


















































































































































































































































































































































































































































































































































% File Edit Go Fontl Style Utilities
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Saturday, December 14, 1991

g o 8 o g &~ 8 w 8 o g ~
.

2 3 435 6 7
9 10 11 12 13

] 16 17 18 19 20

Don’t have HyperCard
or the stacks?

If you don't have
HyperCard or the stacks
mentioned here, you
cannot complete this or
any of the other tasks in
this section.

1. Open the Appointments With Audio stack.

2. Display the card you want to edit.

3. Make any changes.

Working with HyperCard Stacks

To edit an
appoint-
ment card
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before
Delete an @ Flle Edit Go Font Style Utilities
1 -
appoint- = T
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Saturday, December 14, 1991 Decernber 1991
=1 1

3 | Month I
30 : II]|W|IF-II\iN'NIIIIM'FINl.‘HHIﬁH;‘ i
\

4

20

Oops! 1. Open the Appointments With Audio stack.
Ityou °ha°9° YOUrImIng: This step opens the appointment stack and displays the
select Undo from the i : W W :
Edlt tant appointment card for the current date. For help with this step, see

TASK: Open the Appointments With Audio stack.

2. Display the date December 14, 1991.
For help with this step, see TASK: Display a different appointment
date.

3. Click before the C in Company.
This step moves the insertion point to where you want to delete
text.

4. Click and hold down the mouse button; drag across the
text to select both lines of the appointment entry.
This step selects the text you want to delete. The text appears in
reverse video. The Before screen shows this step.

5. Press Delete.
Pressing the Delete key deletes the appointment entry. Keep in
mind that the actual appointment card is the date—you don’t want
to delete the card, you want to delete the appointment entry.
Deleting the card is similar to tearing a page out of a date book.
Deleting an entry is similar to erasing the entry from the date book.
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@ Flle Edit Go Fonl Style Utilities 3 Don’t have HyperCard
or the stacks?
If you don't have
HyperCard or the stacks
Saturday, December 14, 1991 | mentioned here, you

: | cannot complete this or
any of the other tasks in
this section.

1
30
2
30
3
0
4
30
5]
30
6
30

1. Open the Appointments With Audio stack. TO d el ete
2. Display the entry you want to delete. :
3. Select the text for the appointment entry. 4
appoint-
4. Press the Delete key.
ment
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Quick Reference Guide

Task Command Shortcut
ke Keys
Arrange icons Special, Clean
Up Window
Create a new folder File, New Folder 3 -N
Close a window File, Close or 3 W
click on the close
box
Change alert sound &, Control Panel
(Sound)
Change date &, Control Panel
(General)
Change Desktop #, Control Panel
(General)
Change time %, Control Panel
(General)
Change speaker @, Control Panel
volume (General)
Duplicate a file File, Duplicate #&-D
Display information File, Get Info
about an icon
Display special #, Key Caps
characters
Display time #, Alarm Clock
Eject a disk File, Eject or drag 3 -E
disk to the Trash
can icon
Empty trash Special, Empty
Trash
Erase disk Special, Erase Disk
Find file @, Find File
Open an icon File, Open or #-0
double-click on
the icon
Shut down the Special, Shut Down
Macintosh
Eady Macintosh
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Task Conznzén;i Shortcut

Keys

Use calculator %, Calculator

View small icons View, by Small Icon

View icons View, by Icon

View names View, by Name

View dates View, by Date

View size View, by Size

View kind View, by Kind

Software Guide

To use your Macintosh to perform a specific task (writing a
letter, balancing a budget, storing real estate clients), you
need to purchase and install applications. Applications are
tools you use on the Macintosh.

This guide discusses the most common categories of
applications, briefly explains the function of each type,

and lists a few representative software packages. For more
information, see Que’s Big Mac Book, 3rd Edition, or pick
up a Macintosh magazine, such as MacUser or MACWORILD,
and read the articles and advertisements.

Types of Applications

There are basically 10 categories of applications:

¢ Word processors

¢ Spreadsheets

* Databases

¢ Graphics

¢ Desktop publishing
¢ Communication

¢ Integrated programs
* Financial

e Education

* Games
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In addition, you might want to add desk accessories (mini-
applications) and utilities. The following sections discuss
each type of program.

Word Processors

You use word processors to create memos, letters, reports,
brochures, and other printed material. A word processor is
like a typewriter—but much better.

Most word processors offer several features that make it easy
to work with text. You can

See text on-screen as you type. Because the text is not
committed to paper, you can make changes and
corrections—delete text, add text, and so on.

Rearrange text. As you write, you might decide that the last
paragraph really belongs in the introduction. With a
word processor, you can move the text from one spot to
another. This process is called cut and paste.

Spell check your document. Nothing mars a document
worse than a glaring typo or misspelled word. Most word
processors offer a speller. You can check the spelling of
your document before you print.

Save a document. You can save the document on disk and
use it again.

Format a document. Word processors vary in the for-
matting features they offer. Simple word processors
enable you to set tabs, change margins, select different
fonts or font styles (bold, italic, and so on). Complex
word processors include these features, and they also
allow you to add footers and headers, create columns,
insert graphics, and so on.

The most common word processing programs are

e MacWrite 11
¢ Microsoft Word
e Nissus

* WordPerfect
184 Easy Macintosh



Spreadsheets

A spreadsheet is an electronic version of an accountant’s
pad. You use a spreadsheet program to set up worksheets.
Worksheets can total sales by division, keep track of a
monthly budget, figure loan balances, and perform other
financial analyses.

With a spreadsheet program, you can

Calculate formulas. You can write simple formulas to add,
subtract, multiply, and divide. You can depend on the
spreadsheet program to calculate the results correctly
every time.

Change data and recalculate. When you change, add, or
delete data, the spreadsheet recalculates the results
automatically. You don’t have to erase and rewrite when
you forget a crucial figure. And you don’t have to
refigure all the amounts manually when you make a
change or an addition.

Rearrange data. With your worksheet on-screen, you can
add or delete a column or row. You can copy and move
data from one spot to another.

Repeat information. You can copy text, a value, or a
formula from one place to another in the worksheet. In
your monthly budget worksheet, for example, you total
the expenses for each month. You could write a formula
that calculates January totals, and then copy this formula
for February through December.

Change the format of data. You can format your results in
many ways. You can display a number with dollar signs,
as a percent, or as a date. You can align text left, right, or
center.

Print data. You can print reports of your data.

Create graphs. Most spreadsheet programs enable you to
graph your data and print that graph. You can create pie
graphs, bar graphs, line graphs, and many other graph
types.

Reference 18 5



The most common spreadsheet programs are

* Full Impact

* Lotus 1-2-3

* Microsoft Excel
* Resolve

° Wingz

Databases

A database is similar to a complex card file. You store related
information together. You can use a database to keep track
of real estate clients, a baseball card collection, employees,
inventory—any set of data.

Each piece of data—for example, a phone number—is
stored in a field. A set of fields — such as a name field, an
address field, and a phone number field—make up a record.
A database is a collection of all the records.

Databases enable you to

Retrieve data. After you enter data, you can easily retrieve
it. Rather than sift through several paper documents, you
can quickly pull up an invoice on-screen, for example.

Sort data. You can rearrange data. For instance, you might
want an alphabetical list of clients, sorted by last name,
to use as a phone list. You might want to sort the same
list by ZIP code to do a mailing.

Print data. You can print reports, mailing labels, and other
output.

Some of the most common database packages include

¢ 4th Dimension
¢ FileMaker Pro

* FoxBase+/Mac
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Graphics

With graphics programs, you can create simple to complex
illustrations. This category also includes presentation
programs, which enable you to create graphs, and
computer-aided design programs (CAD), which enable you
to create architectural and other complex drawings.

Graphics programs offer these advantages:

Provide many drawing tools. Different packages offer
different drawing tools. These tools can enable you to
draw geometric shapes (circles, squares, rectangles,
lines, and so on), add fills and color, add text, trace
objects, align objects, and so on.

Edit drawings. 1f you don’t get the drawing just right, you
can modify it. You can delete and redraw parts of the
drawing.

Create drawings to be used over and over. You might, for
instance, create a logo that you could use for letterhead,
business cards, and so on.

Programs in this category include

* Adobe Illustrator (draw)

e Aldus Freehand (draw)

* Aldus Persuasion (graph)

* Aldus SuperPaint (paint and draw)
* CA-Cricket Graph (graph)

* Canvas(paint)

* Claris CAD (CAD)

* MacDraw Pro (draw)

* MacPaint (paint)

Desktop Publishing

Desktop publishing programs enable you to create
sophisticated brochures, newsletters, fliers, resumes,
invitations, menus, reports, and other output. Some word
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processing packages offer desktop publishing capabilities
(such as column layout), but the features offered by desktop
publishing programs are more sophisticated. Keep in mind
that if you do use a desktop publishing program, you will
probably use a word processor to create the text.

A desktop publishing program offers these features:

Layout a page. With a desktop publishing program, you
have precise control over the layout of the page—the
margins, headers, footers, and so on. You also have
control over the text—what font, size, and style are used;
where the text is placed; and how the text flows.

Change page layout. 1f you don’t like the way the
document looks, you can change the document. You can
experiment with the layout until you get the document
just the way you want it.

Create templates. You can create a template for the type
of document that you use over and over, such as a
newsletter. The headings and layout would be set—you
just have to add the text.

The most popular desktop publishing packages are

* Aldus PageMaker
* QuarkXPress
* Ready, Set, Go!

* Ventura Publisher

Communication

Communication programs enable you to use your computer
to talk to other computers. You might, for example, need to
access a huge computer (called a mainframe) that stores
stock figures so that you can get up-to-the-minute reports.
Or you might need some sales data from your district
office’s computer. With a communication program, you can
send and receive information over the phone lines.

Eady Macintosh



To use your Macintosh to communicate, you also must have
a modem, a phone line, and a communication package.
MicroPhone and White Knight are examples of this type

of package. (For more information on modems, see
Introduction to PCs, 2nd Edition, or Que’s Big Mac Book,
3rd Edition.)

Integrated Programs

Integrated programs combine several types of programs into
one package: word processing, database, spreadsheet, and
communications. Each of these programs offer the benefits
previously discussed. They also have the added benefit of
enabling you to integrate the data from one program into
the next easily. You can use the mailing list from your
database, for instance, to create form letters with your word
processor. You can copy financial figures from the spread-
sheet to a report in the word processor. On the down side,
integrated packages do not offer as many features as stand-
alone or dedicated packages.

Integrated packages include

e Microsoft Works
e ClarisWorks
¢ Greatworks

* BeagleWorks

Financial Programs

Financial programs enable you to create tax returns, balance
your checkbook, set up an accounting system, and perform
other finance-related tasks. These programs range from the
simple to the complex. Some examples follow:

* CheckFree (simple electronic bill-paying utility)

* M.Y.O.B. (complete accounting package—general
ledger, accounts receivable, accounts payable, payroll)

* Macln Tax (tax preparation program)
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* Managing Your Money (finance management package)

* Quicken (simple check-writing program—also can be
used for limited accounting purposes)

* Wealthbuilder (financial investment advisor and
manager—can also read information from Quicken and
Managing Your Money)

Education

The Macintosh is easy to use, which makes it ideal for
learning new tasks. You can use programs to learn how to
type, read, or write a story. These programs are helpful for
children and adults alike.

Some sample programs include

* Dinosaur Days

* KidPix

Mavis Beacon Teaches Typing
New Math Blaster Plus

Reader Rabbit

Games
And last but not least, you can use the Macintosh to play
games. Available games include
* Puzzle Master
* Swamp Gas
* Talking Moose
e Where in the USA is Carmen Sandiego?
Desk Accessories and Utilities

Your Macintosh comes with a set of desk accessories (DAs).
(Some of these are covered in the Task/Review part of this
book.)
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You also can add other desk accessories. AfterDark, for
example, is a screen saver program that displays a picture
on-screen if you haven’t used the computer in a certain
amount of time. Another DA, CanOpener, enables you to
access any Macintosh document—no matter what program
created it.

Utility programs help you manage your system better. You
might want a program to undelete files, for example, or
optimize your hard disk, compress files, check for viruses,
or search files. Some utilities function as DAs; others are
separate programs. Available desk accessories and utility
programs include

* Checklist
¢ Heapfixer
* MacLink Plus/PC

* MacTools Deluxe

Others

Not all programs fit into a neat category. New programs are
created every day. Programs are available that enable you

to draw up a will, create a calendar, or perform complex
statistical analyses. Just peruse some of the Macintosh
magazines to get an idea of the world of possibilities.
Explore with your Macintosh. Be productive. But most of all,
have fun.




Glossary

application A computer program used for a particular
task—such as word processing. In most cases, the terms
program and application mean the same thing and can
be used interchangeably.

byte A measure of an amount of information that is equal
to about one character.

capacity A term used to describe how much data you can
store on a disk. Capacity is measured in kilobytes (K) or
megabytes (M).

Chooser A desk accessory that enables you to select a
printer. Applications use the printer you have selected
with the Chooser to print documents.

click The action of pressing and releasing the mouse
button once.

clipboard A temporary spot in memory that holds text or
graphics you cut or copy. This area is cleared after you
turn off the Macintosh.

close box A small box in the upper left corner of a
window. Click on this box to close the window.

control panel A desk accessory that enables you to
customize features, such as the Desktop pattern, the
alert sound, and the speaker volume.

desk accessory (DA) A small application that performs a
limited task (alarm clock, calculator, puzzle). Desk
accessories are listed in the Apple menu. Some desk
accessories come with the Macintosh.

Desktop The work area of the Macintosh.

dialog box An on-screen window that displays further
command options. Many times a dialog box reminds you
of the consequences or results of a command and asks
you to confirm that you want to continue with the
action.
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document A generic term used to describe text files
created with applications. A document can be a letter, a
picture, a worksheet, and so on.

double-click The action of pressing the mouse button
twice in rapid succession.

drag The action of pointing to an item, and then pressing
and holding down the left mouse button as you move
the mouse.

file The various individual reports, memos, databases, and
letters that you store on your hard drive (or disk) for
future use. (Also called a document.)

Finder The part of the Macintosh operating system that
keeps the Desktop organized.

floppy disk A storage device. Floppy disk drives read from
and write to floppy disks.

floppy disk drive A storage device. Floppy disks are 3 1/2
inches; the floppy part is inside the plastic encasement.

folder An item on the Desktop that stores icons. A folder
can contain files, other folders, or other types of
information.

hardware The physical parts of the Macintosh—the screen,
the keyboard, the mouse, and so on.

icon A picture that represents a file, folder, or application
program.

initialize The process that prepares a disk for use.

kilobyte Approximately one thousand bytes (1024 to be
exact). A kilobyte is a measurement used for files.

megabyte One million bytes of information.
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menu An on-screen list of commands or options.

menu bar A list of menu names that appears near the top
of the Desktop.

monitor The piece of hardware that displays on-screen
what you type on the keyboard.

program A set of instructions that tells a computer what to
do. (Same as application.)

scroll bars The bars at the bottom and right of a2 window.
At the ends of the bars are scroll arrows; click on an
arrow to scroll the window in the direction of the arrow.

shut down The action of saving all work, closing all
applications, and turning off the computer.

size box The box located in the lower right corner of a
window. This size box enables you to resize the window.

software Another term for computer programs or
applications. You run software on your hardware.

System Folder The folder that contains files necessary to
start and use the Macintosh.

title bar The horizontal bar at the top of a window. The
title bar contains the name of the window.

Trash can icon An icon used to delete files, folders, and
applications.

window A rectangular area on-screen in which you view an
application or a document.

zoom box The box located in the upper right corner of a
window. The zoom box enables you to enlarge (zoom)
the window.
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adding
addresses with Audio stack, 154-155
appointment dates with Audio stack,
170-171
notes to
addresses with Audio stack,
160-161
appointments with Audio stack,
174-175
addresses
adding new, 154-155
notes, 160-161
deleting, 164-165
displaying, 156-157
editing, 162-163
finding, 158-159
opening, 150-151
Addresses with Audio icon (HyperCard
folder), 150-151, 154-165
alarm, setting the, 142-143
Alarm Clock commands (Apple menu),
140-143
alert sound, changing, 138-139
Apple menu
Alarm Clock command, 140-143
Calculator command, 144-145
Control Panel command, 130-139
Find File command, 126-127
Key Caps command, 146-147
applications, 2, 23, 30, 183-191
deleting, 103
appointments
adding, 170-171
notes, 174-175
deleting, 178-179
displaying dates, 168-169
editing, 176-177
finding, 172-173
opening, 166-167
Appointments with Audio icon
(HyperCard folder), 166-179
arranging icons, 74-75
arrow keys, 19, 21
Audio Stack
adding
addresses, 154-155
appointment dates, 170-171
notes, 160-161, 174-175
deleting
addresses, 164-165
appointments, 178-179
displaying
addresses, 156-157
appointment dates, 168-169
editing,
addresses, 162-163
appointments, 176-177
finding
addresses, 158-159
appointments, 172-173

opening
addresses, 150-151
appointments, 166-167

bars
menu, 31
scroll, 27-28
title, 27, 31
booting, 17
boxes
close, 27, 46-47
size, 27-28
zoom, 27-28, 52-53
by commands
by Date command (View menu), 86-87
by Kind command (View command),
90-91
by Name command (View command),
84-85
by Size command (View menu), 88-89
byte, 192

calculator, selecting, 144-145
Calculator commands (Apple menu),
144-145
capacity, 192
cards
address
adding, 154-155
adding notes, 160-161
deleting, 164-165
displaying, 156-157
editing, 162-163
finding, 158-159
opening, 150-151
appointment
adding notes, 174-175
deleting, 178-179
editing, 176-177
finding, 172-173
care of the Macintosh, 28-29
changing
alert sound, 138-139
date, 134-135
Desktop pattern, 130-131
speaker volume, 132-133
time, 136-137
characters, special, displaying, 146-147
Chooser, 192
clicking the mouse, 19, 30, 192
clipboard, 192
close, 192
close box, 27, 46-47
closing windows, 46-47
command keys, 19, 21
commands, 26-27
by Date (View menu), 86-87
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by Kind (View menu), 90-91
by Name (View menu), 84-85
by Size (View menu), 88-89
by Small Icon (View menu), 82-83
Alarm Clock (Apple menu), 140-143
Calculator (Apple menu), 144-145
Control Panel (Apple menu), 130-139
Duplicate (File menu), 100-101,
114-115
Eject (File menu), 59
Empty Trash (Special menu), 105-107
Erase Disk (Special menu), 64-65
Find Fild (Apple menu), 126-127
Get Info (File menu), 62-63, 98-99,
110-113
Key Caps (Apple menu), 146-147
New Folder (File menu), 94-95
Quit HyperCard (File menu), 152-153
Restart (Special menu), 42-43
Shut Down (Special menu), 40-41
Completely erase disk named ___ 7
message, 64
computers, Macintosh, 2-5
control panel, 192
Control Panel commands (Apple menuy),
130-139
copying
disks 66-69
documents (35-D key), 114-115
to another disk, 122-123
to another folder, 120-121
folders (3¢-D key), 100-101
creating new folders (3£-N key), 94-95
Ctrl key, 21

date, changing, 134-135
Delete key, 21
deleting
addresses with Audio stack, 164-165
applications, 103
appointments with Audio stack,
178-179
documents, 124-125
folders (3£-D key), 102-103
desk accessories, 4, 190-191
Desktop, 22-25, 30, 192
changing patterns, 130-131
Desktop publishing, 183, 187-188
dialog box, 192
disk accessories, 192
disk drives, 193
disk icon, 24-25
opening, 44-45
renaming, 60-61
disks
copying, 66-69
documents into, 122-123
displaying information, 62-63
ejecting, 58-5
erasing, 64-65
floppy, 16-17, 25, 193

formatting, 56-57
hard, 17, 23, 25
initializing, 56-57
inserting, 54-55
renaming, 60-G1
displaying
addresses with Audio stack, 156-157
appointment dates with Audio stack,
168-169
disk information (3£-1 key), 62-63
document information (3-1), 110-111
folder information (3-1 key), 98-99
special characters, 146-147
time, 140-141
documents, 3, 30, 192
copying, 114-115
to another disk, 122-123
to another folder, 120-121
deleting, 124-125
displaying information, 110-111
duplicating, 114-115
finding, 126-127
locking, 112-113
moving, to another folder, 118-119
renaming, 116-117
double-clicking the mouse, 19, 30, 193
dragging the mouse, 19, 30, 193
drives
floppy disk, 14-15, 193
hard disk, 14-15
inserting disks, 54-55
Duplicate command (File menu),
100-101, 114-115
duplicating documents, 114-115

editing
addresses with Audio stack, 162-163
appointments with Audio stack,

176-177

Eject command (File menu), 59

cjecting disks (H-E key), 58-59

ellipsis (...) following commands, 27

Empty Trash command (Special menu),
105-107

emptying trash, 106-107

enlarging windows (zoom), 52-53

Erase Disk command (Special menu),
64-65

erasing disks, 64-65

file, 30, 193
File menu
Duplicate command, 100-101,
114-115
Eject command, 59
Get Info command, 62-63, 98-99,
110-113
New Folder command, 94-95
Quit HyperCard command, 152-153




files, 3, 22-23
Find File command (Apple menu),
126-127
Finder, 17, 30, 193
finding
addresses with Audio stack, 158-159
appointments with Audio stack,
172-173
documents, 126-127
floppy disk drives, 14-15, 193
floppy disks, 16-17, 25, 193
copying, 66-69
ejecting, 58-59
renaming, 60-61
folders, 22-23, 30, 193
copying, 100-101
documents into, 120-121
creating new, 94-95
deleting, 102-103
displaying information, 98-99
HyperCard, 150-179
moving documents into, 118-119
nesting, 95
opening, 76-77
renaming, 96-97
formatting disks, 56-57

Ger Info command (File menu), 62-63,
98-99, 110-113

I-)

hard disk drives, 14-15
hard disks, 17, 23, 25
renaming, 61
hardware, 14-17, 30, 193
help, 11
HyperCard, quitting, 152-153
HyperCard folder
Addresses with Audio stack, 150-165
Appointments with Audio stack,
166-179
icons, 22-23, 30, 193
arranging, 74-75
disk, 24-25
opening, 44-45
moving, 72-73
Trash can, 24-25, 31, 58-59, 102-107,
125, 194
initialize, 193
initializing disks, 56-57
inserting disks, 54-55

K-L

Key Caps commands (Apple menu),
146-147

keyboard shortcuts, 22, 26

keyboards, 15, 19, 20-22

keys
arrow, 19, 21
command, 19, 21
Ctrl, 21
Delete, 21
option, 19, 21
Return, 21
Shift, 21
shorteut, 22, 26
kilobyte, 193
locking documents, 112-113

Macintosh, 2-5

care of, 28-29

desk accessories, 191

Finder, 17

operating system, 17-18

restarting, 42-43

shutting down, 40-41

starting, 38-39

System, 17

turning off, 28-29, 40-41

utilities, 191

megabyte, 193

menu bar, 24-26, 31, 193

menu commands, selecting, 26-27
menus, 193

Apple, 126-127, 130-147

File, 59, 62-63, 94-95, 98-99, 100-101,
110-115, 152-153

Special, 40-43, 64-65, 105-107

View, 82-91

messages

Completely erase disk named ___7,
64 :

Replace items with the same
names with the selected
items?, 119

This disk is unreadable: Do you
want to initialize it?, 56

Two disks are different types...,
66

monitors, 14-15, 194
mouse, 15-16, 18-19

clicking, 19

double-clicking, 19

dragging, 19

pointing, 19

moving

documents to another folder, 118-119

icons, 72-73

windows, 48-49

nesting folders, creating, 95
New Folder command (File menu), 94-95
numeric keypad, 19, 21
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opening
addresses with Audio stack, 150-151
appointments with Audio stack,
166-167
disk icons, 44-45
folders, 76-77
option keys, 19, 21

patterns, changing the Desktop, 130-131
pointing the mouse, 19

printer, 16

programs, 2-3, 5, 31, 194

quick reference, 182-183

Quit HyperCard command (File menu),
152-153

quitting HyperCard, 152-153

rearranging windows, 45
renaming
disks, 60-61
documents, 116-117
folders, 96-97
Replace items with the same names
with the selected items? message,
119
resizing windows, 50-51
Restart command (Special menu), 42-43
restarting the Macintosh, 42-43
retrieving items from Trash, 104-105
Return key, 21

scroll bars, 27-28, 194
scrolling windows, 80-81
selecting
calculator, 144-145
menu commands, 26-27
windows, 78-79
setting the alarm, 142-143
Shift key, 21
shut down, 194
Shut Down command (Special menu),
40-41
shutting down the Macintosh, 40-41
size box, 27-28, 194
software, 2, 14, 17, 18, 31, 183-191, 194
speaker, changing volume, 132-133
special characters, displaying, 146-147
Special menu
Empty Trash command, 105-107
Erase Disk command, 64-65
Restart command, 42-43
Shut Down command, 40-41
starting the Macintosh, 38-39

System 7, 18

System Folder, 17, 31, 194
System software, Macintosh, 17
system unit, 14-15

This disk is unreadable: Do you
want to initialize it? message,
56
time
changing, 136-137
displaying, 140-141
title bar, 27, 31, 194
Trash
emptying, 106-107
retrieving items from, 104-105
Trash can icon, 24-25, 31, 58-59 102-107,
125, 194
turning off the Macintosh, 28-29, 40-41
Two disks are different types...
message, 66

U-v

Utilities, 190-191

View menu
by Date command, 86-87
by Kind command, 90-91
by Name command, 84-85
by Size command, 88-89
by Small Icon command, 82-83
viewing windows
by date, 86-87
by icon, 82-83
by kind, 90-91
by name, 84-85
by size, 88-89
volume, speaker, 132-133

W-Z

windows, 27-28, 31, 194
closing, 46-47
enlarging (zoom), 52-53
moving, 48-49
rearranging, 45
resizing, 50-51
scrolling, 80-81
selecting, 78-79
viewing, 82-91

word processors, 183-184

zoom box, 27-28, 52-53, 194
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