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which the alarm is set, the computer beeps once, and the apple 
icon in the menu bar flashes on and off until you tuTn the alarm 
button off. 

The clock can be moved anywhere on the screen, except onto 
the menu bar, by dragging the top strip. If you wish to have it 
open while working on an application, you will have to reduce the 
size of the working windows on many applications. Expose a strip 
of desktop where you can place the clock; otherwise, it will be hid­
den when the application window is active . 

If you want to include the current time and date in a docu­
ment, these can be transferred directly using the copy and paste 
method. Click on the clock to make it active. The time and date 
are automatically selected even though they do not appear high­
lighted. Just choose Copy from the File menu to place the time 
and date on the clipboard, click an insertion point at the desired 
location in the document, then choose Paste. 

• Calculator. The calculator is a replica of a four-function, hand­
held calculator and works the same way (Figure B-3). The keys of 
the calculator are arranged like a ten-key pad or a numeric key­
pad if your keyboard has one. Calculations can be done either 
with the keys on the keypad or by clicking the pointer on the 
number buttons on the screen image. Two operator keys may be 
different than those you have seen on other calculators. The key 
with the asterisk (*) is the operator for multiplication; the slash 
(/) is the division operator. 

D Calculator 

As with other windows, the calculator can be moved around by 
dragging its title bar. The calculator has a close box to the left of 
its title. You can transfer the results of your calculations directly 
into a document. As with the Alarm Clock, when the Calculator is 
active, its display is automatically selected, although it is not 
highlighted. Use the Copy and Paste commands as described for 
the Alarm Clock above. 

Numbers from documents or other DAs can also be pasted into 
the calculator. Select the number in the document or DA by drag­
ging to highlight it and choose Copy (File menu). Make sure the 
calculator is active, then choose Paste. Once in the Calculator dis­
play, the number can be used for further calculations in the same 
way as a number entered with the number buttons or keys. 



Figure B-4 
Control Panel desk 
accessory (early version) 

Fig ure B -5 
Control Panel desk 
accessory (recent version) 

Desk Accessories 191 

• Chooser. If your computer is attached to more than one printer, 
an icon for each pdnter appears in the Chooser window. To switch 
from one printer to another, you must select the printer icon in 
the Chooser for the printer that will be used. Selecting another 
pdnter changes other dialog boxes , such a s the Page Setup and 
Print dialog boxes. Details on the Chooser appear in Chapter 8. 

• Control Panel. The control panel modifies the characteristics of 
a number of elements used both in the desktop and in applica­
tions. Most of these controls never need changing once they are 
adjusted to your personal preferences. 

The system in the startup disk you are using may have a 
Control Panel that varies from the ones illustrated (Figure B-4 
and Figure B-5). These are early and recent versions of the 
Control Panel. The appearance and function of the control panel 
has been modified periodically with revisions in the system soft­
ware; however, most of the functions described should be on the 
system you are using and can be adjusted in the same way. 
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The overall pattern of the desktop that lies behind windows 
can be changed with the Desktop Pattern control. The left square 
in that control is an enlarged view of the pattern, and the right 
rectangle is a sample of how the pattern appears in actual size. 
Clicking the arrows in the strip above the right rectangle 
changes the pattern in both windows, displaying a range of flat 
values between white and black and other patterns with each 
click. If you continue to click one of the arrows, you will eventual­
ly return to the first pattern. When you have chosen a pattern, 
click inside the right rectangle to put the pattern into effect for 
the desktop. 

The rate the insertion point blinks can be made slower or 
faster by clicking on one of the buttons in the Rate of Insertion 
Point Blinking control box. The sample insertion point indicates 
the speed of blinking when working with text on the desktop, in 
applications, and in DAs. 

The time and date can be set in the Time and Date control 
panel by the same method used in the Alarm Clock DA. In addi­
tion you can have the clock read as a 24-how· clock (often called 
military time). When you have completed adjusting the time and 
date, click on their icons to start them running. 

The Speaker Volume control adjusts the loudness of the beeps, 
music, and other sounds that can be produced by the computer. 
Position the cross hair on the slide bar and drag it to a higher 
number to increase the volume of the sound or toward zero to 
soften it. When you release the mouse button, the tone you hear 
is at the volume used for beeps and other sounds. Unless abso­
lutely necessary, it is not good practice to turn the sound off com­
pletely (zero on the scale). Beeps are frequently used as alerts for 
incorrect procedures or as warnings. 

The RAM cache is a temporary storage area set aside to hold 
information that applications use repeatedly while you are work­
ing on a document. The cache allows the computer to draw the 
information from its internal memory rather than going to the 
disk for it. Accessing internal memory is much faster than access­
ing the disk. Generally the RAM cache should be modest in size, 
16K or 32K, when the On button is highlighted. 

Note: If you have a recent version of the Control Panel (Figure 
B-5), you need to select the Keyboard or the Mouse icon in the left 
section of the panel to display the controls described below. Scroll 
the window if necessary to find those icons. 

Each character on the keyboard and the keypad repeat, and 
continue to repeat, if you keep its key depressed. This facilitates 
typing a series of the same character, such as a row of periods, 
asterisks, dashes, or underline characters. The Key Repeat Rate 
control box (Keyboard display) adjusts how rapidly a character 
repeats (Figure B-6). 

The Delay Until Repeat control box (Keyboard display) adjusts 
the interval between the time when you first depress a key and 
the time when the key character starts repeating on the screen 



Figure B-6 
The Key Repeat Rate and 
Delay Until Repeat control 
boxes 

Figure B-7 
The Mouse Tracking and 
Double-Click Speed control 
boxes 
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(Figure B-6). Typists vary in how rapidly they complete each 
keystroke when typing straight text. Increasing the delay inter­
val lessens the chance of repeating unwanted characters. If you 
often get multiple characters with a keystroke, click the button 
that lengthens the delay time or turn the repeat function off 
entirely by clicking on the Off button. 
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The Mouse Tracking control box (Mouse display) a llows you to 
adjust the ratio between the distance you move the mouse and 
the distance the pointer moves on the scr een (Figure B-7). 
Clicking on the Fast button makes the pointer move a long dis­
tance on the screen with a relatively short movement of t he 
mouse. If you are doing something that requires very precise con­
trol, such as a detail in a graphic application, you may wish to 
have the setting on Slow so that the pointer moves a shorter dis­
tance relative to the movement of the mouse. If a graphic tablet 
and stylus are used instead of a mouse, the tracking is generally 
set at the slowest setting so the pointer movement and the stylus 
movement are closely coordinated. For most purposes, use one of 
the two middle settings. 
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The Key Caps desk 
accessory 
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The Double-Click Speed (Mouse display) is used to adjust the 
interval between clicks of the mouse button when using its dou­
ble-clicking function (Figure B-7). If you are having trouble mak­
ing your double-clicks work as they should to open windows or 
applications, select one of the buttons that increases the interval 
between clicks so that the second click does not have to follow so 
quickly after the first. 

• Key Caps. Selecting Key Caps opens a window that is a replica 
of the keyboard with a single line text field above it. Also a new 
title, Key Caps, is added to the menu bar. The keyboard replica 
displays the character for each key that corresponds to the real 
keyboard. The characters are displayed in one of the typefaces in 
the System file on the startup disk (Figure B-8). Pressing the 
Shift key on the keyboard displays the uppercase characters on 
the keys of the replica. Pressing the Option key on the keyboard 
displays special characters on the replica. This represents the key 
combinations to use on the keyboard if you need those characters 
while working on a document in an application. With some fonts, 
pressing the Option and Shift keys together displays additional 
special characters. 

Key Caps 

The typefaces that are installed on the startup disk you are 
using are listed in the Key Caps menu. The typeface currently 
shown in the Key Caps display is checked in the Key Caps menu. 
Selecting another typeface changes the character style on the 
keyboard replica to that typeface style. Word processing, graphic, 
and some of the other applications allow you to choose typefaces 
to use in your documents; with Key Caps you can see what each 
available typeface looks like. 

Typing on the keyboard or clicking on the character keys on 
the replica enters text into the text field when Key Caps is active. 
Combinations of the Shift, Option, and Command keys with a 
character key, however, must be done partly on the keyboard. The 
text can be edited in the same way as other text. Backspace 
(Delete) erases the characters to the left of the insertion point. 
The pointer becomes an I-beam when inside the text field and can 
be used to reposition the insertion point. The characters you type 



FigureB-9 
The Note Pad desk 
accessory 
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in the text field change to any new typeface you choose from the 
Key Caps menu, just as they change on the keys of the replica. 

The contents of the text field are not automatically selected as 
is the case with the Alarm Clock and Calculator. If you wish to 
copy and paste all or part of the contents, you must first drag 
over the text with the I-beam to highlight it, then use the Copy 
and Paste commands. 

• Note Pad. Selecting the Note Pad DA from the Apple menu 
brings up a window that looks much like the scratch pads often 
used for jotting notes as reminders or random bits of information. 
This note pad serves much the same function (Figure B-9). It can 
be called up while working on a document if a message needs to 
be recorded for later reference. The message is stored as part of 
the Note Pad application on the current disk and stays there 
until you remove it. It can be recalled in any document on the 
disk or on the desktop. 

D Note Pad 

Keep your notes, references, 
lists, or any text on this pad. 
Click on the dog eared corner to 
go to the next page. Click on the 
bot tom 1 eft corner to go to the 
previous page. The note pad has 
eight numbered pages. 

The Note Pad offers eight pages of notes, each numbered at 
the bottom of the pad. To change the page, click on the upturned 
corner of the pad at the lower left. To go back a page, click on the 
corner triangle. As with many of the other DA windows, you can 
move the window by dragging its title bar and close the window 
by clicking on the close box. 

The text you type into the pad can be edited as in other word 
applications. The text can be highlighted, cut or copied, and then 
pasted into other documents. The reverse is not true, however; 
you cannot paste text from another source into the Note Pad. 

• Scrapbook. The Scrapbook DA is a good place to store text or 
graphics that you use frequently in documents, such as letter­
heads, logos, or art images (Figure B-10). The items in the scrap­
book become part of the scrapbook application until you remove 
them and are available while working in any document on the 
same disk. It is also a handy place to store items temporarily, 
such as a number of illustrations that will be inserted at inter-



Fig ureB-10 
The Scrapbook desk 
accessory 
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vals into a text document. These can be taken from the scrapbook 
individually and pasted into the text document at the appropriate 
spot. 

Scrapbook 

The Scrapbook is a good p 1 ace 
to keep text or graphics that 
you use frequent 1 y, such as a 
1 etterhead, or as a coll ecting 
area for illustrati ons to be 
used in a word processing 
document. 

1 / 6 M\\IRT, TEXT 

When you paste from the scrapbook to a document, the whole 
scrapbook page must be cut or copied; therefore, only as much 
text or a graphic that you want at one time should occupy a page. 
The page of the scrapbook in view is automatically selected when 
the scrapbook window is active. To transfer items to the scrap­
book, they must be copied or cut from their original documents 
and pasted into the scrapbook. When you open the scrapbook to 
paste an item into it, the last item entered shows in the window. 
Choosing paste adds a page to the scrapbook in front of the page 
displayed. 

To transfer an item from the scrapbook to another document, 
open the scrapbook and scroll until the item you wish to transfer 
is displayed. Choose Copy or Cut from the Edit menu. The scrap­
book item is transferred to the Clipboard. From there you can 
paste the item into the new document. 



Special Characters 

Most typeface fonts have the special characters shown in the chart 
below. To type a special character, press the Option key, or the Shift 
and Option keys together, then type the key shown in the left col­
umn. Diacritical marks, such as the acute accent ('), grave accent 
('), circumflex (A), umlaut ("), and tilde (-), must be typed first and 
then followed immediately by the character to be placed under the 
mark (example: e, e, e, e, ii). 

Special typefaces, such as Symbol, Cairo , Mobile, or Zapf 
Dingbats, devote all keys and key combinations to a wide variety of 
symbols and icons. To review all the characters on specialized fonts 
installed in the system of your startup disk, use the Key Caps desk 
accessory described in Appendix B. 
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Answers to the 
Self Test Questions 

Chapter 1 

Part A PartB PartC PartD 

1. a 1. g 1. startup 1. a 
2. d 2. d 2. System file, Finder 2. b 
3. b 3. j 3. icons 3. a 
4. d 4. e 4. arrow 4. c 
5. b 5. f 5. I-beam 5. d 

6. b 6. Option, Command 6. d 
7. a 1. menu 7. a 
8. i 8. highlighted 8. d 
9. h 9. insertion point 

10. c 10. window 

Chapter2 

Part A PartB PartC PartD 
1. b 1. h 1. check boxes, radio buttons 1. F 
2. c 2. g 2. disk 2. F 
3. a 3. a 3. dialog box 3. T 
4. b 4. f 4. Close, New 4. T 
5. a 5. c 5. kilobytes 5. T 

6. e 6. F 
7. b 7. F 
8. d 8. T 

9. F 
10. T 
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Chapter 3 

Part A PartB PartC PartD 
1. b 1. a 1. documents, folders, 1. F 
2. c 2. h applications 2. T 
3. a 3. f 2. Shift 3. F 
4. d 4. c 3. selection rectangle 4. F 
5. a 5. e 4. hierarchical 5. F 

6. b 5. View 6. T 
7. g 7. F 
8. d 8. F 

9. T 
10. T 

Chapter4 

Part A PartB PartC PartD 
1. b 1. F 1. desk accessories 1. e 
2. c 2. F 2. File 2. g 
3. d 3. T 3. select 3. i 
4. a 4. T 4. insertion point 4. b 
5. c 5. F 5. comment box 5. f 

6. F 6. application 6. d 
7. F 7. h 
8. T 8. j 
9. T 9. a 

10. F 10. c 

Chapter5 
Part A PartB PartC PartD 
1. b 1. g 1. screen font 1. F 
2. c 2. e 2. colon 2. F 
3. d 3. f 3. decimal 3. T 
4. a 4. b 4. margin, first-line 4. T 
5. c 5. j 5. Command 5. F 

6. c 6. T 
7. 1 7. F 
8. a 8. T 
9. h 9. F 

10. d 10. F 
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Chapter 6 
Part A PartB PartC PartD 

1. c 1. i 1. paint tools, fill patterns 1. T 
2. a 2. j 2. grabber 2. F 
3. b 3. f 3. polygon, freehand 3. F 
4. c 4. c 4. Option 4. T 
5. b 5. e 5. Shift 5. T 

6. g 6. F 
7. b 7. T 
8. a 8. T 
9. d 9. F 

10. h 10. F 

Chapter 7 
Part A PartB PartC PartD 
1. b 1. h 1. oval, Shift 1. F 
2. d 2. c 2. corner handle, Shift 2. T 
3. a 3. e 3. grid snap 3. F 
4. c 4. j 4. Command 4. F 
5. d 5. a 5. Reshape 5. T 

6. i 6. F 
7. f 7. T 
8. b 8. T 
9. d 9. F 

10. g 10. F 

Chapters 

Part A PartB PartC 

1. c 1. b 1. F 
2. a 2. c 2. T 
3. b 3. a 3. F 
4. d 4. c 4. T 
5. a 5. b 5. T 

6. c 6. T 
7. b 7. F 
8. c 8. F 

9. T 
10. F 



active window: The window where action 
can take place. An active window is identified 
by the hor izontal stripes in its title bar and is 
in front of all other windows. 

application: A program for specialized work 
such as word processing, graphics, manipulat­
ing numbers or other data, or composing or 
playing music. Applications are r eferred to as 
software. 

backup disk: A duplicate disk that contains 
a second copy of documents. Backup copies 
save redoing work in case the original disk is 
damaged or lost. 

bit-mapped: Letters and graphics are made 
up of arrangements of black pixels, or bits, 
contrasting with white pixels. The computer 
keeps track of, or maps, the location of each 
pixel and whether it is black or white. 

check boxes: Small square boxes, often used 
in dialog boxes, that offer a range of options in 
which one, a few, or all can be selected. 

Chooser: A desk accessory that lets you 
access printers and other resources that are 
connected to the computer through the printer 
and modem ports at the back of the main unit. 

clicking: Pressing and quickly releasing the 
mouse button without moving the mouse. For 
example, clicking is used to select icons or 
place insertion points. 

clipboard: A temporary holding place in the 
computer's memory for text or graphics which 

is available in applications or on the desktop. 
Text or graphics are moved to the clipboard 
when you choose the Cut or Copy command. 

close box: The small box at the left end of the 
title bar in an active window. Clicking with 
the pointer on the box closes the window. 

command: A word or phrase that, when 
selected, directs the computer to take a par­
ticular action . Most commands are found in 
menus, in dialog boxes, or on text buttons. 

Command key: The key with the cloverleaf 
symbol next to the spacebar. For many menu 
commands, you can use this key plus a letter 
key rather than selecting the command from 
the menu with the mouse. 

comment box: A text box in the Get Info 
window for entering a reminder or description 
of a document, folder, or disk. 

constrain: In paint and draw applications, to 
limit a tool's action to a vertical, horizontal, or 
45-degree direction by pressing the Shift key 
while dragging the tool. Shapes drawn with 
the rectangle and ellipse tools are constrained 
to squares and circles. Objects being moved 
can be constrained to horizontal and vertical 
directions. 

data disk: A disk devoted entirely to storing 
documents. A data disk does not need to have 
the system folder or the application on it, so 
all the storage space can be used for docu­
ments. 

default: The setting that the application will 

203 



204 

use unless you specify another setting. For 
example, in a word processing application, 
format and typeface are already set but can 
be changed after the application is open. 

desk accessories: Small applications that 
are designed to do a specific task, such as con­
trol the operating characteristics of the key­
board and mouse, show the time and date, 
connect a printer, or store notes and graphics. 
One or more desk accessories can be opened 
while working in an application. 

desktop: The grey area and menu bar that 
fills the screen when the computer is on. The 
desktop is the working environment for the 
Macintosh. 

dialog box: A box that asks for more infor­
mation. A dialog box may list choices you can 
make by clicking on a check box or button or 
by performing an action such as typing a title . 
Dialog boxes may also contain a message or 
warning. 

directory: A list of the contents of a folder or 
disk. Directories may list titles in alphabeti­
cal or chronological order and may use icons 
as a pictorial reference as well. A Finder win­
dow on the desktop is a directory. Some dialog 
boxes, such as those for the Save and Open 
commands, include directories. 

document: What you create with an applica­
tion. Information, such as text, numerical 
data, or graphics, that has been entered and 
saved is a document. 

dot-matrix printer: A type of impact printer, 
such as the ImageWriter, that uses a matrix 
of pins in its print head. The pins are activat­
ed in different patterns to make up letter 
shapes or graphics when they strike an inked 
ribbon against the printing paper. 

double-clicking: Pressing the mouse button 
twice in rapid succession without moving the 
mouse. Double-clicking extends the action of 
clicking an additional step, such as opening 
an application from the desktop. 

dragging: Pressing and holding the mouse 
button while moving the mouse. Dragging 
performs many actions such as moving icons, 
selecting words, or drawing in graphic pro­
grams. 

FatBits: A command that enlarges an area of 
the screen in some paint applications so you 
can see each individual pixel and can make 
very detailed revisions. 

Glossary 

Finder: A system application that manages 
icons and directories on the desktop and 
allows you to move information to and from 
disks. 

first line marker: A small symbol on the 
ruler of word processing applications that can 
be set to automatically indent the first line of 
a paragraph any desired number of spaces, or 
to create a hanging indent. 

floppy disk: The 3 1/2-inch disk in the rigid 
plastic housing is referred to as a floppy. 
Floppy is a carryover from the original com­
puter disks that were flexible. 

flush: Used to describe the alignment of text. 
Flush left means all the lines of text are 
aligned evenly on the left side of the text 
block, or an equal distance from the left mar­
gin of the page. 

folder: A folder, much like a real file folder, 
that stores documents, applications, and oth­
er folders on the desktop. Folders are used to 
organize your desktop. 

font: Usually used in applications as synony­
mous with typeface; however, font means only 
one of what can be many variants in size and 
style of a typeface. For example, Helvetica is 
a typeface; 12 point Helvetica italic is a font. 

font substitution: An option in the 
LaserWriter Page Setup dialog box. If select­
ed, the LaserWriter substitutes one of its 
built-in PostScript fonts if a Macintosh bit­
mapped font was used in the document. 

footer: Information that appears at the bot­
tom of each printed page in a document. A 
footer usually has the same function as a 
header. 

format: The layout of text on a page of a writ­
ten document, such as margin settings, line 
spacing, paragraph alignment, columns, and 
tab settings. 

Get Info window: A window that displays 
information about a document, application, 
folder, or disk. The window is opened by 
selecting the appropriate icon on the desktop 
and choosing Get Info from the File menu. 

grabber: The hand-shaped pointer in paint 
applications and in some draw applications 
used to drag parts of the working area that 
are hidden into view. 

grid lines: Dotted lines, or a pattern of dots, 
that show on the screen in paint and draw 
applications. The lines are an aid in aligning 
and sizing while constructing images but do 
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not appear on the printed page. Some applica­
tions use the term ruler 1ines. 

grid snap: A command that causes the point­
er to jump to the nearest hidden grid incre­
ment when drawing or moving objects in a 
graphic program. Grid snap is an aid in align­
ing objects and can be turned off to make fine 
adjustments between grid increments. 

group: A command that bonds two or more 
selected objects into a single object. The com­
mand is found in draw programs. 

handles: Small boxes that appear at inter­
vals around the shape of a graphic when 
selected. The handles are used to modify the 
shape. Handles appear on graphics in a word 
processing document and around images in 
draw applications. 

hanging indent: A paragraph format in 
which the first line in a paragraph starts to 
the left of all other lines in the paragraph. 
This paragraph is formatted with a hanging 
indent. 

header: Information that appears at the top 
of each printed page in a document. Headers 
usually include the title of the document and 
the page number but can have any informa­
tion you specify. 

hierarchical file system: Enables th e 
Finder to keep track of the contents of nested 
folders; in this system, folders may be inside 
other folders, which are also within folders, 
for as many layers as necessary to organize 
documents efficiently. Folders are used in a 
way similar to subdirectories in other sys­
tems. 

highlighted: When an icon or text is select­
ed, it becomes highlighted. The whites and 
blacks are reversed-lines and letters that 
were originally black become white, and the 
background that was originally white 
becomes black. 

I-beam: The shape of the text pointer when it 
is over an area where text can be entered or 
edited. The shape is similar to an I, like the 
end of a structural I-beam. 

icon: A small picture of an object, such as a 
disk, document, folder, or application. Icons 
are often used instead of word descrip­
tions to represent an item, concept, or a 
message. 

insertion point: A blinking vertical bar that 
marks the spot in text where a keyboard 
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action will take place. An insertion point is 
placed in t ext by moving the I-beam pointer to 
the desired spot and clicking the mouse but­
ton. The insertion point is also called a cursor. 

keyboard: The hardware component with 
keys for entering text, numbers, or special 
characters. Special keys pressed in combina­
tion with letter keys can also perform many 
commands. 

kilobyte: 1024 bytes, often rounded to 1000. 
The amount of storage available or used on a 
disk is expressed in kilobytes, indicated by 
the K that follows the number. One single­
spaced typewritten page occupies about 3 
kilobytes of storage on a disk. 

landscape: An orientation of the layout on a 
page. In la ndscape orientation, the page is 
turned sideways with the long sides of t he 
paper at the top and bottom of the page. 

laser printer: A printer that uses electropho­
tography to produce images on paper, a pro­
cess much like that u sed in office copiers. 
Laser printers are capable of printing much 
higher r esolution images than can be ob­
tained from dot-matrix printers. 

lasso: A paint tool that can be used to select 
and cut, copy, or move an image or parts of an 
image in the paint window. 

layering: The relationship of drawn shapes 
stacked over other shapes in draw programs. 
Each shape retains its entity as a separate 
unit. Shapes can overlap or completely cover 
other shapes without one layer affecting the 
other. Although a filled shape might block out 
any other shape it covers, it does not change 
the shape underneath. 

Locked box: A check box in the upper right 
corner of the Get Info window t hat can be 
clicked if you wish to prevent anyone from 
trashing your document or changing its name 
or contents. 

margin marker: A symbol on the ruler used 
to set the left and right margins for the text 
in word processing documents. 

menu: A list of commands directing t h e 
computer to perform a n act ion. Mo st 
menus drop down when the menu name 
is selected in the menu bar. 

menu bar: The strip along the top of t he 
desktop that contains the t itles of the drop­
down menus. Some titles in the menu bar 
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change and new titl es are added when an 
application is open. 

message box: A type of dialog box that con­
tains information, instructions, or w arn-
ings . · 

mouse: The small hand-held device that is 
rolled on a flat surface to move the pointer on 
the screen. 

m ouse button: The button on top of th e 
mouse that signals the computer to take some 
action at the location of the pointer. 

object-oriented: Shapes, lines, or patterns 
drawn in a draw program that the computer 
stores as mathematical inform ation. Thi s 
data identifies characteristics of the drawn 
object such as size, location , fill pattern, or 
line width . Because information sent to the 
printer describes the object instead of relay­
ing a bi t map, the object is printed at the res­
olution of the pr inter. 

Option key: A special key on the keyboard 
used in conjunction with other keys to offer a 
range of s pecial t ext character s . Th ese 
include symbols used in mathematics and sci­
entific t ext, diacritical marks used in lan­
guages, t r ue open and cfosed quote marks, 
and a variety of symbols used in business and 
other writing. The Option key has additional 
special functions in graphic and other types of 
programs. 

paint window: The area used for crea ting 
images in a paint progr am. 

palette: One or more strips a t the sides of 
paint and draw program windows that hold 
choices of paint or draw tools, fi ll patterns, 
a nd line thickness. 

p in feed paper: Printing paper with a con­
tinuous chain of pages joined end to end with 
holes along the margins that engage sprock­
ets in the printer. The rotating sprockets pull 
t he paper into the printer. Pin feed paper is 
a lso call ed continuous fo r m or compute r 
paper. 

p ix els: Bl ack an d white squa r e dot s t ha t 
make up the shapes on the screen. The stan­
dard Macintosh screen is made up of 72 pixels 
per linear inch, or over 5000 pixels per square 
inch. 

point: A measure of type size or type height. 
One point is 1/72 of an inch. 

pointer: A s mall graphic symbol on th e 
screen that moves when the mouse moves. 
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The arr ow and I-beam a re poin ter sha pes 
used on t he desktop. The pointer may have 
many other shapes in applications. 

portrait: An orien tation of the layout on a 
page. In portrait orientation , the shor t sides 
of the paper are at the top and bottom of the 
page. Mos t printing is done in portrait ori­
entation. 

radio button: A small round button often 
used in di alog boxes. Each button offer s a 
choice among two or more options. Selecting 
one button usually deselects other options. 

ragged: A word describing the uneven align­
ment of t ext lines. Ragged is the opposite of 
flu sh . A text block may be formatted to be 
evenly aligned (flush) on one side and uneven­
ly aligned (ragged) on the other. 

screen fonts: Files t hat reproduce the type 
on the screen or on a dot-matrix prin ter. 
Screen fonts are bit-mapped fonts designed to 
match the resolution of the scr een (72 dots 
per inch) for the best appearance and legibili­
ty. 

scroll arrows: The arrows in boxes a t the 
ends of scroll bars . Pressing and holding the 
pointer on one of the arrows moves items out­
side the window into view. 

scroll bars : The shaded vertical and horizon­
t al bar s along the right side a nd bottom of 
most windows. Scroll bars are used to move 
other parts of a document t hat are not cur­
rently displayed in the window into view. 

scroll box: A small white movable square in 
active scroll bars. The box moves in the direc­
tion of the a rrows at the ends of the scroll 
bars as you press the mouse button with the 
pointer on the arrows. Also, you can move the 
scroll box independently by dragging it along 
the scroll bar with the pointer. 

sel ecting: Selecting designates wher e the 
next action will take place. A selection is often 
highlighted. Selecting also includes se tting 
insertion points and clicking on buttons. 

selection r ectangle: A rectangle that can be 
dragged with the pointer to enclose and select 
several icons on the desktop or an image in a 
graphic application document. 

size box: A box in t he lower right corner of 
most \vindows represented by a small square 
ove rlapping a larger square. Dragging the 
size box with the pointer cha nges t he size of 
the \vindow. 
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smoothing: An option in the Page Setup dia­
log box for laser printers that, when selected, 
makes bit-mapped fonts and graphics created 
in paint applications look slightly smoother 
when printed than they appear on the screen. 

software: Programs or instructions that the 
computer reads from a disk. 

startup disk: A disk that has the System 
files needed to start the computer and run 
applications. An application disk that has 
the System files included on the disk is a 
startup disk. 

System files: System applications used to 
start the computer and provide system-wide 
information for desktop and applications 
management. Fonts and desk accessories are 
a lso stored in the System file. 

tab marker: Small symbols on the ruler in 
word processing applications that can be 
placed at intervals along the ruler for tab 
stops. Tab stops locate the positions where the 
insertion point moves when the Tab key is 
depressed. 

tall adjusted: An option in the Image Writer 
Page Setup dialog box. The box, if checked, 
prevents distortion in graphics when printed. 

text block: A unit of text that has the same 
formatting. A block may be one line, a para­
graph, or larger unit. 

text button: A rectangular button with a title 
or command written on it. These buttons usu­
a lly cause an immediate action to happen 
when clicked. Buttons such as Save, Cancel, 
and OK in dialog boxes are examples of text 
buttons. 

text field: An area in a dialog box or window 
that can receive text. For example, the space 
where you enter a title in the Save dialog box 
is a text field. 

title bar: The strip across the top of a window 
that contains the name of the window. An 
active window h as a pattern of horizontal 
lines in the title bar. 
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trash: An icon on the desktop shaped like a 
trash can. Documents can be erased from the 
disk by dragging their icon into the trash. 
Trashing a document means to put it in to the 
trash can. 

type size: The measure of a type's height in 
points. For example, there are 72 points in an 
inch so a 12 point type size is one-sixth of an 
inch tall. 

type style: Variations within a typeface. 
Plain, bold, italic, underline, outline, and 
shadow are styles found in the Style menu for 
almost all applications used for creating text 
or graphic documents. 

typeface: Type of a uniform design. The char­
acteristic design of a set of type fonts. Each 
design i s identified by name, such as 
Helvetica, Times, New York, or Geneva. The 
names in the Font m enu are typefaces 
installed in the system file on the startup 
disk. 

window: On the desktop, the area that 
displays icons for documents, applications, or 
folders that are stored on a disk or in other 
folders. In applications, the window is the 
working area. 

wordwrap: When a word in a line of text 
automatica lly moves to the next line as it 
approaches the right-hand margin of the text 
block. 

write-protect tab: A tab on a floppy disk 
that can be set to prevent the computer from 
writing information to the disk. However, the 
computer can still read information from the 
disk. 

zoom box: The small box within a box at the 
right end of the title bar. Clicking on the zoom 
box enlarges the window instantly to nearly 
the full size of the screen and a llows you to 
see more of the contents of the storage field in 
the window. 
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creating a new document, 30 

default, 78-79 
desk accessories, 54, 188-196 
desktop, 3-4 
dialog box, 33 
directory, 33 
disk, 13-17 

backup, 15 
data, 15, 72 
floppy, 13-16 
hard, 16-17 

initializing, 177-178 
labels, 180 
preparing, 1 77 
reusing, 179-180 
storage, 24-25 
write-protect tab, 14 

document 
backing up, 89 
copying, 180-182 
creating, 30 
defined,23 
editing text, 76-78 
entering text, 73-75 
formatting text, 78-86 
icon, 25-28 
placing graphic in, 88-89 
saving, 28-30, 87-88 
writing a, 73-86 
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specialized menu commands, 154-155 
draw tool 

a rc, 149-150 
freehand, 148-149 
line-only, 133 
straight line, 148 
shape tools, 134 

draw window, 131 

Edit menu, 57-59 
Edit menu commands, 62-63 
eraser tool, 111 

FatBits, 96 
File menu, 54-57 
File menu commands, 61-62 
Finder, 188-189 
Find File, 184-186 
folder, 9-10 
folders, moving icons between, 42 
Font Substitution, 170 
footer, 170 

grabber, 99, 133 
graphics 

placing in a document, 88-89 
using with a word document, 120-122 

grid, 132 
grid snap, 137 
group, 140 

handles, 135 
hanging indent, 81 
hard disk management, 182-184 
header, 170 
hierarchical file system, 39-40 

I-beam, 12 
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defined,2 
moving, 42-43 
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insertion point, 12 

keyboard, 11-12, 17-18 
u sing to perform commands, 60 

Key Caps, 194-195 
kilobyte, 24 

landscape, 168 
laser printer, 164 
lasso, 106 
line spacing, 83-84 
Locked box, 56 

margin markers, 79-80 
menu, 8-9 

menu commands 
draw applications, 150-155 
using in paint application, 115-120 

message box, 35 
mouse, 4-11 
button, 6-8 
pointer, 4-5 

moving shapes 136-137 

Note Pad, 195 

object-oriented, 96 
opening 
application, 72-73 
paint application, 97 

Option key, 18 

Page Setup command, 167-171 
paint and draw applications, differences 
between, 95-97, 129-130 

paint application 
opening, 97 
using menu commands, 115-120 

paintbrush t ool, 114-115 
paint bucket, 105 
paint tool 
defined, 101 
paintbrush, 114-115 
shape tools, 102 
spraypaint, 115 
straight line, 103 

paint window, 97-98 
palette \ 
defined,97 
drawing tool, 131-132 
fill, 99 
line thickness, 98 
paint tool, 98 

paragraph alignment, 83 
pencil tool, 110 
pixel, 95 
portrait, 168 
Print command, 171-174 
printer, 163-164 
dot-matrix, 163 
laser, 164 

printing, 164-165 

quitting an application, 30-31, 89 

radio button, 34 

saving a document, 28-30, 87-88 
Scrapbook, 195-196 
screen font, 85-86 
scroll bars, 44-45 
selecting objects, 135-136 
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selection rectangle, 106 
selection tools, 106-107 
lasso, 106 
rectangle, 106 

setting tabs, 82-83 
Shift key, 18 
shut down, 12-13, 32 
Smoothing, 170 
software, 2 
Special menu, 59, 63-64 
spraypaint tool, 115 
starting the computer, 2-3 
startup disk, 2 
system file, 15 

tab markers, 82 
Tall Adjusted, 168-169 
text block, 143 
text button, 34 
text field, 34 
text tool, 105-106 
tool palette, 131-132 
typeface, 85-86 

type size, 85-86 
type style, 85-86 

View menu, 47-48 

window 
draw, 131 
features, 40-46 
paint, 97-98 
moving, 41 
moving icons between, 42 
multiple, 40 
scroll bars, 44-45 
size box, 44 
sizing, 43-44 
zoom box, 43-44 

word document, using graphics with, 
120-122 

word processing applications, 71-72 
wordwrap, 74 
writing a document, 73-86 
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