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FINDER

SHORTCUTS

Keyboard
Shortcut

#-Right Arrow

3&-Left Arrow

3&-Up Arrow
3-Option-Right Arrow

3-Option-Left Arrow

#-Option-Up Arrow
#-Option-Down Arrow

3-Option-W
3&-Shift-Up Arrow

Action

Displays contents of selected
folder in list view

Collapses selected folder in
list view :
Opens parent folder or disk
that contains selected item

Opens selected folder and its
nested subfolders in list view

Collapses selected folder and
its nested subfolders in list
view

Closes selected item and
opens parent folder

Opens selected item and
closes current window

Closes all Finder windows

Activates desktop



FINDER

SHORTCUTS

Keyboard
Shortcut

3-drag window by
title bar
Option-double-click
item

Option-drag item

Arrow key
Tab key

Letter key

Shift-Tab

~ (tilde)

\

Action

Moves window without
making it active

Closes window while opening
selected item within it

Copies item to desktop or
another folder on the same
disk instead of moving it

Selects next item in that
direction

Selects next item in
alphabetical order

Selects first item whose name
starts with that character or
next character in the

alphabet

Selects previous item in
alphabetical order

Selects the last file in the
window
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If you don’t have the time to sit down and plow through
some weighty tome to find out how to install and make
use of System 7’s new features, Macintosh System 7 at Your
Fingertips is the perfect book for you. You will find this
book useful whether you are an experienced user, or
have never used a Mac before. You'll find just what you
need to know, and no more. Further, this book makes it
easy to find exactly what you need.

HOW THIS BOOK IS
ORGANIZED A

Macintosh System 7 at your Fingertips is organized into

six parts.
xvé ;



Part I introduces you to the Mac, stepping you
through the basics. Learn how to use the mouse and
manipulate windows. Read about renaming, copying,
moving, opening, and discarding files and folders from
the Finder.

Part II gives you detailed information on installing Sys-
tem 7. Since System 7 might be incompatible with certain
applications, installation requires some thought.

Part III tells you about the new System Folder. True-
Type fonts, the new System Folder organization, and the
expanded role of the Apple Menu Items folder are some
of the features described. You don’t have to be a power
user to make good use of this information.

Part IV describes the control panels. Some are new,
some have been changed, and some will be familiar. Read
this information to find out how to adjust your Mac so it
functions just the way you want it to.

Part V takes you through each of the Finder menus,
describing the commands on them. You’ll find the new
Publish and Subscribe features described in this section of
the book.

Part VI tells you about System 7’s built-in file sharing
capabilities. Once your computer is physically connected to
the network, you can read this section to find out how to
make your information available to the network and con-
nect to other user’s shared items.

XV



CONVENTIONS IN
THIS BOOK A

To guide you quickly to important procedures, notes,
related material, and keyboard shortcuts, this book uses
repeating icons, which look like this:

A B B

PROCEDURE NOTE SEE ALSO  KEYBOARD SHORTCUT

When related material is in a different part, the part
number will be included with the name of the section.
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When you turn on your Macintosh, you see the Desktop,
shown in Figure L.1. It consists of a menu bar at the top
of the screen, a work area, and assorted icons. Icons are
graphic representations of files, applications, folders,
disks, and other system elements.

USING THE
MOUSE A

You use the mouse to communicate with the Mac. When
you move the mouse, an onscreen pointer moves cor-
respondingly. Depending upon your application, the
pointer can be an arrow,

"t

an I-beam,

I
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or a crosshair.

+

Following is a brief description of mouse movements.

APPLICATION MENU
HELP MENU

HARD DISK
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APPLE MENU

FLOPPY DISK
MENU BAR
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Figure I.I: The Desktop
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Pointing, Clicking,
and Dragging

Pointing is positioning the mouse such that the pointer
is on the item you want. Ideally, you should roll the
mouse on a flat surface. Watch the pointer onscreen as
you move the mouse, and you will see that the pointer
moves the same distance and direction as the mouse.

ﬂ PROCEDURE

To select an icon or other object, click on it. The item ap-
pears highlighted. To click on an item, point to it and,
without moving the mouse, rapidly press and release the
mouse button.

ﬁ PROCEDURE

To open an icon, double-click on it. Again, you must first
point to the object. Then quickly press and release the
mouse button fwice.

m PROCEDURE

To drag an item, point to it and hold down the mouse
button. Move the mouse as you hold down the mouse

=
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button. Release the button when the item is where
you want it to be.

A
.é?\‘ SEE ALSO

Part IV, The Control Panels

N
=
W
-
v
>
wv
(Y}
4
v
2
(a]
o
-4
-
4

A TOUR OF THE
DESKTOP A

The Finder, a system application, opens automatically
every time you turn on the computer. You can use the
Finder to organize documents, folders, and applications,
to work with disks, and to access applications.

Although the Finder is always available, it is not always
active. The active application is the one you’re working
in. For example, when you create text, your word proces-
sor is active. With System 7, though, MultiFinder is always
available: You can open several applications at once and
switch from one to the other, even copying text and
graphics between different applications. Each time you
open a new program, its name and icon are added to the
Application menu. The icon of the active application dis-
plays at the far right of the menu bar. The number of
programs you can open is limited only by the amount of
memory on your Macintosh.

>



Mac System 7 at Your Fingertips

When you are working with an application, clicking
anywhere on the open space of the Desktop activates the
Finder. You can also activate the Finder by selecting it
from the Application menu.

Dialog Boxes

When the Mac wants to communicate with you, it uses a
dialog box, such as the one shown in Figure I1.2. You tell
the Mac what to do by clicking on one of the displayed
buttons in the dialog box. To select the button that is
heavily outlined, press Return. Sometimes you can type
information into a dialog box. Or, you might see options
displayed in a list with checkboxes. Clicking a checkbox
selects its option and displays an Xin the box. Clicking
the box again deselects the option. Some dialog boxes
list options with small round buttons. Clicking on the but-
ton selects the option.

Laserlriter Page Setup 7.0
Paper: @ US Letter O A4 Letter
P 8us Legal 805 Letter ©[_Tabloid ~]

Reduce or [Fm Printer Effects:
Enlarge: [XI Font Substitution?
Orientation X Text Smoothing?
T (X 6raphics Smoothing?
| [X Faster Bitmap Printing?

Figure 1.2: A dialog box
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When you are working in an application, you use a
directory dialog box, illustrated in Figure 1.3, to locate files.
If the file you want is not on the disk currently displayed,
click the Desktop button to display all available disks. You
can then choose the correct disk.

If you do something questionable, an alert box might ap-
pear, accompanied by a sound. Figure 1.4 shows the alert
box that appears when you empty the trash. Alert boxes
usually give you information and options.
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Finder Windows

A
Information on the Desktop is displayed in windows. You

can open a window, move it around the Desktop, change
its size, scroll through it, and edit its contents.

8 lllustrator8s v

0 Adobe Separator 2.0 S Mac lisiinT...
D reduce Eject

Desktop

Cancel

I\
|-

Figure 1.3; A directory dialog box

W



Mac System 7 at Your Fingertips

A window that shows the contents of a disk or a folder
is called a Finder window. Figure 1.5 is an example of a
Finder window. Folder and disk icons open into windows.
You can have many windows open at one time—moving
from window to window as you work with different files.
To activate a window, bringing it to the front, just click
on it. The title bar of an active window is lined.

A typical Finder window comprises the following
elements:

A Title bar Alined titled bar indicates that the win-
dow is active. Drag the title bar to reposition the
window.

A Window title The window’s title is in the title bar.
If you are buried deep in a hierarchy of windows,
holding down 3 and clicking on a window’s title
displays a pop-up menu of its path. Hold down the
mouse button and drag down the menu to select a
folder or disk. Your selection will either open or
become the active window.

of disk space. Are you sure you want to

c The Trash contains 3 items, which use 75K
permanently remove these items?

(conee) ()

Figure 1.4: An alert box
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A Zoom box The zoom box is in the upperright
corner of the title bar. You resize an open window
by clicking on the zoom box. The new, improved
zoom box expands the window size just enough to
display the list of files or file icons, but no more.
Holding down the Option key and clicking the zoom
box expands the window to its maximum size.

A Close box The close box is in the upper-left corner
of the window. Click on the close box to close a
window.

CLOSE BOX TITLE BAR WINDOW TITLE ZOOM BOX

73.9 MB in disk

HyperCard Applications  Utilities SoftPC
e (e o

Games Norton Utilities TeechText  Tempopaey

&
&w
May Not ¥ork ¥ith Systeg)

Gl

SCROLLBOX SCROLLBAR SCROLL ARROW SIZE BOX

Figure 1.5: A Finder window
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Mac System 7 at Your Fingertips

A Sizebox The size box is in the lowerright corner of
the title bar. Drag the size box to adjust the size of the
window.

A Scroll bars There are two scroll bars—vertical and
horizontal. A grey bar indicates that there is addi-
tional content beyond the window’s borders. A
clear bar indicates that all contents of the direc-
tory are visible. Clicking in the scroll bar replaces
the contents of the window with the next window-
ful of information.

A Scroll box There are scroll boxes on each scroll
bar. Dragging the scroll box displays a different
part of the window’s contents.

A Scroll arrow Placing the pointer on one of the
scroll arrows and holding down the mouse button
shows you more of the contents of the window.
Release the mouse button when the item you want
scrolls into view.

Y
“i@_ KEYBOARD SHORTCUTS

A 38-Option-down arrow opens the selected item and
closes the current window.

A ¥-W closes the active window.

A ¥-Option-W closes all the Finder windows on the
Desktop.

10%;
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A 3-up arrow opens or makes active the parent-
folder window.

A ¥-Option-up arrow closes the current window,
opening its parent-folder window.

A 3-down arrow opens or makes active the
selected item.
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Organizing Files

There are probably several different types of files visible
on your Finder desktop—applications, data documents,
system software files, utilities, fonts, dictionaries, and so
on. One useful way of organizing such a hodge-podge
of files is to group like files into subfolders and group sub-
folders together in parent folders. A parent folder is a
folder that contains folders. For example, you might
create parent folders on your hard disk for data files,
applications, system files, utilities, and such. Then,
within the application folder, you might have sub-
folders for PageMaker, Word, Excel, MacDraw II, etc.,
as shown in Figure 1.6.

A
.._‘\‘ SEE ALSO
Part V, The File Menu
Part V, The Application Menu
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Working with a
Window$ Contents

You can rename, copy, move, open, and discard files
and folders from the Finder—without opening the
Finder menus. Read Part V, The Finder for information
on the keyboard shortcuts in the Apple, File, Edit, View,
Label, Special, Help, and Application menus.

P g Gemes
p Norton Utilities
p System Folder
A4 Applications
3 Aldus PageMeaker 4.0
3 Y MacDrawlI
b #A Microsoft Word 4.0
B Ny WordPerfect
Bl Adobe Photoshop™ 1.0.7
‘@ Conversion Information
& Erame Editor 3.1
m Frame Editor Help
3 Ry Glossaries
P 7 Illustratorgs

Figure 1.6: Files and folders in list view
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ﬁ PROCEDURE

To select a single file or folder, point to the item and
click the mouse. You can click on either the icon itself or
its name to select it. When you select an item, it appears
highlighted.
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Once highlighted, you can copy, open, move, or discard
the item. ‘

&
‘,‘i@_ KEYBOARD SHORTCUTS

A An arrow key selects the next icon in its direction.

A The tab key selects the next icon in alphabetical
order by name.

A A letter key selects the first icon whose name
begins with that letter.

ﬁ PROCEDURE

To select a contiguous group of icons, place the pointer
at the top of the list and click the mouse button. While

13%;
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holding down the button, drag down until all the icons
you want are selected. Selecting icons is similar; you drag
diagonally instead of downward. The Finder window will
scroll if the cursor hits one of its edges. The items that
are selected appear highlighted. You can then copy,
move, or discard the items.

P OO games

| W r-acOraw | options

nod resume

nelWsietter

[ ]
[ ]
= [EIED
[}

Quicken

b
P

ﬂ PROCEDURE

To select a non-contiguous group of icons, hold down
the Shift key. Then point to and click on each icon you
wish to select. The selected items will appear highlighted.

14%;
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Capture Utilities
FINDER
games
MacDraw |1 Options

nbod resurme

pictures
Quicken
randy

Standard Glossary

A v v i v s
e DD ON

You can then copy, move, or discard the items as a group.

N
%; KEYBOARD SHORTCUT

#8-A selects all items in the active window.

B o

A Any part of a file name or icon inside the selection
rectangle will be selected. Previously, only those
files completely within the rectangle were selected.

A You can now select groups of files using this
method in all views. Previously, you could only do
this when viewing &y Icon or by Small Icon.
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To copy a file or folder from one window to another, drag
the file or folder while holding down the Option key.

To move a file or folder, drag the document or folder
icon to the icon of the folder you want to put it in. In Sys-
tem 7, you can select any visible icon in any window and
drag it to a new location without the source window be-
coming active. The icon appears at its new location when
you release the mouse button.

To move a window without making it active, drag it by the
title bar while holding down the & key.

To open a file or folder, double-click its icon. Or, high-
light it and press 3-down arrow.

There may be times when you want to open a docu-
ment with a program other than the one that created it.
Drag the document’s icon to a program icon and release

164;
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the mouse button. If the program can open the docu-
ment, it will do so. If not, nothing will happen.

‘
‘.‘i@_ KEYBOARD SHORTCUT

3-0 opens the selected icon.

: ﬂ PROCEDURE

To rename a file or folder, follow these steps:
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1. Click on the icon’s name or select the icon and
press Return. A box appears around the name

newsietter

2. Type the new name.

3. Save by clicking outside the icon or pressing
Return.

ﬁ PROCEDURE

To edit an icon’s name, follow these steps:
1. Select the name by clicking it.

2. Point to the icon’s name and click to place the
I-beam where you want to edit the name.

17_>
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3. You can insert text by typing it. You can replace
text by dragging the I-beam over a portion of the
name to highlight it and then typing.

4. Save by pressing Return or clicking outside the icon.

ﬁ PROCEDURE

To discard an icon from a Finder window, drag it to the
Trash icon. The Trash will bulge.

Trash

The item will not be deleted, though, until you select
Empty Trash from the Special menu.

A
',@\‘ SEE ALSO
Part V, The Special Menu

WHAT’S NEW IN
SYSTEM 7? A

With the advent of System 7, the Mac’s power and versatility
have been greatly expanded. In fact, it is so advanced, we
will have to wait for software developers to write new

18%:\/
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applications before we can take full advantage of System 7’s
new features. Here are two significant examples:

A Apple Events System 7 has laid the groundwork for
applications to communicate by developing an in-
formation interchange called AppleEvents. Apple-
Events lets an application send messages to other
applications. System 7 stores the messages and for-
wards them when the application is opened. It also
dispatches messages across a network to applications
on other Macs. When implemented, applications
will be able to share features with each other—a
word processor might ask a spellchecking applica-
tion to look for errors, for example.
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A Data Access Manager (DAM) Data Access Manager
provides an easy way to get data from large network
or mainframe databases. When DAM is supported,
you can use a spreadsheet or word-processing ap-
plication to get information from databases without
knowing their specific query language.

Following are brief descriptions of System 7’s new
features—arranged in alphabetical order. More de-
tailed information can be found in subsequent parts of
this book.

Aliases

An alias is a small (only 1K to 3K) stand-in for the
original item. You can make an alias of a file, folder, or
disk and put it on the Desktop, in the Apple menu, or

19%;
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some other accessible place. Then programs, documents,
and folders that you use frequently are right there when
you need them!

A
.§Q\‘ SEE ALSO

Part V, The File Menu

Apple Menu

You can access documents, folders, applications, fonts,
sounds, and control panels from the Apple menu. The
Apple Menu can show up to fifty items.

A
'.@:\‘ SEE ALSO

A Part II, Installing System 7
A Part III, The System Folder

Comments

Comments are entered in the Get Info window. You can
display comments in a list of files and search for files by
comment text.

20%;
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A
'@\k SEE ALSO

Part V, The File Menu

Control Panels

Control panel documents are stored in a special Control
Panels folder within the System Folder. An alias of the
folder displays in the Apple menu.

*
'.@:\k SEE ALSO

Part 1V, The Control Panels

Customizing Icons

You can customize how icons appear in Finder windows,
with much more control over the way items display. You can

A Design your own icons and replace the icons of
most files, folders, disks, or applications.

A Set the font and size of icon names.

A Set the way items align in icon view.

%

N
b3
w
-
w
>
2]
Y]
£
19
2
(=]
o)
-4
-
£



Mac System 7 at Your Fingertips

A
E’:\‘ SEE ALSO

Part IV, The Control Panels

A
A Part V, The File Menu

Desk Accessories

Now desk accessories work just like any other application.
They can be stored in the Applemenu, on the Desktop, or
in any other place you want. Best of all, you no longer need
the Font/DA Mover program to install them.

/4
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Part II, Installing System 7
Part III, The System Folder
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Editing Icon Names

Clicking an icon no longer selects the name for editing.
Previously, you could select the icon and type a new name,
meaning you could accidentally hit the keyboard while
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the icon was selected and rename it unintentionally. You
must actually select the name now.

A
'E’:\‘ SEE ALSO

Working with Window’s Contents
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Mvultitasking

Under System 7, MultiFinder is always available. You can
open as many applications as your memory will allow, then
switch among applications, return to the Finder to launch
new programs, find documents, and perform file manage-
ment tasks. System 7 lists open applications under the Ap-
plication menu rather than under the Apple menu.

A
'EQ:\‘ SEE ALSO

Part V, The Application Menu

File Sharing

If your Mac is connected to a network, System 7 lets you
share hard drives, folders, and files with other network
users.
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A
.E?\‘ SEE ALSO
A Part II, Installing System 7
A Part VI, Sharing Files and Programs

Find Command

The new Find command offers expanded search capa-
bilities. It will actually open the folder that contains the
item you are searching for, and you can specify multiple
search parameters.

\
'_@\‘ SEE ALSO

Part V, The File Menu

Finder

There are two new permanent menus at the right end of
the title bar: the Help menu and the Application menu.
Read Part Vfor a description of the commands you can
choose from these menus. The following describes some
of the new Finder improvements:

A Navigation Under System 7, you can scroll win-
dows automatically. You can drag an item past the
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active area of the window. You can also drag
diagonally into a window corner. Dragging an item
from one window to another now lets you keep
the destination window in view.

Zooming You can zoom a window just enough to
show all items in it by clicking the zoom box.

Selecting items You can select multiple items by
dragging over them in list view. You can even
select items from different levels.
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Opening documents You can open any document
from the Finder by dragging its icon to the icon of
an application that is capable of opening it.

New directory dialog box A list of all available disks
can be displayed by clicking on the Desktop but-
ton in the Open and Save dialog boxes.

Pop-up Menus You can also go to the Desktop by
choosing it from the pop-up menu in the title bar.
If you hold 3 and click on a window’s title, a pop-
up menu will appear, showing the directory path
of the open folder. You can choose a folder or disk
from the listing.

Help

Point to any object and information about the object will
appear in a balloon. You can turn balloon help on or off
from the Help menu.
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A
'.@:\t SEE ALSO

Part II, The Application Menu

Hiding Windows

You can avoid the clutter of multiple open windows by
selecting the Hide command from the Application menu.
A hidden application is still open. If the application is
performing a background operation when you hide it,
the operation continues.

A
'.@:\‘ SEE ALSO

Part II, The Application Menu

Keyboard Control

Without using the mouse, you can select an item, open
an item, move through, open, and close folders.

Labels

You can assign a label to each icon and view the contents
of a window by label. The label displays only in a list view.
If your computer has a color or grayscale monitor, you
can also assign a color.
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A Part IV, The Conirol Panels
A Part V, The Label Menu
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Memory Management

While you are working, the Mac keeps applications and
other current information in random-access memory (RAM).
Since RAM is limited and many applications use a lot of it,
accessing increased RAM is a high priority. System 7’s
Memory control panel lets you manage and extend your
computer’s memory. Following is a brief description of Sys-
tem 7’s memory features. If your Macintosh model cannot
make use of 32-Bit Addressing and Virtual Memory, they
will not appear as options.

A A disk cacheis a portion of RAM that the Mac allo-
cates for applications to store information. You
can adjust the disk cache using the Memory con-
trol panel.

A 32-Bit Addressing is a new method of addressing
memory chips that lets you install and use more
RAM.

A Virtual Memory lets you increase the amount of
available memory without installing more RAM.
With Virtual Memory turned on, System 7 sets
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aside a certain amount of space on your hard disk
and uses it as if it were RAM.

A
'@:\z SEE ALSO

Part 1V, The Control Panels

Window Views

Windows can display their contents in several list views.
Items display in an outline format letting you see, copy,
and move items from nested folders in the same window.
You can expand or compress the outline to show or hide
the contents of a folder. You can:

A Determine the information that displays in list
views.

A Choose whether to show folder sizes and disk infor-
mation in all views.

A Search for files without opening multiple windows,
which makes copying and moving files much easier.

A Change the order of items in list view by clicking
on the column heading.

A
'.@{‘ SEE ALSO

Part IV, The Control Panels
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Publish and Subscribe

If an application has this feature, you can link informa-
tion so that any changes to original information in a file,
the publisher, automatically update in subscribers of it. Up-
dates can occur within your system or across a network.

A
L@:\‘ SEE ALSO

Part V, The File Menu
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Stationery Pads

Stationery pads are templates. Create a document with
the elements you want to reuse in subsequent docu-
ments. Then, convert the document to a stationery pad.
Each time you open the stationery pad you get a new
document with all the elements preset.

A
.E?\‘ SEE ALSO

Part V, The File Menu

System Folder

The System Folder has been reorganized. System files are
put into special folders rather than left floating loose.
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A

.h Q. SEE ALSO
A Part II, Installing System 7
A Part III, The System Folder

Trash Can

You must empty the Trash manually using the Empty
Trash command on the Special menu. An alert dialog
box informs you of how many items are in the Trash and
how much disk space they occupy, asking whether you
want to permanently discard the items. You can disable
the alert, but there is no longer a way to automatically
discard items.

A

"S%  seEALsO
A Part V, The Special Menu
A Part V, The File Menu

TrueType Fonts

TrueType fonts are scalable outline fonts that will print
and display sharp text regardless of size. You can install
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fonts by dragging them to the system file, eliminating the
Font/DA Mover utility. Double-click on a font icon to dis-
play a font sample.

A
'.@_;\‘ SEE ALSO

A Part II, Installing System 7
A Part ITI, The System Folder
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=~ SYSTEM 7

To install System 7 on a Macintosh computer, you need a
hard-disk drive, at least 2 Mb (megabytes) of random-access
memory (RAM), and a floppy-disk drive. You should
probably have about 5 Mb of free hard-disk space as well.
If you are a new Mac user, you can disregard a lot of the
following information. Just make sure any new software
you add is compatible with System 7 and use the Easy In-
stall method.

To take full advantage of System 7, it must be properly
installed. Therefore, it is important you do the following:

A Back up all data on your hard drive.
A Make copies of the System 7 installation disks.

A Use a disk utility to check your hard disk(s). Disks
can be damaged by heavy use. Make sure yours is
in good shape. Then, if you have problems after in-
stallation, you’ll know the problem lies elsewhere.

A Evaluate your existing software to determine
whether or not it is compatible with System 7.
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A Search for other System Files and remove all
but one.

We will examine each of the steps in depth.

CHECKING YOUR
HARD DISK A

If you have an Apple hard disk, checking it with Disk
First Aid is sufficient. However, if you have a hard disk
manufactured by another company, it is a good idea to
call them and ask whether their disk is compatible with
System 7. They might have special utilities for their
brand.

ﬁ PROCEDURE

To check your hard disk for damage, follow these steps:
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1. Restart the Mac, using “Disk Tools” as the startup
disk. It is one of your System 7 disks. The Disk
Tools icon displays above your hard-disk icon.

2. Double-click to open Disk Tools and then double-
click the Disk First Aid icon.

3. Select the hard drive you want to check and click
Open.

4. Click Start. If Disk First Aid indicates that minor
repairs are needed, click OK. If you get a message
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saying the disk is damaged and cannot be
repaired, use the HD SC Setup program to test
the disk further.

5. Double-click the HD SC Setup icon, and select
your hard disk. Click Test. Depending upon the
test results, you might be able to repair the prob-
lem by using a disk-repair utility or, if all else fails,
reinitializing the disk. Proceed with caution. Make
copies of all your files, because reinitializing com-
pletely erases a disk.

6. Choose Quitfrom the File menu.

EVALUATING
YOUR SOFTWARE A

Apple provides a HyperCard stack called the Compatibility
Checker to help you determine the compatibility of your
software with System 7. To use the Compatibility Checker, it
must be in the same folder as HyperCard 1.2.2 or later
and the Home stack.

ﬂ PROCEDURE

To run the Compatibility Checker, follow these steps:

1. Insert the disk “Before You Install System 7” into
your floppy-disk drive.
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2. Double-click to open the disk icon and copy the
Compeatibility Checker to your hard disk. It will
not run from a floppy.

3. Double-click the Compatibility Checker icon. The
Welcome screens display, followed by the Introduc-
tion screen shown in Figure II.1.

4. Click the Start Checking button and the Com-
patibility Checker will examine the files on your
hard disk. Relax—it takes a while. When it
finishes, the Compatibility Checker will offer to
move any questionable or incompatible items
from the Sytem Folder to a new folder named May
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Introduction

Asof 4/25/91, System 7 has proven compatible with the most
recentversions of the mostwidely used Macintosh software, The
developers of these products have provided Apple with the
informadon thatwill appear in your compatbility report

We urge you to follow any recommendations 1% in your
compatibility report. Although Apple cannotguarantee thatyour
reportwill idendfy all compatibility problems, we are conﬂdent
thatftwill aid you in a smooth transition to System 7.

To contnue, click Start Checking, below.

Figure I1.1: The Introduction screen
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Not Work With System 7. See Figure I1.2. A dialog
box verifies the move. Click OK.

5. When all files have been examined, a report dis-
plays listing suspect items and their status. Read
the report carefully. It explains the compatibility-
status codes, provides specific information about
your software, and gives names and telephone
numbers of software developers. An example of
the report is shown in Figure I1.3. It is a good idea
to call the software developer when you are unsure
of a product’s compatibility status. But beware! Al-
though not always obvious, incompatibilities can
cause serious problems over time.

Attention: Potential Problems With System Folder ftems

The programs listed below are stored in the System Folder of your startup disk.
They may cause problems after you install System 7. For your convenience, these
items can be moved into a new folder called “May Not Work With System 7.”

To move the items, click Move Items. Otherwise, click Don't Move Items.

MacroMaker 1item(s) to be moved from the System

Folder on the disk “SE Hard Disk®

Don't Move items [rovettems ]

Figure I11.2: Moving incompatible items
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6. You can save the report by clicking the Save
Report button. It’s a good idea to save the report
(or print it out), as you will want to refer to it later.
You can print the report by clicking the Print
Report button.

7. Click the Quit button.

8. If you have moved items to the May Not Work
With System 7 folder, you will be prompted to
restart the computer before installing System 7.
(The items will remain active until you restart.)
Click OK if you see this prompt, as shown in
Figure II.4.

Compaﬁbilitykq)ort Introduction
Itis easiestto review your results on paper. To do o, click Print Report, below.
| tem Your
Checked Version Status Notes
Microgoft Word 4.0 Compatible
TeachText 1.2 Mostiy comp. 7.0 Rl
TeachTaext 1.2 Mostly comp. 7.0 RI
Card 1.2.1 Must upgrade 2.t RI
LaserHriter Font Util. 1.0 Must upgrade 7.0 Rl
MacroMaker 1.0 Must upgrade n/a Mo
FileMaker Plus Not avail.
TETRIS 1.0 Not avail
The Chessmaster 1.0 Not avail
iago 1.0 Not avail
Klondike 3.6 Not avail

This report is based on compatibility information as of 4/25/91

Print Report Save Report Quit

Figure 11.3: A compatibility report
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REMOVING OLD
SYSTEM FILES A

Your System Folder might include only files included by
Apple with your particular version of the system software.
However, if you have purchased applications, fonts, or
desk accessories (programs you can launch from the
Apple menu), you have added files to the System Folder.
A system file can be any of the following:

A Inits—small startup programs that add features
to the Finder or the system software. These

.. small programs are referred to in System 7 as
system extensions.

The items you moved out of the System
Folder remain active until you shut down or
restart your computer. Be sure to restart
your Macintosh before installing System 7.

Figure I1.4: The restart dialog box
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A Cdevs or control panel devices—these are stored in
the Control Panels folder. Under System 7, a con-
trol panel is a small, independent application that
can be launched just like any other application.
These programs let you customize various Macin-
tosh features, such as startup disk, sound, color,
memory, and so on.

A Printer or network drivers—software that allows the
Mac to use certain printers or devices.

A Preference files, help files, and dictionaries—applica-
tionrelated programs.

These files should go into the System Folder itself. At
this time, some preference files will not operate properly
if placed in the Preferences folder. Opening the System
Folder lets you place files where you want. If you drag the
files onto the System Folder icon, the Mac places them
for you.

You cannot rely on the Apple Compatibility Checker
for a definitive answer to whether your existing sys-
tem files will work under System 7. Also, updating
your current System Folder has a risk: It’s not un-
common for the System, Finder, and other non-system
files to sustain minor but undetectable damage through
ordinary use. The damage can affect the update,
potentially causing serious problems in the future.
The cautious approach is to move all System files
from your current System Folder to a new folder.
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Then, delete the current System Folder and install
System 7. After installing System 7, you can manually
reinstall any of your old resources.

To remove system files, follow these steps:

1.

Restart the Mac with the “Apple Utilities” disk con-
taining the System Folder. You must use a floppy
disk to start up because you cannot remove an ac-
tive system file.

Create a new folder and name it Later.

Open both Later and your old System Folder and
arrange the desktop so you can view the contents
of both. You are going to copy the system files to
the Later folder.

Use the Font/DA Mover to copy the installed fonts
into a new suitcase file in the Later folder.

Copy the printer fonts to the Later folder.

Use the Font/DA Mover to copy the installed desk
accessories into new suitcase files in the Later
folder.

Copy any sounds you have installed, using the
utility with which you originally installed them.

Copy the rest of your system resource files into the
Later folder. You might want to sort these files into
folders within the Later folder.
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9. Copy the May Not Work With System 7 folder into
the Later folder.

10. Drag the System Folder to the trash and empty the
trash. If you can’t remove the System Folder, check
the contents for locked files. If you find a locked
file, highlight it, select Get Infofrom the File menu,
and click on the Locked box to clear it. Then, try

again!

INSTALLING
SYSTEM 7 A
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Unlike previous Macintosh system software, System 7
requires you to use the Installer program. Deactivate
any virus-detection software or it will interfere with
the installation. (Before doing so, you might wish to
scan each of the new system disks.) :

You can install from a floppy-disk drive, a hard disk, a
file server, or a System 7 CD-ROM. To install from a file
server or a CD-ROM drive, first copy the System 7 installa-
tion files onto your hard drive. (Copy each installation
disk into its own folder). Make sure you have copied the
installation files onto your startup drive. If you are install-
ing from a file server, use the Chooser to mount the
volume containing the installation folder.

Do not install the 32-bit addressing option on a
Macintosh Plus, Classic, II, IT L.C, IIx, IIcx, SE/30 or
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Portable. Do not install virtual memory on the Plus,
Classic, II, II LC, or portable.

You can install in two ways: Easy Install or custom
installation.

Easy Install

Easy Install is an automated process for installing the
System 7 software. You have little control over options,
though. Use this method if you are a new Mac user or if
your current system is fairly basic and you are sure your
installed system resources are compatible with System 7.

m PROCEDURE

To use the Easy Install method, follow these steps:
1. Choose Shut Down from the Special menu.

2. Restart the Mac using your copy of the “Install 1”
disk. If you're installing from a file server or CD-
ROM disk, open the Installer program inside the
Install I folder. An information screen displays.

3. Click the OK button. You'll see a screen like the
one shown in Figure IL5.

4. Click the Switch Disk button if the displayed
hard-disk name is not the one on which you
want to install System 7.
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5. Click the Install button. If you get a message
during the Easy Install telling you there is insuffi-
cient space to complete the installation, you can in-
stall just the minimal software using the custom
method, discussed next.

6. If you’re installing from a floppy-disk drive, insert
the appropriate disks as Installer prompts you.

7. If the installation is successful, you will see a mes-
sage to this effect, and you can safely click Quit. If
the installation fails, see the section on installation
problems at the end of this part.
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8. Restart the Mac, and you will be running under
System 7.

Easy Install

Click Install to update to Version 2.0 of

* Macintosh System Software
© Any Existing Printing Software

« File Sharing Software (Cinstan ]

on the hard disk named
© SE Hard Disk

£ joct Bisk

Figure 11.5: The Install screen
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Custom Installation

Custom installation gives you a great deal of flexibility in
your software configuration. With this method, you can
select specific system resources you want installed. For ex-
ample, you might want to save disk space by not installing
printer and network drivers until you need them. You
can install resources at any time.

Here are some guidelines for selecting resources:

A If you want to run your Macintosh on a network,
select System Software for any Macintosh and Software
Jor all Apple Printers.

A Select a printer driver for every installed printer.

A If you want to share folders and volumes with
other Macintoshes, select File Sharing Software. If
your Macintosh will be part of an Ethertalk or
Tokentalk network, select the appropriate net-
work driver.

A Select only one System Software option. Make sure it
is the one for your particular Macintosh model.

A Select the Minimal System Software option if you
have limited free space on your hard drive. You
can also use this option to put System 7 on a
1.44 Mb floppy disk.
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ﬂ PROCEDURE

To install using the custom method, follow these steps:
1. Choose Shut Down from the Special menu.

2. Restart the Mac using your copy of the “Install 1”
disk. If you’re installing from a file server or CD-
ROM disk, open the Installer program inside the
Install I folder. An information screen displays.

3. Click the OK button. You’ll see a screen like the
one shown in Figure IL.5.

4. Click the Switch Disk button if the displayed
harddisk name is not the one on which you want
to install System 7.
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5. Click the Customize button. A list of resources
will appear. Study the guidelines for selecting
resources, described in the preceding section,
Custom Installation. Click on each resource you
want to install, as illustrated in Figure IL.6. If you
want to select multiple resources, hold down the
Shift key as you click on each option.

6. Double-check your selections. When you are satis-
fied, click Install.
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7. If you’re installing from a floppy-disk drive, insert
the appropriate disks as Installer prompts you.

8. If the installation is successful, you can either
Quit or Continue. Clicking Quit lets you either
turn off or restart your Mac. Clicking Continue
returns you to the Install screen, where you can
perform other installations. If the installation fails,
see the section on installation problems at the end
of this part.

9. Restart the Mac, and you will be running under
System 7. ’

Click the items you want to select;
Shift-click to select multiple items.

System Software for any Macintosh nstall
Software for all Apple printers L==I

Softwware for Laserllriter
Software for Personal LaserlWriter SC 1
Software for Imagelriter b € SE Hard Disk

Software for AppleTalk ImagelWriter

TPVTET
& Software for Laser¥riter l Eject Bisk
= Size: 277K
- Date: Thu, Apr 25, 1991
Yersion: 7.0

This package contains the software required to print on
LaserVriter printers.

Figure 11.6: Selecting a single resource
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REINSTALLING
OLD SYSTEM
FILES | A

If you have used the custom installation method, you
will need to reinstall the old system files you saved to
the Later folder. If you used Easy Install, the Installer
took care of this task for you.

ﬁ PROCEDURE

To reinstall system files, follow these steps:
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1. Open both your start-up disk and the Later folder.
Arrange your desktop so you can view both the Sys-
tem and Later folders. You are going to copy
software files from Later to the new System Folder.

2. To install screen fonts, double-click on each suit-
case file in the Later folder. Highlight all the fonts
and drag them onto the System Folder icon. The
Installer will examine the files and place them in
the appropriate folder. A dialog box tells you
where they will be copied. Click the OK button. In-
staller will automate this process if you drag the
files into an open System Folder.

3. To install desk accessories (DAs), double-click
on each suitcase file to open it. Then highlight
each desk accessory and drag them onto the

494;
[ =



Mac System 7 at Your Fingertips

System Folder icon. The Installer again examines
the files and places them in the appropriate
folder. Figure I1.7 shows the dialog box that tells
you where the files will be copied. Click the OK
button. Desk Accessories are small application
programs. Previously, they were only accessible
from the Apple menu. Their usefulness was their
constant availability. In System 7, with Multi-
Finder always on, these DA’s can be launched
just like any other application.

4. To install system extension documents (:nits) and
control panels devices (cdevs) in the System Folder,
drag each file onto the System Folder icon. The In-
staller will examine the files and place them in the
appropriate folder, as before. A dialog box tells
you where the files will be copied. Click the OK
button. :

Desk accessories nead to be stored in the

A Apple Menu Items folder in order to
appear in the Apple menu. Put
“QuickDER™” into the fipple Menu Items
folder?

Figure I11.7: Installing desk accessories -
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5. Open your System Folder to finish installing the
rest of your old system files (help, preferences, dic-
tionaries, and so on). Select the files and drag
them into the open System Folder.

6. Select printer font files and drag them into the
open System Folder.

7. Click OK to respond to the dialog box.

8. Restart the Macintosh. You are ready to explore
System 7 and its functions.

y .

Install questionable inits and cdevs in the System Folder -
one by one, restarting the Mac after each installation. If
the Mac crashes on startup, see the appropriate section
under Troubleshooting.
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TROUBLESHOOTING A

If the installation fails, a dialog box will display, telling
you what the problem is. Usually, an Installer file is
either missing or damaged or there is a problem with
the hard disk.
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Missing or
Damaged Installer
Files

If you get a message indicating one of your Installer
files is either missing or damaged, make a new copy
of the installation disks and reinstall. If the installation
fails again, get a new set of Installer files.

Hard Disk Problems

If you get a message indicating there is a problem with
your hard disk, update the hard-disk driver using the
setup software that came with the hard drive. Be careful
not to reinitialize or reformat the hard disk, which erases
everything on it. Then try installing again. But don’t take
chances: back up your datal!

If that doesn’t work, back up your hard drive and
reformat it. If you do not have the original formatting
software, use a commercial package.

The Mac Crashes
on Startup

The problem could be an incompatible init or cdev.
Restart the Mac while holding down the Shift key.
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This disables system extensions, allowing the Mac to
start up. If you have been installing the startup docu-
ments one at a time, open the System Folder and remove
the problem file.

If you installed them all at once, remove them all and
reinstall them one by one, as described in the section
Reinstalling Old System Files.
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FOLDER

The System Folderis the heart of the Macintosh. It contains
the System file, system extensions, and various application-
related files. You will encounter the following files and
folders:

A The System file, used by the Macintosh to start up

and operate the computer. It stores the system’s
fonts, sounds, and keyboard files.

Applications that expand the functionality of the sys-
tem software. Examples are system extensions
(inits), control-panel devices (cdevs), and printer
or network drivers. Apple includes some of these
small programs with each System, but you may
wish to add others—many good commercial ap-
plications are available.

Application files stored in the System Folder or one
of the subfolders for reasons of efficiency and
security. These do not necessarily work directly
with the system software. These files include
printer fonts, Word’s Temp files, PageMaker 4.0’s
Aldus folder, and so on.
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WHAT’S NEW? A

The System 7 System Folder has been completely
redesigned. Previous System Folders were cluttered af-
fairs. It used to be just as hard to find what you needed in
the System Folder as it is to find a missing sock in a
dresser drawer filled with a jumble of clothes.

The new System Folder’s organization, though, far sur-
passes that of its predecessor. Based on a series of sub-
Jolders—Apple Menu Items, Control Panels, Extensions,
Preferences, PrintMonitor Documents, and Startup’ )
Items—you can always find what you want quickly and
easily, as shown in Figure III.1. Each subfolder is designed
to store specific types of files. Because it is very important
that System Folder files be placed in their appropriate
subfolder, the installation has been largely automated.

System  Scrapbook Fite PrintMonfior Documents
Finder Vord Settings (4) AppleLink Out Besket

Figure I1L.T: The System Folder in System 7
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Mac System 7 at Your Fingertips

If you do have files that you’re not sure what to do with,
the Easy Install program can place them for you.

This part also gives you information on the type of files
appropriate for each of these subfolders and on the Sys-
tem file itself. The only subfolder we will not examine is
the Control Panels Folder, which is discussed in detail in
Part 1V,

EXPLORING THE
SYSTEM FILE A

A selection of fonts and sounds are placed in the System
file during installation. In addition to these you can in-
stall any third-party fonts or sounds you wish. Installing
fonts is simple, because Apple has done away with the
Font/DA Mover.

TrueType vs.
PostScript Fonts

TrueTypeis a new font format developed by Apple.
TrueType fonts are scalable, which means the font can
be scaled to any size. A single TrueType font file con-
tains mathematical descriptions of both screen and
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print characters. So TrueType fonts can display clearly
onscreen (withoutjagged edges) and then printathigh
resolution on a dot-matrix, Quick Draw, or PostScript
printer.

Conversely, PostScript fonts consist of two files: a screen-
font file and a printer-font file. PostScript screen fonts
are bitmap or fixed-size fonts. PostScript printer fonts con-
tain mathematical descriptions of each character. The
printer uses these descriptions to produce high-quality
output. For each screen font used in a document, the cor-
responding printer font must be available at print time.
Otherwise, the printer substitutes a bitmap font and your
output looks dreadful.

TrueType fonts are designed to work with other font for-
mats, rather than replace them. If a particular font, such as
Times, is available in both fixed-size and TrueType, the
Macintosh will use the fixed-size font. TrueType is used
only when you select a font size that is unavailable in the
fixed-size format.

If you wish to use a TrueType font for standard point
sizes such as 10, 12, 14, 18, and 24, you must remove the
corresponding fixed-sized font from the System file. If
you do this, however, old documents created with fixed-
size formats will reformat when printed with the True-
Type format. You must decide which is preferable.

You can differentiate TrueType fonts from fixed-size
screen fonts by their respective icons: The TrueType icon
displays three symbols whereas the fixed-size font icon dis-
plays only one.
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ﬁ PROCEDURE

To view a font, follow these steps:
1. Double-click on the System file icon to open it.

2. Click on a TrueType-font icon. Three sizes of type-
style display, as shown in Figure III.2.

3. Click on a fixed-size font icon. One type size dis-
plays, as shown in Figure III.3.

ﬁ PROCEDURE

To install fonts, follow these steps:
1. Quit any open applications.

2. Drag the font file or suitcase you wish to install on
top of the System Folder icon (you don’t need to
open the System Folder).

3. A dialog box will confirm the operation.

ﬁ PROCEDURE

To install selected fonts from a suitcase, follow these
steps:

1. Quit any open applications.

2. Double-click to open the suitcase file.
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3. Hold down Shift and click once on the font names
you want to install.

4. Open the System Folder icon.
6. Drag the selected fonts onto the System file.
6. Close the suitcase file and the System Folder.

=== Times (bold, italic) =—|
-9 point
Howmzorbackfumping frogs canleve sic ypiqued
gymuasts!

- 12 point
How razorback-jungrng frogs can level six
iqued pyvuneasis!
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- 18 point
How razorback-jumping
frogs can level six piqued
gymmnasts!

Figure 111.2: TrueType Times (bold, italic)
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ﬁ PROCEDURE

To remove fonts, follow these steps:
1. Quit any open application.
2. Double-click to open the System Folder.
3. Double-click on the System file to open it.

4. Drag the icons of any fonts you want to remove
from both the System file and System Folder.

E[I==—== Times 24 V——

- Sample

How
razorback-jumping
frogs can level six
piqued gymnasts!

Figure I11.3: Fixed-size Times 24
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The System Folder

(You might want to create a special folder on your
disk to store fonts you don’t use regularly.)

PostScript printer fonts should be placed loose in the
System Folder.

A

'@% SEE ALSO

Part V, The Font Menu

The World of Sound

The Macintosh interface is not merely visual; it is also
aural. You can install sound files as easily as font files,
playing them whenever you like and even changing the
sound the Mac uses to get your attention.

ﬁ PROCEDURE

To play a sound, follow these steps:
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1. Double<lick on the System file icon to open it. Fig-
ure III.4 shows the contents of a typical System file.
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2. Double-click on the sound icon. The sound plays.

A
'EQ:\‘ SEE ALSO

Part IV, Sound
El} System FE
(962 items 67 MB in disk 9.7 MB aveilable
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Figure 111.4: The contents of the System file
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ﬁ PROCEDURE

To install sounds, follow these steps:
1. Quit any open applications.

2. Drag the sound file or suitcase you wish to install
on top of the System Folder icon (you don’t need
to open the System Folder).

3. A dialog box will confirm the operation.

ﬂ PROCEDURE

To remove sounds, follow these steps:

1. Quit any open program.

- hbd
a
Cd
-0
=
w
| ol
=
w

2. Double-click to open the System Folder.

3. Double-click on the System file to open it.

4. Drag the icons of any sounds you want to remove
from both the System file and System Folder.
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Part IV, Sound
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THE APPLE MENU
ITEMS FOLDER 7'\

Storing programs, documents, folders, or aliases in the
Apple Menu Items folder makes them accessible from
the Apple menu (under the Apple icon on the far left
of the menu bar). There is no longer a limit to the num-
ber of items you can put under the Apple menu, but only
the first fifty will display.

Desk accessories are small, specialized applications.
System 7 includes seven desk accessories—Alarm Clock,
Calculator, Chooser, Key Caps, Note Pad, Puzzle, and
Scrapbook. They are automatically placed in the Apple
Menu Items folder during installation, as illustrated in
Figure IIL.5. If you have a Macintosh Portable, Battery
will be included as well. Although the Control Panels

S[J=—= Apple Menu ltems ==——"—=013|
14 items 67.1 MB in disk 9.7 MB available
£
SRS T
& E

Alarm Clock  Chooser Calculator Key Caps

B = L

Puzzle Scrapbook Lonro! Fanels  Note Pad

Figure 111.5: The Apple Menu Items folder
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folder is not a desk accessory, its alias is placed in the
Apple Menu Items folder to make it easily accessible. (We
will discuss aliases shortly.)

The Alarm Clock

The Alarm Clock desk accessory lets you set an alarm to
remind you of appointments, meetings, and other
engagements.

m PROCEDURE

To set the Alarm Clock, follow these steps:
1. Select the Alarm Clock from the Apple menu.

2. Click the small lever to the right of the time dis-
play. The lever will swing down, showing you the
options illustrated in Figure IIL.6.

o
i
(a)
-l
(o]
[
-3
o
=
v
>
vy
=]
e
=

[0 10:05:47 AM ¢ |
® 3:30:00 AM

Figure 111.6: The Alarm Clock options
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3. Click the alarm-clock icon to select it. It will get ex-
cited, as shown in the figure.

4. Click on the hour, minutes, or seconds of the
alarm time (just below the current time) to
change them. Then click the up or down arrow or
type the number you want.

5. Clicking the small button to the left of the alarm
time turns the alarm on and off. If the button is
up, the alarm is on.

6. Click the square button at the top left to close the
Alarm Clock.

7. The alarm will sound at the time you have set. If
the speaker volume is set to zero, the menu bar
will flash once and an alarm-clock icon will flash
on the left of the menu bar.

% NOTES

A Open the Alarm Clock and click on the small but-
ton to the left of the alarm time to turn off the
alarm.

A You can set the Mac’s internal date and time by
clicking on the calendar and clock icons.
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The Calculator

The calculator is a handy desk accessory that works as a
fourfunction, pocket calculator. See Figure IIL.7. If
you’re working in an application, for example Quicken,
and need to multiply some large numbers, this desk ac-
cessory can do the job. Results can be copied and pasted
into application files.

[] calculator

Figure 111.7: The Calculator
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[2=masnaacaens]

The Chooser

The chooser is a desk accessory that lets you select a
printer, output device, or network connection. See Fig-
ure IIL8. If you are attached to a network, you can select
the available disks and printers.

PROCEDURE

To select a printer, output device, or network connection,
follow these steps:

1. Select the Chooser from the Apple menu.

=0 LI —————— ="
3] | Select a Laserwriter:
- --QMs &
#AppleShare AppleTa ...e:\rIriter --0MSTurbo
Laserwriter
Laserwriter in Tech Queue
AageVEIeD OMS in DP Queue
[ p AMSTurbo
= QMSTurbo in WP Queue
LQ AppleT...geVriter  LQ Image¥riter The Void
1 Twilight Zone
t - Typesetter in DP Queue I
P 1..Writer SC P 1LY LS
55 T Background Printing: @ On O Off
s ) @ Active
StyleWriter ] AppleTalk O Inactive S
Figure 111.8: The Chooser
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2. Click the icon of the device you want to use.

3. If your network is divided into zones, you’ll see a
list of zones in the lower-left side of the Chooser.
Click the name of the zone in which the device is
located. A list of devices displays in the right-hand
window of the Chooser. Select a device by clicking .
its name.

4. Close the Chooser. You can then use the selected
device.

N
m KEYBOARD SHORTCUTS

A Press Tab to move from window to window in the
Chooser area.

A Type a character to highlight a device name that
begins with that character.
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Key Caps

The Key Caps desk accessory, shown in Figure II1.9,
shows the location of characters for each font installed in
the System file. By pressing one or more of the modifier
keys (Option, Shift, and 3) in combination with certain
character or number keys, you can produce a variety of
optional characters.
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m PROCEDURE

To use Key Caps, follow these steps:
1. Select Key Caps from the Apple menu.
2. Select a font name from the Key Caps menu.

3. Press any of the modifier keys, or Option and Shift
in combination, to see the location of optional
characters.

4. Close Key Caps by clicking on the close box in the
upper-left corner.

But these go to eleven.

B EEEE BEEE BEEE

Figure 111.9: Key Caps
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ﬁ PROCEDURE

To type accented characters, use the following key
combinations: '

To produce this Type this

[\ 3

Option- ", then a

(¢

Option-¢, then e

Latd

Option-i, then i

o
i Option-n, then n a
o
u Option-u, then u ;
¢ Option-c g
>
(%]
w
I
[

The Note Pad

This desk accessory (See Figure 1I1.10) is a handy place
to store small amounts of information. It’s easy to access,
making it useful for jotting down notes or reminders
while you’re working on something else.

The Puzzle

No one can accuse the Mac of being stodgy. The Puzzle is
a constant lure from work! See Figure III.11.
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The Scrapbook

Text, graphics, and sounds can be saved in a Scrap-
book file. Figure II1.12 shows a graphic image in the
Scrapbook.

[[=—= Note Pad =—=|

A

Figure 111.10: The Note Pad
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[] Puzzle

Figure 111.11: The Puzzle
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Figure 111.12: The Scrapbook
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As each Scrapbook file can hold only a limited number
of items, you might want to create new Scrapbook files,
save the old ones, and use them as needed.

ﬂ PROCEDURE

To use multiple Scrapbook files, follow these steps:
1. Rename the current Scrapbook file.

2. Drag the current Scrapbook file out of the System
Folder.

3. Name the new file Scrapbook File.

4. Put the new Scrapbook file in the Apple Menu
Items folder.

A
'E.:\t SEE ALSO
Part V, The Finder

Adding Other Desk
Accessories

Desk accessories are stored in suitcase files like the one
shown in Figure II1.13. A suitcase file can hold several
desk accessories. Some are supplied by Apple and you
can get others from third-party software developers.
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m PROCEDURE

To add desk accessories, follow these steps:

1. Double-click to open the suitcase file. Figure III1.14
shows desk-accessory files stored in a suitcase.

2. Open the System Folder.

. —
Ed :
desk ACCess0ries a
(o}
Figure 111.13: A suitcase file icon ;
(1]
™=
wv
R &
S =———— Desk Accessories ————=N| &
37 items 1.3 MB in disk 71K available E
& & b & Q
Note Pad Puzzle Alarm Clock  KeyCaps

Chooset' Calculator  Scrapbook

@)

<Al

&l ' I

Figure I11.14: Desk accessory icons
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3. Drag the items you want from the suitcase file and
put them in the Apple Menu Items folder. You can
drag the empty suitcase to the Trash. The desk ac-
cessory will be available immediately under the
Apple menu.

m PROCEDURE

To remove desk accessories, drag the desk accessory
icons out of the Apple Menu Items folder. The name will
disappear from under the Apple menu immediately.

Adding
Applications,
Documents, and
Folders

If there are applications, documents, or folders you want
to access easily, put them in the Apple Menu Items folder.
Then, you can select them direclty from the Apple menu
without having to hunt through folders. Alternately, you
can place aliases in the Apple Menu Items folder, as dis-
cussed in the next section.
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ﬂ PROCEDURE

To add applications, documents, and folders, follow
these steps:

1. Double-click to open your System Folder.

2. Select the application, document, or folder you
wish to move.

3. Drag the item’s icon to the Apple Menu Items
folder. The item will be available immediately
under the Apple menu.

ﬂ PROCEDURE

To remove applications, documents, and folders, drag
the item’s icon out of the Apple Menu Items folder. The
name will disappear from under the Apple menu.
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Adding Aliases

An alias is a representation of an original file. It is essen-
tially a linked reference to the original application or
file. The advantage of aliases is that you can make as
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many as you like for a given file. They are distinguished
by italics. If you want to have quick access to a program,
document, or shared disk that is buried in several layers
of folders, you can make an alias for it and put the alias
in the Apple menu. Then, any time you want to access the
item, you can choose the item’s alias from the Apple menu.

$ PROCEDURE

To add aliases, follow these steps:
1. Double-click to open your System Folder.

2. Drag the alias’ icon to the Apple Menu Items folder.
It will display immediately under the Apple menu.

ﬁ PROCEDURE

To remove aliases, drag the item’s icon out of the Apple
Menu Items folder. The alias name disappears from
under the Apple menu.

A
'h@:\'; SEE ALSO
Part V, The File Menu
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THE EXTENSIONS
FOLDER A

The Extensions folder is designed to store applications
that affect the functionality of system software, either by
expanding or modifying the system’s capabilities. Ex-
amples include printer, scanner, and network drivers, as
well as system extensions (énits). Figure III.15 shows the
contents of a typical Extension folder. Yours may differ.
A driveris a program that allows the Mac to work with
an external device. Whereas drivers become usuable
upon installation, init files do not become active until
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PrintMonitor AppleShare AppleTe