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hyphen. En dashes are used to separate numbers (pp. 25-32, or
512-258-1127, for example).

Neil K. Guy (MacNet)

-0-

Fonts in general: These last few tips have focused on specific
features available in most fonts. You shouldn’t forget, however,
that any North American Macintosh can type in English, French,
German, Spanish, Italian, Swedish, Norwegian, Danish, Portu-
guese, and other languages without any modification! You can
also produce a myriad of special characters, from currency sym-
bols such as the British pound sterling (£) and the Japanese yen
(¥) to embellishments such as bullets (¢) and diamonds (0).
Experiment with the Key Caps desk accessory and your user
manual for more details.

Neil K. Guy (MacNet)

If you've been blissfully oblivious to the kind of stuff Neil is
talking about, I urge you to pick up a fantastic little book called The
Mac Is Not a Typewriter by Robin Williams (Peachpit Press, 1990).
I guarantee it will teach you how to create great-looking documents.
Robin is an wonderful instructor, an excellent designer, and a darn
good writer, too. Her gentle tone and sage advice make this one of my
favorite Mac books, and the second one (Dr. Macintosh, Second
Edition is the first!) I buy for my friends when they get a Mac.

“What is the single most valuable thing you could teach another
Macintosh owner?”

If something unexpected happens, mentally (if not physi-
cally) back away from the keyboard and mouse and think about
it for a moment.
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Some people, after doing something that produces unex-
pected results, will hastily try to fix it, perhaps “before someone
notices” or “before it gets worse.” (For example, accidentally
hitting the Delete key while having a very large selection—
suddenly the screen looks nothing like it did before.)

With few exceptions, it's better to pause, examine the
screen, and try to figure out what you just did.

This is especially true on the Mac because we usually have
Undo, and usually only one level of it. Undo will often fix the
original problem, but once you enter a hasty command, Undo
can only undo the hasty command.

Randy Waki (CompuServe)
-0-

Everyone knows that you can cut and paste within an
application, and most people should know that you can cut and
paste between standard applications as well. However, many
people forget that you can also cut and paste between desk
accessories and applications. So, if you need the current time in
your text document and the program you’re using doesn’t have
the ability to do this, just pull down the Alarm Clock DA and
copy the time from there. If you want to calculate a complex
equation, type it first into a text document (or the Notepad DA),
and then paste it into the Calculator DA. The buttons will flash
merrily away and you’ll have your answer, which can then be
pasted back into whatever you were working on.

Neil K. Guy (MacNet)
-0 -
Remember the Clipboard! In these days of programs that

import and export zillions of file formats, it's easy to forget that
there is a simple way to transfer graphics and text between
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applications. I can’t count the number of people who have
called trying to transfer graphics between, say, ImageStudio and
PixelPaint, distraught because they were unable to find a com-
mon file format. I ask them, “Have you tried copying and
pasting?” It works.

Jeanne DeVoto (CompuServe)
-0-

The Clipboard and the Scrapbook really do work! Yes, you
can copy a graphic or text item from program A onto the
Clipboard, quit program A, run program B, and paste the
contents of the Clipboard into program B. It drives me up the
wall to see a Mac user at the photocopier with rubber cement
and scissors doing graphics and text integration the old-
fashioned way. No matter how hard I push this at work, there
are always users who cannot make the leap in faith it takes to
try it out or who think it is too much trouble. Make yourself use
this feature. It is at the crux of what the Macintosh user interface
is all about, and it works.

John A. Noel (CompuServe)
-0-

If you do a lot of work with ordinary text files and you find
yourself messing around translating documents into different
formats using large applications such as MacWrite, WriteNow,
Microsoft Word, and so on, then take another look at Apple’s
TeachText utility. It's a small and handy, if simple, text editor.
And while you're using it, try pulling down About TeachText
from the Apple menu with the Option key held down.

Neil K. Guy (MacNet)
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I save a lot of things in text format; text files take up a great deal
less disk space than their counterparts stored in a formatted word pro-
cessor file. For example, after I've printed a letter and it's been sent, |
save the letter as text only.

_0-

The most important power hint I can recommend for users
is to be organized. In my company, we have several new Mac
users, and their hard disks are a mess. They don’t know how to
organize their files and their information in a logical manner. I
recommend organizing all of the files on a hard disk in this way.
Name the folders: System Folder, Applications, Private (or
Personal) files, and Utilities. Keep only System files and related
INITs and CDEVs in the System Folder. Break down the Appli-
cations folders with individual folders for programs such as
MacWrite, Microsoft Word, PageMaker, MacTerminal, and so
forth. Break down the Utilities folder into folders for Fonts and
DAs, copy applications (for programs such as Copy II Maoc),
INITs, and CDEVs (in which you can store extra INITs and
CDEVs that are useful but not always needed).

This is just an example. The main point I am trying to make
is that without some form of organization, users will end up
with multiple copies of files and not know where to find things.
Without this benefit, all other power hints are useless. I hope
this helps.

Jeffrey Dumm (MacNet)
-0-

1. You can get System 7 to work with AppleTalk Phase I.
(I will probably be burned at the stake for this one, but
I'had to find a way around.) Just install Phase II with
the Installer, and also copy the Phase I driver into the
Extensions folder manually. This seems to work fine
with Shiva’s Etherport. This is most definitely frowned
on in polite society, but sometimes it is the only way to
get there from here.
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SCSI drivers. You cannot point to them; most don’t
even know what they are. But third-party drive
owners could have one that is not compatible with
System 7 and not even know it. Apple’s Installer just
looks at their Apple’s driver. I have had plenty of
strange crashes that appeared to be one thing, but
were really the fault of a SCSI driver. In my case, the
driver was supposed to be compatible, but I suspect it
was not quite stable. Get the Hard Disk Toolkit from
Hammer, or SilverLining, and reformat all the SCSI
drives with them.

Backup. Reverse. Retrograde. Fire retros. Hire the play-
mate of the month to call you up and remind you if
you must, but BACK UP EVERYTHING, or pay the
penalty. (Imagine your internal hardliners taking
control of your machine out from under you and being
held under machine arrest until you re-create all of
your work.)

See #3.

Consider buying a UPS (uninterruptable power
supply) system to protect the hardware investment.
Don'’t answer any questions like this in public, just
write your own book. Judging from the number of
books about System 7, I'd say some publishers must
think that there is a wide open market. [Just kidding :)]
Keep an emergency boot floppy disk around at all
times. In case of a crash, you may be able to at least
reboot from it, and copy or print that very important
file you were working on.

A macro program is worth its weight in gold.
Especially if your time is, too.

If you are into serious telecommunications, 9600-baud
modems will save more than their cost in a few
months in connect time and phone charges.

System 7 will change the world of computing forever
(or until the next system release, whichever comes
first). Seriously, AppleEvents and IAC are going to
make a real difference—it’s not just marketing hype.
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Oh yeah, and Thunder 7 types my name and address faster
than I ever could, so get that, too.

Robert DeLaurentis (CompuServe)

See Chapter 3 for more on Thunder 7.
-0-

1. If you must switch between System 6 and System 7,
always run Disk First Aid (version 7.0) as the last thing
you do under System 6, or the first thing you do under
System 7. There’s a bug in the System 6 file system that
can (though it usually won’t) destroy the disk if you
switch to System 7 and write files without fixing the
problem.

(Note: This is very rare. I switched back and forth for
months without it ever happening, and I know many others
who switched back and forth without any problems. Even so,
Lofty knows his stuff, and it wouldn’t hurt to follow this
advice if you're switching between System 6 and 7.)

2. Get one of the hierarchical Apple menu INITs, and
spend a few minutes putting aliases of your commonly
used folders in the Apple Menu Items folder. Put an
alias of the Apple Menu Items folder in the Apple Menu
Items folder to make adding and subtracting things easy.

3. If you're getting a lot of -97 errors trying to run System
7- type DAs (that is, DAs that have been dragged out of
a suitcase), it’s probably one of two things:

a. (This from Billy Steinberg, who figured it out.) A few
INITs—SUM Partition is one—will impolitely grab a
driver slot (12) reserved for DAs. Since most DAs are
stored to go in slot 12, they won’t open and you'll get
a -97 error. Billy has a patch for SUM Partition, and
he may have patches for others.

b. If you've been running DAs from a large suitcase
file, with Suitcase or Masterjuggler, some of the DAs
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may have been renumbered by Font/DA Mover to
an ID that conflicts with something else, and you’ll
get an ID -97 error. It's generally best always to make
System 7 DAs from the original DA file, not from a
suitcase into which you've copied the DA with
Font/DA Mover.

4. Some older DAs make the assumption that they’'re
running in the System file, and they will crash if run as
System 7 DAs. Solution: Either move them into the
System file, or use Suitcase II and run them from a
suitcase.

5. Don’t empty the Trash too often.

6. Get Last Resort. If you don't, sooner or later you'll be
sorry.

7. Spend some time customizing your icons. Your desktop
will look prettier, and the visual clues will help you
work faster. Put a row of aliases of your five or ten
most-used applications and documents at the bottom of
your screen.

8. You can paste nearly any kind of PICT resource into the
icon box of a file’s Get Info window, but often the mask
isn’t quite right. If the resulting icon looks wrong, open
the file with ResEdit and make more of the mask black;
the icon will look better.

Lofty Becker (CompuServe)
-0-

[ violate this advice all the time, but maybe you’ll be
smarter: Never be the FIRST. Wait two weeks before installing
anything new, zippy, and red hot. Let someone else find the
killer bugs.

Richard Reich (CompuServe)

-0-
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System 7 only: You can have your most frequently used
Apple menu items appear at the top of the Apple menu by
adding a space before their name. Two spaces will place an item
even higher on the list than one space, and so on.

Randall Flagg (CompuServe)

This is incredibly useful in organizing your Apple menu. In
Figure 11-5, you can see that I put two spaces before the names of the
folder aliases (Applications, Betas, Control Panels, and so on), and one
space in front of the names of important files (1991 Writing, Marge
the LC). I also do it inside other folders so files I need frequently
(DM2.Scratch Notes, Templates, DM2 Cover.Paint) appear first. An
added advantage is that files with spaces in front of their names appear
first in GetFile and PutFile (Open and Save) dialog boxes.

r

W File Edit iiew Label Special
1 About This Macintosh... b

CEToolbon

QuicKeys 2
Super Boomerang
MasterJuggler™ »
1 (3 nApplications 13
[ Betas »
E2 Control Panels » 3
% Or. Mac 11 » DM 2.5cratch Notes
[ Graphics Rpps  p|  Templates »
M sturr »| OM2 Cover.Paint
£ utilities » 000M2-Intro/Frontal/TOCf b §
. 010M2-System Softwaref P
Writer's Tools ¥ popvz-working in Finderf b
1991 Writing 030M2-Customizing »
| B Marge the LC 040M2-Hard Disksf »
15 BackFAH 050M2-Backupf »

Figure 11-5. Using spaces at the beginning of file names fo make
items appear closer to the top of the Apple menu

o Ba

If you want to get work done, don’t buy version 1.0 of
anything.

Lofty Becker (CompuServe)

.
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Someone asked me the other day how to print a list of all
of the files in a folder. All I could think of was to open the
window, do a screen dump, scroll the window, do another
screen dump, and so on. Then she asked me: “What does this
Print Directory option in the file menu of the Finder do?” (It does
exactly what she wanted.) So my advice is: Be sure to read all of
the choices on the menus before accepting that it can’t be done.

Michael Shulman (CompuServe)

-0-
Better to learn four programs well than forty badly.
Lofty Becker (CompuServe)

-0-

Tips to new people, huh? Well, as it happens, a friend who
never owned a computer before purchased a Macintosh Ilci last
week, and here a few of the things I told him in no particular
order:

1. Buy at least an 80Mb hard disk. The days of 40Mb
seeming like forever are over. More and more applica-
tions are being delivered on three or more 800K floppy
disks—sometimes even compressed. Price points now
are reasonable enough that the savings does not justify
limiting yourself to 40Mb.

2. Make sure that the machine has the latest System and
Finder on it. My friend’s was delivered with a System
from about 12 B.C.

3. One meg of RAM is never enough. Don’t think you
will not like MultiFinder; you will, and you will regret
it later if you don’t give MultiFinder room to play in.



460  Chapter 11 = What Other Power Users Think You Should Know

4.

o

10.

Get color. Otherwise, it’s pretty hard to design multi-
level circuit boards. All the stuff about how the lovely
resolution of the Mac’s B&W display makes up for the
lack of color was invented by George Orwell (a little
known Partner-level developer).

Don’t be afraid of it. It senses fear.

Join MAUG<—paid political announcement.

. For God's sake, don’t just do with it what you think it

is that you bought it for! Buy some games, buy some
art programs, buy some business programs, buy stuff
you think will never appeal to you or that will be
totally useless. Hey, ten years ago did you think you
wanted a computer?

You are now entitled to sneer at IBM users and to say
“Big Blue” in that tone. Go ahead, it’s fun and doesn’t
hurt anyone but IBM owners, and who cares about
them anyway?

. Never unplug the keyboard or mouse while the

computer is running. It will work fine forever until it
doesn’t, and THEN you'll be sorry.
Never use it in the shower.

Neil Shapiro (CompuServe)

Neil is the chief Sysop and grand poobah of MAUG, the
Macintosh user forum on CompuServe.

-0-

If you try to rename your hard disk and can’t, here are two
tips that will work: (1) Restart your Mac with a System 6.x
floppy, then rename the disk; or (2) Turn off File Sharing, which
will also allow you to rename your disk.

Larry Beck (America Online)

-0-
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My tip and the thing that helped me most was simply
reading.

Buy every magazine you can and don’t throw anything
away for the next year. If something is too complex or doesn’t
seem to apply to you now, it may very well be critical later, so
hold onto it. Reread everything six months after buying your
Mag, and you'll be amazed how much more sense it all makes.
One thing leads to another with all this neat stuff.

When going to a user group meeting or even a Macworld
Expo, pick up everything with print on it and put it away in a
file. By the time you need much of it, you'll find that you've
already built a valuable library of resource information.

David Winograd (CompuServe)
-0-

As soon as you buy the computer, buy a modem and a
CompuServe subscription kit. This group (MAUG) is a group
that no Apple user should be without. If you have a question or
problem, this should be your first and foremost resource for
technical support. If you don’t get the answer to your question
or problem from the author here, you'll get at least two or three
responses from people who know that piece of software or
hardware intimately. I have learned more about my Mac by
following these two rules than anything else.

Marty Silbernik (CompuServe)
-0-
Problem: You open a file that was created on a Mac using a
different-size monitor, and the active window’s title bar is off of

the screen. You can’t move the window and you can’t see the
zoom box.
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Solution: Hold down the Option key while opening the
window. Most of the time, it will resize the window and center
it in the screen of the monitor you are using.

Michael Lilly (CompuServe)
-0-

Electronic bulletin boards and conferences: If you buy a
modem, you are instantly connected to an excellent supply of
public-domain and shareware software, as well as excellent
advice relating to your questions. Most bulletin boards (BBSs)
are free, but you can also use a modem to connect to pay ser-
vices such as MacNet, GEnie, and CompuServe. Even if there
are no Macintosh BBSs in your area, there is likely to be one
running on an MS-DOS computer with the Opus BBS software.
If you are nice enough to the person operating the BBS, you
might convince him or her to pick up the EchoMac conference.
This instantly links you with other Mac users all over the world.
If you live near a respectable university or college, check with
the people there; they may be connected to an educational
network, such as UseNet or BitNet. If you can arrange an
account, this is another way to communicate with Mac users
around the world. UseNet has News, a worldwide conferencing
system, with a Mac area called comp.sys.mac and subareas
called comp.sys.mac.programmer and comp.sys.mac.hypercard.
BitNet isn’t quite as nice, carrying only INFO-MAC, a digest of
discussions from UseNet and other electronic services. There
could be a Mac-specific area on BitNet, but if there is, the Uni-
versity of Calgary doesn’t receive it.

Ken Hadford (MacNet)
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Here's a specific tip that has saved me a lot of heartache: If
you think your Mac has “frozen” (the cursor won’t move across
the screen when you move the mouse, typing doesn’t work, and
so on ) make sure that your keyboard is still plugged in!

More general advice: After you think you know your Mac
pretty well, find someone with lots of experience with the Mac
(preferably a power user) and watch him or her use the Mac for
a few hours. You'll undoubtedly pick up lots of nuances (that
may or may not be in the manual), and you won’t be embar-
rassed to ask stupid questions. Example: The first time I watch-
ed an experienced Mac person, I noticed he selected more than
one file at a time in the Finder by positioning the cursor, not on
a folder, but on the space between folders, and then dragging to
select a bunch of them. I never knew you could do that!

Anne Lyndon Peck (CompuServe)

Anne is a vice-president at Inline Design, makers of such wonder-
ful games as Mutant Beach, 3 in Three, Tesserae, Darwin’s Dilemma,
and Swamp Gas. She is also a former “Fab Babe” of MAUG.

-0-

Take the shrink wrap off the manuals. They work much
better that way.

Buy a modem, subscribe to a service, and gain access to all
known things in the universe. And meet some pretty cool
people.

Never put floppy disks back into those plastic sleeves.
There’s an off chance you could create some static and zap your
files.

Join a user group. There are over 1,300. If you don’t know of
one, call Apple’s user group referral number: 1-800-538-9696,
Extension 500. This service will gladly give you the name(s) and
contact(s) of the user group(s) in your area.

Don't be afraid to experiment . . . just do it on a copy.
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Consider getting a safety deposit box, and put one set of
backups in it. You never know. It may save your professional life.

Go to a Macworld Expo at least once in your lifetime. Once
you get there . ..

Attend any workshop Danny Goodman participates in.
See how many exhibitors actually let you use the product.
Crash at least one party.

Count how many booths you see with Guy Kawasaki
selling something.

Finally (if you're married), never, but NEVER, leave loose
change on the coffee table.

Tom Petaccia (CompuServe)

In addition to being both witty and wise, Tom is a frequent con-
tributor to MacUser magazine.

-0-

The computer doesn't tell you when there isn’t room on the
disk for a screen dump (Command-Shift-3); it just doesn’t do
anything. So if your screen dumps don’t seem to work, check for
room on the startup disk. (Screen dumps take between several and
several hundred K, depending on screen size and number of colors.) If
there’s plenty of room on the hard disk, the Mac may be trying to
write to a nearly full floppy, so put your application on the hard
disk and try again. I can’t tell you how many times I've forgotten
this and wondered why a screen dump wouldn’t work.

Nick Arnett (CompuServe)

-0-
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To help new users, I start pointing out things that work in
common among various programs, and I show them how some
operations (such as selecting areas) work similarly across appli-
cations. A really important similarity is the behavior of win-
dows—stacking, shrinking, and so on. Some people are really
amazed at the way their use of the Mac changes when, for
example, instead of opening and closing the Scrapbook each
time they need a picture, they align Scrapbook and application
windows so that they can just click to activate the window they

need.

Allen Wessels (CompuServe)

-0-

Here are my suggestions.

1.

Always buy Macintoshes (Macintoshim?) in pairs so
both you and your spouse can have one. This avoids
arguments that begin with one spouse saying: (a) “Ever
since you got that ****** thing, you never spend any
time with me anymore!” or (b) “You spend so much time
playing your silly games that I can’t get my work done.”
Three things to do as soon as you get a new application:
Open the write-protect tab (if it comes to you on a
floppy disk), check it with a antiviral application, and
make a copy on a (second) floppy.

SCSI precautions: ALWAYS check the SCSI address and
reconnect the cables of any SCSI device that you've
moved, even if only by a few inches. I have
inadvertently reset the SCSI address in rearranging my
office—and spent several hours wondering why I
couldn’t get my computer to boot (until, having
exhausted all other alternatives, I finally thought to
check the addresses). Never use a T cable to connect
SCSI devices—they virtually guarantee that some of
your data will be corrupted.
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4. SCSI precautions and backing up: Not only should you
back up your files on a regular basis, but you should
also (a) use an application that allows the backup files
to be checked against the originals, and (b) make use of
this option (even if backups take longer because of it). If
the application reports discrepancies between a file and
its copy on the backup medium, this is a good indica-
tion that there is a problem somewhere in the SCSI
chain. Retrospect is especially sensitive in this regard,
and I recommend it highly. There are also other appli-
cations that can verify the integrity (or lack of it) of
one’s SCSI chain: for example: Disk Checker, bundled
with DiskDoubler 3.7.

5. A good macro program is more essential than ever if
you want to take full advantage of System 7.0’s features.
I believe QuicKeys is easily the best of the bunch,
because it has been written to use those features to the
maximum.

6. Get a modem, subscribe to CompuServe, and join
MAUG. There is no other source of reliable information
so cheap and quickly available. And where else can you
spend a month sending questions to John Sculley that
he will either evade or ignore?

7. Brush your teeth twice a day and see your dentist twice
a year.

Frank Kofsky (CompuServe)
-0-
A few tips:

1. SCSlis a black art, but if you are having problems with
your SCSI chain:

* Make sure your cables are good quality
* Make sure all connected devices are powered on
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* Try putting devices into the chain one at a time to
isolate the problem

* If you're using short (18-inch or 3-foot) cables, try
replacing them with 3-foot or 6-foot

¢ Try adding an external terminator at the very end of
the chain

. If you get an Application has unexpectedly quit dialog
under MultiFinder, save your changes and restart as
soon as possible. That dialog is the moral equivalent of
a system bomb: It indicates that the application has
crashed, and that application may have left an un-
pleasant little surprise in your System heap, just waiting
to cause another crash. Restarting will clear out the
System heap and fix any hidden problems.

. If you're considering a hardware purchase from a com-
pany whose service reputation you’re not familiar with,
use this quick-and-dirty test: Call their support number
and ask a technical question about the product. If you
cannot get through to tech support, or if promises to
return your call go unfulfilled, or if the person on the
other end of the line can’t answer your question and
doesn’t volunteer to find out the answer, avoid that com-
pany like the plague. You do not want to have tech sup-
port be unavailable or unhelpful when your hard disk
goes down the day before an important presentation.

. Don’t purchase software from a company that charges
for basic technical support, unless there is truly no
alternative product available. Charging for custom
programming work and other extended support is one
thing, but any software company should be willing to
stand behind its product at least far enough to answer
basic questions about operation and bugs from paying
customers.

. Sometimes you will be advised to use the Installer to
replace a corrupted System. If you suspect there’s
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something wrong with your System file, throw it in the
Trash before running the Installer. The Installer program
replaces only specific resources—not the whole file—so
it may not correct problems with other file resources.
Throwing the file in the Trash forces the Installer to
rebuild the entire file.

6. If you have a color screen, you'll find that the ability to
use the Finder’s Color menu to set the color of various
icons is more than a cute cosmetic feature; it’s invalu-
able in organizing folders. I use color in the System
Folder to distinguish between INITs (red), preference
files (blue), standard Apple files (brown), and print
drivers (green). (There's less need for this under System 7,
as INITs and printer drivers are stored in the Extensions
folder, preferences go in the Preferences folder, and so on. And
wouldn’t you know it, under System 7, the color feature, now
called labels, is even more powerful!)

7. If a floppy disk sticks in the drive, don’t EVER try to
pull it out by force. If you do this, you WILL tear off the
read /write heads and destroy the drive. Instead, try
pushing the disk back into the drive and ejecting it
again, either with the Finder’s Eject command or by
poking a straightened paper clip into the small hole
next to the drive slot. If you still can’t get the disk out,
take the Mac to a dealer; it’s cheaper to pay a dealer to
open the case and get the disk out than to pay for a new
floppy drive.

8. Buy a bigger disk than you think you’ll need. If you
think you need x megabytes now, you will regret it
within a year if you buy less than 1.5*x or so.

Jeanne DeVoto (CompuServe)

-0-
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If you use shareware software (or any of the various
variations thereof), SEND IN YOUR SHAREWARE FEES! You
might think that your one little holdout won’t hurt anything,
but when several hundred or even thousand people are
thinking the same thing, the result is that the poor (literally and
figuratively) shareware author thinks nobody likes the software,
gets depressed, goes broke, gives up computers, becomes a her-
mit, and never writes another program for the rest of his or her
pathetic, isolated, thoroughly depressed life. Well, maybe that's
overstating it a bit, but you get the idea. . . .

Bruce A. Carter (CompuServe)

I couldn’t agree more. There are a lot of useful shareware pro-
grams floating around. Authors such as Ray Lau (Stufflt) and Lofty
Becker (DateKey, TimeLogger) should be rewarded for their work. If
you don’t pay for what you use, eventually nobody will bother to write
shareware anymore. Shareware works only if we all make it work. If
you use it, you really should pay for it. End of sermon.

-0-

Don’t use bootleg software. It's unfair both to you (you're
not getting the full power of the package because you don't
have decent documentation) and to the people involved in the
production of the material (they aren’t getting the money). And
it promotes a generally bad attitude that will probably con-
tribute to the downfall of life as we know it.

Bruce A. Carter (CompuServe)
-0-
People with IBM-compatible computers hack at them with

Debug, a utility that comes with their computers. Mac users do
it much more elegantly with ResEdit. (Check to see if your
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authorized Apple dealer can give it to you—it's free. It's also
available on CompuServe, MacNet, and GEnie.) You know
you're a Mac power user when you harness the power of
ResEdit. ResEdit and a copy of Inside Macintosh Volume 1 will
teach you a great deal about how your Mac works. Feel free to
poke around in COPIES of all your Mac software. . .just as long
as you have the original locked up somewhere in case some-
thing goes wrong.

Ken Hadford (MacNet)
_0-

Don’t be afraid to ask more advanced users for help.
Generally they don’t bite (well, not very hard, anyway), and
they are usually flattered and happy to help. I wouldn’t recom-
mend calling Danny Goodman at home, but asking on forums
like this certainly will provide you with plenty of input (more,
no doubt, than you ever expected—or even wanted).

Bruce A. Carter (CompuServe)
-0-

When you have a problem with your machine, hardware,
software, or whatever, document the problem completely. This
means everything: Version numbers of all of your applications
that are having problems, System versions, and so on. Write
down names and revisions of all of the CDEVs, INITs, and other
possibly screwy things.

Write down any ID numbers associated with the bombs,
sad Macs, crashes, and so forth. This means all the numbers, in
the order in which they appear on the screen.

Describe the problem in more detail than “the screens are
all messed up.” If the screen is a checkerboard, how many
“checkers” are on the screen horizontally and vertically? Before
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you send an E-mail to Dave Ramsey about the line on your
color monitor, look at the threads up here on CompuServe.

Are you running under MultiFinder, Switcher, or—God
forbid—Servant? Try turning it off and see if that fixes the
problem. If you are running any extra hardware such as acceler-
ators or large screens, disable them if possible to see if the
problem goes away. If that doesn’t work, and you are techni-
cally competent, remove them.

Try running from a floppy with a virgin System if possible.
By virgin, 1 mean as few generations from Apple as possible
without modification. Barring that, try removing CDEVs and
INITs one or several at a time until you are as close to virgin as
possible. This also means that you should keep an unmodified
System disk at all times. Never use it except for making copies.
Don’t even put it in a suspect machine.

Write down how long the machine was running before the
crash. Does it crash every five minutes, or once a week? Was it
in an exceptionally hot or cold room? If it crashes when you first
turn it on, let it warm up a while (as long as there is no smoke or
anything like that), and see if it still crashes.

If it crashes on a power up, let it crash and then try the
reset switch.

If a hard drive crashes when trying to boot, try booting
from a floppy with a copy of the System on it.

Then call for technical support. You can save immense
amounts of time and many headaches for yourself and the nice
people in technical support by doing this. After you have an
RMA (returned merchandise authorization) number for something
to send in, send a copy of all of this documentation with the
product, because the people that will repair it won’t have gotten
anything from technical support except that “It's messed up.”
And don’t forget a return address! It's amazing how many boxes
we've gotten over the years with nothing but a board in them.

Doug Gilbert (CompuServe)
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Doug should know: He works for Levco, which manufactures a
complete line of high-quality performance hardware products for the
Mac. If you follow his advice, chances are your experience with tech-
nical support will be a positive one.

-0-

Say something nice to hot-line and user-support people
once in a while. It brightens their day, and it’s no skin off your
nose. Besides, they might remember you and buy you a drink at
a conference someday (this should give you an indication of

how few people follow this tip).

Bruce A. Carter (CompuServe)

The Last Resort of Power Users Everywhere: RTM

Known by the acronym RTM, this tip entails quite a bit more
work than any others mentioned above. Maybe that’s why it’s
so radical (and why I saved it for last). It is: Read the manual!
Doug Clapp has already said it, but it hasn’t been heard enough;
many of the tips you hear about are actually in the manual that
came with the software. A sure-fire way to amaze your friends
and pets.

Ken Hadford (MacNet)

While you're reading through the manual, be sure to study the
Command-key shortcuts. You'll be surprised how much time you save
when you access menu choices from the keyboard. Get into the habit of
using keyboard shortcuts.

-0-
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RTM before you call technical support. We're glad to help
someone who's having a problem (it’s our job), but it does get a
little wearing to literally read the manual out loud to someone
who can’t be bothered to look up the installation procedure, or
whatever. . ..

Jeanne DeVoto (CompuServe)
-0-

It's a fact that these days, support costs money (either you
have to pay for long distance, or you have to pay for some kind
of extended support program, or you pay up front in higher
program costs), so to get the most for your money, here’s a few
suggestions: Before you need support, find out what System
version you're using, how much memory you have, and what
kind of Mac you are using. The easiest way to find out what
kind of Mac is to look at the front of your Mac. To find out your
System and memory, go up to the Apple menu in the Finder
and choose About the Finder (under System 6.0.x) or About
This Macintosh (under System 7). Under System 7, this will also
confirm what model Mac you are using. Write these numbers
down, or remember them when you call.

Second, you should find out what Startup Documents
(called Extensions under System 7) and Control Panels you are
using. If you are using System 6, open the System Folder and
choose By Kind from the View menu, then print the contents by
choosing Print Directory from the File menu. Keep this handy
for when you have a problem. Under System 7, open the System
Folder and choose By Kind, then click on the triangle to the left
of the Extensions, Control Panels, and Startup Items folders to
show their contents. Print the contents, and keep them handy in
case you need them.

Now, before you call for tech support, first check your
manual and the on-line help in the program, and any Read Me
First files on the original program disk. At the place where I
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work, something like a quarter of all support calls involve telling
people what's in the manuals. If those don’t help, try the action
that caused the problem again to see if it recurs. If it helps you,
take notes about what the problem is and what steps you took
that caused it. If the problem does happen again, then it’s time to
call tech support.

When you do call for tech support, it is best if you can be at
the machine when it happens. If the support people know what
the problem is, then they will probably want to run through the
solution with you to make sure that everything is working prop-
erly. If they don’t recognize the problem, they’ll probably want
you to try a few possible solutions to the problem and observe
the results. If you aren’t at your machine, they’ll only be able to
make suggestions for you to try later, and you may need to call
again later.

If the support people are unable io help you with a tech-
nical problem, please don’t get angry with them. They really do
want to help work out your problems, but sometimes they just
aren’t able to be solved in one phone call. On occasion, we have
to examine problems in our offices and figure out just what is
going wrong and how to correct it. If they can’t solve your
problem in one call, give them a chance to find out what the
difficulty is and get back to you. If you do have a legitimate
complaint about the support or customer support you receive,
complain, but do so calmly. Screaming doesn’t help, either.

Finally, stay focused on the problem at hand, and try to
address only one problem at a time. If the company makes more
than one program you own, ask only one question at a time, and
make sure the answer is clear before you move on. Also, please
remember that one company’s support people usually can’t
answer questions about other companies’ products. (I once had
a customer ask me for assistance on a “major spreadsheet” that
I've never used before in the middle of a call about one of our
products. Needless to say, I was not able to help her with her
spreadsheet problem satisfactorily.)

Cecil Habermacher (America Online)
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Cecil should know. He’s the head tech-support honcho for Kent
Marsh, Ltd., which makes a variety of Macintosh security products
such as MacSafe, Night Watch, and FolderBolt.

-0-

As an absolute last resort, look it up in the manual. Trees
died for that document.

Bruce A. Carter (CompuServe)
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Appendix A

All you need to know to remain safe from
computer viruses.

The mainstream media has given a tremendous amount of coverage
to the computer virus problem. For most of you, the threat is remote.

A virus, if you haven't already heard, is a nasty little piece of
programming that replicates and spreads from disk to disk (or
around your network) like a disease. Some viruses are supposedly
nondestructive; others can damage files or disks with little or no
warning. Nobody knows who creates stuff like this or why, but it is
happening. Recently, two or three new strains of viruses have been
discovered, and several Fortune 500 companies, as well as NASA,
have reported viral infections.

With luck, the perpetrators will be caught. Barbara Krause,
Apple’s public relations manager, says: “We're taking these viruses
very seriously. It is a criminal act, and we are working closely with
law enforcement authorities.” I hope they lock up the jerks who write
them and throw away the key. '
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There’s no cause for panic. Few viruses have been discovered,
and it appears that only a handful of users have been affected so far.
Still, the potential for damage is real, and you should be aware of it.
The key to keeping viruses from spreading is awareness, so tell a
friend.

Speaking of awareness, it bothers me when I hear people say
that the media glorifies these terrorists by giving them coverage. That
may be, but it would be irresponsible to ignore the problem. I hate
having to devote space to such an ugly topic, but if it keeps someone
from getting infected, it's worth it.

Your risk is minimal if you don’t have a hard disk, are not part
of a network, don’t use the on-line services, and use only software
you've personally copied from locked master disks. Although a few
early Aldus FreeHand demos had a virus (fortunately a relatively
harmless one), the chances of getting one from commercial products,
especially after that episode, are slim. Some publishers have gone as
far as using only “sterile” Macs for development and disk mastering.

Your risk is higher if you use disks someone has used on
another Mac, if you are on a network, or if you download software
via modem.

If you're at risk, you should probably consider some form of
protection. Disinfectant by John Norstad and VirusBlockade by
Jeffrey S. Shulman are freeware and shareware, respectively. Both can
eradicate viruses they discover, and defend against viruses on an
ongoing basis. They are available from on-line services and user
groups.

In addition, several commercial software packages for detecting
and eradicating viruses are also available (see the “Recommenda-
tions” section at the end of this appendix).

Because I've never been infected, I can’t tell you how these
programs work for eradicating (that is, removing) viruses. All of them
should offer a high level of protection from infection in the first place.

If you're in a high-risk group for viral infection, you should con-
sider one of the commercial products. Each of the publishers has stated
a commitment to providing reasonably priced updates as new viruses
are discovered. If you choose Symantec Anti-Virus for Macintosh
(SAM), you can call a special phone number to receive instructions for
updating your copy to defend against newly discovered viri without
the necessity of upgrading to a new version of the software (as you
would with Redux or Virex). The excellent shareware program
VirusBlockade is updated the same way. Other virus utilities, such as
Rival and Virex, require a new version of the software every time a
new virus is discovered, which makes them, at least in my opinion,
more of a hassle than SAM or VirusBlockade.
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Remember, the problem won’t go away until every virus is
eliminated from every disk. Until then, a little precaution goes a long
way. If you're at risk, please take appropriate action.

Someday, the viruses will die out. But even after they’re gone
and almost forgotten, a dark cloud will remain over the Macintosh
community. The days when you could use any disk without a second
thought are gone.

If I ever meet someone who created a virus, I'll ask the question
posed by Don Brown in the instructions for Vaccine (the first, and
now obsolete, virus prevention program): “Why would we want to
take such a gigantic step backward?”

After that, I'll probably have to be restrained.

Recommendations

Disinfectant and VirusDetective are freeware and shareware respec-
tively, and should be available from on-line services and user groups.
The three commercial products available for combating viruses are
listed below.

Rival
Microseeds
5801 Benjamin Center Drive #103
Tampa, FL 33634
813-882-8635
Approximately $100

Rival is a control panel that protects, detects, and repairs. Its unique
method of scanning files avoids the dialog box that appears when you
insert a disk and are using any of the other commercial virus detec-
tion programs. Unfortunately, if a new virus is discovered (as they
are several times a year), you'll need a software upgrade at additional
cost.

Symantec Anti-Virus for Mac (SAM)
Symantec Corporation
10201 Torre Avenue
Cupertino, CA 95014
800-3434714
408-252-3570

SAM is a virus-defense system made up of two components: an appli-
cation to detect and repair damage, and an INIT to protect you from
infection or recontamination. Both can be configured to detect newly
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discovered viri by typing in a new virus description, avoiding the
need for frequent software updates.

Virex
HJC Software
P.O. Box 51816
Durham, NC 27717
919-490-1277

Virex is the commercial offering of programmer Robert Woodhead,
who is also the author of the shareware program Interferon. Virex can
detect and repair damage caused by known viruses, and it includes
the Virex INIT for ongoing protection. Unfortunately, if a new virus is
discovered (as they are several times a year), you'll need a software
upgrade at additional cost.
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The Doctor’s Office

The hardware and software | know and love
(and use every day).

This isn't really a chapter—it's an afterthought, a bonus of sorts for those of
you who have stuck it out this far.

Over the years since the first edition of this book was published, I've
found that people I meet are curious about my work setup—the hardware
and software I use each day. When I speak at trade shows such as Macworld
Expo, the thing people ask me most is “What do you use for Fill-in-the-
blank ?” I also realized that, although much of this stuff is mentioned in the
text, there is much that is not. This chapter, therefore, is designed to provide
a walk through my office: a look at the hardware and software I use every day
and have come to depend on enough to feel it deserves mention.

One thing the rest of this book doesn’t address is application software
—uword processors, databases, spreadsheets, and so on. That's not an over-
sight, it's by design. Application software could easily fill another complete
book (which I may write someday), but for now, I've included a section where
1 briefly describe the application software I use, and why I choose to use it.
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The products in this chapter are the things I'm using today, a crisp
October day in 1991. By the time you read this, I could well be using some-
thing newer and better. Don’t worry. Everything in this chapter has been
tested under fire—I've put each product through the paces and found it to
perform admirably. So even if I do move on to something newer, the products
you'll read about here are all first-class and should remain so for years to
come.

So, with no further ado, let’s explore my office...

On the Desktop

Smack dab in the middle of my desk sits the heart of my system, a
Mac Ilci with an 80Mb internal Apple hard disk, 32Mb of RAM (8 x
4Mb, from Technology Works), and a Technology Works Cache Card.

I use Connectix Maxima software to create a 20Mb RAM disk,
leaving 12Mb of memory for System software and applications. I find
this setup perfect for most of the things I do. When it’s not, I can
easily disable the RAM disk and use all my RAM—32Mb of it—for
System software and applications.

Atop the CPU sits a Sigma Designs L-View Multi-Mode 19-inch
monochrome monitor. I've used a lot of 19-inch monochrome moni-
tors in my day; this one rates among the best. It's got excellent focus,
even near the edges, and I find it easy to look at for extended periods
of time.

The Multi-Mode feature lets me change resolutions—120, 92, the
standard Macintosh 72, 60, 46, or 36dpi (dots per inch)—with a single
keystroke. So, for example, if I set it to 120dpi, everything appears
much smaller than on an ordinary 72dpi Mac screen. At normal reso-
lution, 72dpi, I can’t view two 8%-x-11-inch pages side by side in
PageMaker. But at 92 or 120dpi, I can see all of them with room to
spare. Or, if I set the resolution to 36dpi, everything on my screen is
twice as big as usual: perfect for demonstrating software to someone
seated beside me. One other thing: Sigma Designs L-View monitors
are low-emission—they meet the strict guidelines for electromagnetic
emissions established by the Swedish National Board for Measure-
ment and Testing. I'm not sure if ELF or other radiation can cause
damage to a human, but I feel a little better knowing that at least one
of my monitors is a low-emission model. On the other hand, I tested
an inexpensive 19-inch monitor from Mirror Technologies last year,
and it was pretty darn good (though not as good as Sigma Designs’).

Speaking of monitors, my other one is an Apple Color 13-inch,
connected to an Apple 8224 Video Card. Though Apple monitors and
video cards are somewhat pricier than third-party products, they are
always among the top performers. The Apple Color monitor is three
years old, and it’s still bright and crisp.
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To the right of the CPU and Sigma monitor sit my SCSI devices
and modem. The SCSI devices are an APS ARDAT DAT tape drive, an
APS 340Mb hard disk, and a Bernoulli Transportable 90. The modem
is an Orchid fax modem.

In my closet are my spares: a U.S. Robotics 9,600-baud modem,
an APS hard disk (a 210 megger), and a Mass Microsystems SyQuest
44.

My keyboard is an Apple Extended. I've tried others, but I keep
coming back to this one.

I switch between a trackball and a mouse with amazing regular-
ity—I get tired of using one, then the other. The trackball is currently
a MicroSpeed, but I'm about to plug in a Stingray from CoStar. The
mouse is an Apple mouse.

For printing, I've got a LaserWriter IINT on loan from Apple
while my Jasmine DirectPrint (same as the Qume CrystalPrint) is in
the shop for repairs. The IINT is a nice printer, but a bit overpriced.

I'm a firm believer in creating a comfortable environment for
yourself at the computer, which is why I'm a big fan of wrist pads. I
have one sitting in front of my keyboard, and half of one (I cut it in
half myself) sitting before my mouse/trackball. If you spend a lot of
time at the keyboard, a wrist pad can make you more comfortable,
and it may help you avoid a repetitive strain injury.

Another thing that helps me spend endless hours at the keyboard
is the Balans chair I use. It's a funny-looking stool with an angled pad
for my knees. You don't sit on a Balans chair as much as kneel in it. As
strange as it looks, and as awkward as it feels at first, it's the best chair
I've ever used. I rarely get back or neck pain since I got it.

Last but not least, I have a pair of Monster MacSpeakers—self-
amplified stereo speakers—on the windowsill. They make even the
cheesy, built-in Mac sounds sound great.

Coming Soon

I'm saving up for one of the speedy Quadras and one of the little
PowerBooks as well. In addition, I will probably replace the Bernoulli
with a 128Mb read/write optical drive as soon as the prices become
more reasonable. Last but not least, I'll soon be replacing the Jasmine
printer with one of Apple’s models, the IIf or IIg.

I had an Apple CD-ROM player, but it broke. I'll probably get
one from somebody else real soon. Truth is, there just aren’t that many
truly great CDs yet, though I seem to be seeing more and better CDs
over the past few months.

Chances are you won’t need equipment this expensive or elab-
orate, but it's my job to stay on top of the latest, greatest Mac
technology. I know, it’s a tough job, but somebody has to do it. (As
we say on-line, <vbg>, which stands for “very big grin.”)
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Inside My System Folder

I put my System Folder (see Figure B-1) on the RAM disk and use the
RAM disk as my Startup disk. (See Chapter 7 for more information
about RAM disks.) This makes my Mac run significantly faster.
Startup time from the RAM disk is at least twice as fast as when I start
up using a hard disk, even my fastest one.

I run System 7 all the time. On the rare occasion when I need to
use System 6.0.7 (for example, compatibility testing for an article or
book), I have a Bernoulli 90 cartridge that I designate as the Startup
disk using the Startup disk control panel.

ECJ=—— About This Macintosh =———D13]
System Software 7.0
Macintosh llci © Apple Computer, Inc. 19831991
Total Memory : 32,768k  Largest Unused Block: 4,107K
CEIAC ook Nl m
System Software 5,033« [N |
® Word 1,024 ]
A%
[

Figure B-1. My System software, with all my INITs and CDEVs, consumes
over 5,000K of RAM!

Control Panels

I have a lot of control panels—more than thirty-five in my Control
Panels folder at last count, though some are usually turned off using
StartUp Manager (part of Now Ultilities).

Each of them is useful in its own way; here is a quick summary:

Maxima
Memory extension utility and RAM disk. If you have 16Mb or
more of RAM, you need this. See Chapter 7.

StartUp Manager
Lets you turn INITs and control panels on and off at startup,
create groups of INITs and CDEVS, and reorder INITs and
CDEVS without changing their name. Part of Now Ultilities
package (see Chapter 10). Other similar (and also very good)
products are INITPicker (Microseeds) and INIT Manager
(Baseline).
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Iomega Driver
Required for mounting Bernoulli 90 cartridges (see Chapter 5).

L-View
Required for my monitor.

These four CDEVs—Maxima, Startup Manager, lomega Driver,-and
L-View, and the SAM Intercept INIT—have a space or null
character as the first character in their names. That's because the
rmanufacturer wants it to be the first INIT or CDEV to load. (When

_you sort alphabetically, a space comes before any chqracfer)

- "But I've got five that want toload first

‘ It was easy. StartUp Mdnager let me rearrange thelr loading
order. In a minute of two | cdame up with dn order that seemed to
‘work. Further testing proved It rellable.

Moral of the story: If you have a lot of INITs and CDEVs, an INIT

manager Is a musi-have when experimenting with locdlng order
and :soloﬂng conﬂicfs

After Dark
The best screen saver ever. When computer screens are left on
for extended periods of time, screen phosphor is destroyed. This
can leave a permanent ghost image on your screen, called burn-
in. A screen saver prevents burn-in by sensing when your com-
puter has been idle for a while, then generating a pattern on
your screen.

After Dark is a modular screen saver that comes with over
twenty-five different effects—kaleidoscopes, fireworks, flying
toasters, swimming fish, and more. You can choose your
favorite, or have After Dark switch between modules at random.

If you have a monitor (you do), and you leave your com-
puter on for any length of time, you want After Dark (Berkeley
Systems, 415-540-5535).

Backmatic

Automatic backup utility (see Figure B-2). Backs up selected
folders (or entire disks) at user-definable intervals. When I'm
working on a serious project, such as a book or article, I tell
Backmatic to back up that folder every hour. Once an hour,
Backmatic politely asks if I want to back up the files in that
folder.

I usually back up to the Bernoulli 90 or a 1.4Mb floppy.
Backing up all the files I've changed in the past hour with
Backmatic takes about two minutes. Call me paranoid, but I'd
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rather be safe than sorry. For me, those two minutes an hour are
a small price to pay for the sense of security I feel when my
important files are backed up that frequently. (Magic Software

402-291-0670)

The Doctor’s
Opinion

oy hands.

Besides, you're not supposed 1o be at the keyboard for more than
an hour at a stretch—it’s bad for your back, neck, wrists, and

If you can’t remember o take regular breaks, Visionary
Software (503-246-6200) makes a program called LifeGuard that
monitors your computer and reminds you to take a-break if you

work too long.

[[0E—=—= Backmatic™ ===

(Back up Now...) (Pesswerd... ]

Backup Settings

L) ™
Backmatic
from Magic Software, he.
2239 Franklin, Bellevue I 63005 |
iz Al el - Backup Mode

( riter... ] ((mattery... )

@® Automatic OM

( scen.. ]( wren.. )

(X Ask Before Backing Up
rBackup Destination and Format
@Folder O Diskette i OKeep fArchives
((Backup pestination... ] | o Keep Archives with
Donald BackMatic of Cruella: Folder Structure

Coples of Flles to Keep

Keep One Backup
with Folder Structure

QO Keep One @Al
The next backup is at 09:06:00 AM or at Shutdown.
Backmatic™ =)
Copyright ® 1930 Magic Software, Inc. LL"

Figure B-2. Backmatic—perfect for the forgetful (like me) Mac

enthusiast
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Capture
One of three fine screen capture utilities I use regularly. In my
line of work, I do screen dumps almost every day. I switch
between three excellent utilities — ScreenShot (Baseline Publish-
ing, Inc.; 901-682-9676), Capture (Mainstay; 818-991-6540), and
Image Grabber (Sabastian Software; 207-861-0602). I'd be hard
pressed to choose my favorite. All three can capture all or part of
a screen and save in a variety of file formats. Only ScreenShot
can capture and isolate a single window or menu; only Capture
saves in two flavors of TIFF; both Capture and Image Grabber
can perform time-delayed screen dumps. Capture and Screen-
Shot are control panels (CDEVs), which load into memory at
boot time; Image Grabber is a desk accessory and doesn't.
You'd be well served by any of the three.

Color
Apple System software.

Complete Undelete

Part of Microcom 911 Utilities (see Chapter 6) and also sold
separately, Complete Undelete lets you quickly resurrect a file,
even after you've thrown it in the Trash and emptied it. It
doesn’t always work; the longer it's been since you deleted the
file, the less likely it is to be resurrectable. Even so, I often find
I've trashed something, and only after the Trash has been
emptied do I discover that I need it back. Complete Undelete
gets it back for me more often than not. (Microcom; 800-822-
8224, 617-551-1966)

DialogKeys
Part of the QuicKeys 2 package. Allows you to select buttons in
dialog boxes using the keyboard instead of the mouse. I use it
every single day. See Chapter 10. (CE Software; 515-224-1995)

FileSaver
Part of Norton Utilities (see Chapter 6). Saves information that
will make it easier to recover data if my hard disk should
become damaged.

File Sharing Monitor
Apple System software.

General Controls
Apple System software.

Helium 2.0.2
An extremely useful utility that allows you to hold down modi-
fier keys to see Balloon Help in the Finder as well as any
programs that contain Balloons. My modifier keys are Option-
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Control, so when I hold down Option and Control and point at
anything on the screen that has one, its Help Balloon appears. If
I release the Option and Control keys, the balloon disappears.
This handy gadget all but eliminates trips to the Balloon Help
menu; you'll wonder why Apple didn’t build it into the system!
Neat! Shareware by Robert L. Matthews.

Keyboard

Apple System software.

Labels

Apple System software.

Last Resort

Map

“Typing Retrieval System for people who can’t afford to lose
important text.” This ingenious device allows you to retrieve
typed text, whether it was saved or not, even in the event of a
crash or freeze. It saves every keystroke to a time- and date-
stamped text file. It works invisibly; you can’t tell it's there.
When you crash, though, almost everything you typed since
your last save should be recoverable. (Working Software;
408-423-5696)
Maybe I am paranoid...

Apple System software.

Memory

Apple System software.

Monitors

Apple System software.

Mouse

Apple System software.

Mouse2

Mouse Tracking overdrive. Doubles the speed of your mouse
tracking. I like it. Shareware by Ryoji Watanabe.

NowMenus

One of the best parts of Now Ultilities. See Chapter 10.

QuicKeys 2

See Chapter 10.

ScreenShot

See Capture above.

SCSIProbe

Lets you see what devices are connected to your SCSI chain. It
can also mount unmounted disks such as SyQuests and
Bernoullis. Freeware by Robert Polic.
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Sharing Setup
Apple System software.

Sound
Apple System software.

Startup Disk
Apple System software.

Super Boomerang
Another of the best parts of Now Utilities. See Chapter 10.

Thunder 7

The ultimate spelling checker and thesaurus. Works in every
program, can watch “over your shoulder” and beep when you
make a mistake, or batch-check anything from a word to an
entire document. Thunder can even replace commonly mis-
spelled words automatically as you type! So when I type ot,
Thunder automatically changes it to to. Or recieve to receive.
Best of all, it works in almost every program, so you won’t need
multiple proprietary dictionaries on your hard disk. Thunder is
definitely one of my favorite utilities. (Baseline Publishing, Inc.;
901-682-9676)

TW Cache Card
Turns my Technology Works Cache Card on or off.

Users & Groups
Apple System software.

Views
Apple System software.

Wallpaper
Useless but extremely likable, Wallpaper lets you “wallpaper”
your desktop with patterns up to 128 x 128 pixels. Great in color,
but works in black and white, too. It includes hundreds of
patterns, or you can create, edit, and store your own.

~ATM
Adobe Type Manager (see Chapter 8). (Note that it's named
~ATM, with a tilde as the first character. That makes it load last,
after all other control panels.)

Extensions

I have a lot of these puppies, too. As you know, you drop Extensions
(INITs) into your System Folder and they install themselves when
your Mac starts up. See Chapter 6 for more information on INITs and
INIT conflicts.
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Here's the stuff I use every day:

SAM Intercept

Antivirus software. I use it because you can upgrade it to defend
against new viruses by simply typing in a code. Other antivirus
software such as Rival and Virex require a software upgrade
each time a new virus is discovered. See Appendix A.

Apple CD-ROM

Apple System software.

AppleShare

Apple System software.

CEIAC

Allows QuicKeys to utilize Apple Events.

CEToolbox

Part of QuicKeys 2 package (see Chapter 10).

ClickPaste 2.1 INIT

Very cool pop-up Scrapbook replacement (see Figure B-3). Hold
down your modifier keys (mine are Option-Shift), and a pop-up
menu of all the pictures and text you’ve stored in ClickPaste will
appear. Click and hold on a graphic’s name, and a small pre-
view of that graphic appears in a cute little balloon. Release the
mouse and that graphic is pasted into the active document.
(Mainstay; 818-991-6540)

DAL

Apple System software.

Save Clipboard...

DD

og| Bart
o&| Bart2
o&| BartMan

Pictures
Text

og/| Bikini Babe
og| Donald

b

of| Dy N\
| Fol RivalFish

o] Ha
o®| Ho

&

Figure B-3. ClickPaste, an excellent Scrapbook replacement
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FaxInit

Lets me use my fax modem. Fax modems are OK, but somewhat
inconvenient. Plus, you need a scanner if you want to fax hard
copy to someone. On the other hand, faxes sent from your fax
modem look significantly better than those sent from a sheet-fed
fax machine. Also, fax modem software keeps getting cool fea-
tures such as broadcasting, which lets you easily send a single
fax to multiple locations, and delayed sending, which tells the
software to wait until a certain time, like 11:00 pM, when phone
rates are the lowest, to send your faxes. In addition, documents
created on your Mac and sent via a fax modem arrive looking
better than documents fed into a sheet-fed fax machine.

For most people a fax modem should be an adjunct to a
stand-alone fax machine, not a replacement.

File Sharing Extension
Apple System software.

First Things First
Simple menu-bar clock and reminder system (Visionary
Software; 503-246-6200). Has a lot of the same features as
AlarmClock, which is part of the Now Ultilities collection, but is
a lot sexier looking (see Figure B-4).

cotegory; R
View Range: View Options: [ Show All Types |
Thing to do/Reminder Time /Category
- Sunday , September 29, 1991 |4
& Noon Sunday Farmer's Market Kevin Conner 11:00 AM/To Do |
«Friday, October 11, 1991
(©*Dr. Dolce Monday 10/14 @ 11:30 10:30 AM/To Do

&

(New Reminder ) (New ThingTo Do) [ fait.. ) ([ belete )

) print.. ] | save ]| [ cancel )

Figure B-4. First Things First provides a floating calendar clock (top left)
or digital menu-bar clock (tfop right) and lets you store pop-up
reminders and things to do (bottom)
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Foreign File Access
Apple System software.

LaserWriter
Apple System software.

MailSaverll
Part of my fax modem software (see FaxInit above).

MasterJuggler
See Chapter 10.

Network Extension
Apple System software.

PrintMonitor
Apple System software.

Retro.Startup
The INIT that makes Retrospect (see Chapter 5) launch auto-
matically and perform a script. In my case, it launches every
morning at 4:00 AM, and backs up all of my hard disks to digital
audio tape (DAT).

Suitcase II
See Chapter 10.

The Apple Menu Items Folder

To begin with, I have aliases for six or seven of my most frequently
used folders in the Apple Menu, as well as aliases for frequently used
documents. My desk accessories are listed below.

Calculator +
Superb calculator with multiple functions and a printable paper
tape option (see Figure B-5). Part of the File Director package.
(Fifth Generation Systems; 504-291-7221)

Calendar 3.1
A simple calendar DA (see Figure B-6). You can type as much
text as you like for each date; dates with text entries are denoted
by a check mark. Part of the File Director package. (Fifth
Generation Systems; 504-291-7221)

Chooser
Apple System software.

ClickPaste
The other part of the ClickPaste extension (see above).
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Calculat

Figure B-5. Calculator + is like the Apple calculator on steroids

E| Calendar |
Sat, Sep 28, 1991 2:33 PM Notes for Sat, Sep 28, 1991
September 1991 This is a note for Saturday, Sept 28th. 2

Sun Mon:Tue Wed:Thu Fri Sat
1 2 3 4 5v 6 ?
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 126 127

29 30 &y 2 3 4 5

[ v 8 9 10 11 1

Jan | Feb Mar | Apr :May  Jun| 90

Jui  Aug BLY oct  Now Dec| 92 5]

File Director™ from Fifth Generation Systems

Figure B-6. Calendar, a handy pop-up calendar desk accessory

DeskDraw
Excellent drawing program in a desk accessory. I use it all the
time for quick editing of PICT files.

DeskPaint

Excellent paint program in a desk accessory. I use it all the time
for quick editing of paint, PICT, and TIFF files.
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DiskTools

Similar to DiskTop—a file organizer in a desk accessory (see
Figure B-7). Lets you quickly find (using multiple criteria, if you
like), delete, move, copy, rename, or launch files. Part of the File
Director package. (Fifth Generation Systems; 504-291-7221)

DiskTools™ 3.0

| O Cinderella v |

&
Size |

1 Beta:
£ bumbe
I Fonts
[im] Graphics Apps
£ sounds
| O Telcom
(=] Toys
9 Utilities
B Desktep
B Desktop DB
B Desktop DF
E leon
| (B System Folder
(9 Writer's Tools
Bl eDelete-Loge

FNDR ERIK
BTFL DMGR
DTFL DMGR

15 tems
1 items
36 items
13 items
114 items
6 items
26 items
29 items
33K
176K
1,188K
6K

47 items
6 items
S5K

| 1 Name ’ Tgpe Creator Size Modified
B2 Applications 23 ftems  9/28/91 (M

9/12/91
9/20/91
9/12/91
9/12/91
9/12/91
9/15/91
9/28/91

1/1/4
9/28/91
9/28/91
9/12/91
9/25/91
9/24/91
9/28/91

HFS
196,130K used
134,365K free

18 items

EG

Figure B-7. DiskTools allows you to quickly find, delete, move, copy,

rename, or launch files

DiskTop
See Chapter 10.

GOfer 2.0

GOfer is a desk accessory that can search for text within files
created by most applications. So, for example, you could instruct
GOfer to search your hard drive for files containing the word
Apple (see Figure B-8). It's capable of sophisticated searches
using operators such as AND, OR, and NEARBY, and you can
scroll through found documents and copy text to the Clipboard.
It searches almost every kind of file—text, word processor, data-
base, spreadsheet, and so on. If you forget where you put things
and can’t find them by file name alone, GOfer is just the ticket.
(Microlytics; 716-248-9150)

Another product that searches within files is On Location.
It's similar to GOfer, but much faster. Its only drawback is that it
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requires advance preparation—you have to go through a proce-
dure called indexing, which creates a special file to help On
Location find the text you're looking for. This index must be
updated periodically, though the program can be configured to
do it for you automatically. The trade-off is, On Location is ten
or twenty times faster than GOfer. It searches the average hard
disk in well under a minute, and it can be used successfully on
slower media such as optical disks and CD-ROMs. It's not
presently installed on my hard disk because version 2, which
provides complete System 7-friendliness and several new
features, is expected to ship any day now. I haven’t seen version
2 yet, but I am waiting for it with bated breath. If version 2 is as
elegant as version 1, I'll use it often. (On Technology; 617-
876~0900)

e ————  Q[i{gaf 1|
Uhat... =1: ]prle I[ Where... =2 ][ How... ®3 )
(Nent Find %F ] (Next File %N J( Continue %P J(__stop . J{( bbrer it )

Name Size Kind Finds Location (Yhere)

Laurie McLean.3/12/91 2KB MS-Yord document (1) [{#] O3 Correspondence IQ
levitus.10-18 13KB document (1) 2] O stuff

Manny Kreiter /OPTIFo... 8KB MS-Word document (1) ; & Cruella .3.

Current Fﬂe:OB!OO% Files:44  Bytes:(204K)  w/Finds:11 Finds:(15)
Mac Hay Cut the crap. Just tell us about the book.

LeVitus Hait. Don't you want to know the top ten ways to tell

the difference between “Stupid Mac Tricks" and "The Macintesh Hay"?

Hae Hay Sure, do | have a choice?

LeVitus Nope. Here goes....

10. “Stupid Hac Tricks" is the one with the Moose and the Fish.

"The Hacintosh Hay" is the one with the scholarli footnotes.

"Stupid Hac Tricks" doesn't bash Ashton*Tate or

"The Hacintosh Hay" doesn't bash Moose or Fish.

The chapter on "Sexplosion” is in "Stupid Mac Tricks."

The chapter on dating and marriage is in "The Macintosh Hay."
“Stupid Mac Tricks" only mentions Apple twice.

“The Hacintosh Hay" has the quote from Apple’'s Jean Louis Gassee.
"Stupid Hac Tricks" has the quote from Night Court's Harry Anderson.
And the number 1 way to tell the difference between "Stupid Mac Tricks" and
“The Macintosh Hay” (drum roll....)

Hac Hay Hore |ike a gong...

LeVitus 1. "“The Hacintosh Hay" can't make your MHac emit a
disgusting barfing noise!

NWsEUAN-~JDOWO

Figure B-8. GOfer can find text within documents created by almost
any application

Image Grabber

See Capture, in the “Control Panels” section of this chapter.
Key Caps

Apple System software.
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miniWRITER

Text editing desk accessory. I keep it around mostly for its
Stupefy feature, which removes all Macintosh-specific charac-
ters and replaces them with characters that can be read by other
computers, such as the IBM PC. For example, it turns curly
quotes (Option-Square Bracket/Option-Shift-Square Bracket)
into straight quotes, bullets (Option-8) into asterisks, and em
dashes (Option-Shift-Dash) into double dashes. This makes it
easier to provide ASCII text files that can be read on computers
other than the Mac. Shareware by David Dunham.

Phone Pad 3.1

Free-form multipage text database. Phrases can be entered in the
Fast Find window (as shown on the right side of Figure B-9);
when you double-click them, the page containing the first
occurrence of that phrase appears. I use it to store pieces of text I
think I'll be using again. Part of the File Director package. (Fifth
Generation Systems; 504-291-7221)

[J=——====—= Phone Pad =013

"BUSCIEERIRA R is my new book/disk package
published by Addison=-Wesley. It should be available
RealSconNow at book and software stores, or by
mail from MacAvenue (800-888-6221), with a
suggested retail price of $19.95. It's a collection of
14 playful programs, INITs, CDEVs, sounds, and
startup-screens, accompanied by an B8 page
"manual® It includes: Talking Moose Demo (the
name says it all) SoundMaster (plus over 40 sound
effects) Fish (fish swim all ever your desktop;
also includes a screen saver) Melt (DA that melts
in your screen, not in your hands) A Ceol
StartupScreen (“Do you wish to erase the ROMS?™)
Eliza (the computerized headshrinker) And a bunch
mere. 14 in all. Want to hear what Harry Andersen
said about it?

& &

: | 9
File Director™ from Fifth Generation Systems =

Figure B-9. Phone Pad, a free-form multipage text storage system

Scrapbook

Apple System software.

TouchBASE

I use TouchBASE (shown in Figure B-10) to manage names and
addresses of people I know. Though it's a desk accessory and
uses only about 20K of RAM, it packs a lot of punch. It makes
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printing a batch of labels or a single envelope a breeze, and it
has flexible options for exporting text for mail merge. I find it
more than up to the task of managing my Contacts database.

Macintosh celebrity Guy Kawasaki says, “Dollar for dollar,
TouchBASE is the most functional piece of Macintosh software
I've ever seen.” Guy knows. In fact, he likes this product so
much he’s an investor in the company.

Don’t take our word for it, though. After Hours offers a free
demo. Give ‘em a call. (After Hours Software; 818-780-2220)

[ED======s==== MosterBase.TouchBase ez

Salutation  [[]Marked

Susan Janus 415-378-5695
Name Susan Janus Hactsar
Title Reviews Editor
Address 950 Tower Lane |8th Floor L] 2
MiscPhone =
City Foster City Onlinel 72511 66
State/Zip CA 94404 Class EDITOR PRESS
Country Custom 4
Work 415-378-5600 w Custom 5
Home = Date  Modified 9/28/91
Fax =

[] Custom Check | [] Custom Check 2

Notes| Susan assigns product reviews. Sometimes even games. Be nice to her. Don't growl.

®
Fid Q w ] New XIKIDL] ((cancel [ seve ||

Record 2 of 10

=
=]

@

Figure B-10. TouchBASE, an excellent contacts manager

Words and Numbers

I probably use more programs than I need to, but I enjoy pitting one
against the next, and keeping the best of the bunch until something
better comes along. Here are some that I find useful almost every day:

Acta 7
An outline processor, and a darn good one (see Figure B-11).
Inexpensive, quick, and handy, it makes it easy to organize
pieces of text, pictures, and/or sound. I use Acta for my to-do
list. T also use it to organize my thoughts before I begin writing
an article or book. (Symmetry; 602-998-9106)
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r

& File Edit Search Topic Font Size Style Windows
eYDYeYVem——— Nlist==————

< Things to Do...
b Today
b Soon
P Not so soon
<7 Borrowed

~ Dates to remember

» Louise: Arkenoid

» 10.2 (Wed) Radisson Plaza Hotel 700 San Jacinto 6:30 Wellace

Enqraving/Marcia Ball
» 10.3Thurs - UMUG 7PM Pharmacy 3.10¢
» 10.7 Dr. Mec Il - Chapter 11, Appendices
» 10.6 - 10.11 Macworld Toronte
Sunday, Oct 6 — Fly into Toronto Lv: 3:20PM Arr Toronto: 9:10PM
Fridey, Oct 11 — Return to Austin Lv: 7:45AM Arr Austin | 1:45AM
Bond Place Hotel

Figure B-11. Acta, a superb outline processor that helps you organize
your words (though it also works with pictures and sound)

Excel

I'm not much of a spreadsheet jockey, but when I need one, I
usually turn to Excel. (Microsoft; 206-882-8080)

FileMaker Pro

When I need more database power than TouchBASE can
provide, I use FileMaker Pro. It's intuitive and easy to use, yet
powerful enough for most of my data management needs.
(Claris; 408-727-8227)

HyperCard

Ah, HyperCard. The ubiquitous HyperCard. What is it? A
programming environment? An application-building system? A
hypertext tool? A picture storage device? Hypermedia? Or
what?

I don't know. HyperCard sort of just . . . is. It's all of the
above, and something more. [ don’t know how to describe it, but
it's worth playing around with. Most Macs include a copy of it,
so chances are you've got it laying around somewhere.

Unless you're really pressed for hard disk space, I suggest
you keep it on your hard disk, for reading the occasional stack
that sometimes comes with commercial software.

If programming HyperCard interests you, Claris sells a
developer version with enough documentation to keep you
busy for a month. (Claris; 408-727-8227)
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Nisus

Nisus is not my everyday word processor, but it is still an
excellent one. If it weren't for my reliance on Word's style sheets,
and the way they import smoothly into PageMaker, I'd probably
switch to Nisus full-time. Among its unique features are ten
editable clipboards, virtually unlimited undos, integrated
drawing, macros, a killer search and replace function, and the
ability to find a text string in a file, even if it's not open. It's
extremely capable, and it can be customized in many ways. Plus,
itimports and exports to most other word-processor formats.

If you don’t plan to use your word-processing documents
with PageMaker, you should definitely take a look at Nisus.
(Paragon Concepts; 619-481-1477)

Quicken
The perfect checkbook program for someone as accounting-
impaired as me. Keeps track of inflow and outgo, generates
reports even your CPA will love, and prints beautiful checks on
the LaserWriter, to boot. Couldn’t be easier to use. (Intuit;
415-322-0573)

PageMaker
The premier page-layout program. I've typeset several books
(including the first edition of this book!), plus hundreds of fliers,
pamphlets, booklets, directories, and advertisements with it; it's
never let me down. It's expensive, but if you're going to be doing
serious page-layout work, it's worth it. (Aldus; 206-622-5500)

Resolve

Claris’ recent entry into the spreadsheet wars. Intuitive interface
and cool charts make it a definite possibility. Also consider
Lotus” 1-2-3 for Macintosh, which is reputed to be another
serious competitor with Excel. I think Resolve is a particularly
good choice for those just getting started with spreadsheets. The
documentation is good, and Claris has always been known for
above-average technical support. (Claris; 408-727-8227)

Retrospect
It’s what I use for backing up and archiving. See Chapter 5.

Word

Industrial-strength word processor that just keeps getting better.
Version 5.0, which I haven’t used at this writing, adds page-
layout features including drawing tools, a mail-merge helper,
support for publish and subscribe, spelling and grammar
checkers, and a thesaurus. More people use Word than all other
word processors combined; I've used it every day for years. It's
what I'm using right now. There must be a reason. . . (Microsoft;
206-882-8080)
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Graphics

I'm not a very talented artist, but I do a lot of tinkering with graphics.
In spite of my lack of artistic talent, I've designed a letterhead, logos,
newsletters, and a lot more. Though I use programs such as Adobe
[Mustrator 3 or Aldus FreeHand 3.0 when I need to create color
graphics for high-resolution output, I don’t consider myself enough of
an expert to give you a glowing recommendation. I also use Adobe
Photoshop 2.0, but it’s a sophisticated tool I don’t think I use to its
fullest. There are, however, three graphics programs I use often
enough, and have acquired enough expertise with, that I feel qualified
to recommend them to you. They are:

Amazing Paint

Simply put, the best black-and-white paint program around. It's
what the original MacPaint should have been. Among its
innovative features are multiple undos and redos, special effects
such as Free Rotate, Slant, Distort, and Add Perspective, the
ability to select more than one area of a document, and user-
configurable everything.

The interface is sleek and uncluttered, and everything is
easy to use. If you do a lot of black-and-white painting, you’ll
love this Amazing Paint.

Canvas

Canvas is the powerhouse of the color drawing programs. It's
more powerful than a locomotive, yet its interface is so logically
arranged that even a novice can master it quickly. With features
galore, Canvas is often referred to as the Swiss Army knife of
graphics programs.

If you need a powerful black-and-white, gray-scale, and
full-color drawing program that you don’t have to be a rocket
scientist to use, this is it.

DeskDraw and DeskPaint

Though they’re mentioned in the desk accessory section, I
thought I'd point out that I use these two powerful desk acces-
sories even more than Canvas or Amazing Paint. I like them a
lot because they are desk accessories, so they open fast and
don’t use much RAM. Not only that, they’re easy as pie to use. If
you aren’t a graphics heavyweight, or you don’t have a lot of
RAM to spare, DeskDraw and DeskPaint may well be the best
(and least expensive) draw and paint products for you.
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Persuasion

Not truly a graphics program, but rather, a presentation tool.
With Persuasion, you can quickly and easily create on-screen
presentations, or print a presentation on a laser printer, color
printer, or 35mm slide printer. It comes with a lot of beautiful
templates, making it even easier to produce a good-looking pre-
sentation. When I speak in public and a Mac projection system is
available, I present with Persuasion. (Aldus; 206-622-5500)

There you have it—the stuff I find myself using again and again. I'm
very fortunate. My job as a columnist for MacUser means that I receive
a lot of software and hardware for “evaluation.” And evaluate them I
do. The products I've lovingly described in this chapter are the tools I
use every day—sometimes chosen from dozens of similar products.

All the products in this chapter are good ones. If I were award-
ing them mice, there’s nothing less than a 4.5 (5 being the best rating
MacUser gives—meaning that the product is truly excellent). Most of
these products would receive 5 mice if it were up to me!

Whatever your software or hardware needs, these are products I
find dependable, useful, and elegant each and every day. They are all
solid choices; you won’t be disappointed with any or all of them.
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The Dr. Macintosh Dictionary

The words according to Dr. Macintosh.

accelerator card A type of card that contains a processor that shares
computing tasks with the CPU of your Mac. It speeds up processing.

active window The frontmost, currently selected window. Only one
window is active at any time. The active window’s title bar is always
highlighted.

ADB (Apple Desktop Bus) A low-speed input bus for input devices
introduced with the SE and II and a part of every Mac since 1987. The
ADB’s main advantage is that you can daisy-chain up to sixteen
devices (mice, keyboards, trackballs, graphics tablets, and the like) on
the bus. Mac Plus and earlier Macs have separate mouse and keyboard
ports, which means that keyboards and mice from earlier Macs don’t
work on the SE or II, and vice versa.

alert box The little message boxes that appear when your Mac has
something to tell you. Examples include these always-popular mes-
sages: An application can’t be found for this document and Please insert the
disk ‘diskname.” These messages are usually accompanied by a beep.
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alias (System 7 only) A small (usually 2 or 3K) representation of a
document, program, folder, or disk that you can use as if it were the
original. When you double-click an alias, it locates the original and
launches it. The name of an alias always appears in italic type.

Apple menu The menu from which you select desk accessories (or
anything you place in your Apple Menu Items folder under System 7).
It's the leftmost menu, called the Apple menu because it’s represented
in the menu bar by an Apple icon. Most programs support desk
accessories or the Apple menu.

AppleShare Apple’s file serving software. Requires a Macintosh Plus
or higher as a dedicated server (that is, a machine that isn’t used for
anything else).

AppleTalk The network protocol built into every Mac. Allows Macs
to communicate easily with other Macs and with AppleTalk-equipped
printers (that is, many laser printers).

In the past, AppleTalk also referred to the cables and connectors
used for connecting Macs, but the name of the hardware has since
been changed to LocalTalk.

application Software that is used to accomplish tasks that would be
necessary even if you had no computer: word processing, database
manipulation, and so on. Applications are used to create files; they are
the tools you use to accomplish most tasks on your Mac. Often called
programs. Examples are MacWrite and MacPaint.

application menu (System 7 only) The menu at the far right of your
screen. It shows which programs are currently open and lets you
switch between them by choosing a menu item. It also has commands
for hiding and showing the windows of open programs.

archive (archival backup) Copy of files stored in a safe place.

ASCII (American Standard Code for Information Interchange) A
standard for assigning binary definitions to letters and numbers.
Almost all computers can understand an ASCII file. On a Macintosh,
ASCII files are usually saved as text or text only.

A/UX (Apple/UNIX) The Apple version of the UNIX operating
system. UNIX is a multiuser, multitasking operating system devel-
oped by Bell Labs in the mid-1970s. It is popular among college
networks, scientific laboratories, and the government for its sophisti-
cated abilities in dealing with multiple users and tasks.

Available only for Mac II and later models.

background A phrase used to describe where a program is running
(that is, actually doing something) under MultiFinder or System 7,
when you are working in a different program in the foreground.
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Most telecommunication programs (Red Ryder, MicroPhone II,
SmartCom II) can run in the background. This means that they can log
onto a remote computer via modem and upload or download
information while you process words or crunch numbers in another
program.

Some database and spreadsheet programs perform calculations,
sort, and search in the background.

Background processing generally causes some negative effects in
the foreground. If you're downloading a file in the background, you
may notice that the performance of your foreground application is
degraded somewhat—your cursor movement may become jerky, or
menus may take longer to pull down. This is the price you pay for
background processing.

background printing (spooling) The ability to send a file to the
printer while continuing your work. Printing in the background is
often called print-spooling.

Without spooling, you usually have to wait several minutes while
the file is being processed after you click the OK button in a print
dialog. A spooler that allows background printing lets you get back to
work in a lot less time. If you use MultiFinder or System 7, a spooler is
built in. Or, several commercial products are available.

backup (back up) A copy of a file, files, or the entire contents of a
disk. Computers and hard disks break. A backup ensures you're never
left without copies of important files. Don’t shut down without a
backup!

balloon (System 7 only) Little pop-up descriptions of objects on the
screen—icons, menu items, dialog box items, and so on—that appear
when you point at the item if you have turned on Balloon Help in the
Help menu (just to the left of the Application menu).

baud Baud rate measures how fast your modem works. Higher
means faster, but doubling baud rates doesn’t double throughput. The
speed of communication between any two modems cannot be faster
than the slower of the pair. For example, if you have a 19,200-baud
modem and your friend has a 2,400-baud modem, you'll communicate
at 2,400 baud.

Baud describes the number of discrete signal events per second
occurring on a communications channel. Though technically incorrect,
baud is often used to refer to bits per second (bps),which isn’t the same
as discrete signal events per second.

BBS (bulletin board system; sometimes referred to as RBBS—remote
bulletin board system) An electronic communications center where
users with modems can exchange notes and programs. You connect
with a BBS by instructing your modem to dial its phone number. Some
BBSs require payment before access is granted; others are free.
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binary A numbering system that uses the powers of two. Computers
use the binary system, which allows the use of only the numerals 1
and 0.

bit The smallest chunk of digital information, equal to a yes or no and
represented by the numerals 0 or 1 in binary. All files are made up of
bits. Lots of them.

bitmap (also bit map, BitMap, bit-map) Graphic format used by
paint programs. Images consist of dots (pixels) on the screen. Most
bitmapped graphics have a resolution of 72 dots per inch.

bomb The icon in the dialog box you see when your System crashes.
Also used to refer to the crash itself: “I was working on my resumé
when my Mac bombed.” See crash.

boot (booting, boot up, booting up) In the old days, starting up a
computer required you to toggle several switches on the front panel,
which began an internal process that loaded the operating system. The
process became known as bootstrapping (later shortened to booting), as
a reference to “pulling yourself up by the bootstraps,” which is what
the computer would do when the right switches were toggled.

Today, boot refers to the process of starting up your computer. Some
people also use it to indicate starting up an application: “So I booted
up Excel and....”

boot blocks The first block of a file system, or the first two logical
blocks of a volume. Boot blocks contain the system’s startup instruc-
tions. Disk First Aid, Norton Ultilities, and so on, can often detect and
repair damaged boot blocks.

BPS (bits per second) See baud

bug In the old days, insects (yes, real bugs!) would fly into the guts of
huge, refrigerator-size computers, which made for some spectacular
system crashes. So things that caused crashes became known as bugs.

Today, bug refers to anything that makes your Mac act strangely
and/or crash. Usually, a bug is attributable to sloppy programming. If
you can duplicate a procedure that makes your Mac crash, you've
found a bug. Report it to the software’s publisher.

bulletin board See BBS

bundled software Software included with the purchase of other hard-
ware or software.

bus The hardware used to connect peripherals or other computers.
Bus also refers to hardware that transfers information between differ-
ent components inside the computer. Common examples include SCSI
Bus, NuBus (Mac II only).
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byte A sequence of 8 bits. Represents a single alphanumeric character
in most instances.

cache (pronounced “cash”) A special area of memory (RAM) set aside
for frequently accessed data. Because data can be read from RAM far
faster than from disk, a cache can make your computer appear to be
running faster.

The cache in your control panel (General control panel under
System 6; Memory control panel under System 7) can improve
performance significantly, but it can also cause trouble when used
with certain applications. Unless you have more than a megabyte of
RAM, set the cache to the lowest setting (32K) or turn it off. If you
receive out-of-memory messages or your Mac starts to crash, turn the
cache off. Also, don’t use the cache on 1IMb machines with HyperCard,
as HyperCard needs all of the available RAM on a IMb machine to
operate properly.

If you have more than a megabyte of RAM, experiment with
various settings to find one that suits you. Remember, the amount of
RAM you allocate to the cache reduces the RAM available to run
applications.

camera-ready copy A printing and publishing term used for output in
final form, ready to be prepared for the printing press.

card A board that plugs into your SE or II and that implements
specialized functions.

CD-ROM (compact disk-read-only memory) Optical storage medium
that can hold up to 800Mb per disk. Data cannot be modified or
deleted, though it can be copied. HyperCard is the most common soft-
ware interface for accessing information on CD-ROMs.

CD-ROM players connect to the SCSI chain These players are
similar to the popular audio CD players. Most CD-ROM players can
read information into your computer and play your favorite Pink
Floyd CD, though not at the same time.

CDEYV (control device; pronounced “see dev”) Your System includes a
modular control panel; CDEVs are the modules.

To install a CDEV, just drag it onto your System Folder. Some
CDEVs require you to reboot before they take effect. To use a CDEV,
choose Control Panel from the Apple menu and either select the
specific one from the scrolling icons on the left side of the window or
double-click its icon.

Apple-supplied CDEVs include General, Keyboard, Sound, Mouse,
and Monitors. Some commercial utilities are also CDEVs, such as
QuicKeys.

check box Control used in dialog boxes; an X in the box indicates that
item is turned on. The Page Setup dialog box has several check boxes
—Font Substitution, Text Smoothing, and so on.
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Chooser Apple-supplied desk accessory that lets you choose among
the devices, usually printers, that are connected to your Mac through
the printer or modem ports.

Clipboard Special area of RAM set aside to hold text or graphics you
cut or copy. The Clipboard can contain only one selection at a time: the
last thing you cut or copied. When you use the Paste command, the
current contents of the Clipboard are pasted. Because the Clipboard is
in RAM, shutting down or crashing causes the loss of its contents.

close box Box in the upper left-hand corner of most Macintosh win-
dows. Clicking in it closes that window.
The close box is sometimes called the go away box.

Command key The key with the cloverleaf, just to the left of the space-
bar on most keyboards. It is always used in conjunction with at least
one other key, usually as a shortcut for a menu item. When instructed
to type Command-p, for example, you would press the Command key
and then the p key (without releasing the Command-key). Command-
key shortcuts (sometimes called Command-key equivalents) are
usually listed in menus.

Control key A modifier key found on some keyboards.

Control Panel An Apple-supplied desk accessory (it's a folder under
System 7) that lets you control many of the ways your Mac responds
to you. For example, you can adjust mouse speed, key repeat rate,
delay until key repeat, the time on your Mac’s internal clock, and
much more from control panels.

coprocessor A chip other than the CPU that processes information. A
Mac II has two processors: a Motorola 68020 and a 68881 math chip.
The first processor is the CPU; the second handles only math, so it’s
called a math coprocessor.

copy protection Schemes that prevent unauthorized copying of soft-
ware. Copy protection has unpleasant side effects. Copy-protected
programs are harder to use with a hard disk, they wreak havoc with
disk optimizers and backup utilities, and they can leave you without a
usable copy of the program if the master disk is damaged or lost.

If you have a choice between products, choose one without copy
protection over one with it.

corruption (corrupt, corrupted) The term given to a file that has been
damaged or scrambled in some way, and can no longer function
properly. Corruption is usually the result of a crash (System error) or
power interruption. Any file can become corrupted—documents,
applications, System files, desk accessories, fonts, and so on, but the
System and Finder are particularly susceptible to corruption since they
are always running when you crash.
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CPU (central processing unit) The chip that is the “brain” of your
computer. The Macintosh uses the Motorola 68000 series of CPU chips:
the Plus and SE have the 68000; the II has the 68020; the IIx, IIcx, Iici,
IIfx, and SE/30 have the 68030; and the Quadras have the 68040.
Power users call them by their last three digits: “It has an ‘040 and
really screams.”

Sometimes an entire computer is referred to as a CPU.

crash Unfortunate, unexpected occurrence in which you lose control
of your Mac. Most crashes are the result of bugs in software. A crash
generally forces you to restart your computer, which causes the loss of
all work done since the last time you saved to disk.

creator Four-letter code your Macintosh uses to identify which appli-
cation was used to create which document. Many applications and
DAs allow you to view a file’s creator and type (DiskTop, ResEdit, and
1st Aid Kit, for example).

The most common creator codes are: MACA (MacWrite), MSWD
(Microsoft Word), WILD (HyperCard), and MPNT (MacPaint).

cursor The little pointer on the screen. The cursor almost always
moves when you move the mouse or arrow keys. Cursors come in
many shapes and sizes; the watch, arrow, and insertion point are all
cursors.

DA (desk accessory) A program that resides under the Apple menu
and is available no matter what application is currently running. DAs
afford much of the functionality of MultiFinder to users with only
1Mb of RAM.

Under System 6, desk accessories can be installed as resources in
your System with Font/DA Mover, or accessed without installing
them with Suitcase II or MasterJuggler.

Under System 7, desk accessories act like little double-clickable
applications and can be placed anywhere on your disk, though most
people store them in the Apple Menu Items folder so they appear in
the Apple menu.

Apple-supplied DAs include Alarm Clock, Calculator, and Puzzle.
Commercial DAs include DiskTop, DeskDraw, and DeskPaint.

daisy-chain A series of peripheral devices connected to your com-
puter, or the act of connecting peripherals in such a chain. A SCSI
daisy-chain usually includes one or more hard disks and can also
include a CD-ROM device, tape drive, scanner, or other hardware
device.

The daisy-chain on the Apple Desktop Bus (ADB) always includes
the keyboard and mouse but can also include a trackball or digitizing
tablet.

In daisy-chains, devices are connected to each other in a series, and
the last device in the chain is connected to your Mac.
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data Information, usually stored on a computer in bits or bytes. More
specifically, data usually refers to documents, especially database files,
rather than to applications or programs.

data fork All Macintosh files have two forks: a data fork and a
resource fork. The contents of each fork depend on what the file
contains. Applications and System software store most of their
information in the resource fork, and documents store most of their
information in the data fork.

database  Application (program) for storing, manipulating, and
retrieving information (data). Most Macintosh databases allow data to
consist of words and/or images.

Also refers to the documents created by the application.

A database program is sometimes called a DBMS (database man-
agement system).

DB-9 The connector that plugs into the serial or modem ports on
older Macs.

DBMS (database management system) See database

decryption The process of decoding a document that has been
encrypted for security reasons.

defragment The process of rewriting files on disks so that they reside
on contiguous sectors, done with a specialized program such as
DiskExpress.

desk accessory See DA

desktop The (usually) gray area in the Finder where the Trash and
disk icons appear. Also refers to the entire Macintosh interface
metaphor.

Desktop file An invisible file (meaning you can’t see or modify it
without special tools) on every Mac disk that contains important
information for the Finder about the files on that disk.

dialog box The little message boxes that appear when your Mac
needs you to make a decision. The boxes you see when you open or
save are examples of dialog boxes, as is the one that says Completely
erase the disk.... Page Setup and Print are other commands that bring
up a dialog box in most applications.

Dialog boxes usually require input from the user—either typing or
selecting a button.

DIN-8 The connector that plugs into the serial or modem ports of all
Macs since the Mac Plus.

DIP SIMMs A SIMM (single in-line memory module) is a small board
used to add RAM to your Mac (usually 1Mb). DIP SIMMs are slightly
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taller than low-profile SIMMs. If you intend to add other internal
upgrades, such as an internal disk drive or an accelerator, you may
have to use only low-profile SIMMs. Ask before you buy.

directory Usually refers to one or both invisible directory files on
every disk: the Volume directory, which contains information about
the disk itself, and the File directory, which contains information
about the files stored on the disk.

The message This disk is damaged usually indicates a damaged
directory. Many types of directory damage can be fixed using Apple’s
Disk First Aid program.

disk See floppy disk; hard disk

document File created by an application. MacWrite is an application;
Letter to Mom is a document.

double-click Clicking the button on the mouse two times in rapid
succession. In the Finder, this launches or opens an application, docu-
ment, or folder. In most applications that use alphanumeric characters,
double-clicking selects a single word. Double-click speed can be
adjusted using the Control Panel DA.

download To receive information from another computer on your
computer. You can also download files from BBSs and on-line services.
This is usually done with a modem, but you can now also hook up a
Mac directly to a micro, mini, or mainframe and download via
AppleTalk or Ethernet cable.

downloadable font High-resolution fonts for use with PostScript
printers. These fonts are usually stored on a hard disk. Printing is
slower with downloadable fonts than with fonts that are resident in
the printer.

dpi (dots per inch) Measure of resolution for a screen, scanner, or
printer. The higher the number, the sharper the type and images. Your
Macintosh screen displays at 72dpi; the LaserWriter outputs 300dpi. A
laser imagesetter (such as a Linotronic) outputs at resolutions as high
as 2,540dpi.

driver Software required for communication with a peripheral device.
For example, printing requires that a driver be present in your System
Folder. The ImageWriter and/or LaserWriter files you’ve probably
noticed in your System Folder (if you've been able to print success-
fully) are these drivers. (Under System 7, printer drivers are stored in
the Extensions folder, inside the System Folder.)

Another kind of driver is installed with the initialization application
that came with a hard disk. This driver tells the disk how to interact
with the Mac. If the driver becomes damaged, as it can from a crash or
power interruption, it may cause your hard disk to crash or refuse to
mount or boot.
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Driver also refers to a type of resource stored in the resource fork of
some DAs.

dual-page display A monitor large enough to show two 8/%-by-11-inch
pages side-by-side. (Dual-page displays are usually 19- or 21-inches,
measured diagonally.)

8-bit color Able to display up to 256 colors at one time.

E-mail (also Email, electronic mail) Messages passed from computer
user to computer user via modem and telephone lines or a local area
network.

em dash A typesetter’s term for a long dash, so named because it's
approximately the same width as the capital letter M. In actuality, the
width of an em dash is equal to the typeface’s size in points. So an em
dash in 12-point Helvetica is a dash 12 points wide.

In most Macintosh fonts, you can type an em dash by typing
Option-Shift-hyphen. On a typewriter, an em dash is usually repre-
sented by a double hyphen.

em space A typesetter’s term for a space as wide as the point size of
the typeface being used. The em space is used in typesetting for
indents.

en dash A typesetter's term for a dash longer than a hyphen but
shorter than an em dash. An en dash is approximately the same width
as the capital letter N and is used to separate numbers in a series (for
example, 1988-1989, or 800-538-9696).

In most Macintosh fonts, you can type an en dash by typing
Option-hyphen.

encryption A process that renders data unintelligible without the
proper password. Requires special software.

EPS (also EPSF, encapsulated PostScript) A high-resolution file
format for storing documents. This format essentially combines a PICT
image, for high resolution on the screen, and a PostScript representa-
tion, for high-resolution output.

Programs that save EPS files include Adobe Illustrator and Aldus
FreeHand. Most page-layout programs accept EPS files for placement
within documents.

Ethernet High-speed network protocol. Ethernet can be two to five
times as fast as LocalTalk, but it uses more expensive cable and
requires a pricey hardware adapter for each Mac. (Quadras have built-
in Ethernet connectors.)

expansion card A board that plugs into your SE or Il and implements
specialized functions not otherwise included on the Macintosh, such
as video display and processing, a variety of coprocessors, peripheral
devices such as modems, and network interfaces such as Ethernet.
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file format (file type) The special way or ways in which an appli-
cation stores information on disk. Many applications can read and
write multiple file formats.

For example, MacWrite reads (opens) and writes (saves) files in the
MacWrite and text file formats. SuperPaint reads and writes files in the
PNTG (MacPaint), PICT (MacDraw), StartupScreen, and SuperPaint
file formats.

file name (filename) The name of any file, application, or document.
It can be up to thirty-one characters long and cannot contain a colon.
The System software doesn’t allow you to save a file name containing
a colon; it either changes it to a dash or displays a dialog box that says
there is a bad character in the file name.

file server A hard disk, usually dedicated to this single task, on a net-
work that allows applications and documents to be shared by multiple
users. Requires special software such as TOPS or AppleShare.

file transfer protocol A set of rules governing the exchange of infor-
mation between computers and other computers or peripheral devices.
SCSI, XMODEM, YMODEM, MacBinary, AppleTalk, Ethernet, and
Kermit are examples of such protocols.

file-by-file (file-by-file backup) A method that backs up a disk one
file at a time. It's more flexible than an image backup because it won't
copy unused portions of the disk. On the other hand, it is often slower
than an image backup because it reads the disk one file at a time.

filter Term used by backup programs to describe the ability to select
(filter) what does or does not get backed up. Also: the term used to
refer to certain file translation files.

Finder The Finder is part of the operating system. It's the System
application that manages opening, closing, moving, renaming, and
trashing files and folders. It also is in charge of ejecting, initializing,
and erasing disks. The Finder is a special System file, and it can’t be
opened by double-clicking. It opens automatically every time you start
up your Mac.

You must have a Finder and System file on any disk you use to start
up a Mac.

FKEY (function key) A single-function program, accessed by pressing
Command-shift and a number between 0 and 9.

FKEYs can be installed as resources in your System or added
temporarily with Suitcase II or MasterJuggler.

Apple-supplied FKEYs include Screen dump to disk (Command-
Shift-3) and Eject disk (Command-Shift-1 or 2).

There aren’t many commercial FKEYs, but hundreds are available
as public-domain software or shareware.
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flat-file database A database management system that uses a single
data file for all of the information. It cannot look up or utilize infor-
mation stored in other data files.

floppy disk Macintoshes use a 3%-inch, hard-shell plastic diskette. A
floppy disk drive reads and writes data to and from floppy disks.
Older floppy disks had a capacity of 400K, but most recent models
hold 800K, and the SuperDrive that comes with current models can
hold up to 1.4Mb.

Interestingly, once initialized, an 800K floppy disk only has 779K of
space on it. (The missing 21K is used by the invisible directory file and
for formatting information.)

font A certain style of a set of characters, including letters, numbers,
punctuation marks, and other symbols.
Font is often used to refer to a Macintosh typeface.

Font/DA Mover Apple-supplied application used prior to System 7
for installing fonts and desk accessories in your System file.

fragmentation Your Macintosh stores files in pieces on your hard
disk. As your hard disk gets fuller, it writes files to any available space,
even if that space is not contiguous. So as files are written, different
parts are stored in different places on the drive. Fragmentation slows
your hard disk down and can eventually cause data loss. Use a utility
such as DiskExpress to periodically defragment your hard disks.

full-page display A monitor roughly the size of an 8%-by-11-inch
page.
gigabyte 1,024 megabytes. Several hard disks can store over a giga-

byte, and some tape backup systems—DAT and 8mm-—can store that
much or more on a single tape.

go away box See close box

gray-scale True gray displayed on the screen; not just a collection of
black-and-white pixels (dots) cleverly arranged to simulate gray, as
seen on Macs with built-in 9-inch screens. Requires either a gray-scale
or a color monitor.

Most desktop publishing and graphics programs running on Macs
that support color monitors can display gray-scale information on the
screen. Gray-scale information is usually printed using a PostScript
output device.

gray-scale monitor Able to display 8 or more shades of gray—most
gray-scale monitors display 256 shades.

hard disk Mechanical, nonremovable, high-speed storage device
capable of holding multiple (usually 20+) megabytes of data. Most
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connect through the SCSI port (internal drives are the exception) and
are far faster than floppy disks.

HFS (hierarchical file system) A filing system that allows you to
arrange applications, documents, and folders in a hierarchy. Files and
folders at the Finder (or Desktop) are said to be first-level files. Files
within these first-level folders are second-level files. If any of these
second-level files is a folder, the files inside it would be third-level files.
And so on. You can nest (place files or folders within other folders)
about twelve levels deep, depending on available RAM. (If you open
more than twelve windows in the Finder, you may get an error
message saying no more windows can be opened.)

HyperCard A hypermedia application that allows storage and
retrieval of text and bitmapped graphics. HyperCard files (called
stacks) are easily configured by the user. Any piece of information in a
HyperCard file can be linked to any other piece of information.

HyperCard has been bundled with every Macintosh since August
1987.

I-beam The cursor you control with your mouse in most text-
processing programs. It is called an I-beam because it resembles a
cross-section of a steel beam.

icon Icons are one of the things that make the Macintosh interface
unique. An icon is a small picture that represents an object or action to
your Mac. For example, disks are represented by icons that look like
disks, folders by icons that look like folders, and documents by icons
that look like a sheet of paper. All applications and most documents
have distinctive icons when seen in the Finder (desktop).

To activate most icons, double-click on the icon.

image backup Method of backing up a disk from beginning to end
(sector by sector) without regard for files, folders, or the overall struc-
ture of the disk.

It does not distinguish between used and unused portions of the
disk. An image backup of a 40Mb hard disk will take up 40Mb of
backup media, even if only 10Mb of the hard disk contains files.

incremental backup Backup in which only files that have been modi-
fied since the last backup session are copied.

information service An information service is a large, commercial
bulletin board system (BBS). Such services allow computer owners
with modems to access an incredible range of services. You can make
travel reservations, buy and sell stocks, download Macintosh software,
and chat with other Macintosh owners.
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All of the big services have local nodes in most cities, so logging on
is not a long-distance call.

CompuServe has the most to offer and is reasonably priced.
America Online offers a nicer Mac interface but has fewer services.

INIT (Startup Document) INITs (and many CDEVs) are small
programs that you place in your System Folder and that are installed
automatically at boot time. Suitcase II and MasterJuggler are
examples. When you view By Kind in the Finder, INITs and CDEVs
show up as Startup documents and Control Panel documents, respec-
tively. In most cases, you can use quite a few of them simultaneously.
Occasionally, a conflict will prevent your hard disk from booting.

initialize Erase a hard or floppy disk. Also called formatting.

insertion point Flashing vertical bar that indicates where characters
will appear when you're typing in applications or the Finder (when
naming or renaming an icon).

Installer Program that installs software. Most common is the Apple
Installer, used for installing and updating the System software.

interleave The order in which your hard disk reads and writes sectors
on the platter (disk). A 1:1 interleave reads every sector; 2:1 reads
every second sector; 3:1 reads every third sector. Unless your manual
tells you otherwise, use 1:1.

Interleave is usually specified when you initialize your hard disk
for the first time. Some drives set it automatically. Using a drive for-
matted with the wrong interleave factor for your Mac will degrade
performance.

invisible file Files that cannot be seen under ordinary circumstances.
The Desktop is probably the invisible file you're most familiar with.
Invisible files can be accessed only with special applications or DAs
(ResEdit, SUM, DiskTop, and so on).

kerning Adjusting the space between characters to create a more
pleasing effect. Kerning is usually measured in points or fractions of
an em space. Kerning is a feature of most page-layout and some word-
processing programs.

kilobyte (K, kbyte, or Kbyte) A kilobyte is equal to 1,000 bytes, and
after bits and bytes, it is the smallest unit of measure for disk space or
RAM.

kludge Not quite the best way of doing something. If a function could
have been implemented in a better way, it's a kludge. Or kludgy.
Kludges may not be elegant, but they usually work.

For example: Instead of purchasing an internal fan, you buy an
oscillating fan at the corner store and aim it at your Mac. That’s a
kludge. '
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LAN (local area network) A hardware and software setup that
connects computers to other computers and peripheral devices such as
printers. A LAN allows multiple computers to share files easily.

At the very least, a LAN consists of the physical cable and connec-
tors (LocalTalk or Ethernet, for example) and file or disk serving
hardware or software of some sort (TOPS, AppleShare, or MacServe,
for instance). Other goodies such as multiuser database software and
electronic mail (E-mail) are easily added.

landscape mode Printing a page sideways—wider than it is long.
Most programs allow you to select this option in the Page Setup dialog
box. Landscape mode is often called wide (as opposed to the portrait
mode, which is sometimes called long).

launch To start up an application, such as “launch MacWrite.”

leading The amount of space between two lines of text, usually mea-
sured in points. Leading is a feature of most page-layout and word-
processing programs.

Linotronic Brand of high-resolution image-setting devices. Linotronic
machines provide output from popular programs at resolutions up to
2,540dpi. Used for typesetting,.

Lisa The predecessor to the Macintosh. Reincarnated as the Macintosh
XL; neither has been produced since 1985.

local area network See LAN

LocalTalk The name given to the cables and connectors sold by Apple
for connecting Macs. LocalTalk cable and connectors used to be called
AppleTalk cable and connectors. Today, AppleTalk refers to the net-
work protocol, and LocalTalk refers to the wiring and connectors.

low-profile SIMMs A SIMM (single in-line memory module) is a
small board used to add RAM to your Mac (usually 1Mb). Function-
ally the same as DIP SIMMs, low-profile SIMMs are not as tall. This
may be important if you intend to add other internal upgrades, such
as an internal disk drive or an accelerator. DIP SIMMs may not leave
sufficient clearance.

MacBinary A standard for transferring Macintosh files from one com-
puter to another. Always used in conjunction with an error-checking
protocol such as XMODEM, MacBinary ensures that all the attributes
(that is, both data and resource forks) are included when the file is
transferred. Without it, files may become garbled and may be unable
to be opened on the receiving Mac.

MacBinary is the preferred way to transfer files between two Macs.
When sending files to be used by other computers, you should save
them as text only and not use MacBinary.
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macro A sequence of Macintosh keyboard or mouse events, pro-
grammed by the user to automate repetitive tasks. Creating macros
requires additional software such as MacroMaker, Tempo, AutoMac,
or QuicKeys. Certain programs have a built-in macro facility: Excel,
Full Impact, and QUED-M are just a few.

math coprocessor A special chip designed to speed computation. The
Mac II, IIx, llcx, and SE/30 are equipped with math coprocessors.
Most accelerator products also offer a math coprocessor as an option.

MAUG (micronetworked Apple user’s group) A group of forums on
CompuServe (an on-line service) dedicated to the sharing of infor-
mation about Apple computers.

megabyte (Mb) 1,024 kilobytes (K). A megabyte is slightly more than
an 800K double-sided floppy disk will hold. Megabytes are used to
measure RAM; IMb is the standard amount in most Macintosh CPUs
as of this writing.

memory Where computers store information. Comes in two types:
volatile and nonvolatile, depending on whether the contents survive
when the computer is turned off. RAM is volatile; ROM and hard and
floppy disks are not. Memory is measured in bytes (and kilobytes,
megabytes, gigabytes, and so on).

menu A list of commands that appears on the screen when you click
on a menu title. You drag down to make a selection. Menus are found
in the Finder as well as in most applications and desk accessories.

menu bar The strip of menu titles at the top of the screen.

menu title Word or phrase in the menu bar that designates it as a
menu. Click on it to reveal the menu. Drag down to make a selection.

MFS (Macintosh filing system) An old system of storing files and
folders. MFS was a flat, rather than hierarchical, filing system. It
allowed storage one level deep—everything in every folder was stored
at the same level.

MFS was replaced with the more efficient HFS when the Mac Plus
was introduced in 1986.

MIDI (musical instrument digital interface) A protocol for exchange
and storage of information between a computer and a musical
instrument.

modem (modulate/demodulate) A modem is a device that allows your
computer to communicate with the outside world via telephone lines.

Technically speaking, it converts digital information (bits and bytes)
from your Mac into analog information (noise) that can be sent over
standard phone lines, while converting incoming analog information
into digital information your Mac can understand.
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modifier key Non-printing keys on the keyboard—Command,
Option, Control, Shift, Tab—usually pressed in combination with one
or more other keys.

monochrome monitor Displays only black and white.

motherboard The main circuit board in your Mac. It houses the most
important chips, including the CPU. Macintosh motherboards are
quickly and easily swapped (by an authorized dealer, of course) for
upgrades and/or repairs.

mount The act that causes a disk’s icon to appear on the desktop in
the Finder. (It's automatic in most cases.) More specifically, a mounted
disk is one that can be used at a given time.

You can’t use a disk before it's mounted. If you insert a disk, or boot
with a hard disk turned on, and no icon appears on the desktop, the
disk is refusing to mount.

MUG (Macintosh user group) A group of Macintosh enthusiasts who
hold regular meetings, exchange shareware and public-domain stuff,
publish informative newsletters, and generally provide an informative
setting for anyone who uses a Mac. There are more than 1,000 user
groups in the U.S. alone!

If you want to know how to contact the user group nearest you, call
800-538-9696, extension 500.

MultiFinder Apple’s multitasking operating system option, only
available in software versions prior to 7.0. Before System 7, Apple gave
you a choice of single-tasking or multitasking—called Finder and
MultiFinder, respectively. If you choose MultiFinder, you can open
several applications simultaneously, some of which can run in the
background. Only one window can be active at a time, though certain
tasks (telecommunications, disk backup, and so on) can continue even
if another application is active. (System 7 doesn’t have a single-tasking
mode like earlier system software; it’s always in a multitasking mode.)

nesting Placing folders within folders.
network See LAN

NuBus A protocol used by the Mac II series (Mac II, IIx, and IIcx) that
allows expansion cards to communicate at high speeds. The ability to
add expansion cards easily is often called open architecture.

NuBus expansion slots The slots (ports) on the main circuit board of
the Mac II series that allow you to add expansion cards (for example,
cards for video display and processing, a variety of coprocessors,
peripheral devices such as modems, and network interfaces such as
Ethernet).
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object-oriented graphics Graphics created by applications other than
paint programs and usually stored as PICT or EPS files. An object-
oriented graphics program lets you select and rearrange elements
within your drawing. MacDraw is an object-oriented graphics

program.

OCR (optical character recognition) The ability to convert scanned
text into text files rather than pictures. Devices with OCR enable you
to scan, for example, a typewritten report, and then use the resulting
file with your favorite word processor.

Affordable systems that really work are just now becoming
available. '

on-line service See information service

optimizer An application that rearranges files on a disk for maximum
speed.

Parameter RAM See PRAM

partition Division of a hard or floppy disk into multiple, separate
virtual disks. You can use each partition as if it were a separate disk.
Most software allows you to password-protect partitions.

Many hard disks include partitioning software; otherwise, you have
to purchase it.

Partitions are a particularly useful organizational tool if you have a
large hard disk with thousands of files and folders. Unless you require
password protection, the benefit of partitioning is much reduced if
your hard disk is less than 80Mb or has a small number of files.

PICT File format for object-oriented graphics (PICTures). PICT files
can be written and read by many applications, and most page-layout
programs import (place) PICT files.

In most applications that save a PICT file, you must select Save As
and specify the PICT format. If not, your file will be stored in the pro-
gram’s native file format.

Programs that read and write PICT files include MacDraw and
MacDraw II, Canvas, and SuperPaint.

pixel The dots that make up the image on a screen. A Macintosh
screen displays 72 pixels (dots) per inch (or, you might say that a
Macintosh screen pixel is %: of an inch).

When you print a document using a printer that supports resolu-
tions above 72dpi, the screen pixels are converted to more densely
packed pixels on the printed page. For example, most laser printers
support 300dpi.

platen The rubber roller that serves as a backing for the paper during
printing and paper loading on impact printers such as the
ImageWriter.
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pointer An arrow-shaped cursor used for selecting icons, graphic
objects, and menus, and for double-clicking in the Finder.

pop-up menu A menu that appears in a place other than the menu
bar. When you click on a pop-up, a menu appears. Pop-up menus
usually appear in dialog boxes and are identified by a box with a
shadowed outline.

port As a noun, port refers to a connection through which your Mac
sends and receives data. Examples include the ADB, modem, printer,
and SCSI ports.

When used as a verb, port means to convert a program to run on a
different computer. Many games are ported from the IBM or Apple II
to make them run on a Mac. This cannot be done by the user; the
publisher must do the porting. Products ported from other computers
usually stink.

portrait mode Printing a page with the usual orientation—longer than
wide. Most programs allow you to select this option in the Page Setup
dialog box; the other option is usually the landscape (or wide) mode.

PostScript A device-independent page-description language created
by Adobe Systems and used by the LaserWriter and Linotronic.
PostScript provides a way for files created on any computer to be out-
put at the highest resolution the printer allows.

power user Someone who uses a Macintosh better, faster, or more
elegantly than you. Or, someone who can answer Macintosh-related
questions you can't.

PRAM (Parameter RAM) A small amount of internal RAM, main-
tained by battery, that keeps your Mac’s clock running and stores such
things as serial (modem and printer) port configurations.

Some of the more obvious signs of PRAM problems are when your
Mac clock doesn’t work correctly and when the Chooser forgets
settings.

print spooler See background printing
printer driver See driver

processor A chip that processes information (as opposed to RAM,
which only stores it). A Mac II has two processors: the 68020 CPU
(central processing unit) and a 68881 math coprocessor.

program See application

programmer’s switch Every Mac comes with a little piece of plastic
called the programmer’s switch. It is actually two switches: the front
switch is the reset switch, and the rear switch is the interrupt switch.
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The reset switch works the same as turning your Mac off and back
on with the power switch. If you need to restart your Mac after a crash
or freeze, you can push the reset button instead of turning the power
off and on.

The rear switch, the interrupt switch, can sometimes return you
to the Finder after a crash if you type the proper sequence (see
Chapter 6).

protocol A set of rules governing the exchange of information
between computers and/or peripheral devices. Examples include
SCSI, XMODEM, MacBinary, AppleTalk, and Ethernet.

public-domain software Software to which the author retains no
rights—it is available to anyone for free, usually through on-line
services and user groups.

QuickDraw Internal routines, built into the Mac ROM and System
software, for drawing graphics to the screen or printer. These
QuickDraw routines are responsible for almost everything you see on
the screen; they allow the Macintosh desktop metaphor to work the
way it does.

radio button A type of button, usually found in dialog boxes or
HyperCard, in which the user clicks to select one from two or more
choices.

The Page Setup dialog box is a good example—there are usually
four radio buttons for different paper sizes. Selecting one by clicking it
deselects the other choices.

RAM (random access memory) The temporary memory in which
your Mac stores information while it’s running. RAM is sometimes
known as volatile memory, because its contents are lost whenever you
power down or crash. The first Mac had 128K (kilobytes) of RAM. The
Fat Mac had 512K and the Mac Plus, SE, and II all have at least 1,024K
of RAM.

You can add RAM to most models of Macintosh.

RAM cache See cache
RBBS See BBS

Read Me (Read Me documents) Plain text documents that provide
late-breaking information about software. These files can be read with
Apple’s TeachText or any program or DA that reads text files.

If you purchase software that has a Read Me file on any of the disks,
you should read the file before you install the software or use it. The
file usually contains important information that doesn’t appear in the
documentation.
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reboot Restart your Mac. Always use the Finder’s Restart command.
Flicking the power switch without using the Shut Down command is
asking for trouble.

relational (relational database) A type of high-end database that can
link information in various files. Relationships can be one-to-many,
many-to-one, and one-to-one. This allows the database to look up
information in other files and use it in the file currently being accessed.
Although some flat-file databases can perform a single lookup,
relational databases allow you to link numerous files in various ways.

ResEdit (Resource Editor) Apple’s resource-editing application.
“Almost everything in a Macintosh file is considered a resource; ResEdit
gives you tools to modify (edit) them. If you know what you’re doing,
you can modify alert boxes, menus, dialog boxes, and much more.
ResEdit is a powerful tool. It can destroy your files. Never use
ResEdit on a master or original file; always work on a copy.
Available from CompuServe, GEnie, America Online, most user
groups, and some dealers.

resolution The term used to describe the number of dots per inch
your printer or monitor produces. The Mac displays 72 dots per inch
on the screen; the LaserWriter prints 300 dots per inch on paper. So the
Mac has a screen resolution of 72dpi, and the LaserWriter has a print-
ing resolution of 300dpi.

resource fork The part of a file that contains resources used by the
application, such as menus, fonts, and icons.

RGB (RGB monitor) A model for displaying video images. RGB
(which stands for red, green, blue) provides better resolution and color
than conventional television, which uses a model known as composite
video.

RGB monitors are commonly used with the Mac II series.

restore Opposite of backup. The process of moving files that were
backed up previously to the disk from which they were originally
backed up. Usually done only in emergencies.

ROM (read-only memory) Nonvolatile memory that resides on a chip
inside your Mac. It contains parts of the Macintosh operating system.
It can never be erased or changed.

SANE (standard Apple numerics environment) Apple’s built-in
implementation of the IEEE standard for computation. SANE utilizes a
math coprocessor if one is available.

scanner A device that converts paper images (flat art) into graphics
files (usually MacPaint or TIFF).
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Scrapbook An Apple-supplied desk accessory that lets you store text
or graphics. Text or graphics pasted into the Scrapbook remain there
until removed. You can copy text or graphics from the Scrapbook and
paste them into most applications.

screen dump A built-in method (FKEY) for capturing the image on
your screen to a MacPaint file. Press Command-5hift-3, and the image
on your screen at that moment will be saved as Screen 0. (It's called
Picture 1 under System 7.) Under System 6 or earlier, the file can be
viewed or modified with any program that will open a MacPaint file;
under System 7 or later, it can be viewed or modified with any
program that will open a PICT file. (The version of Apple’s TeachText
that comes with System 7 can open PICT files.)

script (scripting language) The instructions followed by a macro in
either a stand-alone macro program (QuicKeys, MacroMaker) or a
program equipped with its own internal macro facility (Excel,
MicroPhone II).

SCSI (small computer system interface; pronounced “scuzzy”) High-
speed data port (bus) introduced with the Mac Plus and included with
all current Mac models. The SCSI bus allows up to six devices to be
daisy-chained to your Mac, communicating at speeds far faster than the
modem, printer, or ADB ports allow.

SCSIbus See daisy-chain; SCSI; SCSI ID number

SCSI ID number The Macintosh allows you to connect up to six
external or internal SCSI devices. Each must be assigned a different ID
number (don’t use 7 or 0; they’re reserved for the Mac itself and an
internal hard disk, respectively). Some devices allow you to select the
ID number using software; others require you to set dip switches or
thumb wheels.

If you don’t use the Startup Device selector in your control panel to
select another device, your Mac will boot from the startup device (a
device with a System Folder) that has the highest ID number.

sector A small portion of a floppy or hard disk.

selection rectangle The dotted box that results from clicking and
dragging. Items within the box are selected when you release the
mouse button.

serial (serial port) A port for connecting peripherals to your Mac. The
printer and modem ports are serial ports. A serial port is slower than
the SCSI port.

shareware Try-before-you-buy software. Some of it is incredible.
Thousands of programs, DAs, INITs, and graphics are available as
shareware. The easiest place to get ahold of it is from on-line services
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such as CompuServe, America Online, or GEnie. Most user groups
have shareware libraries available to members.
Support shareware. If you use it, send the developer a check!

SIMM (single in-line memory module) A small board containing
eight memory chips, usually totaling 1Mb, used for adding RAM to
your Mac. You can have up to four SIMMs (4Mb) in an SE or Plus; up
to eight in the II, IIx, Ilcx, or SE/30.

size box The box at the lower right-hand corner of most active win-
dows in which you can click and drag to resize the window.

spool (spooler, spooling) An acronym for store printed output on-
line. A spooler is a device that allows printing to occur without tying
up your Mac. A spooler prints your document to disk and then sends
that file to the printer in the background while you continue working.

With System software releases, Apple supplies a laser spooler that
works only under MultiFinder. Commercial spoolers include Super-
LaserSpool and LaserSpeed.

stack A file created by and used with HyperCard.

standard directory dialog box The dialog box you use when you
Open or Save a file. If you're hip you call them GetFile and PutFile.

suitcase (suitcase file) Slang for a font or DA file, so-called because
their icons look like little suitcases.

sysop (system operator) The person who manages/operates a bulletin
board (BBS).

System A file used by the Mac to start up and provide system-wide
information. It can’t be opened by double-clicking; it opens automati-
cally every time you start up your Mac.

You must have a Finder and System file on any disk you use to start
up a Mac.

System error See crash; bomb

System heap The System heap is a special area of RAM set aside for
things such as fonts and DAs. Increasing its size will help you if you
have a large number of fonts and DAs.

If you ever see an error message with the number -108, it probably
means you need more space in your System heap.

System 7-friendly System 7-friendly programs run perfectly under
System 7. The majority of the programs you use under System 6 fall
into this category. The coolest, though, are System 7-savvy programs.

System 7-savvy System 7-savvy programs not only run perfectly, but
also take advantage of System 7.0-specific features like Interapplica-
tion Communication (IAC) and Apple Events.
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System 6.0.x 0.x means any version of System 6—System 6.0. through
System 6.0.8. If you are using System 6, you should be using version
6.04 or later, as these are generally regarded as more stable than
earlier versions.

System software The System, Finder, and all related files and utilities
supplied by Apple. System software is updated approximately twice a
year. It is usually available from Apple dealers, on-line services, and
user groups.

TeachText An Apple-supplied application that reads text files. The
Read Me file on Apple System software updates is in the TeachText
format.

telecommunication The exchange of information from computer to
computer using phone lines and modems.

telecommunication software The software you use to control a
modem.

terminator Terminators are little devices that help prevent noise and
strange behavior on the SCSI bus. They look like the 25- or 50-pin plug
you find on a SCSI cable, but they have no cable attached. Plug the
terminator into the last unoccupied cable connector in the SCSI chain.
External terminators should be available from your local dealer.

Some devices, including most internal hard disks, have their own
internal terminators. Others, such as Apple’s Tape Drive, require an
external terminator.

text only File saved in ASCII format. Text files contain only letters and
numbers; no graphics or formatting. Text files can be read by many
applications and DAs and by almost every type of computer.

32-bit addressing (System 7 only) Some Macs can use very large
amounts of RAM, usually 9 or more megabytes. In order to do so, you
must turn 32-bit addressing (found in the Memory control panel) on.

throughput The amount of actual data transmitted per second. Used
to measure data transfer speeds for modems and LANs.

thumb wheel A small wheel with numbers on it used by some SCSI
devices to select the ID number. You turn it with your thumb to select
the SCSI ID number you want to assign to that device.

TIFF (tagged image file format) A high-resolution bitmapped file
format that can store gray-scale information. Most scanners save in the
TIFF format. TIFF files can be opened and manipulated by many
applications. Most page-layout programs import (place) TIFF files.
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title bar The lined bar at the top of each window that contains the file
or folder's name. Clicking and dragging the title bar moves the win-
dow. A highlighted title bar, one with black stripes showing, indicates
that the window is active.

toner cartridge A plastic container for toner powder, which serves as
the laser printer’s “ink,” used in the printing process.

Trash The icon in the Finder that looks like a garbage can. You drag
files you no longer need to it. Files dragged in the Trash are deleted by
using the Empty Trash command in the Special menu. If you don’t use
the Empty Trash command, files in the Trash are deleted when you
next launch a program or eject a disk.

Under System 7, files are not deleted until you choose Empty Trash,
even if you launch a program, eject a disk, restart, or shut down.

24-bit color Able to display over 16 million colors at one time.

type A four-letter code that your Macintosh uses to identify the appli-
cation that created a particular document. Many applications and DAs
allow you to view a file’s creator and type (such as DiskTop, ResEdit,
and First Aid Kit).

The most common types for documents are: WORD (MacWrite),
WDBN (Microsoft Word), STAK (HyperCard), and PNTG (MacPaint).
Most applications are of the type APPL.

upgrade (or update) A periodic improvement to hardware or soft-

ware. Software upgrades (that is, new versions) are usually offered to

existing owners at a reduced price. Hardware upgrades vary widely in
ricing.

P In ggeneral, upgrade refers to a major new version, and update refers

to a minor bug-fix release. Unfortunately, there is no rule of thumb;

many developers use these words interchangeably.

upload To send a document via modem (or local area network) to
another computer.

user group A club or organization made up of people who use the
Mac. Most user groups hold regularly scheduled meetings, demon-
strate software, maintain public-domain and shareware libraries, and
offer help to novices.

utility A program designed specifically for use with a computer.
Backup programs, screen savers, and macro generators are examples
of utility programs.

video card The interface between the monitor and your Mac—it goes
inside your Mac.
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virtual memory (System 7 only) Space on your hard disk that the Mac
is tricked into thinking is RAM. Certain models of Mac allow you to
use virtual memory (you’ll find it in the Memory control panel if your
Mac supports it).

So, for example, you can make a 4Mb Mac think it has 8Mb of RAM
by turning on virtual memory.

Virtual memory is significantly slower than real memory.

volume A volume is the term used to refer to a storage device, such as
a hard disk or a file server. Volume can refer to an entire disk or part
of a disk. See also partition.

WORM (write once, read many) A type of removable optical drive
with a capacity of better than 500Mb, written to and read by lasers.
WORMSs are nonerasable. When they get full, you just pop in a new
WORM cartridge (about $200).

write-protect The little plastic tab in the upper right corner of a floppy
disk (shutter-side down, label side facing you) that prevents the disk
from being written to. If you can see light through the hole, the disk is
write-protected.

XMODEM An error-correcting protocol for transferring files from
one computer to another via modem.

YMODEM Another error-correcting protocol for transferring files
from one computer to another via modem. YMODEM offers two bene-
fits over XMODEM: You can send batches of files (XMODEM forces
you to send them one at a time), and the name of the file is transmitted
along with the file. XMODEM requires you to name the incoming file
when you download it.

zone A zone is a small “subnetwork” within a larger network. Many
large networks are divided into zones to enhance their performance.

zoom box The little box in the upper right-hand corner of most win-
dows in which you can click to enlarge or shrink the window.
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Edit menu
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FastBack, 172, 180
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getting information, 33-35
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page setup, 35
printing documents, 31-32
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getting information, 53-55
making aliases, 58-60
new folders, 53
page setup, 62
printing windows, 62-63
putting away desktop
items, 60
search for files, 60-62
File sharing, 55-58
FileMaker Pro, 498
FileSaver, 487
File-transfer protocols, 327-328
Finder 6 menus
Apple menu, 29-30
Color menu, 46
Edit menu, 37-38
File menu, 30-37
Special menu, 40-46
View menu, 39-40
Finder 7 menus
Apple menu, 49-52
Application menu, 48-49
Edit menu, 63-65
File menu, 52-63
Label menu, 67-68
Special menu, 68-73
View menu, 65-66
Finder
moving quickly up hierarchy,
78

pasting outline in window in
list view, 79-80
shortcuts, 416-418
slow response of, 116
FinePrint, 296
First Things First, 491
FKEYS, 101-102
installation of, 102
permanently installed, 101-102
shareware types, 102
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Floppy disks
cautions about, 163
ejecting disks, 36-37, 71, 101
erasing, 42-43, 75
stuck in drive, 468
Folders
creating new folder, 30, 53
file sharing, 55-58
hierarchy of, 26
naming, 25
nesting of, 147
Font/DA Mover, 103-108, 297
installation of, 103, 106
installing desk accessory with,
103-105
utilities to extend use, 389-394
Fonts, 282-286
Adobe Type Manager, 100,
110, 283-284
bitmapped fonts, 100, 282-283
built-in, laser printers, 297-298
Font/DA Mover, 103-108
and hard disk space, 132
ImageWriter, 289-292
installation of, 110
manufacturers of, 317
PostScript, 283, 297-299
sources for, 286
and System 7, 110, 282, 284,
299
TrueType, 100, 110, 284-285,
299
viewing sample of, 110-111
Fragmentation, hard disks, 151
Full-page display, 261, 263

G
GEnie, 361-362
Get Info window, 33-35, 53-55
GetFile, shortcuts related to, 424-
425
GOfer 2.0, 494-495
Graphics
programs, 500-501
The Clipper, to scale images,
405-407
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H
HandOff 1I, 402-404, 410
Hard disks
backup and installation of
software updates, 9
blessing System Folder, 147-
148
and bundled software, 137-139
components and workings of,
125
disk optimizer, 151-152, 156-
157
failure to boot, 195-198
fragmentation of, 151
installing new drivers, 201-203
interleave, 126-130
manufacturers of, 139-140,
154-156
and nesting folders, 147
noise level, 136
one System Folder and Finder
for one hard disk, 145-146
organization methods, 140-145
SCSI ID number, 126, 148
SCSI port, 122-123, 148-150
and shutting down Mac, 152-
153
size options, 131-134
speed, 134-136
sturdy surface for, 145
types of, 124
Hardware, tips related to, 439-
441
Hardware upgrades
accelerators, 254-260
monitors, 260-268
RAM upgrades, 230-254
Hayes-compatible modems, 326-
327
HD Backup, 170, 181
HD SC Setup, 190-191
Helium 2.0.2, 487-488
Help
Ballon Help, 47-48
technical support, 15-16

Hewlett-Packard DeskWriter,
287,294
Hide and Show feature, 83
Hierarchical File System, 26
HyperCard, 498
nature of, 91
HyperDAII, 117

I
Icons
Clean up, 40-41
customization of, 54-55
of desktop, 25
dragging document icon on-to
application icon, 81-82
duplication of, 35, 58
names of, 25
renaming, 25
use of, 25, 31
ImageWriters, 287, 288-294
best results from, 289-291
cautions related to, 293-294
draft printing, 291-292
fonts, 289-292
ImageWriter II, 288
ImageWriter LQ), 288
printing envelopes, 306-307
ribbons, 292-293
screen dump to, 102
Information, Get Info window,
33-35, 53-55
INIT code, control panel devices,
94
INITPicker, 212, 226
INITs, 432-433
conflicts and disk crash, 210-
213
finding in System Folder, 95
nature of, 94-95
uses of, 95
Inkjet printers, 287
Apple StyleWriter, 294-295
Hewlett-Packard DeskWriter,
2%
limitations of, 295



Installer, 432

nature of, 9, 10

software updates, 10
Interleave, hard disks, 126-130
Iomega Driver, 485
Italics, printing, 449
Items folder, Apple menu, 50-51

K
Key Caps, 90
Keyboard, control panels, 96
Keyboard enhancer, 15
Keyboard shortcuts, 48
categories of, 72
Finder 7, 72-73
Kiwi Envelopes, 309

L
Label menu, Finder 7, 67-68
Labels, printing, 294
Laser printers, 287, 295-306
built-in fonts, 297-298
fixative on output, 301-302
LaserWriter, 296-298
non-PostScript printers, 300-
301
paper for, 302-303
PostScript printers, 296-299
RAM of, 296
scaling percentages, 303-305
stalled printer, 300
start-up page, preventing, 301
toner cartridges, 305-306
See also Fonts
LaserStatus, 298
LaserWriter, 283, 296-298, 445-
448
built-in fonts, 298
printing envelopes, 307-308
LastResort, 488
Ligatures, printing, 449-450
Linotronic, 287, 296, 301
resolution capability, 310-311
List view, pasting outline in
window in list view, 79-80
L-View, 485

Index 535

M

MacBinary, 328

MacConnection, 156

Macintosh Applications Forum,
341-342

Macintosh Communications
Forum, 342

Macintosh Community
Clubhouse Forum, 342

Macintosh Developers Forum,
342-343

Macintosh Entertainment Forum,
343

Macintosh File Finder, 344

Macintosh HyperText Forum,
343-344

Macintosh New Users and Help
Forum, 344

Macintosh System 7 Forum, 345

Macintosh Systems Forum, 342

Macintosh Vendor Forums, 344

MacRecorder, 101, 118

Macro programs, 15, 19-20, 381-
384

MacroMaker, 389
QuickKeys 2, 384-388
Tempo II Plus, 388
MacroMaker, 15, 389
Macros
definition of, 15
and extended keyboard, 384
uses of, 15, 382-383
MacWorld Expo, 464
Map, control panels, 96
MasterJuggler, 95, 107-108, 118,
391-392, 409
Math coprocessors, and acceler-
ators, 257
Maxima, 484
Memory
Disk Cache, 112-113
virtual memory, 113-114
See also Random access
memo
Memory control panel, 112-114
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Menu bar
choosing commands from,
26-27
of desktop, 26-28
Microcom 911 Utilities, 217, 221,
226
Micronetworked Apple Users
Group, 340-341
MicroPhone II, 330-332
MiniWriter, 496
Modem, 323, 324-328
baud rate, 325-326
and call waiting, 325
file-transfer protocols, 327-328
Hayes-compatible modems,
326-327
operation of, 324
selection of, 328
Monitors, 260-268
benefits of larger monitor,
264-265
color monitors, 261, 263-264
control panels, 96-97
cost justification, 265-266
dual-page display, 261, 263
full-page display, 261, 263
for Mac Il series, 262
for Mac LC, 262
for Mac SE, 261-262
for Mac SE /30, 262
manufacturers of, 266-267,
270-271
monitor stands, 272
monochrome monitors, 261-
162, 264
for portables, 262
for Quadra, 262
and servicing, 267-268
terms related to, 261
video cards, 262-263
Monochrome monitors, 261-264
Motherboard, 257
Mouse
canceling double-click, 74
control panels, 97-98
frozen mouse, 426

reducing dependence on, 14-

MultiFinder, 29, 34, 44
caution related to, 236
start-up, 234-236
switching between appli-

cations, 242
turning off, 239
use of, 236-240

MultiMaster, 395-397

N
Networks
and alias, 80
and Publish and Subscribe, 65
Nisus, 499
Norton Utilities, 152, 157, 220-
221, 226
Notepad, 91
Now Utilities, 394, 400-401, 409
NowMenus, 396-397, 488

)
Optical drives, 178, 183
manufacturer of, 183

P

Page setup, 35, 62

PageMaker, 499

Paper, for laser printing, 302-303,
318

Parameter RAM, definition of, 73

Partitioning software, 137-138

Paste command, 38

Percentages, laser printer scaling
percentages, 303-305

Persuasion, 501

Phone Pad 3.1, 496

PICT, meaning of, 133

PICT files, 82

Platen, 294

PostScript, 63, 110, 283

PostScript printers, 296-299

clones, 299

PRAM, zapping after disk crash,
208-209



Print spoolers, 138
Printers
Apple StyleWriter, 294-295
dot-matrix printers, 287
ImageWriters, 288-294
inkjet printers, 287
laser printers, 287, 295-306
manufacturers of, 315-316
QuickDraw printers, 300-301
typesetting machines, 287-288,
310-314
Printing
background printing, 278-279
basic steps in, 276
choosing printer, 277-279
em dash and en dash, 450
envelopes, 306-310
from Finder, 31-32
fonts, 282-286
italics, 449
ligatures, 449-450
printer drivers, 276-277
printing procedure, 280-281
quotation marks, 448-449
setting page options, 280
switching between printers,
280
tips related to, 445-451
windows, 35-36, 62-63
Programmers switch, 225
disk recovery tip, 222-224
Publications, related to
Macintosh, 12, 19
Publish and Subscribe, 63-65
creating of publisher and
subscriber, 64-65
and networks, 65
Purchase of system, tips, 434-439
Puzzle, 91

Q

QuickDraw printers, 300-301, 447

Quicken, 499

QuicKeys 2, 15, 19, 384-388, 410,
426-428
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Quitting, Command-Option-
Escape, 73

Quotation marks, printing, 448-
449

R
Radio button, 27
definition of, 28
RAM see Random access memory
Random access memory, 114
and accelerators, 256-257
and copying files, 244-246
definition of, 8
finding RAM of application,
232-233
finding RAM of system, 231
and MultiFinder, 233-240
nature of, 230
operation of, 230-231
RAM cache, 246-248
RAM disks, 249-250
RAM upgrades, 230-254
choosing RAM, 252-254
cost justification, 251-252
reasons for, 243-246, 250
sources for RAM chips, 268-
269
speed, 231, 252
and System 6, 233-240
and System 7, 240-243
32-bit addressing, 114, 249
and virtual memory, 249
Read only memory, 216
definition of, 3
nature of, 217
32-bit dirty, 114
Recovering files, 162
Redux, 172-174, 181
ResEdit, 102, 469-470
Resolve, 499
Restarting Mac, 46, 71
Retrospect, 172, 173, 174, 181, 499
Rival, 479
ROM see Read only memory
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S
Scanner files, and hard disk
space, 132-133
Scrapbook, 91, 453
Screen dump
to disk, 101-102
to ImageWriter, 102
Screen Flipper, 408-409, 411
SCSI devices, cautions related to,
465-466
SCSI drivers, 455
SCSI Evaluator, 156
SCSIID
checking for conflicts, 214-217
setting, 126
SCSI port, 122-123
changing order of devices,
149-150
checking SCSI device termin-
ators, 213-214
and length of cables, 150, 467
shutting power before con-
nections, 153
termination of, 148-149
SCSI Probe, 215, 488
Search, procedure in Finder, 60-
62
Serial ports, nature of, 208
Service bureaus, use for
typesetting, 311-314
Shareware, 139, 469

‘Shield INIT, 219-220

Shortcuts, tips related to, 416-429
Shutting down Mac, 46, 71

proper method for, 152-153
Smartcom II, 334-336
SmartScrap, 404, 411
Software

bundled with hard disk, 137-

139

copy-protected, 441

tips related to, 441-445
Software updates, 6-12

and backup, 9

finding version number, 6, 8

Installer, 10
listing of files/ programs for
Systems 6 and 7, 7
sources for, 11, 18-19
Sound, 101
control panels, 99
speaker volume, 101
of System 7, 110
types with Systems 6 and 7,
101
Special menu
Finder 6, 40-46
clean up selection, 40-41
emptying trash, 42
erasing disks, 42-43
restarting and shutting
down, 46
setting startup disk, 43-45
Finder 7, 68-73
clean up selection, 69
ejecting disks, 71
emptying trash, 69-70
restarting and shutting
down, 71
Startup Items folder, 71-72
Speed
accelerator boards, 254-260
clock speed, 255-256
hard disks, 134-136
random access memory, 231,
252
Spreadsheets, 441-442
Standard directory dialog box,
nature of, 51
Startup disk
control panels, 99
setting of, 43-45
Startup Items folder, 71-72
Startup Manager, 212, 484
Stationery pads, 53-54
Stuffit Classic, 366-369
Stuffit Deluxe, 369
Suitcase II, 95, 107-198, 118, 393-
394, 410
SUM I, 217, 218-220, 226



SUM Partition, 456
Super Boomerang, 397-400
Symantec Utilities, 152, 157, 218-
220
Symantic Anti-Virus for Mac,
479, 490
SyQuest drives, 178-179, 182
manufacturer of, 182
System 7 Personal Upgrade Kit,
cost of, 11
System and Finder, 3-5
caution related to, 5, 9
corrupted file, handling of, 10
The Finder, 4
The System, 3
replacing after disk crash, 206-
208
setting startup disk, 43-45
System Folder, 4-5, 145-146
blessing, 147-148
INITs, 95
Startup Items folder, 71-72
System 7 System Folder, 4-5
System software, tips, 432-434

T
Tape drives, 176-177, 182
DAT drives, 177
manufacturer of, 182
value of, 17-18
TeachText, 82
Technical support, 15-16, 473-474
steps before calling, 470-471,
473-474
Telecommunications
America Online, 362-366
background operation, 329-
330 :
basic steps, 323
bulletin board systems, 366
CompuServe, 338-361
equipment requirements, 322-

GEnie, 361-362
modem, 323, 324-328
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software for integrated
packages, 337
MicroPhone II, 330-332
setting up software, 329
Smartcom II, 334-336
White Knight, 332-334
utilities for
Stuffit Classic, 366-369
Stuffit Deluxe, 369
Tempo II Plus, 15, 19, 388, 410
32-bit addressing, 114, 249
Threads, CompuServe, 346-348
Thunder 7, 119, 489
TIFF, meaning of, 133
Toner cartridges, 305-306
recharging, 305-306, 319
TouchBase, 496-497
Trash
emptying trash, 42, 69-70
use of, 25
TrueType, 100, 110, 284-285, 299
Typesetting, use of service
bureau, 311-316
Typesetting machines, 287-288,
310-314
Linotronic, 287, 296, 301, 310-
311
manufacturers of, 316
Typing instruction programs, 20-
21

U
Undo command, 38
User groups, information about,
16
Utility software
Clipper, 405-407
DiskExpress II, 407-408
DiskTop, 376-381
HandOff 11, 402-404
macro programs, Tempo II
Plus, 388
MacroMaker, 389
MasterJuggler, 391-392
MultiMaster, 395-396
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Now Utilities, 394, 400-401
NowMenus, 396-398
QuickKeys 2, 384-388
Screen Flipper, 408-409
SmartScrap, 404

Suitcase II, 393-394

Super Boomerang, 398-400

v
Vantage, 119
Video card, 261
View menu

Finder 6, 39-40

Finder 7, 65-66
Views control panel, 114-115
Virex, 480
Virtual memory, 113-114, 249
Viruses, 477-480

anti-virus software, 479-480
Volume, definition of, 9

\44
Wallpaper, 489
White Knight, 332-334

Windows
closing, 32-33
of desktop, 26
list views, 26
moving and not activating, 77
printing, 62-63
printing, 35-36
temporarily opening win-
dows, 74
Word, 499-500
Working environment, custom-
ization of, 13-14

X
XMODEM, 327, 328

z
Zmac, 345-346
Zone, definition of, 59
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