
































































































































































































































































































































































































































































































































































































SCSI cable tenninator A device used in a SCSI chain w 
maimain the integrity of the signals going through the 
chain. With some devices, such as the Apple internal hard 
disk, the terminator is built in. 

SCSI chain A group of SCSI devices linked to one anmhcr 
through SCSI peripheral cables and linked ro the SCSI port 
on the compurer through a SCSI system cable. 

SCSI port The sucker on the back panel of the computer to 

which you connect SCSI devices. 

select 'lh designate which object wi ll receive the next action you 
take. Selecting is usually clone by clicking or dragging. 

selection The selected object or objects. A selected object is 
usually highlighted. 

serial ports The connccrors for peripheral devices thar receive 
data in a serial format (that is, one bit ar a rime). The primer 
and modem purrs on the Macintosh arc serial purrs. 

shared disk A hard disk, CD-ROM disc, or other medium whose 
contents can be retrieved over the network. A disk can be 
shared by a file server or a Macintosh computer that has file 
sharing turned on. 

shared folder A folder that is available to some or all network 
users over rhe network. 
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Shift-click 'Io click the mouse button while holding down the 
Shift key, used to extend or shorten a selection and to select 
more than one item. 

Shift-drag To drag while holding clown the Shift key, used w 
select two or more groups of objects by holding down the 
Shift key while you drag diagonally to enclose each group of 
objects in a rectangle. 

SlMM Single In-line Memory Module, a circuit board that 
contains eight RAM chips. SIMMs are connected to SIMM 
sockets on the computer's main circuit board. Sec also 
random-access memory. 

size box A box on the bottom-right corner of the active 

\1ii!!J 

window. Dragging rhe size box resizes the 
window. 

Slow Keys An Easy Access feature that lets you ser a delay before 
each keystroke is accepted by the computer. 

Small Computer System Interface (SCSI) A specification of 
mechanical, electrical, and functional standards for 
connecting peripheral devices such as hard disks, printers, 
and optical disks to small computers. 

sound output port A socket on the back panel of the 
Macintosh marked with a speaker icon, used to connect 
headphones or speakers to your Macintosh. 



source The disk or folder that holds the original of a me to be 
copied or translated, as in source disk. 

startup disk A disk with all the necessary program files- such as 
the Finder and System files comained in the System 
Folder-to set the computer into operation. 

startup drive The disk drive from which you start up your 
computer system. The disk in this drive must contain a 
System Folder. 

stationery A documenr that serves as a template. When you 
open a stationery document, a copy of the document is 
created and opened. The original remains unchanged. 

Sticky Keys An Easy Access feature that lets you type 
combination keystrokes without actually pressing the keys 
simultaneously. 

system extension A program that expands the capabilities of 
system software (for example, device drivers). System 
extensions are stored in the Extensions folder in the System 
Folder. 

System file The me that Macimosh computers use LO stan up 

n 
8 

System 

and to provide systemwide information, 
including fonts, sounds, and kC)'board layouts. 
The System file must be in the System Folder. 

System Folder A folder containi ng the programs that Macintosh 
computers use to start up and operate. A 

(~' 1 disk that comains a System Folder is a 
Sys tem f older Startup disk. 

system software Software components that support application 
programs by managing system resources (such as memory) 
and inpm and output devices. Also known as the operating 
system. 

T 

Teach Text A program provided with the Macintosh system 
software that functions as a limited word-processing 
program, used primarily to open Read Me documents. 

tem1inator Sec SCSI cable terminator. 

3.5-inch disk A Aexible, plastic disk measuri ng 3.5 inches in 
diameter encased in a rigid plastic shell. These disks come 
in three types: high-density ( 1.4 MI3 capacity on the 
Macintosh), double-sided (800K), and single-sided (400K) . 
See also floppy disk. 
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title bar The bar at the rop of a window that shows the name of 
the window. When the window is acrive, the title bar is 
highligl1lecl with horizomallines. 

Duane Title bar 

LJ 
To Do 

Token Ring A widely used network type originally developed by 
International Business Machines Corporation. 

Token1alk A type of network connection that allows you to use 
AppleTalk services on a Token Ring network. 

Trash An icon on the desktop that you use ro discard 
programs, documents, and folders. 

I 
Trash 

TrueType font A type of outline font supplied \Vith the 
Macintosh system software. Sec also outline font. Compare 
bitmapped font. 
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u 
unlock To allow a locked disk or document to be changed, 

deleted, or renamed. See also lock. 

user group A computer club where computer users exchange 
tips and information. 

User/Group A category of users for whom you can set access 
privileges to shared folders and disks. Can be any user or 
group that is registered on the com purer containing the 
shared folder or disk . 

user interface See interface. 

user name The name chosen by a Macimosh owner or network 
aclminisLraLOr Lo identify a user. After this identification is 
complete, the user is a registered user and can connecr to 
that computer as such. 

v 
version A number indicating a program's chronological position 

relative to previous and subsequenr releases of the program. 

video monitor A display device that can receive video signals by 
direct connection. Also known as a monitor 



virtual memory Hard disk space ser aside and used as an 
exrension of rhe compurer"s main memory. 

virus A program designed " ·irh malicious inrenr 10 damage files. 
Virus programs can be spread though nef\rorks and 
bulletin board services as well as un disks. Virus-detection 
and -elimination programs are available through dealers 
and user groups. 

volume Space on a hard disk or a file server that 's cleft ned and 
named as a place to store files. A hard disk is usually a single 
volume, but ir can be partitioned inro several volumes. 

W, X, Y 

window A rectangular area thar displays informarion on rhe 
desktop. You creare and riew documenrs rhrough windows, 
and you view rhc conrcnrs of disks in winclo\\'s. 

z 
zone Zones are set up by a network administrator and arc used 

ro group the devices on rhe nerwork for easier access. 

zoom box A small box in rhe top-right corner of rhe ririe bar of 

E!J§ 
34.1 MB availabl• 

rhc active window. Clicking the zoom box 
resizes rhe window so tim you can sec all 
Of its COIHCillS (if !XJSSiblc); clicking it 
again retu rns rhe window ro irs previous 
size. 
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Index 

A 
About This Macintosh (Apple menu) 154 
acccm marks, typing 254-255 
accessing. See also opening 

Illes on orher computers 183-187 
Jv1acimosh while away from it 202-203 

access privileges (networks) 187-189, 
204-211 

checking 207 
seuing 205-206 
strategies for 206 

activating. See also disabling; opening 
Alarm Clock 1.33-134 
Apple'Etlk 59, 162, 180 
CloscView 152 
nle sharing 190 
Finder /j 5- 46 
Help Balloons 80 
Mouse Keys 136 
program linking 210 
Slmv Keys 137 
software programs 42, 98, 246 
Sticky Keys 137 
32-bit addressing 159 
Trash icon 14-15 
virtual memory 157- 158 
windows 1"1-15, 45-t7, 2~0 

active desk accessory 98 
acrive software program 246 

identifying 45-47, 98 
multiple 45-47, 98 
opening documents in 46, 50, 70 
quick reference for 246 
switching between 45-47, 98 

active window, closing 14-15,33,45-47,240 
adapting Macintosh to your own use 

125- 159 
ADB devices 218 
i\])8 port 218 
adding 

alen sounds 140 
device drivers to System Folder 214 
files to folders 71- 72 
folders to folders 114 
fonrs to System Folder 172 
items to Apple Menu 117, 126 

adjusting 
blinking of menu items 143 
disk cache 156 
keyboard 91, 135-136, 137 
mouse operations 134-135 
speaker volume 139 
virtual memory 157-158 

agreements about sofnrare use 96, 192. 263 

Alarm Clock, sening 13.)-1.)4 
alert sounds 

customizing 1:)9-141 
disabling U9 
installing 140 
recording anclt't;moving 140-141 
Sticky Keys and 137 

aliases 72-7-l, 116-117. See also documenrs; 
files; folders 

connecting to shared disks 1\'ith 186 
creating 116 
definition of 73 
getting infor111ation about (Gct 1nfu) 117 
locating original or ,,-
locking 108 
opening 116 
opening at startup 126 
purpose of 116 
trouble with 116 

APDA 262-2G.) 
Apple Communications Library 262 
A!Jplc Desktop Bus devices 

connecting 21 8 
power requirements of 218 

Apple Desktop Bus pon 211:! 
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Apple Extended Keyboard II 91, 2)2-2)3 
Apple file Exchange 2)6-260. See also 

net\YOrks 
convening tiles to and from MS-DOS or 

ProDOS " ·irh 258-260 
initializing ~IS-DOS or ProDOS disks with 

256-257 
Apple I ID SC Setup program 

icon for 102, 112 
initializing hard disks \Yith 102-10.) 
testing hard disks with 112 

Apple Keyboard 250-2)1 
Apple Keyboard II 91. 248-249 
Apple menu 

About This Macintosh 154 
Alarm Clock 133- 134 
Chooser 57-59, 161- 164, 180 
Control Panels 105, 128- 1)1, 156- 159, 

182 
installing items in 117, 126 
Key Caps 254-255 
removing items from 117, 126, 127 

Apple Menu Items folder 11 7, 126 
Apple Programmers and Developers 

Association 262-263 
AppleShare 184. See also AppleTalk: net\\'Orks 
AppleTalk 179. See also AppleSharc; net works 

activating 59. 162. 180 
choosing primer for 1G3-16-J 
inactive 58, 162 
zones 58- 59, 163, 184 

Apple '1echnical Library 262 
Apple 11 computers, exchanging disks and 

files ,,·ith 256-260 

28'1 Index 

Application menu 42, 46-47, 98-99, 243 
Finder command 46 
Hide Others command 99 
icon fCH· 42. 98 
Show All command 99 

application programs. See software programs 
arranging icons on cleskrop 113 
arranging your office 89 
arrmY keys 22, 245, 249.251 ,253 
arrows, scroll arrows 17. 20- 21. 2'!1 
aHaching. See connecting 
audio pons 140, 219 
i\/UX 93. 102 

B 

background rrinring 164, 169-170 
backing up files 61- 62, 108, 247. See also 

copying 
backspacing with Delete key 43 
backup disks 96 
Balloon Help 80-81 
baHery, clock 227 
beeps. See a lens 
bitmapped fonrs 171- 172. 229-230 
black and white 147. 148 
blinking insertion point, changing 1 i-1 
blinking menu items, adjusting 143 
blinking question mark disk icon 233 
bomb error message 231, 235 
borders. \\·indm\·. changing colors of l4R 

brightness 
of color wheel 147- 148 
of screen 1) l, 22 ~, 232 

Ilrighrness conrrol panel 151 
Brighmcss icon 1) 1 
bulletin boards. See also net\\Orks 

folders as 205 
Yiruses and 9-

bus. See Apple Desktop Bus 
BY Label command ( Vie\Y menu) l-16 

c 
cables 

handling 223 
l.ocamdk-comparible 179 
SCSI peripheral interface cable 215 
SCSJ system cable 215 

cable terminarors, built -in 216 
cache. See disk cache; mcmor)' 
calendar. seHing 129- 1.3'1 
canceling 

initialization l0-1 
printing J :-o 

Caps Lock key 2~8. 250. 252 
cards 

expansion cards 220-222 
memorr expansion cards 222 
\u 1:3us expansion cards 220-221 
video cards 220 

Cl )E\Is 126. !:i'ee also Control Panels 
CD-RO~ I discs. sharing O\'Cr networks 

191- 192 
chains. See daisy chains 



changing 
alen sounds 139- 1·11 
Apple menu 126 
blinking rates 1·13 
clock battery 227 
colors 

in color wheel 147-1 ~B 
in Label menu 128- 129 
in Monitors control panel149 

clcskrop parrern 142-143 
clocumenrs 50-56 
icon names 66- 67 
icons, appearance of 145- 146 
kev!Joard lavout 136 
keyboard operation 135- 136, 137 
keyboard shorrcurs ,,·irh Sricky Kevs 13-
!.abel menu items 128-129 
memory u:.cd IJy !lOft ware 99-100 
mouse operations 134-135, 136-137 

paper size 16-1 
passwords 188. 203 
screen brightness 151 
speaker volume 139 
svsrem startup 12G 
windo\\' color 147- 1'18 
wi nclow d isplavs 144-14 5 

characrer keys ·137, 245 
characters, non-English and special symbols 

·r ' ·r-- )'1-- )) 

charaner sers 248-255. See also fonrs; 
kevboards 

Chooser (Apple menu) 57-W. 161-165 
activating Applcl:tlk wirh 180 
connecring ro shared disks \Yirh IB-1 
chousing primer \\ith 161- 165 
nerworks and 163-164 

choosing 
irerns from menus 244 
irems from submenus 244 
printers 57- 59, 161- 165 

cleaning system componenrs 225-227 
Clean Up command (Special menu) 12, 113 
Clear command (Eclir menu) 55 
clearing memory 2.) I 
Clear key 2~9. 251. 253 
clicking. See also choosing: mouse: opening; 

pointer: sclC'cting 
clicking with mou~e 9 .. 237-238 
clicking with numeric keypad 136 
double-clicking 50, 56, 238 

changing speed of 135 
with keypad 136 

Shift-clicking 5·1 
Clipboard 54 
clock 

hauery, changing 227 
serring 129-130 

close box for windows 23. 33. 2'11 
Close command (File menu) 246 
CloseView 152-153 
Close \\Iindow command (File menu) 25. 33 

dosing. !:Jee also quitring 
documenrs -~-

Trash 25. r 
windows 23-25. 33. 2-tl 

Color control panel 1·1- , 1 1B 
color documenrs. priming 167 
color, moniror. turning on U9 
colors, changing 

desktop partern ·142 
highlight 147- I ~R 
icons 146 
in m lon\heell2H-129. 147-l4H 
in Labels control panel (Label menu) 

128-129 
windows l·i-- I 18 

Command key 22. 2-18, 250. 252. See also 
kerboard shoncuts 

commands. See also menus or specific 
COIII/II a II d 

choosing from menus 12 
din11ned 2-1) 
help for RO- K I 
shorrcurs f<1r·. See kevboarcl shorrcurs 

communication. See networks 
con1mun ications products, Svstcm 7 and 212 
Communications 'loolbox 212 
components. See also peripheral devices or 

spec[/ic COIIIfJO!Ielll 

connecting 21)-220 
handling 223- 225 

computers. See spec(jlc computer or topic 
computer riruses 9-

lnckx :ZH'i 



configuring 
Macintosh for networks 179- 182 
multiple monitors 1 )0-1 )1 

connecting 213-220 
ADB dcvie<.::i 218 
external floppy disk drive 218 
hard clisks 21 3- 21 6 
headphones 219 
LocaiTalk cables 179 
microphone 219 
modem 21 7 
monitors 220 
primers 217 
safety tips for 223 
SCSI devices 213-216 
speakers 219 
to network 179-180 
to shared disks 184-185 
trackballs 218 

connectors, handling 223 
contrast control 151 
Control key 248, 250, 252 
Control Panels (Apple menu) 105 

Brightness control panel 151 
Color control panel 147, 148 
Date & Time 129 
File Sharing Monitor control panel 200 
General Controls 142 
Keyboard comrol panel 135-137 
Labels comrol panel 128- 129 
Memory control panel 156-159 
Monitors control panel 149- 151 
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Control Panels (conlinued) 
Mouse conrrol panel 134-135 
Network comrol panel 180- 181 
Numbers 138 
Sharing Setup conrrol panel 182, 190, 210 
Sound comrol panel 139-141 
Sranup Disk control panel 105- 106 
Users & Groups comrol panel 190- 191, 

193, 194-195, 196, 197, 198, 
202-203, 211 

Views conrrol panel 144-145 
controlling pointer from keyboard 136- 137 
converting 

documents to stationery pads 122 
DOS and ProDOS disks and files 258- 260 

copying 
disk comems lOB, 245 
documents 

to backup disk 61-62, 108, 247 
to or from shared disks 187 
with Duplicate command 66, 247 
with Save As command 68-69, 247 
with shortcut 247 

graphics 145 
icons 61-62, 239 

from one disk to another 61-62, 
238 
on same disk 239 
onto another disk 239 

restrictions on 263 
software licensing agreement 96, 192, 263 
software onto hard disk 31- 33, 38-39 

copyright laws 96, 192, 263 
correcting mistakes. See editing 
creating 

aliases 72- 74, 116 
documents 43 
folders 71, 11 4 
on shared disks 187, 189-191 
stationery remplares 75- 77, 122-123 

currency 138 
current startup disk. See stan up disk 
cursor. See pointer 
customizing 125- 159 

alerr sounds 139-141 
Apple menu 126, 127 
blinking rates 143 
colors or grays 12R-129, 148 
desktop pauern 142- 143 
highlight colors 147-148 
icon appearance 145-146 
keyboard 135- 137 
keyboard shoncurs 137 
Label menu 128-129 
men u items, blinking of 143 
mouse operations 134-135 
screen 151-153 
System Folder 126-1 27 
system sof1ware 92, 94-95, 126-127 
system startup 126 
window display 144-145 

Cut command (Edit menu) 54. See also 
deleting; editing; erasing; Paste 
command 

CU[ting texr 54 



D 
daisy chains 214- 216, 218 
damaged disks 108 
darkened icons. See highlighted icons 
Data Access Language (DAL) 212 
date and time 129- 134 
Date & Time conrrol ranel 129 
default network zones 1Sl 
Delete key 43, 51, 55, 249, 251, 253 
deleting. See also Clear command; Cut 

command; editing; erasing; 
removing; Trash 

flies from System Folder 127 
fonts from System Folder 127, 172 
items from Apple menu 127 
items from disks ('li-ash) 36-37 
System f-olders, extra 39 
text 54-55 

deselecting icons 239 
clesignar ing startup disk 105-106 
desktop. See also files; Finder; folders or 

spec(fic desklop eleme111 
acti vat ing wincluws on 240 
arranging icons on 113 
changing how icons are displayed on 

(View menu) 124, 242 
changing icon names on 66-67 
changing window display on 144- 145 
cleaning up 12, 113 
copying icons on 239 
creating folders on 71, 114 

desktop (conlinued) 
description of 5, 18-19 
disks and 245-246 
displaying window comems on (View 

menu) 124, 242 
dragging icons on 238 
failure ro appear 233 
folders and 19, 70-72, 114, 240, 242 
hiding and showing windows on 98 
icons and ·1s, 237-240 
inrroduction to 7-25 
key commands and 22, 245 
menus and 19, 243-244 
moving icons on 239 
moving items to 118 
moving windows on 23-25. 241 
naming folders on 114 
naming icons un 66-67 
opening higher-level folder windows on 

242 
opening icons on 13, 239 
pauern, changing 142-143 
printing {lies from 167 
printing window contents from 168 
quick reference for 237-247 
rebuilding 232 
removing hard disk icon from 109 
removing icons from 36- 37, 240 
renaming icons on 104, 239 
selecting icons on 237-238. 239 
shortcuts for 245 
software and 246-247 
·n·ash and 19, 36- 37, 238, 2-tO 
\Yindows and 14-21. 23- 25. 2-t0-242 

dcvc:lopers, assistance for 262-263 
device drivers 

installing 126, 162-167. 21-J 
networking 127 
primer 162, 163, 165-167 
removing from System Folder J 27 
scanner 126 

device numbers. See SCSI ID numbers 
devices. See peripheral devices or spec(fic 

de11ice 
diacritical marks, typing 254-255 
dialog boxes 115, 245. See also menus 
dimmed commands 243 
directory dialog boxes. See also menus 

purpose of 115 
shoncuts for 245 

disabling 
Alarm Clock 134 
alen sound 139 
CloscView 152 
Empty 'fi·ash warning 154 
tile sharing 199 
Mouse Keys 136 
Slow Keys 137 
Sticky Keys 137 

disconnecting 
from shared disks 185 
network users 201 

discs. See CD-KOI'vl discs 
disk cache, adjusting 156. See also memory 
disk drive pon 218 
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disk dri1es. See also floppy disks drii'C~: hard 
disks 

:1ccessing ,,·irh Drive bull on I 02 
care and maintenance of 225 
connecring 218 

diskerres. See floppy disks 
I )isk First Aiel program 111 

disk icons 18. 233 
blinking question mark on disk 1)) 

X on disk 233 
disks 28- 39, 101- 111. See also CD-R0!\11 

discs; lloppv disks; hard disks; 
icons; initializing; startup disk 

backup disks 96 
care and mainrenancc of II 0. 225 
copving 2·15 
damaged 97, 108 
direcrories of 11 '.i 
/Jisldbols 96, 102, Ill. 112 
cjecting } 1, 62. 109. 2-16 
exchanging wirh ~IS-DOS and Apple II 

computers 256- 260 
5Xi-inch (ro!S-DOS) 257 
handling 225 
initializing 101-104 
in MS-DOS or ProDOS format 256-257 
inserring into drive 28. 245 
inrroducrion ro 28- :19 
locking/unlocking 35. lOG-lOS. 2-16 
opening. See icons, opening 
Printing disk 165 

2~~ lmln 

disks (continued) 
priracy and 206 
protecting informarion on 106 
quick rdercnce f(>r 2~5-2-16 
reference for 101- 112 
saving files on. See saving 
shared lH, 1H3-192 
srarrup disk. purpose of 5 
s"·itching be[\Yeen ] 03 
resring and repairing 110- 112 

Disk 7oo/s disk 96, 98, ·111, 112 
displaying 

folder contents 242 
fonrs 17-1 
menus 2-13 
numbers and currency 1:)8 

documents. See also files: icons: software 
progt<tms; tcxr 

adding ro folders -,_-2 
alias - 2-7-1.108, 116- 11-
backing up 108, 2-17 
changing 50-52, 53, 5-l-56 
closing '17, 216 
copying wirh Duplicare command 66 
creating 43 
creating templates for 122- 123 
empty 43 
erasing 1.vith Trash %- 37 
gelling information about (Get Info) 

76-77, 123- 12-1 
lockect, searching for 121 
locking w-- 108, 123 
naming -13-H. 65 

documents (continued) 
opening 

at sranup 126 
bv cloublc-clicking SO. 23R 
\Yith Open command 1.:). 1-l. 17 

organizing 63--7. 113- 12-1 
priming 59-60. 161-1:-6 
purpose of 19 
saving 

aliases of 72-74 
as starionery pads 76, 122 
differenr versions of 68-69 
on differem disk 61-62 
trouble wirh 108 
with Duplicate command 66 
,,·irh Save As command 68- 69, 2117 
with Sa\e command -1j--1-1. 53. 2~6 

sc;Jrching for 118- 121 
sharing over nenvorks 187-201 
stationery pad /)- - -;. 122- 123 
unlocking 121 
"umitled'' ~3 

OOS. See ~ I S-DOS 

double-clicking )0, 56, 238. See also clicking; 
mouse 

changing speed of 135 
1\'ith numeric keypad l:\6 

double-sided floppy disks (800K). See also 
disks; tloppy disks 

description of 28-29 
inirializing 103-1 0~ 

ckm nloading l(mts 1-5- 1- 1. See alsu fonts 



dragging 
icons 10- 11, 2.)H 

from Trash r 
on a si ngle disk 2:\H 
to a nut her disk IOtl. ~:\H 
to desktop IIH 
to System Folder 126---127 
to Trash 2:\tl 
with keypad 1:)6-1.)­

over texr 'i I 
size hox I (> 

,,·indow title bar 2)-2~ 
Dri\'e button, switching disks ll'ith 10:1 
drivers. See device drivers 
Duplicate command (File menu) 66, 217 
duplic lling donuncnts (H- (>(>. 2-l"". See also 

copl'ing 

E 
Easy Inst:1ll option (Installer) 9:) 
editino ..... 

desktop pattern I ·12- l-t,) 
text -12. )0-)2, )~-)(> 

Edit menu 
Clear command 'i'i 
Cut cunHna11d ) -1 

Paste command )'i 
tlOOK lloppv disks. See double-sided lloppv 

disks: Ooppy disks 
Ejen Disk mmmancl (Special menu) 109 

eject ing disks 
shortcut for 109 
'' ith Ejerr Disk command 109 
ll'irh Put i\ll'a\' command j -1. 62 . 109. 2-16 
ll'ith Tr;bh '109 

clecrrical grounding 22-i 
electronic bullcrin boards 9"7. 206. See also 

nel\\'Orks 
empt\' dOCUJllelllS -!j 
En1pty Trash command (Special t\llcnu) 37 

disabling 15·1 
Erase Disk command (Special menu) 105 
erasing 

lloppy disks 

ll'XI 

during inirializarion 30-.)1. 101, I0-1 
with Erase Disk command 10) 
ll'ith Trash 36- .)7. 2-10 

with Clear command 'i'i 
ll'ith Clear key 2'i9, 2) 1, 2):\ 
ll'irh C. u1 command 'i-1 
\\'ith Delcre kev '55. 2~9. 251. 253 

error messages 2:1 1. 2:\5. See olso 
troubleshooting 

Escape key 2-19. 250, 252 
ErhcrTalk networks 179-180. See also 

nel\\urks 
exchanging disk and files ,,·irh 1\ \S-DOS ancl 

Apple \I computers 2'i6- 2GO 
expanding 

.\ \acintosh S\'Stcm 213- 222 
memon· 222 

expansion cards 220- 221 

expansion slots no-n I 
Extended Ke,hoarclll 2'i2- 2'i.1 
external de\·ices. See olsu peripheral devin~s 

or spec(j/c det ·ice 
connecring 21.3-216 
turning off 6 
l llming on -1 

external flop1w disk dri\'ts. See also disk 
drives; floppv disk drives 

connecting 218 
ejecting disks from I 09 

external hard disks. See also disks: hare! clisks 
mnnecring 215- 216 
ensuring recogn ition of lOG 
SCSi lD llllrniJer for 11 0 
turn ing ofT 6 
1urn ing on ·1, 106 

CI'Cstrain. avoiding 90 

F 
!:11 igue. avoiding 90 
File menu 

Close command 2"16 
Close \Vinclo\\' command 25. 33 
Duplicare command 06, 2-17 
Find Again command 119-120 
find command 118-121 
Cet lnh) command -6. 100. 10/. l C U:\ 
.\lake Alias m mmand -.). 116 
\ell' Fuklcr com mand - J. 11-1 

lmk:x ~H9 



file menu (continuetO 
New User command 193 
Open command 13-14, 17,33 
Page Setup command 164-165 
Print command 59-60 
Print Window command 168 
Put Away command 34, 37, 62, 109, 118, 

185 
Save A~ command 68-69, 122 
Save command 43--44, 53 
Sharing command 205 

Ales. See also clireCLories; clocumems; folders; 
icons; software programs; system 
software; text 

accessing on other computers 183-187 
adding 

to folders 71 - 74 
to system software 94 

aliases for 72- 74, 108, 116--117 
arranging on desktop 113 
backing up 61-62, 108, 247 
closing 47 
convening to and from MS-DOS or 

ProDOS 258--260 
copying 61-62, 66, 239 
creating 43 
damage from viruses 97 
directories of 115 
erasing with Trash 36- 37, 240 
exchanging with MS-DOS and Apple II 

computers 256- 260 
Anding 118- 121 
folders and. See folders 
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flies (continued) 
getting information about (Get Info) 

76-77, 123- 124 
graphics 230 
installing in Apple menu 117, 126 
locked 121 
locking 107- 108, 123 
moving 

on desktop 239 
to desktop 11S 

MS-DOS 256- 260 
naming 43--44, 65, 66-67 
networks and 177-212 
opening 

at startup 126 
by double-clicking 50, 238 
with Open command 13, 14, 17 

organizing 63- 77, 113-124 
PostScrirr 176 
priming 63, 161-176 
ProDOS 256--260 
protecting 106 
removing 

from disk 36- 37, 240 
from System Folder 127 

renaming on desktop 66-67 
saving. See saving documents 
searching for 118-121 
sharing over networks 187-201 
storing in more than one folder 72-74 
unlocking 121 
"untitled" 43 
viewing on networks 204 

file servers. See also networks 
aliases and 116 
converUng MS-DOS files on 260 
definition of 1S3 
system software and 93 
viruses and 97 

file sharing 183, 187-201. See also networks 
activating 189-190 
disabling 199- 200 
software licensing agreement 96, 192, 263 
monitOring activity of 200 

File Sharing Monitor control panel 200 
filing system. See desktop; files; Finder; 

folders 
Find Again command (File menu) 119- 120 

shortcut for 119 
Find command (File menu) 118-121 

shortcut for llS 
uses for 121 

Finder. See also desktop 
activating 45--46 
icon for 45, 98 
rrinting documents from 167 
printing window contents from 168 
purpose of 45--46 
shortcuts for 245 

Finder command (Aprlication menu) 46 
finding flies or folders 

with aliases 116--117 
with Find command 118-121 

5.25-inch disks (MS-DOS) 257 
fixed-size fonts 171- 172 



floppy disk drives. See also disk drives; floppy 
disks 

care anti maintenance of 225 
connecting 218 
ejecting disks from .34, 62, 109. 246 
external 109, 21 8 
inserting disk into 28, 245 
SuperDrive 28, 34 

floppy disk icon 18, 32 
floppy disks 101- 112. See also disks; floppy 

disk drives; hard disks 
as startup disks 92, 96 
capacities of 29 
care and maintenance of 36, 225 
compared with hard disks 32 
copying contents of 31- 34, 108, 245 
cla m;~gecl 108 
description of 29, 32 
double-sided (BOOK) 28- 29 
ejecting 

shoncur for 109 
with Eject Disk command 109 
with Put Away command 34, 62, 
109, 246 
with 'Il·ash 109 

erasing 
during initialization 30-31, 104 
with Erase Disk command 105 
with Trash 36- 37, 240 

5.25-inch (DOS) 257 
full 108 
h"ndling 225 
high-density (1.4MB) 28-29. 35 

floppv disks (colllinued) 
initializing 30- 31, 101- 104 
in MS-DOS or ProDOS format 256- 257 
inserting into drive 28, 245 
labeling 28 
locking/unlocking 35, 106-108, 246 
naming 104 
older Macinrosh compmers and 29 
1.4MB 28-29, 35 
quick reference for 245-246 
reference for 101- 112 
removing from drive 246 
renaming on desktop 104 
saving fi les on. See saving 
resting and repairing 110- 112 
types of 28- 29 
untitled 104 

folders. See also files; icons; software; System 
Folder 

access privileges and 187-188, 205-206 
adding tiles ro 71- 74 
aliases and 72-74, 116 
Apple Menu Items folder 117, 126 
as bulletin boards 206 
creating 

on desktop 71, 114 
on shared disks 187- 189 

directories of 115 
dragging icons to 240 
erasing with Trash 36- 37 
finding with Find command 118- 121 
higher-level, opening 242 
locking 108 

folders (COlli i11ued) 
naming 71, 11·1 
nesring 11 4 
networks and 187-189, 205- 206 
opening 1.), 2-12 
organizing icons in 70- 72 
ourline views of 242 
owned 187- 189, 198, 204 
privacy and 206 
purpose of 19, 114 
searching for ll8- 121 
shared 191- 192 
Startup Items folder 126 
sroring files in more rhan one 72- 74 
"untitled" 71 
viewing contents of 242 
viewing on networks 201 

fonrs l71-"176 
adding to System Folder 172 
appearance of 229- 230 
hirmappecl 171-172, 229-230 
definition of J 7 J 
displaying 174 
downloading 173-174 
installing J 72 
omline 171-172. 173, 229-230 
PostScript 173 
printing 229-230 

list of 174 
samples of 174 

removing from System Folder 127. 1 n 
software programs and 174 
transferring to Laser\Vriter 173-177 
'li·ueType 171. 230 
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forms. See stationery pads 
··frmming·· Macintosh icon 233 
fro7.en system 2.) 1. 2} ) 
full disks 108 
function keys 22, 2S2 

G 
General Controls (Apple Menu) 

changing blinking of inserrion point \Yith 
1-H 

clunging desktop pan ern wirh I ~2-1 -l.) 

changing menu item blink rate with l ~j 

seu ing time and date with 129- 134 
Get lnfu conumnd (File menu) 76, 100. 107. 

117, 123 
aliases and 117 
reference for 123- 12-i 
shortcut for 12.)-12--1 

graphics 
copying 1·1)- 1'16 
pasting 1-t6 

graphics Illes 2.)0 
graphics programs 1't5 
gray-scale prinring 167 
gray shades. customizing 149 
grounded omlcrs 22-1 
Group icon 19S 
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guest net 1\"0rk users 

H 

access pri\'ileges for 190-191. 20-t 
connecting ro shared disks 184-185 
denying access to 197-198 
linking to programs 211 
sharing owned folders with 187 

halftone printing 167 
handling svsrem components 223-225 
.. happy Macintosh·· icon 5, 233 
hard disk drives. See hard disks 
hard disk icon 1R, 32 
removing from desktop 109 
hard disks 101-112. See also disks: fioppy 

disks 
as startup disks 92, 105-106 
.MJX and 9.3 
compared with fioppy disks 32 
descript ion of 32 
external 32 

connecting 213-216 
!'"lacintosh recognition of 106 
SCSI m number for 110 
turning off 6 
turning on -i 

hard disk space as memory 157- 158 
initiali7.ing 102- 103. 175 
installing soft\\·arc on 31-33. 38- 39. 96 

hard disks (cullt il!ued) 
internal. built-in termin;uor for 216 
naming 10:) 
precaurions for 110 
reference for I 01- 112 
SCSI 10 numbers of 102- 10.? 
sharing over networks l l3j, 191- 192 
testing 110-112 
mlume names of 103 

hardware developers. assistance for 262- 263 
hardware. serring up 87- 91 
HD SC Setup. See Apple HD SC Serup 

program 
headphones, connecting 219 
Help icon SO 
l lclp menu 2--1 .1 

Hide Balloons command 81 
Show Balloons command 1-\0, 165 

l lelp Sysrem 80- 1-\ I, 2-i:) 
Hide Balloons command (Help menu) Sl 
Hide Others command (Applicarion menu) 

99 
high-clcnsit)' disks ( l.--1 ~111). See also fioppv 

disks 
description of 2S-29 
initializing 30- :$ I . I 0:)- 1 0~ 
locking/unlocking 35 

highlight colors. changing 1-17-1-tl-l 
highlighted icons 9. 13. 31 
highlighted text ) I 



I, J 
!-beam poimer -)() 
IR\1-cornpati!Jie dis k~ and files . . X!e MS-DOS 
icons 2.19-2-tO. See also clc::-ktop: disk~: Ilk:,: 

l(>ldcr:. 
ADil pnn 211:! 
adding to folders -, 
Alarlll Clock L)3 
alias 7) 

Apple liD SC Setup 102. 112 
AppleSharc ltl t 
Application menu -12. 98 
arranging on desktop J I) 
a.-,:-.ign ing mlors to l-16 
Brightne:-,s l'i l 
Ca lcnda r 129-1 :1-t 
changing appearance of I 15- I 16 
changing name of 66-(t 
clicking 9. 2r-2:1~ 
CloseVie\\ l'i2 
copying 61. 2.~9 
lbdeuing 2.19 
device driver 21-t 
dimmed 98 
disk lH 
di~k dril'e pon 218 
dnublnlicking 50. 238 

icon:> (WIIIilllted) 

dragging 10- ll. 2)8 
from Trash r 
on a single disk 238 
to another disk JOo. 2:io 
to desktop 11 S 
to Sy~tem Folder 12<>-1 T 
to 'li·ash 2:\8 
\\'ith keypad 136-1:\-:­

FiiHler -1) . 9H 
noppv disk I H . . )2 
folder.'> and -o--2. 191. 2-10 
getting int(>nmtion about (Get tnfc>) -6. 

too. w-. 11- . 12.1-12-t 
Group 195 
"happy .\l:lrimo.,h" 5. 2:i:\ 
hard disk 1-'i. IS .. 12 
lklp HO 
highlighted 9. 13. 31 
Ke~·board 1.)-) 

bbcling l-l6 
l.:thd~ 12H 
.\ kmor~ 156. 15- -1'i8 
lllodem pon 2 ,­
,\lonitors 1-t9 
namir1g 66-6-;-
:--Jetllork lt\0 
\e1r Group 19 t 
opening 13. 'iO. 2.3S. 2.)9 
org:mii'ing -u--2 

icon:-. (COIIIilllled) 

pointing to 8 
pn.:~-;ing 9 
printer )tl. 162 
Printer pnn 21-
purpme of IS. 2.)9 

que:-.tionmark (?)disk 'i. 92. 2.)5 
quick reference for 259-2-tO 
removing 2·10 
renaming 66-67, 10· 1. 239 
·-sad ~l ari nrosh" 253 
SCSI 21.) 
:>electing 2.)9 

br clicking mouse 9. 2_r - 25H 
by clicking 11·ith kerpad 156 
morl' than one by Shift-clicking 23~ 

:-.harcd folders 192 
Sharing Setup 182. 190 
Sound 1_)9 
sound inptu 1-lO. 219 
:.uund output 219 
St:ll ion cry pad 122 
·ti'ash t ,_ 15. 19. 2-1 . :i<>-r 
tl'pe:-. of IH 
Views 1-H-1 ~5 

X disk 2:)3 
II ) numbl'rs. See SCSIID numbers 
images. See also icons 

illl'l'l'tl'd 1 ) ,) 
reduced 16-t 
snap.-.hots of 230 

Index .?9.1 



ImageWriter printers. See also p1imers; 
priming 

connecting 217 
Page Setup dialog box for 164 
Select light on 168 

initializing disks 101-104 
floppy disks 30-31, 101- 104, 256- 257 
hard disks 102- 103, 175 
MS-DOS or ProDOS disks 256- 257 

!NITs 126 
inserring 

tloppy disk imo drive 28, 245 
text 51-52 

insenion point. See also pointer 
changing blink rate of 144 
definition of 50 

Installer 92- 95 
Customize opr.ion 94-95 
Easy Install option 93 
Minimal software option 95 
networks and 93 
uptlating primer drivers on networked 

computers wir.h 165- 167 
installing 

alert sounds 140 
CloseView 152 
drivers 126, 162-167, 214 
expansion cards 220-221 
flies in System Folder 125-126 
fonts 172 
items in Apple menu 117, 126 
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installing (continued) 
printer drivers 

in System Folder 163-164 
on networked compmers 165- 167 

software on hard disk 31-33, 38- 39, 96 
system sof[\vare 92- 95 

custOmized system 94-95 
small system 95 
standard system 93 

interference, ratlio and TV xiii, 220, 224 
inrernal floppy disk drive. See floppy disk 

drives; SuperDrive 
internal hard disks. See disks; hard disks 
imernational keyboards 136 
interrupt and reset switches 231 
inverting images on screen 153 

K 
Keyboard control panel 135- 137 
keyboard files, removing from System Folder 

127 
Keyboartl icon 135 
keyboards. See also keyboartl shortcuts; keys 

adjusting 
for slow typing 137 
position of 90, 91 

Apple Extended Keyboard II 252-253 
Apple Keyboard 250- 251 
Apple Keyboard II 248-249 
care and maintenance of 224 

keyboards (continuecO 
character sets and 248-255 
customizing 135- 136, 137 
description of 248-255 
international use of 136 
layout, changing 136 
non-English characters and 254-255 
special characters and 254-255 
spills on 224 
trouble with 234 

keyboard shoncurs 
CloseView and 153 
customizing with Sticky Keys 137 
ejecting floppy disks 109 
Find Again command (:1€-G) 119 
Fintl command (:1€-F) 118 
Finder and directory tlialog boxes 245 
Get Info command (:1€-I) 123 
Prim (:1€-P) 167 
purpose of 53 
Quit command (:1€-Q) 60 
Save (:1€-S) 53, 246 

Key Caps (Apple menu) 254-255 
keyboard commands 22 
keypad, numeric 

controlling pointer with 136-13 7 
description of 249, 251, 253 



keys. See also keyboards; keyboard shoncurs; 

L 

keyrad 
arrow keys 22, 2-!5, 249.251,253 
Caps Lock 248, 250, 252 
character keys 137, 245 
Clear 249, 251, 253 
Command 22 , 248, 250, 252 
Control 24tl, 250, 252 
Delete 5"1 , 55,249, 251 , 253 
Enter 249, 251 , 253 
Escape 249, 250, 252 
funcrion keys 22, 252 
layout of, changing 136 
modifier ke)'S 22, 137, 254-255 
numeric keys 249, 251, 253 
Option 113, 248, 250, 252 
Power On 4, 249, 251 , 253 
repetition ratt: of 135-136 
Return 249, 251 ,253 
Shih 22,53, 2~8,250,252 
"Htb 245, 248, 250, 252 

labeling. See also naming 
flurry disks 28 
icons 146 

Label menu, changing items in 128- 129 
Labels icon 128 

l.aser\\'rirer Fom Utility 1-3-1-6 
downloading roms with 173-174 
finding our about fonts with 17-t 
initializing hard disks with 175 
restarting l.aserWriter with 176 
transferring PostScript files with 176 
wrning sample page on or off with 175 

l.aserWriter printers. See also primers; 
printing 

background priming with 169-"170 
connecting 217 
Laser\Xfriter Fom Utility and 175-176 
Lascr\Xfriter liNT 217 
1\:rsonal Laser\Vtiter SC 58. 162, 217 
Print dialog box for 167 
restart ing 176 
u~tnsferring fonts to 173-174 
transferring PostSClipt files to 176 

linking programs over networks 208-211 
Locamtlk networks 179. See also networks 
locating files or folders 118-121 
locked Illes, searching for 121 
locking 

files 107-108, 123 
floppy disks 35, 107, 246 
folders 108 
mouse bunon with keypad 136 

M 

\lacimosh. See also sfJec({ic model or topic 
adaptingwyourown use 125-159 
basic skills for 1-83 
care and maimenanct: of 223-227 
connecting componems to. See 

connecting 
expanding 213-222 
naming for network use 182 
nctworksand 177-212 
obtaining additional information about 

261- 263 
operating environment for 227 
reference for 81-263 
restarting 231 
selling up 87-100 
starting ft-5 

"talking" to 12 
trouble with. See troubleshoming 
lllrning on and orr 'l- 6 
viruses and 97 

Macintosh Classic 
monirors and 220 
turning on/olr 11, 6 

Macintosh desktop. See desktop 
Macintosh LC 

expansion slot in 221 
sounclinputand 140 
turning on/off 4, 6 
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\lacinrosh II 
\uBus slors and 221 
wrning on 'off 6 

\lacimosh llci 
expansion slor in 22 I 
monitors and 120 

1\lacintosh IIfx 
cable terminator for 216 
monirors and 220 

\ lacintosh I lsi, slor <1daprer for 221 
,\ lacintosh user groups 2o1 
magnifying screen images 152- 153 
maintenance 223-2T 

cleaning componenrs 22)- 2T 
tloppr disks 36 
kq board 22-t 
monitor 22-t 
spills. dealing \rith 22-t 

!I lake Alias command (file menu) -2. 116 
.\lake Changes access pririlege 20 1 
managing memory 1 )+-159 
manu:1l paper feed J-o 
memOIT 15+-159 

checking use of 1 )+-I.:;.:; 
clearing 231 
disk cache 15() 
expanding 222 
h;ml disk space as 15--I ')8 
managing 15·1-159 
memory cache expan~ion sims 220-221 
\ lemon· mnrrol p:tnel 156- 159 

~9(i Index 

memory (Witlinued) 
memory expan~ion carlb 220- 221 
nel\\-orks :1ncl 155 
RA.\1 151- 159 
sofm·are programs and 99-100 
.)2-bir addressing 158-159 

· using as RAM disk 159-160 
video and l-t9 
virtual memory 157-158 

\ !emory icon 156. 157- l)H 
memos. See stationerv documents 
menu bar. appearance of 5 
menus 18---19. 2-t3-2-t-l 

changing blinking rate of items in 1-d 
choo:,ing item:, from 12. 2 1 1 
dimmed icom in 98 
displaying 2-t3 
opening 258 
pop-up 115. 2-t3- 2-t-t 
pull-clmm 2-d-2-t-t 
purpose of 1t>--19 
quick reference for 2-t3-2-t-t 
submenus 2-t-t 
rirles 2-t,') 

viewing options in (pressing) 9 
working with 243-244 

1nicrophones 140- 141, 219 
modem port 5R. 162. 217 
modem pon icon 2J 7 
modems. connecting 2 C 
modi ncr keys 22. 13-. 25+-255. See al.\o keys 

moniror.~. See (f/so screen 
add if ional J 50- 15 I. 220 
care and maintenance of 22-t 
configuring multiple 150-151 
connecting 220 
icons for J -19-150 
lD numbers for 150 
imerfcrcnce on 220 
large 220, 22 1 
position of H9 
trouble'' ith 2)2- 2)5 
turning on/off -1. G 

\ lunitors control panel 1-19-151 
\ lonitors icon 1-19-150 
monitor suppon, built-in I 19 
mouse 

bun on 
changing double-dick speed of 13) 
locking and releasing with 
keypad J.)G 

cleaning 226- 2r 
clicking (:.electing) objem ,,·ith 9. 

2,)'7- 2,)8 
controlling \\'ith keypad 136-lJ­
customizing operation or 13·1- 135 
double-clicking (opening) objects with 50, 

)6,238 
dragging objects with 10- 11. 2)8 
holding 10 
pointing at objens '' ith 8. 2r 
pressing objens wi!h 9. 238 



mouse (continued) 
quick reference for 2r - 238 
Shift -clicking (selecting) objects 1\'ith '>'t, 

238 
techniques for S-11 , 23""'- 238 
trouble moving poinrer with 23-+ 

\ louse control panel 1)'t- 135 
1\ louse Keys, conrrolling poinrer with 

136-137 
moving 

icons (dragging) 10-11. 23~ 
items ro clcskrop 118 
text 5-t- )) 
windm,·s 23-2-+, 2-+ 1 

~ IS-DOS 256-260 
convening nics to and from 25&-260 
initializing disks for 256-257 

multipk monitors, configuring 150-15"1 

N 
naming 

documctHs -t)-H, 65 
floppy disks 104 
folders 71, 114 
groups of network users 194-195 
hard disks 10) 
icons 2.)9 
~lacintosh and o\\·ner for network use 182 
registered network users 193 
users to link programs 211 

ner\\"ork administrator 1-9. 181. 183 
:.:el\mrk comrol panel (Apple menu) 

1 ~0- 1 81 

nem"Ork drivers. remoring from System 
Folder 1r 

~enmrk icon ISO 
networks 1T -212 

accessing ,\ lacimosh while a\\"ay from it 
202-203 

access privileges and 1R7-189, 204-211 
i\pple"I~tlk 5H-59, 163, 179-180, 184 
capabilities of 177-178 
choosing primer for 163- 165 
configuring ,\lacimosh for 1-9-182 
connecting ro 1-9- 180 
copyright la\\"s and 192 
disconnecting user~ on 201 
Erher·l:tlk 179- 180 
groups of users on 194-198 
guest users on 18-+-185. 18- . 190-191, 

19-- 198, 20-+. 211 
Installer and 93 
installing primer dri,·ers on !6)-167 
l.ocal'lillk 179 
memory and 155 
naming Macintosh and its owner 182 
passwords and 182. 185. 187. 188, 203 
printers and 58-59 
privacy ancl 192, 206 
registered groups on 189. 20-t-205 

net 'rorks (coni inued) 
registered users on lib, 18-, 189. 192, 

193, 19-+, 20-+-205 
restricting access to 197 
selecting network connection 180 
setting up ~lacimosh for 1-9-182 
shared disks ancl 18. 182-1S9 
sharing files and folders on 187-192 
soft ware programs and 207-211 
'lbkcn'!alk 179, 180 
viruses and 97 
zones 58- 59. 18"1 

default 181 
selecting 59. 163. 181. 18-+ 

:'\c,,· Folder command (File menu) -1. 11-+ 
:\C\\' Group icon 19-+ 
:'\ew !Jser command (File menu) 193 
non-English ch:mtcters 25'1-255 
Nul3us expansion cards and slots 220-221 
Numbers control panel 138 
numeric keypad. controlling poimer \rith 

136-1r 
numeric keys 2·t9. 251, 253 

0 
office, arranging 89 
on/off switch -1. 6 
1.-+ ~IB noppy disks. See floppy disks: high­

densit\' disks 
Open command (File menu) 1)-1-+ . C 33 
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opening 
aliases 116 
documems 50, 70 
files 

at sranup 126 
by double-clicking 50, 238 
with Open command 13, 14, 17, 70 

folders 13, 242 
icons 50, 238, 239 
menus 238 
software programs 42, 98, 246 
stationery pads 122- 123 
System Folder 17 
Trash 37 

open software programs. See active software 
program 

operating em·ironment for ~lacimosh 227 
operating systems. See also system sofrware 

NUX 93, 102 
~IS-DOS 256-260 
ProDOS 256-260 
System 6 95, 171. 212 
System 7 95, 96, 15-1, 212 

Option key 113, 248, 250, 252 
organizing files 113- 124 
organizing your work 63- 77 
outline fonts 171-172, 173, 229- 230 
outline views of folders 242 
owned folders 187- 189, 198, 20-t 

transferring O\Ynership of 189, 198 
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Page Setup (File menu) 164-165 
paper. See also printing 

feed. manual 170 
sizes, changing 16-t 
supply, monitoring 170 

passwords. See also networks 
changing 188, 203 
setting 194 
typing 182, 187 
unaccepted 185 

Paste command (Edit menu) 55 
pasting 

graphics 146 
text 55 

pattern of desktop. changing 142-143 
pe1ipheral devices. See also spec({ic det~ice 

connecting 213-221 
handling 223- 225 

pe1ipheral interface cable. See SCSI 
peripheral interface cable 

Personal LaserWriter SC 58, 162, 217 
phono jack adapters 140 
pictures. See graphics 
poinrer 

arrow 8 
comrolling from keyboard 136- 137 
controlling with mouse 8-11, 237 
!-beam 50 
trouble moving 234. 23'5 

pointing at objects with mouse 8, 237 
pop-up menus 115, 243-244. See also menus 
pons 

ADB pon 218 
definition of 213 
disk drive poll 218 
modem port 58, 162, 217 
moniLor port 220 
plimcr pon 58, 162, 179, 217 
SCSI port 213, 215 
sound input pon 141, 219 
sound outpllt pon 219 

PostSC!ipt 173 
files, transferring to LaserWriter 176 
fonts 229- 230 
primers 230 

power 
requiremcms 

of ADB devices 218 
of ~uBus e:xpansion cards 221 

trouble with 232 
turning on/off 4-6 

Power On key 4, 2-t9, 251, 253 
power supply 225 
power switch 4, 6, 232 
preparing disks for usc. See initializing 
pressing objects with mouse 9, 238 
Print command (File menu) 59-60, 167 

shortcut for 167 
p1imed circuit boards. See cards 



primer drivers. See also sysrem sofrware 
insralling in System Folder 163-16-t 
insralling on net\\Orkcd compurers 

16)-16-
prinrer fonrs. See fonrs 
primer pun 58, 162, 179. 217 
Printer porr icon 217 
primers. See also priming or specijlc printer 

choosing 57-59. 161-16) 
connecting 217 
drivers for 162, 163, 165-167 
icons for )8, 162 
Image\Xfrirer 162, 16-t. 167, 168, 21 7 
Laser\\"rirer 58. 162. 16-t. 16- . r5- 1-6. 

n-
nerworks and 58-59 
PosrScript 2.)0 
telling com purer \rhich to use 57-59. 

161- 16·1 
rrou!Jie wirh 168 

Printer L'pdatc documenr (Printing disk) I<)) 

priming )9- 60.161-1-6.Seeolso prinrers 
background 16-t , 169- 170 
canceling 170 
color or gray-scale clocumems 167 
fonrs 1-1 - 176. 229- 230 
from Finder I 6-
learning about 59-60 
manual paper feed 1-0 
monitoring starus or 170 
oprions for 16-t-165. 16-. 16S 

priming (continued) 
reduced images 16-t 
reference for 161-C6 
sample pages 1- 5 
seuing print time 1-o 
several documenrs 170 
while using computer for other work 164. 

169-170 
~·indow contents 168 

Printing disk 165 
Prim~loniwr 1M 169-170 
Print \\IindO\\' command (File menu) 168 
problems. See troubleshooring 
processor-direct expansion slurs 220-221 
ProDOS 2)6- 260 

conrerring files ro and from 2)8-260 
initializing disks for 256-1 ')­

programs. See software prog1~1ms 
prorecring disks. See locking 
pull-down menus 2-t3-2-H. See also menus 
Pur A~·:1y command (File menu) 

Q 

disconnecting from shared disks ~·ith 185 
ejecting disk \\'ith .3-t, 62, 109 
moving items to deskwp with 118 
resroring Trash items with 37 

question mark (?) disk icon 5, 92, 233 
Quit command (File menu) 60, 2r 
quiuing ~oft ware programs 60. 2-t-

R 
~~1dio interference xiii. 220. 22-t 
RA\1 (random-access memory). See also 

memory 
checking use of 154-155 
expanding 222 
managing 154- 159 

RAM disk 159- 160 
rearranging icons on desktop 113 
recording sounds 140-141 
recovering items from Trash 3 7 
reduced images, printing 164 
registered network groups. See also nemmks 

access pririleges for 20-t- 206 
giring fo!der mmership to 189 

regisrered network users. See also nem-orks 
access privileges for 20-t-206 
connecring to a shared disk 18-t- 185, 18 
gi\'ing folder ownership to 189 
naming 193-195. 196. 198 
removing membership of 19--198 

reinstalling sysrem sofm·are 92- 95 
releasing mouse button with keyp;~cl 136 
removing. See also deleting; erasing 

alert sounds 1-tO 
disk from drive 3-t. 62, 109. 2ci6 
files from Svsrem Folder 127 
fonts fro:n System Folder 172 
icons from desktop 240 
items from Apple menu 117. 126, 1 r 
Sysrem Folders. extra 39 
users from a nen\'ork 19-- 198 
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renaming icons 66-6- , l0-1, 239 
repairing disks II 0- 112 
reset and imcrrupt switches 231 
resizing windows 16-17, lt5, 241 
Restart commanct (Special menu) 231 
restarting 

Laser\'i"riter 176 
i\lacimosh 231 

restricted network access 187, 197 
restrictions on copying softiYare 96, 192, 263 
Rewrn key 249, 251, 253 
rules about copying sofnyare 96. 192, 263 

s 
··sad ~lacimosh .. icon 233 
sample pages, prinring 175 
Save As command (File menu) 6S-69, 122, 

2D 
comrarecl ,,·irh Sa,·e commanu 69 

Sal'c command (File menu) ~3-1~. 53, 2-16 
compared with Save As command 69 
shortcut for 53, 2'16 

saving documents 
as aliases 72-74 
as stationery pads 76, 122 
different ,·ersions of 6S-69 
on cliffcrcm disk 61-02 
trouble \Yith 108 
with Duplicate commanu 66 
with Save As command 68-69, 2-17 
with Save command 43-44, 53, 246 

)00 Index 

scalable fonts 1-l- C2 
scanners, drivers for 126 
screen. See of so monitors 

brightness control 151, 224, 232 
burn in, avoiding 151, 22•1 
capwring .. snapshot"' of 230 
changing colors and gray shades on 

147-149 
cleaning 225 
comrast comrol 151 
damage to 151 
dark 232 
interference on 220. 22~ 
invcning images on 153 
magnified images on 152-153 
trouble \Yith 232. 23+-235 

screen saver programs 151. 22-1 , 232 
scroll arrows 17, 20- 2 I, 24 1 
scroll bars 17. 20-21. 2~ 1 
scroll box 21. 2't J 
SCSI cables 215 
SCSI chains 21-1-215 
SCSI devices 213-216 

builr-in terminarors for 216 
chains or 214- 215 
connecting 213- 216 
turning on 216 
types of 21-1 

SCSI hard disk. resting 112 
SCSI icon 213 
SCSI ID number indicator 215 

SCSI II) numbers 
hard disks 102-103, 110 
monitors 150 
setting 214-215 

SCSI ID number switch 215 
SCSI peripheral inrerface cable 215 
SCSI port 213, 215 
SCSI terminators 216 
searching for mcs and folders ·1 H~-1 2 1 

See files access privilege 204 
Sec Folders access privilege 204 
selecring 

disks or raiders to share 191-192 
icons 

by clicking mouse 9. 2r. 238 
by clicking \\'ith keypad 1:$6 
by Shift-clicking 238 

multiple items 54, 238 
programs for linking 210 
rexr 

by double-clicking 56 
by dragging and highlighting 51-52, 
54- 56 
by Shirt-clicking 54 

Select light (ImageWriter primer) 168 
setting 

Alarm Clock 133- 134 
alen sounds 139-1~1 
date and time 129- 13-t 
network access privileges 20-1-20-
nctwork paSS\YOrds 1S8. 19-1, 203 
numbers ami currency 13H 
print rime 170 
SCSIID numbers 21·1-215 



~cuing up 87- 100 
for net works 179- 182 
hardware 87-91 
system software 92- 96 

shared disks 18. 183- 192. See also nerworks 
access privileges and 187, 204-207 
connecting ro 184- 187 

at startup 186-187 
wi th aliases 186 

copying Ales to or from 187 
copvrighrs 96, 192, 263 
creating folders on 187- 189 
disconnecting from 185 
limited access to 183 
privacy and 192, 206 

sharing fi les and folders on 187-189 
shared fi les 189-203. See also networks 
shared folders 191- 192. See also networks 
Sharing command (File menu) 205 
Sharing Setup comrol panel 182, 190. 2LO 
Sharing Setup icon 182. 190 
sharing sofrware 96. 192, 26) 
Shift-clicking 

ro select multiple items 238 
to select rext 54 

Shift key 22. "53, 248. 250. 252 
Shmr All command (Application menu) 99 
Sho\\· Balloons command (Help menu) 

80, 165 
Shut Down commancl (Special menu) 

disconnecting from shared disks \\·irh 185 
shutting down .\lacintosh with 6 

silcm alens U9 
SIMMs (Single In-Line 1\lemory modules) 222 
size box fon\·indmYs 16-17,45. 2·11 
slots. See expansion slots 
Slow Keys 137 
Small Computer System Interface. See SCSI 
small system software, install ing 95 
smiling Macimosh icon ), 233 
soft\\'are developers, assistance for 262-263 
software programs. See also documents; Ales; 

menus· svstem software ' . 
activating 42, 98, 246 
active 4)-47, 50, 70, 98, 246 
aliases for 116 
backing up 96 
copying rest rictions 96, 192. 263 
documenrs and. See documents 
folders and 114 
fonts ancl 174 
graphics programs 1·15 
installing 

in Apple menu 11 7, 126 
on hard disk 31-.)3, .JH-.39, 96 

licensing agreement 96, 192, 263 
locking 107- 108 
memory usage. changing 99-LOO 
nem-orks and 207- 211 
opening -12, 98, 246 
purpose of 19 
quick reference for 246-247 
quitting 60, 247 
saving documents in. See documents. 

saving 

software programs (coJJtinued) 
screen saver J 51. 22t 232 
seuing up 27. 59 
switching -1)--1-. 98. 2-16 
trouble with 2.3 -5- 236 
types of -16 
upgrading 96 
virus-derenion/elimination 97 
\\"C)rking 1rith several at once 98 

Sound control panel 139-141 
Sound icon U9 
sound input devices 1~0-14 1 
sound input pon 141, 219 
sound ourput port 219 
sounds 

customizing 139-1-11 
recording 1'10- 1-11 
removing from System Folder 127 

speakers, connccring 219 
speaker volume. changing 139 
Special menu 

Clean Gp command 12, 113 
Eject Disk command 109 
Emptv'1htsh command 37, 154 
Erase Disk command 105 
Restart command 231 
Shut Down command 6. 185 

special Sl'mbols 25~-255 
spills, dealing wirh 224 
starting up Macintosh 4-5 
startup. See startup disk: srstem srarrup 
Startup Disk conrrol panel 105 
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startup disk. See also disks; System Folder; 
system software; system startup 

bypassing internal hard disk as 106 
floppy disks as 96 
hard disks as 105- 106 
purpose of 5, 32 
rebuilding deskrop of 232 
removing extra System raider from 39 
search sequence for 106 
sening up 92- 96 
System Folder and 39 
virtual memory and 157 
viruses and 97 

Startup Items folder 126 
starionery pads 75- 77, 122- 123 

creating 75- 77 
icon for 122 
opening 122-123 
saving 76, 122 

Sticky Keys 137 
straightening up files 113 
submenus 244 
SuperDrive 28, 34. See also disks; floppy disk 

drives 
switches. See on/off switch; reset and 

interrupt switches; SCSI ID switch 
System 6 95, 171 , 212 
System 7 95, 96, 154, 212 
system cable. See SCSI system cable 
svsrem extensions 126 
System file, installing alert sounds in 1-10 

j02 Index 

System folder. See also startup disk; system 
software 

adding alert sounds to 140 
adding fonts to 172 
Apple J\ lenu ltems folder 117 
cusromizing 126- 127 
danger of using more than one 95 
dragging items to 126-127 
fonts and 170-176 
installing device drivers in 162-163, 214 
installing files in 126-127 
installing primer drivers in 162- 163 
on sofnYare program disks 96 
opening 17 
purpose of 32, 92 
removing extra 39 
removing nles from 127 
removing fonts from 127, 172 
setting up 92-96 
Start up Items folder 126 

srsrem software. See also sofware; startup 
disk; System Folder 

customizing 126-127 
fonrs and 171-176 
installing, reinstalling, updating 92- 96 

customized system 94-95 
small system 95 
standard system 93 

nerworks and 93 
purpose of ·16 
trouble \rith 233 
vin ual memor~· and 156 

system startup. See also starwp disks 
connecting to shared disks during 

T 

186- 187 
customizing files for 126 
floppv disks and 96 
rrouble wirh 233 

Tab key 245, 248, 250, 252 
"talking" to Macintosh 12 
technical information, obtaining 262-263 
television inrerference xiii. 220, 224 
templates (stationery pads) 75-77, 122- 123 
terminarors. See cable terminators 
testing and repairing disks 110-112 
texr. See also documents 

accent marks and special characters 
2'54-255 

CUlling 5~ 
dragging orer 51 
editing ~2, 50- 52. 5~-56 
erasing 

wirh Clear command 55 
\Vith Clear key 249, 251 , 253 
wirh Cut command 54 
with Delete key 55, 249, 251, 253 

highlighted 51 
!-beam poinrer and 50 
inserting 51- 52 
lllO\~ng 54-55 
pasting 55 



tC:Xt {CO /Ifilllled) 

sclcuing 51-52. 5-f- 56 
by double-clicking 56 
by dragging and highlighting 51- 52, 
5-t-56 
by Shift-clicking 5-I 

typing ·13 
32-bit addressing 158. See also memory 
3.5-inch disks. See floppy disks 
time 

sening Alarm Clock 133-134 
sening system clock 129- 132 

tips and rroubleshoming 229-236 
ririe bar for windows 23-24 
'lilketi!:!lk networks 179, 180. See also 

networks 
tracking speed (mouse), changing 135 
transferring 

fonts to l.ascrWritcr 173-177 
PostScript tiles ro LaserWriter 176 

translating J\IS-DOS and ProDOS files 
258- 260 

Trash 30-.)7 
acrivating 1-1-15 
closing 25, 37 
deleting items with 36-37, 240 
disconnecring from shared disks ~·ith 185 
dragging icons to 238 
ejecting floppy disks with 109 
emptying r: \Yarning, 15-1 
opening r 
purpose of 19 
recorcring items from r 

troubleshooting 229- 236 
aliases 116 
Apple menu items 117 
dark screen 232 
deskrop fails ro appear 233 
disks 110-112 
error messages, responding to 231 
expansion cards 220-221 
frozen system 231 
monitors 232 
network passwords 185 
pointer does not move 234, 235 
priming 168-169 
saving files on floppy disk 108 
software program quits unexpectedly 236 
system software 233 
system starrup 233 
typing produces nothing on screen 234 

'li'Ltc'lype foms 171 , 230. See also foms 
turning Alarm Clock on/off 133-1 34 
turning Apple1i!lk on 180 
turning CloseView on/off 152 
turning external devices on/off 4, 6 
turning external hard disks on 106 
turning file sharing off 199-200 
turning file sharing on 189-190 
turning Macimosh on/off 4-6 
turning moniror on/off 4, 6 
turning SCSI devices on 216 
turning Slow Keys on/off 137 
turning Sticky Keys on/off 137 

turning 32-bir addressing on 158 
turning virtual memory on 15-
TV interference :xiii. 220, 22~ 
r~·o-s ided disks. See double-sided floppy disks 
typefaces. See fonrs 
ryping. See also keyboards; keys; text 

non-English characters and special 

u 

symbols 254- 255 
pracrice for 43 
slow, adjusting keyboard for 137 
trouble with 234 

unlocking 
files 121 
floppy disks 35, 106- 108, 246 

untitled 
disks 1 O·t 
folders 71 
windows 42, -!) 

updating system software 92, 95 
user groups for Macintosh 261. See also 

registered network user groups 
Users & Groups control panel (Apple menu) 

accessing your remote computer with 
202- 203 

linked programs and 211 
naming users with 193. 194- 195 
restrining access ~·ith 197 
SC!ling paSS\\'Ords \\'ith 19-t 
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v 
vatiablc-size fonts 1-1-172 
video. built-in. See monitor suppon 
video cards 149,220-221 
1·ideo pon. See pons. moniror 
ViCIY menu 124. 1-t-t-1-i). 2-!2 
Vie\\·s control panel 14+-1 '15 
Vie~;~·s icon 144 
rirrualmemory 157-158. See also memory 
riruses 97 
rolume. changing 139 
volume names of hard tlisks 103 

.10~ Index 

w 
windows 

activating 14- 15, ~5-47. 2~0 
border color, changing 1-18 
closing 23- 25, 33, 241 
color. changing 148, 1-!9 
customizing display of 1 ~-t-1 ~5 
displaying contents of (View menu) 124 
hiding and showing 99 
highlight color, changing 148 
moving 23-24, 241 
printing contents of 168 
purpose of 18- 19 
quick reference for 240-2-12 
scroll bars 241 
scrolling 17, 20-21, 241 
size, changing 16-17, -15, 241 
title bar 23-24, 241 
untitled 42, 43 
vie\\·ing comems of 14-21 
viewing in outline form 242 
zoom hox and 16-17. 241 

work groups, viruses and 97 
work space. See desktop 

X, Y 
X tlisk icon 233 

z 
zones, AppleTalk 58- 59 
zoom box 16-17, 2-il. See also \\·indows 



The Apple Publishing System 
This Apple manual was" tittm and edited on a desktop publishing system 
using Apple ;\larinwsh compLners and QuarkXPress. Proof pages 11ere creawd 
on Apple LaserWriter printers and on the Q;\IS ColorScript 100 mlor printer. 
Final pages were produced in QuarkXPress and output directlv to separated 
film on a PostScript'" -clriven im:tgcserrf'r. Line art and chapter opmers 1\'ere 
cremecl 1\'ith Adobe Illustrator. Screen shots were created and modified 11·ith 
system software, Exposure, and SuperPaim. 

·rc:-a type is Apple's corporate font, a condensed version of Garamond. 
Ornaments arc custom symbols designed for Apple Computer and 
incorpormcd into the Applelcon font. Some clements, such as computer 
voice, arc sct in Apple Courier, a fixed-width font. 

PostSnipt, the l.ascr\X'riter page-description language, was developed hy Adobe 
Systems l ncorpot~ucd. 




