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Introduction

‘ ; ‘ / elcome to the Macworld Ultimate Mac CD-ROM, a special

edition of the CD thatI originally produced for my 1,100-
page book, Macworid Complete Mac Handbook Plus Interactive CD, 3rd
Edition.

The folks at IDG Books and I thought it would be nice to offer an
enhanced version of my CD inasmaller, less-expensive package. To
make the package harder to resist, I put together this book, which
contains what I like to call Deserted Isiand Tips— the essential Mac tips
and techniques thatI"d want to have at my side if  was stranded ona
deserted island.

What’s New on the CD?

First, Iadded nearly ten minutes of QuickTime video. This CD
includes longerversions of some of the interviews and profiles, as well
asanew interactive segmenton Apple’s hot Macintosh 630 series (the
new, low-cost, multimedia Macs).

Second, Iadded more greatsoftware, including a fantastic new utility
called GURU (Guide to RAM Upgrades). Created by the gurusat
Newer Technology, GURU isa complete reference to Mac memory
upgrades. Selecta Mac model fromits list,and GURU tellsyou
everything thatyou need to know aboutupgrading your machine’s
memory. And iteven tests your Mac’s memory to ensure thatit’s
healthy. The CD also includes

% Ademoversion of Opcode’s Audioshop 2.01, an amazing sound-
editing program that’s compatible with Power Macs

% HyperTreckerand Sound-Trecker, two more amazing music
programs

 Autility to enhance the Mac’s Application menu
% Some System 7 sound files
% Andmore (see Chapter 5 for full details)
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Aboutthe Book

I'mproud asa papa of my 1,100-page Macworld Complete Mac Handbook,
butIadmitthatitisn’texactly portable. The book weighs 4.2 pounds
—about as much asa PowerBook Duo! I can’t blame anyone who
doesn’twant to carry iton a business trip or schlepp it between the
dormand the classroom. Whatyou need is something you can putin
your pocket.

This light-as-a-hatful-of-feathers book contains some of the most
useful Quick Tipsand Step-by-Step boxes from the Macworld Complete
Mac Handbook. Whether you’reathome or on the road, this compan-
ion to the Macworld Complete Mac Handbook can answer an urgent
question, walk you through a procedure, or round outyour knowledge
ofthe Mac universe.

What You Should Already Know

This book serves more as a tip sheet than a tutorial. You won't find
definitions of basic Mac techniques or components, such as c/icking and
dragging or menus and dialog boxes. 1 assume that you know how to set
up and turn on a Macintosh, start programs, choose menu commands
and dialog box options, select text, and so on. If you aren’t familiar
with these concepts and tasks, work through the tutorials in your Mac’s
manual or pick up a copy of the Macworld Complete Mac Handbook.

(Ifyou don’town the Macworld Complete Mac Handbook yet, you'll find
a discount coupon for itin the back of this book.)



CHAPTER WONE

Tips for the Mac’s
System Software

I his chaprerisa collection of tips and techniques for the Mac's

system software.

Working Fasterin the Finder

The first piece of software you encounter when you startup your Mac
is the Finder— the link between you and the rest of the Mac’s system
software. Youuse the Finder tostart programs, delete files, and copy,
eject,and erase disks.

Developinga filingscheme

The Finder lets you create a storage hierarchy, a laa filing cabinet. In
the Mac’s storage hierarchy, the hard disk corresponds to the cabinet,
and folders are nested within. You can boost the Finder’s performance
by grouping documentsand applicationsinto folders. When youdo
this, you reduce the number of files the Finder has to scan when you
openadiskicon.

And don’tforget the convenience factor: Instead of having to elec-
tronically paw through dozens of word processor files, you can go
directly to the Proposals folder, the Memos folder, the Seedy Novel
folder, or the Games folder and quickly locate the file you need.

Working with folders

To create a folder, use the Finder’s New Folder command (in the File
menu). The Finder names new folders antitled folder; you should
change this title to somethinga bitmore appropriate.
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At thispoint, to further develop your storage hierarchy, you can open
the new folder and then invoke the Finder’s New Folder command
again to put a folder inside the first— just as you can nesta manila
folderwithin another. You can nest folders more than a dozen levels
deep, but navigating through more than five levels is cumbersome and
time-consuming.

Some people create date-oriented folders (January Work, February
Work, and so on) and then place folders within each for specific types
of documents such as memos, publications, and artwork. Some people
create 26 folders, one for each letter of the alphabet, and file docu-
mentswithin them. A sample filing scheme is shown in Figure 1-1
“Organizing a Hard Disk.”

ORGANIZING A
HARD DISK

Hard Drive

Word Processors
CE Microsoft Word
Maclrite ||

Graphics

% 2 MacDraw II
2 SuperPaint
Documents

Monthly Reports
2 January
[ February
2 March
Novel
[ Section |
3 Sectien i
Artwork
Floor Plans
3 Navarro Building
Raynak Building

\ 2 13t Draft
[(3) Approved Yersions

Extensive use of folders impraves the
Finder's performance and keeps better track
of files. In this filing scheme, each application
category (word processor, graphics, and so
on| resides in its own folder. Another folder
helds all documents, separated into related
category folders, Not shown is the System
Folder, which contains files the Macintosh
needs to start up and run,

Figure 1-1: Organizing a Hard Disk
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Standard Shortcuts forthe Open and Save Dialog Boxes

System 7 provides several standard shortcuts for working with directory dialog boxes.
Mastering these shortcuts, which work with any program, can save time when
opening or saving files.

Locating a file or folder

To locate a file or folder in an Open dialog box, use the up- or down-arrow key or
quickly type the first few characters of the item's name.

Opening afile
To open afile, you don't need to click the Open button; you can press Return or Enter,

Opening and closing a folder

To open a folder, select it and press Return or 88-down arrow; the Mac displays the
folder's contents in the dialog box. To close a folder and move up one level in the
storage hierarchy, press 88-up arrow.

Moving up one level in the hierarchy
To quickly move up one level (that is, move one level closer to the desktop) in the
storage hierarchy, click the disk name that appears in the directory dialog box.

Switching between the file list and the text-entry box

In the Save or Save As dialog box, pressing Tab switches the keyboard focus between
the file list and the text-entry box. When the keyboard focus is on the file list, you can
select a folder by typing the first few characters of its name; when the keyboard focus
is on the text-entry box, you can enter a filename. Pressing Enter saves the file. In other
words, you can save a file in a particular folder without reaching for the mouse.

When the keyboard focus is on the file list, a bold border appears around the file list;
when the focus is on the text-entry box, a bold barder appears around the text-entry
box.

Accessing the desktop
To jump to the desktop level, press 88-D or 38-Shift-up arrow.

Creating a new folder
You can create a new folder within a currently open folder by pressing 38-N.

Canceling the dialog box
You can cancel a directory dialog box by pressing Esc or 38-period (.).
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Finding What You’ve Filed

Asyour filing system becomes more complex— folders within folders
within folders—locating and openinga particular file becomes more
difficult.

In System 7, the File menu contains a Find command thatenables you
tolocate files easily. In Systems 7.0 and 7.1, choosing Find displays a
dialog box; in System 7.5, choosing Find opens the Find File desk
accessory. Bothareillustrated in Figure 1-2 “Finding Your Files.”

Another greatway to find items is with the shareware utility
UltraFind, which is included on the Ultimate Mac CD.

—
Find and select items whose

| name w | [ contains -0 ]

] WY T T — Cloit at once
Fewer Choices

I datemodinies v [ isatter v
' Find File Resulls |

Harre Size  Kind Last Modified
3 Chapter 19 Art -
3 Chapter 19 Folder - folder 677794 847 PM
[ chapter 20 114K document 6/3/94 4:24PH
03 Chapter 20 Art - folder 6/9/94 632PM
3 Chapter 20 Art Folder = folder 6/7/94 2.01 PM
O3 Chapter 20 Folder - folder 6/3/94 424PM
| Rctapter 21 ] 108K document 6/9/94 S24PM
0 Chapter 21 At - fobber 679/94 63IPM
3 Chapter 21 Art Folder = foMer &171/94 9:33PM
£ Chapter 21 Folder - folder 679794 601 P11
_D Chapter 22 142K document 617494 909 AM
€9 Handbook 3rd Edition
€3 “Section |
€9 Chapter 21 Folder
0 chapter 21
Found 50 Herns | ]

Figure 1-2: Finding Your Files Afteryou click More Choices in the
Find dialog box {Systems 7.0and 7.1), a new dialog box appears
(top), whose pop-up menus give you more ways to search. Clicking
the all at once check box tells the Finder to find and select all the
files rather than stopping after the first one it finds. The System 7.5
Find Filedesk accessory (bottam) displays found items in a window.
You can work with the items in this window — open them, drag
them to other disks or folders, throw them away, and more.
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Keyboard Shortcuts for Find File

System 7.5's Find File desk accessory provides an array of keyboard shortcuts. They're
listed in the following table.

Find File Shortcuts
To Do This Do This
Selectanitem Typethefirstfew characters of its name, or

use the up-and down-arrow keys.

Switch the keyboard focus from Press Tab
thefilelisting to the folder

hierarchy display

Choose More Choices Press 88-M
Choose Fewer Choices Press 38-R
Openanitem Press§8-0
Open the folder that encloses Press 88-E
the selected item

Printanitem Press 88-P
Closethe Results or Press 88-W

Find File window

FastAccess with the Apple Menu

The leftmost menu on the Mac’s menu bar is the Apple menu; it’s
always available. As aresult, you always have fastaccess toitems in the
Apple menu.

The content of the Apple menu isdetermined by the contentof the
Apple Menu Items folder, located within the System Folder. When
you putanicon in the Apple Menu Items folder, it’simmediately
available in the Apple menu.

Tip: Don’tstore anactual file or application in the Apple Menu Items
folder. Rather, create an alias of it (see the next section) and then move
thealias into the Apple Menu Items folder.

If you modify the Apple Menu Items folder often, make an alias of it
and move the alias to the Mac’s desktop. Then you can open the folder
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by double-clicking the alias; you don’thave to root through the
System Folder.

You can dramatically increase the usefulness of the Apple menu by
using a hierarchical Apple menu utility, which turns folders or aliases
to folders into submenus, allowing express access to even the most
deeplynested files (see Figure 1-3 “Decking Out the Desktop”). Apple
liked the conceptso much thata hierarchical Apple menuisin System
7.5.Ifyou haven’tupgraded to System 7.5, use a utility such as
MicroSeed’s HAM or the shareware MenuChoice, whichisincluded
on the Ultimate Mac CD.

I
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Figure 1-3: Decking Out the Desktop By placing aliases of often used files, folders, and
programs on your desktop, you have fast access to items buried within folders. The alias of
the Apple Menu Items folder makes it easier to hone your Apple menu. In addition, the Mac
in this figure is running MicroSeed's HAM, which turns folders and folder aliases in the
Apple menuinto hierarchical menus. {System 7.5 includes a similar feature.) Also note the
Quit command on the menu bar, which is added by Adam Stein's shareware System 7
Pack!; after starting a program, you can return to the Finder and choose Quit to reclaim
roughly 300K of memory.

The Amazing Alias

One of System 7’s biggest conveniences is the #/ias — a small file that
acts as aremote control foranotheritem. When you double-click an
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Making an Alias

The instructions in this box show you how to create an alias by using the Finder.

To create an alias:
1. Select the original file or folder.

2. Choose Make Alias from the Finder's File menu.
The Finder creates the alias. The alias's icon appears adjacent to the original and
has the word alias tacked onto its name; you can rename the alias if you like. An
alias by another name. ..

3. Drag the alias to its final destination.

alias, the Mac opens the item that the alias points to. Thislets you
keep programs and files within their folders but maintain fast access to
them. Instructions for creating aliases appearin the Step-by-Step box
“Makingan Alias.” (The shareware MenuChoice, which isincluded on
the Ultimate Mac CD, streamlines this process.)

If you want the Finder to append something other than a/ias to an alias
name, use the Adam Stein shareware utility System 7 Pack!. System 7
Pack!, which enables you to modify System 7 in several other useful
ways, isincluded on the Ultimate Mac CD.

After you've mastered aliases, you may want to experiment with an
aliasudlity. Lawrence Harris’s shareware Alias Director, for example,
lets you create aliases that don’t have icons— a nice way to avoid
clutterifyou like to keep aliases on the desktop. And ScottJohnson’s
PowerBar shareware package (included on the CD) also provides some
powerful alias-management features.

Other Ways to Improve Finder Efficiency

Thissection contains a collection of Finder efficiency tips.

Customize directory windows with Views

Using the Views control panel, you can change the fontand size of the
textin disk and folder windows; you also can choose to see as much or
as little information as you like about the items on your disks. Note
thatunchecking items such as size, date, and kind also eliminates those
commandsin the View menu. Ifyou uncheck Kind, for example, you
won’tbe able to sort the contents of a window according to icon type
(folder, application, document).
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Aliasldeas

There are almost as many ways to use aliases as there are ways to use the Mac.
Here's a collection of ideas to get you started.

Access items quickly

For fast access, throw an alias of an original program, document, or folder in the Apple
Menu ltems folder. Remember that you can rename the alias.

By the way, aliases in your Startup ltems folder open after any “real” programs located
in the folder.

Access a frequently used folder

For fast access to a folder that's usually buried within other folders, put an the alias on
the desktop. You then can open or modify the folder’s contents by opening its alias.
You can even copy items to the folder by dragging them to its alias.

Access a file-server volume

An alias provides an easy way to mount an AppleShare file-server volume or a disk or
folder made available through System 7's file-sharing features. To do so, mount the
volume as usual, select it, and choose Make Alias. Rename or move the alias as
desired.

Thereafter, to connect to the server, simply open its alias; you then see the standard
AppleShare log-on dialog box. (You won't even see the log-on dialog box if you access
the server as a guest when making the alias.)

You can use this technique to copy a file to a server volume that you haven't yet
mounted: just drag the file to the alias icon and respond to the log-on dialog box as
necessary. The Finder connects to the server and then copies the file.

Access your hard disk from any Mac on your network

After you use the Finder's Sharing command to make your hard disk available, copy an
alias of your hard disk to a floppy disk. Then, to connect to your hard disk from a
different Mac in your network, insert the floppy disk and double-click the alias.

Access an extension or control panel from somewhere else

Normally, system extensions reside in the Extensions folder, in the System Folder. If
you want to access an extension from the Control Panels window, make an alias of the
extension and move the alias to the Control Panels folder (also within the System
Folder). Similarly, if you want to access a certain Control Panel directly from the Apple
menu, make an alias of it and move the alias to the Apple Menu ltems folder.

(continued on next page)
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{continued from preceding page)

Start programs and open documents

If you make an alias of a program, you can start the program and open a document by
dragging the document icon to the alias icon. When you do, the alias icon becomes
highlighted — just as a folder or disk icon is highlighted when you copy anitem to it.
When you release the mouse button, the Mac starts the program and opens the
document. If the application icon doesn't highlight when you drag the document icon to
it, the application may not be able to open that type of document.

Gain fast access to every program on your hard disk

To have fast access to every program on your hard disk, make an alias for each and

then move them into a single folder. To make all the aliases at once, use the Finder's
Find command to search forand select all applications and then choose Make Alias.

Automate access to archived files

Many people use file-compression utilities such as Stufflt to compress and archive
older files, which they then copy to floppy disks. (The goal: Delete the old files from
their hard disks, freeing up valuable space.) You can use aliases to easily locate
archives — no more rooting through floppies trying to locate the disk that contains a
certain archive.

To do so, first make your archive file as usual and then copy it to a floppy disk. Next,
make an alias of the archive on the floppy and then copy the alias from the floppy to
your hard disk — perhaps to a folder called Archive Aliases. Finally, delete the archive
from your hard disk. When you need to access the archive, just double-click its alias.
The Mac then asks you to insert the appropriate floppy.

Think twice about checking the Calculate Folder Sizes box; it can slow
the Finder significantlyunder some circumstances.

Ifyou’re a neatnik, check the Always Snap to Grid box to put the
Finder in what I call #0m mode (the Finder always cleans up after you).

You can switch between views by using the Finder’s View menu, but
there’sa faster way: click the view heading in the active directory
window. Ifyou have a large screen, this method can be faster than
moving the mouse pointer all the way up to the menu bar.

Getting rid of the Empty Trash warning
dialogbox

Normally, the Finder warns you when you choose the Empty Trash
command. Ifyou don’twant to see the warning, you can temporarily
bypassitby pressing the Option key while choosing Empty Trash. To
getrid of the warning permanently, select the Trash icon, choose Get

Info from the File menu, and uncheck the Warn Before Emptying
box.
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Selecting icons with the keyboard

When using the Finder, you can selectan icon on the desktop or in
theactive directory window by quickly typing the first few characters
of its name — just as you can select items within an Open or Save
dialogbox. If the item you wantisn’t in the active window, yousstill can
locateand selectit from the keyboard — just use the Find command
(see the section “Finding What You've Filed,” earlier in this chapter).

Youalso can selecticons by using the keyboard’s arrow keys as well as
the Tab key and Shift-Tab key sequence. See the Quick Tips box
“Finder 7 Shortcuts” foralist of System 7 Finder shortcuts.

Showingand hidingapplications

The Mac’s desktop metaphor is great, but does it have to be so
accurate? Toreduce the clutter that occurs when lots of windows are
open, choose Hide Others from the Application menu (located at the
rightedge of the menu bar); all windows belonging to inactive applica-
tions vanish. (Choose an application’s name from the menu to restore
itswindows.) To show and hide with a single click, press the Option
keywhile selecting from the Application menu.

A greatenhancementto the Application menu is Hiro Yamamoto’s
ApplWindows, a free control panel. With ApplWindows installed, the
Application menu shows not only program names, butalso the names
ofeach application’s open windows. Thus you can switch programs
andactivate a particular document window with a single click. (You
can even get the hierarchical Application menu to pop upat the mouse
pointer’s location.) ApplWindowsis included on the Ultimate Mac
CD, in the Ultimate Mac CD Extras folder.

The CD also includes another terrific utility that enhances the
application menu: ScottJohnson’s shareware PowerBar. PowerBar not
onlyadds hierarchical menus to the Application menu, italso stream-
lines creating aliases, launching programs and documents, and much
more. Note that PowerBar and ApplWindows are not compatible with
each other; youshouldn’tinstall both on your system. (Of course, if
youinstall PowerBar, youdon’tneed ApplWindows because
PowerBar provides most of ApplWindows’s features.)

Switching between monitor settings

All color Macs supporta variety of monitor settings — black and
white, 16 colors, and 256 colors (with some Macs, even thousands and
millions of colors). If you want your Mac to run at top speed, though,
you should switch to lower bit depths (fewer colors or gray shades)
whenever possible. For example, your word processor files will scroll
far faster when the Monitors control panel is set to 2 colors than when
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Finder 7 Shortcuts

With System 7, it's easier than ever to move around on the desktop. The accompany-
ing table describes Finder 7's capabilities.

Finder Shortcuts

ToAccomplish This

Do This

Ejectadisk and removeits
iconfromthe desktop

Drag the icon to the Trash or select the disk
and choose Put Away (38-Y)

Selectanicon from the keyboard

Typethefirstfew characters of the icon’s
name

Bypass the warning dialog box
thatappears when you choose
Empty Trash

Press Optionwhile choosing Empty Trash

Hide the current application when
switching toanother application

Press Option while choosing the program
that you want from the Application menu

Renameanicon

Selecttheicon, press Return, and then start
typing

Quickly determine whether
afileislocked

Select thefile and press Return; if no border
appears around the name, thefile is locked

Clean up everything

Choose Select Alland then press Optionand
choose Clean Up All

Cleanup selected items only

Press Shiftand choose Clean Up Selection

Organizeicons by name

Choose By Name from the View menu, choose
By Icon or By SmallIcon, and then press
Option and choose Clean Up by Name

Closeall disk and folder windows

Press Option while clicking aclose box or
choosing Close

Copy afile from one folder to another

Press Option while dragging the file to the
destinationfolder

Copy anitemto the desktop

Press Option and drag the item to the desktop

Openanitemand close its window

Press Option and double-click the item

(continued on next page)
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{continued from preceding page)

Openthe folderor disk windowthat  Press 88 while clicking onthe window's title
holds the currentdirectorywindow  and then choose the folder or disk name you

want
Abortaprogram that seems Press 88-Option-Esc and click Force Quit
tohave crashed
Openadocument witha program Dragthe document's icon to the program'’s
that did not create the document icon {oralias)
Skipinstalling all system Hold down Shift during start-up
extensions during a start-up
Selectthe item nearest the Press 88-Shift-up arrow
desktop’supper-right corner
Zoomadirectory window Press Option while clicking the window's
tofill the screen zoom box

Selecting Icons from the Keyboard

To Select Press This

The icon to the left or right of The left- orright-arrow key (icon views only)
the currently selectedicon

Theicon above or below the The up- or down-arrow key
currently selectedicon

The nexticon alphabetically Tab

The precedingicon alphabetically Shift-Tab

Keyboard Shortcuts for Outline Views

To Do This Press This

Expandthe selected folder'soutline  88-rightarrow

Collapse the selected folder's outline  38-leftarrow

Expand the entire outline of a 88-Option-rightarrow
selected folder
Collapse the entire outline of 38-Option-leftarrow

the selected folder
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it’s set to thousands or millions. But by the same token, you need those
higher bitdepths for viewing QuickTime movies, working with color
images, and playing Myst.

CE Software’s QuicKeys macro utility can help here; its ScreenEase
extension lets youset up keyboard shorteuts for depth switching. You
can create shortcuts that go to a specific depth, such as 256 colors, or
you can create ones thatincrease or decrease the depth each time you
pressa certain sequence, such as Control-up arrow or Control-down
arrow,

Customizing Disk, File,and FolderIcons

Using custom iconsis a great way to add pizzazz your desktop. They
also enable you to distinguish between the types of Macs and storage
media you use. (For example, you can use the SyQuesticon to repre-
senta SyQuest cartridge ora PowerBook icon to representyour
PowerBook’s hard disk.)

System 7 makes it easy to customize icons for disks, files, and folders
(see Figure 1-4 “Picture anIcon”). To do so, selecta disk, file, or
folder and choose Get Info. In the Info window, click the icon (a
border appearsaround it) and choose Copy. Paste the icon intoa paint
program, such as SuperPaintor Photoshop, and then tweak the
graphicasdesired. When you’re done, select the modified icon and
copy itto the Clipboard. Return to the Info window from which you
copied the icon, make sure the icon isstill selected, and then paste.

&= 'Documents Info [EHE== 'Documents Info ===
2 | Y t |@| ‘Documents
Khﬁ: disk Kind > disk
Size: 45.6 MB on disk (47,841,280 Size: 45.6 MB on disk (47,859,712
bytes used), for 1,326 items bytes used), for 1,328 items
Where: Documents, ZFF 240-Q (SCSI *1) Where: Documents, ZFP 240-Q (SCSI #1)
Created: Tue, Mar 16, 1993, 8:02 AM Created: Tue, Mar 16, 1993, B.02 AM
Modified: Mon, May 31, 1993, 4:26 PM Modified: Thu, Jun 3, 1993, 8:25 AM
Comments : C is:

Figure 1-4: Picture an Icon System 7 lets you customize your icons. First, select the
image in a graphics program and choose Copy. Then select the icon in the Get Info
window; if the icon can be modified, it appears within a rectangle (left). When you
choose Paste, the Mac scales the graphic to fit and turns it into an icon (right).
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You can use scanned images as icons: when you paste a large image
into the Info window, the Finder shrinks it to fit. By using this
technique, you can turn a disk or folder window into a thumbnail
catalog of scanned images.

TLused custom icons to dress up the folders on the Ultimate Mac CD.
And speaking of the CD, you can find dozens of great-looking custom
icons for Apple and third-party equipmentin the Ultimate Mac CD
Extras folder and in the Best of BMUG collection (for the latter, the
iconsare in the System 7 folder within the Utilities folder).

Tweaking the System Folder

The System Folder, that folder with the small Macicon oniit, is really
what transforms a box of chips into a Macintosh. In this section, I
summarize the workings of the System Folderand provide tips for
customizing yours.

Unless otherwise noted, the information here applies to Systems 7.0,
7.1,and 7.5. When I say Systezn 7,'m referring to all these versions.

K
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The Mac Sounds Off

The error beeps that the Mac can produce — the monkey, the boing, and so on— are
stored in the System file. You can enhance your Mac's repertoire of digital beep sounds
by adding sound resources to your System file. Thousands of sounds are available
through on-line services (such as America Online and CompuServe), user groups, and
public domain and shareware clearinghouses. To get you started, | included a
collection of sounds on the Ultimate Mac CD.

If you want to install a System 7 sound (you can hear a System 7 sound by double-
clicking it in the Finder), simply drag it to your System Folder. You select an installed
sound as the current system beep in the Sound control panel.

Using a variety of shareware system extensions, you can make your Mac sound off at
other times, too. Two noteworthy shareware sound extensions are SoundMaster (by
Bruce Tomlin; shareware) and Chime (by Robert Flickinger; free). SoundMaster lets
you tell your Mac to play a sound when you perform any of over a dozen tasks
(including inserting or ejecting a disk). Chime plays up to four separate sounds on the
hour and at 15, 30, and 45 minutes past.
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What’sin the System Folder?

When you open the System Folder, you see a directory window that
resembles the one in Figure 1-5 “Inside the System Folder.” As this
figure shows, the System Folder contains several folders of related
files as well as several loose files. Two loose files — System and
Finder — form the backbone of the Mac’s system software.

T S System Folder S

3T items 228 MB in disk

Apple Tend ltsms Note Pad File  Printhonitor Documents  Fonts

S

Preferences  Scrapbock File Startup Items Control Panels
P
& B = &
Extensions Chipboard Finder Launcher ltems

Figure 1-5: Inside the System Folder When you open
the System Folder, you see an arrangement similar to
this one. The specific files and folders as well as the
icon locations may vary.

Here’san overview of the folders in the System Folder:

< Apple Menu Items holds items whose names appearin the Apple
menu.

% Startup Itemsholds items that you want the Mac to open automati-
cally when itstarts up.

o

%+ Fontsholds fonts (the fonts’ names appear in your programs’ Font
menus). The Fonts folderis presentin System 7.1 and later.

% Preferencesholds preferencesfiles, or files that hold program-specific
settings. For example, ifyou change the font thata program uses for
new, untitled documents, the program usually saves your settingina
preferencesfile.

% Control Panels contains control panels, or small programs thatallow
youto customize the Mac’s operation.

%+ Extensions contains extensions, or files that often load into memory
during start-up and add features to the Mac. Printer drivers, which
enable the Mac to talk to specific printers, also live here (see
Chapter 3). In fact, you can free up some space on your hard drive
by deleting drivers for printers thatyou don’tuse.
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% PrintMonitor Documentsisa temporary storage place for files that
arewaiting to be printed by PrintMonitor, the Mac’s background
printing software.

% Launcher Itemsholdsicons thatyouwant to appear in the Launcher.
Ifyou want quick access to a program or document, toss an alias
into this folder. (The Launcher control panel, included with
Performas as well as with System 7.5, gives you one-clickaccess to
often used programs and documents.)

% Shutdown Items, presentonly in System 7.5, contains items thatyou
want the Mac to run when you choose Shut Down from the
Finder’s Special menu. A macro thatautomatically backs up your
hard disk, for example, isa good candidate for the Shutdown Items
folder.

Adding Control Panelsand Extensions

The control panels discussed in thissection aren’t the only ones a
System Folder can contain—notby a long shot. Many software

Important Information about Power Macs and
Extensions: The Patching Problem

Shortly after the first Power Macs shipped, it became clear that a lot of popular
utilities, including CE Software’s QuicKeys and many screen savers, could slow the
machines dramatically.

The problem occurs with utilities that install a large number of patches to tap into the
inner workings of the Mac's system software. \When these patches are written in the
language of the 68000-family processaors, they bypass the native-mode system
software routines that they're patching, forcing the Power Mac to spend a greater
portion of its time running in emulation mode. That can cause slow performance —
even when you're running native-mode applications. |'ve heard of cases where a single
start-up file caused as much as a 40 percent decrease in performance.

How can you tell whether a utility installs these patches? First look for the Accelerated
for Power Macintosh sticker on the box; if it's there, you know the utility runs in native
mode and won’t slow down the Power Mac. Otherwise, | suggest installing Casady &
Greene's Conflict Catcher Il utility, which identifies extensions that are patching over
native-mode code. A version of Conflict Catcher II, which of course runs in native
mode, is included on the Ultimate Mac CD; it works for three days and then disables
itself.
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developersand Mac programming hobbyists have created useful
control panels and extensions. (A number of them are included on the
Ultimate MacCD.)

Installing control panels and extensions in your System Folder is easy:
Simply drag the file to the closed System Folder icon. When the Mac
displays a message telling you that the control panel or extension needs
to be stored in the Control Panels or Extensions folder, as shown in
Figure 1-6 “Installing Control Panels and Extensions,” click OK (or
press Return).

Control panels need to be stored in the

& Control Panels foider or they may not
waork properly. Put “Diews” into the
Control Panels folder?

[_ox )

Extensions folder in order to be available
to the Macintosh. Put “QuickTime™" Into
the Extensions folder?

f Extensions need to be stored in the

These items need to be stored in special

& places inside the System Folder in order to
be available to the Macintosh, Pul them
where they belong?

Figure 1-6: Installing Control Panels and Extensions
The Finder displays one of three dialog boxes when you
drag control panels and extensions to the System Folder
ican. Top: Installing a control panel. Midd/e: Installingan
extension. Bottom: Installing a control panel and an
extension.

Ifyouneed toinstall a control panel or extension in a folder other than
the one System 7 thinks it belongs in, drag it to the open System
Folder directory window. (For example, suppose that you encountera
system problem. You suspect thatitis related to the loading order ofa
particular control panel. Youwant to change the order in which the
control panelsload, so you dragit to the top level of the System
Folder.)
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Extension Troubleshooting Strategies

When your System Folder is laden with control panels and extensions, finding the one
that’s causing a crash can be time-consuming and frustrating. The following procedure
may help:

Step 1: Start up without extensions

With System 7, you can bypass all extensions by pressing the Shift key while the Mac
is starting up. {Simply hold the Shift key down until the Extensions off message
appears below the Welcome to Macintosh message.) If the desktop appears, the
problem is probably with your extensions — proceed to the next step. If the Mac
doesn't start up, the System Folder or start-up area may be damaged — try reinstalling
the system software.

Step 2: Find the troublemaker

One strategy for isolating an extension conflict is to drag all extensions out of the
System Folder and then put them back one at a time, restarting after each, until the
bomb appears. To save time, you may try dragging only half the extensions out and
then adding a couple at a time.

With Extensions Manager, you can easily test extension compatibility with System
7.5.To do so, load only the standard set of 7.5 extensions and then turn on the
remaining extensions one by one.

Step 3: Downsize your extension collection

While you're contemplating how much time troubleshooting wastes, think about
removing the extensions that aren’t absolutely essential. The more extensions you use,
the greater the chance that two won't get along. Besides, if you downsize your
extension collection, your Mac will start up faster and will have more memaory for your
programs.

Curing extension woes

Casady & Greene's Conflict Catcher Il utility, which lets you manage (disable and
enable) extensions and tells you how much memory each uses, can help you track
down extension conflicts. Conflict Catcher Il also can ferret out extensions that are
patching over native-mode system software routines; such extensions can slow down
a Power Mac significantly (see the Backgrounder box “Important Information about
Power Macs and Extensions: The Patching Problem”). A version of Conflict Catcher Il is
included on the Ultimate Mac CD; it works for three days and then disables itself.
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Understanding Enablers

Before System 7.1 came along, Apple often released a new system
version along with each new Mac model — the new software sup-
ported the new model’s features. But the constant turnover created
headachesas people wondered which version was best for their
machine.

With System 7.1, Apple devised a differentscheme for supporting new
models: system enablers. Like an extension, a system enabler loads at
startup and provides the software that System 7.1 needs toworkona
given Mac. This mechanism eliminates the need for Apple torelease a
machine-specific system software update each time a new Mac model
comes out.

The base version of System 7.1 has built-in support for all Mac models
shipped before the release of System 7.1 — from the Macintosh Plus
through the Macintosh Quadra 950 and PowerBook 145. Macs
shipped after System 7.1’s release include system enablers specific to
that model or family of models. System enablers are stored in the top
level of the System Folder (notin the Extensions folder) and load
before any extensions or control panels.

A full set of system enablers is notincluded in Apple’s System 7
Upgrade Kit. This can mean trouble if you’re on the road and you
need to reinstall the system software on a PowerBook thatrequiresa
system enabler. Ifyou can’t find a dealer who will sell (or, even better,
permit you to copy) the enabler you need, you may want to carry along
a backup setof the system disks that came with your computer. Or
carry a floppy that contains the enabler your PowerBook needs.

With System 7.5, you don’thave to worry about having the correct
enabler foryour machine. Apple has consolidated the separate enablers
for different Mac models into asingle universal enabler — the mother
ofallenablers.
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Working with Fonts

B ecause type design plays sucha large role in the Macintosh
world, it'simportant tounderstand the basics of typography.

Andithelps tounderstand some of the technical details behind the
Mac’sapproach to fonts.

Thischapter begins with some tips for making your documents more
readable and ends with instructions forinstalling and removing fonts.
(The Ultimate Mac CD houses a huge collection of fonts, by the way.)

Tipsfor Choosing Fonts

The most basic typographic choice is usually the font, or typeface.
Each face hasa personality; some are sophisticated, some are casual,
while othersare forceful and bold (see Figure 2-1 “Font Personali-
ties”). Your goal is to choose faces whose personalities complement
your message.

ITC Franklin Gothic is legible and honest.

ITC Franklin Gothic Heavy carries weight.
Futura is geometric and “moderne,” no?

ITC New Baskerville is delicate and graceful.
Helvetica Condensed is space-efficient, yet legible.
ITC New Century Schoolbook is easy to read.
Helvetica Condensed Bold Obligue is progressive.
ITC Lubalin Graph is sturdy and distinctive.

Figure 2-1 Font Personalities This sampling of eight Adabe Systems
PostScript typefaces shows how the shape and weight (or thickness) of
each character contributes to aface's overall appearance. Note how
idiosyncratic special flourishes, such as Futura's flashy question mark and
the square serifs in ITC Lubalin Graph, help define a face’s personality.
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Serifversus sans serif

Serifsare ornamental flourishes attached to the edges of characters that
help lead the eye acrossaline of type. A face whose characters have
serifs (such as Times) is called a serif face; a face thatlacks serifs (such as
Helvetica) is described as sansserif (withoutserifs).

Although some studies show little difference in legibility between serif
and sansserif fonts, it’s generally believed thatseriffacesare more
legible and therefore better suited to lengthy text passages. I recom-
mend that typographic newcomers follow this rule of thumb: Better
serif thansorry.

Allin the family

After designers choose a primary typeface, they must decide whether
to use the same font for all elements ora different font for headings
and subheadings. A surefire solution is to use different fonts from the
same family. For example, you may use Garamond for the body,
Garamond Bold for headlines, and Garamond Italic for captions.
Although you can mix faces— for example, use New Baskerville for
bodyand Helvetica Black for headlines—you should be consistent
throughoutyour document. And don’t mix with abandon.

Line Length and Type Size Decisions

After choosing a font, you need to settle on a column width and a type
size. Both decisions are related: the goal is to seta manageable number
of words on each line.

Tworules of thumb exist for determining line length:
# Each line should have roughly 8 to 11 words.

% Acolumn should be just wide enough to accommodate 2'/: lower-
case alphabets in the typeface and size you plan to use.

Experimentation with both rules reveals that they often provide the
same results. The bottom line: Strive for lines containing between 50
and 70 characters.

Mostpeople read groups of three or four words ata time rather than
individual words. If too many words are on each line, the eyes tire as
they move from left to right. Too few words on each line and the flow
of the textis disrupted by line breaks and excessive hyphenation.

The choice of type size must take into account the amount of text you
have and the space into which itmust fit. For simple text documents,
youusually needn’thita particular page count: simply chooseatype
size thatworks with your column width to fitfrom 8 to 11 words per line.
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For more complex documents, however, especially those you want to
printcommercially, you must determine the page countin advance
and then fitin your text. Before WYSIWYG (what-you-see-is-what-
you-get) screen displays, designers and typographers endured a
complex copyfitting routine thatinvolved crunching mysterious
formulas to calculate optimum column widths. Today’s WYSIWYG
programs and displays letyou adjust the type size as you work.

Of course, on-the-fly tweaking iseffective only to a point. Ina
newsletter, for example, youshouldn’tadjusteach article’s type size to
accommodate its text. Doing so would destroy the publication’s
uniformity, and uniformityisa cornerstone of good typography and
design. When anarticleisa tad long, try hyphenating more lines (this
technique works best with text that’s set ragged right). If it’s still too
long, consider cutting some text.

Leading Guidelines

You canincrease legibility by appropriately using line spacing, or
leading (pronounced /edding). For body text, the general rule is to add
lead that’s 20 percent of the type size. For 10-point type, for example,
use 12 points of leading from one baseline to the next. The Mac’s
built-in autoleading specifications uses this 20 percent rule. When you
specify “auto” ina word processor or publishing program, the pro-
gramuses the font’sautoleading value.

The 20 percentruleis a good starting place, but many other factors
should influence your choice of leading— line length, for example.
Toolittle leading with long lines causes readers to occasionally read
the same line twice, a phenomenon known as doubling.

Inaddition, large type (14-pointor larger) generally needs more
leading than body type (8- to 12-point). Headlines, however, often
look better when set so/id — with no extra space. (For example, a 24-
pointheadline setsolid has 24 points of space between baselines.)
With some fonts, you may even considerminusline spacing, such as 22-
pointleading with 24- point type. Just watch thatone line’s descenders
don’ttouch the nextline’sascenders.

Type smaller than 8 pointsometimes needs more than 20 percentlead
to make the tiny type appear less dense.

AlignmentIssues

You're probably familiar with the three most common forms of
marginalignment: flush left, ragged right; justified; and flush right,
ragged left. Butwhich should youuse and when?
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Traditionally, large passages of text have been setjustified. Many
designers believe thatneatly aligned leftand right margins best
supportsustained reading; they give pagesa quietlook thatlets readers
concentrate on content. These days, ragged-rightmargins have
become more popular, even in such bastions of justification as text-
booksand magazines. Ragged-right textrequires fewer hyphenations,
and its consistent word-and letterspacing give ita clean, even texture.
And because the eyes stop ata different pointin each line, ragged-
right text may actually tax the eyes less than justified text.

Both centered and ragged-left text can be effective in small doses.
Centered text, for example, isideal for short passages, such as head-
lines. Butbecause centered and ragged-left text force you to hunt for
the startof each line, they are hard to read atlength.

Display Type: Details Count

Headlines and otherattention-getting blocks of type are called display
type.

Because display type isintended to grab the reader, you may be
tempted to use all capital letters foradded oomph. Resist the urge. A
mix of upper-and lowercase characters gives words an overall shape
thatincreases legibility; textsetin all caps lacks these patterns. In fact,
it’s generally better to capitalize only the first letter of important
words, leaving conjunctions and articles lowercase. Thatway you
won't putundue emphasis on less-important words.

Kerning

Afteryou settle on case, concentrate on the space between characters
and words. Most fonts produce too much space between certain
character pairs, especially in large type sizes. In many programs, you
can improve the look by tightening those spaced-out pairs, a process
called kerning.

Insmaller type sizes, kerning usually involves tightening only certain
letter pairs, such as Toor Av. Butin large sizes, almost every combina-
tion of characters is a candidate (see Figure 2-2 “Kerned Versus
Unkerned”). Use the manual kerning features in your publishing
program or word processor to remove space between charactersundl
theyare tight but not touching. Also decrease the spaces between
words.

Be sure to apply the same degree of kerning and word spacing
throughouta document. Inconsistent spacing is worse than none atall.
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TypeTips

Professional typographers follow certain standards that apply regardless of font and
specific formatting. In this box, | offer some tips to help you make your documents look
professionally typeset.

Use em and en dashes, not double hyphens

To get an em dash (—), press Option-Shift-hyphen. For an en dash (-), press
Option-hyphen. Use an em dash to set apart an expression; use an en dash to
indicate a range of numbers or words.

Use true quotes

Press Option-] and Shift-Option-] for open and close single quotes; for double quotes,
press Option-[ and Shift-Option-[. (By the way, always put commas and periods inside
quotation marks.) Most word processors offer a smart quotes option so that the proper
quotes are inserted as you type. And publishing programs can automatically convert
quotes when you import word processing files.

Don’t put two spaces after punctuation

| know, your high-school typing teacher taught you otherwise. Things are different
now. Put only one space after periods, colons, and semicolons.

Don't use a lowercase | for the numeral 1

Though similar on a typewriter, an | (el) looks different than a 1 {one} in typographic
fonts. In addition, because the | is narrower than the 1 in most fonts, using the | will
misalign number columns in tables.

The same rules apply to the letter 0 and the numeral 0.

Hyphenate judiciously

Make sure words break correctly between syllables. Try not to end mare than two or
three consecutive lines with hyphens and avoid two-letter divisions (on-ly, un-til).
Double-check the results of your program's automatic hyphenation against a dictio-
nary: some words are spelled the same but hyphenated differently (for example, pro-
Jject the verb and proj-ect the noun).

Shrink those symbols

The register mark (®) and trademark symbol (™ ) in Macintosh fonts are far too big.
(Maybe they were created by Apple’s legal department.) Shrink them by several sizes
and then shift them vertically so that their tops align with the top of the text.

If you think that your bullets overwhelm the text they're supposed to accent, shrink
them. But remember to move them up so that they're vertically centered within the line.
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You'll say, “wow.”
You'll say, “wow.”

Figure 2-2: Kerned Versus Unkerned Indisplay type, nearly every
combination of characters is a candidate for kerning. Here, space was
removed between the Yand the o, around the apostrophe, between
the y and the comma, between each w, and between the period and
the closing quotes. Allittle less space was removed between the a and
they. This headline was created with Letraset's LetraStudio display type
program, which simplifies manual kerning tasks by enabling you to
drag characters to more appropriate positions.

Forbestresults, press Return

With body text, you usually let your word processor or publishing
program end each line for you. With display type, however, you
should take a more active role in determining line breaks: to force line
endings, press Return. Good typographers end lines at logical stopping
points, suchasafteracommaora iey phrase (see Figure 2-3 “Break-
ing for Sense”). The bestadvertising typographersalso apply this
technique to body text.

Today and tomorrow, the
Southcom 300® will be
there. We guarantee it.

Today and tomorrow,
the Southcom 300°
will be there.

We guarantee it.

Figure 2-3: Breaking for Sense Readability of display type (in
this example, 18-point Futura Extra Bold)isimproved by breaking
each line at alogical stopping point. Extraleading before the final
sentence adds emphasis. This example also shows how to deal
withalarge, distracting register mark: selectit, choose a smaller
type size (in this case, 8 point), and then move it until its top aligns
with the top of the text.
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For body text, you geta more attractive rag if the textalternates
between longlines and shorter ones. This gentle zigzag reinforces the
ragged rightmargin, and some say it reduces reader fatigue.
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Finding Special Characters

Typesetters often refer to printed charts, called keyboard layouts, to recall the key-
strokes that summon accents, fractions, and other special characters. For desktop
typographers, the Mac provides an electronic keyboard layout: the Key Caps desk
accessory, which displays an on-screen keyboard with a text-entry box above it.

To access the Mac's special characters, you need to press combinations of the Option
and Shift keys with the character keys.

To locate a certain character in a given font:

1. Choose the font from the Key Caps menu.
Note: Not all fonts provide the same characters in the same keyboard locations.

2. Locate the desired character on the Key Caps keyboard. Press Option with
and without Shift to cycle through the font's special characters.

3. When you find the character, continue holding down the Option and/or Shift
key(s) and then click the character's key.
The special character appears in the text-entry box, above the keyboard. Repeat
this step to access any additional characters.

4. Select the character(s) in the text-entry box and choose Copy or Cut from
the Edit menu.

5. Return to your document, position the blinking insertion point where you
want the character to appear, and then choose Paste. If necessary, change
the font to the desired face.

Other tips to consider when using Key Caps include the following:

<+ Instead of copying the character to the Clipboard, you can type the character
directly by pressing its appropriate key combination.

« Close the Key Caps window when you're done; leaving it open while you type in
other programs slows the Mac.

«+ Creating an accented character, such as é or 7, requires a two-step key sequence.
First, press Option along with the accent's character. Next, type the character that
should appear under the accent. For example, to create an n with a tilde (i), press
Option-N and then press N.
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Using Downloadable Fonts

Ifyouusea PostScript printer, you probably already know thatyou
cansupplement the fonts builtinto a PostScript printer with
downloadable fonts — fonts that reside on your Mac’s hard disk and are
transferred to the printer’s memory.

Although you can buy commercial fonts from Adobe Systems,
Monotype, and Bitstream, a large selection of free or inexpensive, high-
quality downloadable fontsisavailable through user group libraries
and on-line services and from software clearinghouses, suchas Educorp.
And the Ultimate Mac CD contains more than 50 top-notch fonts.

How downloadable fonts work

Whenyou printa document, the Mac’s printer driver queries the
printer to determine whether it contains the required fonts. If not, the
driverautomatically downloads the fonts; at the end of the job, the
driver clears the fonts from the printer’s memory.

Automatic downloading is convenient but time-consuming: one
downloadable font takes up to 20 seconds to transfer over Local Talk
cabling. If you use a few downloadable fonts — for example, New
Baskerville Roman, Italic, and Bold — you add a minute to the print
time. Andifyou printa document a few times while fine-tuning your
formatting, the wasted minutes pile up.

Manual downloading

Formany people, the answer is manual downloading— you take the
time up front to download the fonts you plan to use. Fonts down-
loaded manually remain in the printer’s memory until younix the
poweror reset the printer.

You can download fonts by using a program called LaserWriter
Utility, which ships with Apple PostScript printers. Most third-party
printersinclude a similar utility.

Where downloadable fonts live

In System 7.0, downloadable PostScript fonts are stored in the System
Folder’s Extensions folder; in Systems 7.1 and 7.5, they live in the
System Folder’s Fonts folder. In systems prior to 7.0, PostScript fonts
reside within the top level of the System Folder.

The downside to manual downloading

Each fontyou manually download leaves less room in the printer’s
memory for fonts thatare automatically downloaded. At worst, you
may receive an error message during a printjob stating that the
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documentcouldn’tbe printed. In this case, you need to reset the
printer to clear its memory; you can’t selectively remove fonts that
you've manually downloaded.

The solution: Strike a balance between manual and automatic down-
loading. Thatis, manually download only those fonts you use most
and letthe LaserWriter driver download the bit players for you.

Installing and Removing Fonts

With System 7, adding and removing fontsisa breeze. In this section,
Ishow how to add fonts to and remove fonts from Systems 7.0 and
LS

K
0\)\C Tip 5

4

Bitmaps Versus Outlines, and How Adobe Type
Manager Relates to Both

Under the hood, fonts can be structured in either of two ways:

“ In a bitmap font, the font description specifies the exact arrangement of pixels to
form a given character at a given size. With bitmap fonts, separate descriptions
are required to accurately render different sizes.

< An outline font is much more versatile: the Mac (or a printer) can use one outline
font description to create characters of any size.

For several years, the Macintosh relied exclusively on bitmap fonts for its screen
display — until Adobe Systems introduced its Adobe Type Manager (ATM) system
extension. Essentially, ATM teaches the Mac how to rasterize (that is, generate a
specific size from an outline) Type 1 PostScript fonts — the most popular type of
outline font used with PostScript printers. The first program to bring all the benefits of
outline fonts to the Mac's screen and to non-PostScript printers, ATM was an instant
success. And it has become one of the most popular extensions in the Macintosh
world. (If you have a Power Mac, be sure to use ATM Version 3.8 or later.)

Valuable as ATM s, bitmap fonts still have their place: because the Mac displays
bitmap fonts faster, you can boost your computer's performance by installing bitmap
versions of common font sizes in your System Folder,

If you frequently work with large or nonstandard sizes, you can create bitmap versions
of them by using the BitFont utility, which is on the Ultimate Mac CD. (BitFont is in the
Font Utilities folder, within the Fonts folder, within the Best of BMUG collection.)
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Addinga fontin System 7.0

Firstquitall programs. (You can’t modify the system when programs
ordesk accessories are running.) Drag the font file to the System
Folder icon. (Note: You can drag more than one fontata ime.) A
dialog box appears, asking whether you want to install the font (see
Figure 2-4 “Font Moving Made Easy”). Click OK (or press Return),
and the Macinstalls the fontin the System file.

Fonts need to be stored in the Fonts folder
in order to be available to the Macintosh,
Put “Onyr" into the Fonts folder?

ETa

Figure 2-4: Font Moving Made Easy Toinstall afontin
System 7.0, drag itsicon to the System Folder (top).
When the Mac asks whether you want to put the fonts
inthe Systemfile (bottom), click OK. One catch: To install
or remove a font, you must quit all open programs and
closeall desk accessories.

You don’thave to drag a font to the System Folder icon; you also can
dragitto the System file icon orto the opened System file window.
Butyou can’tinstall a font by dragging it to the open System Folder
window. If you try, the Mac simply moves the fontinto the top level of
the System Folder — the fontwon’t be installed in the System file.

Removinga fontin System 7.0

Toremovea font, quitall open applicationsand desk accessories, open
the System Folder, and then open the System file. A directory window
appears, listing the installed fonts. Select the fontyou want to remove
and drag it to the T'rash. Better still, drag the font to the desktop or to
adisk or folder window or icon; you may want to reinstall it later.
When you finish, close the System file and the System Folderwindows.
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FontFilelcons
Font icons indicate different types of font files:

«» The icon for a TrueType outline font contains three capital As, with
each A a different size to indicate that a TrueType font can

Tekton Phus Regular =
generate characters of any size.

++ The bitmap font file icon has a single capital A to indicate that the
font file contains a bitmapped description for only one size of the
fant. A bitmap font file usually has the size in its name — for
example, New York 24 or Venice 14,

Tekton Plus Regular 10

(17 <« Asuitcase file icon looks like — that's right — a suitcase. A
Tekton Plus suitcase file can contain more than one font, size, and style.
A <+ PostScript font file icons vary, depending on the font vendor and

the program used to create the font. The icon shown here is
associated with fonts developed by Adobe Systems. Note: To use
a PostScript font, you also need to put a corresponding bitmap
fontin the System file (or the Fonts folder in System 7.1 and later).

OaramEol

When you double-click a TrueType or bitmap font, the Finder displays a sample of the
font. A TrueType font sample shows several sizes, while a bitmap font sample shows
only the size represented in that file.

When you double-click a suitcase file, a window appears, listing the fonts contained in
the file. This window is very similar to the Finder's standard directory windows.

AddingaPostScriptfontin System 7.0

Toadda PostScript font, you need to install both the screen fontand
the printer outline font. (The screen fonts have suitcase icons; printer
outline fonticons vary depending on the font vendor.)

Printer outline font files can go in the top level of the System Folder
orin the Extensions folder, within the System Folder. (If youdrag
PostScript outline files to the System Folder icon, the Finder asks
whether you want to store the files in the Extensions folder.)

Removing a PostScriptfontin System 7.0

Toremovea PostScript font, remove both the bitmap font from the
System file and the PostScriptoutline font file from the Extensions
folder.
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Addingafontin System 7.1 0r 7.5

Systems 7.1 and 7.5 store all fonts in the Fonts folder (located within
the System Folder). To add a font, drag the font file to the System
Foldericon. A dialog boxappears, asking whether you want to install
the fontin the Fonts folder.

Ifany programs or desk accessories are open, asecond dialog box
appears, telling you that the fontwill notappear in the programs

currently running. Click OK (or press Return), and the Macinstalls
the font.

Toaccess the new fontina currently active application, you need to
quit the program and startitagain — butyou don’t have to restart the
Mac.

Removing afontin System 7.1 or 7.5

Toremovea font, quitall programsand deskaccessories. Then otﬂen
the Fonts folder and drag the font out of the folder. You can use the
Finder’s Find command tolocate the font.



Printing and Faxing
Tips,

| \ I o matter how you use the Mac, chances are youneed to
commityourwork to paper. To help youalong, I've compiled
a collection of printing tips. And I've thrown in some faxing tips, too.

Printing with Inkjet Printers
Inkjetprinters, such as Apple’s StyleWriter and Hewlett-Packard’s
DeskWriter families, have ably addressed the needs of students, small-
business owners, and home-office workers for several years now.

Inkjets provide a happy marriage of excellentoutput quality and
economical operation.

Butall Inkjet printers are more finicky about paper than their laser
counterparts. Output quality can vary based on variations in humidity
and temperature.

Another reason that StyleWritersand DeskWritersare inexpensive is
because they’re Quick Draw printers —your Macand its QuickDraw
graphicsarchitecture handleall the calculations required to position
textand graphics on each page. (Mostlaser printers are PostScript
printers— they contain computers that do this crunching which adds
to the cost.) This affects performance and compatibility.

Inshort, living with an ink jet printer means making some compro-
mises in output quality, performance, and compatibility. Youcan’t
escape these trade-offs, butas this section shows, you can do a great
deal to minimize theirimpact on your final document.
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Choosing and using paper

The factor thatmostaffects inkjet output quality is the paper you use.
Cheap photocopier bond works well ina laser printer, butits coarse
fibers soak up the wetink sprayed by an inkjet printer, causing mottled
output.

You can get better results by using paper designed for inkjet printing,
suchasInkJet Ultraand InkJet Cotton, sold by Paper Direct. Most
computer-and office-supply houses sell similar stocks.

Because ofits textured surface and high cotton content, high-quality
watermarked bond — the kind of paper often used for corporate
letterhead — can deliver disappointing results with StyleWriters. A
workaround is to printyour letter on plain stock and then photocopy it
onletterhead.

Inapapermaking machine, paperis sandwiched between a feltbeltand
awire mesh: The fe/t side of the paper is smoother than the wireside,
with better distribution of fibers and smoother grain. Printing on the
feltside generally yields sharper results.

How doyou tell whichsside is which? Check the paper’s wrapper; most
manufacturers indicate which side to use for printing. If you’re using
watermarked bond, hold a sheetup to the light; if the watermark is
backward, you're looking at the wire side.

Thinking aboutink

AStyleWriter II'sink s 70 to 90 percent water. Because the ink’s
pigmentsare water soluble, inkjet output can smear easily before it
dries — or ifit gets wet. Your documents may not be exposed to
raindrops very often, but don’t forgetaboutyour envelopes. To
protect the address on an envelope, cover itwith a piece of transparent
tape. Ifyouare printing something thatwill be exposed to moisture,
you canimprove durability by spraying the pages with Krylon Crystal
Clear or some other fixative.

Youalso may want to photocopy your output. Besides getting more
durable output, youimprove the quality of the outputitself: a
photocopier’s plastic toner creates “blacker blacks” than liquid ink.
Photocopiesalso don’thave that wavy, mottled look that often plagues
ink-heavy pages.

Refillingink cartridges

Applesaysa StyleWriter ITink cartridge is good for about 500 double-
spaced text pages. When the ink is spent, you throw away the cartridge
and buy a new one. Or doyou? The cartridge’s components are good
for more than just a few hundred pages, and if you can get more ink
into the cartridge, you can get more pages out of it.
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In the early days of inkjet printing, some people used syringes toinject
fountain-pen inkinto cartridges. Things are a bitmore civilized now;
several companies sell refilling kits to help you replenish a cartridge.
Refilling is easy but can be messy. (I trashed a favorite T-shirtin my
firsttry.)

The first few pages I printed witharefilled cartridge were streaked,
but things improved after a few cartridge cleanings (click the Print
dialog box’s Options button and then check the Clean Ink Cartridge
Before Printing box; for more detail, see the next section). Indeed, I
couldn’tdiscern between output created with a fresh cartridge and a
refilled one.

Isrefilling worth the trouble? If you’re on a tight budget, the answer is
probably yes. Butdon’tthink thatyou’re doing the environmentany
favors: refilling kits contain aboutas much disposable cardboard and
plasticasa new cartridge. (By comparison, refilling a larger, more
complex laser cartridge can be environmentally correct.)

Cleaningink cartridges

Streaking can occur when dustand paper fibers clog the ink nozzles.
Toimprove your StyleWriter Il output, click the Printdialog box’s
Options button and then check the Clean Ink Cartridge Before
Printing box.

During the cleaning, the StyleWriter ITwipes the surface of the ink
nozzles to remove paper fibers, caps the ink cartridge with a rubber
cover, and then pumps asmall amount of fresh ink into the nozzles.
Theentire job takes about 13 seconds.

The StyleWriter I performs thiscleaning automatically when you
first switch it on after plugging itin, when you replace the ink car-
tridge, and when more than 72 hours have elapsed since the last
cleaning.

One final ink tip: Always remove the ink cartridge before transporting
a StyleWriter, or you may find an inky mess when you unpack. This
tip is especially pertinentif you’re shipping a printer by air: the lower
pressure insome airliner cargo holds is likely to cause ink to pump
from the cartridge. Ship a partially used cartridge in a sealed plastic
bag.

Setting up the StyleWriter driver

All printers require driver software — files that teach the Mac how to
talk to specific printers. (Youselecta printer by clicking its drivericon
in the Chooser desk accessory, located in the Apple menu.)

It’salways a good idea to use the latest version of a printer driver. At
this writing, the latest driver for the StyleWriter Ilis 1.2; the latest
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driver for the original StyleWriteris 7.2.3. (T'o determine the version
number, choose Print; the version numberisin the upper-right corner
of the Print dialog box.)

The latestversions of the StyleWriter driversare included with new
Macs; they’re installed automatically (in the System Folder’s Exten-
sions folder) when you use the Easy Install option in System 7’s
installation utility. Both drivers provide an amalgam of features Apple
calls GrayShare. The Gray refers to the drivers’ ability to print
grayscale images (suchasimage scans orillustrations). If you’re
printing adocument containing a grayscale image, be sure the Print
dialog box’s Grayscale optionis selected. The Share means you can
make the printer available to other machines on anetwork. Ifyou’re
connecting to a Local Talk network, connect the StyleWriter toyour
Mac’smodem port— the printer portis used for Local Talk connec-
tions. (Ifyou’re using Ethernet, you can connect the StyleWriter to
the modem or printer port.) To turn on printer sharing, click the
Chooser’s Setup button and check the Share this Printer box (see
Figure 3-1“Share Your StyleWriter IT").

1%" Stylelriter 11 Sharing Setup 10

@ Share this Printer
[Use this sharing feature 1o aliow other pfcplv Ho use the prhhr
atiached to this b .

Nome: [Trinie’s Stylelriter] |

Password: I:]

[J Keep Log of Printer Usage

(Ccancet [ ok

Figure 3-1: Share Your StyleWriter Il To sharea
StyleWriter |l on a network, click the Setup buttonin
the Chooser to display the Sharing Setup dialog box.
Then check the Share this Printer box. If you want, you
can give the printer a name and password.

Teaching a StyleWriter to speak PostScript

Printinga graphiccreated ina PostScript-oriented program (such as
Illustrator) with an inkjet printer produces chunky-looking results. A
StyleWriter driver, for example, inits zeal to printsomzething, prints the
72-dpi (dots per inch) QuickDraw representation of the illustration.

Toteacha StyleWriter (or any other non-PostScript printer) to speak
PostScript, install Tele Typesetting Company’s T'-Scriptsoftware.
T-Scriptactsasan intermediary between yourapplicationsand a
non-PostScriptprinter.
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From the Chooser, select the T-Seript driver. Thereafter, when you
issuea Printcommand, T-Scriptinterceptsand saves on disk the
PostScriptinstructions; T-Script then uses the Mac’s processor and
memory to translate the PostScriptinto instructions that the
StyleWriter can understand. Thus, the StyleWriter becomesan
econo-PostScript printer—and a proofing device for documents that
will eventually be printed ona PostScriptlaser printer or even an
imagesetter.

Printing with PostScript Laser Printers

Ifyou usealaser printer, chancesare it’sa PostScript printer. Some
non-PostScriptlaser printers are available for the Mac— examples
include GCC’s PLP seriesand Apple’s Personal LaserWriter LS and
LaserWriter Select 300 —but PostScript printers’ superiority for
graphicsand publishing work and their ability to be easily shared on a
network have made them the preferred printersin the Macintosh
businessworld.

Nosstart-up page
When you switch ona PostScript printer, it ruminates for aminute or

two and then prints a start-up page, listing the number of pages ithas
printed, the fonts it contains, and the settings of its various ports.

These statistics are occasionally useful, but the start-up page usually
justwastes time, toner, and paper.

You candisable the start-up page in a few ways. The low-tech solu-
tion: Simply pull the paper tray outan inch or two when you first
switch on the printer. When the printer’s on-line indicator illuminates,
indicating that the machine is warmed up and ready for printjobs,
slide thetray backinto place.

Abettermethod is to explicitly tell the printer to stop printing its
start-up page. Many of today’s PostScript printers sport calculator-like
keypadsyou can use to adjustvarious settings — including whethera
start-up page is printed. If your printer doesn’t have a keypad (none of
Apple’s do), youneed to run a utility program to disable the start-up
page. Apple’s PostScript printers ship with a utility called LaserWriter
Ulity; ifyou have a non-Apple PostScript printer, you may be able to
obtain a copy from an Apple dealer. An older, less-capable program
called LaserWriter Font Utility isincluded on the System 7.1 Tidbits
disk (itisalso widely available through on-line services and user
groups). Both programs have a Utilities menu containinga Start Page
command thatlets you enable or disable the start-up page.
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Name thatprinter

Whenyou use the Chooser to selecta PostScript printer, the printer’s
name appears in the Chooser’s device list. Usually, the name corre-
sponds to the printer’s model number — LaserWriter Pro 630, for
example. Butyou can change the name to something more descriptive
Art Department Printer or 5th Floor LaserWriter or Trixie’s Printeror
Lil’ Gutenberg— by using the LaserWriter Utility (choose the Printer
Name command). Naminga printer is especially valuableif your
network contains two or more printers of the same model, a sitnation
that can make itimpossible to tell which printerin the Chooser is
which.

Ifyoucan’tround up LaserWriter Utility, check the disks that came
with your printer for an older Apple utility called The Namer, which
also letsyou change a printer’s name.

Printing with the LaserWriter 8 Driver

The LaserWriter driver file, located in the System Folder’s Extensions
folder, is the link between your Macand a PostScriptprinter. The
latestversion in the non-QuickDraw GX world is LaserWriter 8, also
known as PSPrinter. In this section, I describe LaserWriter 8 tips and
tricks.

Ifyou're using System 7.5’s QuickDraw GX (orare thinking of doing
so), refer to the nextsection. QuickDraw GX provides many of the
same printing options —and then some.

cK
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Printing Font Samples

If you have a large font library, you may want to assemble a font catalog — a collection
of printouts showing your fonts in various point sizes and styles.

With Jim Lewis's theTypeBook, a free utility available on the Ultimate Mac CD,
creating font catalogs is as easy as choosing a few commands. theTypeBook can print
font samples in six different formats, including charts showing the key sequences that
summon special characters.

Fora small fee, Jim Lewis will create a customized version of theTypeBook that prints
a company name and logo on each page. It's a great way for a small graphics shop or
freelancerto create a professional-looking type specimen book.
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HowLaserWriter 8 works

The key to LaserWriter 8 is a special file called a printer description file
(PDF). (PDF files reside in the Printer Descriptions folder, whichis
within your System Folder’s Extensions folder.) True toitsname, a
PDF lists aspecific printer’s capabilities: its resolution, paper-handling
features, and soon.

Youcanopen PDFs, which are text-only files, with any word proces-
sor. Butyou never have to: PDFs are accessed automatically by the
Chooseras partofan easy configuration process thatyou performafter
installing LaserWriter 8 (see Figure 3-2 “Setting Up LaserWriter 8”).

After the driver knows whatyour printer can do, itadjustsits Page
Setup and Print dialog boxes accordingly —a trick earlier versions of
the driver couldn’t perform.

Figure 3-2: Setting Up
LaserWriter 8 Afterinstalling
LaserWriter 8, openthe Chooser
(tap), selectyour printer, and click
the Setup button(1). Inthe dialog
box {bottom) thatappears, you
configure the driverfor your
printer. Whenyouclick the Auto
3 Setupbutton(2), thedriver
Sotup ] Cockaround Printing queries the printertoleamits
e L brand and model, and thenit
Aaplefalk S hctive .| selectsthematchingPDFfile. You
‘ canmanually selectadifferent
POF by clicking the More Choices
0 buttonand thenclickingthe
Select PPD button. Youmightdo
Current Printer Description File (PPD) Selected: thiswhen pﬂi‘pal'll’lg apn'lrt—tn—
T LIRSS AE P21 1207 diskfileforaimagesetterorcolor

GTINTIOTNY ( cencel J k) |  printerataservicebureau.

®

Picking your paper

A growing number of PostScript printers include or accept multiple
paper bins. Thanks to PDFs, LaserWriter 8 lets you tap these traysin
several ways. If your printer has two or more trays, it’s easy to bounce
betweenstocks without walking over to the printer and sliding traysin
and out. Inan office, multiple bins can eliminate the fistfights that
often occur when, say, one person installs transparency stock justas
another person begins a 48-page printjob.

o
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Here are a few ways you can put two trays to work:

 Multipage business letter: Putletterhead in the upper tray and second
sheetsin the lower one. In the Paper Source area of the Print dialog
box, choose Upper for the first page and Lower for the remaining
pages (see Figure 3-3 “Paper Feeding Options”).

e —
Printer: “Laser Printer” 80 et
I:nplas: pages: @A OFrom:| | To:[ |
BT 1T 1T —————— ] .1 1 {[1].} 7] -
O Al @ First from: @ Printer
Remaining frum:[W‘_vl OFile

Figure 3-3: Paper Feeding Options The Paper Source pop-ups in
LaserWriter 8's Print dialog box let you mix and match paper withina
print job. In this example, the first page of a document will be printed on
the paper in the printer’s upper tray, while the remaining pages will go on
the paper in the lower tray.

You can use a variation of this technique with a printer that has one
paper cassette and one multipurpose tray, such as Apple’s
LaserWriter Pro series: Putsecond sheets in the cassette and
letterhead in the multipurpose tray. Then select First From
Multipurpose Trayand Remaining From Cassette. If you write
more one-page letters than multipage ones, reverse this scheme.

% Printing rough proofi: Putel cheapo copier bond in the upper tray
and high-quality laser paper in the lower one. When you wantto
proofa document, use the upper tray. When you're ready for final
output, use the lower one.

% Mixing paper and transparencies: Putlaser stock in one tray and
transparency stock in the other. (Verify thatyour transparency
stock can be fed automatically, however; some transparency stocks
mustbe fed manually.)

If your printer has just one paper bin, you can still use the Paper
Source options to streamline stock switching. For multipage business
letters, putsecond sheets in the paper tray. When it’s time to print,
choose Manual for the letterhead page and Auto Select for the
remaining pages.

Printing thumbnail pages
LaserWriter 8’s Page Setup dialog box contains a pop-up menu called

Layout thatlets you printseveral pages reduced to fiton a single sheet
of paper. Choose the 2 Up option and your printer will print two
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pages on each sheet. Choose 4 Up and the printer shoehorns four
pages onto each sheet. On the printed output, each scaled-down page
is framed by a black border.

You can use this feature to save paper and toner when you’re printing
simple documents, such as text manuscripts or electronic mail mes-
sages. Youmay be surprised athow readable the textremains whenit’s
reduced, especially with 2 Up printing — text printed in 4 Up mode is
abitsmall. If the bottom rows of an eye chart give you trouble, don’t
gosmaller than 2 Up.

Using the 2 Up or 4 Up option makes it easy to file large documents,
see storyboards of presentations or video productions ata glance, and
gauge how two-page spreads will appear when printed.

OtherPage Setup options

Here’sanotherslick Page Setup feature previous LaserWriter drivers
lacked: If you click the graphic representation of the page — the
picture of the dogcow — the graphic s replaced by a text listing of
your printer’s exactimageable area (the portion of the page upon
which the printer can apply toner). Thisis a handy way of discovering
how close to the edges of a page you can get. (This information, by the
way, comes from the PDF.)

Before leaving the Page Setup dialog box, explore some of the features
in the Options dialog box, which appears when you click the Options
button. These features are largely unchanged from LaserWriter 7 x.

The power of the Printdialog box

Clicking the Print dialog box’s Options button reveals more options
thatyou can use to fine-tune printjobs and save time in the process
(see Figure 3-4 “Exploring Print Options”).

Print Options 80 [m]

Cover Page: @ None (O Before (O After Document
Print:|_ Color/6rayscalev|

PostScript™ Errors:|__No Special Reporting v|

Choose Resolution:[ Printer's defaull v |
FinePrint(T™): ::'Inler s default

Figure 3-4: Exploring Print Options Clicking the Print dialogbox's
Options button reveals another dialog box, where you can control unique
printer features. In this example, the PhotoGrade feature, provided by
many Apple LaserWriters, is disabled for faster printing.
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Ifyou're proofing a document containing scanned images or illustra-
tions containing color or gray shades, you can cut printing times—
often dramatically— by choosing the Blackand White option rather
than Color/Grayscale. In a similarvein, if your printer has a halftone-
enhancement feature such as Apple’s PhotoGrade, you can probably
reduce printing times by disabling it: click Options, locate the
PhotoGrade pop-up menu, and choose Off. (Generally, disabling a
text-enhancement feature— for example, Apple’s FinePrintor
Hewlett-Packard’s Resolution Enhancement T'echnology— does not
decrease printing times.) Options you selectin the bottom portion of
the Printdialog box revert to their original, printer-resident settings
afteradocumentis printed.

Printing with QuickDraw GX

QuickDraw GX, included with System 7.5, has some new, significant
printing features. In this section, Isummarize these features and tell
you how to take advantage of them.

Anoteaboutapplication compatibility: Youmay have heard that
software developers willneed to adapt theirapplications to take
advantage of QuickDraw GX. Some printing-related featuresin
QuickDraw GX will require GX-aware applications, butmany of the
enhancements work with GX-unaware programs, too.

What’s new?

Here’sa summary of the new printing features in QuickDraw GX:

& Anewway towork with and switch between printers: Youno longer
alwaysaccess the Chooser to perform printer-related tasks.
QuickDraw GXintroduces the desktop printericon, which represents
aspecific printerand a specific print queue (a list of jobs waiting to
be printed). Desktop printer icons make possiblea flock of printing
shortcuts and tricks, which I describe later in this chapter.

% Moreversatile printing options: With QuickDraw GX, you can specify
custom paper sizes, give names to paper trays, and more.

% Morewaystomanage pending printjobs: The old PrintMonitor
application, which handles background printing in non-GX
systems, doesn’t provide much control overjobs thatare waiting to
be printed. With QuickDraw GX's desktop printer windows, you
can pause printjobs, redirect them to different printers, schedule
them to printata certain time, and much more.



Chapter3: Printing and Faxing Tips

% An expandable design that makes it easy to add printing features:
QuickDraw GX has an expandable architecture thatlets Apple and
third-party developersadd printing features through printing
extensions. Justas system extensions enhance the Mac—screen
savers, for instance — printing extensions add printing features. For
example, with certain extensions loaded, you can print watermarks
orautomatically print pages in the correct order for binding.

The wonders of the desktop printericon

Before printing with QuickDraw GX, you must make a desktop
printericon for your printer: from the Chooser, selecta printer and
then click the Create button (or press Return). A desktop printericon
appears on the desktop amoment later (see Figure 3-5 “Making a
Desktop Printer Icon”).

&

Lager Printer

Cregte

® Aftive

| AppleTalk O Inketive B

&l

Figure 3-5: Making a Desktop Printer Icon To make a desktop printericon,
select the printer in the Chooserand then click Create (1). The desktop printericon
appears on the desktop (2). Thebold borderaroundtheiconindicates that thisis the
defaultprinter. Whena printer's queue has been paused, asmall stop signappearsinthe
printer'sicon (3). Whenajob is printing, a small pageiconappears (4).

So your desktop has this cool icon that looks like a printer. Whatcan
you do with it?

Drag documents to the desktop printericon

to print them

This technique is the drag-and-drop equivalent to the Finder’s Print
command. When you draga documenticon toa desktop printericon,
the Finder starts or switches to the program that created the document
and displays the appropriate Printdialog box.
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Share the desktop printericon with other Macs on

your network

You can make the desktop printer icon available to other Macs onyour
network by selecting a desktop printer and choosing Sharing from the
Finder’s File menu. You can even assign a password to a desktop
printer to keep certain people from using it—another way to keep
that guy in the office from printing out family photos on the color
printer.

Make an alias of the desktop printericon
Toaccess a desktop printericon from the Apple menu, putan aliasin
the Apple Menu Items folder.

Rename the desktop printericon

You can change a desktop printericon’s name by using the Finder’s
standard icon-naming techniques. Youmightuse aname thatde-
scribes a certain setting — such as Print After Midnight foranicon
whose print queueis set to startafter midnight.

Bossing your GX printjobs around

Thereal power behind a desktop printericon surfaces when you open
it. After you double-click a desktop printericon, a window appears.
From this window, which lists jobs thatare waiting to print (see
Figure 3-6 “Waiting to Print”), you can boss your printjobs around.

— To pause the current print job,
drag its icon into the bottom
part of the window

== Laser Printer =iy

[ note ) [ Remove )

Dacuments in Queus : 4

Dosument Harme Piges Copies _print Tine —|— (lick a heading to sort print jobs
Chapter 27(print) 3 1 HNormal
@ status: printer busy ; source : Centronics ——————————— Qtat) 1o messages from the
{J monitar with beams(print) 1 1 MNarmsl lir CUFrEI’ItIV prlntlng IOh appear hBrB
&1 chapter 316print) 6 1 Hormal 5 :
ﬂ System Foler(print) 1 1 Hormal Drag prlnter fllBlS l.Jp or dDWn tﬂ
change their printing order. Drag
them to the Trash to remove them.

Figure 3-6: Waiting to Print The desktop printer window lists jobs that are in the queue;
from here, you can organize and redirect your jobs.
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Pausing the print queue, or lining up jobs for later
Suppose that you want to send a bunch of print jobs to the printer
while you take a long lunch break. Selecta desktop printericon and
choose Stop Print Queue from the Printing menu, whichisadded to
the menu bar when a desktop printericon is selected. (This menuis
one of the gateways to GX’s industrial-strength printing features.)
The Stop Print Queue command erects a temporary roadblock
between QuickDraw GX and the printer.

Now use your applications’ Print commands as you normally do. (Be
sure the printer whose queue you've paused is selected as the current
printer: with the printer’sicon selected, choose Set Default Printer
from the Printing menu.) Asyou “print” documents, their print files
line up in the printer’s queue. You can spota paused queue by the stop
signicon thatappearsin the desktop printer’s queue window.

You can reorganize the order of these pending printjobs or you can
redirect one or more jobs toa different printer (see the next two tips).

To take down the roadblock and begin printing the queued jobs,
choose Start Print Queue from the Printing menu. Toschedule the
jobs to printata certain time, select them (with the queue window
open, choose Select All from the Finder’s Editmenu), and then choose
Set Print Time from the Printing menu. In the dialog box that
appears, specify the time. Finally, choose Start Print Queue from the
Printing menu.

Reorganizing the print queue

Secondsafter sendinga 57-page report to your printer, yourealize you
need to printan urgent memo. In the pre-GX world, you had to
cancel the big job, print the small one, and then reprint the original
one from where you leftoff.

In the GX world, you can postpone the big job and sneak the small
one in. T'o do so, simply drag the big job to the bottom half of the
window. (Orselect the job and choose Hold Print Request from the
Printing menu.) Then print the memo.

When you've finished, you can resume the big job by dragging it back
into the status area of the desktop printer window or by selecting it
and choosing one of the two Resume commands in the Printing menu.
(Choose Resume on Page One torestart the entire job, or Resume On
Page tostart printing from a certain page.)

Redirectinga printjob

Say thatinstead of pausing that 57-page printjob, you decide to print
itonadifferent machine in your network. In the non-GX world, you

had to go to the Chooser, select the new target printer, return to your
application, and choose its Print command. With GX, youcan simply
drag the print file to the desktop printericon for the desired printer.
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Viewinga printjob

Youcan lookata pending printjob by double-clicking it. The Finder
opens the SimpleTextapplication and displays the printfile. Youcan’t
edit the print file or copy partofit to the Clipboard, but you can
reprintitby choosing Simple Text’s Printcommand.

QuickDraw GX’s new Print dialog boxes

Programs thatsupport QuickDraw GX printing have new Printand
Page Setup dialog boxes (see Figure 3-7 “New Ways to Set Up and
Print”). Clicking the More Choices button expands each dialog box to
reveal more printing options.

By the way, if you’re usinga GX-aware application, you can redirecta
job to a different printer before you okay the Print dialog box. To do
50, just choose the desired printer’s name from the Print T'o pop-up

menu,
e e s
Paper Type: [ US Letler v 102012
Orientation: .
Scale: %
[
Print to: [_Laser Printer v Ve
Pages: @ fll
O From: | | vo: |
Copies: [E

Figure 3-7: New Ways to Set Up and Print
QuickDraw GX-aware applications use new Page
Setup (top) and Print (bottom) dialog boxes.

Adding printfeatures with printing
extensions

Ifyou think the GX printing features I've described so far are worth-
while, fasten your seat belt. The real power of the GX printing

architecture is thatit’s extensible— by adding printing extensions, you
canadd printing features to a//lyour applications.
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Printing extensions show up in the Page Setup or Print dialog box
when you click the More Choices button (see Figure 3-8 “Expanded
Printing Options”).

Print to: Laser Printer w 1012012
Pages: @ All
OFrom:| | vo:| ]

Copies: @ (& Collate Copies

Paper Feed: @ Automatic

Print Opticas

O Manual
Destination: Quality:
P ) 5 -
Ta1eoe Fewer Choices | [ Print ||

Figure 3-8: Expanded Printing Options When you click the More
Choices button inthe GX Print dialog box, additional options
appear. Printing extensions are listed along the left edge of the
dialog box. Tip: You can use the keyboard's arrow keys to select
printing extensions.

K
QuIC Tlp\s,

Scheduling Printing in the Print Dialog Box
Using the desktop printer window to specify a print time is just one way to schedule

print jobs under QuickDraw GX. Another way is to use the Print Time option in the Print
dialog box.

Click More Choices and select Print Time from the options on the left side of the dialog
box. A series of scheduling options appears, as shown in the accompanying figure.

Tip: You can use the keyboard to type the time and date. Just press Tab to move from
one set of numbers to the
next; press A for AM and P
for PM.

Note that you can designate
ajob as urgent to push it
ahead of any other E
documents waiting to print. .
You also can tell the Mac to
display an alert message &
when the job begins and/or

ends.

Print RS S|
Set the print time priority to: 102612

Q Normal: print now

O Urgent: print before other documents

@ Print at: 5:05 PM 8/12/94

O Hold document in printer “Laser Printer”
Show alert:

[JBefore printing storts
= n“!er printing finishes

(Fewer choices )

Print Tooks
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Achieving Better Fax Quality

The phrase fax quality is as much a contradiction in terms as military
intelligence. But there are some steps you can take to get the best
possible results outofa faxmodem.

UseType 1 PostScriptfonts and Adobe Type
Manager or TrueType fonts

You're probably using these popular font formats already, soI won't
belabor this point. Suffice it to say that these outline font technologies
resultin smooth textatany size — an important plus for printed and
faxed documentsalike.

Usessturdy fonts

Keep in mind fax type is distorted by the relatively low resolution. The
subtleties of delicate typefaces such as Caslon and Garamond disap-
pear ina shower of pixel shrapnel. So use fonts that have been de-
signed to withstand the rigors of low-resolution imaging — Adobe’s
I'T'C Stone Informal isa good choice, as is Lucida.

Use therightresolution

Standard fax resolution is 200 x 100 dpi. (If you’re faxing documents
formatted for wide orientation — for example, 11'/2x 8 inches— the
resolutionis 100x 200 dpi.) You'll get better quality if you fax docu-
ments in fine mode, which provides 200 x 200 dpi resolution. Keep in
mind, though, doubling the horizontal resolution slows faxing times.

Think twice aboutusing EPS art

If you want to include artwork in a fax— for example, a company logo
on letterhead —don’tuse encapsulated PostScript (EPS) artwork.
Unlessinstalled in a PostScript printer, a fax modem is a QuickDraw-
based device —itrelies on the Mac’s built-in graphics routines for
imaging textand graphics. Because it cannot properly translate the
PostScript, a fax modem transmits an EPS image ata chunky 72 dpi.

The solution: Import EPS artinto a QuickDraw-oriented drawing
program, such as MacDraw, and then save the artasa PICT file.
Finally, import the PICT image into the document you're faxing.

Ifyou must fax EPS art, here’sa workaround thatyields better
resolution: Create the art three to four times larger than itsintended
size and then importthe artinto a program where you canreduce it by
the same amount.
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Create ascanned version of your signature

Ifyou’re faxing correspondence, you may want to create an electronic
versionof your signature so thatyour faxed correspondence looks
signed.

Ifyou have a scanner, scan your John Hancock and then save the
image as a TIFF or PICT file. If you don’t have a scanner, use a
drawing program: First, select the Tabletspeed (to obtain finer control
over the rodent) from the Mouse control panel. Then draw your
signature at roughly twice its normal size. Save the resultasa TIFF or
PICT file.

When it’s time to sign a document, import the image and scale it
down 50 percent. Ifyou’re signing documents created with Microsoft
Word or another word processor with a glossary or autotext feature,
you canstore the signature as a glossary entry and retrieve it with a
keystroke or two. Or you can paste the image into the Mac’s Scrap-
book; from there, you can copy it to any program (or, with System 7.5,
dragittoadrag-awareapplication).

Don’tgo gray

Tosave time, eliminate any gray shading in your document.

When you send a fax, the fax software compresses the page image by
replacing groups of identical white or black pixels with a code. Gray
shades made up ofalternating black and white dots can’t be efficiently
compressed.

Inone testI performed, a page containing several large 50 percent
gray shades took over five minutes to transmit. The same page without
the gray areas took only a minute and a half. When I replaced the 50
percentgray shadeswithalighter (10 percent) gray, transmission time
took justunder two minutes —not much slower than the grayless
version. The lesson: If you want to use gray shading — to dressup a
page or highlighta row of spreadsheet figures—use a light pattern.
(Shades darker than 50 percentusually end up printing as black, by the

way.)

Scan hard copy at 200 dpi

Ifyou are scanning some hard copy as a prelude to faxing, set up your
scanner software to scan at 200 dpi. If you scan at 300 or more dpi,
faxing slows as the fax software works to downsample the page image
t0 200 dpi.
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More Ways to Save Time with a Fax Modem

An obvious way to save time when faxing is to nix the cover page. Must you announce
every fax with a full-page fanfare? Put the to-and-from information at the top of the
first page or in a header or footer. If you don't want to foul your pages with address
information, consider using a short cover page. FaxSTF, for example, lets you send a
cover sheet as short as a half page. If you use a different fax program, you can create a
short cover page by using the cover-page customizing software all programs include.
Even if the receiving fax is a sheet-fed machine (which uses the same-sized sheet of
paper no matter how short the original is), the shorter cover page takes less time to
transmit.

If you just want to peck a quick note (“The express package arrived safely — thanks"),
consider using the quick-faxing desk accessory many fax programs include {such as
FaxSTF's QuickFax). However, these desk accessories don't let you save your
miniature missives. If you need a record of what you send (“I faxed a counteroffer at
noon — didn't you get it?!"), use a word processor and fax it conventionally.




CHAPTER o FOUR

PowerBook Tips

Al-l the tips and techniques in this book apply to the PowerBook
line of portable Macs —afterall, PowerBooks are Macs. In this
chapter, I presenta collection of PowerBook-specific tips, ranging
from ways to extend batterylife to strategies for transferring files
between a PowerBook and another Mac.

Squeezing More Juice fromaPowerBook

Asevery PowerBook owner knows, battery power is like money: you
can’thave too much. Here are some tips for extending your
PowerBook’s battery charge.

Turn down screenbacklighting

Backlighting helps make PowerBook screens legible, butit’salsoa
major drain on battery power. If you turn backlighting offand work
under a brightlight or with your back to a window, you’ll extend

battery life significantly.

With the PowerBook Display control panel thatdebuted with System
7.1, you can easily control backlighting; you can tell the PowerBook to
turn off backlighting aftera specified period of inactivity.

The PowerBook control panel thataccompanies the 500-series
PowerBooksand System 7.5 also provides backlight control. For more
information, see “T’he PowerBook Control Panel” section, later in this
chapter.

Knowwhen to spin-down the hard drive

The other major power consumer ina PowerBookisa hard disk. Asa
result, you may think it’s best to put the hard drive to sleep whenever
possible. Apple reinforces this thinking by providing the PowerBook
Control Strip, which gives you one-click access to hard drive slumber.
In System 7.3, you canalso spin-down the hard drive by pressing

38-Control-Shift-0(zero).
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However, it takes four times the power to wake up a sleeping hard disk
than itdoes to keep itspinning. It you frequently alternate between
putting the drive to sleep and waking it up, you are using more battery
power than ifyou simply leave the hard disk spinning. You also waste
time, because it takes a few seconds for the disk to spin up to operating
speed. Ifyou find yourself putting the hard drive to sleep every few
minutes, you may be using more power than you're saving.

Turn off AppleTalk

Turning off AppleTalk saves power and lets a sleeping PowerBook
wake up faster. Nonetheless, you should have AppleTalk turned on
when you start up; you then can turn AppleTalk offand on without
restarting. (IfAppleTalkis turned offwhen you startup a PowerBook,
certain system software doesn’t getloaded and you mustrestartto
activate AppleTalk.) Note thatif the PowerBook File Assistant
extension isinstalled, AppleTalkisalways available: you needn’trestart
thesystem toactivate AppleTalk.

Don’tuse System 7 virtual memory

Virtual memory forces the PowerBook to access its hard disk more
frequently, so don’tuse System 7 virtual memory when you’re running
under battery power. Rather, use a RAM disk as your start-up disk.
The PowerBook’s Memory control panel lets you setup a RAM disk.

Quityour telecom program

Whenyou finish a communications session, quit your communications
program. When a communications program is running, the
PowerBook’s modem is drawing power —even if you aren’tactually
connected. Also don’tactivate the auto-answer feature of your
PowerBook’s faxmodem.

Don’tuse external devices

Mice, keyboards, external hard drives, and so on impose their own
power requirements.

Don’tuse floppy disks

Use floppy disks as little as possible. And ejectany floppy youaren’t
actively using.
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Usealightweight word processor

Instead of using a heavy hitter such as Microsoft Word or
WordPerfect, use alean word processor such as WriteNow or
ClarisWorks. Ifyou’re just pecking out text, consider using the
TeachTextor SimpleTextutilities that come with the Mac. Also try to
avoid using a spell checker when you’re running on battery power
because spell checkersaccess the hard disk frequently.

Use a RAM disk

ARAM disk sets aside some memory to act like a disk. Because RAM
is faster than a hard disk, anything stored on a RAM disk opens at top
speed. Ifyour PowerBook has enough memory, you can createa
pared-down System Folder and store itas well as a compact program,
such as WriteNow or ClarisWorks, in the RAM disk. Use the Startup
Disk control panel to specify the RAM disk as your start-up disk and
then restart. Finally, putyour hard drive to sleep and work from the
RAM disk. Ifyou save your documents on the RAM disk, it’s a good
idea to wake up your hard drive every hour or so and copy the docu-
ments to the hard drive; if the PowerBook crashes, the RAM disk—
and the documents you've stored on it— could vanish.

One drawback to a RAM diskis that the RAM it uses isn’t available for
running programs. Another drawback is thata RAM disk’s contents
vanish when the power goes out. You need to restore the contents of a
RAM disk each time you start up your PowerBook after shutting down
(thissituation doesn’tapply to the PowerBook 100, 160, 180, 180c,
500-series, or Duo-seriesmodels). Connectix Corporation’s Maxima
and Apple’s PowerBook File Assistant utilities have features thatletyou
save the contents ofa RAM disk on PowerBooks other than the 100.

The PowerBook Control Panel

Apple hasshipped two basic versions of the PowerBook control panel.
Theversion thatdebuted with System 7.1 provided a bare-bones
interface designed to shield you from the ugly technicalities of power
management. Butitdidn’thelp youunderstand which activitiesand
work habitsaffect battery life.

Apple learned itslesson, however, and the latest PowerBook control
panel lets you choose between easy and custom power-management
options (see Figure 4-1 “The PowerBook Control Panel”). For more
control over performance and batteryusage, click the Custom switch
in theupper-rightcorner of the control panel’s window.
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Figure 4-1: The PowerBook Control Panel

This control panel lets you fine-tune your
PowerBook's operation to achieve the optimum
balance of performance and battery life. The sliders
foradjusting system sleep, screen dimming, and
hard drive spin-down are visible only when the
buttonin the upper-right comeris setto Custom.

PowerBooks offer two additional power-savings options:

% Processor Cycling: T'o maximize your battery’slife, you can tell the
PowerBook’s processor to turnitself offwhen you aren’tusing the
computer. (The processor turns back on the moment you move the
trackball or touch a key.) Deselect the Don’t Allow Cycling button
on the older PowerBook control panel or check the Allow Proces-
sor Cycling on the newer PowerBook control panel.

o

+ Processor Speed: Some PowerBook models —such as the 160, 170,
and 180 — can save battery power by slowing their processors
down to 16 MHz. Selectthe Reduced Speed button on the older
PowerBook control panel or check the Reduced Processor Speed
button on the new PowerBook control panel.

The PowerBook Control Strip

The PowerBook 500-series models include the PowerBook Control
Strip, which gives you quick access to all the power-management
features of the machine. The Control Strip, which isincluded with
System 7.5, is shown in Figure 4-2 “Control Stripata Glance.”

Figure 4-2: Control Strip ata Glance The Control Strip's functions (I-r): AppleTalk
Control, Battery Monitor, File Sharing Control, Hard Drive Spin-Down, Power Settings, Sleep
Now, Sound Volume.
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Here’sacloser lookat the Control Strip’s functions.

% AppleTalk Switch shows whether AppleTalkis on or off, and also lets
you turn AppleTalk on or off without opening the Chooser.

% Battery Monitor displays the status of the battery.

% File Sharing displays the state of file sharing (on, off, orusers
connected), lets you turn file sharing on or off, and lets you open
the Sharing Setup control panel.

% Hard Drive Spin Down shows whether the internal hard diskis on or
off, and lets youspin-down the hard disk.

% Power Settingslets you select between maximum conservation or
maximum performance withoutopening the PowerBook control
panel, and also lets you open the PowerBook control panel.

% Sleep Now puts the computer into sleep mode.
% Sound Volume lets you select the sound volume.

% Video Mirroringlets you turn video mirroring on or offifan
external monitoris connected.

Customizing the Control Strip

One end of the Control Strip is anchored to the left or right edge of
the display. The Control Strip hasa tab on its unattached end.
Table4-1lists Control Strip shortcuts.

Table4-1
Control Strip Shortcuts
To Do This Do This
Adjustthe length of the strip Dragthetab
Move the strip to a new pasition Hold down the Option key and drag the tab

on-screen

Hide all but the Control Strip’s tab Clickthe tab (to redisplay the Control Strip,
clickthe tab again)

Make the Control Strip disappear Click the Hide Control Strip button in the
Control Strip control panel
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Adding modules to the Control Strip

The PowerBook Control Strip’s modular design enables you toadd
new controls. Where can you find additional controls? The Ultimate
Mac CD holdsa few, including three from Jeremy Kezer:

% Control Strip Clock addsa digital clock to the Control Strip.

% Control Strip Volume makes adjusting the sound volume a bit
more convenient,

% Control Strip Sleep lets you put the PowerBook to sleep without
having to OK the dialog box displayed by the standard Apple
Control Strip.

These modulesare in the Jeremy’s Control Strip Modules folder, in
the PowerBook Utilities folder, inside the Utilities folder, in the Best
of BMUG collection. Whileyou're there, check outrest of the other
PowerBookutilities.
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Presentation Pointers for PowerBooks

A PowerBook is ideal for giving presentations. (It's not bad for creating them in the
hotel room, either.) All PowerBooks except the 100, 140, 145, 145B, 150, 170, and the
PowerBook Duo models have a connector to which you can attach an external monitor.
You then can use the Portable Display control panel to put the PowerBook's video
circuitry into video mirroring mode.

Mirroring causes the PowerBook to display the same image on the external monitor as
appears on the PowerBook's display; as a result, you can see your presentation
without having to look behind you at the large screen. When the PowerBook isn't in
video mirroring mode, the external monitor extends the Mac’s desktop.

If you have a PowerBook that lacks a built-in monitor port, you can add external video
support with a third-party upgrade, such as Invisio's Notebook Display Adapter. Or you
can attach a SCS|-based monitor to the PowerBook's SCSI port. A video card upgrade
provides better performance — SCS| isn't fast enough for the demands of a real-time
display.

For PowerBook Duo models, consider buying a docking unit that provides an external
video port (for example, Apple’s Duo MiniDock). E-Machines’ PowerLink Presentor
even lets you use a TV set as a monitor.




Chapter4: PowerBookTips

The PowerBook Trackball

The trackball that’s builtinto some PowerBooks is harder for many
people to operate than a mouse. The trackballs on the PowerBook
Duo models can be especially frustrating because of their small size.

The best way to avoid problems with the trackball is to avoid using the
trackball. Luckily, every large PowerBook model hasan Apple
Desktop Bus (ADB) portinto which you can pluga conventional
mouse. And the PowerBook Duomodels can connect to a mouse
when docked toa Duo MiniDock or Duo Floppy Adapter. Be sure to
use a low-power mouse: it has a symbol on the bottom of it that looks
abitlikea C. Note, however, that plugging in any external device
drainsyour battery faster.

You canavoid using a pointing device altogether by relying on the
keyboard forscrolling, issuing commands, and even selecting icons.
This is a good excuse to memorize your programs’ 8-key combina-
tions; in fact, you may want to seek out programs that offer a wide
selection of keyboard shortcuts. It’salsoa good reason to buya
keyboard-enhancementutility such as CE Software’s QuicKeysto
create keyboard shortcuts thatopen desk accessories, control panels,
and frequently used files.

Don’tforget thatthe PowerBook's system software is rich with
keyboard shortcuts: you can selecticons, open and close folders,
choose devices in the Chooser, and start programs. For details, see the
“System 7 Keyboard Shortcuts” section in Chapter 1.

The Apple Trackpad

The Apple trackpad, used in 500-series PowerBooks, is a new kind of
inputdevice. The trackpad, which relies on a principle called coupling

capacitance to sense the presence of your finger, offers some significant
advantages over the trackball:

* Nomouving parts. There’s nothing to break or get dirty.

% Low power consumption. The trackpad uses less power thana
trackball —a significantimprovementin a battery-operated device.

% Smalland lightweight. As aresult, Apple devoted more space to
otherinternal components.

% Itsproportionsmatch the screen’s. The correlation between the
trackpad and the screen is more direct than between the trackball
and the screen.
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Here are some tips for using the trackpad:

% You have to use your finger. You can’tuse a stylus, a pen, orevena
long fingernail to work the trackpad. These devices, unlike your
body, do notconductelectricity, and the trackpad relies on thatin
order to operate.

% Rockyou finger for precise positioning. The trackpad s ve?r sensitive,
able to measure 387 dots perinch in the horizontal and vertical

directions. For extra-precise positioning, just rock your finger on
the pad; you can move the mouse pointer in single-pixel increments.
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Alternative Input Devices for the PowerBook Line

A PowerBook's input devices are built-in, but that doesn't mean there isn't room for
improvement. In this box, | list some alternatives.

Numeric keypads

If you work with numbers extensively, you can add an external numeric keypad to the
PowerBook. Keypads such as Sophisticated Circuits’ PowerPad, Plusware’s Plusware
Numeric Keypad, and Kensington's NoteBook KeyPad allow for calculator-like number
entry and also provide Page Up, Page Down, Home, End, and other convenient scrolling
keys.

Alternative trackballs

If you don’t like the built-in pointing device, consider MicroSpeed's MicroTrac trackball,
which has three programmable buttons.

Alternative balls for the trackball

These aren't so much input devices as fashion accessories. APS Technologies and
other firms sell replacement balls for the trackball — little billiard balls, multicolored
balls — you name it.

Keyboards

On PowerBook 100- and 200-series models, the keyboard is about 2 percent narrower
and 5 percent shorter than Apple's standard desktop keyboards. As a result, the
keyboard may feel cramped, especially if you have large hands or you're used to
conventional Mac keyboards. Take it from me, working on a cramped keyboard for long
periods can cause big problems. So if you frequently use a PowerBook in the office,
attach an external keyboard to its ADB port. If you use an extended keyboard, you get
the added benefit of function keys, a numeric keypad, and navigation keys.
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% Usethe Trackpad control panelto fine-tune sensitivity. Like the mouse,
the trackpad usesacceleration curves: the faster your finger moves
across the pad, the faster and further the pointer moves across the
display. If your finger darts across the pad, the pointer will traverse
the display completely. If your finger moves slowly, the pointer
does, too. Ifyou find the pointer moves too quickly, use the
Trackpad control panel to specify a slower setting. In Apple’s
user testing, most people preferred the fourth setting up from the
slowestsetting.

Taking Care ofaPowerBook’s Screen

Ifyou’re running a PowerBook from the AC adapter, avoid leaving the
computer on for more than 24 hours at a time, or you may encounter
temporary screen problems, such as shadows appearing when you
move windows. You can fix the problem by putting the computer to
sleep for several hours.

Clean a PowerBook’s screen with soft, lint-free paper or cloth moist-
ened with mild glass cleaner. Don’tspray the glass cleaner directly
ontothe screen.

When you fly with your PowerBook, carry iton rather than checking
itas baggage. Ifa PowerBookisshipped in an unpressurized airplane
cargo hold, its screen may crack.

CK
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Buying Preformatted Floppies

Many disk manufacturers and computer-supply houses now sell preformatted floppies
that you can use immediately — no initialization routine required. Isn't buying
preformatted floppies a bit like buying presharpened pencils? Have we become so lazy
that we can'’t even format our floppies anymore?

Actually, preformatted floppies are ideal for PowerBooks. If you need a fresh floppy on
an airplane at 36,000 feet, you don’t want to waste precious battery power initializing a
disk.

Of course, you can save money along witﬁ your battery by simply formatting a few
floppies yourself before you unplug your PowerBook's AC adapter. While you're at t,
sharpen a few pencils, too.
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Don’tgetin the habit of setting a pen down above the PowerBook’s
keyboard. Ifyou close thelid, the pen will crack the screen. Then,
you’ll get to use the pen to write a check for a new screen.

PowerBook Memory

Thanks to their rear-panel SCSI connectors, all PowerBooks can tap
into the same universe of external storage options as their deskbound
cousins. (T'ousea SCSIdevice with a PowerBook Duo model, you
need toadd anappropriate dock, such as Apple’s Duo MiniDock.)

The hard drive

The PowerBook’s tightinternal confines require a 2'/2inch hard drive.
At this writing, you can get drives of up to 256MB in this petite size.

Mosthard drive manufacturers sell internal drives for PowerBooks,
and some offer trade-in allowances for your existing drive. Some
manufacturers also offer case kits thatlet you turn your existing
internal drive into an external drive—a nice alternative.

SCSIdiskmode

SCSIdiskmode lets you connecta PowerBook to another Mac, which
then treats the PowerBook’s hard drive as an external drive —it’sa
boon for beaming files between Macs. SCSIdisk mode is supported on
the PowerBook 100, 160, 165, 165¢, 180, 180¢, 500-series models, and
Duomodels equipped with MiniDocks.

Tosetup SCSI disk mode, use the PowerBook control panel to
specify your PowerBook’s SCSIID (use the Portable control panel for
the PowerBook 100). Verify that the PowerBook’s hard disk name is
different from that of the Mac you’re connecting to. Shutdown both
Macs and then attach a SCSI Disk Adapter cable to the PowerBook.
(The Disk Adapter Cable is dark gray and shorter than the standard
SCSIsystem cable.) Attach a terminator to the end of the cable. Make
sure all devices in the SCSI chain are offand then connect the other
end of the terminator to either a cable leading to the desktop Macor
to the end of the SCSI chain (you may need to remove the last device’s
terminator). Finally, turn on the PowerBook.

Ifall’s well, the SCSIsymbol (the diamond-shaped symbol that’s next
to the SCSI port) begins moving on-screen, bearing the PowerBook’s
SCSIID. Turn on the desktop Mac; you should see the PowerBook’s
hard drive on the desktop.

When you're ready to shut down, shut down the desktop Mac; then
power off the PowerBook by holding down the power switch for two
seconds. (For the PowerBook 100, press both buttons on the leftside
of the unit.)
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Tipsfor Mobile Modems

On the road with a PowerBook? Here are some survival tips to help you make and keep
your connections.

Ask in advance about phone services

When making hotel reservations, ask whether the hotel's phones provide connectors
for portable computers. A growing number of hotel telephones contain so-called datalink
ports — standard RJ-11 telephone jacks into which you can plug your PowerBook's
modem cable. You may also want to seek out hotels that offer free local calls.

Don't forget your phone numbers

Make sure you have the local phone access numbers for the area to which you're
traveling and the on-line services you'll be using. All on-line services will list their
numbers for you upon demand. Consider saving these lists on your PowerBook's hard
disk so you won't misplace them.

Connecting to hotel phones

If you're patronizing an as-yet unenlightened innkeeper whose phones can’t accommo-
date your PowerBook, check whether the phone is hard-wired into the wall. [f itisn't,
unplug it and plug your PowerBook modem into the wall jack. If the phone is hard-
wired, you may be able to make a connection by disassembling the phone's handset or
wall outlet and connecting directly to the red and green wires within. (Don't try this
unless you're comfortable working around wires. Although phone line voltages aren't
as dangerous as those inside a power outlet, you can get a shock.) Radio Shack sells a
cable with amale RJ-11 jack on one end and spade lugs on the other (catalog number
279-391). You also can make your own: cut a standard RJ-11 cable in half and then
strip the insulation off the red and green wires and connect an alligator clip to each.

Dialing through a hotel system

Remember that most hotels require you to dial 8 or 9 to make an outside call. If you're
using your modem’s autodial capability, be sure to add the required prefix. Puta
comma between the prefix and the phone number to tell your modem to wait a
moment after dialing the prefix.

Carry an extension cord

Hotels traditionally put power outlets in illogical or inaccessible places. If you plan to
use your AC adapter with your PowerBook (you'll probably need to: using a modem
drains the battery faster), bring along an extension cord.

After the call, save battery power

An internal modem uses battery power whenever a communications program is
running. After you make your call, quit the communications program. Also keep in mind
that a PowerBook won't go to sleep if its modem is in auto-answer mode.

Need hard copy? Fax a document to yourself
If you're on the road and you need hard copy, just fax the documents to the hotel's fax
machine. Of course, don't expect high-resolution output.
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File Sharing
System 7 file sharing letsyou exchange files between Macs without
having to use floppy disks. Connecta cable, click a few times, and one
Mac’s hard drive icon appears on the other Mac’s desktop. You can

then shuttle files and folders between Macs by using standard click-
and-drag techniques.

Firststeps

Toexchange files between any two Macs — for example, a

PowerBook and a Quadra 650 — first connect the computers with a
pair of Farallon PhoneNet StarConnectors (which you can buy for
under $20 each). Then open the PowerBook’s Sharing Setup control
panel. Type a name in the Owner Name and Macintosh Name boxes;
then in the Sharing area, click Start. When the control panel tells you
file sharing is on, close the control panel. (If you don’tsee the Sharing
Setup control panel, use the System 7 Installer disk to install file-
sharing software.)

Select the PowerBook’s hard disk icon (orifyou just want toshare a
single folder on the hard disk, select thatfolder’sicon instead) and
choose Sharing from the Finder’s File menu. In the Sharing window,
checkthe Share thisitem and its contents box. Below thatitem, choose
Any User from the Owner pop-up menu (see Figure 4-3 “Sharing
Strategies”). Close the window, clicking Save when asked to save
changes. You've justsetup the PowerBook asa file server.

SHARING STRATEGIES

To share a hard drive and grant all privileges to anyone  [IBESSSSSiNIN Hard Disk SSmmmm

who accesses it, select the drive, choose Sharing (File Whers: MHard Disk, F¥B SCS1 1 109179
menu), and configure the sharing window as shown at

right,

To assign privileges to a specific folder, select the () Share this item and i1s contents

folder and choose Sharing. Then specify the folder's
owner and [if applicable) group. Finally, specify the

See Make
Folders Files Changes

desired privileges for the owner, the user or group, and Owner: B B &
everyona else. User fGroup: B &
See  Ses  Mike Everyene B B B

Folders Files Changes
PP e - =
User /Groep: B = =
Everyone g =B

[ Make all currently enshosed folders tie this one

A shared drive or folder icon looks just like any other
server. Make an alias of the icon for convenient future
access.

Any folders within  Filas within the Changes cen be

the shored folder  shared folder con ~ made ta the shared

can ba seen. be seen. folder. ’
PowerBook 180

Figure 4-3: Sharing Strategies
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Now go to the other Mac and open the Chooser. Click the
AppleShareicon, and the PowerBook name thatyouspecifieda
momentago appears in the rightside of the Chooser. Double-click
thatname. In the dialog box thatappears, click Guestand press
Return. In the next dialog box, select the hard drive name and press
Return again. Ina moment, an icon for the PowerBook’s hard drive
appears on the desktop. You can now copy files back and forth
between the two Macs.

File sharing tips

Tokeep from winding your way through the Chooser every time you
want to access the PowerBook’s hard drive, make an alias of the
PowerBook’s hard drive icon while you're connected. Then you can
automatically connect to the PowerBook by double-clicking the alias.
(Some users stash the alias in the Apple Menu Items folder.)

When you’re done with the shared hard drive, dragitsicon to the
Trash. Then return to the PowerBook and turn off file sharing..
Turning off file sharing when you aren’t using it saves memory; the
Macalso runsa bit faster.

Access hasits privileges

Forconvenience’ssake, I've deliberately avoided discussing the
security featuresin System 7 file sharing. When it’s just you, a couple
of Macs, and some files to be moved, passwords get in the way. When
you’re part ofa larger network, though, you’ll probably want to set up

access privileges— settings for who can see and modify shared files and
folders.

Tolock some people out of certain folders, first use the Users &
Groups control panel to specifya list of registered users — people who
are allowed access to shared items. You also may want to assemble
registered users into groups — collections of users who work onrelated
projects or in the same department. After creating users and groups,
you can control access privileges for a given folder by selecting the
folder and choosing the Sharing command (again refer to Figure 4-3
“Sharing Strategies”).
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Table4-2 lists some typical access privilege settings. Table 4-3 shows
which privileges you need to perform various tasks.

Table4-2
Access Privilege Reference

Set Privileges Like This. ..

IfYou Wantto... SeeFolders  SeeFiles Make Changes
Give everyone on Owner . . .
the network all User/Group . . .
access privileges Everyone . . .
Share a foldar with Owner . . .
One person or group User/Group . . .
Everyone
Keep a folder privateso ~ Owner o f .

that only you can access  User/Group
it from other machines Everyane

Keep a folder private Owner . . .

butallow otherstodrop ~ User/Group .

files or folders into it Everyone .
Table4-3

Access Privilege Sampler

Set Privileges Like This. ..

IfYou Wantto. .. SeeFolders  SeeFiles Make Changes
Copy afile to a folder .
Copy a file from a folder . .

Copy a folder to a folder . .
Copy a folder from a folder .

Create a file . . .
Create a folder . .
Delete afile . .

Move a folder to a folder . .
Move a folder from a folder . N
Open afile .

Save changes to afile - .
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Using the Ultimate
MacCD-ROM

I he Macworld Ultimate Mac CD-ROM isan enhanced edition of
the CD thataccompanies my 1,100-page IDG book, Macworid
Complete Mac Handbook Plus Interactive CD, 3rd Ed.

What'senhanced aboutthe CD? For starters, itincludes SMB of
software not on the Complete Mac Interactive CD — programs, utilities,
customicons,and sound files. Betterstill, the CD’sinteractive multimedia
portion, called Handbook Interactive, containsalmost ten minutes of new
video, includinganewsegmenton the Macintosh 630series.

This chapter summarizes the contents of the Ultimate Mac CD and
provides instructions and tips for using it.

Navigating the CD
The Ultimate Mac CD has two main parts:

% Handbook Interactive,a multimedia production thatcomplements
Macworld Complete Mac Handbook Plus Interactive CD, 3rd Ed.

% Software libraries containing hundreds of megabytes of free
software, shareware, fonts, digitized sounds, QuickTime movies,
and demonstration versions of many applications

Whenyouinsertthe CD, adirectory window appears (see Figure 5-1
“Main CD Window”). Table 5-1 describes the CD’s main icons.

Figure 5-1: Main CD Window When you
insert the CD, you see this window. If you
use System 7, you see these custom icons.
If you use System 6, you see standard
foldericans.

[EEEF ultimate Mac CD & i
@ 0 items 597.5 MB in disk 5.81M8 avaflable

Put in System Folder The Best of BMUG

(]

Ultimate CD Extras Handbock interictive

Mao References Movies and Sounds Software

(al IEE]
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Table 5-1
The Ultimate Mac CD ata Glance

Folder

Contents/Comments

Putin System Folder

The QuickTime 2.0 and QuickTime Musical
Instruments extensions, and the QuickTime
PowerPlug. Toinstall QuickTime 2.0, drag these
items to the System Folder of your start-up disk
and then restart your Mac. (See the detailed
installationinstructions later in this chapter.)

Handbook Interactive

Open this icon to start Handbook Interactive.
(Be suretoinstall QuickTime 2.0 first.)

The Best of BMUG

Over 65MB — 50 disks’ worth — of
shareware and freeware, organizedinto the
following categories: AfterDark, Business,
Education, Entertainment, Fonts, Graphics,
Power Mac, Sound, Telecom, and Utilities.

Software

Demonstration versions of many of today’s top
programs. Shareware from France &
Associates and Software Perspectives. More
fonts and other miscellaneous goodies.

Movies and Sounds

A small collection of fun digitized sounds and
QuickTime movies. To play these orany other
QuickTime movies, you canuse the Peter's
Player program, which is inthe Specular folder,
within the Software folder. (Note: Don'ttry to
open Peter’s Player by double-clicking the icon
inthe Movies and Sounds folder. Because of a
buginthe Mac's Finder, this alias doesn’t work
properly.)

Mac References

Alibrary of useful electronic reference
materials for the Mac. When you'relooking for
details on memory upgrade options, viruses,
computing health hazards, or Mac bulletin
board systems, look here.

Ultimate Mac CD Extras

A collection of bonus goodies, described inthe
nextsection.

Inside the Ultimate Mac CD Extras Folder

The Ultimate Mac CD includesa library of bonus software that was
notincluded on the CD thataccompanies the Macworld Complete Mac

Handbook.
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At Least Read This!

Even if you don’t read this entire chapter, at least read this section — it contains
important information about working with the programs on the CD.

Many of the programs are ready to run directly from the CD. (Of course, the programs
run much faster if you copy them to a hard disk.) However, some programs may create
items in your System Folder that refer to the CD.

The right way to install DarkSide

Specifically, the installer for the screen saver DarkSide of the Mac (in The Best of
BMUG collection) creates an alias in your System Folder's Startup Items folder.
(Aliases are discussed in Chapter 1.} If you run the DarkSide installer from the CD, your
Mac will ask you to insert the CD every time you start up or restart. Unless you're
really nuts about this CD, you probably won't want to do this. If you want to install
DarkSide, therefore, copy the DarkSide folder to your hard drive and then run the
installer from the hard drive. In general, this is a good approach to follow when
installing a program.

If you find that your Mac is asking for the CD when you start up or that you can't eject
the CD (the Mac says some “items are in use"), you probably have an aliasin your
System Folder that refers to the CD. Check your System Folder's Startup Items, Control
Panels, and Extensions folders for these aliases. (Of course, if the Mac doesn't let you
eject the CD, make sure that no programs or documents on the CD are open. Also be
sure that System 7 file sharing is turned off.)

The right way to run HyperTrecker

The Ultimate Mac CD Extras folder contains a fun music program called HyperTrecker
by Kevin Harris Software Perspectives. If you try to run this program from the CD, you'll
receive error messages galore. (This problem occurs because HyperTrecker writes
information to itself when it runs, but it obviously can't write on a CD-ROM, which isn't
a writable medium.) To run HyperTrecker, copy its entire folder to your hard drive.

Read the read me files
The read me file for a given program will reveal any special installation procedures or
requirements.

Here’sa quick tour of the Ultimate Mac CD Extras folder.

% ApplWindows, a terrific (and free) control panel, enhances the
Application menu. When ApplWindowsisinstalled, the Applica-
tion menu shows notonly program names, but the names of each
application’s open windows. Thus, you can switch programs and
activate a particular document window with asingle click.
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% Audioshop 2.0 Demois a demo version of a fun digital audio program
from Opcode Systems. Audioshop can open, play, and modify
soundsin avariety of formats, including the System 7 sound
format. Even better, Audioshop can open and play back the tracks
onstandard audio CDsinserted in your CD-ROM drive. The
program’s beautiful interface wouldn’tbe out of placein a home
entertainmentunit.

% GURU 1.0.3,afreeutility from the gurusat Newer Technology,
tellsyou everything you ever wanted to know aboutexpanding your
Mac’s memory. (Ifyouhave Apple’s PlainTalk speech manager
installed, GURU really will ze//you!) The utility coversall Mac
models through the Quadra/Performa 630 series. GURU also can
testyour Mac’s memory for problems, such as defective RAM
chips.

% More Custom Icons contains a vastassortment of beautiful icons for
various Mac models, third-party hardware, and more. Refer to
Chapter 1 to learn how easy it is to add custom icons to disks, files,
and folders.

% System 7 Sounds contains an assortment of sounds in standard
System 7 sound format.

& Zounds Holiday Cheer contains a version of Zounds, a cute little
control panel from Digital Eclipse that can play soundsin the
background while youwork. The full version of Zounds includesa
vastarray of sound effects— babbling brooks, crashingsurf, and so
on. Thisversion contains an assortment of Christmas holiday
sounds— sleigh bells, Christmas carols, and the like. By the way,
you can add your own sounds; after installing Zounds, just copy
System 7 sound files into the Zounds Files folder.

% Sound-Trecker,one of my all-time favorite Mac shareware pro-
grams, turns your Macinto a digital jukebox by playing a special
type of music file calleda MOD file. The documentation included
with Sound-Trecker tells you everything you need to know about
MOD files. (A huge assortment of MOD files is available from on-
lineservices such as America Online.)

% HyperTrecker, from Kevin Harris Software Perspectives; this firm is
crafting some of today’s best shareware. HyperTreckerisanother
program that plays MOD files. Itintroduces some new innovations,
however, thatyouwon’tfind in the Sound Trecker. (You'll find alot
more great freeware and shareware from Software Perspectives in
the More Freeware/Shareware folder, which is within the Software
folder.)
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Exploring Handbook Interactive

Ilike to describe Handbook Interactive as an interactive newsmagazine
about the Macintosh. Handbook Interactive uses animations,
QuickTime-based interviews, digital audio, and 3-D graphics to
illustrate Mac concepts, trends, and personalities.

Although I originally designed Handbook Interactive to complement
my Macworld Complete Mac Handbook, it stands alone nicely, too.
Indeed, that’s one reasonit’sincluded on this CD. What’s the other
reason? To entice you into buying the Macworld Complete Mac Hand-
book, of course! Check the back of this book for instructions on how to
ordera copy—atasubstantial discount.

Before starting Handbook Interactive, be sure to do the following:

% Install QuickTime 2.0 (see the Step-by-Step box “How to Install
QuickTime 2.0”).

-BY-

S

How to Install QuickTime 2.0

In this box, | describe how to install QuickTime 2.0 on your system.

Toinstall QuickTime 2.0:

1. If you're already using an older version of QuickTime, remove it from your
System Folder's Extensions folder.
For now, just drag the icon to your desktop. You can delete the earlier version of
QuickTime after you install QuickTime 2.0 and restart.

2. On the CD, open the Putin System Folder folder.
You see a window containing three icons.

3. If you have a Power Mac, select all three files. If you do not have a Power
Mac, select only the files named QuickTime and QuickTime Musical Instru-
ments.

The QuickTime PowerPlug extension works only with Power Macs. You won't
hurt anything if you install this extension on a non-Power Mac, but you will waste
abit of disk space.

4, Drag the selected files to your System Folder.
When the Mac informs you that the items need to be installed in the Extensions
folder, click OK.

5. Restart your Mac (choose Restart from the Special menu).
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% Use the Monitors control panel to set your monitor for Thousands
ofcolors, Ifyourvideo hardware doesn’tsupport the Thousands
setting, use the 256 colors setting.

% Connectasetofspeakers or headphones to your Mac. Although
neither are required, you’ll get far more out of Handbook Interactive
ifyoulisten toit through something other thana Mac’s built-in speaker.

Tostart Handbook Interactive, double-clickits icon. Aftera few
moments, the production’s main screen appears (see Figure 5-2
“Handbook Interactive”). As this screen shows, Handbook Interactive
is divided into three primary sections: Interactive Sidebars, Apple
Talks, and Mac Profiles. Towork with a section, click the image that’s
nexttoits description.

Handbook Interactive

THE CD-ROM COMPANION TO
MACWORLD COMPLETE MAC HANDBOOK PLUS CD

PRODUCED BY JIM HEID

& Interactive Sidebars™

" » How the Mac workis—plus
< digital sound, QuickTime,
and filmless photography

Apple Talks

PowerPC, PowerBooks,
System 7.5/QuickDraw GX,
aind QuickTime 2.0

ﬁ Mac Pl‘ﬂill.l‘ﬂs g
_. > mh.“u:m:ml':tym

CLICK AN IMAGE ¥

Figure 5-2: Handbook Interactive The main Handbook Interactive screen. Click animage
to go to its section.

Interactive Sidebars

A sidebar, as you probably know, isa boxed element within a book or
magazinearticle that providesinformation relating to the subjectof
the book orarticle. The Interactive Sidebars (see Figure 5-3) use
QuickTime movies, digital sounds, and color graphics to provide infor-
mation relating to chaptersin my Macworld Complete Mac Handbook.
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&

Interactive Sidebars

MAC TECHNOLOGIES AND TRENDS

¥ > How the Mac's
componants work

fAudio Examples
&= Test your audio connections,
/ﬁ compare sampling rates,
and visit the Gallery of Startup Beeps

3D Theater

b= 3D animations created with
ular Infini-D and

ar Typistry

PR, Dioital Pholography

b= Compare the image quality
from three filmless cameras

CUCK AN IMAGE ¥

The Muilimedia Mac

= The Macintosh 630 serias:
fast, varsatile, and priced right

kil K0

Figure 5-3: The Interactive Sidebars Screen

Here are some general instructions and tips for navigating and using
the Interactive Sidebars.

< Meet the Mac: Intended for Macnewcomers, this Interactive Sidebar
describes how the componentsina Macsystem operate. The
centerpiece of this Interactive Sidebarisan illustration ofa Mac
system. When you pointtoa component withoutclicking, the
component’s name flashes. When you pointand click, a movie plays
describing how the componentworks. You also can play a movie by
clicking the buttons along the rightside of the screen.

% Audio Examples: This Interactive Sidebar lets you hear the Mac’s
sound features and compare the effects of various sampling rates.
Every book tellsyou thathigher sampling rates yield better sound
butuse more diskspace. With this Interactive Sidebar, you can hear
examples of various sampling rates; notice that musicin particular
benefits from higher sampling rates.

% 3D Theater: Thisstraightforward Interactive Sidebar contains two
beautiful 3-D animations, both of which have stereo soundtracks.
These movieslook greatin full-screen mode. (Refer to the Quick
Tips box “How to Play Handbook Interactive’s Movies in Full-
Sereen Mode.”)

% Digital Photography: In Chapter 13 of the Macworld Complete Mac
Handbook,1describe the new breed of filmless cameras, such as the
Apple QuickTake 100. In this Interactive Sidebar, you can compare
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the image quality from three filmless cameras. You also can watch
movies thatdescribe a specific camera’s features.

% The Multimedia Mac: This bonus Interactive Sidebar isa guided tour
of Apple’s Quadra/Performa 630 series, the new low-cost Macs that
come with all the nifty multimedia features. In this Interactive
Sidebar, you can learn how toinstall the 630’s multimedia expan-
sion boardsand see the 630’s Apple Video Player program inaction.

Therestof Handbook Interactive

All the segmentsin the Apple Talks and Mac Profiles portions of
Handbook Interactive work similarly. After you make your way toa
specificsection, you see ascreen containing headings (in red) with text

cK
oW Tiag

How to Play Handbook Interactive’s
Movies in Full-Screen Mode

QuickTime 2.0 makes it possible to get full-screen movie playback from a CD-ROM. |
designed Handbook Interactive's movies and buttons with this breakthrough feature in mind.

Playing a movie in full-screen mode

To watch any movie in full-screen mode, simply press the Option key while you click
the button or object corresponding to the movie. There it is: Glorious, full-screen video
froma CD-ROM. Didja ever think you'd see it? Thanks, Apple!

To create full-screen video from a movie whose actual dimensions are 320 x 240
pixels, QuickTime 2.0 uses a cheating technique, called pixel doubling. One side effect
is that movies tend to have a slightly jaggy appearance when viewed at normal
monitor viewing distances. Try moving back a few feet — to a normal TV viewing
distance. You'll be amazed at how much better the movie looks.

Controlling a full-screen movie
When a movie is playing in full-screen mode, there isn't room on-screen to show
QuickTime's controller (that little scroll bar-like thing you use to pause, play, and
navigate movies). But you can still control a full-screen movie with these techniques:
++ To pause a full-screen movie, double-click anywhere on-screen.
« Toresume playback, double-click again.
«+ To close a full-screen movie before it has finished, press Return.
All three shortcuts also work when you're playing movies in normal-size view.
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descriptions below them, as shownin Figure 5-4“Navigatinga
Segment.” To play the movie that corresponds to a heading, just click
the heading. (To play the movie in full-screen mode, Option-click
the heading.)

System 7.5 and QuickDraw GH
WITH SYSTEM 7.5 PRODUCT MANAGER ADAM SAMUELS
AND QUICKDRAW GX PRODUCT MANAGER RON HERNANDEZ
Printing CLICK A HEADING ¥
v Start Print Queue Introduction
Stop Print Queue = What's new? What isn't?
Hold Prinl Request Deskiop Changes
Resume on Page One = Some of the changes 7.5
/ Resume on Page... brings to the desktop
Sel Print Time...
(!lml‘au and Drop
Sel Dgtault Printer ::" ‘:r."l.' way to 'ﬁﬁ";‘
Input Trays... FORN RICETAMS SURPQ
Entension Setup... A Goach In Your Mac
= The Apple Guide help system
steps you through a procedure
Printing with GN
= GX printing is easier and
more versatile
Typography with 6K
g E:“"mrl folr:: promise
er type, rograms
must be lﬂ‘lp‘ for them

Figure 5-4: Navigating a Segment To play amovie in a Handbook Interactive segment,
click a heading. You can click the heading again toclose the movie before it's finished.

If you want to skip to a different movie while a movie is playing, just
click the heading for the movie you want. Handbook Interactive
automatically closes the current movie and then opens the new one.

Apple Talks

In this section, you can watch excerpts from interviews I conducted
with the product managers of the Power Macs, QuickTime 2.0,
System 7.5, QuickDraw GX, and the PowerBook 500 series (see
Figure 5-5). You'll heara bit of Apple propaganda now and then, but
you’ll also getsome solid information on some of Apple’s latest
products. Many of these segments also include animations and Mac
screen recordings thatillustrate the concepts or features being discussed.

MacProfiles

The Mac world is full of interesting people and places, and this
portion of Handbook Interactive contains profiles of some of them
(see Figure 5-6). The Next Exit: Home Movies profile spotlights Dana
Atchley,a San Francisco-based video producerand performance artist
who uses QuickTime. The Behind BMUG profile takes you behind
the scenesat BMUG, the world’s largest Mac user group.
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Apple Talks

NEWS AND VIEWS ON RECENT APPLE RELEASES

CLICK AN IMAGE ¥

PowerPC Update

b= Performance, upgrades,
PowarPC versus P-nﬁurn.
and virtual memory tips

system 7.5
B What's new on the desktop,

rinting and typography under
aulclnnrau GX, and easier editing

PowerBook 500 Series

B What's new in the 500 series:

g, s the trad

QuickTime 2.0

B Better video, a new music
architecture, and a piece of the
interactive TV puzzle

Go Back

Figure 5-5: Handbook Interactive’s Apple Talks Screen

Mac Profiles

PEOPLE AND PLACES IN THE MAC COMMUNITY

CLICK AN IMAGE ¥
HBHI EXit: Home Movles
nmi combines digital
with theatrical storytelling

Behind BMUG
= Bohind the scengs at the world's
largest Macintosh user group

Figure 5-6: Handbook Interactive’s Mac Profiles Screen
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CK
oW Tip 5

In Case of Difficulty . ..

Although the Ultimate Mac CD is straightforward, and you aren't likely to have any
problems, here are some possible symptoms and their remedies. (If you experience
problems with any of the other software on the CD — the demo software or the Best
of BMUG software — please contact its publisher or author.)

You tried to open the Peter’s Player afias (in the Movies and Sounds folder) or the
GURU 1.0.3 alias fin the Mac References folder), but an error message appeared,
saying that the alias couldn't be opened because the original item couldn’t be found.

| think this is a bug in the Mac's Finder. The original items are on the CD. And if you
select one of these aliases and choose the Finder's Get Info command, you'll even see
where they are on the CD. But the Finder can't find ‘em. Squirrelly, no? Here's the
workaround: The Peter’s Player application, which plays QuickTime movies, is located
in the Specular folder, within the Software folder. GURU, a memory diagnostic and
reference utility, is in the Ultimate Mac CD Extras folder.

When you start Handbook Interactive, all you see is a blank screen with a button that
says Quit.

Your Mac probably doesn't have enough free memory to display Handbook
Interactive’s color graphics. Click Quit to return to the Finder. Then quit any open
applications and try again.

Handbook Interactive s movies play back poarly — the sound and video aren't
synchronized, and the sound sometimes breaks up.

First, be sure you've installed QuickTime 2.0 — the larger, faster movies on Handbook
Interactive require it.

If you have installed QuickTime 2.0 but the movies still play back poorly, try any (or all)
of the following:

< Turn off file sharing.

<+ Quit any background tasks (such as printing or downloading).

< Disable all extensions except for QuickTime and QuickTime Musical Instruments.
< Use the Monitors control panel to switch to fewer colors.

< Be sure the Calculate Folder Sizes box is not checked in the Views control panel.

If you still have trouble, chances are your machine just isn't fast enough to play back
large QuickTime movies. (Based on my testing, | recommend a llvx or faster machine
with a double-speed CD-ROM drive.) Try out Handbook Interactive on a friend's faster
Mac — and start saving for an upgrade. You're going to see more and more CDs taking
advantage of QuickTime 2.0's features.

{continued on next page)




Macworld Ultimate Mac CD-ROM

(continued from preceding page)

While running Handbook Interactive, you switched from 256 colors to thousands or
more, but the graphics don't look any better.

Because of a dumb quirk in HyperCard and its Color Tools software {(which | used to
create Handbook Interactive), you must quit and restart Handbook Interactive to put
your new monitor settings into effect. From now on, switch to the desired number of
colors before starting Handbook Interactive.

When you use the QuickTime movie controller to zip around a movie, the movie’s
window gets all garbled.

Sigh. This is the price you pay for being on the cutting edge. | prepared some of the
movies in Handbook Interactive by using prerelease versions of QuickTime 2.0, and this
problem is a side effect. To restore the movie's image, drag the slider to the leftmost
side of the controller.

Gettinghelp

You canalso see a quick overview of Handbook Interactive by clicking
the question markicon at the upper-right corner of the screen. The
helpscreen also containsa credits movie.

Exploring the Demo Software

The Software folder contains demonstration versions of dozens of
leadingapplications inavariety of categories, from integrated pack-
ages (such as ClarisWorks) to 3-D packages (such as Macromodel) to
CAD programs (such as MiniCad). Most of these programs are
covered in the Macworld Complete Mac Handbook. Indeed, each chapter
in the Handbook contains an On the CD box that refers you to relevant
software on the CD.

Thereare no self-running demos on this CD. (Self-running demosare
basically animated brochures or advertisements. They’re presentations
designed to run ata trade show, for example.) Iincluded only demo
software thatactually lets you try outa program. These demosarea
greatway to experimentwith a program you’re thinking of buying. At
the very least, you can expand your Mac horizons by playing with
software you might not otherwise have access to.

You can perform real tasks with all the demo software (except for the
Casady & Greene games, of course — buthey, everyone needs a break
from real tasks now and then). Whatyou generally can’tdo is save the
work thatyou create. Demo versions are usually limited in some
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fashion —you can’tsave the documents you create (or, with some
programs, you can save only small documents). Or, ifyou printa
document, the text “SAMPLE” appearsacross each page.

PP Pag

For this CD, I tried to select demo versions of offbeat programs —
applications youmay have heard aboutbut notused — including the
3-D graphicsand CAD programs from Strata, Specular International,
and Graphsoft; the music and sound software from Opcode Systems
and Passport Designs; and the video-editing and special-effects
packages from Adobe and VideoFusion.

Many of the 3-D and CAD packages run in native mode on Power
Macs. If you have a Power Mac but haven’t shelled out $1,000 fora
high-end CAD or 3-D program, these demo versions enable you to
see whatyour machine is capable of.

At the same time, though, I made sure that the CD includes demos of
mainstream packages, such as the Claris productline and
WordPerfect. That’s the great thingabout CD-ROMs: they hold so
much thatyou can include something for everyone.

Importantnotes about the Software folder

Many of the programs in the Software folder are ready to run directly
fromthe CD. Still other programs must be installed, using an installa-
tion utility included with the program. Within this must-be-installed
category are two categories:

% Programs thatyou caninstall from the CD

% Programs thatmustbe installed froma set of floppy disks

Most of the programs thatmust be installed fall into the latter cat-
egory. Youmust copy these programs to floppies because their
installation programs ask you to insert those floppies when they run. If
you run the installer directly from the CD, you will be asked to insert
floppy disks that you don’thave.

When creating a set of installation floppies fora given program, count
how many folders comprise the program and then setaside that many
floppy disks. Give each disk the exactsame name as its respective
folder. Then open each folder and copy its contents to the folder’s

corresponding floppy disk.
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Table 5-2 lists each folder within the Software folder and describes its
contentsand installation routine. Ifall developers wrote their pro-
grams so that they could be installed (or run) from a locked volume,
these hassles wouldn’t exist.

Table5-2
Inside the Software Folder
Folder Contents and Notes
Adobe Systems Dimensions, lllustrator, Photoshaop, and

Premiere are ready to run.

Aldus PageMaker 5.0 must be installed from floppy
disks.
Ares Software FontChameleonis ready torun. See the read

mefilein its folder for details.

Casady & Greene « Conflict Catcher lmustbe installed.
* Theaddictive game Crystal Crazyis ready torun.
» The game Glider must be copied to a hard drive.
= Snap Mail is ready to run.
« The game Spaceway 2000 should be copied to
a hard drive because you may need to adjust
its memory requirements.

Claris Corporation Clarislmpact, ClarisWWorks, FileMaker Pro,
MacDraw Pro, andMacWrite Pro are ready to run.

Deneba Software Canvas s ready to run.

Engineered Software PowerDraw must be installed from an

unlocked volume. Copy the PowerDraw Demo
Version fileto your hard drive and then double-
clickittoinstall.

Graphsoft MiniCad must be installed; it can be installed
fromthe CD.
Imspace Systems Kudo Image Browser is ready to run. Double-

clicking animage displays a "disk not found”
error message, however. To fix this problem,
copy the demo version to a floppy disk called
Kudo® Image Browser™ Trial. (The disk must
have this exactname, including the trademark
and copyright symbols.)

(continued on next page)
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Macromedia All programs are ready to run. Swivel 3D asks
you to specify a disk for its temporary work
files. (Note that the SoundEdit Pro demo
version does not run on AV or Power Macs.)

Opcode Systems * Audioshop isready to run.
¢ Claire must be installed; it can be installed
fromthe CD.
Passport Designs Pro5, Encore, Passport Producer, and
MusicTime are ready torun.
Pixar Typestry is ready to run.
PrairieSoft DiskTopis ready to run.
SpecularInternational < |nfini-D is ready to run (If you have a Power

Mac, runthe version named Infini-D 2.6 Demo
PPC. Otherwise, run the version named Infini-D
2.6 Demo 68k.)

* Peter's Player is ready to run.

Strata = StrataVision 3d must be installed; it can be
installed fromthe CD.
= StrataStudio Pro and StrataType 3d must be
installed from floppy disks.

VideoFusion QuickFLIX! and VideoFusion are ready tarun.

WordPerfect WordPerfectis ready torun.

Exploring the Best of BMUG Collection

The Best of BMUG folder contains over 65MB of free software and
shareware, all of it compatible with Power Macsand System 7.5.

The best way to explore the Best of BMUG library is to dive into each
folderand read the read me files thataccompany each program. Most
of these files are SaintEditfiles. SaintEdit, which is included on the
Ultimate Mac CD, is a greatshareware text editor utility. (Choose its
Aboutcommand to learn how it gotits name.)

By the way, ifyou have Apple’s PlainTalk text-to-speech software
installed, you can have SaintEdit files read aloud. Just choose Speak to
Me fromits Bedtime Stories menu.

SaintEditcan evenread aloud in the background. As I'm writing this
chapter in Microsoft Word, SaintEditisreadinga file to me.
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Please pay for the shareware you use

If you make any of the shareware programs or fonts a part of your
regular computing routine, please take the time to pay the author’s
requested shareware fee. Help keep the shareware system alive!

Other Ways to Explore the CD

Tolocate files, you can use PrairieSoft’s Disk Top desk accessory
(included on the CD). Touse DiskTop to locate all QuickTime
movies, for example, click DiskT'op’s Find button. In the Find dialog
box, be sure the CD is selected and then check the Type box. In the
text box next to the pop-up menu, type MooV. Case matters, so be
sure to type MooV justasitappears here (with an uppercase M and
anuppercase V).

There are alotof graphics files scattered through the CD — manyare
PICT sample images that come with the demo versions of graphics
software. T'o locate them with DiskTop, specify PICT as the file type.



Index

—A—

Abort Program (88-Option-Esc)
keyboard shortcut, 14

Adobe Systems folder, 80

Aldus folder, 80

Alias Director, 9

aliases, 7-11, 46

Apple Desktop Bus (ADB) port
and PowerBooks, 38

Apple menu, 7-8, 17, 37

Apple Menu Items folder, 7, 17

Apple trackpad, 59-60

AppleShare, 10, 65

AppleTalk and PowerBook File
Assistant extension, 54

Application menu, 1, 12-13

ApplWindows control panel, 12,
69

archived files, 11

Ares Software folder, 80

Atchley, Dana, 76

ATM (Adobe "Type Manager), 31,
50

Audio Examples Interactive
Sidebar, 73

Audioshop 2.0 Demo, 1, 70

_B_

background printing, 18

battery (PowerBook) tips, 53-56
Bedtime Stories menu, 81
Best of BMUG folder, 68, 81-82
bit depths, 12

BitFong, 31

bitmap fonts, 31, 33

bullets, 27

By lcon command, 13

By Name command, 13

By Small Icon command, 13

.

Cancel (88-period (.)) keyboard
shortcut, 5

Casady & Greene folder, 80

CD-ROM. See Ultimate CD-ROM

Chime, 16

Chooser desk accessory, 37

ClarisWorks, 53

Clean Up Selection command, 13

Close command, 13

Close Double Quotes (Shift-
Option-[) keyboard short-
cut, 27

Close Folder (3-up arrow)
keyboard shortcut, 5

Close Single Quote (Shift-Option-
) keyboard shortcut, 27

Close Window (88-W) keyboard
shortcut, 7

Collapse Entire Folder Qutline
(88-Option-left arrow)
keyboard shortcut, 14

Collapse Folder Outline (88-left
arrow) keyboard shortcut,
14

Conflict Catcher II, 18, 20

control panels, 10, 17-19

Control Panels folder, 10, 17

Copy command, 15, 29

copyfitting, 25

coupling capacitance, 59

Cut command, 29
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DarkSide, right way to install, 69
Deneba Software folder, 80
desktop, 13
88-D keyboard shortcut, 5
86-Shift-up arrow keyboard
shortcut, 5, 14
desktop printer icon, 45-48
DeskWriter, 35
dialog boxes, canceling, 5
Digital Photography Interactive
Sidebar, 73



disks, 13, 15-16

DiskTop, locating Ultimate CD files,

82
display type, 26-29
documents, opening in another
program, 14
doubling, 25
down-arrow key, 14
downloadable fonts, 30-31
driver software, 37-38
Duo MiniDock, 58
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Edit menu, 29, 47

Em Dash (Option-Shift-hyphen)
keyboard shortcut, 27

Empty Trash command, 11

En Dash (Option-hyphen)
keyboard shortcut, 27

Engineered Software folder, 80

EPS (encapsulated PostScript)
graphics and faxes, 50

error beeps, 16

Expand Entire Folder Outline
(38-Option-right arrow)
keyboard shortcut, 14

Expand Folder Outline (88-right
arrow) keyboard shortcut,
14

extensions, 10, 14, 17-20

Extensions folder, 17

Extensions off message, 20

o

Farallon PhoneNet
StarConnectors, 64

fax modems, 52

faxes, 50-51

FaxSTF, 52

Fewer Choices (38-R) keyboard
shortcut, 7

File menu, 3, 6, 9, 11, 64

file sharing, 10, 57, 64-66

file-server volume, 10

files, 5-9, 13, 15-16
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Find command, 6, 11-12
Find File desk accessory, 6-7
Finder, 3, 9-15, 17
desktop, 13
customizing directory win-
dows, 9-11
Empty Trash warning dialog
box, 11, 13
folders, 3-4, 13
icons, 13
locked files, 13
monitor settings, 12-15
programs and, 12-14
shorteuts, 13-14
windows, 13-14
Flickinger, Robert, 16
floppy disks, 54, 61
folders, 3-5
aliases, 9
copying files between, 13
customizing icons, 15-16
frequently used, 10
fonts, 17, 23-34. See also type
20 percent rule, 25
bitmap, 31, 33
copyfitting, 25
downloadable, 30-31
em dashes and en dashes, 27
families, 24
finding special characters, 29
icons, 12, 33
installing and removing, 31-34
kerning, 26-28
leading, 25
line length, 24-25
outline, 31
PostScript, 33
printing samples, 40
quotes, 27
rasterizing, 31
serif vs. sans serif, 24
TrueType outline, 33
type size, 24-25
Fonts folder, 17
Force Quit command, 14
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Get Info command, 11, 15

GrayShare, 38

GURU (Guide to RAM Upgrades)
1.0.3, 1, 70, 76
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HAM, 8
Handbook Interactive, 67-68,
71-78
Apple Talks section, 74-78
Interactive Sidebars, 72-74
Mac Profiles section, 74-78
playing movies, 74-75, 77
hard disks, 10-11, 53-54, 62
Harris, Kevin, 70
Harris, Lawrence, 9
Hide Others command, 12
hierarchical Apple menus, 8
HyperTrecker, 1, 69-70
hyphenation, 27
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icons, 12-21

font and suitcase files, 33
Imspace Systems folder, 80
ink and printers, 36
InkJet Cotton paper, 36
inkjet printers, 35-39
InkJet Ultra paper, 36
Interactive Sidebars, 72-74
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Johnson, Scott, 9, 12
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kerning and display type, 26-28

Key Caps desk accessory, 29

keyboard shortcuts. See indi-
vidual keyboard shortcuts

keyboards, 12-14, 29, 60

Kezer, Jeremy, 57

Krylon Crystal Clear, 36
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laser printers, 35

LaserWriter 8 driver file, 40-44
LaserWriter Font Utility, 39
LaserWriter Utility, 30, 39-40
Launcher control panel, 18
Launcher Items folder, 18
leading, 25

left-arrow key, 14

Lewis, Jim, 40

—M—

Macintosh
630 series information, 1
connecting two, 64-66
references, 68
speakers or headphones, 72
supporting new models, 21
Macromedia folder, 81
Make Alias command, 9-10
Maxima, 55
Meet the Mac Interactive Sidebar,
73
memory
Handbook Interactive, 77
PowerBooks, 61-63
Memory control panel, 54
MenuChoice, 8
Microsoft Word, 55
MicroTrac trackball, 60
mobile modems, 62-63
monitors, 12-135
Monitors control panel, 12, 72
More Choices (88-M) keyboard
shortcut, 7
More Custom Icons, 70
mouse and PowerBook Duo, 58
movies, 68, 74
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networks, 10, 46

New (38-N) keyboard shortcut, 5
New Folder command, 3
non-PostScript laser printers, 39




Notebook Display Adapter, 58
NoteBook KeyPad, 60
numeric keypads, 60

il e

Opcode Systems folder, 81
Open (8-0) keyboard shortcut, 7
Open dialog box, 5
Open Double Quotes (Option-[)
keyboard shortcut, 27
Open Folder
38-down arrow keyboard shortcut,
5
8-E keyboard shortcut, 7
Open Single Quote (Option-])
keyboard shortcut, 27
outline fonts vs. bitmap fonts, 31
Outline view keyboard shorteuts,

14

Pl

paper, 36

Passport Designs folder, 81

Paste command, 29

Peter’s Player, 68, 76

PhotoGrade, 44

Pixar folder, 81

pixel doubling, 74

PlainTalk reading SaintEdit files,
81

Plusware Numeric Keypad, 60

Portable Display control panel,

PostSeript fonts, 31, 33, 38-39,
50

PostScript laser printers, 30, 35,
39-40

Power Macintosh, 18, 31

PowerBar, 9, 12

PowerBook control panel, 53,
55-57, 63

PowerBook Control Strip, 53, 56-58

PowerBook Display control panel,
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PowerBook Duo, 58

PowerBook File Assistant extension,
54-55

PowerBook Spin-Down Drive
(88-Control-Shift-0 (zero))
keyboard shortcut, 53

PowerBooks, 53-66

Apple Desktop Bus (ADB) port,

58

Apple trackpad, 59-60
AppleTalk, 54, 56
battery, 53-57
connecting to another Mac, 63
digital clock, 57
external devices, 54, 60, 62
file sharing, 57, 64-66
floppy disks, 54, 61
hard drive, 53-54, 57, 62, 65
lightweight word processor, 55
memory, 61-63
monitors, 53, 58, 61
Notebook Display Adapter, 58
PowerBook Control Strip, 53,
56-58
presentations, 58
programs, 54, 59
RAM disk, 54-55
SCSI devices, 61, 63
sleep mode, 56-58
sound volume, 57
System 7 virtual memory, 54
trackball, 58-60
video mirroring, 57-58
PowerLink Presentor, 58
PowerPad, 60
PrairieSoft folder, 81
Preceding Icon (Shift-Tab)
keyboard shortcut, 14
preferences files, 17
Preferences folder, 17
Print (88-P) keyboard shortcut, 7
Print dialog box, 37-38, 42,
48-49
printer description file (PDF), 41
printers, 35-39



printing
background, 18
LaserWriter 8 driver file, 40-44
PostScript laser printers, 39-40
QuickDraw GX, 44-49
PrintMonitor Documents folder,
18
programs, 11-14
PSPrinter file, 40
Put Away command (88-Y) keyboard
shorteut, 13

QuickDraw GX, 44-49
desktop printer icon, 45-46
extensions, 45, 48-49
new printing features, 44-45
Print dialog boxes, 48
print jobs, 44, 46-49
QuickDraw printers, 33
QuicKeys, 15, 18
QuickTime 2.0, 1, 71, 77
installing, 71
movies, 74, 77
pixel doubling, 74
QuickTime Musical Instruments,
71
QuickTime PowerPlug extension,
71
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RAM disks, 55
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LaserWriter Font Utility, 39
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