




















































































































































































































































































































































































































































An Introduction to Multiplan 215 

Text and numbers are easy to enter into Multiplan. Just type the entry. For­
mulas are a little more complex and require more attention to detail. Multiplan 
knows you're entering a form u Ia if the entry starts with an equals (""' ) sign. 

For example, the entry "= R2C1 + R3C1" is a formula. As you've seen, this for­
mula instructs Multiplan to add the contents of cell R2C1 and R3C1. The cell that 
contains the formula will be used to show the result of the calculation. 

MacTip 9-4 

Multiplan recognizes as a number an entry that includes 
any combination of these characters only: 

1 2 3 4 5 6 7 8 9 0 - + . E or e 
If the entry includes any other character, Multiplan treats 

it as text. 
There is one exception to this last rule. If the entry starts 

with an ... sign, Multiplan thinks it's a formula, and will try to 
work with it as a formula no matter what other characters the 
entry includes. 

If you want to enter text that starts with an equals sign or 
want to enter a number and have it treated as text, surround 
the entry with double quotes("). For example, to enter 1985 
as a date rather than a number, type it as "1985." When the 
entry appears in the cell, it will lack the quotes (if, for some 
reason, you want quotes to appear, type them 
double- ""1985"" .) 

Text and numbers are entered into cells by typing them character by character. 
However, formulas needn't always be typed this way. You don't need to type 
"= R2C1 + R3C1 ,"for example. Rather, it's possible to tell Multiplan which cells are 
to be included in the formula by pointing at them with the mouse. 

Let's demonstrate this by adding the first row of numbers in the example. Make 
cell R7C2 active by clicking on it (we will use to contain the formula -and thus, the 
result). Start the formula by typing an "'",then click cells R1C2 through R5C2 each 
in turn. With each click, Multiplan will build the formula for you (it will be shown 
growing in size in the formula bar, as shown in Figure 9-7). When you've clicked all 
five cells, press Enter. The result, 2257, will be shown in cell R7C2. 

ABSOLUTE AND RELATIVE CELL ADDRESSES 

While clicking, you probably glanced at the formula Multiplan was creating. It 
looked mighty strange, with all sorts of brackets and + and - signs, right? The for­
mula Multiplan dutifully built for you uses relative cell addresses. 

That is, instead of identifying cell R1C2 as "R1C2," Multiplan referred to it as 
"R[-6]C." This identifies the cell as the one "six rows up in this same column." 
"R[-5]C" is the cell five rows up in this column, and so forth. Multiplan figured you 
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Fig. 9-7. A close-up of the formula bar. 

wanted to add the cells together, so it automatically placed a + sign between the 
cell addresses. 

MacTip 9-5 

Multiplan automatically places a + sign between clicked 
cells, but you can enter another arithmetic operator if your 
aim is not to add cells together. Multiplan also recognizes 
subtraction (-), multipl ication (*),and division (/) . 

Conversely, w ith an absolute cell reference, Multiplan looks for a particular cell 
on the worksheet, regardless of the spatial relation ship between the formu la and 
referenced cell. 

Why relative and absolute cell addresses? Here's a good example. Let' s say you 
type in a formula using absolute references that adds three cells together: R1 C1 , 
R2C1 , and R3C1. The formula wou ld read "~ R1C1 + R2C1 + R3C1." 

As you continue to create the worksheet, you decide to add an extra number. 
Wouldn't you know it! The number needs to go in row 2. You ' ll have to add a row 
to make room for the new entry (exactly how this is done is discussed a few pages 
later in this chapter). 

When the row is added, the original R2C1 and R3C1 cell s are displaced- they 
both drop down one cell. Since you used absolute cell references, your formula is 
tied to cells that no longer contain the information you need. You' ll have to retype 
the formula to compensate for the changes. With relative cell addresses, however, 
you can make physical changes to the worksheet without affecting the integrity of 
most formu las. 

SHORT-SHORTCUTS 
Entering formulas is the toughest part of Multiplan and the most t ime­

consuming. Even so, if your worksheet uses the same basic formula in several 
places, there are several ways to speed up the job. 
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One way is to make a copy of the formula and place it in another cel l. Do this 
by using the Edit//Copy and Edit//Paste commands. Try it by clicking on cell R7C2. 
If you haven't changed the worksheet, our original formula that generated the 
resu lt wi ll be shown in the formula bar (it looks long and confusing. but you 
needn't worry about it-Multiplan knows what to do with it). 

Follow up by choosing Copy from the Edit menu. The formula (not the result) 
will be copied to the Clipboard. Click in cell R7C3 and choose Paste from the Edit 
menu . The formula wil l be copied from the Clipboard and inserted into cell R7C3. 
The displayed result is the sum of cells R 1 C3 through RSC3. 

MacTip 9-6 

You can also use the Editi/Fi ll Right and Editi/Fill Down 
commands to copy the contents of cells. In the worksheet 
example you' ll want to use Edit//Fill Right. Click on cell 
R7C3, then drag across to cell R7C5. Your worksheet should 
now look like Figure 9-8. 

Choose Fill Right from the Edit menu. The formula con­
tents of cell R7C3 will automatically be copied to cells R7C4 
and R7C5. Each result in row 7 is the sum of the numbers 
above it. 

ABOUT MULTIPLAN'S FUNCTIONS 

Multiplan can add, subtract, multiply, and divide the contents of cells. More 
complicated formulas can be created using Multiplan's built-in fu nctions. You can 
think of functions as shortened versions of complex formulas. For example, there is 
a function built into Multiplan that let' s you find the average of a list of numbers. 
Without the function you'd have to write a formu la that adds the numbers 
together, then divides the sum by the number of cells added. 

Using Multiplan's average function , you'd simply type in "= AVG" and say 
wh ich cells you want included in the formula. Averaging num bers is but one of 
over 40 functions built in to Multiplan. There are others for finding the absolute 

1 ~~.\ ~~~ .. ~.~~~. ~ ........... ~.~.~ .. ~ ................ . ............. ~. ! .q .. ~ ........... 5.e.o .. ~ 
2 Garbanzo : 237 : 254 : 1 90 : 245 : ·············· ·········· ······ ············ ············· ···· ······· ···························· · 
3 ~r.e.~~ ... .. ... . : . ...... ... . 5.~. 1 ... : ... .... . ... 5.~.3 . . : .. ........ . 4.~.3 . . L .......... ?.6.4 .. : 

N~.YX ........... , ........... ?.~.4 . . : ..... .. . .. . 6.1.2 . . : .. .... .. ... 4.! .e .. : .. .. .. ... .. s.o.e .. : 
~ ~~.'? ....... ... . : ....... .... ?. ! .~ .. : ...... ..... ?.4.~ .. : .... ....... 1.9.0 .. : . ......... . 2.2.5 .. : . . . . . . . . . . . . . . •..•.....•.... .......... ..........•.. 

. 2 257 ·················· ··················· . . . . . . . . . . . . . ··········· ······· ··· ···· ····················· ································ ······· ·········· . . . . . . . . . . 

Fig. 9-8. Select these cells, and then give the Edit//Fill Right command. 
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value of a number, determining net present value, calculating arc tangents, 
cosines, sines, and tangents, and more. 

Perhaps the most used function is SUM, which adds a list of numbers. Rather 
than building a formula by clicking on each cell to be added, use the SUM function 
instead. Here's how it's done. 

Click in cell R1C6. It will become current. Type: 

=SUM( 

but don 't press Enter yet. With the mouse, drag over all the number entries in row 1 
(from R1C2 to R1CS). Take a look at the formula bar, as shown in Figure 9-9. In­
stead of listing each cell, it shows a range of cells-RC[-4]:RC[-1] . Type a right 
parenthesis: 

and press Enter. In cell R1 C6 will be the sum of the cells in row 1. 

Untitled 
I 2 I 3 I 1 s 

~~~.: .. ... .. ... . s.~.s .. : ........... ~.?.q .. ~ ........... ~. ! .q .. ~ ...... ... .. ~.~.o . .I 6 ~ 
... : .., .,., ; ")C' A : tnn : ..,.u: : 

Fig. 9-9. The SUM function adds several cells together. 

There's another, and somewhat easier, way to enter functions. Use the 
Edit//Paste Function command. Try thi s by clicking in cell R2C6. Now, choose the 
Paste Function command from the Edit menu. Within a second or two, you' ll be 
greeted by the Paste Function window. Press the down arrow to scroll the contents 
of the window. Stop when you come to "SUM()." Click SUMO to select it, and 
then click the OK button (Figure 9-1 0). 

In the formula bar is " =SUM(). " A blinking insertion point appears between 
the parentheses. The range of cells to be included in the formula will be placed 
here. Use the mouse once again to drag across the entries in row 2. Finish by press­
ing the Enter key. 

To complete this part of the worksheet, add rows 3, 4, and 5 together, as well. 
You can go through the SUM function routine again , or you can use Edit//Copy and 
Edit//Paste or the Edit//Fill Down command. When you have fi nished, your 
worksheet should look like Figure 9-11. 

CELL EDITING 

Few worksheets are perfect when first created. In most cases, the contents of 
the cells must be adjusted to reflect new data . Or you may want to see how a 
change in business climate or sales figures would affect your bottom line. 
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ROUND() Paste Function 
ROW() 
SIGNO 
SINO ( OK 
SORT() 
STDEU() 

( Cancel ) 

Fig. 9-10. Choose the SUM() command. 

r • File Edit Select Formot Options Colculote 
., 
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Fig. 9-11. The SUMmed worksheet. 

The easiest way to edit the contents of a cell is to click on it and type a new en­
t ry. For a number, th is is easier done than said. Just click in the cell you want to 
change, and type the new number. Let's do it w it h cell R3C2. Click it, then type 
441. Press Enter. The worksheet wi ll be automatically recalculated using the new 
number. 
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If you're working with a long bit of text or a complex formula, you may not 
want to re-enter entirely new material. The contents of the cell can be edited 
character by character. 

To edit a cell, click on it. As you know, this tells Multiplan which cell you want 
to work with. Then move the the pointer to within the formula bar. Clicking the for­
mula bar makes it active. In addition, where you clicked indicates where the inser­
tion point is placed (see Figure 9-12). If you don't get the insertion point exactly 
where you want it the first time, move the pointer and click again. 

k("' Insertion Point J ready for editing 

=SUM(RQ[-4]:RC[-1]) 

F.ig. 9-12. Use the formula bar to edit cell entries. 

Edit the text in the formula bar as you would any other text. To insert new 
characters, start typing. Use the Backspace key to erase characters to the left of the 
insertion point. 

When you have finished editing, press the Enter key. This places the newly 
edited text, number, or formula into the current cell. 

MacTip 9-7 

If you overedit an entry, you can easily go back to the 
original version. just click the small stop sign that appears in 
the formula bar. If you spot a mistake after you've pressed 
Enter, use the Edit/1 Undo command. 

INSERTING ROWS AND COLUMNS 

Along with editing the content of cells, you'll probably be fine-tuning the 
layout of the worksheet. For example, you may need to insert another row or col­
umn, to make room for additional data. Our example worksheet lacks column 
heads, so a new row should be added to accommodate them. Fortunately, the pro­
cess is a simple one. 

Start by placing the pointer along the far left edge of the worksheet window, 
over the numbered blocks. These blocks are more accurately called row heads 
(likewise, the blocks above the columns are column heads). Line up the pointer in 
the ''1" row head. Press the Shift key and keep it pressed. The pointer should turn 
into a strange down arrow. 

Click the mouse button and release the Shift key. In a few seconds, a new row 
will be added. All the other rows will be shifted down. Of course, adding columns 
is just as easy. To add a column, line the pointer up where you want the new 
column, press the Shift key, and click the mouse button. 
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To make it easier to enter the column headings, click in cell R1C2 and drag 
over to cell Rl C6. Type the text shown in Fig. 9-13, and press Enter after each entry. 
The current cell indicator will shift from cell to cell along the length of the selected 
area. Finally, for the sake of clarity, add a big fat " TOTALS" label to cell R8C1. 

Maclip 9-8 

Deleting rows and columns is done a little differently. To 
delete an entire row: click on the row head to be deleted, 
then choose the Edit// Cut command. The rows below will 
move up to fill the gap created by the removal. 

To delete an entire column: click on the column head to 
be deleted and then choose the Edit//Cut command. The 
columns to the right will move over to fill the gap. 

CELL FORMATTING 

There may come a time when you want to display more than raw numbers in the 
cells of a worksheet. You may want to show that the numbers are dollars or percen­
tages, for instance. Unfortunately, Multiplan will not allow you to enter values with 
dollar or percent symbols (if you do, Multiplan treats the entries as text). 

What's more, Multiplan automatically aligns numbers with the right edges of 
the cells, and text with the left . You may, for one reason or another, want to alter 
this alignment convention. Alterir]g the way values and text are displayed in cells, 
and their alignment, is the job of the Format menu. 

" II File Edit Select Format Options Colculote 
., 
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Fig. 9-13. The new worksheet, with text. 
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The Format menu lets you display numbers in seven distinct ways: general, 
dollar, percent, no decimal, decimal, scientific, and bar graph. You can mix 
number formats within one worksheet because you can select which cells are to be 
altered. When first started, Multiplan assumes you want to display numbers in the 
general format-that is, numbers are displayed pretty much as entered, without 
commas or other marks. 

To change the numbering format, select the cells to be changed, ~nd then 
choose the desi red format command. Let's change the numbers of the example 
worksheet to dollars. Place the pointer in cell R2C2 and drag diagonally down to 
the opposite corner, to cell R8C6. All of the cells with numbers should now be 
highlighted. 

Choose the Dollar command from the Format menu. In a few seconds, 
Multiplan will update the values and place dollar signs in front of each one. It w ill 
also add a decimal point and two trailing zeros. We don 't want this extra baggage, 
so let's delete the decimal point and zeros. This time, choose the Number of 
Decimals command from the Format menu. Type 0 when the dialog box appears 
and click the OK button. The worksheet will look like Figure 9-14. 

Here, in a nutshell, are the seven Multiplan formats available (see Figure 9-15). 
General displays all numbers as they were entered, with no dollar or percent 

sign. Multiplan may automatically change very large or very small numbers into 
scientific notation so it can display them within the cell (see Scientific). 

Dollar places a dollar sign($) in front of each number - for example, in Figure 
9-15, 1435.645 (the number entered) becomes $1435.65. The number is rounded 
to the nearest cent because of the Number of Decimals setting (explained later in 
this section). 

1666 1570 1-1 I 0 J:s:=;o ~~~~~ 

1237 f254 ! I ~(I 1245 f026 
! 44 I ! C·: !43 ! s~.4 !:02 I 
i:5·~4 if I - !4 I •) ! t.l 1;:; 1223: 
12 I 9 244 I I 1)1) f_:s !788 

t 2 I 57 12263 I I cc I ! --·--

Fig. 9-14. The same numbers, now as dollars. 

; 143564. SO'l. ' 

A 

Fig. 9-15. Multiplan 's numbe r formats. 
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Percent multiplies the value in the cell by 100 and places a percent(%) symbol 
after the value. For example, the number 10 in Percent format would be 1000%. 
Should you want to show the numeral1 0 as 108 rather than 1000%, enter the value 
as .10. The number of digits shown to the right of the decimal point is determined 
by the Number of Decimals setting (explained later in this section). 

No Decimal rounds off numbers to the nearest whole and deletes any digits to 
the right of the decimal point. Use the No Decimal command with caution- it can 
cause rounding errors in long or complex calculations. 

Decimal cancels the No Decimal command and puts the number into decimal 
notation. The number of digits to the right of the decimal point (from 1 to 15 digits) 
is determined by the Number of Decimals option (explained later in this section). 

Scientific transforms all values into scientific notation or exponential form. The 
number 5 becomes 5.00E +00, which means 115 times 10 to the 0 power," or 5 x 1. 
Scientific notation is handy when you're working with especially large numbers 
that don't fit neatly into Multiplan's standard 10-character-wide cells (Multiplan 
cells can be enlarged or reduced, as explained later). The number of decimal 
places displayed in Scientific format depends on the Number of Decimals Setting 
(explained later in this section). 

Bar Graph turns a number into a shaded bar. The length of the bar is determined 
by the value of the number. Positive and negative numbers are shown as different 
shading. 

There are two commands in the Format menu that allow you to modify the 
seven formats just described. The Number of Decimals command lets you tell 
Multiplan how many digits you want (from 0 to 15) to the right of the decimal point. 
Format//Number of Decimals affects the presentation of numbers in the Dollar, 
Percent, Decimal and Scientific Format commands. The Commas command does a 
simple job: it inserts commas in numbers exactly where they belong. The Commas 
command affects the General, Dollar, Percent, No Decimal, and Decimal formats. 

To change the alignment of text and numbers within the cell, choose the Align 
Left, Align Center, or Align Right commands. Normally, text is displayed aligned left 
and numbers are displayed aligned right. There may be plenty of times when you 
want to center text or values or both. Let's try this in the example by centering the 
column headings. 

Select all the cells in the top row. Drag over them in the usual manner, or try 
this shortcut: Place the pointer in the 111" row head and click the mouse button. 
The entire row-all 63 columns across-will be highlighted (this trick also works 
for the column heads). With either method, finish by choosing the Format//Aiign 
Center command. In a flash, the text is shown centered (Figure 9-26). 

Multiplan cells can hold up to 255 characters each. But they can only display 
10 characters at a time. You may have noticed, if you've done some extracurricular 
playing with Multiplan, that a cell sometimes fills with stars (*). This occurs when 
the cell includes a number that is too long to fit. Multiplan's columns can be reduced 
or enlarged to accommodate just about any size data. The column width can be 
changed in either of two ways: with the mouse or with the Format//Column Width 
command. 
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Fig. 9-16. A sample of center-al igned text. 

To change the width of a column with the mouse, follow these simple steps. 
Place the pointer over the right edge of the head of the column you want to 
enlarge, as it is in Figure 9-17. Make sure the pointer is resting over the dividing line 
between that column and the next one to the right. Then drag the mouse to the left 
or right, as desired. If you drag the column divider to the left, the column width wi ll 
be decreased. If you drag the column divider to the right, the column width will be 
increased. A column can be as wide as the screen, but no wider. 

Untitled 

I 2 I 5 I 6 

rL ~~.~!~r .. ~.~~!l.~ ......... ~~.~.~ ........... ~nq .. ~ .. J ...... ~~. 1 .q .. ~ ......... ~~.~.o .. : ........ s~~.~.~ .. iH!i' 
3 Garbanzo : $237 $254 : I $190 : $245 : $926 j!!!i' 

101 IOQJ 

Fig. 9-17. Use the mouse to increase or decrease the width of the columns. 

Here's the other method of changing column width: Set the column width by 
selecting the column or columns to change (click in the column head), and then 
choose the Format//Column Width command. A dialog box will appear asking the 
number of spaces to set. Type in the number and press OK. 

All ABOUT RANGES 
Most of the time you' ll be using Multiplan to work with a number of cells at 

once. As you've already learned in this chapter, you can total a row of numbers by 
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using the Edit//Paste Function command, scrolling to and clicking the SUM() 
option, and then using the mouse to indicate the cells to be added together. This 
group of cells is more commonly called a range. 

MacTip 9-9 

If you want to return all columns to the regular width of 
10 spaces, choose the Format//Column Width command, 
click the Set All Columns to Standard Width box, and then 
click OK. 

Normally, a range is indicated by dragging over the cells, or by typing the range 
address ("[R-5]C:[R-1]C", for example). But dealing with ranges this way can get 
tedious and confusing. With Multiplan, you can give a name to a range of cells. 
Then, whenever you want to deal with that range, it's as easy as entering its name. 

To see how this is done, click in cell R2C2 and drag across to cell R2C5. This is 
the range of cells that will be named. Follow by choosing the Select//Define Name 
command. In a few seconds, a dialog box, like that in Figure 9-18, will appear ask­
ing for the name of the range that was selected. 

Define Name 

( OK ) 

( Cancel ) 

Fig. 9-18. The Define Name box. 

Multiplan suggests the name "Butter_Bean." This name is offered because it's 
the text immediately to the left of the first cell of the range. In this instance, 
"Butter_Bean" is a perfect choice. Press the OK button to accept the name. (In 
case you're wondering, if you want a different name, you can simply type it in. As 
you type, the old name will be erased and replaced by the new one.) 

Now, when you want to use the range of cells from R2C2 to R2C5, type 
"Butter_Bean" into the formula and you'll get the proper result. Try it out. Click in 
cell R2C6. Type in the formula 
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= SUM(Butter _Bean) 

and press Enter. Th e answer is the same as before. 
Range names can be used to create formulas, too. Repeat the range naming 

process for each row of beans. When finished , click in cell R8C6. Choose the 
Edit//Paste Function command and click the SUMO option. Type 

Butter_Bean:Lima 

(for " Butter_Bean to Lima" ) and press Enter. Shown in cell R8C6 is the year's total 
sum of all beans. Compare your results w ith Figure 9-19. 
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Fig. 9-19. The finished worksheet. 

Maclip 9-10 

When you c reate a range name, follow these rules: 
The first character in the name must be a letter. 
No spaces are allowed in the name, but any character is 

permitted (you can substitute th e underscore character (_) 
for a space, if you ·like. 

Multiplan doesn' t regard case in range names. "Garbanzo" 
is treated the same as " GARBANZO." 

The name can' t look like a cell or range reference 
(absolute or relative). 

The name can't be more than 31 characters long. (For 
your ease of use, it should be as sho rt as possible.) 

., 
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In addition to selecting ranges (for naming or otherwise) by dragging the 
mouse, you can also select an entire-row or entire-column range by clicking the 
row or column head. 

MacTip 9-11 

You can also establish a group of noncontiguous cells 
(cells that aren't together) as one range by using the mouse 
in combination with the Command key. This is something 
that few other electronic spreadsheet programs can do. 

1. Drag over the first group of cells to be included in the 
range. 

2. Depress the Command key. 

3. Keep the Command key depressed and drag over the 
next group of cells. 

Continue this process until all cell groups are selected for in­
clusion in the range. Name the range as usual. 

MULTIPLE WINDOWS­
MULTIPLAN'S SPLIT PERSONALITY 

One of the nicest features of Multiplan is that you can simultaneously look at 
several portions of the worksheet, with Multiplan's 2-in-1 and 4-in-1 windowing 
feature. 

As shown in Figure 9-20, you can split the screen to view several parts of the 
worksheet at once. You can split the worksheet at any point horizontally or any 
point vertically. 

The control for splitting the window vertically is found in the leftmost area of 
the horizontal scroll bar. Drag the small black rectangle that's adjacent to the left 
scroll arrow, to pull the vertical split bar into action (see Figure 9-21). Continue 
dragging until the window is split the way you want it. When the worksheet is split 
vertically, you get two horizontal scroll bars. Press the scroll arrows or drag the 
elevators to independently view different parts of the worksheet. 

To split the screen horizontally, drag the horizontal split bar (located above the 
up scroll arrow). This time, you get two vertical scroll bars. As you probably guessed, 
you can use the vertical and horizontal splitters separately or together. 

PRINTING WORKSHEETS 

Once a worksheet is complete, you'll probably want to make a paper copy of 
it. Just as in other programs for the Mac, printing is accomplished by choosing the 
File//Print command. But there's a little more to it than this. 

Choosing the File//Print command prints the active part of the worksheet (the 
active part is the area that includes cell entries). However, there will be times when 
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Fig. 9-20. A four-way split, Multiplan style . 

Fig. 9-21. Dragging the vertical split bar. 

., 

you' ll want to print just a portion of your worksheet. To do this, drag over the cells 
to be printed. If what you want to print extends beyond the screen, keep dragging. 
The window will automatically scroll to keep up with you. 

Choose the Print command from the File menu. Before printing starts, 
Multiplan wi ll present a dialog box. To tell Multiplan to print the highlighted cells 
only, click the Print Selection Only box. 

Multiplan offers several formats for printing worksheets. Before printing, choose 
the Page Setup command from the File menu. Before long, you' ll be greeted by a 
dialog box that offers a variety of valuable printing options (Figure 9-22). 

As with most other Macintosh programs, you can set the page size (usually U.S. 
Letter-8% by 11 inches). You can also set the printing orientation: Tall, for vertical 
orientation, or Wide, for horizontal orientation. 

In addition, you can instruct M ultiplan to leave out the row and column 
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Peper: ®us Letter 0 A4 Letter 

0 US Legal 0 International Fanfold 

Orientation: ®Tell 0 Tell Adjusted 0 Wide 

181 Print Row end Column Numbers 

181 Print 6rtdllnes 

Page Header: 
~========================~ 

Page Footer: '--------------.....J 
Left Margin: !=I 0=. 75===l 

Top Margin: L-It __ __. 

Right Margin: !=I 0.=75=::::::::! 

Bottom Margin: L-lt __ .....J 

Fig. 9-22. The Print dialog box. 

numbers or to print the worksheet without the grid lines. If you like, you can set a 
page header or footer (a header is a line of text that repeats at the top of every page; 
a footer is a line of text that repeats at the bottom of every page). 

MacTip 9-12 

You can select a larger-than-screen area by clicking once 
in the upper left corner of the area you want to select, scroll­
ing to the lower right corner, and then holding down the 
Shift key and clicking once more. The cells between the two 
corners will be selected. 

Multiplan allows some flexibility in designing headers and footers. You can 
have Multiplan automatically add the time, date, or page number to the header or 
footer. And you can have Multiplan align the header or footer text to the left, right, 
or center of the page. MacTip 9-13 tells how to enter these formatting codes into a 
header or footer. 

MacTip 9-13 

Multiplan can print one line of text on the top (header) 
or bottom (footer) of every page. To indicate the header, 
click in the header text window and type the text (see Figure 
9-23). To indicate the footer, click in the footer text window, 
and type the text. 

To have Multiplan automatically include the time, date, 
or page number in the header or footer, use one of these 
codes: 

&P Prints the page number. 

&D Prints the date. 

& T Prints the time. 
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Orientation: ®Tall 0 Tall Adjusted OWide 

181 Print How and Column Numbers 

181 Print Gridlines 

Page Header:jThis Is a sample header .. ~ 
Page Footer: 

~--------------------------------
Left Margin: I 0.75 

:====~ 
Top Margin:!~... 1 ___ ___, 

Right Margin: [! 
Bottom Margin: ~ 

Fig. 9-23. Some sample header text. 

Page Header:! &CThis teHt will appear centered on the page 

Page Footer: jToday's time and date Is &T &D &RPage&P 

(A) 

. . . 

6 
4th OTR ; Year Total ssao··: . $2226 
... $215" ;· ... . . $926"" 
··· isr.· .. -: ·· · i2o2·i·· 

·ssoa··: ··· ··· ·s2ii2 
. : i2,2(: . . . . j78( 

!~!.~~L::::::i::::::::J~j:s<::::::::.)#st.:····· :J~:~$i·:- ::·:. ##L:. :: .. ·s~i:9:J: 
.................... :····················:·····················:················· 

............ : .................... :. 

(8) 

Fig. 9-24. Some examples of header and footer formatting: 
(A) as entered. 
(8) as printed. 

To have Multiplan align the header or footer text, use these 
codes: 

&L Aligns the characters that follow to the left 
margin. 

&C Centers the characters that follow. 

&R Aligns the characters that follow to the right 
margin. 
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Multiplan also allows you to set the top, bottom, left, and right printing 
margins. For example, as shown in Figure 9-25, you can set the top margin to 2 
inches, the right and left margins to 1.25 inches, and the bottom margin to .5 inch. 

SAVING WORKSHEETS 

When you have created the worksheet (and printed it, if you like), you'll prob­
ably want to save it. 

The File//Save As command saves the worksheet and asks you to name it (as 
with other Macintosh programs, you name the work after creating it). When you 
first save a worksheet, your only available option is File//Save As. Choose File//Save 
As. The Save As dialog box appears, inviting you to provide a name (one such box 
is shown in Figure 9-26). just type in a name and press the Save button when 
you've finished. (Remember to keep the name under 63 characters, and don't use 
colons. And, by the way, that mysterious SYLK button to the right of Normal is used 
for transferring Multiplan data into other Microsoft programs.) 

If you want to save the worksheet on a different disk, click the Eject button first. 
Insert the new disk, and then click Save. 

Once you've given a name to the worksheet, you can resave it using the 
File//Save command. Since you've already provided the name, Multiplan won't ask 
for it again. (As an aside, it's a good idea to use tne File//Save command often; 
otherwise, you stand to lose a lot of work if the Mac should "crash" losing 
everything in its random access memory for one reason or another.) 

Left Margin: 11.25 
~====: 

Top Margin: '-12 ___ __, 

Right Margin: 11.25 
F.==~ 

Bottom Margin: 1~--·~...;....._--~ 

Fig. 9-25. Multiplan gives you full control of page margins through the Print dialog box. 

Saue document as Multiplan ••. 

I Sample workhee~ ( Eject ) 

( Saue ] [ Cancel ) ( Driue ) 
@Normal QSYLK 

Fig. 9-26. The Save dialog box-saving the sample worksheet. 
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MacTip 9-14 

If you want to save another version of the worksheet 
(and keep the original intact), use the File//Save As command 
once again. You' ll be asked to provide a name for the new 
file. 

BACK AT THE DESKTOP 

When you 've finished with Multiplan, choose the File//Quit command . You' ll be 
returned to the desktop. If you haven't saved the worksheet (or if you've changed the 
worksheet since the last save), you' ll be asked if you want to save the changes. Once 
back at the desktop, you' re ready to eject the Multiplan disk and turn the Mac off, or 
to use another program. 

The pages you've read in this chapter have been loaded with information on 
using Microsoft Multiplan. But don' t th ink you've seen it all. W hat else is in store? 
You can learn how to use the other functions in the Edit//Paste Function menu, how 
to protect data from accidental erasure or alteration , how to link several 
worksheets together, how to use the Calculate functions, and how to control the 
way Multiplan calculates numbers. 

If, while using Multiplan, you need more information than this short chapter 
provides, refer to the manual that came with the program. Or check Multiplan's 
built-in " help" feature. You can access the help feature by choosing the * //About 
Multiplan command. 

You can then choose one of several help topics by clicking on it, and then 
pressing the Help button. For example, you could scroll down the "About 
Multiplan" selection window to Printing, click it, and learn more about how to 
print with Multiplan (see Figure 9-27). 

LEAVING MULTIPLAN 

When you've finished with Multiplan, exit the program by choosing the Quit 
command from the File menu. 

About Multiplan Other Functions 
~ Inserting Rows/Columns 

98 Percent Free Names 
0 Per cent In Clipboard Operators 

39842 Bytes MaHimum 
References 

Multiplan Uenlon 1.02 Scrolling ~ 
Apl"ll 27, 1984 

IIIII. ( cancel ) 0 1984 Microsoft Corp. 

Fig. 9-27. Getting help is easy: Choose a topic and click the Help button. 



CHAPTER 10 

The Macintosh Unveiled 

Tt,e Apple Macintosh makes computing so easy that it's .hard to remember that 
behind the cream-colored cabinet is a powerful mix of electronics. To better 
understand how the Mac does its tricks, read this chapter. It's a basic, 
semitechnical introduction to the inside workings of the Macintosh. 

The Macintosh is made of three. distinct pieces, all of which work together. 
There's the keyboard, the mouse, and the main cabinet, which houses the Mac's 
internal disk drive, the video display screen, and all of the computing circuitry. 

MOUSE 

The Macintosh mouse is a relatively simple piece of machinery. It consists of a 
rubber ball mounted in its underbelly, a small but sensitive switch on the top, and 
inside, two rotation sensors. When the mouse is rolled on a desktop, the rubber 
ball rotates. 

The two sensors inside the mouse pick up that movement, and relay 
it-through the mouse's built-in circuitry-to the Mac. The rollers sit 45 degrees 
apart; one picks up horizontal movement; the other picks up vertical movement. 

When the Macintosh is first turned on, the mouse pointer appears in the upper 
left part of the screen; this is the reference point. As shown in Figure 10-1, if you 
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Fig. 10-1. The position of the pointer is determined by horizontal and vertical mouse motion . 

move the mouse, the mouse sends electrical pulses to the Mac that correspond to 
direction and distance from this reference point. The pointer is moved accordingly. 

The one switch on the mouse performs many functions. Depending on how 
you use the switch- press it, click it, double-click it, and so forth -you command 
the Mac to do different things. The Macintosh senses when the switch is being 
pressed, and correlates the pressing w ith the mouse's motion. 

KEYBOARD 

The Macintosh keyboard is little different from the keyboards found on most 
other computers. The one thing that does separate the Mac's keyboard from the 
rest is its low number of keys (it has fewer keys than many home computers, even 
the Apple lie and lie). Most computer keyboards have at least four cursor­
positioning keys. The Mac's mouse makes them unnecessary. 

When you press one of the Mac's keys, you engage a small microswitch. The 
keyboard has its own electronics to sense which of the 58 keys was struck, and en­
codes this information for use by the Mac. 

The Mac's keyboard has what is called a two-key rollover. That is, it can inter­
pret the signals when you have one or two keys depressed, but not three or more. 
This rollover featu re is good for touch typists, who tend to push down on one key 
before completely releasing the previous one. 

There are exceptions to the one-key-at-a-time rule: the Option, Shift, Caps 
Lock, and Command keys. You can press any or all of these while depressing any of 
the other Mac keys. These multiple-key combinations are helpful for giving a com­
plex command to the Mac via the keyboard (as an alternative to using the mouse 
and pull-down menus). 
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For example, you can engage the Caps lock key and press the Shift, Com­
mand, and number 4 keys together to create a printout of the current screen. 

MAIN CABINET 

The mouse and the keyboard are the Mac's means of communicating with the 
outside world. But, the Mac's main cabinet is where all the exciting work is done. 
The main cabinet is the most complex of the three major components. 

To make it easier to explain, the contents inside the cabinet can be divided up 
into several parts: the digital board, the analog board, the cathode ray tube (CRT, 
or simply, the video tube), and the disk drive. All are shown in Figure 10-2. let's 
take them one at a time. 

Analog Board 

Among other things, the analog board contains the Mac's power supply, which 
converts the standard 11 0 volts AC of your home or office to levels more suitable 
for a computer. Also contained on the analog board is a 1-watt audio amplifier and 
a small, 3-inch speaker (see Figure 10-3). 

Through this amplifier and speaker the Mac can talk to you, play music, pro­
vide titillating sound effects, and more. For near concert-hall-quality sound, an ex­
ternal speaker can be hooked up to the Mac's amplifier (thus bypassing the small, 
built-in speaker), by way of a mini connector on the back of the computer. 

The other major job performed by the analog board is powering the Mac's 
high-resolution black and white video tube. The images you see on the screen 
aren't created by the analog board, however; that's the job of the digital board, the 
heart of the Macintosh. 

Digital Board 

At center ring on the the digital board, shown in Figure 10-4, is the Mac's 
''brain": the microprocessor that performs all the number crunching and logic 
functions of the computer. The Mac's brain is Motorola MC68000 and is what's 
known as a 16/32 bit microprocessor. It connects to the Mac via 16 "data" lines 
(like water pipelines but for computer data). Inside, it can work with 32 bits- 1 's 
and O's-at a time. 

Most other computers have processors that handle 8 or 16 bits at a time. It 
doesn't take a wizard to realize how much more innate power a Macintosh holds. 

Surrounding the microprocessor is a bank of memory chips, used for tem­
porary storage of data while you work with the Mac. This type of temporary 
memory is called RAM (random access memory) and is used by both the Mac and 
you. It can "record data" and "play it back" when it's called for. 

RAM is like a water tank: it can hold only so much data before overflowing. In 
more technical terms, the Mac originally provided 128 kilobytes of RAM, or 
enough to store about 128,000 characters. (Each character is roughly equal to one 
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Fig. 10-2. A Macintosh, with cover removed. Note the bare high-voltage TV tube. If you 
ever manage to get the back cover off (which you shouldn't do, anyway), keep your fingers 
off this tube and the heavy wire. Touching it can result in serious electrical shock, even when 

the Mac is turned off and unplugged. 
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Fig. 10-3. The analog board and its major components. 

byte, which is 8 bits. A byte is a code word composed of ones and zeroes that looks 
something like " 10010110" or "1 0101001.") 

Since more memory allows a computer to run more complex programs, a new 
generation of Macs comes with four times the memory, 512 kilobytes. 

The Macintosh has another type of memory, known as ROM (which stands for 
read only memory). ROM is much like RAM, except that it can only play back 
previously encoded data. New data cannot be stored. 

The ROM inside the Mac is exactly the same type of memory as is found in 



238 MacGuide 

Fig. 10-4. The digital board and its major components. 

v ideo game cartridges. With those, you plug the cartridge into the game computer, 
and you' re off. A program or a series of programs encoded in the ROM chip inside 
the cartridge guides the game computer along. Similarly, the Mac's ROM contains 
programming instruction that helps the Macintosh operate. In this case, the ROM is 
permanently encased within the Mac. There are no cartridges to pop in and out. 

Attached to the digital board is a series of connectors that enable the Macintosh 
to better communicate with the outside world. You've already been introduced to 
the connector used to hook up the mouse. It' s the one on the far left side (as seen 
with the back of the Mac facing you (see Figure 10-5). It's marked not with a word, 
such as " mouse" or even "digital input device," but simply a small picture of a Mac 
mouse. 
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Fig. 10-5. The connectors on the rear of the Mac-mouse, disk, printer, modem, and sound. 

Next, to the right, is the external disk drive connector. If you purchase a 
second disk drive (to make operation of your Mac quicker and easier) you' ll hook it 
up here. Like the mouse, the drive plug is secured to the Mac by tightening the 
pla~tic thumb screws. No tools are required (see Figure 10-6). The most time you' ll 
spend hooking up the drive is 30 seconds, and most of that is unpacking the drive 
from its shipping box. Unlike most other computers, there are no switches to throw 
or jumpers to cut when adding another drive to the Macintosh. 

Next over is the printer connector, marked by an icon of a piece of paper com ­
ing out of a printer. You' ll use this connector when hooking up the Apple Image­
writer (or another compatible unit). 

The next connector over, the one marked with the telephone handset, is for 
attaching a telephone modem, a device that makes it possible for your Mac to com­
municate with other computers via telephone lines. You might also use this con­
nector for hooking several Macs together to form a small network, or even to hook 
up your Mac to another computer. 

Both the printer and modem connectors send and receive data serially, or one 
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Fig. 10-6. To install the second, external disk drive, just plug it in and tighten the thumb screws. 

bit at a time (the other popular type, parallel data transmission, sends eight bits at a 
time). Serial communications tend to be slow, but th e kin d used in the Mac operate 
at transmission speeds of up to 1 million bits per second. Needless to say, that' s 
fast. 

It should be noted that the printer and modem connectors are internally hook­
ed up to the same electronics and can often be used interchangeably. 

By the way, besides fitting into its own connector, the mouse will also fit into 
either the printer connector or the modem connector. Though connecting the 
mouse via printer or modem connector won' t hurt anything, the mouse won' t 
work w hen it ' s connected this way. 

O n the far right is the mini-jack for the external speaker. The Mac's own 1-watt 
ampli fier w ill drive j ust about any speaker except the very large ones. When you 
p lug another speaker into the jack, the Mac's internal speaker is disconnected. 

Finally, there's the disk drive. The disk drive is the self-contained mechanism 
that reads programs off disks and records new programs and data on disks. In the 
most basic sense, the Mac's disk drive works much as a standard audio cassette 
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deck does. The main difference is the recording medium: instead of a long string of 
tape, the drive inside the Macintosh uses a flat, circular disk. 

When a disk is inserted into the Mac, a spring-loaded shutter built onto the disk 
opens to reveal the delicate magnetic medium that's within. A record/playback 
head then makes contact with the disk. 

To read or record data, the head moves back and forth across the surface of the 
spinning disk, much the same way as the tone arm of a record player passes from 
the outside edge toward the center of a record, recording information on the tracks 
of the disk (see Figure 1 0-7). 

For more information on the makeup of the Macintosh, see Appendix D, 
"Macintosh Specifications." 

Shutter 

Casing Hub 

Magnetic 
Tracks 

Fig. 10-7. A cutaway view of a 3%-inch microfloppy disk. 



APPENDIX A 

Macintosh Quick Reference Guide 

PARTS OF THE MACINTOSH 

The Macintosh is made up of three discrete major components: the main 
cabinet, the keyboard, and the mouse (Figure A-1). 

The Main Cabinet 
The cabinet houses the video tube for viewing Macintosh images, a 3Y2-inch 

microfloppy disk drive for program loading and data recording, a one watt sound 
amplifier and 3-inch speaker, and all the computing electronics. 

Connectors 

On the rear of the cabinet are several connectors, all marked with icons. From 
left to right (back facing you) the connectors are: 

Connector To connect 

Mouse 

243 
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Clock/Calendar 

Fig. A-1. The main components of the Macintosh. 

Optional external disk drive. 

Compatible printer o r similar output device; 
other expansion devices (check with your 
dealer). 

Telephone modem; other expansion devices 
(check with your dealer). 

External speaker; when an external speaker is 
connected, the Mac's internal speaker is auto­
matically disconnected. 

The Macintosh has its own clock calendar, powered by a number 528 (or 
equivalent) battery. The battery compartment is located in the upper right corner of 
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the back cabinet. Replace the battery when the clock/calendar no longer functions. 
Insert the battery as shown on the compartment door, positive ( +) side down. 

The Keyboard 

The keyboard has 58 keys and closely resembles a typewriter keyboard in func­
tion and appearance. 

Key Result 

Character Any alphabetic Produces the lowercase character 
keys key 

Shift and any Produces the uppercase character 
alphabetic key 

Any numeral or Produces the character imprinted on 
symbol key the lower half of the key face 

Shift and any Produces the character imprinted on 
numeral or the upper half of the key face 
symbol key 

Option Option Produces the key set shown in 
character Figure A-2 
sets 

Option and Shift Produces the key set shown in 
Figure A-3 

Accents and Option and Produces a grave accent (·) over the 
foreign next character typed 
language 
characters 

Option and e Produces an acute accent (·) over the 
next character typed 

Option and i Produces a circumflex (") over the next 
character typed 

Option and u Produces an umlaut ('·) over the next 
character typed 

Option and n Produces an ti Ide (-) over the next 
character typed 

Other keys Tab Moves the insertion point to the next 
tab stop 

Backspace Deletes the character immediately left 
of the insertion point and closes the 
space; if any text is highlighted, deletes 
all highlighted text 
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Command and 
another key 

Return 

Enter 

Issues an instruction, often as an 
alternative to a menu command 

In word prqcessing, terminates the l ine 
and drops the insertion point to the 
next line down; with dialog or alert 
boxes, confirms the chosen response; 
with some programs, used interchange­
ably with the Enter key 

Usually tells the Mac that an entry is 
finished and it's t ime to act on the data 
typed in 

Fig. A-2. Option character set 1 . Fig. A-3. Option character set 2. 

The Mouse 

The mouse is used to move the pointer around the Macintosh screen. The 
movement of the pointer corresponds to the movement of the mouse. 

The button on the top of the mouse is used to signa l the Mac that you want to 
do something. Use combinations of moving the mouse and operating the mouse 
button to issue commands or to control the Macintosh. 

Name O peration Function 

Moving Sliding the mouse around Moves the on -screen pointer 
any flat surface but doesn't invoke any action 

Clicking Tapping lightly on the Usually selects whatever the 
mouse button pointer is resting on 

Double-clicking Tapping lightly on the Usually opens an icon into a 
mouse button twice in window, starts an application, 
rapid succession or highl ights an entire word 

Shift-clicking Tapping lightly on the Tel ls the Mac to select more 
mouse button while hold- than one item at once (Shift-



Pressing 

Dragging 

DISKS 
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i ng down the Shift key 

Depressing the mouse 
button and keeping it 
pressed continuously 

Moving the mouse while 
pressing the mouse button 

click on each item to be 
included in the group.) 

Issues a continuous command 
to the Mac 

Does many things-moves 
icons around the desktop, 
resizes and moves windows, 
chooses a command from a 
pull-down menu, selects large 
portions of text, and more; 
releasing the mouse button tells 
the Mac you've finished 
dragging 

The Macintosh accepts Sony (and compatible) 3¥2-inch microfloppy disks. 

Inserting Disks 

Make sure the label faces up and that the metal end goes in first. Push the disk 
in until the drive captures it. 

Copying Disks 
Making copies of your more important disks and keeping those copies in a safe 

place protects you against the loss of irreplaceable data. But the basic Macintosh 
has only one disk drive, and to make a copy of a disk using a basic Macintosh 
means swapping disks in and out of the drive up to several dozen times. The pro­
cedure is time consuming and cumbersome. 

To make it easier for owners of single-drive Macs to make copies of disks, 
Apple provides a utility program called Disk Copy. It comes on the System disk that 
is provided with the Mac, and you can use it to copy a disk in just four disk swaps. 

Using Disk Copy is a snap. Find it on the System disk and double-click its icon. 
You'll see the "About Disk Copy" window, which explains what Disk Copy will do. 
Push the OK button to get the first of several prompts that lead you through the 
copying process. 

Ejecting Disks 
There are three methods for ejecting the disks. The standard software method 

is the safest for protecting against loss of data. 
Standard software method- Return to the desktop, select the icon of the disk 

you want to eject, and choose the File\/Eject command. 
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Shortcut method internal drive- Press the Command, Shift, and number 1 
keys together; (external drive) press Command, Shift, and 2. 

Emergency method-Stick a small, bent-out paper clip into the small hole 
located on the drive. 

Startup Disks 

Startup disks are those that have the Macintosh operating system program on them 
(contained in two files, named Finder and System). Only a Startup disk can be used to 
start the Mac when it is first powered on. The Macintosh will reject all other disks. 

ICONS 

Icons are pictorial representations of disks, computer files and concepts. 
Following is a list of some of the Macintosh icons and their functions. 

Icon 

n 
~ 

mm 
f J ·~ 
·mm· 

Type 

Disk 

Concept 

Computer 
file 

Concept 

Computer 
file 

Computer 
file 

Computer 
file 

Concept 

What it does 

Represents the disk currently in 
the disk drive. 

Provides a means to throw 
unneeded files away. 

Contains a document of some 
type, such as a picture or letter. 

Can contain other icons, even 
more folders. Use folders to 
group like icons together. 

Represents a program. Program 
icons can take many forms. 

Contains a file used by the 
Macintosh. 

Contains one or more fonts for 
use by the Macintosh. This file 
is used by the Font Mover pro­
gram, contained on the disk 
named System. 

Indicates that you must wait 
while the computer performs 
internal operations. 
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Icons can appear on the desktop in three ways: 

Form 

CJ 
Standard 

• Dimmed 

lliiiillllllllll 
Shaded 

PRINTING 

Appearance 

Icons without shading represent files and disks 
currently accessible to the Mac. Disk is cur­
rently in the drive. 

Dimmed icons represent disks the Mac is keep­
ing track of, but that are no longer immediately 
accessible to the Mac. Disk has been removed 
from the drive. 

Shaded icons are opened files. Somewhere on 
the desktop is a window that belongs to that 
icon. 

Printing text and graphics on the lmagewriter is easy. Following is a list of print­
ing commands. 

Menu choice 
or command 

File/Print 

Caps Lock­
Command-Shift-4 

Command-Shift-4 

Result 

Prints the selected document files; program that created 
the document must be on the disk. 

Prints a "snapshot" of the screen. 

Prints a "snapshot" of the active window. 

DESKTOP MENUS 

The desktop menu bar contains the menus used to command the Macintosh: 
the el, File Edit, View and Special menus. 

The a Menu (Desktop Accessories) 

Menu 
choice 

Scrapbook 

Calculator 

Alarm Clock 

Function 

Permanently holds text or graphics for use in other 
documents; each disk has a Scrapbook. 

Performs as a four-function calculator. 

Displays the time and date; can function as an alarm clock. 
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Note Pad 

Key Caps 

Control Panel 
(see 
Figure A-4) 

Can save up to eight pages of notes; can be accessed without 
closing the file being worked on. 

Shows diagrams of keys to press to get the Mac's special 
characters. 

Allows adjustment of speaker volume, the number of times a 
command entry in a menu blinks before it is executed, rate 
at which key characters repeat when the keys are held down, 
keyboard sensitivity, rate at w hich the insertion point blinks, 
pointer speed relative to mouse movement speed, desktop 
pattern and time allowed between two clicks to be inter­
preted as a double click (see Figure A-4). 

Fig. A-4. The Control Panel 

The File Menu 

Menu 
choice 

Open 

Duplicate 

Get Info 

Put Back 

Close 

Close All 

Print 

Eject 

Alternate 
method 

Command-O 

Command-1 

Function 

Opens a disk, trash, or folder icon to a 
window; starts the program represented by 
a program icon; loads the document 
represented by a document icon . 

Makes a copy of the selected icon. 

Displays window with information about 
the selected icon; allows comments to be 
recorded ; allows file to be " locked" 
aga inst erasure. 

Puts selected icons back into the folder or 
d isk from which they most recently came. 

Closes the active window. 

Closes all windows on the desktop. 

(See " Printing," p.249) 

(See " Ejecting Disk," p.247) 



The Edit Menu 

Menu 
choice 

Undo 

Cut 

Show 

Alternate 
method 

Command-Z 

Command-X 
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Function 

Reverses the last command or action. 

Removes the selected te~t and places it in 
the Clipboard. 

Displays a window that shows the top 
three lines of the contents of the Clip­
board. 

The View Menu 

Menu 
choice 

By Icon 

By Name 

By Date 

By Size 

By Kind 

Function 

Displays the files in the active window as icons. 

Displays the names of the files alphabetically, with numbers 
(in ascending order) first. 

Displays the names of the files, in order by the date the file 
was last modified. 

Displays the names of the files in order by the size of the file, 
largest first. 

Displays the names of the files, grouped by type, such as 
folder, application, or document. 

The Special Menu 

Menu 
choice 

Clean Up 

Empty Trash 

Erase Disk 

Set Startup 

Function 

Rearranges icons in the active window in a neat and orderly 
way. 

Erases contents of the trash can. 

Erases the selected disk; will not erase Startup disk. 

Sets the selected program to start automatically when the 
disk is inserted. 
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Alert Boxes 

l;,e following listing tells about some of the more cryptic alert boxes and how to 
deal with them. 

"CRASHES" 

~-• Sorrg, • cgatem emar o"urred. 

10.2 

,, 
i

~ 

sarrg ••. A certoua &!Pt•m emar Ilea occurred. 
You meg cllaoae to rectort lila cgalem or ottempl 
to recume tile current eppllcatlan. 

ID • Z 

The Mac has "crashed," or "bombed," as indicated by the picture in the 
upper left corner of the box. A hardware or software fault has interrupted the 
smooth flow of data inside the Macintosh. When a crash occurs, the Mac's memory 
is usually wiped clean, and you'll probably lose the data you've been working with 
(data you have saved onto disk will not be lost). If the Resume button is not dim­
med, click it to go back to the application; otherwise, click the Restart button. This 
starts the Mac over again. The ID code that appears in the lower right corner is for 
programmers to use in figuring out what's wrong with a program that crashes. 
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~ this dlst 11 ~~~~nod.tllr. 

D Do 11011 want to tnlllellze It? 

You have inserted a brand-new disk into the drive. The Mac cannot use a new, 
unused disk until it has "initialized" it, so you are given a chance to do so now. 

~ Tills 11 nat a Maclntosl'l dlsle: 

ILJJ Do you wont to lnlllollze It? 

You have inserted a non-Macintosh disk into the drive, and the Mac cannot 
read the data off it. You cannot use a disk from another computer on the Mac; you 
are prompted to Eject the disk or to Initialize it. Initializing erases whatever was 
previously on the disk. 

~ Tills dlst 11 damaged: 

U Da uau want to llllllonze It? 

You have inserted a "damaged" disk into the drive-all or portions of it are 
unreadable. Eject the disk or reinitialize it. 

~ Initialization fallodl 

The initialization process didn't work, either because the disk itself is damaged 
or because there's something wrong with the Mac or its disk drive. Click OK to 
eject the disk, and insert a new disk to start over. 

SOFTWARE PROBLEMS AND LOSSES 

l1iJ 1111 ~etlan cu't lie found to ap•n 
IIIII Item. 

You have tried to open the document of an application program that is neither 
loaded into the Mac nor on the disk currently in the drive. To open the document, 
copy the proper program onto the current disk, or copy the document to the disk 
that contains the program. Alternatively, insert the disk that contains the program, 
start the program, then insert the document disk and open the document from 
within the program. 

1m Tile dlst II damaged and <Gift liD UIDCI. 
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The disk is physically damaged and can't be used. Documents or programs on 
it are permanently lost. 

r:J?' Tbe dlat •sgatam• needa minor 
~ repob'a. Do 11011 want to repair It? Rll 

documonllln folders will mage bact to 
tile dlat window. 

c::!!:J I Cancel I 

llepolr1Ag dill dlst. Ill faldon were 
lost; tlleb' contents INI110 mouod bOCt 
to tt1e dlst window. 

Your Desttap fllo II IIICDASIItent, ID It 
mutt bo recreated. Ill folden will be 
IDit. 

The organization of the Mac's pictorial desktop has been messed up somehow 
and the Mac must reorganize it. In almost all cases, programs and documents will 
survive the reorganization, but folders will be lost. After the reorganization is com­
plete, re-create the folders and place the documents and programs back into them. 

file startup Cllst 11 damaged. lfll 
starting again, L'loldlng dawn llle 
Commend oad Opllan tegs. 

Some of the information on the Startup disk governing the Mac's desktop has 
been lost or damaged and the Mac can't be started. In most cases, the disk can be 
recovered by restarting the Mac while holding down the Command and Option 
keys. Keep depressing the keys until the desktop appears in its entirety. 

Tbe mo •tolt" 11 demo~ and can't be 
repaired. Do 11011 wont to remoue It? 

Something has happened to the document or program named in the alert box, 
and the Mac can no longer use it. If you would like to erase the file from the disk, 
click OK. 

The file you're trying to duplicate or to move from one window to another is 
copy protected. 

Tile Clllt tDPU didn't wart. Tfll copytag 
to e dln.nnt c11st. 
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The disk-to-disk copy of files wasn't complete, either because of some software 
error or because the destination disk was damaged or copy protected. Try using 
another disk for the copy. 

Replace Items with the semo nomos 
with tho selected Items? 

You're trying to copy files to another disk, and that disk already has files with 
the same names as the ones you're copying. If you don't want the old files to be 
erased, Select Cancel and rename either the old files or the ones to be copied. 
Then try the copy operation again. 

'11111 Ia 1111 slortap llbt; It cu'l 111 
erased. 

You tried to erase the Startup disk. The Mac must use this disk for its opera­
tions, so you can't erase it. 

Cecl't tllnlw eweg thllmete of !be 
atertup diet. 

You have tried to deposit the dimmed image of the Startup disk into the trash 
can (the image is dimmed because the disk has been ejected). The Mac must retain 
information from this disk for its operations, so it won't let you put the icon in the 
trash. 

1'1111 foldor/dlst laloctcd or lleiOAOt to 
o IOcted fald•r. 

The folder or disk is locked, so files contamed in it cannot be deleted. The 
folder/disk must be unlocked before files can be thrown away. Click on OK and 
unlock the disk or folder. 

fhll It- Ia lactod or In al8, Cllld can't 
llenmc~nd. 

You are trying to throw away (1) A file that the Mac is currently using (such as 
the System file or (2) A file that is locked. The file must be unlocked before it can be 
deleted. Click on OK and unlock the file. 

then Isn't 8IIOUih -marg to eject tho 
tlertap disk. Plcese dllpeae of o 
dlllnaed dlst and try egaln. 
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The Mac has run out of memory to keep track of all the disks you have inserted 
during the current session. It must make more room before it can store the 
necessary programs from the Startup disk before ejecting it. Click on OK, and then 
drag one of the dimmed (ejected) disk icons into the trash to make more room in 
memory. 

Tllara kn"t OIICIUIIh memorg to 
nmemiNir tills disk. Its IIMIIO will 
diiiCIIIBir tram lbl desktop. 

The Mac has run out of memory to keep track of all the disks you have inserted 
during the current session and can't retain the image of the disk you're ejecting. 

lllcre Isn't tiiOUI!h memory to wort 
1111111 onotber dlat. 

The Mac has no more memory to work with the disk you've just inserted. To 
get more room, click on OK, dispose of a dimmed disk (if any) by dragging it to the 
trash can, and reinsert the disk you want to use. 

11111 dllt 11 10 fctlllhat lbe folder 
CJ1ange1 coaldn"l 111 recorded. 

Not enough space exists on the disk to record the things you've done with 
folders-such as making new folders or placing files into folders. The contents of 
files on the disk remain unaffected, however. To make more room, click on OK and 
then dispose of something by deleting or copying to another disk. 

The dllt II 10 full IIIII 1111 CIISICIOII 
csn'llle created. 

Not enough space exists on the disk to record the changes you've made to the 
desktop-such as rearranging icons or moving windows. All the windows and 
icons still remain on the disk, however, To make more space on the disk, click OK 
and then dispose of something by deleting or copying to another disk. 

Thi1'1111MI ..ugll ..-oa dllt Ia 

-till·~· 

Not enough space exists on the disk to save the contents of the Clipboard 
(referred to here as "scrap"). To make more room, click on OK and then dispose of 
something. 



APPENDIX c 
Fonts 

THE FONTS THEMSELVES 

The Macintosh is able to display and print text in a variety of typefaces. It 
accomplishes this with the aid of its built-in fonts. There are nine basic fonts, plus 
several more for added flexibility. 

The Mac's fonts are accessible in programs that make use of words-word 
processors such as MacWrite or picture processors such as MacPaint, for 
example. Fonts are selected from menus; special styles can then be specified 
to add emphasis. In addition, all fonts can be displayed and printed in varying 
sizes, expressed in points (72 points is equal to about one inch). In most programs 
-MacWrite, for example-you can choose from 9-, 10-, 12-, 14-, 18-, or 24-point · 
fonts. Some others, MacPaint included, give you even larger sizes: 36-, 48-, and 
72-point. 

Fonts are kept in the System file, along with many other small programs vital to 
the Macintosh. Each font takes up quite a bit of space, which is one reason the 
System file is so large. 

At the end of this appendix you'll find a sampling of the Macintosh fonts in their 
various styles. 
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FONT MOVER 

Font Mover is a special utility program that allows you to transport fonts in and 
out of the System file. Use Font Mover to take unneeded fonts out of the System 
file, thus creating more space on the disk (each font takes a considerable amount of 
space on the disk). Or use Font Mover to transport fonts into the System file or to 
replace previously removed fonts. 

Font Mover is included on the disk named System and on most other Apple­
made application programs. To use it for the fonts on the disk it's on, just start it like 
any other program. That is, double-dick its icon. When the window opens, push 
the Help button for instructions and hints on using Font Mover. 
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APPENDIX D 

Macintosh Specifications 

Processor: 
Processor speed: 
User memory: 

Machine memory: 
Disk type: 
Disk capacity: 
Screen: 
Picture Resolution: 

Interfaces: 

Keyboard: 
Mouse: 

Motorola MC68000, 16/32 bit. 
7.8336 MHz. 
128 kilobytes or 512 kilobytes random access 
memory (RAM). 
64 kilobytes read only memory (ROM). 
Sony 3¥2-inch; hard shell; single-sided. 
400 kilobytes per formatted disk. 
9-inch diagonal; monochrome black and white. 
512-pixel (horizontal) by 342-pixel (vertical) bit­
mapped display. 
One mouse interface. 

One external disk drive interface. 

Two RS-232C/422A serial ports; up to 0.920 
megabit per second transfer rate. 

One keyboard interface. 
58 keys; full size, full travel; 2-key rollover. 
Mechanical tracking, optical shaft encoding; 90 
pulses per inch resolution. 
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Sound generator: 

Power requirements: 

Cabinet size and weight: 
Keyboard size and weight: 
Mouse size and weight: 
Note: 

Four-voice with 8-bit digital-analog conversion; 
capable of sound effects, music, and voice. 
105 to 125 VAC line voltage; 50 or 60Hz; 60 
watts power consumption. 
13.5 by 9.7 by 10.9 inches; 16.5 lbs. 
2.6 by 13.2 by 5.8 inches; 2.5 lbs. 
1.5 by 2.4 by 4.3 inches; .5 lbs. 
Future generation Macs may come equipped 
with double-sided disk drives (for BOO-kilobyte 
storage capacity). 



Glossary 

Active window An on-screen window that is able to receive user input. Active windows can 
be identified by the presence of a close box and shading in the window's title bar. 

Acoustic-coupled A type of modem that couples to the phone through use of cups that fit 
the mouthpiece and earpiece of the handset; most frequently used for multilane 
telephones or portable use (see modem). 

Alert box A special box displayed by the Mac to warn you of some problem that might result 
from a particular command or action. You'll be asked to confirm that you wish to con­
tinue with that command. 

Alphanumeric Information that may consist of letters, numbers, punctuation, other print­
able characters, or any combination of the above. 

Application program A piece of software designed to perform a complete and final task, 
such as word processing, accounting, or database management. 

ASCH American Standard Code for Information Interchange. A set of codes that matches 
characters with numbers so they can be universally used by all computers. This means 
that the internal number that tells a Mac to print 11M" will mean the same to an IBM PC or 
another computer. 

Assembly language A computer language with "words" that are very close to the basic 
instructions used by the microprocessor chip. 

Auto.-answer A feature of some modems that allows the modem to answer the telephone 
when it detects that the phone is ringing; used to access an unattended computer from a 
distant location. 

Auto-dial A feature of some modems that allows the modem to electrically "take the phone 
'off the hook" and dial a telephone number. 
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Backup A duplicate of a disk or disk file, which may be used to recover lost data if the original 
is lost or damaged. 

BASIC Basic All-purpose Symbolic Instruction Code. A high-level programming language that 
is easy to learn. At present, BASIC is the most widely taught and used programming 
language for personal computers. 

Baud The number of individual events per second carried by a stream of data. The baud rate 
divided by ten will roughly equal the number of characters per second in the transmission. 
For example, 300 baud equals about 30 characters per second. 

Binary Base-two arithmetic, using 0 and 1 as its only digits. This is the only type of arithmetic 
directly understood by today's digital computers. 

Bit The basic unit of computer binary numbers. Each bit can have only two conditions, known 
as 1 and 0, on and off, or high and low. 

Board A flat piece of nonconductive material, covered with conductive metal strips that con­
nect electronic components; a means of mounting and "wiring" such components used in 
computers as well as other electronic equipment. 

B~ot Derived from "pulling one's self up by one's bootstraps." The process of starting or 
restarting a computer's operation, which usually requires that a special operating system 
disk be inserted in the computer's disk drive. Information stored in the computer's RAM is 
usually lost during a boot (see startup disk). 

Buffer A block of memory used for the temporary storage of information. 
Bug A problem caused by an error in the design of a program or in the operation of the 

hardware. 
Bus 1. A series of connections that act as a computer's "spinal cord" connecting its various 

parts and carrying signals vital to its operation. 2. A connector that attaches to the above 
bus, used for system expansion or the connection of peripherals. 

Button 1. The push-button switch located on top of the Mac's mouse. 2. Small graphic 
devices used in dialog and alert boxes. When buttons are pointed at with the mouse and 
"pushed" by clicking the mouse, the action identified by the button's label will be 
performed. 

Byte A group of bits, usually eight, used to represent a more complex piece of information 
(such as a character). 

Card Same as board. Also known as a PC (printed circuit) card. 
Character Any letter, number, punctuation mark, or space. May also describe nonprintable 

"control" characters, such as line feeds and carriage returns for use by printers. 
Click The action of using the mouse to point at a particular location on the screen and then 

quickly pressing and releasing the mouse button. 
Clipboard A place where information that has been cut from a picture or document is tem­

porarily stored, so that it can be pasted elsewhere; considered a type of buffer. 
Close 1. To remove a window from the Macintosh desktop by clicking that window's close 

box or choosing the File //Close command. 2. To terminate use of a file, automatically 
returning all information from the computer to the disk and recording any changes that 
have been made. 

Close box A small box located at the upper left corner of almost any open window. When the 
close box is pointed at with the mouse and clicked, the window is removed from the 
screen. 

Command Any user input that instructs the computer to perform a particular action. 
CPU Central processing unit. In microcomputers this usually refers to the microprocessor chip 

that is the heart of the computer; less frequently, the box containing the microprocessor 
and its support circuitry. 

CRT Cathode ray tube. In computer lingo, any television-type display device, such as the 
Mac's built-in display. 

Cursor (see insertion point) 
Cut To remove a section from a document or picture and to store it in the Clipboard. Can be 

used to delete that section or to move it to another location or document. 
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Daisy wheel 1. A type of high-quality printer that uses metal or plastic type mounted 
around the outside of a rotating wheel. 2. The type wheel used in a daisy wheel printer, 
usually replaceable if the type becomes worn or if the type style needs to be changed. 

Data Any type of computer information. 
Database Any collection of information organized in a way to make that information easily 

accessible by computer. 
Database manager A computer program designed to find, sort, modify, delete from, or add 

to the information stored in a database. 
Descenders Characters, displayed on a computer screen or printed on paper, having por­

tions that extend below the normal baseline of the text; for example, q y, p, g, and j. 
Desk accessories A series of simple tools, such as the calculator, note pad, and alarm clock, 

that can be used with most Macintosh programs. These tools are always available by 
selecting the pull down menu. 

Desktop The on-screen "work surface" provided by the Mac; may contain numerous win­
dows, desk accessories, menus, and so forth, at any given time. 

Dialog box An on-screen box that appears in conjunction with commands that allow the 
user various options; allows you to specify which options you wish to use and to continue 
with the operation. 

Direct-connect A type of modem that plugs directly into the telephone jack, bypassing the 
telephone handset. 

Directory A listing of the files stored on a disk or some portion of it. (see Finder). 
Disk A rotating disk coated with a magnetic material; used to store computer information. 

A "flexible" disk is made of an inexpensive plastic material. A "hard" disk is made of 
metal and is enclosed in a special dust-free housing. The latter is capable of storing larger 
amounts of information on a small space. 

Disk drive The device that reads information from and writes information onto a disk. 
Display 1. The visual output resulting from a program, such as text, numbers, or graphics. 

2. A device used to show the output of a computer on a screen. 
Document 1. In the Mac, any file containing information to be used by a program, such as 

text, pictures, or a database file. 2. A text file for use with a word processing program. 
DOS Disk operating system. The special software, either built into the machine or stored on 

a special Startup disk, that connects you, as well as software, to the computer's hardware. 
The Mac's Finder is part of its DOS. 

Double-dick Rapidly depressing, then releasing, the mouse button twice in rapid succession. 
Dot matrix A type of printer that forms characters and graphics out of a series of small, 

closely spaced dots. The Apple lmagewriter is a dot matrix printer. 
Drag The action of moving the mouse while holding the button down; used to move or 

manipulate objects on the Mac's screen, as when changing the size of a window. 
Eiectronic mail A system that allows messages to be sent electronically over telephone lines 

or a computer network. The message may be delivered electronically or printed at or 
near the recipient's location and delivered by conventional methods. 

Elevator Another term for scroll box (see scroll box). 
Finder The central element of the Mac's operating environment, a program that, among 

other things, displays and organizes files stored on Macintosh disks. 
File Any collection of information stored on a computer disk. 
Firmware Computer programs that are permanently stored in a special ROM chip. This chip 

may be built into a computer or enclosed in a special program cartridge. 
Floppy disk 1. A flexible disk that is 8" in diameter. 2. Any flexible disk. 
Font The particular typeface to be used by the Mac; within a font there are different sizes 

and styles. 
Footer In word processing, a block of text to be printed at the bottom of each page. 
Format 1. The arrangement of text in a printed document, its margins, line spacing, 

paragraph indents, and so forth. 2. The command that prepares a blank disk to receive com­
puter information (also called initializing). 3. The structure by which information is organized 
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within a file. 4. The structure by which information is stored on a computer disk. 
Friction feed A printer feature that allows single sheets or roll paper to be fed through the 

printer by a series of rollers, much like those of a conventional typewriter. 
Graphics Nontext, nonnumeric display of information; for example, charts, graphs, 

diagrams, pictures, and drawings. 
Hacker 1. Anyone who is obsessed with or knowledgeable of computers. 2. Anyone who 

attempts to gain unauthorized access to a computer. 
Hard copy A paper copy of information produced by a computer printer or plotter. 
Hard disk (see disk) 
Hardware The solid physical components of a computer, as opposed to software. 
Header In word processing, a block of text to be printed at the top of each page, such as the 

document title or the author's name. 
High-level language A computer programming language in which one high-level command 

can equal hundreds of simple machine-level commands. 
Highlight A reverse image of a command or icon (white on black instead of black on white), 

indicating that the icon has been selected or is active. 
1-beam The appearance of the mouse pointer when the pointer is over an area used for text 

entry. The "1-beam" shapes makes it easy to position the insertion point. 
Icon Literally, an image. On the Mac, a small descriptive picture used to select a program, 

document, or command function. 
fnitialize 1. To open disk files, input user information, select options, and perform other 

functions associated with running the program for the first time. 2. To prepare a new disk 
for use with the Macintosh. 

Input 1. The process of feeding information into the computer. 2. The information that is 
fed into the computer. 

Insertion point The point on the Mac's screen where text will appear when typed; indicated 
on the screen by a flashing bar. 

Interface 1. A port, connection, or device used to tie together different pieces of hardware. 
2. That portion of a program that handles communication between the user and the 
computer. 

1/0 Input/output. The flow of information in and out of the computer. 
Keypad A small keyboard consisting of numbers arranged as on a ten-key pad plus a few 

other commonly used keys. 
Kilobyte (Also "K byte" or "K") In computer terms, 1024 bytes of information; for example, 

a file that is 4K long contains 4096 bytes of information. 
LAN Local area network. Any of a number of systems that allow numerous computers at the 

same location to share information and the use of accessories such as printers and hard 
disks. 

Load The process of transferring information into a computer's memory from another 
source, such as a disk. 

Low-level language A programming language close to the computer's own binary dialect. 
Memory The portion of a computer that stores information. Most commonly RAM or ROM, 

but sometimes other types of storage, such as a disk. 
Menu An on-screen list of options from which the user can make a selection. 
Menu bar The bar located at the top of the Mac screen from which the user can "pull 

down" a number of menus. 
Microfloppy A flexible disk under 4 inches in diameter, such as the one used with the 

Macintosh. 
Microprocessor A computer-on-a-chip, which is the heart of most microcomputers. 

Smaller, less powerful microprocessors are also frequently used to run peripherals and 
perform simple "housekeeping" functions within a computer. 

Minifloppy A flexible disk that is SV.." in diameter. Used on many microcomputers, such as 
the IBM PC. 

Modem Short for MOdulator/DEModulator. A device used to transfer computer information 
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over telephone lines; for example, between a microcomputer and an electronic mail 
service. 

Monitor (see CRT) 
Mouse A computer pointing device consisting of a small handheld box, topped with one or 

more buttons. Sliding the mouse over a flat surface, such as a desk, moves a pointer on 
the computer screen. Items that have been pointed at on the screen can be manipulated 
using the mouse's button(s). 

Network A system that allows communication between a number of computers (see LAN). 
Open 1. To create a window on the Macintosh desktop. 2. To open a disk file so that it can 

be examined, added to, or changed. 
Operating System (see 005) 
Output 1. The flow of information from a computer. 2. The information that results from 
, the operation of the computer. 
Parallel port An interface used to connect different pieces of hardware; uses a number of 

wires to send several bits of information at the same time. 
Pascal A popular programming language for microcomputers. Like BASIC, it is reasonably 

easy to learn, but it is more efficient and makes it easier to avoid programming errors in 
large, complex· programs. 

Paste The act of placing the contents of the Clipboard into a document or picture. 
Peripherals Any external hardware device connected to a computer; for example, a printer, 

plotter, disk drive, or modem. Also commonly called accessories or add-ons. 
Pixel Picture element. The smallest dot that can be displayed on a computer screen. Arrays 

of pixels are used to create character and graphic displays. 
Plotter A hard-copy device that creates text or graphics using one or more electrically 

driven pens. 
Pointer A graphic representation (usually an arrow) on the screen showing the relative 

position of the mouse. 
Port 1. A device or connection used to move information in or out of a computer. 2. The 

act of converting a program designed for one computer to operate on another 
type. 

Press To depress and hold the mouse button without moving the mouse. 
Program A set of instructions that tells a computer how to perform a particular task. Mac­

Paint and MacWrite are programs for the Mac. 
Pull-down menu A menu that can be displayed by moving the mouse pointer to a title on 

the menu bar, then pressing the mouse button. Pull-down menus spring closed when the 
mouse button is released. 

RAM Random access memory. A type of memory used for temporary storage and manipula­
tion of information. On most computers, including the Macintosh, information stored in 
RAM is lost when the computer is turned off. 

Resolution A measure of the ability of a screen to display text or graphics. For text, resolu­
tion is usually measured in columns and rows; for graphics, in pixels across the screen by 
pixels down the screen. 

Ribbon cable A flat cable containing a number of wires side by side. Often used to connect 
computers with peripherals. 

ROM Read only memory. A type of memory that is programmed with information at the fac­
tory, and that cannot be erased or changed. The contents of ROM will not be lost when 
the computer is turned off. · 

R5-232 A standard type of serial interface, often used to connect a computer with 
peripherals; can also be used to connect two different computers together. 

R5-422 A recently adopted standard for a very high-speed serial port. The Mac uses this type 
of port to communicate with peripherals. 

Ruler A graphic representation of a ruler that is used in MacWrite to indicate tabs, margins, 
line spacing, and text alignment. 

Save To transfer information from the computer's memory to a disk for storage. 
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Scrapbook A Macintosh desk accessory that stores text and pictures for frequent use in 
documents. 

Scroll To move the contents of a window; a process used to view all of a document or pic­
ture that is too large to be displayed all at once. 

Scroll arrow Arrows located at the edges of scroll bars which, when pressed, cause the con­
tents of that window to scroll. 

Scroll bar Bars located along the bottom and right edges of most active windows. Scroll 
arrows located in these bars allow the contents of the window to be scrolled vertically or 
horizontally. 

Scroll box A small box located within each scroll bar. The scroll box moves within the bar to 
indicate the window's position within the document. Also called an elevator. 

Select To choose a command, an icon, an action, and so forth. 
Serial port A type of computer interface that transmits data in a continuous stream, one bit 

after another. 
Shift-dick To click the mouse button while depressing the Shift key on the keyboard. 
Size box A small box located at the lower right-hand corner of most active windows. Drag­

ging this box with the mouse causes the window to shrink or expand. 
Slot A connector located within the computer and connected to the computer's bus, used 

for inserting boards that expand the capability of the computer. The Macintosh has no 
such slots (see board, bus). 

Software A recorded list of instructions that tells a computer how to perform a particular job. 
Spreadsheet A special program used to store and manipulate rows and columns of 

numbers. Useful for a wide variety of business, financial, and statistical applications. 
Useful in making "what-if" business projections. 

·j'. Startup disk A special disk containing the Finder and other programs used by the Macintosh 
\ for its normal operation. Must be inserted in the computer in order to start, or boot, the 

system. The System disk provided with the Macintosh is a Startup disk; so are most disks 
that contain application programs (see boot). 

Style Describes the style in which a Macintosh font is printed or displayed; for example, 
italic, bold, underline, or shadow. 

Tab well The two boxes in the MacWrite ruler that serve as an endless source for regular 
and decimal tabs. 

Title bar A bar located at the top of the window. The printed title in the bar indicates the 
file, folder, or application that is being displayed in that window. 

Toolbox A set of powerful graphics programs stored inside the Mac. Used by applications 
.J. programmers to simplify making windows, icons, and the other complex screen devices 

that make the Mac so simple for the user. 
Tractor feed A printer option that pulls continuous paper through the printer using pins 

that engage holes on each side of the paper. Also known as pin feed. 
Windows Areas on the Macintosh desktop that display information. More than one window 

r'-. j may be on the desktop at one time, and windows may overlap. 
Write protect To protect a disk so that information on the disk can be loaded and examined, 

but not erased or modified. Can be done within the software or by using a small tab on 
the floppy disk. 
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An (M) after a heading refers to a Mactip. 

Accessories, 6 
Add-ons. 6 

A 

Alarm clock/calendar. 32, 60, 119, 127-13 I 
alarm setting, 127, 131 
beep, 127 
cut and paste (Ml. 131 
daylight savings time, 127 
dragging, 128 
flashing box, 128 
setting, 129-130 
setting shortcuts (M). I 30 

Alert boxes. 253-257, 265 
desktop problems. 255 
disk problems, 254 
disk room, 257 
duplicate names, 256 
locked disk/folder, 256 
memory, 256-257 
program problems, 254 
startup disk problems. 255, 256 
system error, 253 
"Test" tilt• problem, 255 
write protl·ctt:•cl disks. 255 

271 

Analog board, 235 
Apple MacTerminal. 26 
Apple menu, 60 

command summary, 249-250 
desktop accessories, 60 
See also: specific accessories 

Application icon, 67 

B 

Battery compartment, 32 
528 battery, 32 

Beep, 34 
alert boxes. 80 
volume level setting, 140, 141. 142 

Boot. 38, 266 
Byte, 237, 266 

c 
Calculator, 60. I I Y, I 36-138 

clear entry, 138 
close box. 13B 
dragging, 136 
functions, 136- U7 
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keyboard, 1 36 
mouse, 136 
transferring results, 138 

Caps lock key (M). 11 
Chapter summaries, 2-3 
Check-out tests, 40-45 
Clean Up command, 62, 112-1 1 3 
Clipboard, 108- 11 0, 266 

closing, 11 0 
content saving (M), 110 
inter-document transferring, 120 
MacPaint, 164 
storage, 106, 108 
Show Clipboard command, 109 

Clock/Calendar; See: Alarm clock/calendar 
Colon, 69 
Closed folders, 86-87 
Command editing; See: Edit Menu 
Command key, 9, 10-11 

functions, 10 
pull-down menus, 20 

Commands shorthand (M), 21 
Communications, 25-26 
CompuServe, 25 
Computer components, 29-30, 263-264 
Computer size, 13 
Computing power, 25 
Control key, 10 
Control panel, 9, 119, 140-148 

alteration effects (M), 142 
command blinking setting, 144 
functions, 14 I 

Convection cooling, 30-31 
Copy-protected disks; See: Write-protected disks 
Cursor; See: Pointer 

D 

Data management, 27 
data entry template, 27 
searching tasks, 27 

Desktop; See: Electronic desktop 
Desktop accessories, 2, 119-148, 267 

limited windows, 72 
MacPaint, 180 
window opening, 77 
See also: specific accessory 

Digital board, 235-241 
Disk; See: Microdisk 
Disk Copy Utility Program (M), 90 
Disk directory window, 43 

removal, 45 
Disk drives, 6, 240-241, 267 

computer connecting, 239 
dual-drive printout (M). 98-100 
placement, 32 

Disk icon, 40, 66-67 
opening, 14, 41-42,84 

Document icons, 67 
Document naming (M). 19 
DOS, 17, 267 
Drawing, 23-25 

text/picture integration, 25 
·see also: MacPaint 

Duplicate command, 90-92 
disk space, 91 
multiple copying, 92 

E 

Earphones (M). 143 
Edit Menu, 101, 104-110 

block text retrieval (M). I 03 
Clear command, 105, 108 
command summary, 250 
Copy command, 105-106 
Cut command, 105, 107 
diagonal deletion, 104 
functions, 61 
inter-document movement (M), 109 
MacPaint, 160-165 
MacWrite, 188-190 
Paste command, 105, I 06, 108 
Select All Command, 105 
Show Clipboard command; See: Clipboard 
Undo command, 105, 108 

Editing, 100-110 
built-in capabilities, 100 
See also: Edit menu; Keyboard editing 

Electronic desktop, 2, 13, 40, 83, 267 
basic desk composition, 38 
pattern change (M). 14, 146-148 

Empty folder, 68 
Enter key, 9 

functions, 9 
Erase Disk command, 62, I 14-115 

alert box. 114 
Startup disk. 114 
write-protected disk, 114 

Extension cord, 30 

F 

File (M), 66, 267 
disk transferring, 87-90 
disposing, 85, 90 
name changing. 69 

File folder icons. 68 
File menu, 60 

Close command, 60 
command summary, 250 
functions, 60-61 
Get info command or Get Info, 60 
St>e a/so: specific commands 

Finder, 2, 13. 17-19, 97,· 267 
file keeping tasks, 18, 97 



functions, 1 7-19, 83 
housekeeping tasks, 18 
multiple-window capability, 72 
trash emptying, 113 

Font menu, 3, 21, 259-262, 267 
Font Mover, 269 
font style samples, 260-262 
MacWrite, 201-203 

Footers, 197-201, 267 
See also: Headers 

Format menu; See: Multiplan; specific commands 

G 

Goodies menu; 
See: MacPaint, specific commands 

Graphics, 23, 268 
See also: MacPaint 

Graphics tablets (M). 49 
Graphics-intensive computer, 48 

H 

Headers, 197-201, 268 
adding, 200 
cancelling (M). 200 
closing, 200 
dating icon, 199 
Open Header command, 197 
page numbering icon, 198 
ruler, 198 
time icon, 199 
Title Page command, 200 
top margin altering, 199-200 

Icons, 2, 13, 14, 65-72, 268 
body, 68 
By Kind command (M), 112 
copying, 90-92 
dragging over (M), 92 
editing names, 70 
functions, 65 
identifying (M). 69 
keyboard touching (M), 70 
name, 68 
name changing, 69 
opening, 71-72 
reorganizing (M), 117 
shiit-clicking (MJ. 92 
symbol representJtions. 14-1 5. 248-249 
turning black (M). 87 
uses, HJ 
word processing, 21 
St•t• .11.-;o: specific type 

lnformdtion window, 4.i, 92-% 
charJcteristks. 93 
comment box. 43, YS-Y6 
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file saving, 96 
Get Info command, 92-93 
insertion point, 95 
lock box, 95 
purposes, 94-95 
removal, 45 

Insertion point, 43 
blinking setting, 144-145 
See also: Pointer 

K 

Keyboard, 8-11, 234-235, 245-246, 263, 264 
check-out tests, 43-45, 138 
colied cable installation, 33 
colied cord removal (M), 34 
key sensitivity setting, 9, 141, 142-143 
keys, 8, 234, 245 
main cabinet connection, 8 
multiple key combinations, 234 
repeat key rate adjusting, 9, 140, I 44 
special keys, 245-246 
telephone hookup, 8 
two-key rollover, 234 
See also: specific keys 

Keyboard editing, I 00 
backspace key, 101-102 
block text removal, 102-103 
double-click, 1 04 
highlighted characters, 103 

Key caps, 119, 138-139 
close box, 139 
keyboard testing, I 38 
special characters, I 38 

L 

Light, 31-32 
Light pens (M). 49 

M 

Mac Paint, 23, 67, 149- I 83 
A icon, 166-167 
aligning, 169 
brush mirrors, 170,173 
brush mirrors scrolling (M), 174 
Clear command, 161. 164 
constraining, 178 
Copy command, 161, 163-164 
copying shortcuts, 178 
Cut command, 161, 164 
desk top Jccessories, 180 
document storing (M), I 6 I 
double-click shortcuts, 177-178 
dragging, 164 
drawing elimination (M). 176 
drawing saving (M), 180 
easel. 15 I- I 52 

/ 
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Edit Pattern command, 159-160 
editing, 160 
erase techniques (M), 161-162 
eraser, 160, 161-162, 177 
FatBits, 169-170 
Fill command, 161 
Flip Horizontal command, 161. 165 
Flip Vertical command, 161, 164-165 
functions, 23 
Grid command, 169 
hand tool, 173-174, 177, 178 
Introduction command, 152 
Invert command, 161, 164 
lasso, 160, 162-163 
line-width palette, 152 
marquee, 160, 163, 165, 177 
marquee window erasing (M), 178 
mechanical drawings (M), 158 
mouse, 152 
multiple copying, 178-180 
opening, 150 
opening existing file (M), ISO 
opening new file (M), ISO 
paint brush, 154-155, 177, 178 
paint bucket, 154, 155-156 
Paste command, 161, 164 
patterns palette, 152, 159-160, 177 
pencil, 154, 155, 177 
picture movement, 173-176 
Plain command, 167 
Print Catalog command, 181 
Print Draft command, 181 
Print Final command, 181 
Quit command, 181 
Rotate command, 161, 165 
Save As command, 181 
Save command, 180-181 
scrapbook, 180 
shape manuevering (M), 159 
shapes, I 58, 178 
Shortcuts command, I 77 
Show Page command, 173, 174-176, 178 
shrinking (M), 163, 180 
spray can, 154, 156 
starting, ISO 
straight-line ruler, 154, 156 
stretching (Ml. 163. 180 
textures, 159 
tools; See: specific tool name 
Trace Edge command, 161, 164 
typeface fonts, 167 
Undo command, 160 
word wrap (M), 167 

MacTips, 2 
MacWrite, 67, 185-208 

alarm clock access, 128 
blank line (Ml. 188 
changing text, 188 
Copy command. 189. 190 

Cut command, 189, 190 
deleting text, 189 
editing, 188-190 
fonts, 201-203 
headers; See: Headers 
highlighting text, 189 
insertion point, 187, 188 
opening, 186-187 
opening existing file (M), 187 
opening new file (M), 187 
Paste command, 189, 190 
Print command, 207-208 
Print Setup command, 206-207 
printout, 98-100 
Quit command, 208 
reformating, 189 
ruler; See: Ruler 
Save As command, 205-206 
Save command, 205 
saving text tip (M), 206 
scrolling, 188 
search; See: Search menu 
Show Clipboard command, 190 
starting, 186-188 
Style menu, 201-203 
text restyling (M), 203 
text selecting (M), 190 
text size, 201 
Undo command, 190 
windowful scrolling (M), 189 
word wrap, 188 
writing pad, 187 

Magnetic disks; See: Microdisks 
Main cabinet, 5-6, 235-241. 243-245, 264 

accessory connectors, 5, 243-244 
clock/calendar, 244-245 
computing electronics, 5 
disk drive, 6 
video display tube, 6 

Menu; See: Pull-down menu 
Menu bar, 20, 57-60, 268 

bold items, 60 
dimmed items, 60 

Microdisk, 6-7, 241, 247-248, 263, 267, 268 
content interchange (M), 7 
copying, 247 
description, 6 
dual-drive transferring, 89-90 
ejecting, 11, 45, 247-248 
entire disk copying (M), 90 
entire disk locking (M). 96 
erasing; See: Erase Disk command 
handling, 7 
inserting, 36, 247 
MAC operating system, 38 
name changing, 69 
non-MAC operating system (M), 39 
removal problems (M). 46 
single-drive transiNring, 88-89 



size, 6 
Microprocessor, 235, 2b3, 268 
Microsoft's Chart, 23 
Microsoft's Multiplan; See: Multiplan 
Modem, 239, 265 

Mouse, 2, 11-13, 47-63, 233-234, 246-247, 
263, 264, 269 

button, 11, 233, 266 
cable installation, II, 32, 238 
care, 49 
check-out tests, 40-43 
cleaning (M), 49-50 
clicking, 47, 51, 52-53, 246, 266 
complaints, 13 
cursor movement, 11 
double-clicking, 47, 51, 53-54, 246, 267 
double-clicking speed change (M), 54, 

145-146 
dragging, 47, 51, 54-56, 257, 267 
handling, 49 
keyboard/mouse system, 13 
menu bar, 57-60 
moving, 47, 51-52, 246 
picture creating, 48 
placement, 32-33 
plastic mouse pad (M). 3 I 
pointer operations, 48 
pressing, 47, 51, 56, 247, 269 
pull-down menu, 20 
reference point, 223 
rolling space, 30, 40 
rolling surface, 30, 49 
rubber ball, 11, 233 
scroll bars, 74 
sensors, 1 I, 233 
shift-clicking, 246, 270 
switch; Set..•: button 
tracking setting, 144 
uses, 12, 47-49 
window moving, 48 
word processing, 21 

Multiplan, 25, 209-232 
About Multiplan command, 232 
absolute cell address. 21 b 
alarm clock access, 128 
aligning procedures, 223 
arithmetic operation entering (M), 21 b 
average function, 217 
Bar Graph command, 223 
built-in functions, 217-218 
cell addresses, 210 
cell content copying (M). 217 
cells, 210-211 
character-by-character editing, 220 
charactt•r capacity, 223 
column coor<linates, 210 
column deleting. 221 

column heads, 220 
column inserting, 220-221 
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Column Width command, 223-224 
Commas command, 223 
current cell, 211 
Decimal command, 223 
deleting cells, 213 
Dollar command, 222 
double quotes (M), 215 
editing, 218-220 
editing mistakes correcting (M). 220 
footers, 229-231 
brmatting commands; See: specific command 
formula bar, 211 
formula copying, 217 
formula entering, 215 
General command, 222 
headers (M). 229-231 
larger-than-screen selecting (M), 229 
mistake correcting (M), 214 
multiple entries (M). 214 
multi-version saving (M). 232 
New command. 21 2 
No Decimal command, 223 
noncontiguous cell range (M). 227 
number editing, 219 
number entering, 215 
Number of Decimals command, 223 
number recognition (M). 215 
opening, 210 
Page Setup command, 228 
Percent command, 223 
Print command. 227 
Print Selection Only box, 228 
Quit command, 232 
range, 224-227 
range formula creating, 226 
range naming, 225 
range naming tips (M). 226 
relative cell address. 215-216 
row coordinates, 2 I 0 
row deleting (M). 221 
row heads, 220 
row inserting. 220-221 
sample worksheet. 212 
Save As command, 231 
Save command, 231 
Scientific command, 223 
scrolling (M). 211 
selection cells, 213 
standard width (M). 225 
starting, 210 
stop sign (M), 214, 220 
SUM function, 218 
SYLK button, 231 
text entering, 21 S 
window splitting. 227 
worksheet. 210-211 
workshet.•t creation, 2 12-2 IS 



276 MacGuide 

N 

Names (M), 70 
Notepad, 60, 119, 131-135 

advancing, 131-132 
disk differentiation (M). 133 
editing, 132-135 
font transferring (M), 135 
obtaining, 131 
reversing, 132 
text transferring, 134-135 

Numeric keypad (Ml. 9, 268 

0 

Operating system, 17 
Option key, 9, 10 

functions, 10 
Option/Shift keys, 1 0 
special characters, 10 

Overheating, 31 

p 

Parallel data transmission, 240 
Period, 69 
Peripherals, 6, 269 
PFS:File, 27 
Pointer, 11, 12, 40, 268, 269 

arrow, 12 
1-beam, 43, 268 
plus sign, 211 
See also: Insertion point 

Power, 33, 45-46, 264 
Power cord, 30 

computer installation, 32, 33 
plugging in, 30 
unswitched outlet (M), 35 

Print command, 96, 98-100 
Printer, 249 

computer connecting, 239 
Program icon, 67 
Programer's Switch, 37 
Programs, 2, 265, 2b9 

disk drive placement, 72 
double-clicking, 71 
Finder, 18 
program sharing (M), 67 
See also: spedlic program 

Pull-down menus, 13, I 9·21, 268, 269 
Command Key usage, 20 
how-to-use, 58 
menu bar; See: Menu bar 
mouse, 20 
release (Ml. bO 
view contents (M), bO 
word processing, 2 I 
Set• also: specific menu 

Put Back command, 96, 97 
icon trash retrieval (M), Y7 

write-protected icon (M). 91 
Puzzle, 148 

R 

RAM, 235-237, 263, 269 
Return key, 9 

function, 9 
ROM, 237-238, 263, 269 
Rulers, 187, 191·197, 269 

copying, 195 
decimal align tabs, 192 
deleting (M). 195 
Hide Rulers command, 197 
indentation marker, 192 
Insert Ruler command, 195 
justification, 195 
margin markers, 191 
multiple rulers, 195-197 
outdenting, 192 
page format, 191 
space boxes, 192 
tab deleting (M), 192 
tab stops, 191 
text aligning, 192 

s 
Scrapbook, 60, 120-127. 269 

advancing, I 24 
Clear command (M), 127 
close box, 122, 127 
copying, 127 
Cut commands (M), 127 
disk differentiation (M), I 22 
dragging, 121 
elevator. I 23 
how-to-use, 124-125 
inter-document transferring, 120· I 21 
item count indicator, I '2.2 
item placement (M), 125 
item type indicator, 123 
material retention, I 21 
obtaining, 121 
"Scrapbook Empty", I 22 
scrolling, 123 
"This Space for Rent," 122 
window adjustment, 121 

Screen, 2b3 
Scrolling, 74-7b, 2b9 

elevator, 75-76, 267 
mouse usage, 74 
scroll bars. 74, 270 
shaded scroll bars, 74 
windowiul scrolling (M), 7b 

Search menu, 203·205 
case sensitive (M). 205 
Changt• wmmand, 204-205 
Find command, 204 



Select All command (M), 92 
Serial communications, 239-240 
Set Startup command, 62, 11 5-117 

cancel setting (M), 117 
startup application (M), 117 

Shift key, 10 
Caps Lock key (M), 11 
functions, 10, 11 

Shortcuts, 60 
Software; See: Programs 
Speaker, 235, 240, 264 
Special characters, 10 

Key caps, 1 38-1 39 
Special menu, 112-117 

command summary, 251 
See also: specific commands 

Spread sheets, 25, 270 
See also: Multiplan 

Startup disk (M). 89, 248, 270 
Startup problems, 34-36 
Style menu, 167-169 

MacWrite, 201-203 
Sunlight, 31-32 
Symbols; See: Icons 
System disk, 38, 83 

icons, 43 
System file icon, 68 

Telephone lines, 8, 33 
Touch screens, 48-49 
Trash icon, 40, 65, 68 

closing 

T 

Empty Trash command, 62, 113 
file removal, 85 
opening, 84 

Type styles; See: Font menu 

u 
Unpacking, 29-32 

object clearance space, 31 
v 

View menu, 110-112 

Index 277 

active window use, 112 
By Date command, 110, 111 
By Icon command, 110 
By Kind command, 110, 112 
By Name command, 110 
By Size command, 110, 111 
changing icons, 69 
command summary, 251 
functions, 61-62 

w 
Windows, 2, 13, 15-17, 72-81, 270 

active, 77-79, 265 
alert box, 72, 79-80 
close box, 77 
closing, 77 
dialog box, 72, 79, 80-81 
Close All command, 79 
dormant, 78-79 
dormant window movement (M), 79 
dual frame viewing, 16 
full-featured, 72-73 
limited, 72 
moving, 72-74 
number limit (M), 17 
Open command, 77 
outlined option, 80, 81 
resizing, 74 
Scrolling; See: Scrolling 
size and placement remembrance (M), 74 
size box, 74, 270 
stack repositioning (M), 79 
stacking, 79 

Word processing, 21-23 
icon usage, 21 
mouse usage, 21 
paragraph adjustment, 21 
print styles, 21 
pull-down menus usage, 21 
word wrap, 102 
SeC' a/so: MacWrite 

Write protected disks (M), Y I, 270 
file locking .(M), 96 



COMPUTER • Z5569 • $14.~ 
CANADA • $18.j 

THE BEST GUIDE TO USE FOR 
TODAY'S HOTTEST PERSONAL COMPUTER 

The Apple Macintosh. It is dedicated to the revolutionary principle 
that a computer should be designed to be quickly 

mastered by the ordinary person, instead of demanding long ho~rs 
of learning and practice. Now this single guide completely 
explains the Macintosh, and how to bring all its computing 

power to your fingertips: 
• Hooking it up and getting started 
• All about disks, icons, and menus 

• Moving the mouse to get what you need 
• Writing, editing, and printing documents 
• Drawing, sketching, texturing, patterning 

• How to get the most from 
MacWrite, MacPaint, and Multiplan 

• The technical components underlying the Macintosh 
• Additional software and hardware, and more 

• 

The Complete Handbook 
to the Macintosh"' 

25569 

0 

51857 01495 

ISBN D-452-25569-4 


