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Although most monitors are wider than they are tall (landscape orientation), 
some 15-inch screens come in portrait orientation. The point here is that you 
can see an entire 81/z-inch x 11-inch page (below). 

The remaining monitor sizes are called two-page displays because, obviously, 
they show two pages side by side (below). Some monitors - such as Apple's 
15-, 17-, and 20-inchers - come with the fancy high-tech adjective multisync at 
no extra charge. This simply means that you can zoom in or out, magnifying or 
shrinking everything on the screen. Of course, when you're zoomed out, every­
thing's smaller - but the advantage is that you can see a larger area. For example, 
you can zoom out the 17-inch screen and see two entire pages side by side. 

For writing, virtually any size screen will do. Even if you can see only half a page 
at a time, you can always scroll the display up (or down) to see what you wrote 
on the preceding (or following) page. If you plan to do any graphic design -
that is, page layout of brochures or newsletters -you'll probably want at least 
a full-page display. And if you're going to do professional page-design work, 
such as laying out a book, get a two-page display. 

Gettin9 it on paper 
In the olden days (in other words, last year), seeing color on the screen would 
have been the end of the color story. You got to see great, rich, stunning color 
on the screen, but everything that you printed came out in black and white. 
Color printers cost way too much for any individual to buy. 

Recently, though, the prices of color printers have plummeted. Now you can 
buy a high-quality color printer for $4,000 or one that prints sort of grainy for 
$400. I wouldn't advise getting a color printer for everyday correspondence. But 
if you're ever hired to design rough sketches for a movie poster or something, 
keep those cheapie color printers in mind. 
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A bit about color bits 
(Note: I'm providing the following discussion so that you'll understand the 
chatter in your favorite computer magazines. Unless you retouch photos for a 
living, there's no reason to know this stuff.) 

The technobullies of the world have foisted several different kinds of color upon 
us: 8-bit, 16-bit, and 24-bit color. 

All you need to know is that when you set your monitor to 16-bit or 24-bit color, 
images are slower to appear on the screen and much more realistic. Realistic is 
a term that matters only if you plan to work with photos or movies on the 
screen. H not, 24-bit is for the pros; it's overkill for everyone else. 

Which degree of colorness you have depends on your Mac, not the monitor. All 
of today's Macs provide 8-bit color: they can show 256 different colors on the 
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screen. All you have to do is plug your monitor into the built-in jack. If you one 
day decide that you can't live without photorealistic colors on your screen, you 
can buy and install more VRAM (video memory) to get 16-bit or 24-bit color; 
you don't need a new monitor. 

Where to BulJ Your Mac 
I'm going to assume that you're not in Donald Trump's tax bracket. I'm going to 
assume that you're looking for ways to get the most Mac for the least lira. 

The Apple school discount 
In Apple's younger, healthier days, Apple gave discounts of 40 percent to 
students and teachers; it's not nearly as much of a giveaway today, but there 
are still deals to be had. If you're affiliated with a college, find out whether the 
school's bookstore is a member of this delightful program. 

Mail order 
The next-least-expensive way to get a new Mac is probably through a mail-order 
company. These outfits take out big ads in the Macintosh magazines, such as 
Macworld and MacUser. Of course, you can't exactly browse the merchandise, 
so it's assumed that you already know what you want when you call one of 
these places. 

If everything goes smoothly, mail order can be a nifty deal: You save hundreds 
by avoiding sales tax, you get a pretty good price, and you don't have to haul 
anything home in the car. The trouble with mail order, though, is that life can 
get pretty ugly if things don't go right. What if the thing is broken when it 
arrives? Suddenly, you've got the burden of packing it up, shipping it back, and 
persuading the company to replace the equipment (if they'll even consider it). 

Mail order is for gamblers. You can score big, but you can also get shafted, and 
you won't have anywhere to turn for help. 

Computer stores 
A computer store is likely to have higher prices. You'll have to pay sales tax. But 
you also get a human being to blame when things get fouled up. 

Unfortunately, buying a computer at a store is still a crapshoot: good dealers 
are relatively rare, and lousy dealers are everywhere. 
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So how are you supposed to know good dealers (and their repair guys) from 
bad? There's only one way: ask around. Depending on where you live, though, 
getting the word-of-mouth report may be easier said than done. If you're at a 
loss as to whom you should ask, start by finding the nearest Macintosh user 
group; call Apple's user-group-listing hotline at 800-538-9696. 

Mac user 9roups 
Speaking of user groups: lately, Apple has been unloading unsold Macs to the 
nation's network of Mac user groups, for quick (and often amazingly inexpen­
sive) sale. It may be worth joining a user group just to take advantage of this 
program, called the User Group Store. 

Consumer stores 
The Performa series of Macs aren't just sold at computer stores; they're also on 
the shelves of non-computer stores, such as Sears, Silo, Price Club, and office­
supply stores. There they are, right next to the blenders and microwaves. 
Because the usual clerks can't be expected to know anything about computers, 
Apple covers you with toll-free phone numbers: one to call with questions and 
one to call if something breaks. 

The Performas are essentially the same machines as Macs that are sold under 
other names. You're spared the hassle of choosing a keyboard and monitor; 
both devices are included in the total price. It's about the same price that you'd 
pay for a non-Performa system, except that you get free software. If you aren't 
too grossed out by the word Performa, the Performas are a good deal (see 
Chapter 15 for details). 

Used Macs 
Finally, you can buy a used Mac. Once again, the luck of the draw determines 
how satisfied you'll be. To a certain extent, you can tell how much abuse a Mac 
has taken by looking at it. But a visual exam won't tell you about the funny 
noise that the hard drive makes only after it's been on for 20 minutes, or about 
the monitor that's been in for repairs three times already, or about the ball of 
cat hair wedged inside the disk drive. 

In other words, there are three rules for buying used equipment: 

I "" First, determine whether you're willing to forgo the comfy Apple warranty 
I for the sake of saving money. 



38 6 Macs For Dummies, 4th Edition----------------

1" Second, be sure that tlhe asking price really is low enough to make the 
savings meaningful, particularly on discontinued Mac models. Some naive 
sellers who don't understand the Inviolable Rule of Instant Obsolescence 
think they can recoup the full purchase price when they sell their used 
Macs. Don't fall for it - be sure to compare the asking price with a 
computer store's new-Mac price. 

1" Finally, test the Mac as much as possible before you buy it. Above all, test the 
disk drive (by inserting a floppy disk and copying a file onto it), the printer 
port (by printing something), and the mouse (by rolling it around on the desk). 

Credit cards 
It doesn't thrill me to break the news to you, but you're going to be spending a 
lot of money even after you buy your Mac. We haven't even discussed buying a 
keyboard yet. You're also going to need software. As hobby costs go, computing 
isn't exactly crocheting. 

As long as you're committed to this plunge, a word of solemn advice: put 
everything on a credit card, especially when you're buying by mail order. 
Thousands of Mac users have avoided getting ripped off by the occasional fly­
by-night operation because they charged it. (As you probably know, the credit­
card company doesn't pay your bill if you're disputing the charge. This is an 
incredible layer of protection between you and companies that send you the 
wrong item, a broken item, and so on.) 

I Took Off the Shrink Wrap! Now Whatl 
Setting up the Mac should take less than 20 minutes; all you have to do is plug 
in a few cables. (See Chapter 5 for instructions on plugging in your printer.) 

EriJ.o ... ertJ.onomics 
First, figure out where you're going to put the most expensive appliance that 
you've ever bought. In my opinion, the principal principle is this: when you're 
seated at your desk and you're in typing position, your elbows can't be lower 
than your wrists. Otherwise, if you plan to do a lot of work at the computer, you 
may wind up with a nasty and painful ailment like Carpal Tunnel Syndrome, 
which never goes away until you stop using the computer. 

The next ergonomic lesson is one learned from the painful experience of 
thousands of home-office users: don't put the monitor in front of a sunny 
window. It turns out that your pupils shrink to accommodate the bright window 
light. But because you're trying to focus on the relatively dim Mac screen, your 
optic system gets confused and strained, and it's hello, headache. 
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GettinlJ. plUIJ.IJ.ed 
Your manuals, of course, are the best source of instructions for setting up the 
Mac. But here are the basics. 

Everything plugs into the back of the Mac. Take a look: a whole assortment of 
plugs is back there. The plugs are labeled with little symbolic pictures called 
icons. (Get used to icons; they're the cornerstone of the Mac's graphical 
nature.) The "The back of the Mac, Jack" sidebar shows the back of a typical 
Mac and what you can plug into it. 

If your new Mac is a laptop (PowerBook), there's nothing to set up. Plug it in 
and flip back to Chapter 1. 

If your Mac isn't a PowerBook, study the diagram in the sidebar. Using it as your 
guide, plug the power cord into the power jack and the keyboard into the ADB jack. 
Then plug the mouse into the other side of the keyboard. Do whatever feels good. 

SwitchinlJ. the Mac on 
Quick! Flip to Chapter 1! 

Top Ten Thin9s That You Get Free 
with Your Mac 

Enjoy this list - this is the last time in your entire computing career that you'll 
· get anything free. 

1. A mouse. 

2. A floppy-disk drive built into the machine. 

3. A Disk Tools floppy disk that can start up your Mac when the hard drive is 
having problems. 

4. A one-year warranty that covers parts and labor at any Apple 
dealership - or at your house or office. 

5. A set of white System software disks, or a startup CD-ROM disc (except 
Performa models). 

6. A power cord. 

7. A coupon for a free mouse pad or a subscription to Macworld magazine. 
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The back of the Mac, Jack 
Power for Monitor 
the Mac power 

Microphone 
Speaker Printer 

Modem 
out S-video in 

Monitor 

If you have a one-piece Mac, your installation is 
complete. Flip back to Chapter 1. 

If you have a two-piece Mac, plug the monitor's 
two cables into the monitor-power and video­
outjacks, as shown in the diagram. You're all set. 

8. Instruction manuals. 

If you bought an old, use'd Mac that requires a 
video card, you have to open the cover and in­
stall it. Call whoever sold it to you for help. 

You're ready for business. For instructions on 
hooking up your printer, see Chapter 5. 

9. A guided-tour program (such as Macintosh Basics). 

10. A registration card. Fill it out and send it in. 
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The Resource Resource 

Ma9azines Products Desk Writer 
Hewlett-Packard 

Mentioned in 415-857-1501 
Mac Home Journal 800-752-0900 
415-957-1911 

This Book Disinfectant 
Mac world Freeware: John Norstad, 
800-234-1038 Adobe Type Manager author. Available from any 

MacUser 
(ATM) online modem service, or 
Adobe Systems send a self-addressed 

800-627-2247 415-961-4400 stamped sturdy envelope 
800-833-6687 and an SOOK disk to the 

Mac Week following address. People 
609-461-2100 After Dark outside the U.S. may send an 

Berkeley Systems, Inc. international postal reply 
510-540-5535 coupon instead of U.S. 

User Groups stamps (available from any 
America Online post office). 
America Online, Inc. John Norstad 

Apple User-Group Info Line 800-827-6364 Academic Computing and 
800-538-9696 ext. 500 Network Services 

Claris Works Northwestern University 
Boston Computer Society ClarisDraw 2129 Sheridan Road 
BCS/Mac Claris Corp. Evanston, IL 60208 
617-864-1700 408-727-8227 

408-987-3932 (FAX) DiskDoubler 
BMUG (Berkeley) Symantec Corp. 
310-549-2684 CompuServe 408-253-3570 

800-848-8199 800-441-7234 
Los Angeles Macintosh 
Users' Group Conflict Catcher Encarta 
310-278-5264 Casady & Greene Microsoft 

408-484-9228 206-882-8080 
New York Macintosh 800-359-4920 
Users' Group Excel 
212-473-1600 Microsoft Corp. 

206-882-8080 
800-426-9400 
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HyperCard PageMaker WordPerfect for the 
Apple Computer Adobe Systems Macintosh 
408-996-1010 415-961-4400 Corel Corporation 
800-776-2333 800-833-6687 800-772-6735 

613-728-8200 
KldPi:x Photoshop 
Broderbund Software Adobe Systems WriteNow 
800-521-6263 415-961-4400 WordStar International, Inc. 

800-833-6687 800-523-3520 
Last Resort 
Working Software QuarkXPress Zip disks 
408-423-5696 Quark, Inc. Iomega Corporation 
800-229-9675 303-934-2211 801-778-1000 

800-356-9363 . 800-456-5522 
living Books 
Broderbund Software QuickCam 
800-521-6263 Connectix Corp. 

800-950-5880 
MacConnection 415-571-5100 
800-800-4444 

Quicken 
MacDraw Intuit 
see ClarisDraw 415-322-0573 

800-624-8742 
Mac Warehouse 
800-255-6227 RAM Doubler 

Connectix 
Mac Zone 415-571-5100 
800-248-0800 800-950-5880 

Myst Street Atlas USA 
Broderbund Software Delorme Mapping 
415-382-4400 207-865-4171 
800-521-6263 800-452-5931 

Norton Utilities SyQuest 
Symantec Corp. SyQuest Technologies 
408-253-3570 510-226-4000 
800-441-7234 800-245-2278 

Now Up-to-Date Word 
Now Utilities Microsoft Corp. 
Now Contact 206-882-8080 
Now Software 800-426-9400 
503-27 4-2800 
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accelerator - An expensive circuit board that you can 
install to make your Mac faster and slightly less 
obsolete. 

access privileges - Permission to do something on the 
Mac. Appears only in the context of "You can't do that 
because you don't have access privileges." Pertains 
either to File Sharing (you haven't been allowed access 
to a certain networked folder) or Performas or System 
7.5 (somebody turned on "System Folder protection" in 
your Performa or General control panel). 

active window - The window in front . Usually, only 
one window can be active; you can recognize it by the 
stripes across the title bar, like this: 

;;iii __ Hard Driue 
5 items 29 MB in disk 

LlJ 
System Folder 

ADB-An acronym (for Apple Desktop Bus) that 
describes the cables and jacks used by the keyboard 
and mouse, as in "Can you believe that dimwit!? He 
plugged his printer into the ADB port!" 

alert box - A message that appears on the screen. 
Unfortunately, as in most relationships, the Mac tends 
to communicate only when something is wrong. 

The resale ualue of your computer system 
has just sunk to 253 of what you paid for it. 

(QD] 

alias - A duplicate of a file's icon (not of the file 
itself). Serves as a double-clickable pointer, or 
reference, to the original file, folder, or disk. A feature 
of System 7 or later. Indicated by an italicized icon name. 

Apple menu - The menu at the far left end of your 
menu bar, marked by the S symbol - a piece of black 
or multicolor fruit . In the S menu, you'll find a list of 
your desk accessories (miniprograms, such as the 
Calculator), as well as any files, folders, documents, 
control panels, and even disks (or their aliases) that 
you care to see there. To add something to the S 
menu, drop its icon into the Apple Menu Items folder 
within your System Folder. 

AppleShare - Some kind of trade_marked name for the 
way that interconnected Macs communicate with one 
another. 

AppleTalk - Another trademarked name, also having 
to do with Macs talking to one another. You may need 
to know this term if you have a laser printer because 
Apple Talk is the language that it speaks to your Mac. 
To print, you must make sure that AppleTalk is active. 
Choose the Chooser from the S menu, and you'll see 
where you turn Apple Talk on or off. 

application - Nerd word for program. 

Application menu - The rightmost menu In the menu 
bar (if you have System 7), marked by an icon. This 
menu lists whichever programs you have open and 
displays a check mark next to the frontmost program. 
You can switch from one program to another by 
choosing names from the Application menu. 

ASCU - The most interesting thing about this term 
(which means text file) is its weird pronunciation: 
ASKie. Good name for a Labrador, don't you think? 

ATM - Short for Adobe Type Manager, a piece of 
software that makes certain fonts look really great on 
the screen (and in nonlaser printouts). 

background printing - A feature that returns control 
of the Mac to you immediately after you use the Print 
command; the Mac will print your document, taking its 
own sweet time, always giving priority to what you're 
doing on the screen. The alternative, known as 
background printing is off, takes less time to print but 
takes over the Mac, preventing you from working and 
displaying a "now printing" message until the printing 
is over. 
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back up - To make a copy of a file for use in case 
some horrible freak accident befalls your original copy 
(such as your throwing it ou.) . 

Balloon Help - A feature of System 7 and later. See 
the little question mark in the upper-right corner of 
your screen? It's a menu. Choose Show Balloons from 
it; then point to various elements of your little Mac­
screen world. Cartoon balloons pop out to identify 
what you're pointing at. 

baud rate - The speed of a modem (see modem). 
Directly related to the price. 

BBS- An electronic bulletin-board system. That's 
where a Mac in somebody's house is connected to a 
phone line or two so that you can dial in with a modem 
(see modem) and post messages for other people to 
see. You can also read other people's messages. A BBS 
is a good place to advertise that you're selling your 
used Mac stuff and to get dates . 

beta test - Means test, but adding a Greek word makes 
it sound more Important. Used exclusively when 
applied to software: When a program is still so buggy 
and new that a company doesn't dare sell it, the 
company gives it away (to people who are called beta 
testers) in hopes of being told what the bugs are. 

binary- Capable of counting only up to 2: how a 
computer thinks. Or anything that can only be in one 
of two conditions, such as a Morse<ode signal, a light 
switch, or a public restroom. 

bit- You'd think that it's the past tense of byte (see 
that entry). Actually, it 's a tiny piece of computer 
information that's not even big enough to bother with. 

bitmap - A particular arrangement of black dots on 
your white screen. To your eye, a particular bitmap 
may look like the letter A (bitmapped text) or a coffee 
mug (a bitmapped graphic); to the computer, it's just a 
bunch of dots whose exact positions it has to 
memorize. 

boot - (1) (v.) To start the computer. (2) (n.) Western 
footwear. 

bps - Bits per second. The technically proper way to 
measure the speed of a modem (instead of baud, which 
everybody still says out of force of habit) . · 

bug - A programming error in a piece of software, 
caused by a programmer too wired on Jolt and pizza, 
that makes the program do odd or tragic things when 
you're working to beat a deadline. 

bus - A form of public transportation. Any other 
questions? No, really, it's a connection between any 
two components inside your computer. 

button - You'll have to deal with two kinds of buttons: 
the big square one on the mouse, and the many oval or 
round ones on the screen that offer you options. 

byte -A piece of computer information made up 
of bits. 

cache - A trick, involving a special piece of memory, 
that makes a Mac faster. You can adjust the everyday 
cache in the Memory control panel; if you're willing to 
pay for speed, you may be able to buy for your model a 
cache card, which uses high-speed memory to pull off 
the same speed enhancement. 

Caps Lock - A key on your keyboard that makes 
every letter that you type come out as a capital; it 
doesn't affect numbers. Press it to get the capitals; 
press it again to return to normal. 

CD-ROM - A computer compact disc that requires a 
special S300 player. CD-ROMs can show pictures, play 
music or voices, display short animations and movies, 
and display reams and reams of text. 

character - (I) A single typed letter, number, space, 
or symbol. (2) The scoundrel who got you into this 
Macintosh habit. 

Chooser - A desk accessory, therefore listed in the 
tt menu, that lets you specify what kind of printer you 
have. Failure to use this thing when you set up your 
Mac is the #1 reason why beginners can't print. 

click- The cornerstone of the Macintosh religion: to 
po int the cursor at an on-screen object and then press 
and release the mouse button. 

clip art - Ready-made graphics - cutesy little 
snowmen, city skylines, Santa Clauses, whatever - to 
dress up newsletters, party invitations, and threaten­
ing legal notices. 

Clipboard - The invisible holding area where the Mac 
stashes any text or graphics that you copy by using the 
Copy command. The contents of the Clipboard get 
vaporized when you turn off the Mac (or copy 
something new). 

clock speed - The speed of your computer, measured 
in megahertz, and determined by the studliness of the 
main processor chip inside. 

close box - The little square in the upper-left corner 
of a window (as opposed to the little square who sold 
you the Macintosh), which, when clicked, closes the 
window. 

Close box 

34 items 395.8 MB in disk 

bl] 
Conflict Catcher™ 

[lj 
Date & Time 
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command- Something that you'd like the Mac to do, 
such as Print or Save or Make Me Rich. See also menu. 

Command key- The one on your keyboard, right 
next to the spacebar, that has a 3ll (Command) symbol 
on it. When you press this key, the letter keys on your 
keyboard perform commands Instead of typing letters -
for example, K-P = Print, 31l-S = Save, 31l-Q = Quit, and 
31l-Z = Undo. 

Control key - A keyboard key that generally does 
absolutely nothing. 

control panel - A window full of settings that pertain 
to some aspect of the Mac's operation. There's a 
control panel for the mouse, another for the keyboard, 
another for the monitor, and so on. To view the 
selection of control panels, choose (what else?) 
Control Panels from the 9 menu. 

Copland - The code name for 1997's new version of 
the System Folder (which will probably be called 
System 8). For +digit Mac models only. Will make the 
Mac faster and more stable, with lots of neat flexible 
features. 

copy- The command that places a copy of something 
(whatever text or graphics were first selected) in the 
invisible Macintosh Clipboard. Accomplishes nothing 
unless you then click somewhere and paste. 

CPU - What it stands for Is central processing unit. 
What it means is the actual computer - in the case of 
two-piece Macs, the box that contains the real brains. 
As distinguished from things like the monitor, the 
printer, and the keyboard. 

crash- A very ugly moment in every Mac user's life 
when the Mac abruptly malfunctions, usually with 
scary-looking sounds and visuals. Requires restarting. 

CIU - The CRT Is the screen. If you must know, It 
stands for cathode ray tube. 

cursor - The pointer on the screen whose position 
you control by moving the mouse across the desk. 

DA - Short for desk accessory. 

daisy chaining - The act of stringing together a 
bunch of different add-on appliances, such as a CD 
player, a hard disk, and a scanner. Involves plugging 
one Into the back of the next, very much like an 
elephant conga line. 

data- Isn't he that white-makeup guy on Star Trek: 
The Next Generation? 

database - An electronic list of Information - for 
example, a mailing list - that can be sorted very 
quickly or searched for a specific name. 

default - (1) The factory settings. For example, the 
default setting for your typing in a word processor Is 
single-spaced, one-inch margins. (2) De blame for 
hooking you on de Mac hobby. 

defragment - To restore, In one continuous chunk, 
something that's all broken up and scrambled. Usually 
refers to the Information in memory or on a hard disk, 
but can also be applied to hamburger meat. 

Delete key- In the typewriter days, this key was 
named Backspace. In my opinion, it still should be 
called that. 

deselect - To unhighlight some selected text or 
graphic. (You usually do It by clicking someplace else.) 

desktop - (1) The top of your desk, where the Mac 
sits, as In "I don't want a laptop; I want a desktop 
computer." (2) (Capitalized) The home-base environ­
ment, where you see the Trash can, Icons, and all that 
stuff. Also known as the Finder. (3) The actual (usually 
gray) background of that home-base view. You can drag 
an Icon out of Its window and onto this gray tablecloth, 
and announce to your coworker that you've just placed 
an Icon on the Desktop. 

desktop file - A file the Mac maintains for its own use, 
In which It stores Information such as what your icons 
should look like and which kinds of documents can be 
opened by which programs. This file Is invisible, but 
when it becomes damaged or bloated and starts 
causing problems, it's not quite invisible enough for 
most people. 

desktop publishing - The act of cranking out nice­
looking printouts from your Mac instead of paying to 
have the work typeset. Despite the fact that the 
PowerBook ls equally adept at creating beautiful 
printouts, the term laptop publishing still hasn't quite 
caught on. 

dialog box - The message box that the Mac puts on 
the screen when It needs more Information from you 
(for example, the one that appears when you print, 
asking how many copies you want). 

digitize - Computerese for digest. To convert sound, 
pictures, video, or any other kind of real-world sensory 
experience Into the Mac's own numerical digestive 
tract. 

digitizing board - A circuit board that converts video 
or TV pictures Into Illes on your Mac. 

DIMMs - The memory chips for certain Power Macs 
made in 1995 or later (see SlMMs). 

disk- Oh, come on; you know this word. 

disk cache - A secret feature for making your Mac 
faster at the expense of memory. The Mac memorizes a 
few things that you do a lot and keeps them in a wad of 
memory called the disk cache, where they'll be 
Immediately accessible. You set the size of the disk 
cache (the amount of memory reserved) In the 
Memory control panel. 

disk drive - The machinery that actually reads what's 
on a disk. If we're talking hard disk, the disk and the 
drive are built into a single unit. If we're talking floppy, 
the disk drive is the slot in the face of the Mac into 
which you insert a floppy disk. 

393 
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document -A file that you create with a program. 
Examples: a memo (using a word processing program), 
a logo (using a graphics program), or a spreadsheet 
(using a spreadsheet program). 

documentation - A five-syllable way of saying user's 
guide. 

DOS - Synonym for IBM-style computers, meaning the 
computers of the world that aren't lucky enough to be 
Macs. Stands for Disk Operating System. 

dot-mabix - A kind of low-quality printer, such as the 
ImageWriter, and the printouts that it makes. 

dots per inch -A gauge of visual clarity, both on 
printouts and on the screen. The Mac's crystal-dear 
screen became famous for having a very high 
resolution - 72 dots per inch, or 72 dpi. A laser printer 
is much sharper, though, capable of printing at 300 or 
600 dpi. 

download - To transfer a file from one computer to 
another over phone lines. If you're on the receiving 
end, you download the file. If you're on the sending 
end, you upload the file. If you're the phone company, 
you love the file. 

downloadable font - Every laser printer comes with 
a basic set of typefaces built into it. You're welcome to 
use fonts that aren't in that built-in set, but the Mac 
has to send them to the printer (the printer downloads 
them) before the printer can start spitting out pages. 

dpi - Dots per inch. 

drag- (1) To position the cursor on something, hold 
down the mouse button, and move the mouse while 
the button is still down. (2) What it is when your disk 
drive breaks the day after the warranty expires. 

drawing program - A graphics program (such as 
MacDraw or ClarisDraw) that creates circles, squares, 
and lines. The Mac stores each object that you draw as 
an object unto itself, rather than storing the status of 
each screen dot. See also painting program and bitmap. 

driver - A smallish file on your disk that tells the Mac 
how it's supposed to relate to a specific piece of 
equipment (such as a printer or a scanner) that it's 
never heard of before. A translator. 

E-mail - Electronic mail; messages that you read and 
write on the Mac screen without ever printing them. 
May also be short for Earth-mail, because no paper 
(and no rain-forest acreage) is involved. 

Enter key-A key (obviously) with the word Enter on 
it. It almost always does the same thing as the Return key. 

EPS file - A type of graphics file. Characterized by 
extremely sharp, smooth printing on a laser printer; a 
large file size on the disk; and, often, difficulty in 
printing. 

Ethernet -A system (wiring, connectors, software) of 
connecting Macs together in an office network. Faster 
than the free, built-in system (LocalTalk) that comes 
with every Mac. 

expansion slot - The connector socket for an add-0n 
circuit board inside most Mac models. Used to add 
circuit boards for fancy new features like networking, 
pro graphics, and so on. 

extended keyboard - A slightly more expensive 
keyboard than the "standard" one. The extended 
keyboard has a row of function keys (Fl, F2, and so on) 
across the top, which don't do anything, and a little 
bank of keys that say Page Up, Page Down, and 
other stuff. 

extension - Miniprogram that you install by dropping 
it in your System Folder (whereupon the Mac puts it in 
the Extensions folder). From that moment on, the 
extension will run itself when you tum on the Mac and 
will be on all the time. Examples: virus protectors and 
screen savers. 

fax/modem - Like a modem (see modem), but also 
lets you send or receive faxes from your Mac screen. 

field - Computerese for blank, such as a blank in a 
form. 

file - The generic word for one of the little icons in 
your Macintosh. There are two kinds of files: programs, 
which you purchase to get work done, and documents, 
which are created by programs. See also program and 
document. 

F1Ie Sharing- A built-in feature of System 7, wherein 
you can make any file, folder, or disk available for other 
people to go rooting through (as long as they're 
connected to your Mac by network wiring). 

Finder - The "home-base" view when you're working 
on your Mac. It's the environment where you see the 
Trash, your icons, and how little space you've got left 
on your disk. Also known as the Desktop or "that place 
with all the little pictures." 

FICEY - One of those cool techno-sounding words that 
nobody's ever pinned down to one meaning. Can refer 
to (1) the row of keys across the top of some key­
boards: the function keys, labeled Fl, F2, and so on. Or 
(2) a special built-in keyboard shortcut involving the 3C 
and Shift keys plus a number. The 3C-Shift-3 function 
key, for example, takes a snapshot of the screen, and 
:!fl-Shift-I ejects a floppy disk. 

flat-file database - A shopping list, Rolodex, or phone 
book; a simple collection of information. On a Mac, you 
can do things to your database like search or sort; flat· 
file means that the database doesn't have fancy 
interconnections to other lists, as a "relational" 
database does. 
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floppy disk-The hard 31/2-inch-square thing that you 
put into your disk-drive slot. Comes in three capacities: 
400K (single-sided), SOOK (double-sided), and l,400K 
(quadruple-sided, or high-density). 

folder - In the Mac world, a little filing-folder Icon into 
which you can drop other icons (such as your work) 
for organizational purposes. When you double-click a 
folder, it opens into a window. Also the name of the 
high-speed machine that creases and envelope-stuffs 
the junk mail that you're going to start getting from 
computer companies. 

font- (1) Apple's usage: a single typeface. (2) 
Everyone else's usage: a typeface family or package. 

FPU - See math coprocessor. 

fragmentation - When something gets broken up into 
little pieces. Usually refers to the files on your hard 
disk (which, over time, get stored In little pieces all 
over the disk, making it slower) or to the memory In 
your computer (see defragmenf). Also can apply to 
your window after you throw the computer through It 
in frustration. 

freeze - When your cursor becomes Immovable on 
your screen, you can't type anything, your Mac locks 
up, and you get furious because you lose everything 
you've typed In the past ten minutes. 

function key- See FKEY. 

GIF - A kind of graphics file, most often used on 
America Online and the Internet. Requires a special 
program, such as the America Online program, to open 
and view it. 

gig- Short for gigabyte, which Is 1,024 megabytes, or 
a very big hard drive. 

graysc:ale - A form of color image or color monitor on 
which all the colors are different shades of gray, like all 
the images in this book. 

grow box - Slang for resize box (see that entry). 

hang- (I) Freeze (see freeze). (2) Knack, as in "Hey, 
I'm actually getting the hang of this. I'm no dummy!" 

hard copy - A synonym for printout. A term used 
primarily by the kind of people who have car phones 
and say, "Let's interface on this.• 

hard disk - A hard drive. 

hard drive - A hard disk. That is, the spinning 
platters, usually inside your Mac but also available In 
an external form, that serve as a giant floppy disk 
where your computer files get stored. 

hardware - The parts of your computer experience 
that you can feel, touch, and pay for. Contrast with 
software. 

header - Something that appears at the top of every 
page of a document, such as "Chapter 4: The Milkman's 
Plight" or "Final Disconnection Notice." 

highlight - To select, usually by clicking or dragging 
with the mouse. In the Mac world, text and icons 
usually indicate that they're selected, or highlighted, 
by turning black. 

icon - A teensy picture used as a symbol for a file, a 
folder, or a disk. 

initialize - To prepare a new disk for use on your 
computer. Entails erasing it completely. 

Insertion point - In word processing, the short, 
blinking vertical line that's always somewhere in your 
text. It Indicates where your next typing (or backspac­
ing) will begin. 

+ The insertion point is right before this !word. 

internet - The worldwide network of computers 
joined by phone lines. Incorporates the World Wide 
Web, e-mail, and other features (see Chapter 10). 

Jaggles - Ragged or tiny stairstepped edges on 
lettering or graphics, appearing either on the screen or 
in your printouts. Usually solved by switching to a 
TrueType font or by getting Adobe Type Manager 
working. See also ATM. 

JPEG - Another graphics-file format found 
most often on America Online and the Internet (see 
GIF). This one has higher quality. 

K - Short for kilobyte, a unit of size measurement for 
computer Information. A floppy disk usually holds 
SOOK or l,400K of data. All the typing In this book fills 
about l ,SOOK. A full-screen color picture Is around 
l,OOOK of information. When your hard disk gets 
erased accidentally, it's got OK (that's not OK). 

kerning - In type-intensive Mac work, such as 
creating a newspaper headline, the act of squishing 
two letters slightly closer together to make better use 
of space so that you can flt the phrase AN ALIEN 
FATHERED MY TWO-HEADED BABY on one line. 

label - A System 7 text tag or color tag, used to 
identify icons by category. 

landscape - Used to describe the sideways orienta­
tion of a piece of paper. Also the natural environment 
outdoors that you gradually forget about as you 
become addicted to the Mac. 

laser printer - An expensive printer that creates 
awesome-looking printouts. 
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launch - To open a program, as in "He just sits at that 
computer all day long, moving icons around, because 
he hasn't figured out how to launch a program yet." 

LCD - The technology that creates the flat screen on 
the PowerBook laptop computer, marked by the 
tendency for the pointer to fade out if it's moved too 
quickly. Stands for either Liquid Crystal Display or Lost 
the Cursor, Dammit. 

leading - (LEDding): The vertical distance between 
lines of text in a document. Single-spaced and double­
spaced are measurements of leading. Example: "His 
term paper was 33 pages short, so he increased the 
leading and hoped that the professor wouldn't notice." 

LocalTalk - The hardware portion of a Macintosh 
network: the connectors and cables that plug one Mac 
into another. 

logic board - The main circuit board inside your Mac. 
Often at fault when your Mac refuses to tum on. 

MacOS - The System software (the behind-the-scenes 
operating software) that makes a computer act like a 
Mac. As distinguished from DOS or Windows. 

macro - A predefined series of actions that the Mac 
performs automatically when you press a single key­
such as launching your word processor, typing Help! 
I'm being inhabited by a Mac poltergeist!, and 
printing it - all by itself. Requires a special macro 
program such as QuicKeys or Tempo. 

mail merge - Creating personalized form letters with 
a word processing program. Considered to be perfectly 
polite unless somebody catches you. 

math coprocessor - The kid whose algebra home­
work you used to copy. (Just kidding.) Actually, a 
specialized chip inside certain high-level Macs that 
kicks in to handle certain very intense number­
crunching tasks - data analysis and stuff. Does 
nothing for word processing and other normal tasks. 
Also called an FPU (floating-point unit). 

MB - Short for megabyte. 

megabyte -A unit of disk-storage space or memory 
measurement (see K). Used to measure hard disks, 
memory, and other large storage devices. There are 
about l,OOOK in a megabyte. 

memory - The electronic holding area that exists 
only when the Mac Is turned on; where your document 
lives while you're working on it. Expensive and limited 
in each Mac. 

menu - A list of commands, neatly organized by 
topic, that drops down from the top of the Mac screen 
when you click the menu's title. 

menu bar - The white strip, containing menu titles, 
that's always at the top of the Mac screen. Not to be 
confused with bar menu, which is a wine list. 

modem - A phone attachment for your Mac that lets 
you send files and messages to other computer users 
all over the world, and prevent anyone else in the 
house from using the phone. 

modifier keys - Keys that mess up what the letter 
keys do. Famous example: the Shift key. Other 
examples: 00 (Command), Option, Control, and 
Caps Lock. 

monitor - What you should do to your blood 
pressure when you find out how much computer 
screens (monitors) cost and weigh. 

motherboard - See logic board. 

mount - A term used mainly in error messages: to 
bring a disk's icon onto the Desktop so that its 
contents may be viewed or opened. 

mouse button - The square or rounded plastic button 
at the far end of the top of the mouse. 

multimedia - Something involving more than one 
medium, I guess. On the Mac, anything that gives you 
something to look at and listen to, such as a CD-ROM 
game. 

native software - Specially written programs that run 
nice and fast on a Power Macintosh. 

network - What you create when you connect Macs 
to each other. A network lets you send messages or 
transfer files from one Mac to another without getting 
up and running down the ~all with a floppy disk in 
your hand (a networking system fondly called 
SneakerNet). 

Newton - A small hand-held computer made by 
Apple. Has no keyboard; you write on it with an inkless 
pen. Can exchange names, addresses, and notes with 
your Mac. 

NuBus - The special kind of expansion slot (see 
expansion slot) found in any Mac II-style computer and 
most Quadra-style computers. Contrast with PDS, the 
slot in a Macintosh LC, or PC/, the slot in the most 
recent Power Macs. (And no, there was never an 
OldBus.) 

NumLock - A goofy key, named by numskulls, on the 
keyboard. Pretty much does nothing except in 
Microsoft Word, where it switches the functions of the 
keys in the number pad. 

OCR - Short for optical character recognition. You run 
an article that you tore out of Entertainment Weekly 
through a scanner, and the Mac translates it into a 
word processing document on your screen, so you can 
edit it and remove all references to Cher. 

oniine - Hooked up, as in "Let's get this relationship 
online." In Mac lore, it means hooked up to another 
computer, such as America Online. 
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painting program - (1) A program with the word 
Paint in the title (for example, MacPaint or UltraPaint) 
that creates artwork by turning Individual white dots 
black on the screen. (2) An adult-education course for 
would-be watercolorers. 

partition - To use special formatting software that 
tricks the Mac into thinking that your hard disk is 
actually two (or more) disks, each with its own icon on 
the screen. Like subdividing a movie theater into a 
duplex, but less expensive. 

paste - To place some text or graphics (that you 
previously copied or cut) in a document. 

PC - Stands for personal computer, but really means 
any non-Macintosh (i.e., inferior) computer; an 
IBM clone. 

PO -A 1995-era new style of NuBus slot in certain 
Mac models (see NuBus). 

PDS- Stands for processor direct slot and is the kind of 
expansion slot (see that entry) in a Mac LC. Incompat­
ible with NuBus (see that entry, too). 

peripheral- (1) Any add-on: a printer, scanner, CO.. 
ROM dr,ive, dust cover, and so on. (2) The kind of 
vision by which you'll see your spouse leave you 
forever because you're too consumed by the Mac. 

Performa - A Macintosh sold as a complete package 
(monitor, keyboard, software, modem, Mac) for one 
price in one box. 

PICT - A confusing-sounding acronym for the most 
common kind of picture file, as in "Just paste that 
image of Sculley's head into your word processor, 
Frank; it's only a PICT file, for heaven's sake." 

pixel - One single dot out of the thousands that make 
up the screen image. Supposedly derived from picture 
element, which still doesn't explain how the x got there. 

pofHip menu -Any menu that doesn't appear at the 
top of the screen. Usually marked by a down-pointing 
black triangle. Doesn't actually pop up; usually 
drops down. 

Paper: I US Letter I 
Layout:I 1 Up.,.. I 

port - A jack or connection socket in the back of 
your Mac. 

portrait - A right-side-up piece of paper; the opposite 
of landscape (see that entry). Also a right-side-up 
monitor that can display a full page (as in "a portrait 
display monitor"). 

PostScript - A technology, a printer, a trademark, a 
kind of font, a computer code language for displaying 
or printing text or graphics, a way of life. All of it 

means high-quality type and graphics, and all of it 
means heaping revenue for Adobe, the company that 
invented it. 

PowerBook - A Mac laptop and the first of many 
Apple trademarks to contain the word Power. 

Power Macintosh - A Mac whose primary brain is the 
PowerPC chip. 

PowerPC chip - The very fast main processor chip 
inside a Power Macintosh. 

PowerTalk - A special feature of System 7.5, designed 
for very sophisticated network setups in offices. 
Provides a desktop mailbox icon for electronic 
messages sent to you by your officemates (and may 
someday also be able to receive your messages from 
services such as America Online). Absolutely 
impossible to figure out. 

PRAM - Parameter RAM: the little piece of memory 
maintained by your Mac's battery. Helps explain why 
the Mac always knows the date and time even when it's 
been turned off. 

printer font - The printer half of a PostScript font 
(the other half is the screen font). Must be in your 
System Folder, and you must have one printer font for 
each style (bold, italic, and so on). An eternal 
nuisance. 

PrlntMonltor - A program that launches itself, 
unbidden, whenever you try to print something when 
background printing is turned on (see background 
printing). Print Monitor is also the program that tries to 
notify you when something goes wrong with the 
printer, such as when a piece of paper gets horribly 
mangled inside. 

program - A piece of software, created by a 
programmer, that you buy to make your Mac do 
something specific: graphics, music, word processing, 
number crunching, or whatever. 

Publish and Subscribe - A fancy new version of copy­
and-paste that's part of System 7. Lets you paste 
information (such as a graphic) from one document 
into another (such as a memo) in such a way that 
when you make a change in the original (the graphic), 
the copy (the memo) is changed automatically. 

QulckDraw - A behind-the-scenes technology used to 
draw all the familiar pictures on your screen, such as 
lettering, windows, and icons. 

QulckDraw GX - A very sophisticated feature for 
System 7.5 and later. Permits certain "GX-savvy" 
programs to manipulate type on the screen in neat 
ways. Also puts an icon on your Desktop for each 
printer you own, so you can specify which printer to 
use by dragging your document icon onto it. Not really 
worth the trouble. 
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QuickTime - The technology (and the little software 
extension) that permits you to make and view digital 
movies on your Mac screen: Does nothing by itself; 
requires QuickTime recording, playing, and editing 
programs. 

QuickTime VR - A special kind of QuickTime movie 
that lets you change the camera angle of a still photo 
by dragging your cursor around inside the picture. 
Increasingly common on the World Wide Web. 

quit - To exit or close a program, removing it from 
memory. Or to exit or close your job, having gotten 
sick of working in front of a computer all day. 

radio button - What you see in groups of two or more 
when the Mac is forcing you to choose among mutually 
exclusive options, such as these: 

R System error has occurred. Whot result 
would you like? 

0 loud, static buzzing 
® Quietly blink to block 
0 R two-minute fireworks display 

RAM - Term for memory (see memory) designed to 
intimidate non-computer users. 

RAM disk - A way to trick the Mac into thinking that 
It has an extra floppy disk inserted. The RAM disk is 
actually a chunk of memory set aside to resemble a 
disk (complete with an icon on the screen). A built-in 
option on most Macs and PowerBooks. 

reboot - Restart. 

rebuilding the Desktop - One of several desperate 
methods that you can use in the event that something 
screwy goes wrong with the Mac. Involves holding down 
the ag and Option keys while the Mac is starting up. 

record (n.) - Other than Its obvious definitions, the 
computer word record refers to one "card" In a 
database, such as one person's address information. 
Contrast with field, which is one blank (such as a ZIP 
code) within a record. 

resize box - The small square in the lower-right 
corner of a window that, when dragged , changes the 
size and shape of your window. 

34 items 
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Date & Time 

Resize box 

resolution - (1) A number, measured in dots per inch, 
that indicates how crisply a printer or a monitor can 
display an Image. (2) A New Year's vow, such as "I will 
spend five minutes away from the computer each day 
for family, exercise, and social activity." 

restart switch - A little plastic switch, marked by a 
left-pointing triangle, on the case molding of most 
Macs that, when pressed, turns the Mac off and on 
again. For use when the computer's "frozen." 

RISC - Stands for reduced instruction-set computing 
and means a very fast processor chip, such as the 
PowerPC chip inside a Power Macintosh. 

ROM -A mediation mantra that you can use when 
contemplating the ROM chips, where the Mac's 
instructions to itself are permanently etched. 

sans serif-A font, such as Helvetica or Geneva, with 
no little "hats" and "feet" at the tip of each letter. See 
Chapter4. 

scanner - A machine that takes a picture of a piece of 
paper (like a Xerox machine) and then displays the 
image on your Mac screen for editing. 

Scrapbook- A desk accessory, found in your 
ti menu, used for permanent storage of graphics, text, 
and sounds. (Not the same as the Clipboard, which 
isn't permanent and holds only one thing at a time.) To 
get something into the Scrapbook, copy it from a 
document, open the Scrapbook, and paste It. To get 
something out of the Scrapbook, use the scroll bar 
until you see what you want, and then copy it (or cut it). 

screen saver -A program (such as After Dark) that 
darkens your screen after you haven't worked for 
several minutes. Designed to protect an unchanging 
image from burning into the screen, but more often 
used as a status symbol. 

scroll bar- The strips along the left and right sides of 
a Mac window. When a scroll bar's arrows, gray 
portion, or little white (or gray) square are clicked or 
dragged, a different part of the window's contents 
heaves Into view (scrolls). 

§Iii~ Control Panels ~Iii 
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SCSI - Stands for Small Computer [something] 
Interface. The second Smay stand for standard, system, 
or serial, depending on whom you ask. Used only in the 
following five terms. 
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SCSI address - Refers to a number that you must give 
each SCSI device (see SCSI device) that's plugged into 
your Mac, using a little switch or thumbwheel on the 
back. The address can be between 0 and 7, except that 
the Mac is always 7 and the internal hard disk is always 
0. If two SCSI devices have the same SCSI address, 
you're in big trouble. 

SCSI cable -A fat cable with a 25- or 50-pin connector 
at the end, used to Join SCSI devices. The total length 
of all your SCSI cables can't be more than about 20 feet, 
or you 're in big trouble. 

SCSI device - A scanner, CD player, external hard 
drive, or other piece of eqµlpment that you attach to 
the wide SCSI port in the back of your Mac. 

SCSI terminator - A plug that is supposed to go Into 
the last SCSI device attached to your Mac. If you don't 
use one, you're in big trouble; although sometimes 
you're in big trouble if you do use one. See Chapter 12. 

serif (n., adj.) - A term used to describe a font that 
has little ledges, like little "hats" and "feet," at the tip of 
each letter, such as Times or this font. 

shareware - Programs that are distributed for free, 
via an electronic bulletin board or on a floppy disk, 
from user groups. The programmer requests that you 
send $10 or $20 to him or her, but only if you really like 
the program. 

SIMM - Stands for Single In-line Memory Module, 
which I suggest that you immediately forget. It refers to 
the little epoxy mini-circuit board that you install Into 
your Mac when you decide you need more memory. 

Simple Text -An extremely basic word processor that 
comes free with every Mac. 

sleep - A command, and a condition, that applies to 
PowerBooks and recent Power Mac models. Sort of like 
Off, except that the Mac remembers everything that 
you had running on the screen. When you want to use 
the computer again, you Just touch a key; the whole 
computer wakes up, the screen lights up, and you're In 
business again. Used to conserve power. 

slot-An expansion slot (see that entry). 

software - The real reason you got a computer. 
Software Is computer code, the stuff on disks: 
programs (that let you create documents) and 
documents themselves. Software tells the hardware 
what to do. 

spreadsheet - A program that's like an electronic 
ledger book; you can type columns of numbers in a 
spreadsheet program and have them added automati­
cally. 

startup disk- A startup disk is a floppy or hard disk 
that contains a System Folder. The startup disk is the 
one that you've designated to be In control (in the 
event that you have more than one to choose among). 
The Startup Disk control panel is what you use to 
specify the startup disk. 

stationery - A System 7 feature. Click a document 
Icon, choose Get Info from the File menu, and select 
Stationery Pad. Thereafter, when you double-click that 
Icon, it won't open; instead, an exact copy of it opens. 
This saves you the hassle of pasting the same logo into 
every memo that you write because you can paste It 
Into your Stationery Pad document just once. 

StyleWriter - A quiet, low-cost, high-quality, slow­
speed Apple inkjet printer. 

submenu - In some menus, you're forced to choose 
among an additional set of options, which are marked 
in the menu by a right-pointing triangle. When your 
pointer Is on the main menu command, the submenu 
pops out, like this: 

Ruant Garde 
Helvetica 

Images 
Monaco 
New York 
Times 
Zapf Dingbats 

System 6 -An older version of the Mac's controlling 
software. Faster, but harder to use, than System 7. 
Requires !MB of memory or less. 

System 7 - The more recent version of the Mac's 
cont.·olling software. More attractive, easier to use, 
more powerful, and slower than System 6. Requires at 
least 2MB of memory and, because it's a lot of 
software, a hard disk (it doesn't fit on a floppy). 
Generically, refers to any flavor of System 7: version 7.0, 
7.1, 7.5, or whatever. 

System 7.1 - The first version of the Mac System 
software that's not free; you have to buy it. Adds two 
features to System 7: a Fonts folder, which contains all 
manner of font files (TrueType, screen fonts, and 
printer fonts); and WorldScript, which enables you to 
convert all Mac screen elements to a different 
language, such as Japanese. (WorldScript requires 
special drop-in language modules.) 

System 7.5- Yet another version of the System 
Folder, which, again, you must purchase unless your 
Mac came with it. Under the hood, System 7.5 is much 
the same as System 7.1. But it comes with about 50 
new control panels and extensions that perform stunts 
such as giving submenus to your 9 menu to providing 
a floating "control strip" for your PowerBook. 

System crash - When something goes so wrong Inside 
your Mac that a bomb appears on the screen with the 
message "Sorry, a System error has occurred" - or 
not. Sometimes, the whole screen Just freaks, fills with 
static, and makes buzzing noises, like a TV station 
that's going off the air. 
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System disk-A startup disk (see that entry). 

System file - The most important individual file 
inside a System Folder. Contains the Mac's instructions 
to itself, and stores your fonts, sounds, and other 
important customization information. A Mac without a 
System file is like a broke politician: it can't run. 

System Folder - The all-important folder that the Mac 
requires to run. Contains all kinds of other stuff that's 
also defined in this glossary: the System file , the 
Finder, fonts , desk accessories, printer fonts, and so 
on. Always identified by this special folder icon: 

(}] 
System Folder 

telecommute - To work in T-shirt and slippers in a 
messy apartment, spending not one penQy on 
transportation, and sending work to the office over the 
phone lines. Requires a modem and an ability to be 
alone for days on end without going insane. 

terminator - See SCSI terminator. Or see an Arnold 
Schwarzenegger movie. 

third party - (1) A company other than Apple, as in 
"You didn't get a mouse pad with your Mac? Well, of 
course not; you buy that from a third party." ( You, by 
the way, are the second party.) (2) The New Year's Eve 
get-together at which you get the drunkest. 

TIFF - Stands for tagged image file format and is the 
kind of graphics-file format created by a scanner. 

title bar - The strip at the top of a window where the 
window's name appears. Shows thin horizontal stripes 
if the window is active (in front of all the others). 

toner - The powder that serves as the "ink" for a 
laser printer. Runs out at critical moments. 

trackball - An alternative to the mouse. Looks like an 
8-ball set in a pedestal; you roll it to move the pointer. 

True Type - A special font format from Apple that 
ensures high-quality type at any size, both on the 
screen and on any printer. Rival to PostScript but costs 
much less (nothing, in fact ; it comes with System 7). 

upload - To send a file to another computer via 
modem. See also download. 

user group - A local computer club; usually meets 
once a month. Serves as a local source of information 
and as a place to unload your obsolete equipment to 
unsuspecting newcomers. 

video card - A circuit board that most Mac II-series 
Macs need to display anything at all on the monitor. 

virtual memory - A chunk of hard-disk space that the 
Mac sets aside, if you want, to serve as emergency 
memory. 

volume - A disk of any kind: floppy, hard, cartridge, 
or anything represented on your Desktop by its own 
icon. 

VRAM - Stands for video RAM Memory chips inside 
your Mac that are dedicated to storing the screen 
picture from moment to moment. The more VRAM you 
have, the more colorful your picture (and the more you 
paid for your Mac). 

window - A square view of Mac information. In the 
Finder, a window is a table of contents for a folder or a 
disk. In a program, a window displays your document. 

word wrap-A word processing program's ability to 
place a word on the next line as soon as the current 
line becomes full. 

WYSIWYG - Short for what you see is what you get -
one supposed reason for the Mac's superi-0rity over 
other computers. Theoretically means that your 
printout will precisely match what you see on the 
screen (but isn't always true). 

Zip disk - A slightly thickened floppy disk that holds 
lOOMB (as much as a hard drive) and costs $15. To be 
used in Zip drives, sold by Iomega. 

zoom box - The tiny square in the upper-right corner 
of a window (in the title bar) that, when clicked, makes 
the window jump to full size. 

Zoom box 

::::Iii~ Control Panels ~ 
34 items 395.8 MS in disk 117 .4 MB avail 

Conflict Catcher™ Apple Menu Option 

Ii 
Date & Time 



Index 
•Numbers & S1J,mbols • 
32-bit Enabler folder, System Folder, 210 

•A• 
A/ROSE extension, Extensions folder, 202 
Abaton Interfax extensions, Extensions folder, 202 
About This Macintosh command 

operating system Information, 19 
Option key and, 260 

accelerators, defined, 391 
accent marks, special characters, 172 
access privileges, defined, 391 
active windows, defined, 391 
ADB (Apple Desktop Bus), 391 
add-ons. See peripherals 
addresses 

SCSI, 402 
World Wide Web, 248, 249-252 

Adobe Type Manager (ATM), 105 
Alarm Clock, Apple Menu Items folder, 191 
alert boxes, defined, 391 
aliases, 261-262, 391 
alphabetizing icons, Option key, 259 
America Online, 227-242 

ArtValve utility, 235 
artwork downloads, 234-235 
chatrooms,236-238 
compressed files, 240-242 
connecting to, 227-230 
e-mail, 229, 235-236 
favorite places, 232-234 
free software from, 289 
hangups,220 
icons, 230-231 

· Instant Messages, 238-239 
Internet access, 243 
keywords,231-232 
obtaining, 227 
screen names, 228 
self-expanding archives, 241 
software downloads, 239-242 
Stufflt file expander, 241-242 
World Wide Web, 249, 251, 254 

Apple Backup program, Performa, 303 
Apple CD Speed Switch, Control Panels folder, 193 
Apple CD-ROM extensions, Extensions folder: 202 
Apple Computer, toll-free number, 221, 365 ' 
Apple Gulde extensions, Extensions folder, 202 
Apple menu 

available RAM, 29 
Control Panels, 57-60 
customizing, 52 
described, 391 
desk accessories, 51-57 
operating systems, 19 

shutting the Mac down, 15 
System 7.5, 189 

Apple Menu Items folder, System Folder, 191-193 
Apple Menu Options, Control Panels folder, 194 
AppleCare warranty, PowerBooks, 309 
AppleCD Audio Player, Apple Menu Items folder, 191 
AppleFax, help service, 365 
AppleScript extensions, Extensions folder, 202 
AppleScript Lib extension, Extensions folder, 205 
AppleShare extensions, Extensions folder, 202 
AppleTalk 

Control Panels folder, 194 
descrlbed,391-392 
PowerBooks and, 306 
printers and, 97 

Application menu, 54-57, 392 
"Application not found" error message, 327-329 
Arc tool, painting programs, 123-124 
ASCII, defined, 392 
Assistant Toolbox extension, Extensions folder: 202 
assistants, ClarlsWorks, 183 ' 
At Ease Setup control panel, Control Panels folder: 

194 ' 
At Ease system software, Performa, 303-304 
ATM (Adobe Type Manager), 105, 392 

Control Panels folder, 194 
Audio Player, Apple Menu Items folder, 191 
Auto Power On/Off, Control Panels folder, 194 
AutoRemounter, Control Panels folder, 194 
AutoVlsion extension, Extensions folder: 203 
AV series, product line, 378 ' 

•B• 
background printing, 98, 392 
backing up files, 84, 86, 392 
Balloon Help, described, 392 
Basic Color Monitor extension, Extensions folder: 

203 ' 
Basics program, 22 
batteries, PowerBook, 306-308, 313-314 
Battery desk accessory, Apple Menu Items folder: 

191 ' 
baud rate, defined, 392 
BBSs, defined, 392 
beta tests, defined, 392 
binary, defined, 392 
bitmapped fonts, 102 
bitmapped graphics, painting programs, 116, 

120-124 
bitmaps, defined, 392 
bits, defined, 392 
black record syndrome, ClarisWorks, 175 
blinking question mark, troubleshooting errors 

341-342 ' 
books, Macintosh, 366 
boot, defined, 392 
bps, defined, 392 
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Brightness control panel, Control Panels folder, 194 
browser, World Wide Web, 254 
bugs, defined, 392 
bus, defined, 392 
Button & Button Disabler control panels, Control 

Panels folder, 194 
buttons 

defined, 392 
labels and, 221-222 
mouse,399 
radio, 401 

buying 
memory, 338-339 
software, 48-49 

buying Macs, 369-388 
clock speed, 371 
credit cards, 386 
FPU math coprocessors, 372 
hard-disk space, 369 
memory, 370 
monitors, 380-384 
newspaper ads, 371-373 
processor model numbers, 370 
product line, 373-380 
where to buy, 384-386 

bytes, defined, 393 

•C• 
cables, SCSI, 359, 402 
Cache Switch, Control Panels folder, 194 
caches,defined,393 
CAD, defined, 393 
Calculation fields, FileMaker Pro, 163 
Calculator, 51, 54-55 
cameras, digital, 283 
Caps Lock, described, 393 
Caps Lock extension, Extensions folder, 203 
CD Audio Player, Apple Menu Items folder, 191 
CD Speed Switch, Control Panels folder, 193 
CD-ROMs, 277-279, 393 
characters 

defined,393 
formatting, 70-72 
formatting Microsoft Word 5.1, 128-129 
Fractional Character Widths option, 112 
special, 172 
viewing invisible, 70 

charts, Excel, 158-159 
Chooser 

described, 393 
printers and, 95-98 

ClarisWorks, 167-184 
black record syndrome, 175 
data entry, 171-174 
databases, 169-174 
form letters, 168, 174-178 
launching, 167-168 
letterhead, 178-181 
mail merge, 168-178 
mailing labels, 184 
module overview, 168 
Painting window, 181-182 
slide shows, 182-183 
talking software, 290 

"Use Assistant or Stationery" checkbox, 183 
View buttons, 180 

"clean system reinstalls," troubleshooting errors, 
361-362 

clicking the mouse, 14 
defined,393 
double-clicking, 20 

clip art, defined, 393 
Clipboard 

copy and paste, 53-54 
cutting text to, 88 
described, 393 
System Folder and, 208 

Clipping extension, Extensions folder, 203 
clock speed, defined, 393 
close box, 18, 393 
CloseView control panel, Control Panels folder, 194 
closing 

all windows at once, 256 
files, 78 
programs, 84 

Color control panel, Control Panels folder, 194 
Color Picker extension, Extensions folder, 204 
color printers, 93-94, 382 
color separation, defined, 393 
Color SW extensions, Extensions folder, 204 
ColorSync extension, Extensions folder, 204 
ColorSync System Profile control panel, Control 

Panels folder, 195 
Command key, 35, 393 
commands 

defined,393 
"grayed out," 14 
highlighted, 14 
verbal, 290-292 

compressed files 
America Online, 240-242 
.sit files, 214-215 

compression 
defined,396 
utility programs, 271 

Conflict Catcher, extension conflicts, 356 
Control Panels, 57-60 

described, 393-394 
top ten explanations, 59-60 

Control Panels (Disabled) folder, System Folder, 208 
Control Panels folder, System Folder, 193-201 
Control Strip 

Control Panels folder, 195 
PowerBook, 308, 309 

Copland, defined, 394 
copy and paste, 53-57 

letterheads, 181 
copying 

data to floppy disks, 42 
data to hard disks, 42-43 
defined,394 
documents with Option key, 258 
floppy disks, 45 

CPU Energy Saver control panel, Control Panels 
folder, 195 

CPUs, defined, 394 
crashing, defined, 394 
CRT, defined, 394 
curly quotes, 89 



cursors 
defined, 13,394 
I-beam, 65 
PowerBook, 311 
troubleshooting errors, 351 

cutting text to Clipboard, 88 

•D• 
daisy-chaining peripherals 

defined,394 
SCSI, 284, 357-359 

DAL extension, Extensions folder, 204 
DAs. See desk accessories 
data 

copying to floppy disks, 25-26, 42 
copying to hard disks, 42-43 

data entry 
ClarisWorks, 171-174 
FileMaker Pro, 161-162 

data types, FileMaker Pro, 161 
databases 

ClarisWorks, 169-174 
defined,394 
FileMaker Pro, 159-165 
flat-file, 396 
relational, 401 

Date & Time control panel, 59, 195 
date-stamping, Microsoft Word 5.1, 131 
default, defined, 394 
defragmenting 

defined,394 
hard drives, 362 
RAM,335-336 

D.elete key, described, 394 
deleting 

See also Trash 
text, 66-67 

deselecting 
defined,394 
text, 68, 72 

desk accessories, 51-57 
Calculator, 51, 54-55 
Note Pad, 51-52, 56 

Desktop 
See also Finder 
defined, 11, 394 
moving icons around on, 15-16 
rebuilding, 353-354, 401 
saving documents on, 83 

Desktop file, defined, 394 
Desktop Patterns control panel, 60, 195 
desktop publishing, defined, 394 
diacritical marks, special characters, 172 
dialog boxes, 74 

described, 394 
Tab key and, 99-100 

digital cameras, 283 
digitizing 

defined,395 
tablets, 282 

DIMMs, defined, 395 
disk caches, defined, 395 

disks 
See also floppy disks; hard disks 
renaming, 44 
top ten tips, 44-46 

Index 

Display Enabler extension, Extensions folder, 204 
Document Layout palette, QuarkXPress, 153 
documents 

See also files 
backing up, 84, 86 
closing, 78 
copying via Option key, 258 
defined,395 
finding, 84-87 
locking, 45 
naming, 74 
navigating via scroll bars, 88 
relationship to programs, 80-81 
retrieving, 81-82 
saving, 73-78, 82-83 
selecting all text in, 88 

Documents folder, Performa, 298-300 
Dogcow, 111 
DOS, defined, 395 
dot matrix, defined, 395 
dots per inch (dpi), defined, 395 
double-clicking, 20 

defined,395 
selecting words by, 87 

downloadable fonts, 109, 395 
downloading files 

America Online, 239-242 
defined, 395 
FTP (file transfer protocol), 247-248 

Drag and Drop extension, Extensions folder, 204 
dragging the mouse, 14, 395 
dragging text, Microsoft Word 5.1, 130-131 
drawing programs, 116-120 

concepts, 117-118 
described, 395 
frequent pattern changers, 118 
handles, 117 
object-oriented graphics, 116 
painting comparison, 116 
pop-up controls, 118 
selecting and grouping multiple objects, 119 
Shift key, 118 
text and, 119-120 
tools, 117-118 

drivers 
defined, 395 
Extensions folder, 218 
printer, 96-97 

Duos, PowerBook, 312-313 
dye-sublimation printers, 94 

•E• 
e-mail 

America Online, 229, 235-236 
defined,395 
Internet, 244 

Easy Access control panel, Control Panels folder, 195 
editing 

desktop publishing, 150 
word processing, 66-68 

ejecting floppy disks, 43, 44 
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Ellipse tool, painting programs, 123-124 
EM extension, Extensions folder, 204 
Enter key, described, 395 
EPS files, described, 396 
Eraser tool, painting programs, 123 
ergonomics, setting up work environment, 386 
error messages, 327-332 

See also troubleshooting errors 
"An error occurred while writing to the disk," 332 
"An error of Type 1 occurred," 329 
"Application has unexpectedly quit," 331 
"Application not found," 327-329 
"Bad F-Line Instruction," 329 
"Can't empty Trash," 331 
"The disk is full," 331 
"Math coprocessor not installed," 330 
"Microsoft Word prefers 2048K of memory," 332 
numbered, 332 
"Sorry, a System error has occurred," 329 
uselessness of, 218-219 
"You do not have enough access privileges," 330 

Ethernet, defined, 396 
etiquette, Internet, 246 
Excel, 153-159 

calculating cells, 156-158 
charts, 158-159 
Fill Right command, 157 
formatting numbers and text, 154-155 
navigating cells, 155 
starting, 154 

expanding 
.sit files, 214-215 
windows,46 

expansion slots, defined, 396 
Express Modem control panel, Control Panels 

folder, 196 
extended keyboards, defined, 396 
extensions 

conflict resolution, 355-356 
defined,396 
troubleshooting errors, 325 

Extensions (Disabled) folder, System Folder, 208 
Extensions folder 

drivers, 218 
System Folder, 202-207 

Extensions Manager control panel, Control Panels 
folder, 196 

External CD Sound extension, Extensions folder, 204 

•F• 
Fax Extender extension, Extensions folder, 204 
Fax extension, Extensions folder, 204 
fax/modems, 212-213 

defined, 396 
as printers, 311 

fields 
defined,396 
FileMaker Pro, 160 

file compression, defined, 396 
File Sharing, defined, 396 
File Sharing Monitor control panel, Control Panels 

folder, 196 
FileMaker Pro, 159-165 

automatic saves, 160 
Calculation fields, 163 
data entry, 161-162 

data types, 161 
fields, 160 
Find command, 164 
layout design, 162-164 
records, 160 
Sort command, 164-165 
starting files, 160-161 
views, 159 

files 
See also documents 
aliases of, 261-262 
backing up, 84, 86 
closing, 78 
defined,396 
duplicating, 45 
finding, 84-87 
lists of, 262-263 

Find command, FileMaker Pro, 164 
Find File desk accessory, 84-87 

Apple Menu Items folder, 192 
Find File extension, Extensions folder, 205 
Finder 

See also Desktop 
described, 396 
System Folder and, 209 
troubleshooting errors, 345-347 

Finder Help extension, Extensions folder, 204 
Finder Scripting Extension, Extensions folder, 202 
FKEY, defined, 396 
flat-file databases, defined, 396 
floppy disks, 40-44 

copying, 45 
copying data onto, 42 
defined,396 
ejecting, 43, 44 
initializing, 40-41 
inserting, 40-41 
locking, 41 
Put Away command, 43 
storing data with, 25-26 
top ten tips, 44-46 
troubleshooting errors, 347-350 

folders, 33-34 
defined,396 
lists of, 262-263 
naming, 34 
nested, 256-257 

font toolbar, Microsoft Word 6, 133 
Font/DA Mover, described, 396 
fonts, 100-112 

ATM (Adobe Type Manager), 105 
avoiding jagged printouts, 100-104 
bitmapped, 102 
built-in, 106-107, 109 
defined,396 
downloadable, 109 
Fractional Character Widths option, 112 
identifying, 104-107 
installing, 107 
organizing utilities, 110-111 
Postscript, 102-104 
printer, 400 
QuickDraw GX, 101 
removing, 107-108 
serif & sans serif, 112 
top ten facts, 109-112 
TrueType, 104 



Fonts folder, System Folder, 207 
footers and headers, 89, 131 
Foreign File Access extensions, Extensions folder, 

202 
form letters, ClarisWorks, 168, 174-178 
formatting 

characters, 70-72 
numbers and text in Excel, 154-155 
paragraphs, 72-73 
word processing, 69-73 

Fractional Character Widths option, 112 
fragmentation, defined, 397 
freezing, defined, 397 
FTP (file transfer protocol), 247-248 

•G• 
General Controls control panel, Control Panels 

folder, 196 
GeoPort extension, Extensions folder, 204 
G!Fs, defined, 397 · 
gigs, defined, 397 
graphics 

bitmapped, 116 
letterhead, 178-181 
object-oriented, 116 

Graphics Accelerator extension, Extensions 
folder, 205 

"grayed out" commands, 14 
grayscale, defined, 397 
grouping multiple objects, 119 
grow boxes, defined, 397 
GX, QuickDraw, 101, 206, 400 

•H• 
Hand grabber tool, painting programs, 124 
handles, drawing programs, 117 
hanging, defined, 397 
hard copies, defined, 397 
hard disks, 26-27 

copying data on, 42-43 
defined,397 
defragmenting, 362 
icon, 16 
top ten differences between memory and, 31-32 
top ten tips, 44-46 

hardware 
defined,397 
troubleshooting errors, 350-353 

headers, defined, 397 
headers and footers, 89, 131 
help 

Apple Computer toll-free number, 221, 365 
Balloon, 392 
Finder Help extension, 204 
where to go for, 364-365 

Hide Others option, windows, 257-258 
highlighted commands, 14 
highlighted text, colorizing, 266-267 
highlighting 

defined,397 
text, 53, 66-68 

horizontal scroll bar, 18 
HyperCard, defined, 397 

•1 • 
I-beam cursors, 65 
IBM PCs, expense of, 219-220 
icons 

aliases,261-262 
alphabetizing, 259 
America Online, 230-231 
color-coding, 265-266 
creating, 263-264 
darkened,37 
defined,397 
hard disk, 16 
moving around on Desktop, 15-16 
printer, 101 
renaming, 44 
replacing with list views, 21, 22 
selecting, 17 
in this book, 4-5 
Views control panel, 267-268 

Index 

Ilci/Ilsi Monitors extension, Extensions folder, 205 
ImageWriters, 92 

defined,397 
plugging in, 94 

initializing 
defined,397 
floppy disks, 40-41 

inserting floppy disks, 40-41 
insertion points, 64-65 

defined,397 
moving, 65 

installing 
"clean system reinstalls," 361-362 
programs, 215-216 
System 7 fonts, 107 

Internet, 242-254 
acronyms,246 
America Online and, 243 
defined,397 
e-mail, 244 
etiquette, 246 
ITP (file transfer protocol), 247-248 
history of, 242 
ISPs (Internet Service Providers), 244 
mailing lists, 246-24 7 
newsgroups, 245-246 
top ten best and worst aspects of, 252-253 
World Wide Web, 248-252 

invisible characters, viewing, 70 
Iomega, removable-cartridge systems, 281-282 
ISPs (Internet Service Providers), 244 

•]• 
jaggies 

avoiding, 100-104 
defined,397 

Jigsaw Puzzle, Apple Menu Items folder, 192 
JPEG, defined, 397 

•K• 
K, defined, 397 
kerning, defined, 398 
Key Caps, Apple Menu Items folder, 192 
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Keyboard control panel, Control Panels folder, 196 
keyboard shortcuts, 34-38, 56-57 

formatting characters, 72 
keyboards,extended,396 
keys, modifier, 35 

•L • 
labels 

buttons and, 221-222 
defined, 398 
mailing (ClarisWorks), 184 

Labels control panel, Control Panels folder, 197 
landscape, defined, 398 
laptops. See PowerBooks 
laser printers, 93 

defined,398 
plugging in, 94-95 

LaserWriter extension, Extensions folder, 205 
Lasso tool, painting programs, 121-122 
Launcher 

buttons, 62 
Control Panels folder, 197 
Performa, 298, 299 

Launcher Items folder, System Folder, 207 
launching, defined, 398 
LC series, product line, 375-376 
LCD, defined, 398 
leading, defined, 398 
letterhead, ClarisWorks, 178-181 
line spacing, Microsoft Word 6, 134 
Line tool, painting programs, 123 
Linking Tool, QuarkXPress, 152 
list views, 21, 22 

expanding and collapsing, 44 
lists of files and folders, 262-263 
Local Talk 

connectors, 95 
defined, 398 

locking 
documents, 45 
floppy disks, 41 

logic boards, defined, 398 

•M• 
Mac FAQs (Frequently Asked Questions), 366 
Mac II series, product line, 376 
MacinTalk Pro extension, Extensions folder, 205 
Macintosh 

Basics program, 22 
books, 366 
buying and setting up, 369-388 
evolution of, 1 
how it works, 25-31 
obsolescence of, 6 
operating systems, 19-20 
Performa, 297-304 
plug ins, 387, 388 
Power Macs, 315-320 
power switch locations, 10 
PowerBooks, 305-314 
product line, 373-380 
reasons to use, 5 
resources,389-390 

shutting down, 14-15 
spoken commands, 290-292 
Startup Slide Show, 11 
System Folder, 185-210 
top ten free things, 387-388 
top ten similarities between you and, 23-24 
turning off, 12 
turning on, 9-10 
upgrading, 363-364 
user groups, 108 
VCR analogy, 47 
your inability to damage, 18 

Macintosh Easy Open Setup control panel, Control 
Panels folder, 197 

Macintosh Guide, System 7.5, 188 
MacLink Plus Setup control panel, Control Panels 

folder, 197 
MacOS, defined, 398 
MacroMaker, described, 398 
macros, defined, 398 
MacTCP control panel, Control Panels folder, 197 
Macworld Mac & Power Mac SECRETS, 366 
magazines, 389 

complexity of, 220-221 
Magnifying glass tool, painting programs, 124 
mail merge 

ClarisWorks, 168-178 
defined,398 

mail. See e-mail 
Mailbox extension, Extensions folder, 205 
mailing labels, ClarisWorks, 184 
mailing lists, Internet, 246-247 
Map control panel 

Control Panels folder, 197 
Option key, 259 

margins, Microsoft Word 5.1, 126 
Marquee and Lasso tools, painting programs, 

121-122 
Master Pages 
PageMake~ 147-148 
QuarkXPress, 152-153 

math coprocessors, defined, 398 
MBs (megabytes), 28, 398 
Measurement Palette, QuarkXPress, 153 
megabytes (MBs), 28 
memory, 27-28 

See also RAM 
buying, 338-339 
defined,398 
defragmenting, 335-336 
freeing for programs, 359-361 
MB (megabytes), 28 
Power Macs, 317-318 
PRAM,354 
RAM, 28-29 
top ten differences between hard disks and, 31-32 
troubleshooting errors, 332-339 
virtual, 317-318, 337-338 

Memory control panel 
Control Panels folder, 198 
Option key and, 260 

memory effect, PowerBooks, 307 
menu bar 

deflned,398 
overview, 13-14 



menus 
defined,398 
pop-up, 76 
pulling down, 14 
submenus, 214 
triangles in, 36 

Microsoft Dialog Library extension, Extensions 
folder, 205 

Microsoft OLE extension, Extensions folder, 205 
Microsoft Word 5.1, 124-132 

character formatting, 128-129 
date-stamping, 131 
dragging text, 130-131 
headers and footers, 131 
interface, 126-127 
margins, 126 
Microsoft Word 6 comparison, 133 
page numbers, 131 
paragraph formatting, 129 
Ribbon, 128-129 
Ruler, 129 
selection bar, 130 
spell checker, 131-132 
Summary Information box deselection, 132 
Toolbar, 127-128 
views, 125-126 

Microsoft Word 6, 132-137 
font toolbar, 133 
killing "Choose a template" box, 133 
killing superfluous commands, 136-137 
killing toolbars, 134 
line spacing, 134 
Microsoft Word 5.1comparison,133 
size of, 132-133 
style sheets, 135-136 

MIDI and music, 280 
Mode32 folder, System Folder, 210 
modems, 226-227, 276-277 

baud rate, 392 
defined,225,398 
Express Modem control panel, 196 
faxing, 212-213, 277 
noises from, 229 
plugging in, 226-227 
Pods, 278 
speed of, 226 

modifier keys, 35, 398 
monitors, 380-384 

color types, 383-384 
defined,398 
sizes of, 381-382 
technical overview, 383 
troubleshooting errors, 352-353 
types of, 380-381 

Monitors & Sound control panel, Control Panels 
folder, 198 

Monitors control panel 
Control Panels folder, 198, 199 
Option key and, 259 

MORE Macs For Dummies, 366 
mounting, defined, 399 
mouse 

button, 399 
clicking, 14, 221-222 
double-clicking, 20 

dragging, 14 
Macintosh Basics program, 22 
overview, 12-13 
troubleshooting errors, 350-351 

Index 

Mouse control panel, Control Panels folder, 198 
mouse pad, described, 399 
multimedia, defined, 399 
multiple objects, selecting and grouping, 119 
multiple windows, 20-21 
multitasking methods, Option key, 257-258 
music and MIDI, 280 
My Speech Macros extension, Extensions folder, 205 

•N• 
naming 

disks and icons, 44 
documents, 74 
folders, 34 

native software, defined, 399 
nested folders, Option key and, 256-257 
Network control panel, Control Panels folder, 198 
networking, AppleTalk, 97, 306 
networks, 283, 399 
newsgroups, Internet, 245-246 
Newton, described, 399 
Note Pad, 5f-52, 56 
Note Pad file, System Folder, 209 
NuBus, described, 399 
Numbers control panel, Control Panels folder, 198 
NumLock, described, 399 

•O• 
object handles, 117 
object-oriented graphics, drawing programs, 

116-120 
ObjectSupportLib extension, Extensions folder, 205 
OCR (optical character recognition) 

defined,399 
scanners and, 276 

online,defined,399 
Open File box, 75-78 
Open Transport control panels, Control Panels 

folder, 198-199 
opening 

ClarisWorks, 167-168 
documents, 81-82 
objects. See double-clicking 

operating systems, 19-20, 187-190 
Option key, 255-260 

About This Macintosh command, 260 
alphabetizing icons, 259 
closing all windows at once, 256 
copying documents, 258 
Map control panel, 259 
Memory control panel, 260 
Monitors control panel, 259 
multitasking methods, 257-258 
nested folders and, 256-257 
stopping commands with, 264-265 
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•P• 
page numbers, Microsoft Word 5.1, 131 
Page Setup dialog box, 109-110 
page-layout programs 

PageMaker, 147-150 
QuarkXPress, 150-153 

PageMaker, 147-150 
adding text, 148-149 
editing, 150 
Master Pages, 147-148 

painting programs, 120-124 
bitmapped graphics, 116 
defined,399 
drawing comparison, 116 
Eraser tool, 123 
Hand grabber tool, 124 
Line tool, 123 
Magnifying glass tool, 124 
Marquee and Lasso tools, 121-122 
Pencil tool, 122 
Rectangle, Ellipse, Polygon, and Arc tools, 123-124 
Spray can tool, 123 
Text tool, 122-123 
tools, 121-124 

Painting window, ClarisWorks, 181-182 
paragraph formatting, 72-73 

Microsoft Word 5.1, 129 
partitions, defined, 399 
paste 

See also copy and paste 
defined,399 

patches, Extensions folder, 203 
PC Exchange control panel, Control Panels folder 

199 , 
PC Setup control panel, Control Panels folder 199 
PC!, defined, 399 ' 
PCs 

defined, 399 
expense of, 219-220 

PDS, defined, 399 
Pencil tool, painting programs, 122 
Performa, 297-304 

Apple Backup program, 303 
At Ease system software, 303-304 
described, 399 
Documents folder, 298-300 
Launcher, 298, 299 
self-hiding windows, 300-301 

peripherals 
daisy-chaining SCSI, 284, 357-359 
defined,399 
plugging in, 283-284 
top ten non-costly, 285-286 

phone lines, modems and, 226-227 
PhoneNet connectors, plugging in laser printers 95 
PICT, defined, 399 ' 
pixels, defined, 400 
Plain Talk 

Speech Recognition, 291-292 
Text-to-Speech, 287-289 

plug ins, Macintosh, 387, 388 
plugging in 

laser printers, 94-95 
peripherals, 283-284 

Pods, modem, 278 
Polygon tool, painting programs, 123-124 
pop-up controls, drawing programs, 118 
pop-up menus, 76 

defined,400 
finding files via, 87 

portrait, defined, 400 
ports 

defined,400 
SCSI, 402 

Postscript 
defined,400 
fonts, 102-104 
laser printers, 93, 94-95 

Power Macintosh Card control panel, Control 
Panels folder, 200 

Power Macs, 315-320 
defined,400 
processor chips, 315-316 
product line, 379-380 
software, 316-318 
top ten features, 318-320 
virtual memory, 317-318 

power switch locations, 10 
PowerBook & PowerBook Display control panels, 

Control Panels folder, 199 
PowerBook Monitors extension, Extensions folder: 

205 • 
PowerBook Setup control panel, Control Panels 

folder, 199 
PowerBooks, 305-314 

AppleCare warranty, 309 
AppleTalk and, 306 
batteries, 306-308, 313-314 
Control Strip, 308, 309 
cursors, 311 
defined,400 
Duos, 312-313 
fax/modems as printers, 311 
memory effect, 307 
product line, 378-379 
Sleep mode, 305-306 
trackballs and trackpads, 13, 308-309 
traveling with, 310-311 
troubleshooting errors, 352 

PowerPC chips, defined, 400 
PowerTalk control panels, Control Panels folder, 200 
PowerTalk extension, Extensions folder, 205 
PowerTalk Manager extension, Extensions folder 

205 , 
PRAM memory 

defined,400 
troubleshooting errors, 354 

Preferences folder, System Folder, 207-208 
Printer Descriptions extension, Extensions folder: 

206 , 
printer drivers, Chooser and, 96-97 
printer fonts, defined, 400 
Printer Share extension, Extensions folder 206 
printers, 91-100 ' 

AppleTalk, 97 
built-in fonts, 106-107, 109 
Chooser, 95-98 
color, 93-94, 382 
drivers, 96-97 



dye-sublimation, 94 
how to print with, 94-100 
icons, 101 
lmageWriter, 92 
laser, 93 
plugging in, 94-95 
startup pages, 111 
StyleWriter, 92-93 
troubleshooting errors, 342-345 

printing, 98-104 
background, 98 
canceling, 100 
Fractional Character Widths option, 112 
jagged printouts, 100-104 
Page Setup dialog box, 109-110 
QuickDraw GX, 101 

PrintMonitor, described, 400 
PrintMonitor Documents folder, System Folder, 

209, 210 
PrintMonitor extension 

Extensions folder, 206 
troubleshooting errors, 345 

product line, 373-380 
AV series, 378 
black-and-white one-pieces, 374 
color one-pieces, 374-375 
LC series, 375-376 
Mac II series, 376 
Power Macs, 379-380 
PowerBooks, 378-379 
Quadra series, 377-378 

programs 
See also software 
defined,400 
determining which you're in, 79 
installing, 215-216 
quitting, 84 
relationship to documents, 80-81 

Publish and Subscribe, defined, 400 
purchasing. See buying 
Put Away command, ejecting floppy disks, 43 
Puzzle, Apple Menu Itei;ns folder, 192 

•O• -Quadra series, product line, 377-378 
QuarkXPress, 150-153 

Document Layout palette, 153 
Linking Tool, 152 
Master Pages, 152-153 
Measurement Palette, 153 
Tool palette, 151 

question mark, blinking, 341-342 
QuickDraw GX 

described, 400 
printing and, 101 

QuickDraw GX extension, Extensions folder, 206 
Quicken, 137-146 

categories, 137-138, 141-142, 144 
entering transactions, 140-141 
extra items in bank account, 145-146 
preprinted checks, 146 
reconciliation, 144-145 
register window, 138-140 
Split window example, 142-144 

Splits icon, 141 
Tab key, 139 
Write Checks option, 143-144 

QuickTime extensions, Extensions folder, 206 
QuickTime movies, 281, 292-293, 400 
QuickTime VR, defined, 400 
quitting 

defined,400 
programs, 84 

quote marks, curly, 89 

•R• 
radio buttons, defined, 401 
RAM, 28-29 

See also memory 
defined,401 
defragmenting, 335-336 
disks, 401 

Index 

RAM Doubler extension, Extensions folder, 206, 336 
Read Me First files, ignoring, 217 
rebooting, defined, 12, 401 
rebuilding the Desktop, 353-354, 401 
Record Button extension, Extensions folder, 206 
records 

defined,401 
FileMaker Pro, 160 

Rectangle tool, painting programs, 123-124 
relational databases, defined, 401 
removable cartridges, defined, 401 
removable-cartridge systems, 281-282 
ResEdit,defined,401 
Resize box, defined, 401 
resolution 

bitmapped fonts, 102 
defined,401 

resources 
Macintosh, 389-390 
troubleshooting errors, 364-365 

Restart switch 
defined,401 
troubleshooting errors, 354-355 

Return key 
moving down pages with, 68 
word processing and, 62, 63, 69-70 

Ribbon, Microsoft Word 5.1, 128-129 
RISC, defined, 401 
roll-up windows, System 7.5, 189 
ROM, defined, 401 
Ruler, Microsoft Word 5.1, 129 

•S• 
sans serif fonts, 112, 401 
Save File box, 75-78 
saving 

documents, 73-78,82-83 
importance of, 30-31 

scanners,275-276,401 
Scrapbook 

Apple Menu Items folder, 192-193 
described, 401 

Scrapbook files, System Folder, 209 
Screen control panel, Control Panels folder, 200 
screen savers, 271-272, 402 
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screens, snapshots of, 264 
scroll bars, 18, 88, 402 
scrolling, defined, 402 
SCSI 

addresses, 402 
cables, 359, 402 
daisy-chaining peripherals, 284, 357-359 
described, 357, 402 
devices, 402 
ports, 402 
rules of, 357-359 
terminators, 402 
troubleshooting errors, 357-359 

SCSI Manager 4.3 extension, Extensions folder, 206 
.sea files, self-expanding archives, 241 
selecting 

all text, 88 
icons, 17 
large amounts of text, 89, 90 
multiple objects, 119 
text, 53, 66-68 
words,87 

selection bar, Microsoft Word 5.1, 130 
selection tools, Marquee and Lasso, 121-122 
self-hiding windows, Performa, 300-301 
Serial (Built-in) extension, Extensions folder, 206 
Serial Switch control panel, Control Panels 

folder, 200 
serif fonts, 112, 402 
Shared Library Manager extension, Extensions 

folder, 204 
shareware, 50, 402 
Shift key 

drawing programs and, 118 
installations and, 216 
as modifier key, 35 

Shortcuts extension, Extensions folder, 206 
shortcuts. See keyboard shortcuts 
Shut Down, 14-15 

Apple Menu Items folder, 193 
defined,402 

Shutdown Items folder, System Folder, 209 
SIMMs, defined, 402 
SimpleText 

defined,402 
talking software, 288 

singing, 289-290 
.sit files, expanding, 214-215 
size box, 18 
Sleep mode, PowerBook, 305-306, 402 
slide shows, ClarisWorks, 182-183 
slots, defined, 402 
snapshots of screens, 264 
software, 47-57 

See also programs 
Application menu, 54-57 
buying, 48-49 
ClarisWorks, 167-184 
cost of, 49 
defined,402 
desk accessories, 51-57 
determining which program you're in, 79 
downloading via America Online, 239-242 
drawing programs, 116-120 

economics and usability, 219 
Excel, 153-159 
FileMaker Pro, 159-165 
Launcher buttons, 62 
Microsoft Word 5.1, 124-132 
Microsoft Word 6, 132-137 
native, 399 
obsolescence of, 48 
PageMaker, 147-150 
painting programs, 120-124 
PlainTalk Text-to-Speech, 287-289 
Power Mac, 316-318 
QuarkXPress, 150-153 
QuickDraw GX, 101 
Quicken, 137-146 
shareware, 50 
System Folder and, 218 
top ten programs, 166 
utility programs, 271-273 
version numbers, 48 
versions caveat, 212 
viruses, 217-218 
where to get it, 49-50 

Sound control panel, 58-59, 268-270 
adjusting volume, 270 
Control Panels folder, 200 

Sound Manager extension, Extensions folder, 
206-207 

Sounds & Displays control panel, Control Panels 
folder, 200 

Speakable Items folder, System Folder, 208 
speakers, 279 
special characters, 172 
Speech control panel, Control Panels folder, 200 
Speech Recognition, PlainTalk, 287-289, 291-292 
spell checker, Microsoft Word 5.1, 131-132 
Splits icon, Quicken, 141 
spoolers, defined, 402 
Spray Can tool, painting programs, 123 
spreadsheets 

defined,403 
Excel, 153-159 

SR Monitor extension, Extensions folder, 207 
stacks, defined, 403 
startup, troubleshooting errors, 339-342 
Startup Disk control panel, Control Panels folder, 

200 
startup disks, defined, 403 
Startup Items folder, System Folder, 209 
startup pages, avoiding, 111 
Startup Slide Show, 11 
stationery 

ClarisWorks, 183 
defined,403 

Stickies, Apple Menu Items folder, 193 
storage 

floppy disks, 25-26 
removable-cartridge systems, 281-282 

Stufflt file expander, America Online, 241-242 
style sheets, Microsoft Word 6, 135-136 
StyleWriter extension, Extensions folder, 205 
StyleWriters, 92-93 

defined,403 
plugging in, 94 
troubleshooting errors, 342-343 



submenus,214,403 
SuperDrive, 403 
symbols, special characters, 172 
SyQuest, removable-cartridge systems, 281-282 
System 6 

described, 403 
Trash and, 41 

System 7 
described, 403 
installing fonts, 107 
System 7.1comparison,187 
System 7.5 comparison, 188-190 

System 7.1 
described, 403 
finding files, 86-87 
removing fonts, 108 
System 7 comparison, 187 

System 7.5 
Apple menu, 189 
described, 403 
extension conflicts, 356 
finding files, 85-86 
Macintosh Guide, 188 
Performa, 297-304 
roll-up windows, 189 
System 7 comparison, 188-190 
upgrading, 190 

System AV extension, Extensions folder, 207 
System crashes, defined, 403 
System disks, defined, 403 
System Enabler file, System Folder, 209 
System file 

deflned,403 
System Folder, 209 

System Folder, 185-210 
Apple Menu Items folder, 191-193 
cleaning up, 190-210 
Clipboard, 208 
Control Panels (Disabled) folder, 208 
Control Panels folder, 193-201 
described, 403 
drivers and, 218 
Extensions (Disabled) folder, 208 
Extensions folder, 202-207 
Finder, 209 
Fonts folder, 207 
Launcher Items folder, 207 
Note Pad file, 209 
operating system version numbers, 187-190 
operating systems, 186-187 
Preferences folder, 207-208 
PrintMonitor Documents folder, 209 
Scrapbook file, 209 
Shutdown Items folder, 209 
Speakable Items folder, 208 
Startup Items folder, 209 
System Enabler file, 209 
System file, 209 
top ten pieces of crud in, 209-210 

System Speech Rules extension, Extensions 
folder, 207 

•T• 
Tab key 

in dialog boxes, 99-100 
Quicken and, 139 

tab stops, aligning text with, 88 
tablets, digitizing, 282 
talking software 

ClarisWorks, 290 
PlainTalk Text-to-Speech, 287-289 
WordPerfect, 290 

telecommunication, defined, 404 
telecommuting, defined, 404 
terminators, SCSI, 402 
text 

aligning with tab stops, 88 
colorizing highlights, 266-267 
cutting to Clipboard, 88 
deleting, 66-67 
deselecting, 68, 72 
in drawing programs, 119-120 
highlighting, 53, 66-68 
PageMaker, 148-149 
selecting, 53, 66-68 
selecting all, 88 
selecting large amounts of, 89, 90 

Text control panel, Control Panels folder, 200 
Text tool, painting programs, 122-123 
Text-to-Speech, PlainTalk, 287-289 
third party, defined, 404 

Index 

Thread Manager extension, Extensions folder, 207 
TIFF, defined, 404 
title bar, 18, 404 
toll-free number, Apple Computer, 221, 365 
toner, defined, 404 
Toolbar, Microsoft Word 5.1, 127-128 
tools 

drawing programs, 117-118 
painting programs, 121-124 

trackballs, defined, 404 
trackballs and trackpads 

PowerBook, 13, 308-309 
troubleshooting errors, 350-351 

Trackpad control panel, Control Panels folder, 
200,201 

Trash, 38-40 
See also deleting 
aliases and, 262 
dragging to new location, 46 
ejecting floppy disks with, 44 
emptying, 39-40 
System 6 and, 41 
top ten tips, 44-46 
"Warn before emptying" option, 45 

triangles 
inmenus,36 
in windows, 23 

troubleshooting errors, 323-362 
See also error messages 
blinking question mark, 341-342 
"clean system reinstalls," 361-362 
defragmenting hard drives, 362 
error messages, 327-332 
extensions, 325, 355-356 

(continued) 
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troubleshooting errors (continued) 
Finder problems, 345-347 
floppy disks, 347-350 
"Force Quit" keystrokes, 354 
freeing memory, 359-361 
freezes and crashes, 325-326 
hardllVare,350-353 
out of memory, 332-339 
PRAM memory, 354 
printing problems, 342-345 
rebuilding the Desktop, 353-354 
resources, 364-365 
Restart S11Vitch, 354-355 
SCSI, 357-359 
startup problems, 339-342 
system slo11Vness, 350 

TrueType fonts, 104, 404 
turning the Mac off, 12 
turning the Mac on, 9-10 
typography. See fonts 

•U• 
Undo command, 57 
updates, Extensions folder, 203 
upgrading, 363-364 

System 7.5, 190 
uploading, defined, 404 
user groups, 108, 389 

defined,404 
Users & Groups control panel, Control Panels 

folder, 201 
utility programs, 271-273 

anti-virus, 272 
compression, 271 
screen savers, 271-272 
top ten free or almost-free, 272-273 . (/. 

vertical scroll bar, 18 
video, QuickTime movies, 281, 292-293 
video cards, defined, 404 
Video Guide extensions, Extensions folder, 202 
Video Startup extension, Extensions folder, 207 
vie-wing invisible characters, 70 
vie11VS 

FileMaker Pro, 159 
Microsoft Word 5.1, 125-126 

Vie11Vs control panel 
Control Panels folder, 201 
icons, 267-268 

virtual memory 
defined, 404 
memory management, 337-338 
Po11Ver Macs, 317-318 

viruses, 217-218 
anti-virus programs, 272 
defined,404 

volumes, defined, 404 
VRAM,defined,404 

•W• 
"Warn before emptying" option, Trash, 45 
Web. See World Wide Web 
"Wind011VS 

closing all at once, 256 
defined,404 
expanding, 46 
Hide Others option, 257-258 
inability to rename or Trash, 222 
multiple, 20-21 
roll-up (System 7.5), 189 
self-hiding (Performa), 300-301 
top ten tips, 44-46 
triangles in, 23 

Windo11VShade control panel, Control Panels 
folder, 201 

11Vord processing, 61-90 
backing up files, 84, 86 
closing files, 78 
closing programs, 84 
curly quotes, 89 
deselecting text, 68, 72 
editing, 66-68 
finding files, 84-87 
formatting, 69-73 
headers and footers, 89, 131 
I-beam cursors, 65 
insertion points, 64-65 
Microsoft Word 5.1, 124-132 
retrieving documents, 81-82 
Return key and, 62, 63, 68, 69-70 
saving documents, 73-78 
selecting all text, 88 
selecting large amounts of text, 89, 90 
selecting text, 66-68 
special characters, 172 
top ten tips, 87-90 
top three rules of, 62-64 
11Vord 11Vrapping, 64 

Word. See Microsoft Word 5.1; Microsoft Word 6 
11Vord 11Vrapping, 64, 404 
WordPerfect, talking soft11Vare, 290 
11Vords, selecting by double-clicking, 87 
World Wide Web, 248-252 

addresses,248,249-252 
America Online, 249, 251, 254 
bro11Vser, 254 
searching,250-251 

WorldScript Po11Ver Adapter extension, Extensions 
folder, 207 

WYSIWYG, defined, 404 

•Z• 
Zip disks 

defined, 404 
removable-cartridge systems, 281-282 

zoom box, 18, 46, 404 
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