I think you have to mark it and show it what you want.
(Positions the cursor at the beginning of a word.) So we'll show it like that. (Starts highlighting the word,
selects Underline. The word is underlined.) Right. (Marks another word and emboldens it.)
11. Cut and paste
Do I have to . . . (highlights the paragraph). Oh, I see. Let's try (pops up the Format menu).

Any others?
Style? Is Format not . . . (pops Format up). What about this Insert page break? (Pops up Search, Change, 1
could Change it. Looks at Spelling.)

Which ones haven't you looked at.
(Looks at File.) There was one where I saw Paste. (Pops up the Edit menu.) Ab, let's Paste it. (Does.) [The
paragraph disappears.] Has it gone? Oh no.

Why did you paste it?
I don't know. Is it sort of gone now. (Scrolls up to the top of the document.) I thought I could Paste it and then
move the cursor to where I wanted to put it in.

What are you trying to do now with it?
I don't know where it's gone.

So have you lost it?
I think so. Yes, I've lost it. Is there any way I can get it back. (Looks at File, Edit, selects Paste again.)
Maybe if I press Save or something. (Pops up the Edit menu.) Can't Undo.

I think you've lost it.
(Selects Save.) Has it just saved what I've lost?

It's saved the whole document.
12. Print

Where did you go to Save? _ _ _
Try again. (Pops up the File menu and selects Print.) [The printer dialogue box appears.] Do you sort of

choose . .. (Clicks on All and Best even though they are already selected.) Does that work?
Yes, but it’s already on all. ‘ ‘
(Clicks on Automatic, even though it's selected. Clicks on OK.) [The printer stats dialogue box appears.]
(Clicks on Continue.)
13. Quit document
Leaving the document without saving the changes.
Any ideas, suggestions? _
But I have saved. Do you want it back to the o
original version? o
No, not from here. Just now leave without saving il.
Oh, I see. Do I scroll this up. Ireally don't. ..
Try looking at File.
(Pops up the File menu.) I suppose I Close.

ginal? (Clicks on File.) Is there any way to get back to the
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or?
Or Quit. (Selects Quit.) Where's it gone?
14. Create a document
[Runs out of time.]
15. Save a new document

1. Save file
Try clicking on File and select Save.
(Reads the instructions again.) [ don't know how to do it.
Click on File and select Save.
Click on File?
Click on the word File there at the top.
Oh these apply to these. (Points to the names of the menus on the menu bar. Moves the pointer up.) Does it
matter where it goes?
On the word File.
(Clicks, and menu flashes.) Why isn't it [the menu] staying there?
You have to hold it down.
(Does.)
Now select Save.
Highlight it. (Selects Save as.) [The Save dialogue box appears.)
Click on Save.
(Doe:;) [MacWrite enquires "Replace existing file?".]
0.
2. Change margins
(Reads the instructions.) Now where are (points at the ruler) the margins here?
Any ideas on how 1o do that?
Can you do that using the tabulating as on a typewriter?
How would you do that?
Well, on a typewriter you set your tab to 1.5. Then you'd move over to the other side and set it t0 6.5. You set
it using your tabbing key. I can't think of any way of doing it on this. (Presses the TAB key on the keyboard
and nothing happens. Points at the ruler and highlights it. Points to the left margin.) Do we just type in 1.5?
No.
(Tries to type 1.5 in and gets an error message "Can't remove or replace the first ruler”,) That's obvious, so I've
got to move the screen across. Six lines per inch. (Points to the 6 lines per inch option on the ruler.)
What are you trying to do?
I'm allowed 6 lines for every one inch is that right? I want to change my left margin to 1.5 so what I want to do
is tab along to 1.5. But, I can'tdo it. (Selects 6 lines per inch.)
(Starts reading the manual.)
(De-selects 6 lines per inch.) There is something wrong because I new how to do it on a typewriter.
It says here you've got indentation markers and tab markers (pointing to the manual) which you can actually
move by dragging them with the mouse.
So, I've put it on that and I can't move it.
Keep pushing it.
(Manages to drag the paragraph indentation marker and positions iton 1.5.) Now 6.5.
And the right hand one to 6.5.
That's set now isn't it?
That's put the indentation in.
That's put the indentation in.
But it hasn't put the margin to 1.5.
But it hasn't put the margin to 1.5.
The lintle triangle is the left hand margin marker.
(Points to it.) I had it on there.
No.
(Grabs the left hand margin marker and drags it to 1.5.) What was it {paragraph indent marker] before?
And the right one to 6.5.
(Tries to drag the right hand margin marker (o the left.)
You've set the left one now 1o 1.5.
(Keeps trying, drags it off the screen, and eventuaily drags it back 10 6.5.)
3. Insert word ,
Now and try and insert the missing word. You can position the cursor using the mouse.
(Moves the pointer to the text insertion point and clicks.)
Put the word insert in there.
(Types the word "insert” into the correct place.)
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4. Delete characters

g{:igmh:lg,h light one letter with mouse.) Is there a delete on this [the keyboard]? I've marked it but how do
How about BACKSPACE.

(Deletes one character in this way, proceeds to delete the other letters in the same way.)

5. Delete words

(Deletes the words by highlighting them and pressing BACKSPACE.)

6. Delete line

(Tries lo_mark the line.) I'm leaving that [the cursor] behind. [On the previous line.] I need to 1ake that with

me. ('l_‘nes 1o move the cursor by dragging it. Finally manages to mark the line. Positions the cursor at the

beginning of the line using the arrow keys and then highlights the line using the mouse.) Can I just use

BACKSPACE? (Does, and the line is deleted.)

7. Double spacing

(Tries to mark the paragraph.)

Why are you trying to do that?

::;mlhinking I'm doing it wrong when you say that. I was going to highlight the line, just the one, and move it

You've got 10 double-space the whole document.

The whole document. I've got to double-space the whole document. I don't know how to setit. So I should be
able to setit. I need to bring back a menu and select double-space if there is such a function. How do we bring
back a menu? Well, in theory, it's not just this line I'm doing the whole document. In theory I could just go to
the end of this line and return it and that would double-space it for that section. What about a function key?
What do these do these function keys do (points to the function keys on the keyboard). There should be a
function . . . I don't know.

(Starts reading the manual.) It's got in here look there are some line-spacing boxes (points to the manual).
How do I bring up my menu [Presumably means the ruler]? Do I have to go all the way back or can I just bring
in my menu here?

That was on the ruler. That wasn't a menu. (Explains again.)

But I need to get back to this [the ruler].

Yes.
So if I go back all the way up to the top of the page I would have lost where I am. Or can I mark the whole
document anyway?
(Manages to get back to the top of the document. Points at the spacing icons.) I need double-spacing. I've got
to choose one of these. (Points at the line-spacing icons. Points to the double-spacing icon.) Is that double?
(Selects it)

Yes.
8. Single spacing
(Points 1o the double-spacing icon.) If I click on that and go all the way down the document. (Clicks on the
icon and drags the mouse down.) Let's just go down the document that should automatically dp it? Do I hav!: 10
go all the way through? Let's go back up. (Points to the single-spacing icon.) That's the single line spacing.
(Clicks on it.)
9. Centre paragraph
From Format, how do I get Format at the top of the page? (Points to the manual.)

That's the ruler.
I should be able to bring up a menu. (Points to the close window square.)

No. You want Format at the top. ;
(Pops up the Format menu.) I have to - I'm not aligning am L I'm inserting the ruler (does). [The ruler is
inserted in the paragraph below the one to be centred.]

Where has it inserted the ruler? ‘
What am I doing? I take it I can just move this [left margin marker] and re-select a new ruler. Is that possible?
Just like I set is to start with.

What do you do to centre text then?

To centre text you can just centre it.

(Points to the alignment icons.) :
Oh it's here. That one (selects the centring icon).

yﬁz'w that's centred be!a(w. But you want zc? centre just this one. (Poinis to the parqgraph above the J_'zdef.)
So I have to move this lot back up. (Highlights the paragraph to be centred and clicks on the centring icon
again.) And that should do it

No. ;

I would have thought it would. If I've highlighted it it means I've chosen the text that I want to do it. So that
means I have to get this [the ruler] up hers [points above the paragraph to be centred]. The ruler, I k})avc o call
up the Format again. I have to get rid of it [the ruler] first. (Highlights the ruler.) Can I move it up? (Tries to
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drag it, but it doesn't work.) There's got to be some way to move it. i
e i g y (Points to the tab markers.) What are

(Explains.)

How do I get rid of it [the ruler] then? (Marks the ruler again and presses BACKSPACE to delete it.) So,
(marks the pafagmph to be_ centred) Format, I want the ruler back. (Selects Insert ruler which is pasted over the
pqmgmph wilm:h was highlighted.) [Doesn't notice that she's deleted the paragraph to be centred.] Am I centring
this one (points to the centring icon).

Well the paragraph you want is not there.

The paragraph is not there.

The one you highlighted. Where is it?

(Points to the ruler.) Isn't it under that? That [the ruler] covered the last paragraph that was under it (points to
the paragraph below).

You didn’t cover [mark] the last paragraph. The ruler was inserted in the middle of that one. It [the ruler]

put itself in the middle of it.

In the middle of it. So I take it the paragraph is above that [the ruler].

Any ideas?

I've got to get rid of this [the ruler] again, and bring back my paragraph.

So what are you going to do now?

1 want to get rid of it [the ruler].

How did you get rid of the previous ruler?

Highlight it. (Highlights it and presses BACKSPACE to delete it.) (Moves the cursor upwards.) Now I've got
to find my paragraph.

It'’s gone.

I highlighted it and I pulled down the Format. I didn't actually Edit it did 17

It's gone. .

It's probably gone to another part of the text. I need to find it. (Pops up the Search menu.)

I think it's gone.

How did I make it go then? I highlighted it and put a ruler in its place. [ would have thought that you would
have to use a delete function to delete text. Normally it asks you "Are you sure you want to delete this? Yes or
no".

10. Underline word, embolden word

I'll tell you what to do rather than do it. [She's become very cautious since losing the paragraph.] I would
highlight it, bring Style, and if that's got Underline do it.

Do it.

(Highlights a word and highlights Underline on the Style menu,) Will it underline the whole thing or just the
one word?

What do you think?

We'll see. (Selects Underline and the word is underlined.)

Can you do a word in boldface as well?

(Pops up the Style menu and selects Bold.) Oh no. I didn't highlight my word. (Highlights a word and selects
Bold.)

11. Cut and paste .
(Highlights the paragraph.) Don't know what it's going to offer. (Pops up the Style menu.) No. Will it be
under Format? (Pops up Format. Highlights Set page. Looks at the File menu. Pops up the Edit meunu.)
Cut, Copy and Paste there. (Selects Paste.) But I haven't told it where to go I think. That means I've got rid of
another bit.

What's happened then? What were you trying to do?

I was taking a piece of text and in fact lifting it off the paper what ever you call it and putting it up to the top.
Transfer the text from one section to another. But instead I've . ..

So you've highlighted it and selected Paste. . . .
Well you have to tell it what text you're choosing, but then you normally tell it where it's got to go. I pasted it
nowhere.

Cutting and pasting. p _ .
I should have Cut it first. (Looks at the Edit menu again.) So I should have first cut it then pasted iL

That would be one way of doing it. ) _
That would be the long way round. But in theory I should be able to cut it and paste it.

t it back at all?

Sw&m@'; f.; the Search menu), Find (selects Find). Find what? (Realises it's about finding words.)

Go onto the next one. Print the document.
12. Print . ; )
(Looks at Edit, then the File menu.) Print (selects Print). [The printer dialogue box appears.] (Looks at the
options.) Do we cancel or do we want to print?

Click on OK.
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Oh, I want Automatic paper feed (selects it). [Even though it is already selected.]
13. Quit document .
(Pops up the File menu, Edit, and Format.)
You just want to leave the document.
Canlpodg':t under File? (Pops up the File menu. Highlights Close.) Save, do we need to Save it?
g‘:ﬁf}‘fy lg‘la;:.?]eo)o m\gflﬂ asks "Save changes before closing?".] No. (Selects No.) So bopefully all the bits |
14. Create a document
(Goes to File and selects Open.) [Ger's the File list up.] What have I got here?
(Explains.)
(Goes to File and selects New. Types a document.)
15. Save a new document
(Pops up the File menu.)
Shall we Save it?
(Selects Save as.)
(Enters a file name.)
(Clicks on OK.)

1. Save file
I'm going to click on File. (Flashes the File menu.)
It says click on File and select Save.
How do you save it?
Try clicking it and holding the button down. Can you now select Save?
(Does.)
2. Change margins
Has it something to do with this line across the top? (Points at the ruler.)
Havea go . ..
(Reads) . . . six lines is one inch. Don't know, don't understand that.
If you look at the margin at the moment it's not set. You can set it to 1.5.
I'm not following it.
(Reads the manual.) It says drag the margin markers to where you want them. There are on the line with
numbers on.
Yes. (Points at the left margin and paragraph indent markers.)
There, those things there. That's one of them.
(Points to the 6 lines per inch.) Does this mean 6 of them [markings on the ruler] equal one inch?
No, it’s got nothing to do with that. (Reads the manual.) It say’s that is the standard typewriter spacing
option. It's the spacing of the lines to the inch. You should set the tabs there.
(Points to the left markers again.)
Yes, drag the 10 1.5.
(Points to 1.5 on the scale and clicks.) [Nothing happens.]
Try clicking on it, holding it down, and dragging it.
Alright. (Drags the paragraph indent marker to 1.5.) Right.
Can you do the other one as well? That's just indented the first lines. It hasn't actually done the margins.
(Moves to the right hand margin marker and drags it 10 6.5.)
Can you go back to the beginning and do the first one there. (Grabs the left hand margin marker and drags it
to 1.5. Clicks again and marks the ruler by accident.)
3. Insert word
(Moves the pointer to the text insertion point and clicks.)
Type it in now.
(Does.) Do I need to press RETURN? (Does.)

4. Delete characters .
(Positions the cursor behind the first character to be deleted and then marks it. Presses BACKSPACE to delete

it. Proceeds to delete the other characters in the same way.) [This s a litte tedious because it is difficult to mark
just one letter.]

5. Delete words '
(Marks a word and deletes it using BACKSPACE. Highlights the other words and deletes them using the
BACKSPACE key.)

6. Delete line

(Marks the line and deletes it by using BACKSPACE))

7. Double spacing _

Have I got to format it or something? (Click on the Format menu and looks at all the options.)

What are you looking for?
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Spaces. None of them seem to apply really.
Any other ideas?
(Pops up the Style menu, Font, Search, th it, ing? i i
Skl li:};e deiondon d;:lctc il en Edit.) How about Undo typing? (Selects Undo typing.) [This
You need 10 delete that line there.
(Pms?s BACKSPACE to delete it.) I'm stuck.
g h:m mmug:;. ,)lgir rﬁy:pf:;ebc:ﬁn?mg line spacing there's some boxes on the ruler thing at the top of
Yes, they're gone. [The ruler is not visible at this point.]
Can we get them back.
Scroll it. (Returns to the top of the document.)
There are single space, one and a half, and double-space boxes.

In the middle. Those three boxes.
Yes.yl want double-space (points at the 1.5 spacing, then at the double-spacing icon.) That?
£5.
(Selects the double-spacing icon.)
8. Single spacing
(Points at the 1.5 spacing icon.) Is that single-space? No (selects the single-spacing icon).
9. Centre paragraph
((-hesl?’thc Format menu.) Centre . .. (Selects Align centre, and nothing happens.) Has that done anything
Can you see any difference?
No. Was that for all of them or just for that one. How do you get it to do just the one paragraph?
(Reads the instructions out aloud.) I suppose we have to insert another ruler.
(Highlights Insert ruler.) We should try for that one. (Selects Insert ruler.)
Should be able 10 make it centred . . .
hﬂ;vomlls to the centring icon.) Is it that? (Selects the centring icon.) Ah, I've done it to the wrong paragraph
el
You've done it 10 everything below the ruler. So what do you think you should do?
Get rid of that one.
Get rid of what?
1 don't want to centre this one [paragraph] just that one (points to the paragraph to be centred). This ruler needs
to be below there (points).
Yes. So how do you think it should be done?
Pressing Format again. (Selects Insert ruler. A second ruler is inserted below the first one.)
What's happened now?
(Points to the alignment icons on the second ruler.) Put it back like it was. What was it like. (Points to
justify and then left align.)
It was justified. It was justified right and left I think.
That one? (Selects align justified.)
What are you going to do now?
(Pops up the Format menu, selects Insert ruler.) [ don't know how to get rid of this one [the paragraph above the
one to be centred and have just that one [the paragraph to be centred].
You've done it three times now and the rulers have all gone into the same place, one after the other.
Right. I don't know.
(Reads the manual.) Do you want to get rid of those three rulers, or . ..
Yes.
How can you do that?
I don't know. I think I need some help. _
(Reads the manual.) I can't find anything here. Can you try and see if you can do anything to actually get
rid of it.
(Points tgthe rulers and clicks, but nothing happens. Goes to Edit. Goes to Edit again.) Is there anything
belpful under Edit?
You must be able to delete a ruler somehow.
(Pops up the Format menu, but doesn't find anything.)
How do you delete letters and words? )
You move the cursor on it and highlight. (Points at the ruler and clicks.) But that's not doing anything.
Can you make it go black or something.
(Tries to highlight it again. Selects 6 lines per inch by mistake.)
Can you change that back.
(Does.)
Try clicking higher up in the ruler.
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(Does, and marks one of the rulers. Presses BA
as well.)
How can we get the ruler to go in above the
(Tries to move the cursor by dragging it.)
What are you trying to do now?
How do you get the cursor to go down there?
Just move it to where you want it and click it.
(Positions the cursor and selects Insert ruler.)
What do we do now?
(Looks at the spacing icons.)
You want 1o centre the texs.
(SC]B;’:‘S ae align e;cntre icon.) That's that.
ou've centred the one down here as well. Can you make that ?
(Marks the roler) y g0 back to the other way
Well, can't you put another ruler in.
Wha;.’ leave that one and put another one in there [below the paragraph to be centred]?
es.
Is that okay to leave it black [the ruler is highlighted] or? (Moves the pointer below the paragraph and clicks to
position the cursor. Selects Insert ruler.)
Don'’t you want it to be justified.
(Selects the align justify icon.)
Can you make them [the rulers] disappear so that we don't see them?
(Marks the rulers and presses BACKSPACE thereby deleting them.)
Oh, you're just deleting them?
Is that what you said?
No. We've gone back 1o where we were before.
So I have to do it again. (Puts the rulers back in and centres the paragraph.) [When positioning the cursor she
always clicks at the current position first before clicking at the target position - as if picking up the cursor.]
(Asks for the rulers to be hidden.)
(Goes to Edit and selects Undo ruler change, then Redo ruler change. Pops up the Format menu.) Ah! (Selects
Hide rulers.)
10. Underline word, embolden word
Try and underline one of the words Any ideas how to do that.
(Pops up the Style menu. Marks a word and selects Underline.)
Can you put a word in Bold also?
(Marks another word and selects Bold.)
11. Cut and paste
Edit (pops up the Edit menu). (Points at Cut, which is currently greyed.) Um!
You've got to try and move the whole paragraph up.
(Looks at Edit and tries to select Cut, which is greyed.)
What are you trying to do?
Somehow cut this bit [paragraph] out and move it to the top.
How do you tell it what to cut?
These three lines bere.
How can you tell it which lines you want?
(Starts marking.) Do you do that?
Yes.
(Marks the paragraph and selects Cut.)
Now put it at the top of the document. o )
(Scrolls to the top of the document and positions the cursor. Tries to select Copy, which is greyed, twice.)
What are you trying to get from there?
(Tries to select Cut, which is greyed.)
Try pasting it.
(Does, and the text is inserted in the correct place.)
12. Print
Now you can print the document.
(Hesitates, then selects Print.) [The printer dialogue box appears.]
What now? ). e
I don't understand this sort of [the dialogue box], what it's trying to say to me. Do I have to fill things in before
I print it?
(Explains the options.)
(Clicks on OK.)

CKSPACE. Marks the second and third rulers and deletes them

paragraph there. (Points above the paragraph to be centred.)
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13. Quit document

(Pops up the File menu and highlights Quit.) Press that one?
It's up to you -

(Selects Quit.)

14. Create a document
If you just click twice n MacWrite.

(Does. Types a document.)

[Runs out of time.]

15. Save a new document

;; Save file
it's point at it is it? (Points at the File menu Cli i
B o Clicks and nothing bappens.)
(Does, and highlights Save as.)
No you want Save.
(Selects Save.)
2. Change margins
What do you think we should do?
Well go over there I suppose. (Moves the pointer to the left hand side of the document.) What's i
w&. (Reads from the ruler.) 6 lines per inch. I'm stuck. What are these things (poin}:s to wlcsul:;.; :1: ﬁ
What do you think?
I don't know. Let's have a look. (Clicks on the single-spacing icon, and nothin . Chi
line-spacing.) Oh, what have I done there? e B ippens. Clgkaon eil.3
What do you think you've done?
ph, ;t [the text] has gone down hasn't it? And the lines have gone from that one (points at the single-spacing
icon).
Can you put it back?
I don't know. (Clicks on single-spacing.)
(Starts reading the manual.)
It says here you've got markers on the ruler thing. That ruler, there's some markers on it and you can move
them by dragging on it. The black triangles.
(Points at the right hand margin marker.)
That'll be the right one. So you move thal 10 6.5.
(Starts dragging it and eventually moves it 10 6.5.)
If you can do the left one 10 1.5.
(Points at the tab marker.) So the white one is the left one.
No.
(Goes to the left.) This one is a bit complicated, (Grabs the indentation marker and drags it to 1.5.)
That's the indenting marker. Can you drag the other one.
Oh, right. So, I'll move that one back again?
No.
(Grabs the left hand margin marker and drags it to 1.5.)
3. Insert word
Now you've got to insert a missing word there or something or put it in the sentence.
So we need a gap?
Can you put a word between the "and" and the "the”.
(Moves the pointer between the two words.) Format . . .
What are you thinking of doing?
Maybe it's in the things up here. (Points to the menu bar.) ButI don't know which one to do. We don't want
Edit. We don't want Font. (Returns 1o the text insertion point and clicks to position the cursor.)

Yes.
So there's the cursor.
Can you just put the word in?
That might be a good idea, but where's the word.

You can put any word you want 1o in. Any ideas?
I don't know where I get it from.

What are you thinking? What are you trying 10 do?
How to get the word to go there.

So what are you looking for? Are you looking for anything in particular.
Some command with . . . Let me look at these [the menus) and see what else . . . (Looks at the menus. Pops
up the Format menu.) Insert ruler, Insert page break.

You can just type in a word or a senience.
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Wellylezleed a gap first. (Looks at the Format menu.) Maybe it'll just appear. Can I just try this?
(Starts inserting spaces by pressing the space bar.)
So you're just pushing the space bar?
Yes.
So what's happened.
(Positions the cursor at the beginning of the space she's created. Types the first character !
word in.) Now there, we need to get it back together again. [Prczg;}ably means clogflé)th(go;z;p ](Tﬁssg
BACKSPACE and deletes the last character she's typed. Re-inserts it.) Can I leave it like that? '
Yes, if you wani to. '
4. Delete characters
(Positions the cursor.)
Which “v" are you going to delete?
I don't know. Do I need to have a space here? (Presses the space bar. Finally manages to deleted the character
after several re-positionings and backspacings.) Somehow I'm not doing this right. Is there a delete button on
this? [Even though she's just been using it.] (Uses the arrow keys to position the cursor and deletes the other
characters using BACKSPACE.)
5. Delete words
You've got four words here and you want to delete three of them. It says here you can mark them with the
mouse. Can you think how to do that? Any idea?
(Pops up the Format menu.)
So what are you doing now? What are you looking for?
See if there's anything that just says like you know . .. (Looks at Search.) Change. (Reads the instructions.)
You can mark the words with the mouse. (Drags the pointer over a word and nothing happens.) You can mark
them with the mouse . . .
(Explains that she has to mark the words to identify the text to be deleted.)
Oh, I don't know. (Pops up the Edit menu.) Select all. (Pops up the Style menu.) No, I can't think what to do.
(Reads the instruction again.) You can mark words with the mouse and delete them.
(Starts reading the manual.) Select text, press and hold the mouse button and drag it across the word.
How do you get text?
Well, the text on the screen.
Oh, right. (Marks a word with the mouse.) And now what?
Delete the word. What about BACKSPACE?
(Presses BACKSPACE and the word is deleted.) Got it. (Highlights the other words and deletes them using
BACKSPACE.)
6. Delete line
(Marks the line and deletes it using BACKSPACE))
7. Double spacing
Ay idea bout how to do double-spacing?
Insert another line.
For the whole document.
(Pops up the Format menu.) Insert ruler, Insert page, Insert Page break, Insert ruler. We don't want a ruler, or do
we? (Reads other options.) Set page (selects Set page). New page number, no we don't want that (presses

Cancel). That was a waste of time.
(Starts reading the manual.)
(Pops up Format again.)
Any ideas?
(Selects Insert ruler. Points to the spacing boxes.) Those ones there? (Points to the double-spacing icon.) Is
that double-spacing?
Yes.
(Selects’it) Yes, yes.
It hasn't done the bit at the top of the document.
Well we don't want that anyway.
It say you should do double-spacing for the whole document.
We go to the beginning first I suppose.
Yes.
So we want to go up. (Does.) Right. (Points to the 1.5 spacing icon.) Is it that one.
That's 1.5 spacing.
So that's one's right?
No. It's the other one. )
Oh right. (Clicks on double-spacing.) So now we've got the stupid ruler in there.

Can you get rid of it. _ '
Yes. (Pops up the Format menu.) Hide rulers. I don't want to hide both I only want to hide one.
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Surely if you put it in there must be a way of getting rid of it completely.
Well, ho‘w did I getit? Iinserted a ruler. . . mayhégif L g(Sclcc{s Inserlpru ler);gain.)
You've got two now.
I had that Cancel thing. Edit, Edit, Edit. (Pops up the Edit menu.) Undo In i
the Edit menu again.) Redo Insert ruler. Nowpwhgt? ) WGP, ko M
Can you get rid of the other one as well?
I'suppose I could delete it but that would take ages.
How would you delete it then?
The whole thing?
Yes.
I don't know. (Clicks on it and manages to highlight it. Clicks somewhere else and the highlighting i ;
Highlights it again.) : b s s
So how do you delete?
(Presses BACKSPACE and deletes it.)
8. Single spacing
What do we do? (Scrolls back to the top of the text and points to the 1.5 line-spacing icon.) So this is single?
(Points to the single-spacing icon.) Oh, this one. (Selects single-spacing.)
9. Centre paragraph
(Points to the Format.)
What are you going to do.
Centre the text. Is it not already in the centre?
No, it’s justified right and left. (Explains what centred text is.)
(Pops up the Format menu and selects Insert ruler.)
There must be something for centring if.
There, there, that one. (Points to the centring icon.) But only in this paragraph. If I do that surely all of that
(points to the text below the ruler) will be centred as well.
Yes.
Don't know. Maybe if I put a ruler there (points above the paragraph to be centred) and a ruler there (points
below the paragraph).
Yes, why not. What are you going to do about that one [the ruler previously inserted].
Getrid of it. (Selects Undo insert ruler from the Edit menu.) Where is the stupid cursor? (Positions the cursor.)
I want the cursor to be there.
Yes.
(Goes to Format and selects Insert ruler.)
And now centre it.
So if I do it now then everything below it will be [centred].
(Positions the cursor below the paragraph and gos to Format and wants to select Insert ruler.)
Are you not going to cenire it then?
Do you want me to do it now? But that will do everything.
But you can stop that.
(Selects centring.) But then all that's centred as well.
Now you can put . . .
Oh, right. (Pops up the Edit menu.) Undo rule change. We can forget that for now. (Goes to Format.) No,
wait. (Positions the cursor below the paragraph and then selects Insert ruler.) Insert the ruler there, and then we
want to (selects the align justify). And then I want to get rid of all these rulers don't L.

Yes.
I did that before didn't 1.
You deleted them before.
(Pops up the Edit menu.) Under ruler change, no. So I have to delete them? I don't know.
What do you think?
I don't know. (Looks at the menus. Pops up the Format menu.) Can we hide them? Or do we want to get rid
of them?
Hide them. What do you mean by get rid of them?
Well we don't want them. If we hide them will it hide the first one as well, or does that not matter?

Not really, but it's up to you. _ _
Ah, we'll delete them. (Proceeds to delete the second one. Realises that it's undone the formatting. Inserts the

ruler again and changes the formatting.)
So what is the other option then?
Hide it I suppose. (Pops up the Format menu and selects Hide rulers.)

10. Underline word, embolden word "
(Pops up the Style menu.) So can I just underline now? Where's the cursor? (Positions the cursor at the

beginning of a word and selects underline. Nothing happens.)
What are you trying to do?
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_(Pops up the Style menu again.) Underline. But you have to tell it which word you want don't you? I would've
just put the cursor there, but. (Pops up the Style menu and selects Underline. Nothing happens.)
Well you've got to tell it somehow what you want to underline.
Yes. (Pops up Style again.) It says 9 point here.
(Explains what point sizes are.)
Ah. So we've got to. (Positions the cursor within a word and selects Underline and nothing happens.)
Could we mark the word itself do you think.
(Marks a word and selects Underline and the word is underlined.)
Can you put another word in boldface?
How do I get rid of the black again.
Just click somewhere else.
(Marks another word and selects Bold.)
11. Cut and paste
Presumably (marks a paragraph) you do that first. (Pops up File, then Edit.) So Cut it first and then . . .
(selects Cut).
What are you going to do now?
Pasting it. (Points at Edit.) I better go to the beginning first. (Starts scrolling up.) It [the paragraph] has gone
now.
Yes, so what are you trying to do now.
(Positions the cursor at the top.) Put it here. (Selects Paste.)
12. Print
(Pops up the File menu and highlights Print.) How do I get it to print it all?
What do you want to do now?
(Scrolls to the top of the text) Then it will do it all.
What are you going to do now?
Well I have to black it all . . . (Proceeds to highlight the whole document.) But you couldn't really do this with
a big thing [document]. (Selects Print.) [The printer dialogue box appears.] What do I do here then? Do I just
do OK?
Yes
Quality, All, Automatic?
Yes.
(Clicks on OK.)
13. Quit document
How do you think you can leave the document?
(Pops up the File menu.) Save as.
Do you want to save it. It says we should just leave it?
Quit?
It's up to you.
Can I not save it as it was before?
No.
So, I just quit and that's it? (Selects Quit.)
14. Create a document

[Runs out of time.]

15. Save a new document
P - ject 11

1. Save file

I don't know what to do.

Try pointing at the command at the top and clicking.
(Fumbles for a while, finally clicks on File and selects Save.)
2. Change margins
(Doesn't understand what to do.) _
(Explains what a margin is.) What do you think you need to do to change the margin? Change the left
margin?
I've got no idea. . 5
Do you see anything on the screen that's going to help you:
(Points to the ruler.) Maybe I've got to move that [ the scale].
What do you think it is?
Some kind of measurement. Would it be Style? (Pops up the Style menu.)
What exactly are you looking for now? ) _ _
I just wondered{fStyl):a had anything to do with the way it was laid out. So if you wanted to move it across . . .
But there seems to be nothing in there.
And if you try something else.
(Pops up the Format menu.)
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¢ do;:s there anything in there ?
't know if these would be any good (points to the bottom f
What do you think they nu‘ghf af';o? N i
(Highlights Align right.)
_ Wpich do you want to do? Do you want to move the left margin?
(Highlights Align left. Nothing happens.)
What's that done?
Nothing really. So that's no good.
(Pops up the Edit menu.)
Try something different see if anyrhing else happens.
(Selects Align right.) [The paragraph in which the cursor is is set to align right] It's done something to the

Why did it do that paragraph?
Because the cursor was there. So if we put the cursor on each line - would that work? (Positions the cursor in
another paragraph and selects Align right)
What has that done?
(Points to the line.)
" It's just moved the first line. That's where the flashing cursor was?
es.
It doesn't seem 1o be doing the right thing. Where do you think the left margin is at the moment?
Where is it?
Yes.
(Points to the left hand side.) All of this is the left margin (points to it).
(Explains to her again what margins are.)
(Selects Align centre from the menu.)
The paragraph below you selected Align right. What is that currently aligned to? How far right has it
?

6. 1don't know what the measurement is.
Is there any way the program might be telling you how far right it's gone?
(Points to the scale on the ruler.)
All the lines start on a different position on the left. But on the right hand side, where do they all finish?
That's 6.
And on the left in the other paragraphs where does that start?
That's 1.
I think you're meant to put it betwveen I and 2.
Oh, I see.
Do you think that this at the top [the ruler] tells you anything else apart from how far across the page you
are?
(Points to the spacing and alignment icons.) These might be pattemns in which the page might be set out.
Anything else?
I don't know. I'm confused. I'm not sure what I'm supposed to be doing.
Shall I look up left margin for you? (Starts reading the manual.) Okay, it says on the ruler there's a left
margin marker and a right margin marker, little triangles like this (points in the manual). And it says to
change them you just drag the marker to where you want it.
With the cursor? (Points to the left margin and paragraph markers, Tries to drag them. Marks the ruler by
accident.)
Try moving it [the mouse] when you press it as well.
(Grabs the paragraph indent marker and drags itto 1.4.)
It says the left margin marker is the triangle.
(Moves the left margin marker to 1.5. Points to the paragraph with the modified formatting.) [ have to put that
back now don't I?
Ahah.
(Sets the three top paragraphs back to align left.)
The first line of each paragraph is slightly different. I wonder if we can get that back. The margin’s now
1.5 isn'tit?
Yes. (Selects Align left from the Format menu.)
That didn't do it.
No. (Clicks on the second line in the paragraph and selects Align left.) [Nothing happens.]
If the text is at the right hand margin, marked by the triangle and there is something further left than that . .

T‘hez:e's that one [the indent marker].
I wonder what that does. You moved that didn't you?
Yes. Shall I move it back?
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Move it somewhere else.
Do I move it back to 1? (Does.)
We have 1o change the right hand margin as well 10 6.5.
(Does.) [Moves on, but the paragraphs are extended.]
3. Insert word
(Moves the pointer to the text insertion point and clicks the cursor.)
You want 1o type a word in.
Okay. I don't have to move these [the other words] across?
Try it anyway.
(Types the word.)
4. Delete characters
C;(P:i:_ions ul:emcursorq with the mouse. Clicks before and after the letter to be deleted.) Can you actually put the
on ?
v Which letter did you want to get on to, the one you wanted to delete?
es.

_ﬂ:’eu You can't get on the letter. You go next to a letter somehow.

(Positions the cursor again.) Then (pops up Spelling, Format, and Edit). I'm stuck.

If you were using another machine what would you do?

You'd put the cursor on the letter and press delete. [Obviously she is used to systems which use a block cursor.]

Is there any button which says DELETE on it?

Not t)l’ml I can see, no. Shall I try pressing a few?
es.
(Looks at the keyboard.)

What do you think BACKSPACE would do?

Go back I suppose. [Interprets BACKSPACE as back one space.]

Do you want to try it?

(Presses BACKSPACE and the character is deleted.)

8o that did delete one of the v's?

Yes. (Proceeds to position the mouse and delete another character by pressing BACKSPACE.)

(Explains that BACKSPACE deletes to the left of the cursor.)

(Proceeds to delete the rest of the characters in the same way.)

5. Delete words

(Positions the cursor at the end of the word and presses BACKSPACE. Hesitates.)
Do you want 1o delete the whole word?

Yes.

Maybe you can delete all the letters.

(Proceeds to delete by BACKSPACING over the whole word. Deletes some of the other words in the same
way.)

Did you find out how to mark words?

No.

How do you think words might look when they are marked?
With a black border.

Was that the black border you had before?

Yes.
Do you remember how to do that? Try and do it again.
I think I did it accidentally before.

Perhaps you can move the mouse at the same time and pressing the button.
(Does and highlights a word)

How do you delete it?

(Presses the BACKSPACE key.)
That seems t have done it.

6. Delete line

(Marks the line and deletes it by pressing the BACKSPACE key.)

7. Double spacing

So double-spacing means that the space between the lines is twice as big as it is now.
Did you see how to do that earlier?

No. (Pops up Edit, and Format.)
Did the ruler have anything?

Can't remember.

Do you want to have a look and try? :
(Scrolls to the top of the document and looks at the ruler. Points at the paragraph indent marker.) Would it have
anything to do with those ones.

That was the margin wasn't it?
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(Points at the left margin marker.)

Yes that was the margin. That was rieht. What do th
T s . 8 e boxes on the ruler mean?
The 7 boxes yes.

I would have thought it would have 1o do with the la i i i
€ the yout of the lines. (Looks at the boxes again. Points at the
dout:‘leh-;gamng icon.) Maybe that would give it the extra spaces and make it bigger. *

(Selects it)
There’s quite a lot of space there isn't there?
(Selects 1.5 line-spacing.)
How much space do you think there is between the lines now?
I suppose it's double what it was before. [Difficult to tell.
8. Single spacing
Can you get it back to what it was before.
(Clicks on the single-spacing icon.)
9. Centre paragraph
Perhaps we could centre the text, but only in this paragraph. But that's different. That's got nothing to do with
anew ruler. [Seems to remember the align commands from the Format menu .J (Pops up the Format menu and
selects Insert ruler.) [The ruler is inserted in the wrong place.]
Where did the ruler go. Where did it put it?
Here (points to it).
Why did it insert it there?
Because of the cursor. (Points to it.)
Because of where the cursor is. That's right.
But we want it here. (Points just above the paragraph to be centred.)
That's right.
(Positions the cursor and selects Insert ruler.)
Okay. And now you want to centre the text.
(Hesitates,)
(Explains what centring is.) So how do you make the lines move towards the centre.
Move this (starts dragging the left margin marker). Would the centre be exactly half way between the two?
(Positions the left hand margin marker midway along the scale.)
The text isn't in the centre any more is it?
(Puts the left margin back to 20.)
Well you did something similar before when you tried to put the margin all to the left or all o the right
didn't you?
(Pops up the Format menu and selects Align right.)
So what did that do? That's all right aligned. How do you think you could put the text in the cenire?
(Pops up the Format menu again and selects Align centre.)
Right.
Dol hagve to press it again? [The paragraphs don't look properly centred because of the difference between the
indentation and the alignment.]
Okay. See if that makes any difference.
(Selects Align centre again.) No that doesn't make any difference. So that's it.
Yes, so that's centred.

10. Underline word, embolden word ) _
(Pops up the Style menu. Positions the cursor at the beginning of the word and selects Underline. Nothing

happens.)
That didn't do it. What do you think it did?
What did it do? Nothing as far as I can see.
Anything you could do?
Put it in the black outline. (Marks the word and selects Underline. Marks another word and selects Bold.) What
does boldface mean?
(Explains.) . o
(Pops up the Style menu again, selects boldface again thereby de-selecting it.)
What has that done there? Try again and see exactly what you did?
(Selects Bold again.)
What do ;gu think it's done? Can you see any difference between the old word boldface and the new word
2
(Removes the highlighting.) Yes. It looks darker.
That is bold.
11. Cut and paste
Should I put it all in black outline.
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Yes, put it in black.
(Marks the paragraph. Points to Edit.)
What do you want to do exacly?
Move it to the beginning.
By cutting and pasting. What do You think that means?
Taking it out and moving it up I suppose.
Okay, how do you take it out?
(Selects Cut.)
So now move it to the beginning.
(Selects Paste.)
Where did it move it to?
Just put it back where it was.
Do you think there is any way of . . .
If you move the document back up maybe.
So do you want to cut it out again?
(;c:;‘k)s the paragraph again and selects Cut. Scrolls to the top of the document. Positions the cursor and selects
Where did it put it exactly? How did you tell it to put it there?
By putting the cursor there.
12. Print
How do you think you can tell it to print?
I'm not sure at all.
" How do you think you might be able 1o tell it? I mean it's a command isn't it?
es.
So where would you find the command?
I don't know.
Would it be on the ruler?
I wouldn't have thought so.
So if you don’t think it’s on the ruler . . .
(Pops up Edit.) Are we going to tell it to Copy?
Why do you think it's Copy? Where else could it be?
(Pops up File menu.) Print. I better put the cursor back to the beginning. (Does. Selects Print.)
[Runs out of time.]
13. Quit document
14. Create a document
15. Save a new document

ison- ject 12

1. Save file
(Points to the File menu and clicks on it twice. Pops up the File menu again and selects Save as.) [The save as
file dialogue box appears.]
(Tells subject to click on Save.)
(Does.)

2. Change margins
Do you know what the left margin and right margin are?
Well, that's sort of the tabulator isn't it?
(Explains what the margins are.) Can you find out how to change them? -
Well, we want a list of commands don't we? Try Format (pops up the Format menu, selects Align left),
[Nothing happens because the cursor is not in a paragraph.)
What does that do?
Well the cursor moved . . .
Try again.
(Selects Align left again.) [The paragraph with the cursor in is left aligned.]
Did you see it do anything? '
(Selects }:lign left.) No I didn't see anything. (Selects Align left.) What else is there (pops up t.bc Format
menu). When it says . . . let’s get rid of that [the Format menu] then. [Lets the menu go and selects Hide rulers

by mistake.] Oops.
What did you do.
It doesn't matter. It says left margin to 1.5.
(Explains again what the margin is.)
What is font? Pops up the Font menu.
What did you actually do last time?
(Pops up the Format menu again. Highlights Set page.) I put Set page.
You didn't actually press that did you?
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No. C\}’hal does Set page do?
an you select the Show rulers? Back at the top [of the Fo ;
That wou'id be a good idea then. (Selects Show rulefs{)f e
Thar's okay, you've got the ruler back now. Now you want to move the left margin to 1.5.
g;’c‘:sfsa‘;:m the anaullf&h Wi;tghh!g; pl::?llsn)lﬁr.) Which is that one. (Clicks, thereby highlighting the ruler by accident
mﬂffo You think the left margin is at the moment. Does the ruler tell you where the left margin is as the
It's at one point something. Looks like it's between there and there. (Points to the left and right margin markers
and the space in between. Points to the right margin marker.)
So you want to change that to 6.5.
(Grabs the right hand margin marker and drags it 10 6.5.)
Yes, that's 6.5.
(Grabs the paragraph indent marker and drags it to 1.5.)
What has that done?
m':gllﬂ;c)iﬂdcmﬁﬂn of the paragraph. So [I'll have to drag this other thing. (Drags the left hand margin
3. Insert word
There's a missing word. Do you want 1o type it in where it should be?
(Moves the pointer and clicks in the correct position. Drags the cursor thereby highlighting the space.) Um!
Do I have to make a space there?
That's a space already. There is a space between the two words.
So shall I try to type it in? (Starts typing the word.)
4. Delete characters
(Positions the cursor behind the character to be deleted. Pops up Edit, File, then all the other menus.)
Have you seen anything that might help you to delete the text?
(Looks at the Spelling menu.) Spell word? Can you look at the dictionary perhaps? (Selects User dictionary.)
[The dictionary dialogue box appears.]
What do you think that does?
It gives you a few options here what to do.
What do you think that does?
Remove letters?
From what?
(Looks at the dialogue box again.) Ah, [ see. I don't want this. How do I get rid of the whole thing? (Doesn't
know how to get out.)
(Tells subject to press Cancel.)
(Pops up the Spelling menu again.)
I don't actually think you should do it by using the dictionaries?
Okay. (Tries to highlight one letter.)
Okay, you want 1o delete one letier. How do you think you can do that?
Type over it.
But here you want to get rid of it altogether.
(Tries to move the cursor by dragging it and therefore keeps on highlighting pieces of text. Marks the whole
word.)
You just want to get rid of the letter don't you?
(Positions the cursor behind the letter eventually.)
You've got the cursor in there now.
(Marks the letter,) Press delete?
Ahah.
Is there a DELETE button?
Edir.
(Pops up the Edit menu, lets it go again.) Yes, there is a delete. There should be. (Looks at the keyboard.)
That one? (Presses the left arrow key, which remove the marking.)
What did that do?
Just moved the cursor. (Marks the letter again.)
What other keys could you press?
SPACE? BACKSPACE?
Try BACKSPACE.
(Presses BACKSPACE twice. Tries to move
the cursor.)
What are you going to do?
I want to move the cursor down there. E——
You've done it before. Didn't you just press the mouse button 1o position it

the cursor to the next word by dragging it. Struggles o positioa
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The mouse bul:llon‘? (Still tries to drag the cursor from its current location. Eventually decides to position the

cursor using the arrow keys and uses the mouse to highlight the word to be deleted. 1 {

BACKSPACE ghlig e Deletes by pressing
(Tells the subject to position the cursor by clicking the mouse and then just using BACKSPACE 1o delete.)

(Does, and proceeds to delete the remaining characters in the same way.)

5. Delete words

(Marks a word ad deletes by using BACKSPACE. Deletes the other words in the same way.)
6. Delete line
(Marks the line and deletes by pressing BACKSPACE.)
7. Double spacing
[Subject believes that double-spacing refers to the spacing between words.)
(Explains what double-spacing is.)
(Pops up File, Format, and Style.)

So what are you looking for? Are you looking for the word double-space somewhere?

(Pops up the File menu again.) Page setup? (Selects Page setup.) [Page setup dialogue box appears.] (Selects
Cancel. Goes through the menus again.) No.

(Explains again what double-spacing means.)

What el._se)could you try if you can't see it on the menus? (Goes through the menus again. Selects Set page, and
cancels it

What did the ruler do?

(Selects Insert ruler. Points at the spacing boxes.) What are these things here? (Points to the double-spacing
box.) Ah, that. (Selects it.)

Is that double-spacing ?

Well, that looks like two lines between each line. [Difficult to tell.]

How could you get slightly less?

Here. (Selects 1.5 line-spacing.) So the other one would have been triple-spaced?

Okay.

8. Single spacing
Try and change it back to single-spacing.
(Selects Insert ruler and selects single spacing on it.)
Couldn’t you have used the old ruler for that?
Sorry?
Is the old ruler still on the page?
(Scrolls up.) Yes, we've got two rulers.
Maybe you could delete one of them.
(Can't work out how to delete a ruler.)

How do you delete several characters at once or a word. There might be a way to delete a ruler like that.
(Tries to mark the ruler by clicking on it and can't find the right spot.) I'm not sure there is.

You made a ruler go black a while ago. Try to click on it somewhere.

(Clicks on 6 lines per inch by accident.)

(Tells the subject to de-select the 6 lines per inch option.)
(Pops up the Edit menu.) No. (Pops up Format.)

How did you make the ruler go black?

Go black?
Um.
With the cursor. No idea.

Can you just press the mouse button on the ruler somewhere?
(Does and immediately highlights the ruler.)

And you want o . . . )

I can delete it. (Tries to click mark the second ruler as well. Presses the BACKSPACE key deleting the first
inserted ruler.)

Now that double-spaced again. Can you select single-spacing?

(Does.)

9. Centre paragraph

Centre the text in the middle of the page?
Ahah.

But it is isn't it?

(Explains the difference between centring and align justify.) . 4
(Mumbles) . . . move the ruler then. (Tries to grab the left markers and marks the ruler by accident.) I ffhdnt
want to do that. (Moves the paragraph indent marker to the left. Moves both the left markers to 1.) That's not
centred.

That's still not centred. No.

(Points to the right hand margin marker.) That one to the end?
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Try.
(Drags the right hand margin marker to 7.)
That's still not centred is it?
What, it's straight on both sides?
That's right.
(Brings the right hand margin marker back 10 6.)
Explains centring again.
(Points to alignment icons on the ruler.) Oh, I'see. (Selects the left align icon.)
What did that do?
(Points to the line-spacing icons.) Those ones make them all the same length an inti i
o) s s A, g d (pointing to the alignment
How doesn't that one make it the same length, the one you just pressed? What difference would that make
to the screen?
Um. (Clicks on single-spacing.) It's on that one. (Clicks on right align.)
What's the difference?
Well it's aligned it so that it's straight down this right side. (Selects left align.) So it's straight down that side
[left], but it's not centred. (Points to the centring icon.) How about that one? (Selects it.) That's not centred.
That's centred between the two margins.
Itis? So that's centred then. [The subject didn't really what centring was supposed to look like.]
[Subject moves on to next task.]
10. Underline word, embolden word
(Pops up the Style menu - all choices are greyed since the ruler is still highlighted. Tries to select Underline and
nothing happens. Tries again and nothing happens.)
Doesn't let you do that does it?
(Pops up the Style menu again.) Do you use the letter "U"? [The keyboard accelerator.] (Tries to select
Underline again.)
It's not letting you do anything at all.
(Pops up the Style menu again. Points to the point size options at the bottom of the menu.) Is this thickness
of the line? (Tries to select a point size.)
Which word do you want it to make underlined? Say you want to make it underline the word underline.
(Marks the word underline, thereby de-selecting the ruler. Pops up the Style menu and selects Underline.)
That's worked hasn't it? Can you get the word boldface printed in boldface?
(Marks the word boldface and selects Bold.)
11. Cut and paste
(Pops up Style, then Edit.) Yes.
So it's Cut and Paste.
(Pops up the Edit menu again.) Oh yes. Okay. (Marks the paragraph and selects Cut.)
Now you want to move it to the beginning of the texi.
(Starts scrolling up and scrolls to the top of the text and selects Paste.)
Where has it [the paragraph] gone? That's exactly where it was. . . Why did it put it there? Why did it
paste it there?
Let me just have a look at this. (Pops up the Edit menu.)
How do you tell it where to paste it?
How should you tell it? (Looks at the Edit menu.) Select all? No. Oh, press it . . . (Marks the paragraph
again and selects Cut.)
How do you tell it 1o paste it al the top?
(Scrolls to the top of the document and positions the cursor.) Put the cursor there. (Does and selects Paste.)
12. Print
(Selects Print.) [The printer dialogue box appears.]
(Explains the options.)
(Selects a different quality.) That's it then.
How do you get it to print?
(Tries to pop up the File menu.) OK. (Selects OK.) [The printer status box appears.] (Tries to click on
Continue.) [The document is printed.]
13. Quit document
(Pops up the File menu.) Quit.
No, that's quit the whole program.
Page setp. (Selects Page setup.) [Page setup dialogue box appears.)
You just want to leave the document and try something else.
(Clicks on Cancel.) Save as?
It says not to save at all.
Close? (Selects Close.)
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14. Create a document

Now you want to start a new document and write a letter. How do you "o that?
(Pops up the File menu.) New. (Selects New.) What do | do, just type? (Tries to position the cursor lower on
the empty page by dragging it. [Cannot understand why he can't position the cursor anywhere on a blank
document. Tries to use the arrow keys and gives up.] Starts typing a document.)
15. Save a new document
[Runs out of time.]

- 23 - 1
1. Save file
(Clicks oa File and selects Save.)

2. Change margins
What do you think the left margin is now?
One.
Why is it one?
(Points to the left markers.) Because it's in line with that one there. I presume that's the margin.
How do you change it?
Under Format would it be? (Pops up the Format menu.) Can I Align left?
Try and see, see what they do.
(Selects Align left.)
What did that do?
I don't know.
Go and see what Align right does.
Do I have to go back up to Format.
Okay.
(Selects Align right.)
What did that do?
It's moved that over (points to the aligned paragraph). Moved the cursor bit over.
How far across did it move it?
Those are inches are they . . . six inches. (Points to the left side of the scale.) This one wants to be 1.5 then.
So do you go to Format, select Align left and point to how many inches. (Selects Align left and points to 1.5
on the ruler and clicks, accidentally highlighting the ruler.)
What are you doing? Why do you think the right hand side text was at 6 inches?
It's in line with that there [the margin marker] straight down. So do we want to move this lot over to 1.5 and
that lot over to 6.5?
Yes. How do you think the program is telling you where the margins are at the moment.
By putting the scale up on the top, and you just read it off.
It is telling you explicitly where the margins are at present? Or do you just think it's there so that you
know where to put it in in the future?
What do you mean?
Well is it telling you at the moment where the margins are?
Yes, as far as I'm reading it off. (Looks at the ruler.) What about one of these things (alignment boxes). Are
these to do with lines, and moving it about.
What do you think those 4 do?
They seem to align it all up on the left, on the right and . . . This is the one | want because they'll give us an
even margin. (Selects the align justify.)
That hasn't done anything has it?
No.
What are those little blobs there, those shapes on the ruler?
Unm, that is where it is at the moment yes? The right margin. (Points to the right margin marker.)
How do you think you can change it?
(Tries a few times then manages to move it 10 6.5.)
Is that what you wanted?
That's 6.5 isn't it?
Okay. So can you do the left one as well.
(Grabs the paragraph indent marker and drags it to 1.5.) Missed a bit haven't we?
What exactly has it done? _
It's done it into paragraphs hasn't it when a new line's started. [ want the whole lot in. (Grabs the left hand
margin marker and drags it to 1.5 as well.)
3. Insert word
Do you want to type the word in there? o
Can you do that? I have to move everything along then if I want to put it in?

Where do you want to move it to? ) _
I'll have to move this, “the missing word”, and all the rest won't I. [To the right.]
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And you want the word "find” before thar.
Well, I want to type it in.

So how do you do that?

Bac!: to Format? (Pops up the Format menu.) No, I don't think it's that one. Edit (pops up the Edit menu), yes
that's the one. .Cut_, quy, would that be a Cut? (Selects Cut.) (Gets a warning that the ruler can't be deleted.)
[The ruler is still highlighted.]

Why is it talking about the first ruler? Why did it think you wanited 1o cut out the first ruler?

What's the first ruler?
(Points to it.)
Oh that will be the size of the page won't it?

Why did it think you wanted to do something with that?

Prqbably because I pushed Cut ruler or something. Cut down the size of the page or something? Got to get rid
of it now. (Clicks on OK to get rid of the dialogue box. Retumns to the sentence where the word has to be
inserted.) I want to move these across, all the sentence.)

Why don't you try to type the letters "find" in first?

What, just in there? (Points to the text insertion point.)

To the left of that don't you?

I just type it in above it. (Starts typing. Again gets the message that the first ruler cannot be deleted because
the ruler is still marked. Clicks on OK to remove the message box.)

Where did you want the text to appear? How do you make it appear there apart from just typing them?

How are you telling the computer you want the letters there? What about the cursor?

So do I have to go and click? (Tries to position the cursor by dragging it from its cusrrent position.) So how do
I move the cursor about? Can you just move the cursor somewhere or do you bhave to make it all black?
Is there some way you can put the cursor sort of up on the mouse and then position it where you want it?
The cursor id there at the moment. What would happen if you just put in the word "find"?
Well I could move them on this as a word. (Types "find" at the current position.)

So the letters went in where the cursor is, but you actually wanted them to appear between those two words.

Where would you put the cursor if you wanted it to appear between "and" and "the".

(Tries to move the cursor by dragging it. Manages to position it at the text insertion point.) Shall I just type it
in?

Why don't you try it?

(Types the word "find” in.)

4. Delete characters

So I want to move the cursor again in front of these extra letters. (Looks at the keyboard.) There should be a
delete button on here somewhere.

Which one do you think it might be?

I don't know. On the other hand is it one of those with an arrow? Shall we move it? Might as well get it there.
(Positions the cursor by dragging it.)

So how would you delete that? o _
BACKSPACE? (Deletes the character by pressing BACKSPACE. Deletes the remaining characters in the same
way.)

5. Delete words
We've got words now. ——
ng 1o delele rhose:
(Pos{;gsatrlfc“:ufso(;ril the end of a word and proceeds to delete by backspacing. Proceeds to delete the other

words in the same way.) _ .
It says here you can mark words with the mouse and delete them. How might you mark words with the
mouse?

(Marks a word and deletes it.)

6. Delete line _ -

So I've got to get rid of the whole line now. (Still struggles to position the cursor. Eventually manages to

mark the line with the mouse and deletes it.)

7. Double spacing )

Double-spaced as in the type being double-spaced and the lines.

Yes, that's right.

A style would that be? (Pops up the Style menu.

anything.

What else could you do?

Format again. (Pops up the Format menu.) Can you do that

Or one of these perhaps. (Selects the 1.5 line-spacing icon.)
Is that double-spaced?

Did I just do that?

Tries to select a larger point size.) No, that hasn't done

with a ruler, it's at the top. (Selects Insert ruler.)
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8. Single spacing
Do you want to change that back?
(Selects single-spacing.)
9. Centre paragraph
Insert a new {uler. (Pops up the Format menu and highlight Insert ruler.)
Don':‘::om's l; going 1o insert the new ruler?
w. I'm not quite sure about these rulers. (Re i i i
But where do you want to insert it? (Reads the instructions again.) Insert a new ruler
Between these (points above the paragraph (o be centred).
. How would you tell it 1o do that? Where did it put the last ruler?
y the cursor. (First tries to position the cursor b ing i ighli
Highlights Insert raker.) pos y dragging it, then highlights the paragraph to be centred.
What are you trying o do exactly?
(Selects Insert ruler, which is inserted over the marked paragraph deleting it.)
The text has disappeared.
Or is it under the ruler? It's disappeared somewhere.
Maybe you did the wrong thing.
Yes.
You can undo the change somehow.
(Pops up the Format menu.) Hide rulers? (Selects Hide rulers.) No, that [the text] is still lost.
See if there are any other commands.
Search for it. (Pops up the Search menu.) I could find page 1. Are there no pages numbered?
You are on page 1. Where was the text you wanted (o find, was that on page 1.
No, that was on the second screen. Does each screenful count as a page?
Might be a page on the printer. So, how do you think you could undo the change? I think there's a
command for it somewhere.
File (pops up the File menu). (Pops up the Edit menu, then lets it go.)
It says something about undo there . . .
Can't Undo.
Okay, maybe we've lost it altogether. Try and centre that paragraph.
(Inserts a ruler immediately below the another one which is now displayed also. Pops up Format menu.) Align
centre?
See what that does.
(Selects Align centre from the Format menu.)
Don't think so. What's happened to the cursor?
The cursor's gone to the cenue . . .
Try moving the cursor to the text of the paragraph you want to change.
(Marks the paragraph to be centred but then marks one of the rulers at the same time, removes the marking.) [
don't want to black it out, got rid of it all last time I did that. (Marks the paragraph again and selects Align

centre from the Format menu.)
That's right, that's in the centre.
How do I get rid of these rulers now?
Don't worry about that.
10. Underline word, embolden word
Shall I underline "underline™?
(Highlights the word.) Style. (Pops up the Style menu and selects Underline, then selects Bold.)
11. Cut and paste

(Marks the paragraph.)
What are you trying 1o do?
I've seen that moving and pasting under Edit. (Pops up the Edit menu.) Cut (Selects Cut)
And it wanted you to paste it at the 10p of the document didn't it? _
(Scrolls to the top of the document and positions the cursor.) Edit. (Pops up the Edit menu and selects Paste.)
12. Print
Is that there? (Pops up Edit, then File.) Print. (Selects Print.) [The printer dialogue box appears.] What have
I got Automatic feed? From what to what?
What does that mean?
Well from the computer onto a bit of paper.

I'm not sure it means that. (Explains what it means.) _ _ _
(Clicks on some selections even though they are selected.) And now tell it OK? (Clicked on OK.) [The printer

status box appears.] Continue, yes. (Clicks on Continue even though it is greyed.) [The document starts
printing ]
13. Quit document

How do you leave the document.
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(Clicks on File and highlights Save as) As what?
You're not supposed to save it.
Quit, yes?
T?’lal would leave the program, but you still want to do something else.
Try that.
(Selects Close.)
14. Create a document
You want a new document, a new file acrually.)
(Pops up the File menu and selects New.) I wanted a new document. | got one. (Looks through the menus.)
What are you looking for?
:4ookm)g for if you want to write a letter it might have something in it. [A standard letter format.] (Starts
yping.
15. Save a mew document
\_Vhere is the save? (Pops up the File menu and selects Save.) [The save file dialogue appears.] (Looks at the
list of current names. Clicked on the Save box which is greyed.) Save.
You need to give it a name.
(Enters a name and selects Save.)
i - je 14
1. Save file
(Pops up the File menu.) I'm trying to get onto Save. Do you use these? (Points to the arrow keys.)
No. You can just pull it down.
(Selects Save.)
2. Change margins
(Points to the ruler and tries to click on 2.5 on the scale and marks the ruler by accident.) Why isn't it doing
anything?
What are you trying to do?
I tried to click there. That's 1.5 isn't it?
Where abouts do you think the margins are at the moment?
(Points to the left markers.) Oh, is that the margin?
How about the right margin?
(Points to the right band margin marker.) There. (Returns to the left markers and tries to move them.)
You thought the right margin was at 6 and the left was at 1? What makes you say that, because it looks it?
(Points to the left and right markers.) It's just these two.
Do you think these control the margin? How might you change them?
(Points to the 2.5 again.) Is it here?
If you move the left one 1o 1.5.
Oh, I see. (Points to 1.5.) There. (Clicks.)
Try changing the right one first.
(Tries to move the tab marker, but has problems getting it to move.)
Try pointing a lintle bit lower.
You mean with the mouse? (Clicks the pointer in the text, thereby un-marking the ruler.) So that's it is it?

(Points to the tab marker.)
Not quite, I think the right margin is at 6 inches. (Has problems controlling and manoeuvering the mouse.)
(Explains how to move the mouse.)
(Eventually picks up the tab marker and moves it to 6.5.) Is that the right (correct) one?
That's done something, but you haven't changed the margin. You still got the left hand side at 1 and the
right hand side at 6. So you want to change 6 10 6.5.
(Grabs the right hand margin marker and drags it t0 6.5.)
Ahah.
I've got to move this two, (Grabs the left paragraph indent marker and drags it.) Is that the indent marker?
[Doubtfully.] (Drags it to 1.4.)
What difference did it make?
Don't know. Did I move that?
(Explains what paragraph indentation is.) )
So. (Grabs the left margin marker and drags it to 1.5. Adjusts the paragraph indent marker to 1.5 as well.)
3. Insert word
I think it wants you 1o type in the missing word.
(Positions the pointer and the text insertion point and types in the first letter. Pops up the Format menu.)
What are you looking for?
Is it justify . . . no, that's changing it all. Insert ruler?
What happens when you just type the word insert or whatever? What happen.? then?
1t [the pointer] wasn't moving. (Lets go of the menu and selects Insert ruler by mistake.)
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What would happen if you just typed in the word?
(Types the word in, which is entered at the current cursor position.)
Where does the word go?
Oh, it's there. (Points to it on the screen.)
But you want it down there. How do you make it appear down there?
Move it, no? (Tries to drag the word.)
How would you move the cursor between the words?
(Clicks to position the cursor in the correct place.)
) Now you've got the cursor there. How do you make the letters appear?
Ed_lt? (Pops up the Edit menu, then pops up the Format menu.) Do you go to that? (Highlights and selects
Align right.)
Oh no. That didn't do it.
It just set the . . .
It moved the paragraph didn’t it?
(Pops up the Format menu again.)
But you want to make the letters appear there?
How did you make the word "insert” appear up there?
Just typing it. Idon't know, I didn't sce. 1 didn't see how it got there, I just typed it in.
If the cursor's there what would happen?
(Positions the cursor at the beginning of the word “insert".)
Try typing now. Where would the word appear if you typed it now?
(Still tries to move the word by dragging it. Highlights a line of text, starts typing and overwrites it.)
What happened there ?
Itinserted it . . .
There was a lot more text there before, where did it go? What happened 10 it?
It went up. It's just gone up the screen hasn't it?
Can you try and find the old sentence that was there?
(Scrolls up and down looking for the missing text.)
Why did the text disappear?
Can't tell you.
Well it was sort of reversed [highlighted] wasn't it?
I can't see when that's happening you see. [She's looking at the keyboard or mouse when she's operating either
of them rather than looking at the screen.] (Moves the pointer around the screen.) So you've got to press it first
and then type it. (Tries to position the cursor and type the word, but gets cursor position and pointer position
confused. Finally types it.)
Why did the word "insert” appear there?
Because I was typing it in it was happening in the space.
Why did it appear in that space?
Because the cursor was there.
Okay, right.
4. Delete characters
(Presses the BACKSPACE and deletes the character at the cursor position rather than the one intended.)

Which letter did you delete then?

The "t", It's in that line [where the cursor is] there. But, I can't seem to steady the . . .
The cursor . . .

. . . dead on.
Which ones do you want 10 delete?

I to delete the two i's.

Okay.
(Tries lo);x)sition the cursor by dragging it, thereby highlighting it. Manages to position the cursor the character
to be deleted, then marks the character with the mouse and presses BACKSPACE. Deletes the next character in

the same way. Deletes the other characters in the same way.) [Is always very careful to position the pointer over

the letter to be deleted as well.]

5. Delete words , .
(Marks the first word to be deleted with the mouse and presses BACKSPACE.) If I'd gone along and covered it

all in black would it delete it all in one?
Try it
(Marks the remaining words and deletes them by pressing BACKSPACE.)
6. Delete line
(Marks the line and deletes it by pressing BACKSPACE.)
7. Double spacin o _ .
b i . (Types in a2.) Or is that the first page perhaps. Edit, try Edit. (Pops up Edit,

How do you change that . . : : _
and Format. Looks at the spacing icon on the ruler previously inserted.) Ah! Is that it?
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Okay.
(Clicks on the double-spacing icon.) That's double-spacing.
That's more, that's 3 isn't.
Oh, is that 37 I'll change it. (Clicks on the 1.5 line-spacing.) [The spacing is not done for the whole
document.]
8. Single spacing
Where did the ruler go to?
It's up isn't it? (Scrolls up until she can see the ruler then selects single-spacing.)
9. Centre paragraph
(Pops up the Format menu and selects Insert ruler.) [The ruler is inserted at the cursor position which is below
the paragraph to be centred.]
It's inserted the ruler there. You wanted it below the paragraph to be centred. Why did it appear where it is?
Um, why did it appear there? Perhaps because that (points to the cursor) was there.
You want it in front of the paragraph.
So you want it in front of the paragraph. (Positions the cursor and selects Insert ruler.) Yes, that's right. So
centre, it's something to do with. Is it this one (points to the justify icon)? No.
What's that do?
I'm not quite sure. (Clicks on it, but nothing happens.)
Try pressing it and see.
(Clicks on it, but nothing happens.) I can't think which one centres the paragraph. Oh, is it this one (points (0
the centring icon)?
Try it.
(Does, and the text is centred.)
10. Underline word, embolden word
(Pops up the Style menu and highlights Underline.) Does it say which word.
Underline the word "underline”.
Right, we'll go back to the . . . (Marks the word and selects Underline.)
So, you've done that. Okay. Can you put another word in boldface.
Right. (Selects Bold.) [The word "underline” is both underlined and emboldened.]
11. Cut and paste
(Pops up the Edit menu.)
What do you actually want to do.
I 've to get this paragraph, and I got to sort of get the beginning and the end have I? Or make it dark?
(Highlights the paragraph, highlights Cut.) So you go Cut?
That's right.
(Selects Cut.)
You've moved it from where it was.
Yes.
So now you've got 1o paste il to the lop of the document.
So it's Copy. (Pops up the Edit menu and tries to select Copy.)
That didn't really do anything.
(Pops up the Edit menu.) Undo Cut is it?
That's put it back.
Is it Paste? (Selects Paste.) No. (Pops up the Edit menu.)
Undo Paste.
Try again. (Selects Undo Paste.)
You've got the paragraph selected.
(Pops up the Edit menu.) Redo Paste.
What happened when you cut the paragraph?
(Selects Redo Paste.) It took it completely, it took it away.
It asked you to cut it and then paste it didn't it?
Yes.
So, once you've cut it you wanl [o paste i, you want to pasie it somewhere else. Try and redo the paste.
(Does.)
Have you cut it yet?
No.
Try and cut it again.
(Does.)
Now you want to paste it at the top of the document.
Yes, so do I take that (pointing to the cursor)?
(Scn:):lel':'m the top of the document, and positions the cursor.) Try. (Selects Paste.) [The paragraph is pasted.]

Ah, that's it.

Transcripts-245



12. Print

I've got to print. (Pops up Edit then File. Selects Print.) [The printer dialogue box appears.] (Looks at the

?;,J Quit ducum?nlf) [The printing in progress box appears.] Is that okay? [The document is printed.]

(Pops up the File menu.)
You don't want 1o save do you
Can I use that . . . (points to Quit) . . . Quit?
Quit would quit the entire program.
Save as?
You don’t want 1o save it.
Save as?
Try and select it and see what it does.
Savelament document as "trial”,
t's asking you to save something and you don't actually want ?
(Pops up Edit, then File.) Print? ¥ d ¢ i
You've just printed it haven't you?
Close? (Selects Close.)
14. Create a document
(Goes to File and selects Open.) [Open file dialogue box appears.] Open?
You don't want to do that at all. You want to open you're own new document.
(Selects Cancel. Selects Open again.) Untitled? (Wants to click on Open.)
(Explains that she should have a completely new file.)
(Clicks on Cancel. Pops up the File menu and selects New.) So I just type it in do 17 (Does.)
15. Save a new document
So I take it to File?
You want to save it.
(Selects Save.) [The save file dialogue box appears.]
What name do you want to give it?
(Types in a name and presses RETURN.)

- ect 1

1. Save file
(Clicks on the File menu and selects Save.)
2. Change margins
Oh, I see. Change the left margin to 1.5, change the right margin 10 6.5.

Change the right margin first it's easier. Where abouts is the right margin at the moment?
(Points to the right hand margin marker with her finger.) There.

That's righs.
Go to Format. (Pops up the Format menu.)

Do you see anything that might change the margin there?
(Pops up Edit, File, Format, and selects Set page. Selects Cancel in the dialogue box.)

What did that do?
I don't know. I lost the whole thing there. Nothing happened did it?

I didn't see anything happen on the screen.
I've no idea how to change the margin.

You thought the right margin was at 6?7 Why do you think the right margin is at 67
I don't think that's the margin actually. I was just looking for something that . . . On anything else I've seen
before the line that goes across the top usually denotes where the tabs are and where the margins are. So I
assumed that's what that was. (Points to the scale on the ruler.) But, perhaps for this one you have to look for
it somewhere else.

Why did you say before the margin was at 67
Because of the little black thing there. (Points to the right margin marker.)

Okay, if the black triangle is at 6 now can you change it 10 6.57
Can you pick it up with the mouse and take it?

Try it and see. )

(Grabs the right margin marker and drags it to 6.5. Grabs the paragraph indent marker and drags itto 1.7.)
What's that? What did that do? That's not the left margin is it? _ o
(Points to the left margin marker.) That's the left margin. (Tries to move the left margin marker and highlights

the ruler by accident.) What have I done there?
You just missed it. Try and move it again. S . ]
I've changed the operation, have I sent it 10 off or something? [The ruler is still highlighted.] (Tries again and
drags the left margin marker (o 1.5.)
3. Insert word
(Positions the cursor and types in the word "insert".)
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4. Delete characters

(Positions the cursor using the arrow keys, hesitates.)

What are you doing now?

I was gomg“m"use the keyboard, but having read the instructions you can do it with the mouse. [ was going to

remove the "v". But, I have to tell it that it's got to be removed,

How are you going to do that?

(Pops up the Edit menu.)

No, that isn't very helpful is it?

(Pops up File, Font, Style, and Spelling, then lets it go.)

Could the keyboard help you at all?

(Presses BACKSPACE to delete the character. Positions the cursor with the arrow keys and presses

BACKSPACE to delete the other characters.)

5. Delete words

(Deletes the words by positioning the cursor and backspacing.)

How do you mark a word with the mouse?

Just go 10 the end of it and click it.

Is that marking a word?

Just go to the end of it and click it, that should mark it.

How do you know something is marker?

Because I'd moved the cursor. (Points to the cursor on the screen.)

6. Delete line

(Positions the cursor at the end of the line.) There's got to be a quicker way than BACKSPACE. I have to mark

the sentence and then just delete it. (Starts pressing BACKSPACE.)

How would the sentence look if you marked it? Cursor at the end?

No, it would be highlighted.

(Asks for another sentence to be marked.)

(Positions the cursor several times. Looks at the Format menu.)

Are you looking for a way 1o highlight a sentence?

Yes. (Pops up the Style menu and highlights Bold.) No, that's just going to turn it to bold isn't it? (Selects

Bold)

What happens when you press the mouse button?

It moves the cursor.

And press the mouse bution at the same time?

(Highlights the line and presses BACKSPACE to delete it.)

7. Double spacing

(Pops up Style, Format, Edit, and File. Starts scrolling up.)

What are you going to do?

I'm not sure. Something's happened, and I missed it. [Possibly confused because the ruler is not at the top of

the window.]

Where else could the spacing be changed apart from one of the menus that isn't there?

I don't know, I really don't. _
What happened to the rule that was on the screen? Where did that go? The one you changed the margin
with.

It's still at the top of the page I think. (Scrolls up.)

Do you think the ruler helps ar all?

6 lines to one inch. (Selects it, then de-selects.)

That's done something but it's not double-spaced. _ ' _ o
(Points at the spacing icons.) I was wondering whether that's close spacing. (Points to the single-spacing icoa.)
And that's double. (Points to the double-spacing icon. Selects the double-spacing icon.)

Is that more than double-spaced do you think?

(Selects 1.5 line-spacing.)

Yes, that's now double-spaces now.

8. Single spacing )

(Returns to the top of the text and selects the single-spacing icon.)

9. Centre paragraph o

(Pops up le')mm idielects Align centre.) [The paragraph in which the cursor was has been centred, which is

not the correct paragraph. ]

What does that do?

Well, yes, I didn't move the cursor,

Okay, so try moving the cursor this time.

(Marks the paragraph.)

Okay.

(Selects Align centre.)
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That's centred isn't it?
Yes.

10. Underline word, embolden word
(Pops up Style and highlights Underline.) How can I cancel from there now because I've realised that I haven't
put the cursor where I want to underline.
By moving the mouse away from the menu.
(Marks the word and select Underline.)
The next one is boldface.
(Marks a woed and selects Bold.)
Okay, that's good.
11. Cut and paste
(Marks the paragraph.)
How do you cut and paste a paragraph.
(Selects Cut.)
You've got to move it to the top of the text, the top of the document.
(Goes to the top of the document and positions the cursor. Points to Edit and hesitates.)
What are you trying to do?
I can't find it again now. What did I do with it?
You cut i didn't you? So did it stay in the text?
(Scrolls down.) Idon't know, I'll go back and have a look.
(Points.) It was there I think. So it's gone now. Can you paste it anywhere? You've cut it once, can you
paste it somewhere?
It seemed I could go where I want and paste it there. But, I'm not exactly sure where it [the text] is now. Where
did I put it then I cut it.
I don’t know, where did you think it went? Did it delete itself completely?
(Looks at the space where the text was cut from.) I've taken it from there. Presumably il's just sitting, waiting
for me to put it where I want it to go. All I did was I scrolled to the beginning to put it where I wanted to put it
and I put my cursor there (does).
Can you paste it yet? Is it where you want?
(Selects paste.) [The text is pasted at the top of the document.]
12. Print
(Pops up the File menu and highlights Print. Hesitates.
What would that do?
I'm just wondering whether would print the whole page.
Try and see.
(Does.) [The printer dialogue box appears.]
What do you think it will do. The printer is set up.
It's set to Automatic I'll just press OK.
Yes.
(Hesitates.) Or do I have to enter the page range here.
Leave it as it is. .
Ah, it's on All at the moment. (Selects OK.) [The printer starts printing.]
13. Quit document
(Highlights Quit.)
Quit will quit the entire program.
(Highlights Close.) Close the document?
Try and see.
(Does.)
14. Create a document N—
t the list of files.
(Se%gpz:eag?jlﬁ?f ;iew'ous peoples letters. You want (o create your own. You want to create a new
document don't you.
(Points at Open.)
No, you don't want to do that.
Iwant. ..
You don't want any of those.
(Points to untitled.) I want that one.
No, you don't want that.
! 0. g
(Cm;h:'f:t Dng:h‘:r:gmﬂt:gag fl)mt you want 1o do is there? So how do you get out of it?
Cancel? (Selects Cancel.)
Well, you want something new.

[All menus except File, Edit and Spelling are greyed.] (Looks at Search, Format, Style, and Apple menu.)
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Yes.h's not there. Have you tried everything ?
( Popfave Izeo:;: ;ln'ed everything on File?
up € menu and selects New. S Lypi
15. Save a new document Hartisyping s docusens)
(Pops up the File menu and selects Save. i
o o A e.) [The save file dialogue box appears.)
ters a file name.) [A replace existing file wamning a
(Explains.) g g appears.]
(Changes the name and selects Save.)
Comparison-Subject 16
1. Save file
(Points to Fxlg.) Select Save? (Pops up the menu.) How do I get there?
Try moving the mouse.
(Does and selects Save.)
2. Change margins
I want Edit or something don't I?
Try.
m ullt)'su:ot Eg::n l(l.it‘il'll:(-l) Ct-lt!‘, Cop)l;. Pa.st::f,No. Formasl? (Pops up the Format menu.) Must be somewhere in
! Ow IL's not Font. (Pops up the Search menu. 7 It i i
0 (Poowenihe P meoe PS up enu.) Where could that be? It's not in File is
No.
Where abouts do you think the right margin is at the moment. (Points to the right hand margin.) There.
How does MacWrite tell you where the margin is?
(Points to the right margin marker.) That one there, that black thing . . . Oh, right!
How do you change it?
(Grabs it and starts moving it.)
Move it 10 6.5.
(Does. Grabs the paragraph indent marker and moves it to 1.5.) Is that . . . Have I done it.
No, there’s still text on the left isn't there? What happened when you moved that one? What happened to
the screen when you did it?
It moved over didn't it?
ir;: moving it with the mouse, the litile arrow head. The little shape that you moved to 1.5 what did that
(Clicks on the ruler and highlights it by accident.) It didn't really move. (Grabs the left margin marker and
moves it to 2.)
You wanted 1.5.
(Drags it to 1.5.)
Okay.
3. Insert word
Try and find the missing word?
That's right, and type it in.
(Moves the pointer to the text insertion point.) If I go about there. (Clicks and types the word in.)
4. Delete characters
(Positions the cursor.) Delete. (Looks at the keyboard. Hits the BACKSPACE key. Proceeds to delete the
other characters in the same way. Deletes the wrong character twice because she doesn't position the cursor
accurately.)
Why did you delete that one?
Because I didn't put the mouse in the right place. (Accidentally deletes a character while positioning the cursor.)
Why does it go black?
What might it mean if it goes black? What do you think it means? What happens 10 the cursor when goes
black? Is the cursor still on the screen?
I hadn't noticed. [ assume it goes from what you say.
5. Delete words
Can you delete a whole word at once? (Starts backspacing.)
How do you think you'd do it?
I don't know. (Deletes the first word by backspacing.) Tumn it black maybe.
How do you delete the two words at once?
[ don't know.
How do you tell the program o delete two words at once?
I don't know. (Tries to mark by positioning the cursor first at the beginning and then at the end of the text)
Well, that didn't work.
How do you tell the machine what 1o delete?

Transcripts-249 /
i



I want to show it with a different background.
How will it tell you it’s going 1o delete two words?
The two words will flash,
Can you make them flash at all?
I don't know how you do that. I'll have 1o do it really boringl NOW, Or wi it?
See what it says in here. (Starts reading the mn{:a!. ) & i
gmglzmﬁit:emmk the words by moving the cursor over them. Eventally deletes the words by backspacing.)
It says here you can select some text by dragging the mouse button across the letter
Oh, I see. (Highlights the line.) And you do this. ngresses BACKSPACE) SRR A
7. Double spacing
(Points to the space between two paragraphs.) Does it mean that?
(Explains what double-spacing is.) How do you think you can do that?
I'll search for spacing up here [in the menus]. (Pops up Edit, Search, and Format.) Don't know. (Pops up Style
and Spelling.) What's a ruler? ’
That's the thing at the top of the page that you change the margins in.
So I could have changed the margins with those really [commands on the menu]. I don't know how to do this.
See if you can find the ruler, see if that will help you at all.
(Pops up the Format menu.) Hide ruler, Insert ruler. (Selects Insert ruler.) [The line of text which was
highlighted is deleted.]
Do you think that will help you to double space the text, that thing there? Try something and see.
I wonder what that is? (Selects 6 lines per inch.)
What did that do?
Put a cross in it [the box].
What did it do to the text? It squashed it up didn’t it?
Oh yes. (De-selects it.) Oh I see. It's this lot here. It's this one. (Selects 1.5 line-spacing.) That's double-
spaced.
8. Single spacing
(Selects single-spacing.)
9. Centre paragraph
Centre the text, what does that mean.
(Explains.)
(Pops up the Format menu and selects Insert ruler.) But I've got that one haven't I? I've got two now.
Try something anyway. What do you think might change the . . . the way the text looks.
(Grabs the paragraph indent marker and moves it to the right, positions it at 2.0.) If I grab this one, the right
hand margin marker and make it even narrower. (Puts it to 6.0.) That's not centred is it?
No. (Explains again what centring is.)
You mean like this one? (Selects the centring icon.)
Yes, that's centred now.
(Puts the markers back.)
10. Underline word, embolden word
(Pops up the Style menu.) Is it Bold, boldface? (Selects Bold.) What happened?
Where did it do it. Did you tell it to underline the word?
No, it didn't. Soif I pick a word. (Marks a word and selects Bold.)
Can you underline a word as well?
(Pops up the Style menu.) Oh, I haven't done the whatsit. (Marks the same word again and selects Underline.)
11. Cut and paste
(Marks the paragraph.) What to that bit there? (Points below the paragraph.)
You want to move the whole paragraph by cutting and pasting it to the top of the document, the top of the
first page.
So, if it's on black, if [ make it go forward (starts scrolling up) and press the mouse it should just recall it
shouldn't it? (Positions the cursor at the beginning of the document.)
What are you actually going 1o do there?
Last time I told it "do this bit" but this time I haven't actually told it to do anything. Right, I'm going back.
(Returns to the paragraph.) Where's it gone? [The highlighting was removed when she clicked the cursor at the
top of the document.] I want the whole lot to be deleted and kept somewhere like that.
Well, it says Cut and Paste.
So it wants me o . . . (starts marking paragraph) . . . no.
What?
Well that's what I did last time. I covered it all in black.
But you didn't tell it to do anything did you?
I don't know what to tell it to do.
Would the ruler help you or one of the menus help you?
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(Pops up Format.) Display. What's a Header and a Footer?
(Explains )
So, if I say Display header.
(Explains again what headers and footers are.) That's separate from the document
I want a delete button. I want o cover that [the paragraph] in black and store )
Cover it in black anyway and do something with it. '
(Marks the paragraph.)
What does it say to do, cut and paste?
I don't know,
See if you can select something that will let you do it on the menus.
Ah, ((J)nmthc menus. (Pops up the Edit menu.) Cut, yes. (Selects Cut.)
y.
(Scrolls to the of the document. Positions the cursor, i i
) doyot:?pdo s r.) [ want to tell it where to do it as well.
Let's see what Paste does. (Select Paste.)
12. Print
(Pops up the File menu and selects Print.) [The printer dialogue i i
bt [The p gue box appears.] (Clicks on copies.) One copy.
Okat);;] le]l's go. (Clicks on OK.) [The printer status box appears.] (Clicks on Continue.) [The printer starts
printng,
13. Quit document
Edil';‘ (Pops up Edit, then File.) Close?

ry.
(Selects Close, and selects No on the question box.)
14. Create a document
(Pops up the File menu.) New. (Selects New.) Is that it? Dear Angela, so I can type. (Starts typing.)
15. Save a new document
(Pops up the File menu and selects Save.) [The save file dialogue box appears.] Save as . . . (points at Save
which is greyed) . . . untitled.
If you just give it a name.
(Types in a file name and clicks on Save.)
E ject 17
1. Save file
(Points to File and clicks briefly.)
Try keeping the button down.
(Does and selects Save.)
2. Change margins
Format is that then is it?
What do you think? Any ideas?
No. (Pops up the Format menu.) No. (Lets go, clicks on Style.)
So what are you doing now?
I'm just seeing what they [the menus] say. (Clicks on the tab markers and nothing happens.) Does it tell you in
the manual then?
(Starts reading the manual.) Here, you've gota left and a right margin marker. If you position the pointer
on the marker, press the mouse button, drag it where you wani 10 and release.
(Tries to click on the left margin marker and accidentally marks the ruler.)
What are you trying to do?
Put it onto the left one. (Tries to move it unsuccessfully.) That's not taken it anyway has it?
If you try to hold the mouse button down.
(Tries again, and eventually grabs the paragraph indent marker and drags it to 1.7.)
I think that is the indent marker. You've just indented the first lines.
(Points to the left margin marker.) So I want this one as well then. (Grabs it and moves it to 1.7 as well.)
You've got to move the right one 10 6.5.
(Points to the tab marker.) That one?
No, the one on the 6.
(Grabs it and drags it t0 6.5.)
3. Insert word
(Hesitates.)
You're supposed to insert the missing wo
(Positions the cursor.) So you just insert it?
Yes.
(Types in the word.)

rd. You can position the cursor with the mouse.
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4. Delete characters
(Positions the cursor behind the character to be deleted.)
Do you know how to delete it?
With a key on here (points to the keyboard) perhaps. (Clicks the cursor again an
BACKSPACE key deleting the wrong character.) What have I done? . il sl
(Explains that the wrong character has been deleted.)
(Types the character in.) Is it where that line is flashing where I actually put it? (Presses BACKSPACE and
deletes the same character as before. Types the character back in again.)
I think that flashing line is the cursor.
How do you move the cursor then? (Can't work out to position the cursor. Marks the character eventually and
presses BACKSPACE to delete it. Tries to position the cursor by dragging it. Marks several character and
presses BACKSPACE and accidentally deletes them.)
I think you've deleted the whole lor.
(Tries to move the cursor again by dragging. Marks a large chunk of text) This is very annoying. I'm trying
to move the cursor, but I can't work out how to do it. (Proceeds to position the cursor by dragging and then
clicking. Deletes the remaining characters by moving the cursor in this way and pressing BACKSPACE.)
5. Delete words
(Marks a word and deletes it by pressing BACKSPACE. Marks the remaining two words and deletes them by
pressing BACKSPACE).)
6. Delete line
(Marks the line and deletes it by pressing BACKSPACE.)
7. Double spacing
(Pops up Style.) No. (Pops up Format.)
Any ideas?
No, well I would have thought it was . . .
What?
(Points to the menu bar.) In one of these. (Looks at Font and Edit) Manual please.
(Reads the manual.) At the top bit on the ruler there are some boxes for single-space, one and a half space
and double space.
So how do I get there?
The ruler is at the top of the document. _ .
(Scrolls to the top of the document. Points to the double-spacing icon.) That one. (Selects it.)
8. Single spacing
So I'm going back for single-spacing first?
Yes.
(Scrolls back to the top of the document and selects 1.5 line-spacing.)
That one and a half.
(Selects single-spacing.)
9. Centre paragraph i
(Is still at the top of the document.) Format. (Pops up the Format menu.)

What are you doing now. . ' _
The next bit sayzl ccmrg the paragraph. (Scrolls down to read the instructions again. Scrolls back to the top of

the document.) I didn't need that did I because the Format is there all the time. (Pops up the Format menu and
points to Align centre.)

are you doing now? - it
I'm m to E?;* and flign that paragraph. (Select align centre.) [The cursor was positioned between two
and is centred.]
Any idea what happened?
No.
1 jons 10 her.) is i
(Reads the instructions d selects Insert ruler.) [The ruler is inserted one paragraph

So I need a ruler then. (Pops up the Format menu an
above the one to be centred.] (Scrolls up.) Where's my ruler gon
[The ruler is inserted immediately below the first one.]

You've got two rulers now. _ _ _
I need to dogmy ... (points to the left hand margin marker.) . . . this again.

(Points out that the paragraph below should be centred.)

ruler then. Is that possible? _
" I;;ﬂa:‘tgaie:::f !I;gm in there it must be possible 1o get them ouL. Any idea how you could delete them?

(Clicks on the ruler and manages to mark it Presses BACKSPACE and manages to delete it. Points (o the left

in marke aining ruler.) _
o sy 5 2 How are you going lo centre the lext in that paragraph’? _
) 1 keep trying this one. (Selects Align

So what are you going 10 do now: .
i 4 { menu again.
n centre from Format? (Pops up the Format men
ey B o the cursor.) So is this in the centre now?

centre.) [Nothing happened.] (Points t

e? (Goes to Format and selects Insert ruler.)
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The cursor, yes.
(Points to the scale on the ruler.) What about 4.1.
Wha: are you thinking of doing?
Set it Align centre. I thought that would do it for me.
Lﬁads(;,he "::anuag iThere are alignment boxes on the ruler for justify left, right, centre, or Jjustify both
Swaes. (Pownts to the alignment boxes.) These are the alignment boxes for setting format.
(Points to them.) These 4 here? # o
yes.
(Points to the justify box which is currently selected.) This one here?
No cemnre.
(Points to the centring icon.) This one?
Yes.
(Selects it.) [All of the text below the ruler is centred.]
But you were only meant to do it in that paragraph.
So my ruler is too high up then?
So what do you think you should do?
Move on to the next one.
No, no,
(Selects justify.) And now I move the ruler down. (Tries to drag it down with the pointer. Clicks on the ruler.)
What are you trying 1o do?
I'm trying to delete this ruler.

How did you do it last time?
It went black. (Clicks again and marks the ruler and deletes it.)
What are you going to do now?
(Pops up the Format menu and selects Insert ruler.)
What's happened now?
It put it too high up. I think I'm too stupid . . . (Marks the ruler and deletes it.) [ forgot to move the cursor.
How do you do that? (Tries to drag the cursor again.)
How did you do it before?

I just thought that if it was at the top of the screen it would put it at the top. (Tries to drag the cursor.) Why
won't the cursor come with me then? (Tries a few more times.) I don't know.
You moved the cursor before.
I know. I can't remember. I can't remember how I moved it. (Finally moves the pointer above the paragraph
and clicks to position the cursor.) Ah, it's there. (Selects Insert ruler. Selects Align centre from the Format
menti.)
How are you going to centre it?
(Clicks on the centring icon.)
That's centred everything below the ruler. You only wanted to centre that paragraph.
Do I take the cursor below [the paragraph] and change that.
How are you going to do that?
(Positions the cursor.) Selects Insert ruler.
Okay.
(Selects Align centre from the Format menu.) That didn't do it?
Whar?
(Clicks on the justify icon.)
Why align centre? (Suggests that the rulers should be removed from the screen.)
I don't know how. (Pops up the Edit menu and select Undo ruler change.) [The text is now set back to centred.]
What happened now?
I don't know.
I think you've centred everything again below the second ruler.
(Selects Redo ruler change from the Edit menu.) That's not it then.
Oh, have another look. You haven't looked hard enough.
(Looks at Search, then Format.) Um! (Selects Hide rulers.)
10. Underline word, embolden word
(Pops up the Style menu and selects Underline.)
Can you underline the word "underline"?
(Tries to mark the word by clicking first at the beginning and then at the end.) No.
How are you going 1o do it?
I want to move the cursor. (Selects Underline again and nothing happens.)
So what are you trying to do now? Well how are you going to show it which word you want 1o underline?
(Marks the word, un-marks it, marks it again.) Now that's the word I want.
The options are in the Style menu.
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(Pops up the Style menu and selects Underline. Points to the word Jjust underlined.) That's got that black bit on
does that matter?
(Suggests that another word should be changed to bold.)
(Marks another word and selects Bold.)
11. Cut and paste
(Marks the paragraph, pops up the Edit menus and hesitates.)
So what are you doing now?
Cut it? (Selects cut.)
So how are you going 10 put it up there to the beginning of the text?
Where has it actually gone now?
What do you think has happened?
It's been taken away.
What's happened so far?
Well, it's cut it out. It's cut out the paragraph and I want to take it with me to the beginning. (Pops up Edit)
Oh dear, Show board perhaps. (Highlights Show board then selects Paste.) [The text is re-inserted back from
where it was cut.] It's come back to where it was before.
So what you think you should do now?
I've got to move the cursor to the beginning where I want it to be.
So can you get rid of that paragraph now and put it to the beginning of the text.
(Pops up the Edit menu.) So I can't cut it now. (Selects Undo paste.)
Can you put it at the beginning of the text?
(Scrolls to the top of the text, positions the cursor and selects Paste.)
12. Print
Is that in . . . (pops up Edit then File. Selects Pint.) [The printer dialogue box appears.] (Selects draft quality,
tries to select All which is already selected.)
Can you get it to go and print.
(Clicks on Automatic.) Can [ have a look in the book then?
(Explains the options.)
(Clicks on OK.) [The printer status box appears. The document is printed.]
13. Quit document
(Pops up the File menu, reads the options, highlights Close and hesitates.) Save as? (Highlights Save as.)
You don't want to save?
(Selects Close.)
[Runs out of time.]
14. Create a document
15. Save a new document

1. Save file
So those are the menus at the top? (Points to the File menu.) Do I have to press that? (Pops up the File menu
and hesitates.)
Select Save.
(Does.)
2. Change margins
Any ideas how 1o change the margins?
No.
Have a go at something. ... What are you thinking about.
Are you using the mouse, or something else?
Well, how are you thinking of changing the margin?
(Pushes the arrow keys.)
So you tried to push those arrow keys. _
Um. (Presses the SPACE bar a couple of times. Pushes the first line of one paragraph to 1.5 using the SPACE
bar.)
What are you doing now?
I don't know. _
You were just putting some spaces in. You just added spaces into the first sentence. . .. Any z{iea? (._Szaru
reading the manual.) There's margin markers, these little black triangles on the ra_d_er, and it says if you
click, press and hold the mouse button on it and you can drag the marker 1o the position where you want it
and delete it. ’ .
(Grabs the paragraph indent marker and drags it to 1.3.) What have I done now”
It's indented it a bit.
(Points to the left hand margin marker.)
Move that to 1.5.
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(Grabs the paragraph indent marker and drags itto 1.7.) Oh, I see.
_Can you move the margin markers to 1.5 on the left and 6.5 on the right.
(Points ‘0 the body of one paragraph.) Why hasn't this moved then?
You ve just moved the indentation marker, you haven't moved the other one.
Ah, }SPomts to the left margin marker.) That one.
es.
(Grabs the left hand margin marker and moves it to 1.6. After s i i
b IdeasoE i u;g I3 st ome fiddling manages to move it on 1.5. Moves
And the right one.
(Grabs the right hand margin marker and moves it 10 6.5.)
3. Insert word
You're supposed to put a word into that sentence. Any ideas?
(Puts the pointer at the text insertion point. Positions the cursor and types in the word.)
4. Delete characters
(Tries to drag the cursor to the next paragraph and highlights the words just inserted.)
What are you trying to do?
I'm trying to pick that [the cursor] up and take it (o the next paragraph. (Finally positions the cursor in front of
the character to be deleted.)
Which character are you trying to delete? Which "v" are you trying to delete?
The first one. So I have to go after the "v" don't I?
How are you going to delete?
(Hesitates.) There should be a delete button somewhere on here. (Looks at the keyboard.) Is it this one?
Which one?
Clear?
1 don't know.
(Pushes Clear and nothing happens.) No. Which button do you press to delete?
Try BACKSPACE.
Ah, of course. (Pushes the BACKSPACE key and deletes the character in front of the one to be deleted. Types
the character back in again and trics to move the cursor by dragging marking the rest of the word.) So, what
have I done now. (Finally manages to position the cursor and deletes the character by backspacing. Deletes the
remaining characters by positioning the mouse with the cursor and backspacing.)
5. Delete words
It says you can mark words with the mouse and delete them rather than deleting them letter by lerter. Can
you find out how?
(Marks one word and deletes it by pressing BACKSPACE. Marks the remaining two words and presses
BACKSPACE))
6. Delete line
(Marks the line and presses BACKSPACE to delete it.)
7. Double spacing
How are you thinking of doing it?
Do you use these arrows here?
What the arrow keys? What were you going to do with those?
Um, the cursor.
So what are you going to do?
(Fiddles around for a while.) I've no idea.
(Starts reading the manual.) At the top of the document on the ruler there are spacing boxes for single, one
and a half, and double-spacing.
Sol ?aw to go all the way back up there again.
es.
(Scrolls to the top of the document.) So. (Clicks on the double-spacing icon.)
Right.
8. Single spacing
So I have to go all the way up to do that. (Scrolls to the top of the document. Points at the single-spacing
icon, hesitates, and selects it.)
9. Centre paragraph :
(Pops up the Format menu and selects Align centre.) [The paragraph in which the cursor was is centred. It's the
paragraph above the one 10 be centred.] Oh, what have I done?
You've centred the paragraph above the one you wanted (o centre.
Ooh! Was the cursor in the wrong place? .
It says you should insert a new ruler as well. Can you change back what you just did?
(Pops up the Format menu.) Which one was it?
I think it was justify before.
I use Align left this time?
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No, justify.
(Selects Align justify.)

Okay, centre the paragraph below that one.
What does it mean "a new ruler"?

Well, there is a ruler at the top of the document.

So you go back again.

Well it says you can insert new rulers from Format.

So you go to Format? Yes? (Pops up the Format menu.)
What are you going to do now?

Why can I ... (selects Insert ruler by mistake) . . . Whoops! What have [ done now? [The ruler is inserted one

paragraph too high.]

You've inserted a new ruler.
Was I supposed to?
” IWeH, You wanited io centre that paragraph (points). So, how are you thinking of doing thar?
, I see.
Any ideas?
No.
None whatsoever? What are you doing ?

I don't know. I've no idea.

(Reads the manual.) There are alignment boxes on the ruler.
(Points to the alignment boxes on the ruler.) These things here?
Yes. There's left, centre, right alignment, and justified.

Do I select justified?

What do you think?

I don't know. (Clicks on justified and nothing happens.)
(Poirnts to the paragraph.) You want to centre the text.

(Clicks on the centring icon on the ruler.)

You've centred it, but you've centred the one down below as well. Any ideas on how to do just that one?

No.

Well, what's happened where you centred it? What's happened now?
I've centred them all not just that one.
Have you cenired the ones above the ruler?

No.

No you haven't. So any ideas how you could just centre a single paragraph.

Move down.

Could you insert another ruler?
Mm! (Scrolls up and down the text.)
What do you think you are doing now?

Well I have to . .. Well I've centred that one. (Points to the paragraph immediately below the ruler.)
Well yes.

But I wasn't supposed to.

Well yes. You've centred everything below the ruler.
So I have to move the rule down.
You could put a new ruler in.
Um. I'm not sure how to control where it goes, but I know how to get it.
How do you think you can get it where you want it 10 go?
Move the text up.
You can try.
(Scrolls up, then scrolls down.)
Where do you want it?
Above the paragraph here. (Points to the paragraph to be centred.)
So what do you want to do now?

I don't know. I don't know what I have to do. I haven't a clue. I bave to change those back. (Points to the

spacing boxes on the ruler.) _
Yes, you've centred all the ones below, so you can change the others back if you put another ruler in.

Can I use that? (Selects the left align icon.)

You've left aligned everything including that one there which you want to cenire.

So I want to move the ruler down over that paragraph [the one to be centred]. )
So how are you going to do that? You could get rid of the ruler you've got now and put another one in. So
how do you do that?

(Points to the tab markers.) Is it one of those two?

How do you think you could get rid of the ruler? _ _ _

Go back to Format. (Pops up the Format menu and selects Hide rulers.) Have I got rid of it?
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What do you think?
Yes, it's not there any more,
So what do you want 10 do now? So what's happening now?
Well I've got to centre this paragraph somehow.
So what are you going to do now.
(Pops up the Format menu.) Insert another ruler.
Where?
Um, don't know. Well, if [ insert the ruler below the paragraph then . . .
So you are going to insert a ruler. Where are you going 1o insert that ruler?

Well if I put it above the paragraph it will centre everything below it won't it?
Yes.

Soif I centre it . . .
You could do that.
1 could do it but I'd probably centre the one . . .
You'd centre them all below it.
Yes.
But if you put another ruler in below it.
Ah, right. I could put a ruler above and below it.
So how are you going to insert?
Back to Format. (Pops up the Format menu.)
Where are you going to insert it?
I don’t know. (Selects Insert ruler.) [The ruler is inserted below the previous ruler and both are now displayed.)
What's happened.
I don't know.
Well you've got two rulers now one after the one that you had before.
Oh, so I didn't get rid of it. So [ have to get rid of both of them now. I don't know how.
How are you thinking of doing that?
(Pops up the Format menu.)
How are you going to get rid of them then?
Don't know. It's not the one that says Hide rulers because I've tried that before.
So what are you going to do now?
1 don't know.
Any ideas on how you could delete the rulers?
Try Edit? (Pops up the Edit menu and selects Undo insert ruler. Pops up the Edit menu again and selects Redo
insert ruler.) [Subject thinks that it means repeat command.] Um. (Selects Undo insert ruler again.)
You got nid of one. How can you get rid of the other one?
I don't know. (Pops up the Edit menu.) I can't use that [Redo insert ruler] again.
No.
(Pops up Format) I don't know.
Any ideas.
I don't think so,
You've done those other things. What could you try to do now?
I don't know, I've tried everything.
Well, not everything.
Well, everything I can think of.
How you tried marking the ruler and deleting it? (Starts reading the manual.)
(Tries to click on the ruler several times and finally manages to mark it. Deletes it by pressing BACKSPACE.)
You want to get another ruler in don’t you? So what are you going 1o do now?
(Scrolls down so that the paragraph (o be centred is at the top of the window, Pops up Format and selects Insert
ruler.) [The ruler is inserted in the same position as before.] What have [ done? - Why has it gone there?
I don't know. (Marks it and deletes it.)
What are you going to do now?
(Positions the cursor.) I've put the cursor there. (Selects Insert ruler.)
What are you going to do now?
Put in another ruler. (Positions the cursor and selects a second ruler.)
Alright. And now what are you going to do.
(Pops up the Format menu and selects Align centre.)
Hm! No. You have to use the alignment boxes, you've used them.
(Hesitates.)
The four boxes on the end.
(Selects the centring icon.)
You've done it.
Do I have to get rid of the rulers?
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You want 10 get rid of what?
Thes;. (Click:at;) mark the first ruler and deletes it.)
ow you have put it back [the paragraph formatting].
(Select Insent ruler and selects the centring ‘ioco-r':.) -
- S‘z S}:lm Coa&i you make them disappear?
L (Selects Undo ruler change.) [The h is now set back to justi

That said "Undo ruler chanire . R Jusity)
(Pops up the Edit menu again and then selects the Centring icon again.)

Can you make the rulers disappear anywhere?

(Pops up the Format menu again and selects Hide rulers.)
10. Underline word, embolden word

(Points to Style.)

- S:; h:t::w do you rhintﬁ you can underline a word.

c e cursor at the beginning of the word.) Move the cursor. (Pops u tyl
Underline.) No? g (Pops up the Style menu and selects

What are you trying to do?

Well, I tried to underline the word "underline”.

How?

Um, move the cursor . . . to underline and then select Underline.

Try and do it
(Pops up the Style menu again.)

How can you indicate which word you want to underline apart from putting the cursor at the beginning?
(Puts the cursor at the end.) Ah. (Tries to mark the word, slips, and highlights a couple of lines of text) How
do I get rid of that?

What were you tying to do?

I was trying to get the word black.

Just try clicking again.

(Does, marks the word and selects Underline. Marks another word and selects Bold.)

11. Cut and paste

(Pops up the Edit menu.) I highlight it then . . . (Marks the paragraph, pops up Edit, and selects Cut.)
Now can you put that at the beginning of the document?

(Selects Paste.) [The paragraph is inserted back from where it was cut.] Um.
How can you do it?

(Marks the paragraph again.)
What were you trying o do?

Well, I cut it but then when I used Paste in the Edit.

Yes, you want to put it back at the top of the document. So how could you put it at the top of the

document?

I don't know. (Marks the paragraph again. Pops up Edit, Format.)

What are you looking for now? What are you trying to find?
Something which mentions the beginning.

Something to put it to the beginning of the document.

Yes.
What do you think you could do now?
(Pops up Edit.)

Cut it out.

You have to cut it out first. (Selects Cut. Scrolls up to the top of the document.)

Right, now where are you going to put it?

There. (Positions the cursor and selects Paste.)
12. Print
(Looks at the Format menu.)
What are you looking for?
Something that tell you how to print.
What do you think it might be?
I'm just guessing.
Where have you looked.
I've looked under Format. (Pops up Edit.)

Anything else.

(Look.syat Sf.arch. then File and select Print.) [The printer dialogue box appears.] Ob gosh! (Looks at the
options for a while, points to OK.) Click on that.

It's up 1o you. ) L

(Does.) [The printer status box appears.] (Tries to click on Continue.) [The document is printed.]
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13. Quit document
(POp? uge the File menu and hesitates.)

§ there anything that tells you how to leay,
Pl Qui(,§ y eave g document,
14. Create a document
[Runs out of time._]

15. Save a new document

Comparison-Subject 19

1. Save file
(Clicks on the File menu several times, the menu flashes.)
Can you select Save?
(PﬂpsY“p the menu.) Do you have to hold it down?
es.
(Higih;lighls Save.) And just let go when it's there?
es.
(Selects Save.)
2. Change margins
What does it mean "Change the left margin to 1.5"?
It means you have to move the text in 1o 1.5 and the right margin 10 6.5.
(Poi:;’ls to 1.5 on the ruler with the pointer.) So to there?
es.
(Clicks and thereby accidentally highlighting the ruler.) Um.
What are you trying to do?
I don't know how to do this so . . .
Any ideas.
No. (Points at 6.5 and clicks, nothing happens.) No? No. (Points to 6 lines per inch.)
Why has the ruler gone black?
I don’t know. You're asking me?
(Starts reading the manual.)
(Experimenter tells the subject to click the cursor in the text.)
(Does, thereby de-selecting the ruler.)
Now you can change the margin to 1.5. It says you've got margin markers, those little black triangles.
Oh, the little triangles.
And if you just click on them.
Oh, I see.
Drag them to where you want to.
(Tries to click on the left margin marker and accidentally marks the ruler. Clicks the cursor into the text to de-
select the ruler. Grabs the paragraph indent marker and drags it to 1.5.)
That's the indentation marker. The triangle is the margin marker.
What do you mean?
(Points to the indentation marker and to the text.) That's only indented the first line to 1.5. The left
triangle is the actual margin marker. Can you move that to 1.5?
(Points to the left margin marker.) Move thatto 1.5? (Grabs the left margin marker and drags itto 1.5.)
Can you grab the right hand one and move it 10 6.5.?
(Does.)

3. Insert word i o . .
I'think you're supposed 1o insert a word there between "and" and “the”. Any ideas on how you do it?

Just get the cursor down. (Tries to drag the cursor from the current position.)

How are you going to do it? -
(Keeps trying.) I'm trying to move it. Are you allowed to move the keys? (Uses the keys to position the cursor

and types the word in.)
4. Delete characters _
(Positions the cursor with the arrow keys and deletes by pressing BACKSPACE.)

5. Delete words .
Can you delete the words other than deleting them letter by letter. It says can you mark the words with the

mouse and delete them? ) S s
Oh right. (Positions the cursor at the beginning of the word to be deleted using the arrow keys. "Picks™ up the

cursor with the pointer to mark the word. Deletes the word by pressing BACKSPACE. Moves the cursor to the
beginning of the remaining two words and deletes them in the same way.)
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6. Delete line

(M_Oves lhe_ cursor lu‘lhc_bcginning of the line using the arrow keys. Clicks the mouse while moving the
pointer, accidentally highlighting a block of text.) Oh no. Help. (Presses the BACKSPACE key and deletes the
block.)keOh I:g.i ]:;'r‘c lm:jt a whole sentence. (Positions the cursor at the beginning of the sentence using the
arrow keys. "Picks” up the cursor with the mouse, marks the li i i
2 Dok Noin ines, and deletes it by pressing BACKSPACE.)
Any ideas how to double-space the document?
An extra line between each sentence?
Between each line, yes. But that's for the whole document. There must beaw ing ii
/ 4 A ay of doing it rather than
2 rr‘;a(:ll,uauy 8oing through and putting the extra lines in. Any ideas? it
tyle? (Pops up the Style menu.) Format? (Pops up Format, Font, Edit, Style, Search Format, Search, Edi
and Format.) Page break is it? I don't know. ’ ’ SRS
Is there anything there? (Starts reading the manual.)
It doesn't really ht_alp telling you to open headers and open footers and things like that,
It says there is a ruler at the 10p of the document that's spacing boxes on i, single space, one and a half, and
double space.
Does that mean I have to go back up to the beginning?
Yes.
Double space? (Points to the double-spacing icon.)
Yes.
(Selects the double-spacing icon.) Right.
8. Single spacing

Oh, you want it back again. Oh no. (Scrolls back to the top and selects single-spacing.)
9. Centre paragraph

(Pops up the Format menu and selects Use ruler.) [Nothing happens.] (Marks the paragraph.)
So how are you thinking of doing it?
To start with what's a ruler?
That's the thing at the top. The one where you used the spacing boxes.
Right. (Clicks on Format and selects Insert ruler.) [The marked paragraph is overwritten by the ruler.)
What happened?
I've lost all the print. (Clicks on the ruler and marks it. Selects Hide rulers from the Format menu.) It's gone
all together. Brilliant.
What happened?
The text was replaced with the ruler. The ruler has been hidden or whatever. (Pops up the Format menu.) Let's
get that back. (Selects Show rulers. Pops up Format again and selects Use ruler.)
What are you trying to do?
I'm trying to get the script back.
Why did the ruler replace the script, any ideas?
No.
(Reads the manual.) Can you undo what you've done.
I ought to go back here. (Looks at the Format menu.)
How about deleting that ruler and centring another paragraph.
Okay. (Selects Hide rulers.)
How about centring that paragraph there?
(Starts marking it.)
So what are you trying 10 do now?
Pick out the paragraph so that [ can centre, (Marks the paragraph.)
Now what are you going to do?
(Pops up the Format menu.) That one, Align centre. (Selects Align centre.) Yes.
10. Underline word, embolden word
(Positions the cursor at the beginning of the word to be underlined and pops up the Style menu. Selects
Underline, but nothing happens. Highlights the word.) Again, (Selects Underline. Positions the cursor at the
beginning of a word, pops up the Style menu, lets go, marks the word, and selects Bold.)
11. Cut and paste
(Pops up Format, then Edit. Marks the paragraph, scrolls to the top of the text, and positions the cursor.)
Right. (Pops up the Edit menu and selects Paste.) [The wrong paragraph has been inserted.]
(Tells the subject 1o return 1o the paragraph at the bottom of the text and shows thar the paragraph is still
there.)
I didn't cut it out did I1? (Marks a paragraph, scrolls to the top of the text, positions the cursor, pops up the Edit
menu, and tries to select Cut.) But Cut isn't coming up is it?
Have you got any ideas why? Do you want to go back and look?
(Pops up the Edit menu again and points at Cut.) It's not in the same type as the others. [IU's greyed.]
If it's greyed that means it won't let you do 11.
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Oh great.
There is a reason why. What are you trying to do now?
I'm trying to find out why?
What didn't know that you want to cut something? How do you show it that it needs to cut a certain piece?
I've doae it in black.
Is it still in black?
(Scrolls back.) No, it's not. Is the cursor likely to stay at the beginning if I mark it now? (Marks the
paragraph, and pops up the Edit menu.) Yes, Cut. (Selects Cut. Points to the Edit menu.)
And now.
(Lets the menu go, scrolls to the top, positions the cursor, and selects Paste.)
12. Print
(Pops up the File menu, selects Save first by accident, and then selects Print.) [The printer dialogue box
.] Oh no, what questions. (Studies the choices. Points to the From box where the cursor is flashing.) I
don't know how many pages it's going to be.
(Explains that it will print out all pages.)
Okay. (Clicks within the dialogue box and nothing happens. Looks again and clicks on OK.) [The printer
status box appears. The document is printed out.]
13. Quit document
(Pops up the File menu and selects Quit.)
14. Create a document
[Runs out of time.]
15. Save a new document
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