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Infroducing MacOffice

Gregg Keizer

The Macintosh, Apple’s relative newcomer to the field of personal
computers, is changing the ways we work with and think about
computing. Its easy-to-use operating environment, dazzling graph-
ics, and growing software base help make the Macintosh effective
as an educational tool, a home entertainment device, and a pro-
grammer’s playground. But as thousands of new and experienced
computer users are discovering, the Macintosh is also custom-
made for business.

This idea, that the Macintosh is a superior business computer,
initially caught some people by surprise. IBM, after all, has con-
quered the business world forever. Right? And a computer as easy
to use and as powerful as the Macintosh can’t really be effective
in a traditional office setting. Correct?

Wrong on both counts. Since Apple guided the Macintosh
into the business arena, surprising things have been happening.
Calling the package the Macintosh Office, even going so far as to
trademark the phrase, Apple has targeted the Mac at companies
both large and small, from the Fortune 1000 to the Mom-and-Pop
retail store down the street. Even more attractive, Apple has pro-
duced a network system, called AppleTalk, and a powerful laser
printer, the LaserWriter, to add shared peripherals and close-to-
typeset-quality printing to the office. Third-party software and
hardware developers have swarmed to the Macintosh Office,
offering hard drives, file servers, and other products to enhance
the final Macintosh business environment.

MacOffice: Using the Macintosh for Everything explores the
power and the promise of Apple’s revolutionary computer. What
you'll find here are practical uses of the machine and of some of
its most popular software. Actual demonstrations of the Mac-
intosh’s business capabilities show you just what you can do with
the computer. If you already have a Macintosh, you can get to
work immediately. And if you haven’t bought a Macintosh yet,
MacOffice can give you an idea of what it will do for your office.
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Half a Million Soid
By the beginning of 1985, somewhere between 250,000 and
350,000 Macintoshes had been sold (the numbers obviously vary
according to whom you talk to). The Macintosh is still selling
briskly. During the first quarter of 1985, for instance, a computer
trade weekly reported that the Macintosh accounted for 20 per-
cent of all specialty computer store sales. That’s a larger percent-
age than any one IBM PC model (though not quite as large as the
IBM PC line taken as a whole). It’s safe to assume, if sales remain
constant, that over half a million Macintosh computers will be on
desks when 1986 rolls around.

Apple aims for 10,000 AppleTalk connections by the end of
1985. AppleTalk connections point at the acceptance of the Mac-
intosh Office concept. And it appears that this goal may well be
met. At the time of this writing (June 1985), more than 2500
LaserWriters, Apple’s main hardware contribution to the Mac-
intosh Office idea, had been placed.

But you don’t need ten Macintoshes, a LaserWriter or two,
and lengths of AppleTalk’s cable to use the machine as an office
computer. Not every business is going to require that kind of
setup. Small businesses, particularly, may use only one or two
Macs. MacOffice: Using the Macintosh for Everything is written for
these businesses as well.

‘What Tells What

All the hardware in the world won’t do a thing for you unless
you have the software, or programs, to tell it what to do. Software
is the most crucial component of a computer system. Without the
right software, your computer may not be able to do exactly what
you had planned, or if it can, it may do it poorly. It may look
sexy, but the Macintosh can’t help you manage your business
without software.
That’s where the Mac excels. In the year and a half since its
~ release, the Macintosh has seen some very impressive software
debut. The programs bundled with the machine, MacWrite and
- MacPaint, were powerful in their own right. But third-party devel-
opers have released spreadsheets, databases, word processers,
terminal programs, and graphics packages which use the Mac-
intosh’s unique operating system to its fullest extent.
MacOffice: Using the Macintosh for Everything concentrates on
five Macintosh programs: Four are Microsoft products—Word, File,
Chart, and Multiplan—and the fifth is Apple’s own MacTerminal.

vi
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These five weren’t selected solely because of their abilities, though
they are among the best available in their specialties. Their accep-
tance and popularity also had something to do with it. Microsoft’s
packages constantly show up on software best-seller lists.
MacTerminal was the first commercially produced terminal pro-
gram for the Mac (there were several public domain terminal pro-
grams available prior to MacTerminal’s release).

It does no good to show you how to use your Macintosh, es-
pecially if you already have the machine and some of its software,
if the descriptions are culled from programs you don’t have or
aren’t likely to buy. You're more likely to have or buy Multiplan
than any other Macintosh spreadsheet. Word, though not part of
the Macintosh package, is the most popular third-party Mac word
processor on the market. The other software used in MacOffice
follow these criteria.

But What Can This Book Do for Me?
MacOffice: Using the Macintosh for Everything is an anthology
showing what seven different Macintosh users and authors have
done with their computers and the various software packages.
These authors know the Macintosh—they’ve worked with the ma-
chine and they know what it can and cannot do. Each author has
explored a particular program, or a combination of programs, and
used it to accomplish a very specific task. Using Word to create
form letters. Adding graphs to reports or other documents with

. Chart. Accessing other Macintoshes and other computers using
MacTerminal.

The applications, and that is what this book is all about, are
practical and can be used immediately in your own business. The
Accounts Receivable, Accounts Payable, and Balance Sheet tem-
plates created with Multiplan in Chapter 6, for instance, could be
entered and used as is. The information concerning the AppleTalk
network and the LaserWriter can prove helpful as you create your
own network, or as you try to decide if a network will prove walu-
able in your office.

Many chapters include step-by-step instructions detailing how
you can use a program, Multiplan, for example, to create these
applications. Figures and text walk you through the process,
showing you just what happens at almost every step. By reading
MacOffice, with your Macintosh in front of you, you can end up
with an impressive collection of Macintosh capabilities.

vii
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But there’s more to MacOffice than just a collection of applica-
tions. Within each chapter, countless hints, tips, and techniques
are discussed. Some are obvious, but perhaps overlooked in your
eagerness to get started with the machine and its software. Others
are more advanced and show you things that no manual can.

More important, these practical examples will give you ideas.
Perhaps you don’t need a client list, as shown in Chapter 4, one
of the chapters which concentrates on File. But Chapter 4 will
show you how to use File most efficiently. You'll see ways to sort
information in the File documents you create, and you’ll find out
how to create a variety of different File reports. Within a short
time, especially if you produce the sample applications as you
read, you'll be able to apply the information to whatever task you
need. All the chapters are like this. Not only are there applica-
tions and documentation, but the simple process of showing how
one thing can be done will invariably lead you to see another.
Learning by example is one of the main concepts behind this
anthology.

Information Everywhere
Not everything in MacOffice is concerned directly with business.
Other sections provide you with information about your Mac-
intosh and its operating system. How to manage your disk files,
how to use valuable disk space most efficiently, what to consider
if you're thinking about upgrading your 128K Macintosh to the
optimum 512K Fat Mac (or adding even more memory—see
Chapter 9 for details on adding up to two megabytes of RAM).
The last chapter in MacOffice discusses and evaluates several Mac-
intosh utilities that will make your work easier, sometimes even
make formerly impossible tasks possible. Almost everything you
need to get started with the Macintosh in your office is here, in
one place.

It's Just a Computer
The Macintosh can be an effective, powerful office tool. But
remember, that’s all it is—a tool. It can make your office more ef-
ficient, but it can’t make your business decisions for you. Some
people believe that simply buying a personal computer will solve
every problem. Unfortunately, not true. MacOffice is realistic. It
doesn’t try to tell you how to run your office—it only shows you
how to get the best use from the computer and selected software.
The rest is up to you.

viii
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The Pictures
Almost all the figures included in this book were generated on the Macintosh,
then uploaded via modem to COMPUTE! Publications’ Atex editorial /typesetting
system'and typeset on an Autologics APS-Micro 5 typesetter. Thanks go to Tony
Roberts, Production Director, and Charles Brannon, Program Editor, of COM-
PUTE! Rublications, for creating this capability.
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The MacOffice for Everyone

Charles Brannon

The IBM PC was once the un-
contested champion of business
microcomputers, but it must now
face a feisty opponent—Apple’s
Macintosh. It's not an easy fight for
EEE9 the Macintosh—IBM is firmly en-
trenched, both in the corporate mind and in offices throughout
the world. Many competitors have tried to find a unique niche in
some nook IBM overlooked, snapping up whatever morsels that
fall from Big Blue's table.
And yet Apple’s “computer for the rest of us” is surviving, quite
well, thank you, in a market enthralled by IBM compatibility. A
computer that scoffs at this standard rarely has the last laugh.
Macintosh succeeds because it represents a fresh concept in
computing, a machine that is uniquely easy to learn and use, a
computer for complete novices that provides professional power.
How is this possible? To find out, let’s take a look at the Mac-
intosh user interface.

The Macintosh User Interface

The user interface is more or less the personality of an application
or operating system. Through it you perform all your work. It’s a
pipeline for communication. The user interface should commu-
nicate information clearly, in sufficient detail to keep you well-
informed, but not overwhelm you with information you don’t
need. It should allow you to access all the program’s functions
with a mininum of overhead. Ideally, the output of a program
should be instantly recognizable and understandable, commu-
nicated in a familiar way, not couched in computer jargon. A
word processing document should look like type on paper. When
your work is analogous to familiar tasks, you can use your com-
puter immediately, just by applying the expertise you've learned
working in a more conventional office setting.

Many computers have no consistent user interface. The way
you operate a program varies widely between applications or even
within an application. Some programs may require you to enter
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complex command lines and acknowledge you with cryptic mes-
sages. Others use control keys to enter commands. Even here, you
must still memorize the keystrokes, though they’re often related
to the function they perform, such as Control-E for Erase. Pro-
grammable function keys are available on some machines to store
commonly used phrases or work as command keys. Some pro-
grams display menus, where you type a key to choose an option
from the display.

What's forgotten in all these approaches is that a huge major-
ity of people who want to use a computer don’t know how to
touch-type. How can you use a computer effectively if you must
hunt and peck to use the primary input device? It’s asking a lot of
someone to learn to type just to talk to a machine. If the com-
mands were displayed on the screen, and if there were some way
to point at the command you want, the keyboard problem would
be alleviated.

The Mouse Solution
The Macintosh uses a mouse controller as its pointing device.
Many people immediately associate the Macintosh with its mouse.
Their love or hatred begins (and sometimes ends) with the mouse,
but the real issue is not the use of the actual device, but with the
pointing method of accessing commands.

The mouse is a small box with a push button. A rubber ball is
nestled beneath the mouse. By pushing the mouse around on a
flat surface, the ball rolls and communicates the direction and
speed of spin to the computer. The screen cursor mimics the
movement of the mouse. Push the mouse away from you, and the
cursor moves up. Push it to the right, and the cursor follows. The
mouse is just one way to move a cursor on the screen. It’s pos-
sible to use other pointing devices, such as light pens, touch tab-
lets, or trackballs.

The mouse cursor is normally an arrow pointer, but it often
changes to different shapes depending on screen context. For ex-
ample, the cursor can become a hand when used to grab objects
or a crosshair when used to draw a box around an object.

Using the mouse is tricky at first. Since the trackball of the
mouse must roll on a smooth, flat surface, you must dedicate
some desktop space for the mouse. It’s not uncommon for begin-
ners to run out of desk space when rolling the mouse around.
After some practice, though, mouse dexterity becomes second na-
ture. Actually, very little desk space is needed to move the mouse.

4
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You don't even think about it. The pointing action is effortless.

Nonetheless, touch-typists complain that they have to move
their hands away from the keyboard to use the mouse. Yet the
same is true when pressing the cursor keys on most keyboards,
unless you have very long fingers. In any case, there are plenty of
keyboard shortcuts, even keys to move the cursor, depending on
the application.

Clicking and Dragging
After you've pointed to a screen location, you have to select it.
There are three basic mouse operations: the click (a single press
and release of the mouse button), the double-click (two clicks of
the mouse button in rapid succession), and the drag (holding
down the mouse button while moving the mouse to a new loca-
tion). Clicking is generally used to highlight something or to select
it. The double-click is a shortcut. Where a single click can select
something, a double-click can start an application or open a file.
You don't really have to use it, since there are other ways of
opening a file or starting an application.

The drag is a more common operation than the double-click.
You would drag when drawing a box around an object, for in-
stance. You start drawing a box by holding down the mouse but-
ton. This sets one corner of the box. Still holding down the
button, you then move the mouse (drag) to where you’d like the
opposite corner of the box to be. When you let go, the box is fin-
ished. You can even pick up screen objects and drag them to new
locations.

Figure 1-1. A Variety of Icons
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out. Words or pictures by themselves can be incomplete, but a
captioned picture is a clear way of symbolizing something. Com-
mands become less abstract and can even be thought of as ob-
jects. Object-oriented processing is another characteristic of the
Macintosh. The objects are usually called icons. An icon can repre-
sent a disk, an application, a data file, a tool like a paintbrush, or
a command option. You can erase a file from the disk just by
picking up the icon that represents that file and dropping it in the
Trashcan icon.

Pull-Down Menus
The screen could quickly become cluttered with such icons.
Menus are a good alternative for commands, but they also use a
lot of screen space. The Macintosh solution is to use pull-down
menus. The titles of each menu appear along the top of the screen.
You need merely to select the title by pointing to it with the
mouse, then pull it down while holding down the mouse button.
The menu options pop up. You hold down the button and pull
down until the option you want is highlighted, then let go of the
mouse button. A menu doesn’t take up any screen space until it’s
selected, and it goes away as soon as you've selected from it. A
menu also keeps you from having to memorize all the commands.
It can be used to perform a command as well as document what
commands are available. You usually know what menu to look
under, since the titles of the menus are always displayed. When a
menu option can also be accessed with the keyboard, the shortcut
key is displayed next to the option. Most shortcut keys are en-
tered by holding down the Command key (shown on the key-
board as 38) while pressing another key.

Figure 1-2. Pull-Down Menu
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Sometimes the use of a menu is inappropriate, for example,
trying to change the format of text when you have no text de-
fined. The title of an inappropriate menu appears dimmed and
fuzzy. Some items within a menu may also be inappropriate, like
trying to Open a new document before you've Saved the one
you're working on. The inappropriate items also appear dimmed.
The mouse will not highlight these items, but will skip right past
them. There’s never any ambiguity—you immediately know if a
certain command is allowed or even exists.

Windows

The Macintosh user interface imitates a desktop. The mouse
cursor is an extension of your hand and hovers above the
desktop. Files are shown on the desktop as miniature file folders
or pages of documents. Familiar objects like the wastebasket are
pictorially represented. Your work appears as a sheet of paper.
And you can display several of these sheets. Like paper, they can
be moved about the desktop, brought to the foreground, or
shoved beneath a stack. But unlike ordinary paper, a window’s
size and shape can be changed. The idea of a window is to use
your one display to show several different screens.

The Macintosh uses overlapping windows to further enhance
the desktop illusion, so your computerized desk can be just as
sloppy as your real desk, although it’s so simple to be organized
on the Macintosh that there’s less of an excuse for disorder. While
you can display many windows, only one is active at a time. You
click on any visible portion of a window to make it active. It sur-
faces, burying any windows that would overlap. You can move
around and resize windows to make several visible simulta-
neously. You can, however, run out of screen space for windows
and find yourself shuffling through a pile of them trying to find a
particular one. It’s best to carefully plan your window layout on
the screen. Many software packages offer special commands to
make it even easier to manage your windows.

There are two kinds of windows: the document window, which
can be resized, moved, and used to edit text, and the dialog box,
which can be used to alert you with a message, or let you enter
text or select options. A dialog box (like the one in Figure 1-4)
cannot be moved or resized.
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Document Windows
The name of a document window is displayed at the top, in the
title bar. A go-away box is shown at the far left of the title bar.
Clicking the go-away box makes the window disappear, revealing
whatever’s beneath it. You can store more than a windowful of
text within a window. The window may show only a portion of a
large document, so there are several ways to display different
parts of it. Along the bottom and right side of the document win-
dow you'll see scroll bars. You can drag the small box within a
scroll bar to jump to a new part of the document. If the scroll bar
is empty, scrolling is disallowed or inappropriate. You can also
click on the arrows to scroll the text left or right, and up or down,
one line at a time. By clicking above or below the scroll bar box,
you scroll forward or backward by pages within the document.

Figure 1-3. Document Window

=[] Temponance
This is a typical[document
window. |

The small box at the lower-right corner is the size box. Drag-
ging here lets you extend or retract this corner of the window,
effectively changing the size and shape of the window. You move
the window by dragging the title bar. This lets you drag a dotted-
line skeleton of the window to a new location. When you let go,
the window moves.

Some programs extend the options of a document window.
For example, many Microsoft applications let you choose between
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two sizes of a window, just by double-clicking on the title bar.
The shape of the mouse cursor may even change to remind you of
the functions of the various parts of a window.

Text Editing

You can click anywhere within the window to place the text
cursor, a blinking vertical line. This is the insertion point. The ar-
row cursor usually changes to an I-beam cursor within the docu-
ment area to remind you that clicking the mouse sets the insertion
point. You can type from the keyboard to insert text at the inser-
tion point. The Backspace key is used for deleting single charac-
ters. You can move the insertion point within the document to
edit at different points. You can also define text, erase it, or save it
for later use.

To define a section of text, just click and drag the mouse
cursor across the text. The text is highlighted, and the window
scrolls automatically, if necessary, to let you define large sections.
You can define a single word or phrase by double-clicking on it.
The Shift key can be used to extend a selection. You could select
one word, then move the mouse cursor to the end of the sen-

~ tence. You hold down Shift when you click, and the range ex-
tends from the defined word to the end of the sentence. (This
procedure is called Shift-click throughout this book.) You can also
select pictures in applications that allow it, usually by dragging a
box around the object.

¥ Using the Clipboard
Once some text or an object is selected, you can erase it by select-
ing Clear from the Edit menu or by pressing the Backspace key (a
shortcut key). You can replace selected text by simply typing in
some new text. Or you can select Cut (or press Command-X) from
the Edit menu to put the selected text into a special buffer called
the Clipboard, a System file stored on your startup disk. Once cut,
the object or text disappears from the screen, but is safely stored
in the Clipboard. You can also select Copy (or press Command-C)
from the Edit menu to move the text or graphics into the Clip-
board without erasing. The Clipboard can hold only one item at a
time, and it preserves this item until something else is copied or
cut into the Clipboard, or until the Macintosh’s power is shut off.
The Edit menu is found in most applications. Text or graphics
cut into the Clipboard can be pasted into many applications. You
can paste text from the Clipboard at an insertion point by
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selecting Paste from the Edit menu or by pressing the shortcut
key, Command-V. You can also use Paste to replace any selected
text. Many applications will also accept graphics from the Clip-
board. You could use MacPaint to draw a picture, copy the picture
into the Clipboard, then run MacWrite, and insert the picture into
your document.

Dialog Boxes
The dialog box is sometimes used just to tell you something. A
simple click, or a click within the OK box, is enough to tell the
Macintosh that you’ve read the message. The dialog box can also
be an area where you enter information. You can click on buttons
to turn options on and off. Some buttons are hollow squares
which hold an X when turned on. Others are hollow circles which
are filled with a solid circle when turned on. Another kind of but-
ton is a word or phrase surrounded by a rounded box.

Figure 1-4. Dialog Box

—
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Edit fields are used to enter a single line of text. They appear
as rectangles that may contain a default segment of text. You can
click on an edit field to select it, then begin typing. Many dialog
boxes let you use the Tab key to skip between multiple edit fields.
You can cut from an edit field into the Clipboard or paste from
the Clipboard into an edit field.

Desk Accessories

One special menu is labeled with a small Apple logo. This menu
contains the desk accessories, special tools usable with almost all
applications. These tools are like small built-in applications,
considered handy enough to be made available at all times. The
desk accessories permit a limited form of concurrency, since you
can have them running while you work within another applica-
tion. You can use many desk accessories simultaneously, although
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each opened desk accessory uses more processing time and slows
down everything else. The first item in the Apple menu is usually
something like About the.... It presents the name of the applica-
tion, a brief description, and the version number and author(s) of
the program. The standard desk accessories are the Scrapbook,
Alarm Clock, Note Pad, Calculator, Key Caps, Control Panel, and
Puzzle. The desk accessories appear as objects on the desktop, and
can be moved around for convenience. Each accessory can be
cleared from the desktop by clicking on its go-away box.

Scrapbook

[0E=====suepbosk EEEE=======u The Scrapbook is

like an extended
Clipboard. The
Clipboard can
hold only one
item at a time,
but the Scrap-
book can hold
an entire port-
folio of pictures
and text. The

, Scrapbook is
172 PICT filled by pasting
' into it from the
Clipboard. You can scroll through the pictures and text in the
Scrapbook with its horizontal elevator. The item currently dis-
played can be cut or copied into the Clipboard to be pasted into
some other application.

Alarm Clock

T2 The Alarm Clock is a realtime clock (as
CHRE2 01 0 s long as you set it correctly) that’s up-
@ Mi:53:00 PM @ dated from the Macintosh’s internal
clock/calendar. Be sure you have a fresh
® I&l Q AA battery installed in the back of the
machine to keep the clock alive. You can
pull out the clock and leave it on the desktop, but remember that
it will slow down the mainline application. The clock is set by
clicking on the little flag next to the time, which lowers the clock

11
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setting panel. Click on the picture of the clock dial to display the
time. Now click on each segment of the time (hours/minutes/
seconds), then on the tiny up/down arrows to increment and dec-
rement the clock digit. You can also type numbers from the key-
board. Click on the icon of the daily calendar to display the date.
You can click on each date segment (month/day/year) to count it
up or down. The alarm clock icon is used to display and change
the alarm time. When the alarm time is displayed, you can raise
or lower a tiny switch to turn the alarm function on or off. The
alarm clock icon changes when the alarm is set. The current date
or time is automatically selected and can be cut or copied into the
Clipboard.

Note Pad

The Note Pad can be thought of as a
mini-word processor. You have ten
pages of notes. Just click within the
page to set the insertion point. You can
use the clipboard to cut text from or
paste into the Note Pad. To turn to the
next page, click on the upturned por-
tion (dog ear) of the page. To go back-
ward a page, click beneath the dog ear.

Note Pad =F—r=

The Note Pad is 1ike a mini word
pracessor‘]

Gl T ket

Calculator
OJ Calculator The Calculator is a simple four-function calculator
————1 with scientific notation. You can press the calculator
keys with the mouse cursor, but you can also enter
data and select functions from the keyboard. Just
type a number, a function (+ addition, - subtrac-
tion , * multiplication, / division), another number,
then the = key. The number in the display of the
Calculator is automatically selected and can be cut
into the Clipboard. You can also paste a number
from the Clipboard into the Calculator’s display.

12
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Key Caps

Key Caps is not a substitute
for the keyboard, although
you can actually type charac-
ters using the mouse. Its main
|u||_|_|| {H I |U[ J Ip|[‘}]| | purpose is to show you what

Als[ofrfe[na[k[L]: " | special characters are avail-
z[ucus[NM[<D ]2 || able. Press the Shift key, the
' [ | Option key, and then Shift

---------- and Option together to see all
the p0551b111t1es Key Caps shows the status of every key. The
characters you type appear in the Key Caps display (while the
appropriate keys on the Key Caps keyboard flash), and you can
cut and paste from and to the Key Caps display using the Clip-
board. Key Caps is also a way to get some text into the Clipboard
when your current application doesn’t support text entry.

Control Panel
The Control Panel lets you customize some of the components of
the Macintosh user interface. As the name implies, there are vari-

ous switches, sliders, and other adjustment controls pictorially
represented.

Figure 1-5. The Control Panel

=— Control Panel
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o The slider bar at the left controls the speaker vol-

= || ume. The Macintosh beeps frequently, usually when you
make an error. If these sounds irritate you, click on and
drag the slider down. As might be expected, dragging it
up increases the volume, and down decreases the vol-
ume. You can drag it all the way down to 0 for no
sound at all.

O = MW s

o

Another panel lets you see and
6/03/85 16:11:47| change the date and time. You change
the time just as you did with the
clock, by clicking on each segment of the date or time, then click-
ing on the tiny arrows displayed to count the number up or
down. You can also type the time and date from the keyboard.

7 The section at the upper right of the Con-
trol Panel lets you control the amount of vi-
sual feedback you get when selecting from a
menu. When you make a selection, the selected item flashes. You
can control the number of flashes, from 0 (no flash at all) to 3
(three flashes). Expert users might turn off the flashing to speed
things up.

The keyboard control
panel lets you change the re-
peat rate of the keys from
slow (0, the tortoise) to fast
(4, the hare). Underneath the repeat rate icon, you can control the
keyboard repeat sensitivity, that is, how long you have to hold
down a key before it starts repeating. Some people like the repeat
to start very quickly. Others might not like two or three key-
strokes for every one they type.

— The flashing insertion point lets you adjust the
i o blink rate of all insertion points. A rate of 2 is normal,
02H but some people like as little blinking as possible. A
rate of 1 gives a very slow blink, and rate 3 blinks
hyperactively.
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The picture of the moving mouse controller lets you
choose between two movement styles. With (1) clicked,
the cursor moves farther when you speed up your

@ ©| mouse movement. This lets you cross the screen without
running out of desk space for the mouse. With (0)
clicked, the mouse moves at a constant speed. This can be better
when you need fine, predictable control of the mouse. It's really a

matter of personal preference. _

Next to the mouse control is a panel
that lets you edit the background pattern of
the desktop. The box on the left is an

ﬁ editing grid where you can design the actual
8 X 8 pattern used. To the right, you can
see what the pattern looks like in actual size, filling a small box.
The white bar on top of the filled box lets you pick from several
predefined patterns. Just click on the bar to change patterns. To
actually change the desktop pattern, click inside the filled box.
This section lets you control the time delay
between the two clicks of a double-click selec-
ﬂ tion. If you don’t haye a very fast finger, you'd
i better click on the circle with more space be-
tween the two arrows (the leftmost). On the
other hand, you don’t want two separate clicks mistaken for a
double-click, so you may want to choose the least amount of time
between clicks on the far right. The center selection is generally
the best compromise.
Puzzle
Apple whimsically included this little game to
give harried executives an excuse to relax a bit.
The Puzzle is the computerized form of the slid-
ing tiles puzzle. Try to get all the numbers in
order. Click on any tile adjacent to the empty
space to slide it into place. You can also click on
the end of a row or column to slide the whole
row or column into the empty space. You get a

new game every time you call up the Puzzle.
Click the go-away box when you’ve had enough of the game.
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New Desk Accessories
Several third-party companies now sell add-on desk accessories.
Accessories available include a terminal program, word processor,
spreadsheet, print spooler (lets you continue using your current
application during printing), graphics grabber (lets you “grab” a
part of the screen and cut it into the Clipboard), and more. The
advantage of using these packages is that as desk accessories,
they’re always available. Desk accessories are an instant, and
easy, way to integrate two applications. And because desk acces-
sories can run simultaneously with your application, you have the
powerful capability of multitasking—running two programs at the
same time. (Chapter 11 describes several commercial utilities
which can act as desk accessories.)

A new version 4.1 of the Finder (see below), adds Choose
Printer to the Apple (desk accessory) menu. It lets you install one
of several printer drivers (only the ImageWriter driver is included
by default), select which port (printer or modem) to use, and
whether or not the printer is connected to the AppleTalk network.

The Macintosh Finder

When you finish your work in any application, it’s time to save it
to disk. As you may know or have painfully found out, anything
in the Macintosh’s memory is lost when you turn off the power
(or when power is turned off for you, as in a thunderstorm). Com-
puter memory is volatile. That’s why it’s important to store your
work on disk. Some form of nonvolatile mass storage is required
for any computer.

The Macintosh disk drive is one of the fastest microcomputer
disk drives, and the storage medium, the 3-1/2-inch microfloppy,
can hold over 400,000 characters. Managing that much infor-
mation can be tricky. That's where the Finder comes into play.

The Finder lets you manipulate your documents and disks. It
can be considered an application, although it usually comes up
automatically when you turn your computer on with a disk in the
drive. It’s not an integral part of the computer, but a specialized
program for managing the contents of your disks. Even if you use
only a few application programs, you’ll have to use the Finder
occasionally, if only to start the applications you use.
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Finder Version 4.1
Apple’s latest version of the Finder incorporates many conve-
niences, shortcuts, and additional features. It is completely
compatible with other versions of the Finder, and applications
that ran under the old Finder should have no problem working
with version 4.1. The new Finder is usually installed with a pro-
gram called System Update. This program also updates the System
and ImageWriter files. Check with your Apple dealer to obtain Sys-
tem Update and version 4.1 of the Finder; the new features will
make it worth your while. The body of the following text deals
with the old Finder. Notes are added as appropriate to document
new or different features of version 4.1 of the Finder.

Figure 1-6. Finder Screen
& File Edit View Special

CB's Microsoft Disk
10 items 337K in disk 62K available CB's Microsoft Disk

Microsoft BASIC (b) Empty Folder System Folder AtexPainter
System Folder
5 items 137K in folder 62K a

CE's Picture Disk ®

CB's Picture Disk #3
6 items 249K in disk 150K ava

Size Mame Kind Last Modified
13K Control Panel MacPaint document Mon, Jun 3, 1985
6K Dialog Box MacPaint document Mon, Jun 3, 1985
5K Document Window MacPaint document Wed, Jun S5, 1985

[

Trash

0K  Empty Folder folder YWed, Jun 5, 1985
SK  Figure 1-1/lcons MacPaint document Wed, Jun S, 1985
4K  Fiqure 1-18/Pu... MacPaint document Wed, Jun 5, 1985

Files and Icons

Information is stored on disk in the form of files. Each file can be
thought of as a single file folder that holds sheets of paper or
other information. The Finder carries this analogy to the extreme.
When you insert a disk into the drive, the Finder displays a min-
iature icon of the disk, with the disk’s name displayed beneath it.
You can see what's inside a disk by clicking on it and selecting
Open from the File menu. A shortcut is just to double-click on the
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disk icon. A window opens up, containing icons for every file on
the disk. The files may look like sheets of paper, or they may be
represented pictorially. A MacPaint document shows a paintbrush
painting across the paper. The MacTerminal icon is a telephone.
Applications normally have distinctive icons.

The files behave like actual objects. You can pick them up
and move them by dragging them (hold down the mouse button
to pick them up and keep the button down while you move the
mouse). This lets you arrange the files just like you would on a
real desktop. The window holding the files can be moved and re-
sized. Use the scroll bars to scan through the disk folder or just
expand the disk folder if you can’t see all the files.

Opening a File
A file can be opened by clicking on it, then selecting Open from
the File menu, or by simply double-clicking on its icon. If the file
was created by an application, and that application is on the disk,
the application starts up and automatically opens the associated
file. You can also open the application itself, then open any docu-
ments from within the application.

You can change the name of a selected file just by typing in a
new name. You can drag across the title of a file to select it, then
cut it into the Clipboard. You can also paste text from the Clip-
board to create the file’s name.

Using Folders
Some icons within the disk window are shaped like file folders.
These folders, including the Empty Folder, can hold other files,
even other folders. This lets you organize your files into groups.
For example, you could put all your MacPaint files into a folder
called Pictures and all your business correspondence in a folder
called Letters. Most disks, called startup disks, because you can put
them in the drive and start up the Macintosh with them, contain
the System Folder. If you double-click on it, it opens up to show
you several files, including the System file, the Finder itself, the
ImageWriter file (supports the use of the ImageWriter printer), and
probably files storing the contents of the Clipboard, Scrapbook,
and Note Pad.

To create your own folder, you need to duplicate the Empty
Folder, then change the name of the duplicate. Click on the
Empty Folder, then select Duplicate from the File menu, or press
Command-D. Just click on the duplicate and retype the name.
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(With version 4.1, you can also select New Folder from the File
menu to create an empty folder.) You can now pick up and drag
files atop this folder. When the position of the file you're dragging
and that of the folder coincide, and when the folder turns dark,
let go of the button. The file you were dragging disappears, but is
actually inside the folder. You can open up the folder (double-
click on it) to see its contents. You can use the same technique to
duplicate any file onto the same disk. (You'll see how to copy a
file to another disk in a moment.)

Deleting Files
An important part of disk management is removing files that are
no longer needed. A disk has a limited amount of space on it. The
System Folder takes up quite a bit of space, as does an application
program. You'll probably need to remove any unnecessary files
just to free up disk space for further storage. This is where you
use the Trashcan. Just drag any file you don’t need on top of the
trashcan icon, and watch it disappear. The file isn’t removed from
the disk just yet—it’s actually still inside the Trashcan. You can
open it up to display its contents and remove the file if you
change your mind. The Trashcan is emptied (and the disk space
used by Trashcan items is freed) whenever you start an applica-
tion or eject the disk. You can empty it yourself by selecting
Empty Trash from the Special menu.

Some memory is used to hold the information about the im-
age of a disk on the desktop, including information about every
file. This limits how many disks you can display on the desktop.
Fortunately, you can discard the images of disks that you no
longer need to display by simply dragging the image of the disk
into the Trashcan. This doesn’t do any harm to a disk, but just
frees up the memory used to hold the image. You cannot trash
the image of the startup disk or of a disk in any drive. (Version
4.1 of the Finder does let you trash any nonstartup disk. If you
trash a disk icon, Finder 4.1 ejects the disk if it's in a drive and re-
moves the disk image from the desktop. You can also use Shut
Down from the Special menu of Finder 4.1 to eject all disks and
restart the system.)

Saving Disk Space
Even if you delete unneeded files, you'll find yourself running out
of disk space fast. The System Folder alone uses almost half the
available disk space. There are a few ways to free up some extra
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room. You can delete the System Folder, freeing up 196K, but the
disk can then no longer be used to start up your Macintosh. Such
a disk is called a data disk rather than a startup disk. You can use
the data disk to store your files, but you'll still need a startup disk
to run your application from.

Another way to free up disk space is to remove the fonts
from the System file that you won’t need. Unless you're using
MacWrite or MacPaint with a lot of fancy text, you probably won't
need very many fonts. Use the Font Mover application on the Sys-
tem Disk to move any unused fonts from your disk onto a file on
another disk. You can always restore the fonts later.

If you won’t be using the ImageWriter printer (or don’t have
one), you can erase its icon from the System Folder. You can copy
the file back onto the disk from the System Disk if you need to.
We'll see how to copy files in a bit.

You can free up 46K by deleting the Finder from the System
Folder. Without the Finder, though, that disk cannot be used to
display or modify a disk. A Finderless disk can be used as a
startup disk, though, as long as you want to start a particular
application automatically. When you turn on the Macintosh, the
application loads automatically instead of the Finder. To make an
application the startup file, click on the application and use Set
Startup from the Special menu. If you need to restore the Finder,
copy it back to the disk and use Set Startup to make the Finder the
startup application.

Disk Swapping

To work with another disk, click on the disk icon, then select Eject
from the File menu, or press Command-E. The disk is ejected, but
its image remains on the desktop. Now insert the next disk you
want to work with. Its image appears. While working with an-
other disk, you may be asked to insert the disk you originally
started up with. The Macintosh keeps some of its information on
disk so as not to overburden memory, and needs to refer to the
original disk at times. The disk in the internal drive is ejected, and
you're asked to insert the original disk. The original disk is read
from and ejected, and then you can return the disk you were
working with. You may need to swap disks like this several times.
It can be tedious, but there’s no way around it short of buying an
external drive.
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Using an External Drive
The external drive is a timesaver. With an external drive, you can
keep your startup disk in the internal drive and store all your data
on the external drive. A data disk doesn’t have to be a startup
disk, so you can remove the System Folder from the data disk,
freeing up a whopping 196K of disk space. You can use a data
disk with a single-drive Macintosh, but you'll have to swap disks
whenever the Macintosh needs to refer to the startup disk. The
external drive can behave just like the internal drive—you can
even start the Macintosh with the external drive. Because you can
have two disks loaded at the same time, you increase the speed
and convenience of using your computer. A second disk drive can
be more valuable than adding extra memory.

Copying Between Disks
To copy a file between disks, you need to display the images of
both disks. Eject whatever’s in the drive and insert your other
disks until the disks concerned are displayed. With the images of
the disk you're copying from and the disk you're copying to
shown, you can just drag the file you'd like to copy from one disk
folder to another. With a single-drive system, you may need to do
several disk swaps before the job is done. But with both an in-
ternal and external drive, it's a snap.

You'll sometimes need to select more than one file at a time.
You may want to erase several files at once, instead of grabbing
each one and dunking it in the trash. Or you may need to copy a
whole slew of files. You may need to eject all the disks in all the
drives. To select more than one file or icon, just move to one cor-
ner of a group of files and drag to a diagonally opposite position.
This will pull a dotted-line box around the files. When all the files
you want to select are framed in the box, release the mouse but-
ton. All the files will turn dark, showing that they're selected. If
you need to highlight all the files, choose Select All from the Edit
menu. When moving a group of files, always drag the file in the
lower-right corner of the group. This file is the leader of the group
and should be the first to be moved onto another disk, into a
folder, or into the Trashcan.

When moving files around, it’s not too hard to clutter your
desktop, just as with a real desk. Icons can rest upon and hide
other icons. Icons can be left on the desktop, orphaned from their
folders. To restore a file to its original position, select Put Back
from the File menu (not available in Finder version 4.1). To
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straighten a cluttered desktop, choose Clean Up from the Special
menu.

Copying an Entire Disk
With a dual-drive Macintosh, copying files or entire disks is easy.
Just drag the file or disk icons onto the image of the second disk.
But copying an entire disk of files with a single-drive Macintosh
can be a nightmare of constant disk swapping. Fortunately, you
can use the Disk Copy application found on the System Disk. Start
your Macintosh from the System Disk, and double-click on the
Disk Copy icon.

Disk Copy copies an entire disk. It reads one quarter of the
original disk at a time, filling all Macintosh memory, including the
memory used for the screen; this makes for some strange, twisting
patterns. Each quarter is dumped onto the disk you're copying to.
It takes only four disk swaps to copy the entire disk. You also
have the option of initializing the destination disk.

Initializing a Disk
A disk right out of the box is not customized for use with the
Macintosh, so it must be initialized before anything can be written
to it. If you insert a new disk into the Macintosh, it will be pro-
nounced as unreadable, and you'll be asked if you want to initial-
ize it. This can also happen if a disk has been damaged or if your
disk drive needs repair. Initializing a disk erases everything on
that disk, so be careful. You can also force the Macintosh to
initialize a disk by clicking on the disk’s icon and selecting Erase
Disk from the Special menu. You must give a unique name to a
disk when you initialize it.

The contents of the disk are normally displayed as icons, but
you can display the names, size, type, and date of creation for all
files. The View menu lets you choose the kind of display you'd
like for each disk. View also lets you see more information than is
displayed in icon form. You can view by icons (the default set-
ting), by name (alphabetical order), kind (System files, MacPaint
files, BASIC files, and so on, are grouped together), date (chrono-
logical order), or by size in bytes (highest to lowest). Pre-4.1 ver-
sions of the Finder did not let you treat documents displayed in
nonicon form as objects, so you had to switch to an icon display
to drag or copy files. Version 4.1 lets you select and move files
from a folder displayed by Name, Date, Size, or Kind. These files
change back to icons when moved onto the desktop.
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Getting Information
Another way to see more information about a file is to click on it
and choose Get Info from the File menu, or press Command-I. The
Information About window shows what kind of file it is (a folder, a
MacPaint picture, a System file), the size in bytes of the file, the
name of the disk holding the file, the date the file was created,
and the last date on which the file was modified. The Get Info
window gives you a four-line edit field where you can keep notes
about the file.

This window also presents a button you can click to lock the
file. A locked file cannot be changed. You can read it, but you
cannot modify or trash it. The only way to write to or erase the
file is to unlock it. You can lock an entire disk (also called write-
protection) by sliding the write-protect tab on the disk into the
closed position. A locked disk is hard to use, since the Macintosh
needs a portion of the disk as scratchpad area, but it's a good way
to protect a disk from accidental damage. Many people write-
protect a disk before copying it, just in case.

Permanence
When you set the clock, the Macintosh doesn’t forget the time. In
fact, it continues to keep track of the time and date, even with the
power .turned off. The speaker volume, set in the Control Panel, is
also remembered. You probably know that this is because of the
AA battery installed in the back of your Macintosh, but you may
not know that the Macintosh permanently remembers other infor-
mation, with no battery required. Many of the other settings in
the Control Panel, such as the desktop pattern, are stored on your
startup disk. Each disk can have its own distinctive combination
of Control Panel settings.

Other information is also preserved on disk. When you
change the name of a file or a disk, this obviously has to be
saved. Also saved are the positions of all files, the sizes and po-
sitions of any active document windows, and the kind of file
viewing selected. In effect, the status of your desktop is preserved
for the next time you start up your computer.

This information is saved only when you start a new applica-
tion or eject the disk. This is why it’s important to eject the disk
only through the menus, not by inserting a paper clip into the
“emergency eject” hole. This mechanically ejects the disk, but
doesn’t give the Macintosh a chance to update current infor-
mation. For the same reason, don’t turn off your Macintosh before

23



Chapter 1

you've ejected the disk. It's safest to always Quit (from the File
menu) your current application, return to the Finder, then select
Eject from the File menu (or Shut Down from the Special menu in
Finder version 4.1) before you turn off your machine.

Other Features of Finder Version 4.1
The latest System Update not only updates the Finder, but also the
System and ImageWriter files. The new ImageWriter file permits
full use of the wide carriage version of the ImageWriter, and adds
a 50 percent reduction selection to the Page Setup option of File.
The half-size printouts are sharper (but smaller, of course) than
normal ImageWriter printouts.

The new Finder allows you to install a MiniFinder that is used
only to start up applications. To create the MiniFinder, just select
the applications you’ll normally use, then pull down Use Mini-
Finder from the Special menu. The MiniFinder will then be used
automatically when you quit an application or start up the system.
You can erase the Finder to free up disk space and use the
MiniFinder in place of it for starting applications. The MiniFinder
only lets you open applications, change drives, eject a disk, exit
back to the main Finder, or Shut Down the system. It's a small
program, though, so it’s quicker and more convenient when you
don’t need all the features of the Finder.

Hardware Options

The basic 128K Macintosh is quite a workhorse, but it does have
some limitations. The memory can be quickly filled by large
applications, requiring the Macintosh to resort to disk access as a
slow substitute for computer memory. But this can be impossible
if the disk is nearly full. You may never notice these limitations
when working with programs optimized for the 128K Macintosh,
programs like MacPaint and MacWrite, but the really powerful
applications like Word or Multiplan are memory-hungry. More and
more people are turning to Macintosh enhancements to beef up
their systems.

The Fat Mac
The so-called Fat Mac has 512K of memory, four times the mem-
ory of the 128K Macintosh, a half-megabyte—524,288 characters.
That’s enough memory to store most novels, more memory than
many mainframe computers have. It’s just enough to turn the
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Macintosh into an exceedingly powerful machine. The extra mem-
ory reduces the amount of disk access, so programs run faster,
sometimes much faster. It permits much larger documents in word
processing, huge spreadsheets, and ample buffers for uploading
and downloading in telecommunications. With the Switcher (see
Chapters 9 and 11), you can hold multiple programs in memory,
quickly switching between them, and cutting and pasting infor-
mation between them.

Most important, the 512K memory encourages software
developers to write programs that take advantage of this extra
memory and provides room for growth. Before long, even 512K
will seem like a paltry amount of memory, and Macintosh owners
will be clamoring for multimegabyte machines. (See Chapter 9 for
information on doing just that.) But in the meantime, we’ll have
to make do with more memory than most people know what to
do with.

External Disk Drive
An external disk drive can be an even more significant upgrade. It
simplifies, streamlines, and speeds up disk-to-disk transfer. It per-
mits you to have 400K of permanent storage available at any
time. You can fill one disk with applications and use another for
data storage. Apple has promised a double-sided 800K external
drive. This drive would use two read/write heads to read and
write to both sides of a 3-1/2-inch minifloppy. However, once
written to, the 800K disks may not be readable on a 400K drive,
limiting disk interchangeability.

Using a Hard Disk Drive

Figure 1-7. Mountains of Information

S

b
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You can use only one external drive, though, since there is only
one disk drive port, and with no port on the disk drive, there’s no
way to daisychain peripherals. If you need more than a total of
800K (400K internal, 400K external), or 1.2 megabytes (400K in-
ternal, 800K external), or find the speed of the disk drives a bit
too slow, you need to investigate using a hard disk.

Floppy disks are flexible plastic disks coated with magnetic
material like that used for cassette tapes. The thin disks are kept
either in a flexible plastic jacket, with a portion exposed for
read/write access (5-1/4-inch floppies), or are encased in a rigid
plastic case with a retractable metal cover that protects the
read/write access area (3-1/2-inch microfloppies). Floppy disks
must be floppy, since the read /write head touches the disk,
requiring the disk itself to flex under pressure. A rigid disk surface
would be seriously scratched or damaged by the constant pressure
of the head.

The disk inside the envelope spins at about 300 rpm, but this
speed varies, depending on where the drive is trying to read. The
drive speeds up when reading the inside tracks and slows down
on the outside tracks so that every track passes by the read /write
head at the same speed.

A hard disk (sometimes called a fixed disk) uses a rigid mag-
netic platter instead of a flexible disk. By spinning at more than
10,000 rpm, the rigid platter creates a tiny windstorm above it.
The read/write head floats on this buffer of air, only a few mi-
crons away from the disk surface. From this perspective, a speck
of dust is a boulder, and a human hair a sequoia. Fortunately,
hard disks use fans and filters to keep out most dust and smoke.

The hard disk permits much greater accuracy in placing the
read/write head, so data can be packed in much more compactly.
Access time is also improved, since the hard disk spins so fast. A
hard disk can store anywhere from 5 to more than 150 megabytes
(millions of bytes). The most popular sizes are 10 and 20
megabytes.

Hard disks can be very susceptible to damage, given the low
tolerance for dust. With the head so close to the disk surface, even
a small bump can bring the head crashing down onto the disk,
gouging the disk surface and plowing up millions of bits of data.
A power failure can also stop the disk from spinning, canceling
the air cushion before the drive has a chance to retract the head.
Here, too, you'd get a head crash. A head crash is disastrous,
since with a hard disk, you have all your eggs in one basket, so to
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speak. You need some way to copy the contents of a hard disk to
some other medium for safekeeping. It would take 25 Macintosh
3-1/2-inch disks to hold the contents of a 10-megabyte drive, so
some people go so far as to buy a second hard disk to back up the
first one. An alternative is the streaming-tape backup system, a
high-speed magnetic tape drive. Some people use a special system
that backs up hard disks onto ordinary videocassettes. These
backup systems can be expensive, but so is 10 to 40 megabytes of
information.

If you think managing your floppy disks is tricky, just wait
until you're working with 10,000,000 bytes. Most Macintosh hard
drives pretend to be a multiple of normal disks. The Finder works
as it does with floppy disks, displaying disk icons for the simu-
lated disks. It's especially important to use folders to organize
information on hard disks, or you’d have a desktop filled with
thousands of overlapping icons. The Macintosh can manage only
a limited number of disk icons and folders, though, so using a
hard disk on it can be cumbersome. Manufacturers are still
experimenting with ways to streamline the use of hard disks. A
new ROM and a new Finder from Apple are forthcoming, and
they should solve some of these problems.

Most Macintosh hard disks do not give a significant increase
in speed, either, since they must communicate via the serial port.
The serial port is plenty fast enough for disk drives, modems, and
printers, but is a serious speed bottleneck for use with a hard disk
drive. Even hard disks which are installed internally, attached di-
rectly to the computer circuitry, are not as fast as hard disk drives
used with other computers.

Hard Disk Manufacturers
Listed here are just some hard drive manufacturers. Like so much
concerned with the Macintosh, there are new products released al-
most every month. A good place to watch for these new products
is in computer magazines; Macintosh user groups (if there’s one in
your area) are another excellent source of information. The follow-
ing aren’t recommendations, just examples of some of the hard
drives currently available—more to give you an idea of pricing
and power than anything else.

The Tecmar hard disk was one of the first hard disks for the
Macintosh, so it’s especially popular. Many software packages use
the Tecmar drive as their standard, although they may work with
other hard drives. The Tecmar drive runs $1,990 for a 5-megabyte
removable cartridge, $1,995 for a 10-megabyte fixed drive, $3,290
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for a 10-megabyte fixed drive with a 5-megabyte removable car-
tridge, and $3,290 for a drive with two 5-megabyte removable
cartridges. Tecmar’s MacDrive’s speed is approximately 5 mega-
bits (610K) per second. They're available from Tecmar, Inc., 6225
Cochran Road, Solon, Ohio 44139.

Davong Systems manufactures 10-, 21-, 32-, and 43-
megabyte hard disks. Access time is 100 milliseconds for the 10-
and 21-megabyte drives, and 40 milliseconds for the 32- and 43-
megabyte disks. The Davong drives use a special utility program
called Volume Manager that permits you to partition the massive
amount of disk memory into individual volumes. Each volume is
used like a disk icon. The Volume Manager lets you combine vol-
umes to store your files more compactly. Prices are $1,950 for the
10-megabyte drive, $2,795 for the 21-megabyte drive, $3,395 for
the 32-megabyte drive, and $3,995 for 43 megabytes. Available
from Davong Systems, Inc., 217 Humboldt Court, Sunnyvale,
California 94089.

General Computer Company, originally a designer of Atari
arcade games and the 7800 Pro System, have engineered a unique
10-megabyte internal hard drive, called the Hyperdrive. The in-
ternal hard drive retains the Macintosh’s small footprint (amount
of desk space required). Since the unit is installed inside your
computer, you need to ship your Macintosh to General Computer
for the upgrade. They promise a one to two week turnaround.
Apple has recently announced that this does not void your Mac-
intosh warranty. General Computer can also install a memory up-
grade to bring your total memory up to 512K. They claim their
hard disk is 7 times faster than other Macintosh hard drives—
speed of 5 megabits (610K) per second—and 20 times faster than
the internal microfloppy drive. Unlike external hard drives, the
Hyperdrive leaves all rear ports open for other peripherals, and
it’s possible to start up your computer from the Hyperdrive. Price
is $2,795 with the 512K memory expansion, $2,195 without mem-
ory expansion. Available from General Computer Company, 215
First Street, Cambridge, Massachusetts 02142.

Iomega'’s Bernoulli box is a unique variation on hard disks.
Instead of using a read/write head that floats on a cushion of air
created by the high rpm’s, the rigid disk itself floats due to the
Bernoulli principle—the same principle that permits airplanes to
fly. The disk floats up to a stationary head. There’s no way for the
head to crash. If power is lost, the disk just softly falls away from
the head, solving a major anxiety for hard disk users. The Iomega
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Bernoulli box uses a removable cartridge. Each cartridge stores 5
megabytes, with a data transfer rate of 90K per second, not as fast
as most hard disks. Each cartridge is $59. The removable cartridge
means you can have an unlimited total amount of removable data,
and you can transport the media rather than the machine. The
Bernoulli box combines the best advantages of hard disks and
floppy drives. The price is $1,895, from Iomega Corporation, 4646
South 1500 West, Ogden, Utah 84403.

Printer Alternatives
Just as the bitmapped graphics screen is the key to the Mac-
intosh’s “what you see is what you get” concept, a printer that
can accurately reproduce the bitmap, or even improve on it, is a
must. Bitmapped printer graphics require lots of information, so
you need a fast printer. Apple’s ImageWriter meets these needs. It
has square pixels with a 1:1 aspect ratio, just as the screen does,
so it can produce output with proportions close to what’s shown
on the screen. But because it can print 1280 dots per line instead
of the Macintosh’s 512 dots per line, the ImageWriter can improve
on the display. In fact, when you print text to the printer, the
Macintosh actually uses a font twice the size of the text on the
screen and reduces it on the printer. For example, Geneva 12 is
printed on the printer as a reduced Geneva 24.

Despite the ImageWriter’s high performance, many people
don’t like being limited to one printer. Apple’s design makes it
difficult to use any other graphics or letter-quality printer with the
Macintosh, but clever engineers wouldn't let this go unchallenged.
The Macintosh versions of Okidata’s 92 and 192 printers are de-
signed to be perfectly compatible with the ImageWriter and Mac-
intosh, and at a lower cost ($499).

The ImageWriter does a fair job of approximating various
typefaces and styles, but is still not quite letter-quality. Figure 1-8
shows samples of both ImageWriter (left) and letter-quality (right)
print.

For many people, nothing less than print indistinguishable
from the venerated Selectric will do. This hampered the accep-
tance of the Macintosh into the office, until several third-party
manufacturers found ways to attach non-Apple hardware to the
Macintosh.

Microsoft’'s MacEnhancer is a hardware/software combination
that lets you attach a wide range of peripherals not normally
compatible with the Macintosh. The MacEnhancer supports one
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Figure 1-8. Print Comparisons
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Centronics parallel port (IBM PC compatible) for parallel printers,
and two RS-232 serial ports (also IBM PC compatible) for use
with serial devices such as modems, plotters, and serial printers. It
includes software that installs as a desk accessory, ready to pull
down from any application. You can use almost any dot-matrix or
letter-quality printer with the MacEnhancer, since the software
translates ImageWriter codes into those needed by your printer.
MacEnhancer is $249, available from Microsoft Corporation,
10700 Northup Way, Box 97200, Bellevue, Washington 98009.

With the right cable, a wide variety of RS-232 serial printers
can be attached to the Macintosh, but you have to use these print-
ers with software that can support them. For example, Microsoft
Word includes printer drivers for many popular letter-quality
printers. A new version of the Macintosh System program builds a
printer selection utility into the desk accessory menu, letting you
tell the Macintosh what kind of printer you're using. You can
print only text with many applications by selecting the Draft print
quality mode.

MacOffice Tomorrow
The Apple Macintosh is still growing. More and more software
packages are becoming available, new and powerful tools for the
Macintosh office. Page layout programs let you cut and paste to
create whole pages of text and graphics, and print them to the
ImageWriter or the LaserWriter. The LaserWriter itself is opening
up new, inexpensive opportunities for quality production work.
This laser printer can be linked with other Macintoshes, hard
disks, even IBM PCs, in a fully communicative office system net-
work (see Chapter 10 for complete details on this AppleTalk net-
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work concept). You can even run IBM programs on your Macintosh
with MacCharlie, a hardware emulator.

A lap portable ““Flat Mac” isn’t far away. The Macintosh of
the future may very well sport 5 megabytes of memory, 50 mega-
bytes of ultrafast online mass storage, a large, crisp, super-high-
resolution color screen, a 68020 microprocessor with mainframe
speed and flexibility, and new software to match this power. We'll
wonder how we ever got along without it.
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Once familiar with Macintosh’s easy-to-use
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% i operating environment, you're ready to take
{o@% @ full advantage of the system’s power and
re

flexibility in your own MacOffice. To accom-

plish this, you'll work with a sophisticated
group of four productivity programs developed by Microsoft, one
of the leaders in creating computer software: Word, a powerful
word processor; Multiplan, an electronic spreadsheet for financial
calculations and other quantitative work; File, a database infor-
mation management system; and Chart, a business graphics pro-
gram which also allows you to create charts and graphs from your
File and Multiplan programs.

Microsoft has tailored these packages to use all of the Mac-
intosh features. You'll find that each program is intuitively easy to
learn. As your experience grows and your requirements become
more demanding, you'll also be surprised at how these programs
grow with you. And many of their functions can be integrated to
bring even more utility to your work.

You'll also be introduced to MacTerminal, a telecommu-
nications program which lets the Macintosh communicate with
other computers. The documents and files you create with
Microsoft’s application programs can be sent and received by the
Macintosh using MacTerminal (or a similar telecommunications
package).

The following hands-on sessions will introduce you to the ba-
sics of these programs. By the end of this chapter, you'll see how
to use each one in a simple but practical application. In later
chapters, you'll learn in detail how to use them every day in your
own MacOffice, creating specific procedures, forms, and templates
which will save you time and increase your productivity.

A Note on Disk Drives
For ease of use, Microsoft recommends that Word, Multiplan, File,
and Chart be used with an external disk drive in addition to the
internal Macintosh drive. However, each of these applications is
fully functional with just the internal drive. The differences be-
tween the two are largely those of convenience and speed. With
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two drives, the documents and files you create can be placed on a
separate disk in the external drive while a copy of your master
applications disk resides in the internal drive. If you have only
one disk drive, you must go through additional disk swapping—
that is, exchanging disks to save, copy, and handle other disk
management processes. Disk swapping with one drive can become
a tedious process for some of the procedures you’ll learn. But the
benefits of these programs—even with one drive—outweigh the
inconveniences associated with swapping disks.

You'll be able to use all the procedures in this book no matter
what your disk configuration. The Macintosh will guide you in
virtually every action you encounter relating to disk management.
Your Macintosh manual has more information on this, and in later
chapters of this book you’ll learn some advanced application tech-
niques as well.

Each of the Microsoft applications is contained on a master
disk which has a special identification code that the Macintosh
must read when you start the program. You should make a copy
(or copies) of the master disks and use them rather than the mas-
ters. When you begin a session with one of the applications, the
Macintosh will ask for the master disk in order to read that identi-
fication code.

Making a Startup Disk

Making startup copies of the master disks is identical in each of
the four Microsoft applications. First, place the master disk in your
drive. After the program’s icon appears on the screen, choose Eject
from the File menu, then insert an initialized disk (preferably
empty) after the master disk has ejected. (If you have two drives,
simply place the master disk in the internal drive and the blank
disk in the external drive.) Drag the master disk icon onto the
other disk’s icon and release the mouse button.

A window will appear, asking whether you wish to replace
the contents of the second disk with that of the master disk. Click
OK, and your Macintosh will begin the process. Remember, if you
have any files on the second disk, they will be erased. If you have
a single-disk system, there can be more than 20 disk swaps to
complete the process. With two drives, no disk swaps are nec-
essary. For a fuller treatment of disk space and memory manage-
ment techniques, refer to Chapter 1 or the manual that came with
your Macintosh.
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(It's a good idea to take advantage of Microsoft’s Backup Disk
Order service. For ten dollars and proof of purchase, Microsoft
will send you a duplicate master disk for the application you
purchased.)

Microsoft Word

No matter what the requirements of your MacOffice, chances are
that Word will be the foundation of much of your work. Word is
the first serious word processor available for the Macintosh.
Whether you're writing a short memo or preparing a 200-page re-
port, Word lets you create and manipulate documents with ease.

Figure 2-1. Microsoft Word Document

Once familiar with Macintosh's easy to use operating environment, you
are ready to take full advantage of the system'’s power and flexibility in your
own MacOffice. The tools we will work with to accomplish this are a
sophisticated group of four productivity programs developed by Microsoft, a
leader in the creation of computer software.

Microsoft has tailored these packages to use all of the Macintosh
features. You will find that each program is intuitively easy to learn. As
your experience grows and your requirements become more demanding, you

will also be surprised at how these programs grow with you. Many of their

If you've never used a word processor, Word on the Mac will
bring an entirely new experience to your writing. Learning Word is
easier and faster than other word processors. And once freed from
the cumbersome process of handling office paperwork on a type-
writer, you'll wonder how you managed without Word and the
Macintosh.

If you're familiar with word processors for other computers,
you'll be pleased with the simplicity and freedom of creating,
editing, formatting, and printing documents with the Macintosh.
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The complicated command codes and special keyboard sequences
found on many other word processors have been replaced by a
menu system based on clear, descriptive terms written in every-
day English and controlled by the click of a mouse. There’s no
need to worry about running out of room with Word, since each
document is limited only by the amount of space on your disk—
as much as 50 to 60 pages of text.

Like most full-featured word processors, Word lets you type
your information on the keyboard, then make changes, move
blocks of text anywhere on the screen, and copy and save docu-
ments. The program also contains all of the other commands
which make a word processor so useful: adjusting text to the left,
right, or center; adding headers and footers to your documents;
searching and replacing text; placing footnotes and superscripts
and subscripts; and many more features.

But the Macintosh goes much further than other computers.
With Word, your documents may contain a variety of type styles,
called fonts, and different sizes of type as well. You're also free to
incorporate graphic images, files of data, and financial and statis-
tical information into your memos, letters, and reports by integrat-
ing Microsoft’s other programs into your Word documents.

Even very powerful writing, editing, and printing functions—
previously the domain of dedicated typesetting systems—are
yours with Word. Automatically number footnotes in documents.
Store blocks of text you often use, and then call them back with a
few clicks of the mouse. Use Word’s multiple windows to move
among different documents. Change the layout of your documents
onscreen to see them exactly as they’ll appear when printed.
These and many more options and features will quickly change
the way you deal with every aspect of writing and paperwork.

First Session—Word

When you're ready to write, Word is just the click

2 of a mouse away. Turn on the Macintosh, insert
2 your copy of the Word master disk, and in a mo-
4 ment you'll see the Macintosh desktop. Double-

click the Word icon to load the program into the
computer. Or make a single click on the icon to select it and then
click Open in the File menu. The Macintosh will instruct you
when it needs to read the identification code on the Word master
disk.

Microsoft Wor
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After waiting a moment for the program to load, you're ready
to begin writing. The Macintosh screen is your sheet of paper,
with the familiar menu bar at the top, as in Figure 2-2.

Figure 2-2. Word Opening Screen

& File Edit Search Character Paragraph Document

At the upper-left corner of your empty sheet of paper you'll
see a flashing vertical bar. This is the point at which text will be
inserted when you begin typing. Next to the vertical bar is a di-
amond, marking the end point of any text which will be entered.
Centered below the menu bar is the as-yet untitled filename for
the memo you're about to create. (In Figure 2-2, the label has
been replaced with the name Word.)

Slowly roll the mouse across your desktop. Notice that when
the onscreen moving pointer is in the text area of the screen, it
takes the form of an I-beam. When you move it off the text area,
it reverts to the familiar arrow.

Now type in the text just as you see it in Figure 2-3. As the
text reaches the right margin, it automatically jumps to the next
line. This feature is called word-wrap. You don’t need to use the
Return key until you reach the end of a paragraph. If you make a

mistake as you type, simply press the Backspace key to erase the
error.

Figure 2-3. Initial Draft of Memo
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[The initial results of our May 1 inventory have been very helpful in
determining the direction we should take during the next 12 months.
Simply put, we have seen amazing growth in the sales of our oversize trade
paperbacks, especially in the categories of art, travel, computer, and science
books. The mass market paperbacks have continued to sell well. Science
fiction and modern romance titles seem to be faring the best. Our hardback
book sales, however, were disappointing. We will have more detailed
information tabulated by category later this week.

Joan Smith, Manager ¢
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The text in