













































































































































































MacPaint I: Tools

Figure 4-8 -- Spraypaint

To spraypaint with the selected pattern.

Figure 4-9

-~ Paint Bucket

To fill any outlined area with the selected pattern.

Figure 4-10 -- To type text

Select Font, Fontsize, and Style
from appropriate menus.

Chicago - plain
Geneva - bold
New Fork - flatic
Honaco - underline
Penies = cuilins

Tondon = gl
Ahang = bhold/dhadlom

-11
et [€%] -- Graboer
Slides the entire document under the window

to position it exactly where you want in the
window.
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Figure 4-12 ==y
e i_2i| -- Frame to select rectangular areas

To edit, copy, or move rectangular areas.

Fi 4-13
e -- Lasso to select irregular shapes.

To edit, copy, or move irregular shapes.

Figure 4-14
- -= To drow reclongles filled with selected pottern.

L _. To drew empty rectangles with no fill pattern.

-- To draw round-edged rectangles filled with

| selected pattern.

-- To draw empty round-edged rectangles with
no fill pattern.

&

Figure 4-15




MacPaint I: Tools

Fpre 9-16 O | @ | -- To draw ovels filled with selected pattern.
o

l— -- To draw empty ovals with no i1l pattern.
Figure 4-17 E -- To draw freehand shepes filled with selected

I pattern. Border palette determines line width.

-- To draw freehand shapes or lines with no fill
pattern. Border palette determines line width.

Fgwe4-38 -- To draw polygons filled with selected pattern.

S To draw empty polygons with no 7111 pattern.

= I

Now try your hand at some relevant art.

55

1. Click the straight-line tool to draw the image shown in Figure 4-19. Draw only
one line at a time. Position the crosshairs where you want to begin, then drag
the mouse in the direction you wish to move. If you make a mistake, pull down
the Edit menu to Undo (or use COMMAND-Z), and the picture will be restored to

the way it was before the mistake.
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File Edit Goodies Font FontSize Style

Figure 4-19

2. Click the frame. Starting at the upper left corner of the image you just drew,
drag the frame all the way down to the lower right corner of the image. Make
sure you enclose the entire image within the frame (Figure 4-20).

3. Now position the crosshairs on the right border of the flickering frame until
they turn into an arrow. Depress and hold OPTION - SHIFT, then drag the mouse
to the right to produce a perfect copy of the image (Figure 4-21).

* The orTION key allows you to make a perfect copy of any selected image.
The SHIFT key, when used in conjunction with the opTION key, allows you to
drag the copied image along a horizontal plane either to the right as above,
or to the left.

4. Pull down the Edit menu to Flip Horizontal (Figure 4-22); the selected image
will flip on its horizontal axis.

5. Click the lasso, and use it to draw a loop around the copy of the image (Figure
4-23). Position the arrow over the flickering copy. While pressing the SHIFT key,
drag the copy back to the left until it joins the original (Figure 4-24).

6. Now use the straight-line tool to draw in the three horizontal lines shown in
Figure 4-25.
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MacPaint I: Tools

& File Edit Goodies Font FontSize Style
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& File Edit Goodies Font FontSize Style
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Starting to get the picture?

7. Click the paint bucket and position it within the stem of the glass, then click
again. The stem area instantly fills in with black paint, the currently selected
color in the shade palette (Figure 4-26).

File Edit Goodies Font FontSize Stule

Laa

HeEe=——— il =——

//

r=9

R{CQ|0]|0|0]/ o3| Of *
R€ OO ENR=P

Figure 4-26

8. Click the hollow circle and use it to draw a small oval (Figure 4-27).

9. Now click the lasso and use it to select the oval you just drew (Figure 4-28).
Position the arrow on the edge of the selected oval, and drag it into the glass
(Figure 4-29). Do have an olive.

10. Select a heavier line width from the Border and Line Width box in the lower
left corner of the screen. Then click the straight-line tool and use it to draw a
toothpick through the olive (Figure 4-30).
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File Edit Goodies Font FontSize Style
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€ File Edit Goodies Font FontSize Style

MJH

A Figure 4-29 Figure 4-30 Y
& File Edit Goodies Font FontSize Style
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11. Click the frame and use it to select the olive (Figure 4-31).

& File Edit Goodies Font FontSize Style
o =] untitied
OlA
A B
8|/
~|&
.y
O
O @
O\
<| &
= || I S
Figure 4-31
OVERBYTE
Fatbits

Pull down the Goodies menu to Fatbits (Figure 4-32).

o Fatbits enlarges any area of the screen to provide point-by-point, pixel-by-pixel
detail of the selected area. This allows you to add fine detail work to your magnum
opus.

Note how the selected area appears in the little box at the upper left corner of your
picture.
Now you can do detail work on the olive.
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& File Edit JCCLLILER Font FontSize Style

= PERE o wits R —————

Show Page
Edit Pattern
Brush Shape
Brush Mirrors
Introduction
Short Cuts

[
BE=Y/=YH8

Figure 4-32

1. Click the eraser and use it to erase the toothpick from within the olive (Figure
4-33).

2. Click the pencil and use it to draw in the pimiento at the top of the olive (Figure
4-34).

3. Now simply click the little view box in the upper left corner of the screen to
return to the whole picture (Figure 4-35).

Now for some texture. Select a gray shade from the shade palette. Just position the
arrow over the desired shade and click (Figure 4-36).

Click the paint bucket and position it over the olive, then click. The olive should fill
in with the shade you selected (Figure 4-37).

And finally, a little three-dimensional effect. Click the color black from the shade
palette. Click the paint brush and use it to provide a little dimensional relief (Figure
4-38).
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File Edit Goodies Font FontSize Style
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Don’t forget, any mistakes can be erased with a click of the mouse. If you slip, just
return to the Edit menu and pull down Undo (or press COMMAND-Z).

ONCEBITTEN, TWICE SHY
Saving MacPaint Documents

You should save your masterpieces to disk at regular intervals.

1. Pull down the File menu to Save (Figure 4-39).

« WAON Edit Good

1 New
E Bpen..
E Close

™ Save
| < Save fs...
ﬂ Revert
JE Print Draft
E Print Final
Print Catalog

] OQuit
— T =

Figure 4-39

2. Click Eject in the dialog box to eject the macwrite/paint disk (Figure 4-40). In-
sert your Macl disk, type the filename “Thirsty?” and click Save (Figure 4-41).

note: MacPaint documents consume large amounts of disk space and memory
in your Mac, so be prepared to swap disks several times during the Save process.
Just follow your Mac’s prompts.

Figure 4-40 FI

Save document as: ! macwrite...

([ Save | ( cancel ]
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Figure 4-41 — —
save document as: Maci

| Thirsty? | |
e

Once you've finished saving “Thirsty?” to disk, just click the Close Box (Figure 4-42).
If you haven't already saved your work to disk, a Dialog Box will appear and ask
you if you wish to do so. Finally, pull down the File menu to New (Figure 4-43). A
new blank drawing surface will appear for your next creation.

Figure 4-42 € File Edit Goodies Font FontSize Style

F% Thirsty?

Figure 4-43 Edit Goodies

Open...

finsa

Sape

Sape fis..
Repert

Print Braft
Print Fingl
Print Catalog
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MacPaint II: Image Effects

Your Mac can perform some remarkable sleight-of-hand manipulations on your text
or drawings.

Mirror Image

Click the letter A from the tools, then position the insertion point near midscreen,
and click. Now type the words “MIRROR IMAGE,” pull down the Font menu to
London, and FontSize menu to 18 Point, and the Style menu to Skadow. Next, click
the frame and select “MIRROR IMAGE” (Figure 5-1).

T MIRROR TMASE

Position the arrow on the bottom border of the flickering frame, then depress
OPTION-SHIFT while dragging the mouse toward you. A perfect copy of MIRROR
IMAGE will appear directly below the original (Figure 5-2).

Plawre 52 ﬂWBMR Mﬂﬁ@@

---------_--_— —_....._——-——____

Finally, pull down the Edit menu to Flip Vertical (Figure 5-3), and there it is—
MIRROR IMAGE mirrored.

Distortion

You can elongate or compress the image. Position the arrow on the right border of
the flickering frame around MIRROR IMAGE, and press the COMMAND key while
dragging the mouse to the right (Figure 5-4, elongation) or to the left (Figure 5-5,
compression).
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Figure 5-3 & File Goodies Font
ol Undo
™ A cut
] raste
& 7| clear ;[8
d 4 Invert g,
L T
=121 Fip norizontal
Ol R
T MIRROR TMABE |
AT E G WS G
e,
WITTEE 1Wiot
Brush Shapes

Changing brush shapes is no problem with your Mac. Pull down the File menu to
New, then pull down the Goodies menu to Brush Shape (Figure 5-6). The window
shown in Figure 5-7 appears.

Figure 5-6 |A:[kd Goodies
| Grid
FalBits
Show Page
Edit Pattern

. Brush Shape
Brush Mirrors
Introduction
Short Cutls
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Figure 5-7

%
/
I

To select a new brush shape, simply position the arrow over the desired shape
and click.

Brush Mirrors

Brush mirrors allow you to paint symmetrically along a selected axis. Return to the
Goodies menu and pull it down to Brush Mirrors (Figure 5-8). Click each of the
interior lines, then click OK (Figure 5-9). Now simply begin to paint with the paint
brush in the middle of the screen. As soon as you have a satisfactory drawing, click
the frame and use it to select your picture (Figure 5-10).

= —

i Edit QLT3 ||

brid
FatBits
Show Page
Edit Pattern ’l
Brush Shape

Short Cuts

introduction TS "

Figure 5-8 Figure 5-9
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i |
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Pull down the Edit menu to Trace Edges (Figure 5-11), for a little of that modern
art look. Now return to the Edit menu and pull it down to Invert (Figure 5-12). Not
so bad for someone who gets writer’s cramp when he signs his name (Figure 5-13).

Figure 5-11 File BL18 Goodies Font
——eel  Undo %67 =
A Cut ¥H
4 Copy ¥EC
Paste *D
(7 Clear
= | t
nver
e I
. dlCE qge
Flip Horizontal
® Flip Dertical
& Rotate
&7
Figure 5-12

Goodies Font FontSize Style

*H

Copy %C
Paste %U
Clear

Fill

Trace Edges 3E
Flip Horizontal
Flip Dertical
Rotate

Figure 5-13
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Changing Patterns

With MacPaint you're not confined to the patterns arrayed in the shade palette; in
fact, you can design your own. First select a pattern from the palette, then pull down
the Goodies menu to Edit Pattern (Figure 5-14). Now you can use the arrow to erase
or add squares to the expanded pattern over the OK box (Figure 5-15). Finally, you
can either retain that pattern (it will be saved to disk when you save the current

document), or cancel your creation.

(n0x ] [(cancel ]

—_ e |

File Edit @EGLGITAS Font

EeplE e Grid
ECE ratpits

| Show Page
Edit Pattern
Brush Shape
Brush Mirrors
Introduction
Short Cuis

Figure 5-14 Figure 5-15

SAY ‘' CHEESE"
Retrieving MacPaint Documents

To retrieve any MacPaint document, begin by closing the current document (remem-
ber to save it to disk if you want it on file). Pull down the Fiile menu to Open (Figure
5-16), then click the Eject box to eject the macwrite/paint disk (Figure 5-17).

Figure 5-16

{inse
Sape
Sape fis...

Beuprl

Print frafl
Prinl fingl 5
Print Catalog |
Quit
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Figure 5-17

3

macwrite/p...

Let’s recall our past efforts. Insert the Macl disk into the drive, select “Thirsty?”,
then click Open (Figure 5-18). Click the frame and select the entire martini glass,
then pull down the Edit menu to Copy (Figure 5-19). A copy of the selected image
now resides on the clipboard.

Figure 5-18

Macl

Font

Figure 5-19 % File X1 Goodies
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e ﬁ] |

RI€ OO ER ~=

Paste
Clear

Invert

Fill
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Flip Vertical
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So how will our creation look when printed? Pull down the Goodies menu to Show
Page (Figure 5-20).

Figure 5-20 & File Edit LA Font  FontSize Style
= Grid . —
P ED FalBits Thlrstu? P
MA i
Edit Pattern
& c Brush Shape
&7 Brush Mirrors
~| & Introduction
Short Cuts
| ]
I
O|& .
O|® ;
O | @ ;
xdl 4 !

* Show Page does just what the words imply: It shows you the relationship of the
current screen to the rest of a standard 83 x 11 piece of paper. Each MacPaint
screenload occupies only about one-third of an entire page.

Position the arrow just beneath the bottom border of the screen and drag the mouse
down. The image of the martini glass will be pulled downward, out of the current
screen frame (Figure 5-21). Click OK to accept the changed juxtaposition of the image
on the paper.

Now let’s paste our copy of the martini glass into place. The drawing screen will
be empty when you return to it (remember, you just positioned the martini glass
elsewhere on the page). Pull down the Edit menu to Paste (Figure 5-22), return to
the Goodies menu, pull down Show Page again (Figure 5-23), and click OK to return
to the drawing.

And what happens if you draw one too many of these pictures? First select the
martini glass with the frame, then pull down the Edit menu to Rotate (Figure 5-24).
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CHEESEIT
-_— e e, — ™—,—,—

Finishing Up

Printing

Printing with your Mac is simple: Just turn on your printer, insert a piece of paper,
then pull down the File menu to Print Final (Figure 5-25). To clean things up, close
“Thirsty?” and click No to the Save changes option (Figures 5-26 and 5-27).

Figure 5-25 AW Edit Goodies Font
= N@ip = b
Bopen...
Close
Save
Save fis...
Revert
Print Draft
Print Final

FontSize Style

= Thirsty?

Figure 5-26 € File Edit Goodies Font FontSize Style

ERfe=—————— Thirsty?

Figure 5-27

Save changes before closing?
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Shortcuts

You can access many of the editing features of your Mac from the keyboard. Pull
down the Goodies menu to Short Cuts (Figure 5-28), and there they are, neatly dis-
played (Figure 5-29).

Figure 5-28 & Frile Edit JILLLER

FatBits
Show Page
Edit Pattern

Brush Shape

Brush Mirrors

Introduction
_Short Luts

Figure 5-29 ED untitied w'
Multiple Copies {_]| Select Wirdow
Option] Fatterned Lines & Borders Sn/" Show Fage
{7 Scroll FatBits Double | | £ | Brush Shepe
{7 Enter or leave FatBits Click | | 7 | Fatits
Change Font Size &7 | Erase Window
[_][enint][>] chenge Font 3:9\' Edit Pattern
[uno] 1] _Iﬂl_lrll_lﬂl_ll_lﬂl_lm

OO 0003010 |
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Constrain l_l [_l |
Copy]Btrato] 1=

Quitting

To close MacPuaint, just close the current document (save it if you want), then pull
down the File menu to Quit (Figure 5-30). The MacPaint screen will disappear, and
a few seconds later the Desktop will appear.
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Figure 5-30

& WA Edit
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MacPaint Quick Guide

Access
Show page Double-click the grabber

Brush shape Double-click the paint
brush

Fatbits Double-click the eraser

Copy

Image Press the oprioN key while
dragging a selection

Repeated images Use OPTION-COM-
MAND while dragging a selection

Cutanimage Select desired image, pull
down Edit menu to Cut

Draw straight lines Press the SHIFT key
while drawing with any tool

Draw perfect circles Press the SHIFT key
while drawing with either the hollow
or filled oval

Draw perfect squares Press the SHIFT
key while drawing with either the hol-
low or filled rectangle

Erase selection Pull down Edit menu to
Clear or press BACKSPACE key

Erase drawing window Double-click the
eraser

Fill in an outlined area Select a pat-
tern, then position the paint bucket
anywhere within the outlined area and
click

Move document Drag with the grab-
ber

Move the selection Drag the selection

Paste animage Pull down Edift menu to
Paste, or press COMMAND-V
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Select an image Use either the frame Stretch or shrink proportionately Use
or lasso COMMAND-SHIFT while dragging a cor-
ner of the selection
Select the drawing window Double-click
the frame Undo the last action Pull down the Edit

menu to Undo, or press COMMAND-Z
Stretch or shrink an image Press the

COMMAND key while dragging a selec-
tion



MOUSE-TRAPPINGS
Accessories

Your Mac comes with all sorts of accessories
to make your job a lot more fun and a lot
simpler. Let’s try a few.

Pull down the Apple menu to Scrap-
book (Figure 6-1). The scrapbook is a col-
lection of images and/or text that you can
copy or cut and paste from one application
into another. You can move from screen to
screen within the scrapbook by dragging
the Scroll Box at the bottom of the serap-
book window.

Suppose, for instance, that you wanted
to copy a MacPaint image into a Mac-
Write document. You can do this in 10
steps, as follows.

(M File Edit View
About the Finder...

Special

Scrapbook
Alarm Clock
Note Pad
Calculator
Key Caps
Control Panel
| Puzzle

Figure 6-1

1. Select the image you want to copy while in MacPaint.

2. Pull down the Edit menu to Copy.

3. Pull down the Apple menu to Scrapbook.

4. Pull down the Edit menu to Paste to paste a copy of the selected image into the

serapbook.

5. Close the scrapbook window, then quit MacPaint and open the relevant MacWrite

document.

6. Pull down the Apple menu to Scrapbook.
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7. Use the Scroll Bar at the bottom of the scrapbook to locate the desired image.

8. Pull down the Edit menu to Copy. A copy of the desired scrapbook image is
transferred to the clipboard (Figure 6-2).

| Edit I

Undo *L

Cut %R Scrapbook |
0D

Paste ¢V

Clear

Select 8 R J

Show Clipboard 7

9. Click the Close Box on the scrapbook window.

10. Position the insertion point where you want the image to appear in the Mac-
Write document, then pull down the Edit menu to Paste.

The serapbook is an excellent place to store both pictures and text that you use
frequently.

Alarm Clock

Your Mac is equipped with its own little alarm clock. Pull down the Apple menu to
Alarm Clock (Figure 6-3), and click the little flag on the right (Figure 6-4).
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Figure 6-3 Figure 6-4

p [ O 10:36:57 aM 3
Rbout the Finder...

Scrapbook

!Note Pad

Calculator
Key Caps
Control Panel
Puzzie

Figure 6-5 illustrates the component parts of the alarm clock.

Figure 6-5 current time
close box ]

[ 12:01:34PM ¢
— T [%:00:00 PM [¢

© | By
I—set

clock |
set dste

set alarm clock

activate
atarm

| set alarm forward
M set alarm backweard

Note Pad
Your Mac comes equipped with its own note pad as well. Pull down the Apple menu
to Note Pad (Figure 6-6), and take a note (Figure 6-7).

Figure 6-6

fibout the Finder...

Scrapbook
lnlarm Clock
Calculator
Key Caps

Control Panel
Puzzle
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Hisiwe:5-2 S J==—— Note Pad

Keep up to eight pages of notes
here in the Note Pad. Click on
the dog-ear to turn to the
following page. Click in the
lower left corner to turn to the
previous page.

:k l 1

Calculator [
A built-in calculator makes math problems simple. fAibout the Finder...
Pull down the Apple menu to Calculator (Figure 6-8).
Move the arrow over the number 1 and click. Move the Scrapbook
arrow over the “/" (computerese for divide) and click, Alarm Clock
Note Pad

then move the arrow over the number 3 and click. Fi-
nally, move the arrow over the equals sign (=) and click. o I
Right on the button: 1 divided by 3 equals .33333333333 - o

: : ; Control Panel
(Figure 6-9). Calculator totals can be copied into Puzzle
MacWrite or MacPaint applications.

Figure 6-8

(0 calculator [0 Calculater

1.33333333333)
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Key Caps

Your Mac can access several different sets of characters or
character sets. Pull down the Apple menu to Key Caps
(Figure 6-10) to access the standard lower-case arrange-
ment (Figure 6-11). Press either the SHIFT key or the
CAPS LOCK key and the figure will change to the stan-
dard upper-case arrangement (Figure 6-12). Press the
OPTION key and the figure changes again, this time to
special mathematics symbols (Figure 6-13). Using SHIFT-
OPTION produces the thingummies shown in Figure 6-
14.
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fAibout the Finder...

Scrapbook
Alarm Clock
Note Pad
Calculator

|ltnntml Panel

Puzzie

Figure 6-10

Figure 6-11

|

OID

[|1]

lals]afrfaln];[x]s

|

[z|#lclvfo]nim].].]

Figure 6-12

zufcfuis|nm[, .|/ [N
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Figure 6-13

Figure 6-14

Control Panel

Here’s where you really show your Mac who's boss: Pull down the Apple menu to
Control Panel (Figure 6-15). Figure 6-16 details the component parts of the control
panel.

Figure 6-15

About the Finder...

Scrapbook
Rlarm Clock
Note Pad
Calculator

Key Caps
Control Panel
Puzzie
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Figure 6-16 — Speaker Yolume

note:

Clock
Commend Blinking |

[[J==————== Control|Panel

8/19/84 14:04:41 =L o153

=012 k34
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o2 BE B
= s Y,
: =¥ + ¥
0.0 80

Rate of Repeating Keys

Keyboard Touch

Rate of Insertion Point Blinking
Mouse Tracking
Desktop Pattern
Double-Click Speed

The last accessory (the puzzle) is left as an exercise for the reader.
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The Finder

Your Mac’s Finder makes it possible for you to work with the files on your disks;
that is,

* to open, close, copy, and delete documents

¢ to arrange documents on the desktop and in folders
¢ to save and retrieve files to and from disks

* to initialize and eject disks.

Delete

First, turn on your Mac. Insert, then eject, the macwrite/paint disk; then insert and
open the Maecl disk. Drag the Macmania icon over and down to the Trash (Figure
7-1). You can check the contents of the trash at any time simply by selecting and
opening the trash can, or double-clicking the Trash icon (Figure 7-2).

Retrieve
Just because you throw a document into the trash doesn’t mean it’s gone forever.
You still have a chance to retrieve it, but you must do so before you

* open an application, such as MacPaint or MacWrite
* eject the application disk
* turn off your Mac

Any of these actions automatically empties the trash.
To retrieve a file from the trash, simply open the Trash icon and drag out the
appropriate file icon.

Copy
Your Mac can copy files like crazy. For example, select Macmania 1, then pull down

the File menu to Duplicate (Figure 7-3). Another decument icon will appear, this one
titled “Copy of Macmania 1.” Since no two files with the same name can coexist on
the same disk, the Finder automatically prefixed the words “Copy of” to the Mac-
mania 1 copy.
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Now press the BACKSPACE key. The filename “Copy of Macmania 1” will vanish.
Type in the new filename “Macmania 2,” then pull down the Special menu to Clean
Up (Figure 7-4), which arranges the icons neatly in the window.

Figure 7-4 & File Edit

View RY:140]!

4 items

Fmply Trash

Empty Folder

frase Isk
St Stariup

Macmania Thirsty ?

Macmania 21

File

Your Mac’s filing structure very closely resembles the structure of a standard filing
cabinet, complete with manila folders. Select the Empty Folder icon, then pull down
the File menu to Duplicate. Another empty folder, this one with the filename “Copy
of Empty Folder,” will appear. Press BACKSPACE to erase the filename and type in
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the new name “Stories,” then drag the “Macmania 1” and “Macmania 2” icons into
the new Stories folder (Figures 7-5 and 7-6). Finally, pull down the Special menu to

Clean Up to tidy the window.

Figure 7-5 & File Edit UView Special
S items i 385K available |
Thirsty?  Maomania 2
Figure 7-6

& File Edit View Special
B Mac|

4 items

135K in disk

Thirsty ? Macmania 2

Let’s repeat the procedure for our MacPaint documents. Select and duplicate
the Empty Folder icon. Rename the new copy “Pictures,” then drag the “Thirsty?”
icon into the Pictures folder (Figure 7-7). Finally, pull down the Special menu to
Clean Up one last time. Your Macl window should consist now of three folders, as

shown in Figure 7-8.
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Figure 7-8 & File Edit View Special
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Empty Folder Stories Pictures

Opening a folder is just like opening any other icon. For example, double-click
the Stories folder and both Macmanias will appear (Figure 7-9).

Copying Disk-to-Disk
To copy a document, folder, or application to another disk, simply drag the icon of
the file you want to copy to the icon of the disk you want to copy it to. Your Mac will
prompt you when to swap disks.

To move a document, folder, or application from one disk to another, simply copy
the required icon as before, then return to the original disk and drag the original
copied icon into the trash.
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Print

To print the entire screen, just press down the CAPS LOCK key, then depress coM-
MAND-SHIFT while you strike the number 4 key. Your Mac will dump a perfect copy
of the entire current screen to the printer.

To print just the active window, depress COMMAND-SHIFT while you strike the
number 4 key. Your Mac will dump a copy of the active window to the printer.

To take a snapshot of the current screen, depress COMMAND-SHIFT while you
strike the number 3 key. Your Mac will create a MacPaint document from the cur-
rent sereen. You may then edit it any way you like, exactly the same as any other
MacPaint document. You may take up to ten snapshots from the time you turn your
Mac on. A beep indicates that the snapshot attempt was unsuccessful, most likely
because the current disk is full.
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Finder Quick Guide

Arrange icons in a window Pull down
the Special menu to Clean Up

Copy a document, folder, or appli-
cation Select icon, pull down File
menu to Duplicate, then rename

Copy to another disk Drag icon to ap-
propriate disk icon

Delete a document, folder, or appli-
cation Drag icon to Trash

Move to another disk Drag icon to ap-
propriate disk icon, then drag original
icon to Trash

Print active window Use COMMAND-
SHIFT while you strike the number 4
key

Print entire screen Press CAPS LOCK,
then COMMAND-SHIFT while striking
the number 4 key

Rename Select icon, press BACKSPACE
key to erase old filename, type new
name

Retrieve from trash Open Trash icon,
drag selection out

Snapshot Use COMMAND-SHIFT while
you strike the number 3 key
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Rotate (P) 76
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Show Page (P) 76, 81
Size Box (D, W) 7, 12
Snapshot (F) 95, 96
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