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go over to Multiplan and want to align your column headings to the
left, middle, or right of a column, the keyboard commands are
Command-F, Command-G, and Command-H respectively. In this
layout, the programmer found three keys in a row, both physically
and alphabetically. I'm more likely to remember the MacPaint way
of doing it, but if I use the Multiplan functions enough, sooner or
later they’ll become second nature.

A point I want to make about keyboard shortcuts is that you
shouldn’t feel obligated to use the mouse when a keyboard shortcut
you've mastered is handy. If you're typing away on a MacWrite
document and you wish to boldface a word, it is much more pro-
ductive for you to issue the keyboard command than to take a hand
away from the keyboard to pull down a menu with the mouse. By
the same token, you should not feel pressured into mastering the
keyboard commands immediately. It is more important that you
become familiar and comfortable with the flow of a program, using
the mouse to explore all the menus. Once you've established a
work pattern with the program, then keep a lookout on the menus
as you pull them down for keyboard equivalents. Slowly work the
keyboard commands into your work pattern, provided they fit log-
ically into improving your productivity with the program. The goal,
after all, is to accomplish more work in less time.

When looking at a new piece of Mac software, then, make it one
of your first tasks to pull down all the primary menus, which ap-
pear across the top of the screen of the program once you’ve started
it. Notice how many commands have keyboard equivalents. The
more the merrier.

4 4 4 4 4 4 Mouse and Keyboard Work Flow

Testing a new piece of software for the next criterion may take
some time, depending on the complexity of the program. What you
should look for is the flow of keyboard and mouse input such that
the steps for often-performed procedures involve either a string of
mouse maneuvers or a string of keyboard maneuvers. Avoid pro-
grams that force you to hop from keyboard to mouse to keyboard



to accomplish certain operations. Let’s look at some bad and good
examples.

Some of the worst instances of ergonomic gymnastics are in a
word processing program like MacWrite. Specifically, the motions
needed to select a word that is to be replaced by another typed
from the keyboard places inordinate demands on the hand. Let’s
say you're typing some text and realize that you want to substitute
a better word for one you left back in the last line. You must take
one hand away from the keyboard to move the text insertion
pointer to the errant word and double-click it to select it. Then you
have to come back to the keyboard to type in the new word. After
that, you must reposition the text pointer to the end of the docu-
ment or wherever else you want to perform further work.

Since a word processing program is so keyboard intensive (due
to its text entry demands), anytime there are mouse manipulations
involved, such movements should be strung together to keep your
mouse hand active for a few commands or pointings before releas-
ing the hand for the keyboard. Keyboard command equivalents
help reduce the need for mouse manipulations for a single com-
mand while entering text. Therefore, programs with many key-
board command equivalents will likely earn a high mark in keeping
your hands on the keys when it is most productive.

In contrast to the above example is Multiplan. This program not
only groups mouse movements together nicely, you also use the
mouse to establish a nice work flow with the keyboard. If you wish
to enter figures in two or more columns down a page, you can use
the mouse to select the block of cells into which your entries are
intended. The program knows that whenever a block such as this is
selected, text entry from the keyboard is to proceed in an orderly
fashion, left to right, across each succeeding row. Each time you
press the Enter key following a keyboard entry of figures or labels,
the cursor advances to the next appropriate cell in the sequence—
thereby eliminating the need to pick up your hand to move the
mouse to select the next cell.

My favorite programs, however, such as graphics programs like
MacPaint and MacDraw, are those that work almost entirely in a
single entry medium—in both these cases, the mouse. Except for
the entry of text blocks, there is practically no need to bring the
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mouse hand into contact with the keyboard. You still need the
keyboard occasionally for a press of the Shift, Command, or Op-
tion keys in conjunction with the mouse button, but all that can be
done with one hand on the mouse, the other on the keyboard.

4 4 4 4 4 4 Mouse Shortcuts

You should also seek out those programs that are designed with
shortcuts built in such that you don’t have to move the mouse
pointer across the entire screen just to perform a single function.
While the mouse is a relatively simple control to use, it is still de-
sirable to keep mouse movement and particularly the need for pre-
cision mouse movement to a minimum. MacPaint, Multiplan, and
Microsoft Word feature some wonderful mouse shortcuts worth
noting as examples of things to look for in new programs.

In MacPaint, for example, getting into FatBits by double-clicking
the pencil icon represents a saving over having to open a pull-down
menu to select the FatBits option. Similarly, the ability to get out of
FatBits by simply clicking the pointer anywhere inside the normal-
size drawing window is an ideal example of saving both lateral
movement to the pencil icon or to the pull-down Goodies menu.
And finally, while in FatBits, the shortcut of combining the Option
key with the pencil icon selection, turning the pencil pointer into
the hand for dragging the picture around, is pure design genius
when it comes to reducing the potential back-and-forth motion be-
tween selecting the pencil and hand icons alternately.

In Multiplan, a mouse shortcut helps speed scrolling in any di-
rection through a spreadsheet. By dragging the pointer to any side
of the window, the spreadsheet scrolls before your eyes. This sure
beats the precision necessary to shift the spreadsheet the correct
amount with the scroll bars.

And in Microsoft Word, a noteworthy mouse shortcut is the one
that selects complete paragraphs. Instead of carefully positioning
the text pointer at one end of the paragraph and dragging the se-
lected area to the opposite end, all you need to do is bring the text
pointer anywhere in the margin to the left of the paragraph and
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click the mouse button. Instantly, the entire paragraph is selected
for a further operation.

It may not be so easy finding mouse shortcuts while exploring a
fresh piece of software in a store. In some cases, the shortcut may
not even be covered in the program’s manual. Only by working
with the program on a daily basis will some of them surface. At
best, you can look to the program and its manuals and hope some-
where in the table of contents or index there is a listing under
“mouse shortcuts.”

4 4 4 4 4 4 Minimum Typing Requirement

We noted in Chapter 2 that with a single disk drive system, you will
be more likely to perform these all-important periodic saves of
your current document if you temporarily transfer a copy of that
document to your program disk. With that arrangement, you won't
have to bother swapping disks to make frequent save operations.
But no matter how many drives you have, you should also maintain
a backup storage disk for your documents, saving each updated
document to that disk after safely saving the document to your reg-
ular storage disk. On a well-designed Mac program, all this docu-
ment transferring should be handled from within the program
without typing a single character.

To illustrate how a program should handle this, use MacPaint or
MacWrite (and a storage disk) to follow along these steps:

1. Start up the Mac with your program disk, eject the disk, and in-
sert a storage disk with some documents on it.

2. Open a document icon.

3. Obey the dialog boxes for swapping disks between the storage
disk and the appropriate program disk.

4. Once you are in the program, with your document on the screen,
perform a Save As. .. command from the File menu.

5. On a well-designed program, the name of the document will al-
ready be shown in the document name blank, highlighted in re-
verse.
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6. To save the document to the current disk (the program disk will
also be preselected for you), either click the Save box or press
the Return key on the keyboard.

Step 5 is the key one. By having the name of the current docu-
ment already in the dialog box, you are spared the need of thinking
of what the name of the document is, and retyping it. As long as
that document name is in the box, you can eject and insert disks all
day long, making copy after copy on each disk.

In a dual-drive system, this will save time if you also maintain a
backup storage disk (as I recommend). When you are through with
your session, perform a Save As. .. command, select your external
drive, eject the main storage disk, insert the backup, and either
click the Save box or press the Return key on the keyboard.

Of course, if you wish to change the name of the document on
any of the copies you make, you can do it by simply typing the de-
sired name when the dialog box is displayed. Since the original



name is already selected (highlighted), the program should let you
start typing the new name immediately, while the old name disap-
pears—provided the program is following the editing conventions
described earlier in this chapter.

The test in the store, then, should go something like this.

= Start up the application and enter some kind of saveable data in
the program (numbers in a spreadsheet, words in a word pro-
cessing program, a data entry form in a database program, etc.).

s Perform a Save As. .. command.

s Assign a document name (your name or “test”) and save the doc-
ument,

s Make one more entry or edit onto the document currently on the
screen.

= Again issue the Save As. .. command.

m The dialog box should appear with your original document name
highlighted. If so, the program passes the minimum typing test.

s Try to rename the document by typing another document name.
If the old one disappears and the new letters you type appear in
the box, the program will probably pass the editing conventions
test as well.

4 4 4 4 4 4 Minimum Human Memory Requirement

As long as we're using the Mac’s powers to help reduce our typing
requirements, we should expect the Mac to help us reduce our re-
liance on memory for things we shouldn’t have to keep track of—
such as document names. To illustrate, I will use examples of one
way it should be and one way it most definitely should not be.
For my good example, I can take any of the Apple brand Mac
software. When I issue the Open command from the File menu
(from within an application), a dialog box appears on the screen
complete with a scrollable, alphabetical directory of documents
that can be opened from the application. To open any document, all
I need to do is bring its name into the little window and double-
click the pointer over it (I can also select the name and click the
Open box, but that takes more mouse movement than is neces-
sary). At most, you may have to decipher your own document
names if you didn’t adhere to the guidelines detailed in Chapter 2.
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In any case, this is the way to go when it comes to opening a docu-
ment from within an application,

An example of the worst-case possibility in opening a document
comes from Microsoft BASIC (the original version, 1.00). When
you select the Open option from the File menu, you are presented

with this dialog box.

r

& File Edit Control
s

Untitled

T W e W

Filename: 0K

ummand

All it does is ask you to type in the program name you wish to
load into memory. Unless you cancel, return to BASIC and type the
Files command (which displays a list of all files on the disk), you
probably won’t remember the precise program name you need.
This method violates both the minimum typing and minimum
human memory requirements for sound Mac programming. But
that doesn’t mean that some future programmers will avoid such a
waste of Mac power. Be on the lookout for these signs of sloppy
programming,.



4 4 4 4 4 4 Other Evaluation Tips

Beyond the special requirements Macintosh software should have,
there are other principles to follow when shopping for software,
regardless of the computer. Of particular importance are the soft-
ware’s manual and its intuitive operation.

The software manual is frequently the downfall of a great pro-
gram. There are a number of reasons for this, ranging from last
minute changes in the program that cannot be reflected in the
printed documentation, to a predominantly engineering focus on
the part of the software developer. It is also difficult to judge some
manuals while thumbing through them at the store. On quick pe-
rusal, the original Multiplan manual for the Macintosh version
seemed to have everything a good manual should have: screen il-
lustrations, a lengthy reference section for experienced users, and
an index. But when a novice user tries to learn to use the program
from the manual, it is clear that there are some gaps and incomplete
descriptions of key points.

One thing you should search for in the manual is a separate sec-
tion devoted to a tutorial. Even though the Mac is much simpler to
use than most personal computers, the software coming out for it is
very sophisticated. It takes a certain amount of hand holding for the
use and application of these programs to sink in for the first-time
user. The tutorial should not only lead you step by step through the
basic operation of the program, but it should also provide an ex-
ample of using the program in a real-world situation. I understand
a program much more quickly when | see precisely how the pro-
gram works with examples of the kind of work I do.

Intuitive operation of a program is a little easier to determine
while sitting in front of the program running on a store Mac. Ac-
tually, it’s something we all look for in a program—we’d rather be
able to sit down, turn on the computer, and start using the program
without ever cracking the manual.

[f you know the general category into which a progam falls—fi-
nancial modeling, word processing, database, graphics, etc—then a
truly intuitive program should provide enough information on
screen and in the pull-down menus to lead you through a rudi-
mentary application of the program.

Evaluating Mac Software
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When you first try a program, take a moment to look at the
opening screen. Programmers will be using the Mac’s high resolu-
tion graphics more and more to portray an explicit visual environ-
ment that replicates something you might find on a nonelectronic
desktop—like the Habadex phone directory. Ask yourself if the
onscreen metaphor is self-evident.

Next, pull down each menu and study the options in each. Are
they grouped logically according to the name at the top of the
menu? Do the options, themselves, make sense to you in the con-
text of the program? Or are they ambiguous? | foresee Mac menu
specialists evolving soon, whose sole purpose is to squeeze the
meaning of a command description into fewer than ten characters
so it will fit inside a menu column.

Select those menu options followed by three periods (such as
Save As ...) to study the dialog boxes which follow. Not only
should they offer you many options (including the Cancel option),
but the options should be clearly labeled so you can understand
them. Now, don't expect to understand every option, especially in a
program designed for a specialty you're not trained in. It is per-
fectly normal for a program designer to build into a professional
program the terminology that a professional works with daily. That
is a logical extension of the metaphor to the real-world work en-
vironment the Mac can depict.

Finally, try to work with the program without studying the man-
ual. You might not get too far, but the further you get, the more in-
tuitive the program will be for you. That means that even after
you've studied the manual, you will be able to find your way out of
difficulty by searching for a menu choice, rather than tearing
through the manual for help.

I've worked with a lot of different computers over the years, and
have torn the wrappers off hundreds of program packages. But
today, when I'm presented with a batch of new software for several
machines, I invariably reach for the Mac software first. Perhaps it's
because | know that I'll probably be able to get something out of it
without cracking the manual. Or maybe it’s because programs for
other computers are looking all the same, while a new Mac soft-
ware program is almost an odyssey to a software designer’s imagi-
nation. Whatever the reason behind my enthusiasm for new Mac
software, however, | must temper it—as should you.
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Now that Mac software is far more diverse and plentiful than in
its early days, it is very important for us all, as software consumers,
to be very critical and selective in our choices. Put a prospective
program through its paces with precisely the kind of work you do,
whether it be college coursework or a board of directors presenta-
tion. Shun programs that are all show and no substance. Embrace
those that do the job elegantly and productively. The more we de-
mand of software developers, the more they will respond in the fu-
ture by pushing the state of the Mac programming art to its limits.

We'll all benefit from that.
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THIS DISCUSSION IS for experienced computer users—those who come
to the Macintosh after struggling their way up the ladders of knowledge
by learning CP/M on their Osborne 1 or learning MS-DOS on an IBM PC
or compatible. I come from the second group. I cut my hard-core comput-
ing teeth on an IBM PC, fighting my way through the buggy and feature-
less PC-DOS 1.00 (IBM’s version of MS-DOS), the upgraded DOS 1.1,
and learning all the vagaries of the substantially improved DOS 2.0/2.1
series. | recognized that the quickest way to become comfortable with life
on a PC was to become comfortable with the operating system—mem-
orizing its commands and nuances, conceiving of new methods to utilize
batch files for ease of use.

Then came Macintosh. It was, according to Apple, for “the rest of us.”
That is to say, for those who have nof dug their way into the guts of an
operating system. Boy, were they right! I had become so enmeshed in a
traditional operating system that the knowledge of keyboard commands,
filename restrictions, disk drive names, and diskette formatting choices
actually inhibited my feeling comfortable with the Macintosh. In talking
to other converts from MS-DOS and CP/M computers, it seems that the
more you know about an old-fashioned disk operating system, the more
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difficult a time you have warming up to the Mac. You must literally “un-
learn” everything you know about an operating system to feel at home on
the Mac desktop.

4 4 4 4 4 4 Who's in Charge?

[ think the main difference between DOS and the Mac operating environ-
ment is that with DOS you must continually be on your toes, always in
firm control over the destiny of files, filenames, and disk drives. This
means that in your mind, you are doing a lot of double-checking about the
commands you're issuing. DOS forces you to do the thinking for the
computer. The Mac, on the other hand, does most of the thinking for you.
The vague, jargon-filled, housekeeping tasks of DOS are performed auto-
matically for you by the Mac operating environment. In return, experi-
enced DOS users feel like they've lost control over the Mac because they
don’t have the feeling of direct access to the functions that comprise DOS.
Let’s take a look at some examples.

When you buy a box of 5% inch disks, you know that you'll be ahead of
the game if you format the whole box at one sitting. That way, you won't
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run the risk of running out of blank disks and having to stop your appli-
cation to format a new disk. If you've mastered DOS, you know that you
can specify a few ways to format a disk: as single or double-sided, as an 8-
or 9-sectored disk, with or without DOS copied to it, and in whatever disk
drive is available. That's the power you have over these disks. After each
formatting, the disk is checked, and you get a readout of the space avail-
able on the disk before proceeding.

But with the Mac, a DOS junkie gets nervous with a new box of disks to
discover that there is no menu choice for formatting disks. Cold sweat
runs down the back. You're so accustomed to issuing commands, and re-
sponding to a prompt to insert the blank disk that it seems entirely unnat-
ural to do it otherwise.

Actually, the Macintosh way of initializing disks makes more sense.
Simply insert a blank disk as you need it, even before a critical Save oper-
ation. The Mac operating environment recognizes that it is not yet initia-
lized, and asks you whether you indeed want to initialize it. If so, you
simply click the OK response and type in the name for the disk when
prompted. You don’t have to quit the program you are working on. You
don’t have to worry about whether the blank disk is in drive A: or B:, or
whether the FORMAT program is on your current program disk. You
don't have to remember which of the several possible parameters you
want,

How about erasing a disk file to open up space on the disk? With DOS,
you issue the ERASE command with the filename to be deleted, and then
instantly issue a CHKDSK command to see how much space is now avail-
able on the disk. On the Mac, however, you can drag an unwanted file to
the Trash and watch it disappear from the desktop. But to your surprise,
the amount of available disk space displayed in the disk window does not
change. That’s because the file isn’t fully removed from the disk until you
either empty the Trash (from the Special menu) or eject the disk. The
minute you choose Empty Trash, the disk space listing is updated.

Of course, this may seem like a frustrating, extra step in an otherwise
straightforward operation. But what’s happening here is that the file in re-
ality is untouched until you perform a deliberate, second act of deletion
(Empty Trash). It’s a safeguard built into the Mac operating environment
to let you recover from what might otherwise be a tragic error. Once you
ERASE an M5-DOS file, only the help of a Norton Utilities program will
let you laboriously recover the accidentally erased data on the disk—a slip
of the digit while performing the ERASE command might accidentally rub
out the wrong file. But with the Mac, you always have a second chance to
dig that file out of the Trash and put it back on your desktop.



And then there are cases in which there is no equivalent in the Mac
operating environment for a DOS command. One DOS command | sorely
missed when experimenting with the Mac was the TYPE command, which
displays the contents of any file on the screen without starting up any ap-
plications program. Taking that power away from me felt like burdening
me with ball and chain. But I realized that more often than not, [ used the
TYPE command to see what the cryptic file name meant without loading
the program disk. But the Mac gives you more room to name and describe
the contents of a file than you’ll ever use. So why bother looking at a raw
data file?

4 4 4 4 4 4 Letting Go

After working with the Mac for quite a while, I realized that the only way
to feel comfortable with the strange environment was to roll with it. Each
time [ thought I was losing control, | stopped to examine the operation |
thought I wanted to do, and how the Mac handles the operation. I discov-
ered that in most cases, the Mac did an excellent, and a much more auto-
matic, job of those functions than M5-DOS ever could. I also discovered
that I no longer had to keep track of a lot of disk and file nonsense that
MS-DOS insisted | remember to prevent making a DOS mistake.

The Macintosh operating environment, I've concluded, has been care-
fully crafted to take into account the possibility that its users will not be
inclined to remember things about disks and files—therefore the environ-
ment had to be made much more forgiving and more anticipatory in its
actions. It reaches out to the user, instead of sitting back with a smug A>
prompt. It removes from the user the burden of memorizing commands,
specifying file names and gibberish parameters, and creating all kinds of
tricks to try to make the operating system as automatic as possible.

The final point, I guess, is that the Mac’s operating system is so well in-
tegrated into its overall onscreen presence that there is barely any recog-
nizable operating system in effect. You're not at an operating system level
one minute, and at an applications level the next. You're either surveying
your entire computing work area (the desktop) or focused more closely on
one job (the application). If something akin to an operating system func-
tion needs doing along the way, the Mac alerts you and guides you ever so
gently through whatever the procedure is.

That, in conclusion, is the essence of unlearning M5-DOS or CP/M
when moving over to the Mac. Simply forget everything you learned
about personal computers, and let the Mac lead you through it all.
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acoustic modems, 232-33, 234
active drive, 63
active window, 76
Alarm Clock, 107-11
setting alarm on, 110-11
setting time on, 108-10
algebraic logic, Calculator’s use of,
114
aligning objects, 156-57, 198, 258
Align Middle command, 198
Apple logo, 23, 27
Applemodem, 233
Apple 11, text file transfers with,
241-42
Apple Ilc, 241-42, 253
Apple Ile:
open architecture of, 222-23
serial adapter card for, 241
AppleWorks, 242
Applewriter, 242
applications (program) disks:
backup (working) copies of, 41-42,
47-54
keeping separate storage and, 42,
88, 101
System file on, 19
transferring control to, 26-30
see also specific programs
architecture, computer, 222-23

ASCII (American Standard Code for
Information Interchange), 216,
226, 229, 230, 241, 243-44

Asynchronous Communications card,
234

Athens font, 22, 46, 163, 185, 193-94

Auto Wraparound, 239-40

Backspace key, deletions made with,
177-79
backup disks:
of applications programs, 41-42,
47-54
copying individual documents to,
33-34
of copy-protected disks, 53-54
of storage disks, 49
BASIC, Microsoft, 53, 245, 247, 264
battery, 107-8, 119
baud, 227
beep:
from Alarm Clock, 111
after turning Mac on, 18
volume of, 17, 123
BINHEX programs, 247
birthday party invitations, 164
blank formats, 188-89
bold-faced characters, 164, 174
bps (bits per second), 227
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cables:
construction of, 248-53
DB-25 connectors and, 249, 253
DIN connectors and, 242, 253
gender of, 235, 238, 250
for Macintosh-to-Apple Il connec-
tion, 241-42, 253
for Macintosh-to-IBM PC connec-
tion, 234-35
for Macintosh-to-Model 100 con-
nection, 237-38
ribbon, 250-53
for testing file compatibility, 243
Cairo font, 46, 50, 52, 158-61, 162,
163, 164
Calculator, 113-14
Centronics parallel interface, 224-25
character set, 114-19
hidden characters in, 162-65
Chicago font, 45, 46, 163, 185
circles, drawing of, 138-40, 191
class notes, organization of, on stor-
age disk, 102-3
Clean Up command, 98
Clipboard, 30, 38-39
Cut command and, 177
as data transfer medium, 207-8
deletions made without effect on,
177-78
macros in, 177, 187-88, 205
and picture transfers from Mac-
Draw to MacWrite, 214
RAM, 207-8
removal of, from System Disk, 44
Scrapbook vs., 104, 207-9
and text transfers from MacWrite
to MacPaint, 215
and text transfers from Multiplan
to MacWrite, 217, 218
clock:
alarm, 107-11
on control panel, 119
Close All command, 41, 66, 79
closed architecture, 222
Command key:
marquee with, 136-37
pencil icon with, 14
word processing keyboard short-
cuts with, 172-76
Command-Shift-3 snapshot com-
mand, 64, 214-15

communications programs:
for Macintosh-to-Apple Il connec-
tion, 241
for Macintosh-to-IBM PC connec-
tion, 234, 235-37
for Macintosh-to-Model 100 con-
nection, 238-40
modems and, 233
CompuServe, 240, 245-48
control codes, 228-29, 230-31
Control Panel, 119-24
beep volume and, 123
clock feature of, 119
designing desktop with, 121-22
keyboard and, 123-24
mouse and, 120-21, 122-23
text insertion pointer regulated
with, 120
Copy command, 138, 150, 173-74,
199, 217, 257
for word processing, 173, 174
copying:
of applications disks, 41-42, 47-53
of complete disks, 31-33
of fonts, from Multiplan to Fonts
file, 43, 46-47, 50
of fonts, from System file to Fonts
file, 44-46
of individual documents, 33-34
of System Disk, 42-47
copy-protected software, 42
backup (working) copies of, 53-54
hard disks and, 72
RAM disks and, 68
copyright symbol, 115
corners, rounding of, 145-46, 149-50,
193, 194
Corvus 10 megabyte fixed disk sys-
tem, 70, 71
CP/M operating system:
software for, 254-55
unlearning of, 268-71
cross-hair pointer, 147-48
currency symbols, 115, 162
curved shapes, combining of, 151-53
Cut command, 100, 156, 257
for word processing, 173, 174

daisywheel printers, 230
database programs:
file transfers of, 244
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database programs (Continued)
macros in, 187-88
data bits, 226
Data Communications Equipment
(DCE), 233, 249
Data Terminal Equipment (DTE), 249
data transfer, 206-11
advanced concepts of, 210-11
basic concepts of, 207-10
of pictures, 211-15
of text, 215-21
Davong MacDisk, 70
DB-25 pin connector, 249, 253
DCE (Data Communications Equip-
ment), 233, 249
default drive, 63
Delphi, 247, 248
Desk Accessories, 22-23, 103-25, 208
on applications disks, 27-29
see also specific accessories
desktop:
background pattern of, 17, 121-22
basic organizational skills for,
77-80
document names and, 96-100
fundamentals of, 74-96
management of, 74-125
organization plan for, 88-94
placement of folder windows on,
91-93
placement of program disk win-
dows on, 88-89
placement of storage disk windows
on, 90
reducing disk swapping on, 37-41
window edges on, 82-87
Diablo printers, 232
dialog box:
in changing drives, 63
in copying individual documents,
33
in creating working MacWrite
disk, 51
in creating working System Disk,
44, 45
in evaluating software, 266
in loading MacPaint documents, 35
opening documents via, 60-61
and removal of disk icon from
desktop, 37
in Save As. .. operation, 59

dialog box (Continued)
swap disks prompt from, 39
in text transfers from Multiplan to
MacWrite, 217
truncated file names in, 98-99
DIF (Data Interchange Format) files,
209
DIN connectors, 242, 253
direct-connect modems, 232, 233
Disk Copy utility, 31-33, 43
512K Mac and, 33, 43-44
in MacWrite, 49
in making backup applications
disks, 47-48, 49, 51, 53
second disk drive and, 43-44
disk drive, second, 29, 63-67
changing drives and, 63-64
copying disks with, 48
copying individual documents
with, 34
Disk Copy utility and, 43-44
ejecting disks and, 65-67
opening documents with, 64-65
disk drive, testing for presence of
disk in, 18
disk-drive connector, 223
disks:
copying of, 31-33
ejection of, 65-67
initializing of, 30, 43, 48, 56-57
management and handling of,
16-73
opening of, 76
transferring control among, 24-30
disk swapping:
copying disks and, 31-33
copying individual documents and,
33-34
with finesse, 62
loading documents and, 34-37
reducing of, on desktop, 37-41
reducing of, while working on ap-
plications, 58-62
transferring control and, 24-30
understanding process of, 30-37
documents:
closing of, 37
copying of, 33-34
fonts for names of, 98
loading of, 34-37
naming of, 96-99
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documents (Continued)
opening of, with two disk drives,
64-65
organizing of, on storage disk,
100-103
renaming of, 99-100, 179
saving of, 35-36
stamping date and time on, 81,
107-8
streamlined opening of, 60-61
DOS files, 243
Drive button, 63-64

DTE (Data Terminal Equipment), 249

Eject command, 65-67

electronic desktop, see desktop
Empty Folder, 76

Epson printers, 232

escape codes, 228-29, 230-32

even parity bits, 228

exponential notation, 114

external drive, see disk drive, second

FatBits:
approximating tiny text with,
116-69
Cairo font and, 159
in combining linear shapes, 149
corners rounded with, 146, 150,
193, 194
letterhead design and, 191-94, 196
in making MacPaint rulers, 128-31,
133, 134, 135
and picture transfers from Mac-
Draw to MacPaint, 213
shadowing and, 197-98
speeding in and out of, 143-45
female gender changer, 235
financial modeling, separate storage
disk for, 101
Finder, 23-24
amount of memory used by, 23
in copying individual documents,
34
face of, 24
hard disk systems and, 71
in loading documents, 36-37
overhead of, on storage disks, 58
phantom disks and, 41
Select All command and, 65
in transferring control between
disks, 24-30

Finder (Continued)
versions of, 27, 165
512K Mac, 67-69
copying disks with, 33, 48, 51-52,
53
Disk Copy utility and, 33, 43-44
loading MacPaint documents with,
37
RAM disks with, 67-69
flashes, control of, 120
Flip Horizontal command, 131
Font Mover, 21-22, 42-47, 52
fonts, 19-22
controlling style of, from key-
board, 174-76
for document names, 98
graphics features of, 158-65
for high quality printing mode,
184-87
for MacPaint, 43, 50, 52, 158-69
noting selection of, on Note Pad,
113
proportional spacing of, 98
recommended, for text work,
50-51
selection of, for word processing,
180-84
selection of, Paste operation and,
116-17
size of, and text transfers from
Multiplan to MacWrite, 219-20
smallest of, 166, 167
space needed for, in System file,
1931,:23
true vs. untrue, 181-84
in working System Disk, 43-47
see also text; and specific fonts
Fonts file, 21-22, 42
transferring fonts to, 43-47
footer techniques, 202-4
foreign language letters and accents,
115, 116, 117, 162
formats, page, 188-89
formatted values, 217-18
Forth, 245, 247
free software, 245-48

General Computer Company, 72

General Videotext, 247

Geneva font, 21, 22, 45, 46, 50, 163,
182, 184, 185, 186
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graphics:
data bit length for, 226
separate storage disk for, 101
see also MacPaint

Grid function, 157-58

Habadex phone directory, 266
hand icon, 143, 145, 198
hard disks, 69, 70-72, 73
advantages of, 71
disadvantages of, 71-72
Hayes direct-connect modem, 233
Hayes Smartmodem, 233
header techniques, 202-4
high quality printing mode, 184-87,
230
HyperDrive, 72

IBM PC:
ASCII file transfers with, 244
open architecture of, 222
text file transfers with, 234-37
icon directories, 77-80, 81
icon method, opening documents
with, 60-61
icons:
flashing of, 120
rounding corners of, 145-46
Imagewriter cable, 234-35, 237-38
Imagewriter printer:
communications speed with, 227
escape codes on, 229
font selection and, 51, 183
lines per page with, 202
ruler measurements calibrated
with, 128
Imagewriter program, 229-31
with non-Imagewriter printers,
230-32
removal of, from System Disk, 44
initializing disks, 30, 43, 48, 56-57
interfaces, 224-25
see also serial ports
Interrupt button, 39
intuition, in evaluating software,
265-66
Invert command, 196
italics, 164, 174

keyboard:
accessing full character set from,
14-19

keyboard (Continued)
commands on, in evaluating soft-
ware, 257-58
flow of mouse and, in evaluating
software, 258-60
repeat rate of keys on, 123
shortcuts with, for word pro-
cessing, 172-77
Keyboard Touch, 123-24
Key Caps, 114-19, 162

LaserWriter, 171, 182
lasso:
in combining shapes, 151, 152, 191,
192, 193, 194, 195
in drawing circles, 138-40
in making MacPaint rulers, 131,
133, 134, 135-36
marquee vs., 140-43
letterhead designs, 162, 164, 189-201
linear shapes, combining of, 146-51
London font, 163, 185
Los Angeles font, 163, 164, 185
Lotus Jazz, 214

MacDraw, 171, 172
adding new fonts to, 43
MacPaint vs., 210-11
mouse and keyboard flow in,
259-60
picture transfers from MacPaint to,
213-14
picture transfers to MacPaint from,
213
picture transfers to MacWrite
from, 214
MacForth, 247
Macintosh Accessory Kit, 233-35
Macintosh XL, 69, 73
MacPaint, 126-69, 171, 172
adding new fonts to, 43, 50, 52
aligning objects with, 156-57
approximating tiny text with,
165-66
circles drawn with, 138-40
curved shapes combined with,
151-53
designer aids for, 143-58
FatBits in, see FatBits
fonts for, 43, 50, 52, 158-69
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game images on, 214-15
Grid function and, 157-58
letterhead design and, 189, 190-99
library of built-in shapes, 146
limit on size of pictures transferred
to, 214
linear shapes combined with,
146-51
loading documents with, 34-37
MacDraw vs., 210-11
maps drawn with, 141, 151-53
marquee vs. lasso in, 140-43
mouse and keyboard flow in,
259-60
organizational charts constructed
with, 147-51
picture transfers from anything to,
214-15
picture transfers from MacDraw
to, 213
picture transfers to MacDraw
from, 213-14
picture transfers to McWrite from,
211-13
RAM disks and, 67-68
repositioning large paintings with,
153-56
rulers for, 127-36
Scrapbook and, 52, 107, 127-28,
136
softening corners with, 145-46,
149-50
speeding in and out of FatBits
with, 143-45
stretching and shrinking images
with, 136-38
temporary files and, 35, 37, 64
text transfers from MacWrite to,
215-16
whales drawn with, 51-53
working copy of, 151-52
macros, on Clipboard, 177, 187-88,
205
MacTEP (Macintosh Terminal Emu-
lator Program), 240
MacTerminal:
accessing CompuServe with, 247
acoustic modems and, 234
in data transfers to other com-
puters, 235-37, 238-40
Macwerld, 70, 248

MacWrite, 171-72
adding new fonts to, 43, 50-51
ASCII file transfers and, 244
Command key functions with,
172-76
deletions made with, 177-79
file compatibility and, 242, 244
freeing up disk space on, 49-50
header and footer techniques for,
202-4
Key Caps and, 116, 117-18
picture transfers from MacDraw
to, 214
picture transfers from MacPaint to,
211-13
RAM disks and, 67-68
removing unnecessary fonts from,
50
replacing text with, 179-80
rulers and, 204-5
selecting chunk of text for viewing,
176-77
selecting fonts for, 180-85
style menu for, 174-75
text transfers from Multiplan to,
216-21
text transfers to MacPaint from,
215-16
tips for, 201-5
top and bottom margins created
with, 202-3
working copy of, 47-51
see also word processing
MacWrite/MacPaint:
when to use, 52, 53
working copy of, 52-53
maps, drawing of, 141, 151-53
marquee:
lasso vs., 140-43
in making MacPaint rulers, 129,
131, 134
stretching and shrinking images
with, 136-37, 165, 167-68
and text transfers from MacWrite
to MacPaint, 216
Master disk code, 53
mathematical symbols, 115, 117
MAUG (Micronetworked Apple
Users Group), 240, 245-48

MEMO BLANKS, 189, 200
memos, formatting of, 188-89
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Microsoft BASIC (MS-BASIC), 53,
245, 247, 264
Microsoft Chart, 72, 101
data transfer and, 209
Microsoft Word, 43, 171, 172
ASCII file transfers and, 244
command-key shortcuts for,
175-76
mouse shortcuts for, 260-61
replacing text with, 179-80
selecting fonts for, 180-85
and selection of untrue fonts, 182
see also word processing
modems:
acoustic, 232-33, 234
baud of, 227, 233
as Data Communications Equip-
ment, 249, 252
direct-connect, 232, 233
intelligent, 233
non-Apple, 232-34
serial ports for, 223, 224
Monaco font, 21, 45, 46, 133, 163,
166, 167, 182-83, 184, 202
Moore Business Center, 235
mouse:
Control Panel and, 120-21, 122-23
flow of keyboard and, in evaluat-
ing software, 258-60
integration of, into programs, 19,
258-61
shortcuts with, in evaluating soft-
ware, 260-61
tracking of, 122-23
word processing and, 171, 172, 259
MS5-DOS operating system:
software for, 254-55
unlearning of, 268-71
Multiplan, 42, 72
bottom-line numbers in, 221
data transfer and, 209, 216-21
file compatibility and, 242
importing new fonts from, 43,
46-47, 50
mouse and keyboard flow in, 259
mouse shortcuts in, 260
numeric entry with, 114
separate storage disk for, 101
text transfers to MacWrite from,
216-21
musical notation, 163, 164

NEC printers, 232
New York font, 21, 45, 50, 51, 163,
180-81, 184-86, 194, 202
no parity, 228
Norton Utilities program, 270
Note Pad, 111-13
flipping through pages of, 112
noting font selection on, 113
removal of, from MacPaint System
Folder, 52
removal of, from MacWrite/Mac-
Paint System Folder, 53
removal of, from MacWrite Sys-
tem Folder, 49
removal of, from System Disk, 44
Scrapbook vs., 111-12
size of, 112-13
text insertion pointer on, 120

odd parity bits, 228
Okidata printers, 229-30
open architecture, 222-23
Open command, 64
Open Footer command, 203
operating systems:
CP/M, 254-55, 268-71
Finder as, 23-24
MS-DOS, 254-55, 268-71
Option key:
hidden characters accessed with,
159, 162
in making MacPaint rulers, 129,
131, 133
miscellaneous characters accessed
with, 115-16, 118-19
shortcuts in MacPaint with, 145
organizational charts, construction of,
147-51

page formatting, 188-89
page layout programs, 212
paint bucket, 144
parallel interfaces, 224-25
parameters, communications, 225-28
parity, 227-28
Paste command, 116-17, 136, 138,
156, 215, 218, 257
for word processing, 173-74, 199,
205
PC-Talk III, 235, 237
PC World, 24
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pencil icon, 143-45, 260
in combining linear shapes, 49
in making MacPaint rulers, 128
pfs:File, 68, 72
pfs:Report, 68, 72
pfs: series, 209
phantom disks:
Eject command and, 66
eliminating swaps with, 40-41
picture transfers, 211-15
from MacDraw to MacPaint, 213
from MacDraw to MacWrite, 214
to MacPaint, 214-15
from MacPaint to MacDraw,
213-14
from MacPaint to MacWrite,
211-13
plug-in boards, 222-23
pole position, 25, 106
power failures, 35
power switch, 39
printer drivers, 229-32
printers:
daisywheel, 230
non-Apple, 228-32
serial ports for, 223, 224
software control of, 229-32
see also Imagewriter printer
program disks, see applications disks
programmers, use of ROM by, 18-19
Programmer’s Switch, 39-40
program segments, 69
proportional spacing, 98
Puzzle, 124

question mark icon, 18, 21, 40

Radio Shack TRS-80 Model 100, text
file transfers with, 237-41
RAM (Random Access Memory), 19
Clipboard in, 207-8
in copying disks, 31, 33
in copying individual documents,
34
Finder loaded into, 23-24
in loading documents, 35
RAM disks, 67-69
rectangle icon, 147-48, 192
rectangles:
combinations of, 147-51
in MacDraw vs. MacPaint, 210-11

rectangles (Continued)
softening corners of, 145-46

Reset button, 39-40

resetting, 39-40, 47, 48, 77, 79

ROM (Read Only Memory) software,

18-19

Rotate command, 134

RS-232C standard, 248-49

R5-422 standard, 248

rulers, MacPaint, 127-36
horizontal, 128-33
numbering of, 133, 135
vertical, 133-36

rulers, MacWrite and, 204-5

San Francisco font, 162, 163, 185
Save As. . . operation, 37, 59-60, 63,
102, 200, 201, 261-63
naming documents during, 97
Save operation, 35-36, 37
saving, without disk swpaping, 58-60
Scrapbook, 104-7
Clipboard vs., 104, 207-9
as data transfer medium, 207-9
as “Disk” vs. “Desk” Accessory,
106
MacPaint rulers kept in, 127-28,
136
Note Pad vs., 111-12
removal of, from MacPaint System
Folder, 52, 107
removal of, from MacWrite/Mac-
Paint System Folder, 53
removal of, from MacWrite Sys-
tem Folder, 49, 107
removal of, from System Disk, 44
scrolling through, 106
word processing vs., 105
scroll bars, 80, 105-6, 176
scrolling:
in MacWrite, 176-77
in Multiplan, 220, 260
through Scrapbook, 105-6
Seattle file, 42
Seattle font, 43, 47, 50, 51, 182, 183,
184, 185, 186
second disk drive, see disk drive, sec-
ond
Select All command, 65, 67
serial communications, 224-28
parallel vs., 224-25
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serial communications (Continued)
parameters for, 225-28
speed of, 227
serial ports, 72, 223-24
configuring of, 227-28
for Macintosh-to-IBM PC connec-
tion, 234
for Macintosh-to-Model 100 con-
nection, 237-38
parallel vs., 224-25
pins in, 248-53
serial-to-parallel converters, 225
Set Startup command, 96
shadowing, 174, 197
Show Page command, 153-56, 215
software, 254-67
for CP/M operating system,
254-55
desirable features in, 256-67
editing conventions in, 256-57
free, 245-48
intuition and, 265-66
keyboard commands in, 257-58
memory requirements of, 263-64
mouse and keyboard workflow in,
258-60
mouse shortcuts in, 260-61
for M5-DOS operating system,
254-55
typing requirements of, 261-63
software manuals, 265
Software Publishing Corporation, 72,
209
soldering, of cables, 250, 251, 253
source disks, 31
Special Interest Group, CompuServe,
240, 245-48
spraypaint can, 14
squares, softening corners of, 145-46
standard paragraphs, 188
startup disk, 25
hard disk as, 72
stationery, creation of, 162, 164,
189-201
stop bits, 227
storage disks:
backups of, 49
copying System Folder to, 58, 88
initializing, 56-57
keeping separate program and, 42,
88

storage disks (Continued)
loading documents from, 34-37
organizing documents on, 100-103
separate, for each applications pro-
gram, 101
system bus, 222, 223
System Disk, 77-80
Finder on, 26
System file on, 19, 21
working copy of, 42-47
System file, 19-23
copying fonts to Fonts file from,
44-46
opening of, 19
size of, 19
System Folder, 17-24, 76, 77-80, 208
with complete Fonts file, 43-47
coying of, to storage disks, 58, 88
removing unnecessary files from,
49, 52
on startup disk, 25
transfer of, from disk to disk,
24-30

tab settings, in text transfers from
Multiplan to MacWrite, 219, 220
target disks, 32
Tecmar MacDrive 5 megabyte car-
tridge hard disk, 70
TELECOM Program, 238-41
temporary files, MacPaint and, 35,
37, 64
Texas Instruments TI-855 printer,
229
text:
alignment of, in MacPaint, 156-57
bold-faced, 164, 174
data bit length for, 226
deletion of, without cutting,
177-79
italicized, 164, 174
recommended fonts for, 50-51
replacement of, 179-80
tiny, 165-69
underlined, 164, 174-75
see also fonts; word processing
text directories, 81
text file transfers, 234-42
with Apple I, 241-42
with IBM PC, 234-37
with TRS5-80 Model 100, 237-41
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text pointer, 100, 120, 218
text transfers, 215-21
from MacWrite to MacPaint,
215-16
from Multiplan to MacWrite,
216-21
time, documents stamped with,
107-8
Toronto font, 45, 162, 163, 185
Trash:
phantom disks disposed in, 41
placing unnecessary MacPaint files
in, 52
placing unnecessary MacWrite
files in, 48-49
placing unnecessary
MacWrite/MacPaint files in, 53
placing unnecessary System Disk
files in, 44
running out of disk space and,
54-56
tutorials, software, 265
two disk drives, see disk drive, sec-
ond
typesetting, 170-71

UARCO, Inc., 235

underlined characters, 164, 174-75

Undo command, 151, 155, 156, 167,
180, 257

Undo Typing command, 178, 180

unformatted values, 217-18

user groups, 240, 244, 247, 248

Venice font, 163, 164, 185
View menu, 77, 80-81
VisiCalc, data transfer and, 209

whales, drawing of, 151-53
Word, see Microsoft Word
word processing, 170-205
customizing letterheads with,
189-201
deleting text in, 177-79
editing faster with, 172-80
file compatibility and, 242, 243-44
high quality printing mode in,
184-87
keyboard shortcuts for, 172-77,
258
macros in, 177, 187-88
mouse and keyboard flow in, 171,
172, 259
page formatting with, 188-89
Scrapbook vs., 105
selecting fonts for, 180-85
separate storage disk for, 101
work saving tips for, 187-201
see also MacWrite; Microsoft Word
WordStar, 242, 243-44
Write/Paint disk, transferring control
to, 26, 29-30

Xmodem protocol, 235-36, 246-47
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How can | reduce disk swapping?

Will a 512K Mac affect my applications?
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