“Pogue is a wonderful teacher. If he can
communicate with someone as anti-techni-
cal as myself, he can teach anybody.”

—Gay Talese, Bestselling author of Honor Thy Father
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Why Readers Love This Book!

“This is the best possible book for anyone who’s afraid to touch a mouse.”
— Deborah Branscum, Editor Macworld magazine

“This is an excellent book for anyone who wants to understand their Mac or learn
how to use it better; and it's a lot cheaper than training courses.” — InfoCanda

“This is probably the most user-friendly introduction to the Macintosh that one
could imagine.” — Kliatt Book Review

“A wonderfully gentle and funny guided tour of the Mac.” — Stephen
Talkovich, Woodstock, Georgia

“Enjoyed the humor. Loved the format. Absolutely well written. David Pogue
is a marvel.” — Virginia Kochanek, Plant City, Florida

“I never though | would find myself laughing at a computer book! It has become
a valuable resource in our house.” — Kim Vincent, Coral Springs, Florida

Thank you for writing something any idiot can understand. (Yes | mean
me!)” — Brenda Ralston, Dallas, Texas

“This is a super book! | loved the straight talk and humor. | learned a lot
without confusion, without hassle!” — Richard Walter, Las Vegas, Nevada

“Please keep writing. | need all the help | can get. " — Betty Dobbins,
Kennewick, Washington

“| bought my first Mac and this book is perfect for me.” — Michel Lemelin,
Quebec, Canada

“I'm a little less terrified now that | know more than my 7-year old does
about computers.” — Kate Weatherall, Socorro, New Mexico

“This is the best Mac book | have ever come across.” — J. Mazzello,
Kenneth City, Florida



7)) Surviving the First Half Hour

You may only need this information at the very beginning of your
Mac career — but you'll really need it.

Turning on the Mac

1. Press the On button. If you have a compact, one-piece Mac
{called a Classic, Plus, or SE), the rocker switch is on the back of
the machine, left edge, about halfway up. Otherwise, it's the big
key on your keyboard, separate from the others, with a left-
pointing triangle.

If nothing happens, go directly to Chapter 9, “When Bad Things

Happen to Good Machines.”

Turnlng off the Mac
. If you've typed or drawn anything, make sure it's safely stored on
your disk by chaosing Save from the File menu.

2, If you've been working in a program (like a word processor),
choose Finder from the Application menu at the right side of your
screen,

See Chapter 1 for instructions on choosing a command from a
menu.

. From the Special menu, choose Shut Down.

Special
Clean Up [Windaw
Emply Trash
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Eject Disk

Restart
Shut Down

4. (If your Mac is a one-piece model like a Classic, Plus, or SE, you
now have to turn off the power, using the same switch you used
to turnit on.)

) Working with Several Programs

One of the handiest features of the Mac's latest System software
(that is, the stuff in your System Folder that the Mac requires to run
itself) is that it lets you run mare than one program at once. If you
keep launching programs, eventually you'll be tald you're out of
memaory. Until then, here are some pointers.

I.aunchmg a program
. Find its icon.

You may not have bought any programs with your Mac. If that's
the case, peruse Chapter 3. Otherwise, the icon for a program is
usually (not always) diamond-shaped. Here are some typical

program icons:

Microsoft Word DiskDoubler TeachText Claris Works

2. Put the cursor on the icon, and double-click the mouse button
quickly.

Determining what programs are running

1. Put the cursor on the icon in the far upper-right of your screen,
and hold down the mouse button.
The Application menu drops down, listing (below the dotted line)

all the programs you've launched. The frontmost one, the one
you're working in, is indicated by a check mark.

T8 Working with Windows
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Dpenlng or closmg a window

A window is simply your view into something that's normally closed.
When a window is closed, it's not a window at all — it's repre-
sented by an icon (of a disk, a folder, or a file).

1. Double-click any icon to apen its window.
2. To close a window, click the close box in the upper-left corner.

Moving a window

Point ta its striped title bar (where the name of the window
appears). Hold the mouse button down, and drag the window into a
new position.

Bringing concealed icons into view

Sometimes a window is too small to show you all the icons within it.

If that's the case, you'll see gray scroll bars along the bottom and

right side.

1. Point to one of the small arrows on the scroll bar, as shown, and
press the mouse button continuously.
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Your view of the window will slide in the direction of the arrow,
showing you what's hidden beyond the edges.

2. To make the window as large as necessary to view all the icons
(limited by screen size), click the zoom box, as shown.
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Systemn Folder

World

Programs
Brush fires
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Making a dimmed window active
1. Click in it.

Copyright © 1992 IDG Books Worldwide. All rights reserved.
Cheat Sheet $5.95 value. For more information on 1DG Books,
call 1-800-762-2974 or 415-312-0650.
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Working with lcons
Finding a file See Something Like This:

Each file you create is represented by an icon, and is usually stored
inside an electronic folder, which looks like a file-folder on your | Lasertriter Page Selup :ER I

screen. Beginners and pros alike occasionally lose files, or forget Paper: @ US Letter O A4 Letter
where lhayg‘li!ad a ceriapin file i g Qus Legal O B5 Letter O Tebloid >] [Concer]

Reduce or [Tl Printer Effects:

1. Choose Find from the File menu. Entarge; | [ Font Substitution?

el e’ Orientation [ Tert Smoothing?

2. Type a few letters of the missing file’s name. : & Braghics Smoathing?
You don’t have to type the whole name . ., only enough to i:ﬂ (] Faster Bitmap Printing?
distinguish it; type Wonkto find the file called Willy Wonka
Quarterly Earnings. Capitalization doesn't matter.

. Press the Return key, or click the Find button.
The Mac roots through your files, and displays the firsticon it
finds (that matches your request) by opening its folder and "
highlighting (blackening) the icon. Radio buttons

. Ifthe Mac found the wrong file, choose Find Again from the File Paper: ® US Letter () A4 Letter
menu. O US Legal (O BS Letter

Keep choosing Find Again until you find what you're looking for, or Named after the pushbuttons on a car radio, where only one can be

until the Mac beeps, telling you that it's done searching. pushed in at a time. If you push a different one, the first one pops up.
Likewise, only one Mac radio button can be selected at a time.

Renaming a file Checkboxes
1. Pointto its icon, and click the mouse button. R
Teut Smoothing?

The icon is now highlighted (selected). Graphics Smoothing?

) Prgss‘ the Return key, and type a new name. Used to indicate whether an option is on or off. Click once to place
Afile’s name can be up to 31 letters long. If you make a mistake, the X in the box, click again to remove the X (and turn off the optian).
backspace over it by pressing the Delete key. .

If you're used to other kinds of computers, a Mac filename can Iext fields

have almost any kind of letters you want (uppercase, lowercase, educe or m 2

symbols — anything but a colon), and doesn't have to have a { Enlarge:

period in it. ' You're supposed to type text or numbers into these blanks. To move

£ . ) from one blank to another (if there's more than one), you can either
3. Press Return when you're done typing. i ol X
you yRing click in a blank with the mouse, or press the Tab key to jump from

Copying a file onto a disk O A5 e
1. Drag the icon (below left) onto the disk’s icon (below right), and PDP'UP menus

let go.
O Usa Toraer BO| IR USH Torder ) #Tablukd

A3 Tabloid

questions it needs answered. Here are the elements of a typical

They call this box a dialog box, because the Mac is asking you some
dialog box and what they do.

Aoz 27518 n ok 4 tema 27518 v vk

Envelope - Center Fed
Envelope - Edge Fed
Losertriter 11 BS

PR Harree
P O Alasies O Aaska
b o X
b 3 Cabfornia
P O3 Connecticut

-
€3 Catforma When you see some text in a rectangle, marked by a down-pointing
3 Conmeticut . triangle, you're seeing a pop-up menu. Point to the text, hold down

b
b
b
b

3 the mouse button, and make a selection from the mini-menu that
L1 &g el drops down.

Alternatively, you can drag the file into the disk’s window, instead of
on top of the disk’s icon. Buttons

Z Some buttons, like Options (in the dialog box above), make another

dialog box appear, where you can make even more choices.
Every dialog box, though, has a clearly-marked button or two
(usually OK and Cancel) that makes the box go away — your escape
route. (New Mac users often get frustrated when they try to get on
with their work, only to find that the Mac keeps beeping and won't
respond — because a dialog box is still on the screen, waiting for a
click of the OK or Cancel buttons.)
. B Click OK (or Print, or Proceed, or whatever the main button says) to

To ruin a disk forever proceed with the command you originally chose from the menu.
Click Cancel if you want to back out of it, as though you'd never
issued the command.
. Store it near the right rear of your Mac (or, if you have a one- And a power-user tip: See the thick black outline around the OK

piece Mac like a Classic, near the left side). button picture above? That's your cue that you dan't have to use the
. Leave itin a hot car. mouse to click that button; you can press either the Return or Enter
key on your keyboard instead.

Locking a disk

1. Eject the disk.

2. Slide the small square tab in the corner of the disk, so that you
can see through the hole.

A disk you've locked in this way can't be erased, and nothing on it
can be thrown away.

. Leave it near a phone, a printer, a sterec speaker, or any other
magnetic source.



MACINTOSH
METHODOLOGIES
IN THEORY
AND PRACTICE

A technical guide for experienced users

formerly Macs For Dummies

BY D. WELCH POGUE

Includes advanced treatment of these topics:
# Invoking the commencement of A/C 120V electric power to the CPU unit
@ Propelling the cursor-control module on a horizontal plane
@ Insertion and removal of magnetic-oxide data storage media



Look, we use the word Dummies on the cover with
affection and a twinkle in the eye. Still, we
understand if you're not thrilled about leaving a
book on your desk called Macs For Dummies.

We hear you. And we've got the perfect solution:
just rip off the real cover of the book! This phony
cover will be all that’ left. Leave it on your desk in

plain sight, so everybody will know what a
computer whiz you are.
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you'll never use? Do your friends and family always call you o

FROM IDG fix simple problems on their PCs? Then the.. ForDumm:esm s
e computer book senes from IDG is for you : B

.. For Dummies books are written for those frustrated computer: users who know they

o arent really dumb but find that PC hardware, software, and indeed the unique vocabula
. computing make them feel helpless. ... For Dummies books use a hghthearte
“- down-to-earth style, and even cartoons and humorous icons to diffuse computer novit
- fears and build their confidence. Lighthearted but not hghtwalght, these books are

-~ survival gunde to anyone forced to use a computer :

“I like my copy so much I told
friends; now they bought copies.”

Are you intimidated and confused by computers" Do youﬁnd

BOOK SERIES that traditional manuals are overloaded with technical details ‘

Irene C., Orwell, Ohio | | “Quick, concise, nontechnical,

and humorous.”

Jay A, Elbum, IL

“Thanks, | needed this book. Now |
can sleep at night.”

Robin F, British Columbia, Canada

Already, hundreds of thousands of satisfied readers .= -
agree. They have made ... For Dutmnies_ booksthe
#1 intraductory-level camputer book series and have
written asking for more. So if you're Iookmg for the -
'most fun and easy way to leam about computers,

look to . .. For Dummieshooks to giveyoua

helping hand.
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About the Author

Ohio-bred David Pogue never touched a computer — nor wanted to — until
Apple Computer suckered him into it by selling Macs half-price at Yale, from
which he graduated summa cum laude in 1985. Since then, Pogue has merged
his two loves — the musical theatre and Macs — in every way he could dream
up: by writing manuals for music programs like Finale; by being the computer-
consultant guy for Broadway musicals like Carrie and Lincoln Center’s Anything
Goes; by teaching Mac music seminars around the country; and by becoming
the Mac guru to every Tony-award winning Broadway creative-type he could
get his hands on — Stephen Sondheim, John Kander, Susan Stroman, Cy
Coleman, Mike Ockrent, Luther Henderson, and others.

In his other life, Pogue is a straight-ahead theatre musician, having conducted
1! Broadway shows (the second one flopped out of town), played piano for
some Off-Broadway productions, and composed a number of small-time
musicals. In his other life, he’s a magician, and teaches courses in magic in New
York City.

And in his other other life, Pogue is a Contributing Editor for Macworld
magazine. His column, The Desktop Critic, appears in the magazine each month.

In between crises, Pogue wrote a novel called Hard Drive — a Macintosh
techno-thriller, which was published last year by the Berkley Publishing Group.

Pogue’s résume also boasts some real accomplishments, like winning the Ohio
spelling bee in seventh grade, being the only nonlawyer in three generations,
and getting a Viewer Mail letter read on David Letterman.



About 1DG Books Worldwide

Welcome to the world of IDG Books Worldwide.

IDG Books Worldwide, Inc., is a division of International Data Group, the world’s
largest publisher of computer-related information and the leading global provider of
information services on information technology. IDG publishes over 194 computer
publications in 62 countries. Forty million people read one or more IDG publications
each month.

If you use personal computers, IDG Books is committed to publishing quality books
that meet your needs. We rely on our extensive network of publications, including
such leading periodicals as Macworld, InfoWorld, PC World, Computerworld, Publish,
Network World, and SunWorld, to help us make informed and timely decisions in
creating useful computer books that meet your needs.

Every IDG book strives to bring extra value and skill-building instruction to the
reader. OQur books are written by experts, with the backing of IDG periodicals, and
with careful thought devoted to issues such as audience, interior design, use of
icons, and illustrations. Our editorial staff is a careful mix of high-tech journalists
and experienced book people. Our close contact with the makers of computer
products helps ensure accuracy and thorough coverage. Our heavy use of personal
computers at every step in production means we can deliver books in the most
timely manner.

We are delivering books of high quality at competitive prices on topics customers
want. At IDG, we believe in quality, and we have been delivering quality for over 25
years. You'll find no better book on a subject than an IDG book.

John Kilcullen
President and C.E.O.
IDG Books Worldwide, Inc.

DG Books de, Inc. is a division of & | Data Group. The omccn arc Patrick J. McGowrn Founder and Board Chalrman; Walter Boyd, President.
International Data Group’s publications include: ARGENTINA's C ASIA's Comp world Hong Kona. PC World Hong Kong,
Computerworld Southeast Asia, PC World Singapore, Cnmputemdd Malaysia, PC World Malaysia; AUSTRALIA’s Cq world A PC World,
Australian Macworld, Network World, Reseller, (DG S AUSTRIA’s Comp welt O PC Test; BRAZIL's Computerworid, Mundo IBM, Mundo Unix, PC World,
Publish; BULGARIA’s C world PC & Mac World Bulgarla; CANADA's Direct Access, Graduate Computerworld, InfoCanada, Network World
Canada; CHILE's Computerworld, Informatica; oowm 's Computerworld Colombia; CZECH muauc. Computerwortd F.lektronlu, PC World; DENMARK's CAD/
CAM WORLD, Ci World, C k., LOTUS World, M: PC World PC World
Produktguide, Windows World: EQUADOR's PC World; EGYPT's Computerworld (CW) Middle Easl PC World Middle East; FINLAND's MikroPC, Tietoviikko, Tietoverkko;
FRANCE's Distributique, GOLDEN MAC, InfoPC, Languages & Systems, Le Gulde du Monde Infe i Le Monde Infor T & GERMANY's
Computerwoche, Computerwoche Focus, Computerwoche Extra, Computerwoche Karriere, M M PC Weilt, PC Woche, Publish,
Unit; HUNGARY’s Alaplap, Computerworld SZT, PC World, ; INDIA's C & C ISRAEL's Compmerworld Israel, PC World Israel; ITALY's
Computerworld Itaia, Lotus M M 1d Italia, N ki ltnlln. PC War!d Italla; JAPAN‘. Comp world Japan, M Id Japan, Japan,

World; KENYA's East African Computer News; KOREA’s Comp 1d Korea, M i Korea, PC World Korea; ME(ICO'. Compu Edicton, Compu Manufactura,
Computacion/Punto de Venta, Computerworld Mexico, MacWorld, Atundo Unlx, PC World, Windows; THE NETHERLAND' 1 Totaal, LAN Magazine, MacWorld;
NEW ZEALAND's Computer Listings, Computerworld New Zealand, New Zealand PC World; NIGERIA's PC World Mrlca. NORWAY‘. Computerworld Norge, C/World,
L Norge, M. |d Norge, PC World Ekspress, PC World Norge, PC World's Product Guide, Publish World, Student Data, Unix World, Windowsworld,
1DG Direct Response; PANAMA's PC World; PERU’s Computerworld Peru, PC World; PEOPLES REPUBLIC OF CHINA's China Computerworld, PC World China, Electronics
International, China Network World; IDG HIGH TECH BELJING's New Product Wortd; IDG SHENZHEN's Computer News Digest: PHILLIPPINES® Computerworld, PC World;
POLAND’s Computerwortd Poland, PC \VorldIKompuler POR'I'UGAL'- Cercbro/PC World, Correio lnformxucoltomputemorld Macin; ROMANIA's PC World; RIESIA s
Computerworld-Moscow, Mir-PC, Sety; SLOVENIA SOUTH AFRICA's Comp S.A.; SPAIN sAmigaWorld Comp 1d Espana, C:

World, Macworld Espana, NeXTWORLD, PC World Espana, Publish, Sunworld; SWEDEN's Attack, Comp C C Lokala k/LAN, Lotus
World, MAC&PC, M. rid, Mikr PC World, P & De.ilgn {(CAP), Datalngenjoren, Maxi Data, Windows World SWITZERLAND's Computerworld Schv:elz.
M; d PC& TAIWAN's C world Taiwan, Global Computer Express, PC World Taiwan; THAILAND's Thai Computerworld; TURKEY's
Ce world M M. 1d Turkiye, PC World Turkiye; UNITED KINGDOM's Lotus M: Macworld, S Id; UNITED STATES' AmigaWorld, Cable in the
Classroom, CD Review, ClO, Computerworld, Deskiop Video World, DOS Resource Gulde, Electronic News, Federal Computer Week, Federal Integrator, GamePro, IDG
Books, InfoWorld, InfoWorld Direct, Laser Event, Macworld, Multimedia World, Network World, NeXTWORLD, PC Games, PC Letter, PC World Publish, Sumeria, SunWorld,
SWATPro, Video Event; VENEZUELA's Computerworld Venezuela, MicroComputerworld Venezuela; VIETNAM's PC World Vietnam

@ The text in this book is printed on recycled paper.



Say What You Think!

Listen up, all you readers of IDG’s international bestsellers: the one — the
only — absolutely world-famous ...For Dummies books! It’s time for you to
take advantage of a new, direct pipeline to the authors and editors of IDG
Books Worldwide.

In between putting the finishing touches on the next round of ... For Dummies
books, the authors and editors of IDG Books Worldwide like to sit around
and mull over what their readers have to say. And we know that you readers
always say what you think.

So here’s your chance. We'd really like your input for future printings and
editions of this book — and ideas for future ...For Dummies titles as well. Tell
us what you liked (and didn’t like) about this book. How about the chapters
you found most useful — or most funny? And since we know you're not a bit
shy, what about the chapters you think can be improved?

Just to show you how much we appreciate
your input, we’ll add you to our Dummies
Database/Fan Club and keep you up to date on
the latest ...For Dummies books, news, cartoons,
calendars, and more!

Please send your name, address, and phone number,
as well as your comments, questions, and suggestions, §
to our very own ...For Dummies coordinator at the
following address:

...For Dummies Coordinator
IDG Books Worldwide

3250 North Post Road, Suite 140
Indianapolis, IN 46226

T —— (Yes, Virginia, there really is a
= . .
—— ...For Dummies coordinator.
T . .

C We are not making this up.)

Please mention the name of
this book in your comments.

BOOKS Thanks for your input!
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Foreword

It is certainly no surprise to me that I was asked to write the Foreword for this
book. After all, I was David Pogue’s first dummy. When we met five years ago, |
was an aging composer, wearily putting quill pen to parchment, surrounded by
mountains of erasers. The world of computers was as foreign to me as the
craters of the moon.

Then along came Mr. Pogue, fresh from Yale, who guided me patiently and
painlessly into the joyful world of Macintosh. He made it all seem so simple.
And the Mac, my new friend, was helpful as well, with little admonitions like,
“Are you sure you want to do this?” or apologies like, “I'm sorry I can't find this.
If you find it for me, | promise I'll remember where it is next time.” I was soon
convinced that this machine really cared about me. In a short time, | became a
mouse maniac.

Since then, I have written the scores for two musicals, two films, and countless
letters of complaint to my Congressmen on this wonderful contraption, thanks
to my two wise, kind friends, David and the Mac.

In this book, you’ll find many reminders, explanations, and shortcuts. Macs for
Dummies, 2nd Edition will stay by me at my desk. After all, once adummy ...

John Kander
John Kander, with lyricist Fred Ebb, has written the scores for Cabaret; Chicago;

Zorba; New York, New York; and the Tony-award winning musical Kiss of the
Spider Woman.
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A Formal Welcome to the 20th Century

Something has driven you to learning the computer — your friends, your job, or
fate. In any case, you couldn’t have chosen a better time; technology and price
wars have made computers comprehensible, affordable, and almost fun. The
Macintosh, of course, is the primary example.

In 1984, the ad people called the Macintosh “the computer for the rest of us.”
The implication was that other computers were hard to learn. Previous comput-
ers required you to learn jargon, have technical skill, and memorize dumb
keyboard codes. The Macintosh was as simple as a toaster — nothing to
assemble, nothing to install, no manual to puzzle through.

And sure enough, the first Mac pretty much fit that description. Its factory-
sealed case meant that you didn’t have to install any parts (like you do on IBM-
style computers). Unless you were a real soldering gunslinger, the first
Macintosh wasn’t expandable. It was a complete, self-contained unit. You
unpacked it and plugged it in. Like a toaster.

But Apple Computer learned about a funny catch-22 in the computer business.
The people who influence computer sales (like computer magazines, consult-
ants, industry spokespeople) all were people who liked the jargon, the key-
board codes, the messy circuit board stuff! These were people who prided
themselves on having mastered the convoluted, dim-witted design of pre-Mac
computers . . . people who not only didn’t appreciate the simplicity of the
Macintosh but actually resented it. In reviews, editorials, and interviews, the
Powers That Were said over and over again that the Macintosh would never
survive unless Apple opened it up. Let people expand it, customize it, juice it
up, just like IBM owners had been required to do for years.

Alas, that movement pushed the Mac out of its “computer for the rest of us”
mold. Suddenly there were more models. They became available in separate
modular pieces, so you had more to shop for. The computer weenies who ruled
the press started imposing all their terminology and tech-talk on this poor little
machine. Macintosh user groups sprang up — they're everywhere now —
where you'd hear talk like, “How can I accelerate my 25MHz SE/30 fast enough
to get a decent frame rate out of QuickTime 1.6?” or “How much RAM do I need
for virtual memory on my 86MB Quantum?”

The Mac wasn’t a toaster anymore.
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Why a Book for Dummies?

Today, you'd be justified in saying that the Mac sometimes seems almost as
intimidating as the computers it was supposed to replace. The way the techno-
nerds throw jargon around (and the way the pages of Mac magazines have
slowly been filling up with stories about Ethernet Hubs and 9600 bps modems
with MNP and v42.BIS error-correction protocol), you'd think the Mac was the
private property of the dweeby intelligentsia all over again.

It’s not. You hold in your hands a primal scream: “It's not as complicated as
they try to make it sound!” Really, truly, almost everything said by the com-
puter salespeople and magazines and books and computer consultants of the
world is more complicated than it has to be. (Ever study psychology? A person
who uses jargon where simple English would do is trying to underscore the
listener’s ignorance.)

This book is designed to help you

i »” Translate the tech-talk into useful information

3
i{ 1 Weed out the stuff you'll never need to know

i Navigate the hype when it comes to buying things

i v Learn the Macintosh and get useful things done

By the way, of course you're not a dummy. Two pieces of evidence tell me so:
for one thing, you're learning the Mac, and for another, you're reading this
book! But I've taught hundreds of people how to use their Macs, and an awful
lot of them start out saying they feel like dummies when it comes to computers.
Society surrounds us with fast-talking teenagers who grew up learning English
from their Nintendo sets; no wonder the rest of us sometimes feel left out.

But you're no more a dummy for not knowing the Mac than you were before
you knew how to drive. Learning the Mac is like learning to drive: after a lesson
or two, you can go anywhere your heart desires.

So when we say Dummies, we’re saying it with an affectionate wink. Still, if the
cover bothers you even a little — I'll admit it, you wouldn't be the first — please
rip it right off. The inner cover, we hope, will make you proud to have the book
lying in plain sight on your desk.
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How to Use This Book
(Other Than as a Mousepad )

If you're starting from the very, very beginning, you might want to start this
book from the end — with Appendix A, where you can find out how to buy a
Mac (and which one to get) without getting scammed. It also contains an idiot-
proof guide to setting up your computer.

Chapter 1 assumes that you do, in fact, have a Mac, and that it's been plugged
in. You'll find out how to turn it on and off, for starters. In 10 minutes (or 20 if
you're trying to watch TV simultaneously), you'll have mastered the raw basics
of driving your Mac.

Then there’s something, if you'll forgive me, called Chapter 1'%. It’s my attempt
to play down the technical nature of the topic— the difference between
memory and disks — by not devoting a full scary chapter to it.

Chapter 2's a Mac lesson for the absolute beginner: how to use the mouse (and
what a mouse is), how to use menus — that kind of thing. In Chapter 3, you'll
do some actual work; it includes a word processing lesson that won't destroy
your self-esteem.

Once you've got your ideas typed into the computer, you'll want to print your
work; that’s one of the Mac’s strong suits. Chapter 4 lays bare the mysteries of
printing and using typefaces.

Chapter 5 has the all-important “Faking Your Way Through the Top Ten
Programs,” an indispensable guide for anybody who wants to look cool without
actually expending any effort. And speaking of software, Chapter 6 explains
those icons inside the all-important System Folder and attempts to answer
man’s primal question: “What is all that junk?”

In Chapter 7, you get to read about all the expensive equipment you can plug
into the Mac: modems, scanners, and all that good stuff. By the time you get to
Chapter 8, you'll be ready to start sailing with a priceless potpourri of sizzling
shortcuts. You'll find out about the creative vandalism the Mac lets you do:
colorizing the screen, recording your own sounds, and using utility programs
that help you get extra mileage out of your computer.

If you were clever enough to buy a Performa — a special breed of Macintosh
that comes with preinstalled software and has some special features for
beginners — then Chapter 9 has your name on it. Likewise, for the peripatetic
among us, PowerBook (and Newton!) owners will thrill to the insights of
Chapter 10. It shows you, among other things, how to coax every last milliwatt
of juice from your laptop’s batteries.
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When anything goes wrong, turn to Chapter 11, “When Bad Things Happen to
Good Machines,” the mother of all troubleshooting sections. It identifies the
snafus you're most likely to encounter, how to prevent them, and what to do
about them. Read Chapter 12 when the stuff in this book is starting to seem old
hat, and you’re ready to push off into the wider world of computing.

The book winds down with Appendix B, the Resource Resource (which lists
contact info for a number of important Mac companies and organizations), and
Appendix C, the Techno-Babble Translation Guide. (You'd probably call it a

glossary.)

Macintosh conventions

Macintosh conventions? Sure. They're called Macworld Expos, and there’s one
in Boston and one in San Francisco each year.

Conventions in this book

Oh, that kind of convention. First, I'm going to take the liberty of defining terms
in the margin whenever I think it'd be helpful to a wide-eyed, terrorized novice.
If you already know the term, great — just breeze on by; that’s why it’s in the
margins.

Second, I'm going to satisfy those beginners who have a recessive geek gene in
their DNA, those who actually want to learn more about what’s going on under
the hood, with occasional sidebars on technoid topics. They'll be clearly
marked with titles like “Stuff you'll never need to know.” Unless you're actually
interested, rest assured that you can live a rich and rewarding life without ever
reading a word.

Finally, so that we’'ll be eligible for some of the more prestigious book-design
awards, I've marked some topics in the main text with these icons:

Nerdy stuff that's OK to skip but will fascinate the kind of people who read Tom
Clancy novels.

You can never, ever damage your Mac by “doing something wrong” (other than
by pouring Diet Coke into the air vents or something). Occasionally, though, I'll
alert you that there's a potential risk to your work.



Introduction

A\

The former Speaker of the House. Also a shortcut so you can show off.

Denotes an actual You-Try-It Experience. Hold the book open with a nearby
cinder block, put your hands on the computer, and do as I say.

already know how to use the damn things, for example, love to intimidate
people who don't.

Why a Mac?

If there's one single atom of computer phobia in your bloodstream, but you
need a computer, get a Macintosh. Trust me. And trust the ten million former
computer phobes who are now happily computing away.

A free p?choloqical confirmation of your
taste and intelligence

You've heard it a thousand times: the Macintosh is the most user-friendly
" computer. What does that mean? In concrete terms?

For one thing, there’s a lot less to install and set up. When you buy an IBM
computer, for example, you're likely to spend your first weekend hunched over
an open computer case filled with wiring. You squint at the manual that’s filled
with techno-babble and get depressed that you, a well-educated, perfectly good
English speaker, can’t understand the first thing it’s saying. With a Macintosh,
of course, you basically just plug it in and press the On switch.

And another thing: there’s a lot less to memorize when you use a Macintosh.
Because the commands are all listed on the screen (in menus), you don't have
to remember that Control-Alt-Escape-semicolon is the Print command. In the
IBM world, of course, every single program has different commands in different
places with different keyboard shortcuts. Out of 10,000 Macintosh programs,
there are probably five that don’t have exactly the same major commands in
exactly the same menus with exactly the same keyboard shortcuts.
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There are a bunch of other reasons you've done the right thing to go for the
Mac — the screen looks better, it's easy to expand, it’s the easiest to learn, and
it has all kinds of high-tech goodies like a microphone for recording your own
sounds. Of course, the last reason that a Mac is superior is that it's superior; it
entitles you to gloat about owning the world’s most hip, technologically
evolved, shrewd computer.

Apple and obsolescence

Apple is the gigantic Silicon Valley computer company that started out as a
couple of grungy teenagers in a garage. It’s the target of incredible love and hate
from the Macintosh community. Each time Apple introduces a new Macintosh
model, you can bet that it's faster, more powerful, and less expensive than the
model you already bought. Thus, the mixed passions — people love Apple for
coming up with such great products but feel cheated at having paid so much for
a suddenly outdated machine.

Feel whatever you want, of course. But if you're going to buy a computer,
accept the fact that your investment is going to devalue faster than real estate
in Three Mile Island.

Here’s a promise: No matter how carefully you shop or how good a deal you get
on a Macintosh today, it’s going to be discontinued by Apple in two years. (It’ll
still work just fine, and be more or less up-to-date, for about five years.) Yeah, |
know — it’s a cruel, irritating fact, but it's a fact nonetheless.

With that quick and inevitable computer death looming, how can people psych
themselves into laying out $3,000 for a computer? Simple: They believe that in
those few short years, the computer will speed them up enough, and enhance
their productivity enough, to cover the costs easily.

That’s the theory, anyway.
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In this part...

Fere are three general ways to learn how to work your
Mac. You can prevail upon the good graces of your local
computer dealer, who, having pocketed your money
already, would just as soon have you blow away. You can
read the manuals, which have about as much personality as
a walnut. Or you can read a book like this one. (Then again,
no book is quite like this one.)

Tough choice, huh?

In this part, you'll learn, as kindly and gently as possible,
what you need to know to get up and running on your Mac
system — and nothing else. So take off your thinking cap
and enjoy your journey through this utopia we call the Mac
world.




Chapter 1

How to Turn On Your Mac
(and What to Do Next)

0060000 AO0CO000000000CON0O06HBC0OCGGOCLII2DOPDRPREOOSOSO

In This Chapter

- > How to turn your Mac on (and off)

p~ Confronting weird new words like mouse and menu
g~ Doing windows

> Mindlessly opening and closing folders

20O 00GRO000GD0O00GOOOOCOGO0OHONINDHOOHDTHDIBSTIROOOSS SO

f you haven’t bought a Mac yet, go immediately to Appendix A. Don't speak to
any salesperson until you've read it.

If you have bought a Mac, but it’s sitting in cardboard boxes on your living-
room floor, read the second half of Appendix A, where you'll be gently guided
through the not-harrowing-at-all experience of plugging everything in.

At this moment, then, there should be a ready-to-roil Mac on your desk and a
look of fevered anticipation on your face.

| Took Off the Shrink-Wrap! Now What?
Switching the Mac on

In this very first lesson, you'll be asked to locate the On button. To keep life
interesting, Apple has decreed that this switch shall be In a Different Place on
Every Different Mac Model. Fortunately, after you know where yours is, it’ll
pretty much stay in that spot for as long as you own your Mac.

First, figure out which Mac model you have. Apple came up with a clever and
sophisticated method for letting you know which model you have: they painted
its name right on the plastic front.
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Now find your model listed here. Then find the power button!

Macintosh Classic

Macintosh Classic I|

Performa 200

Macintosh Plus

Macintosh SE or SE/30
Macintosh LC-almost-anything
Performa 400 through 476

These are the so-called compact Macs.

As you look at the Mac from the front, the
On/Off switch is in the middle of the rear

left edge. It's a rocker switch; when the top
half is pushed in, the computer is on.

As you look at the Mac from the front, the
switch is at the rear right corner. It's another
rocker switch; the On position is marked by a
straight line, and the Off position is marked by a
circle. Nobody can ever remember which is
which. You may want to think of it this way: the
0 stands for Off. (Of course, it also stands for
On. .. and they wonder why people are
intimidated by computers?)

Color Classic
LC 520
Performa 550

And the 1040-Form Award for Consternation and
Confusion goesto...these Macs. They actually
have two power switches. First, there’s a rocker
switch on the back edge of the machine; it allows
the current to reach the Mac. Turn it on today and
forget it forever.

But turning on that back-panel switch doesn't
actually start up your Mac. To do that, you have
to press the power key on the keyboard. It's a
key all by itself with a left-painting triangle on it.

So, to recap: turning on the back panel switch
does nothing until you press the keyboard power
button. On the other hand, pressing the keyboard
button does nothing un/ess you've also turned

on the back-panel switch. This is great stuff.

Oh, and by the way, your Mac’s monitor goes
off by itself if you don't use the computer for
awhile. To wake it up when you come back from
lunch, click the mouse button. (Read on for
details on mice and buttons.)

Mac [l-anything
Quadra-almost-anything
Centris 650

The On switch is on the keyboard. It's a key all
by itself with a left-pointing triangle on it:
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Quadra (Centris) 610 These odd birds have a round nub of an On/Off

Quadra {Centris) 660AV button on the front panel, on the right side.

PowerBook You have to flip open the back panel, which can
be a pain. You'll then see the round, concave
power button.

PowerBook Duo Press the rubber capsule-shaped button on the

keyboard. (There’s an identical button on the back.)

When you insert the Duo into a Duo Dock, you turn
on the whole schmear by pressing the big left-
triangle key on your keyboard.

Was your hunt for the elusive On Switch successful? Then turn the Mac on!

You should hear a ding or a chord, and after a few seconds, an image appears
on the screen.

What you'll probably see

After a moment, you should see the smiling Macintosh on the screen. It looks

like this:
(2]

A few seconds after that, the words “Welcome to Macintosh” appear. Then the
gray or tinted pattern, called the deskfop, appears. Congratulations! You've arrived.

Skip ahead to “Your First Moments Alone Together.”

fn.’e big triéhglé;huttq n
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What you might see

The very first time you turn on your Mac, there's a chance that you'll see a disk
with a blinking question mark like this:

The Mac, in its charming, universal, picture-based language of love, is trying to
tell you that it can’t find a disk to start up from. More specifically, it can't find
an electronic System Folder, which is where the Mac’s instructions to itself live.
(You'll find more about this allimportant folder in Chapter 6.)

If you see the blinking question mark icon, you've just met your first computer
problem. Now is as good a time as any to dog-ear the pages of Chapter 11,
“When Bad Things Happen to Good Machines.” This problem, and many others,
is explained — and solved — for you there.

In this case, you have to give the Mac a disk containing a System Folder, or it
will sit there like an idiot and blink at you until the warranty expires. The
easiest way to provide it with a System Folder is to locate those white-labeled
System floppy disks that came with the Mac. (They don't, alas, come with
Performa models or the PowerBook 145b; and you get a silvery compact disc,
instead of white floppies, if you bought a Mac with a built-in CD-ROM player.
You know who you are.)

The one that contains a System Folder is called Disk Tools. Insert the disk into
the slot on the front of the computer — metal side first, label side up. And then
read Chapter 11 for the full troubleshooting scoop.
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The 5th Wave By Rich Tennant
//

ORLITENNANT —

“TT'S NOT THAT IT DOESN'T WORK AS A COMRUTER,
IT JUST WORKS BETTER AS A PARERWEIGHT."
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Your First Moments Alone Together

As any gadget lover can tell you, the most exciting period of appliance owner-
ship comes at the very beginning. You're gonna love this stuff. Read on,
MacDuff!

The big turn-off

Before we get into 3-D color graphs, space-vehicle trajectories, and DNA
analysis, maybe you'd better learn how to turn the Mac off.

You already know where the On/Off switch on a compact, LC, or Performa Mac
is. On the fancier Macs, the power-on button on the keyboard won’t work to
turn it off. You have to find the tiny, round, pea-sized On/Off button at the rear
of the machine — it’s on the left as you look at the back of the machine.

But turning off the Mac by chopping off its power is a no-no, according to Apple
(although I've never heard of it hurting anything). The preferred method is to
use the Shut Down command; we'll get to that in a moment.

Moving the mouse

The mouse is the gray, soap-sized plastic box on the desk beside your key-
board. Having trouble visualizing it as a rodent? Think of the cord as its tail, and
(if it helps you) draw little eyeballs on the sloping side facing you.

Now then, roll the mouse across the desk (or mouse pad), keeping the cord
pointed away from you. See how the arrow pointer moves across the screen?
For the rest of your life, you'll hear that pointer called the cursor. And for the
rest of your life, you'll hear moving the mouse called moving the mouse.

Try lifting the mouse off the desk and waving it around in midair like a remote
control. Nothing happens, right? The mouse only controls the cursor when it’s
on a flat surface. (A ball on the bottom of it detects movement and moves the
cursor accordingly.) That’s a useful feature — it lets you pick up the mouse
when you run out of desk space, but the cursor will stay in place on the screen.
Only when you set the mouse down and begin to roll it again will the cursor
continue moving.

If you have a PowerBook, by the way, you don’t have a mouse. Studies have
shown that rolling a gray, soap-sized plastic box across the thigh of the guy
next to you on the airplane can have, ergonomically and socially speaking,
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unpleasant results. Therefore, you've been given a trackball instead. It's essen-
tially an upside-down mouse. The principle is the same: roll the ball away from
you, and the cursor moves up the screen. And instead of a square mouse
button, you have two crescent-shaped buttons around the trackball. Both
buttons act like the mouse button; they're identical in function.

[ won’t mention this mouse/trackball distinction again, OK? If you're smart
enough to have bought a PowerBook, you're smart enough to translate “mouse”
into “trackball” in your head.

What’s on the menu?

Let’s try some real computing here. Move the cursor up to the white strip at the
top of the screen. It’s called the menu bar, named after a delightful little pub
near Cupertino. Touch the arrow on the word Special.

The 5th Wave By Rich Tennant
ERLATENNANT |

e — —]

I ‘
“THERE! THERE! T TELL YOU IT JUST MOVED AGAIN!"
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Pointing to something on the screen in this way has a technical term: pointing.
(Think you're going to be able to handle this?)

Now put your index finger on the button on the mouse, and press the button
down. Hold it down. Don't let go.

If all went well, you should see a list of commands drop down from the word
Special, as shown in the following figure. Keep holding down the button.

Clean Up Window
Empty Trash

Eject Disk BE
Erase Disk...

Restart
Shut Down

Congratulations — you've learned how to click the mouse (by pressing the
button), and you've also learned to pull down a menu (the list of commands).
Try letting go of the mouse button; the menu disappears.

Shutting down

Click the word Special (in the menu bar) again. This time, when the list of
commands appears, keep the button pressed and roll the mouse downward so
that each successive command turns black. In Mac jargon, you're dragging the
mouse (moving with the button pressed). And when each menu command
turns black, it’s said to be highlighted.

The only commands that don't get highlighted are the ones that are dimmed, or
“grayed out.” They're dimmed because they don’t make any sense at the
moment. For example, if there’s no disk in the floppy-disk drive, choosing Eject
Disk wouldn’t make any sense (and it wouldn’t work, either). So the Mac makes
it gray, which means it's unavailable to you.

ipact:Mac (or an LC or Performa:4(
iputar dogsn'tgo allthewayoff. Instear
‘message on the screen) tha
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Roll the mouse all the way down to the words Shut Down so that they're highlighted.

Special
Clean Up Window
Empty Trash...

Eject Disk %E E
Erase Disk...

| Restart
. Shut Down [

By
AT :
it 3

If you've had enough for one session, release the mouse button — the Mac
turns itself off.

Hey, you've only read the first few pages of this book, and already you can turn
your Mac on and off! Told you it was no harder than a toaster.

If your thirst for knowledge is unquenched, and you want to slog ahead with
this lesson, then don't let go of the button yet. Instead, slide the cursor off the
menu in any direction, and then let go of the mouse button. The menu snaps
back up like a window shade and nothing else happens. (You only activate a
menu command when you release the mouse while the cursor is on a command.)

When you're ready to forge forth, read on.

Moving things around on the desktop

Take a look around the Mac screen. You've already encountered menus (those
words File, Edit, View, and so on at the top of the screen). Near the upper-right
corner of the screen, you should see an icon (a small symbolic picture). If your
Mac is brand new, that icon is called Macintosh HD.

Icons represent everything in the Mac world. They all look different: one
represents a letter you wrote, another represents the Trash can, another
represents a floppy disk you've inserted. Here are some examples of icons
you’ll probably be seeing before long:

S

T A fogps disk 4 sprasdshset
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You can move an icon by dragging it. Try this:
1. Point to the Trash icon.
2. Drag it to a new position (move the mouse while the button’s down).

Hey, this thing isn’t so technical after all, right?

Other than the fact that there’s a Trash can, nobody’s really sure why they call
this “home-base” screen the desktop. It has another name, too: the Finder. It’s
where you file all your work into little electronic on-screen file folders, so you'll
be able to find them again later.

Used in a sentence, you might hear it like this: “Well, no wonder you don't see
the Trash can. You're not in the Finder!”

Icons, windows, and Macintosh syntax

Point to the hard-disk icon (a rectangular box, probably called Macintosh HD —
for Hard Disk) in the upper-right corner of the screen. A hard disk is like a
massive floppy disk. It’s the filing cabinet that contains all your work, all your
files, and all your software.

So how do you see what’s in it? Where do you get to see its table of contents?

It turns out that any disk icon can be opened into a window, where you'll see
every item inside listed individually. The window has the same name as the
icon you opened. (It may already be open. If there’s a window open on your
screen, choose Close Window from the File menu. Choose Close Window again
and again, until there are no windows open on your screen.)

Before we proceed, though, it’s time for a lesson in Macintosh syntax. Fear not;
it’s nothing like English syntax. In fact, everything you do on the Macintosh has
this format: noun-verb. Shakespeare it ain’t, but it’s sure easy to remember,
Let’s try a noun-verb command, shall we?

1. Click the hard-disk icon in the upper-right corner of the screen.

It should turn black, indicating that it's selected. Good job — you've just
identified the noun.

2. Move to the File menu and choose Open.



File

Open S0
Print
Close Window 210

Get Info E
Sharing...
Duplicate 0
Make Alias

Put Away Ry
Find... 8F

Find Again %6

Page Setup...
Print Desktop...

You guessed it — Open is the verb. And, sure enough, your hard disk opens into

a window, where you can see its contents.

Did any of that make sense? In the world of Macintosh, you always specify what

you want to change (using the mouse), and then you use a menu command to
specify how you want it changed. You'll see this pattern over and over again:
select something on the screen and then apply a menu command to it.

Look over the contents of your hard-drive window. See the following figure.
(Everybody’s got different stuff, so what you see on your screen won't exactly
match these illustrations.) There are all kinds of neat things you cando to a
window. They're worth learning — you’re going to run into windows every-
where after you start working.

CLOSE BOX—Click here to close the TITLE BAR—Drag anywhere in this

window. It's the same as choosing Close striped area to mave the entire

Window from the File menu. window.

FEI==——= Macintosh HD =B5— 700M BOX—Click here to make the
6 items 170 MB in disk 61.9 MB available

window large enough to show all its
ety contents.

HyperCard 2.1 Player E] T— VERTICAL SCROLL BAR— It's white,
Programs @ indicating that you're seeing every-
TeachText thing in the window (top to bottom).

E
System Folder

Macintosh Basics

SIZE BOX—Drag in any direction to
make the window bigger or smaller.

HORIZONTAL SCROLL BAR—It's gray, indicating that you're not seeing everything
in the window (there’s something off to the side). You can drag the little square
from side to side to adjust your view of the window.

Chapter 1: How to Turn On Your Mac
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Go ahead and try out some of the little boxes and scroll bars. Click them. Tug
on them. Open the window and close it again. No matter what you do, you can
never hurt the machine by doing “the wrong thing.” That’s the wonderful thing
about the Macintosh: it’s the Nerf appliance.

Now try this. Make sure your hard drive window is open. See the System Folder?
Even if you don’t, here's a quick way to find it: quickly type SY on your keyboard.

Presto, the Mac finds the System Folder (which happens to be the first thing
that begins with those letters) and highlights it, in effect dropping it in front of
you, wagging its tail.

All systems are go

If nothing happened when you typed SY, your Mac may not be using the trendy
new software known as System 7. Absorb the wisdom of Chapter 6 if you care
what this means.

For the moment, glance at the upper-right corner of your screen. Do you see
this icon @ ?

If so, you have System 7. Congratulations. If not, you have System 6. Whether or
not you're “System 7 savvy” will make a big difference, both to your under-
standing of this book and to your ability to get dates at computer club meetings.

Because all Macs made since 1991 come with System 7, for the rest of this book
I'm going to assume that you’re using System 7 (or 7.1 or 7-point-anything). If
your Mac is really old, and you've determined that you've got System 6, watch
the margins for special notes that refer to the differences between the two
systems.

Double-clicking in theory and practice

Anyway, moving on: try pressing the arrow keys on your keyboard — right, left,
up, down. The Mac highlights neighboring icons as you do so.

Suppose that you want to see what’s in the System Folder. Of course, using
your newfound noun-verb method, you could (1) click the System Folder to
select it, and then (2) choose Open from the File menu.

But that’s the sissy way. Try this power shortcut: point to the System Folder
icon so that the tip of the arrow cursor is squarely inside the picture of the
folder. Keeping the mouse still, click twice in rapid succession. With stunning
originality, the Committee for the Invention of Computer Terminology calls this
advanced computing technique double-clicking.
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If all went well, your double-click opened a new window, showing you the
contents of the System Folder. (If it didn’t work, you probably need to keep the
mouse still or double-click faster.)

Remember this juicy golden rule: Double-click means “open.”

In your Mac life, you'll be asked (or tempted) to click many an item on-screen:
buttons that say “OK"; tools that look like paintbrushes; all manner of multiple-
choice buttons. In every one of these cases, you're supposed to click once.

Only when you want to open something do you double-click. Got it?

Multiple window's

Now you should have two windows open on the screen: the hard-disk window
and the System Folder window. (The System Folder window may be covering
the first one up; they're like overlapping pieces of paper on a desk.)

Try this: Click the title bar of the System Folder window (just one click; remem-
ber that double-clicking is used exclusively for opening something). Drag the
title bar downward until you can see the hard drive window behind it. See the
following figure.

Macintosh HD
6 items 170.1 MB in disk 61.8 MB available

You can tell that this window is

it et in back because its title bar is
. L F.uit.ier == CE| white. Just click anywhere in the
32 items 170.1 MB in disk 61.8 MB available

= window to bring it to the front.

Apple Menu Items Clipboard Control Panels Extensions Fi

(21 & (G)

Fonts  Scrapbook File  System

You know that this window is the
top window because its title bar
is striped.

Take a stress-free moment to experiment with these two windows: click the
back one to bring it forward; then click the one that was in front to bring it to
the front again.

If you need any more help fooling around with these windows, the Macintosh
manual has a complete tutorial.
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Using a list view

There’s one more aspect of windows that will probably make Type A personali-
ties squirm with delight. Up ’til now, you've been viewing the contents of your
disk as a bunch of icons. Nice, but wouldn't it be neat to see things alphabeti-
cally?

1. Make sure the System Folder is the active window (the one in front).
We're going to use the System Folder because it’s got a lot of stuff in it.

Next, you're going to use a menu. Remember how to choose a menu
command? Point to the menu’s name and hold down the mouse button.

2. Locate the View menu at the top of the screen. From it, choose By Name.

Suddenly, the big icons are replaced by a neat alphabetical list of the
window's contents.

For would-be weenies only (nonessénﬁél-é.infb)

When you view a window’s contents in a list, When you click the triangle, in other wards, your

each folder withinthe windowismarkedbyatiny  Window becomes like an outline. The contents of
triangle. The triangle points to the righr_

~ that subfolder are indented. To “collapse,” or
close the folder, clack the dawnward-pounhng

freaksto lcktheManglemstead Inthefollow 0 2
figure, the before-and-after view of the Control words. Instantly the Mac : everything in

Panels folder (inside the System Folder) shows the Window, based on the word you clicked.
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D) Note Pad File 3K file O Monitors 41K
P 3 Preferences 20K folder O Mouse 9K

P 3 PrintMonitor Documents zero K folder

P O Extensions 1,235K




Chapter 1: How to Turn On Your Mac

The easiest homework you've ever had

To reinforce your budding mouse skills, here's a pathetically easy assignment.
Find the icon in your hard drive window called either Macintosh Basics or
Mouse Practice. (Macintosh Basics/Mouse Practice comes with every Mac sold
in the last few years. If you can't find it anywhere, call up whatever store sold
you the Mac and ask about it. And if you still can’t get ahold of it, don’t sweat.
I'll try to hit most of the same points as we go along.)

It’s a clever, animated introduction to the Mac, and it shows you America’s
favorite computer skills (the ones you just learned): pointing, clicking, and
dragging. Ponder the sidebar below if you need a refresher.

Here's how you use the Macintosh Basics program:

1. Open the Macintosh Basics (or Mouse Practice) folder, if necessary, by
pointing to it and double-clicking.

2. Point to the little Macintosh Basics man (or Mouse Practice Woman) and

double-click that.

From there, just follow the instructions on the screen. Turn down the corner of
this page, and pick up here when you're ready to go on. By the time you finish,
you’ll have earned your MMA — Master of Mouse Activity.

Remedlal mousmg for the repetltlon Iover-*

In the event you couldn't find your ‘Macintosh
Basics/Mouse Practice program, here's arehash
of the essential mouse skills you're supposed to
have learned.

First, there’s pointing. That's where you touch the
tip of the arrow cursor on something.

ILL

Trash

You've already clicked, too — that's where you
point to something and then click the mouse
button. If you're pointing to anicon, like the Trash
can, it turns black to show that it's selected.

If you point to an icon and hold the mouse'button -
down, you can move the cursor and the icon will
move along with it. The act of moving the mouse
while the button’s down is called dragging.

Finally, voﬁ re sometimes asked to dédbié&l:f:k=' :
something. Thatis, hold the mouse still andpress
the mouse button twice fast. Feels great.
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Pit stop

If you're panting from the mental exertion of learning so many new things at one
sitting, go get something from the fridge. Believe it or not, you've already
learned more than half of the skills required for operating a Mac.

Shut the Mac down now, if you want (by choosing the Shut Down command
from the Special menu — but you knew that). Chapter 1% is something of a
chalk-talk to help you explain what’s really happening inside the computer’s
puny brain.

Top Ten Similarities Between You and Your
Mac

Before you move boldly forward to the next chapter, ponder the significance of
the following interesting — nay, frightening — similarities between you and
your computer.

1. Both weigh between 5 and 15 pounds when first displayed in public.

2. Both have feet on the bottom.

3. Both have slots to provide adequate ventilation of the innards.

4. Both react to the movement of a nearby mouse.

5. Both sometimes crash when asked to do too much at once.

6. Both have a central button.

7. Both light up when turned on.

8. With considerable effort, both may be made to work with IBM computers.
9. Both may be connected to a phone line for days at a time.

10. Both have a built-in 1.4MB SuperDrive, (Well, OK, you probably don’t, but
you don’t want to be exactly like your computer, do you?)
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In This Chapter

p» How disks and memory work

p- A floppy disk is neither floppy nor a disk. Discuss.

p» Making the distinction between floppy and hard disks

p> Why you'll never lose work to a computer glitch

p> Understanding the differences between memory and a hard disk
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Understanding How a Mac Works

I'm a little worried about sticking this chapter so close to the front of the book.
Plenty of people firmly believe that the Mac has a personality — that when
something goes wrong, the Mac is being cranky; and when a funny message
appears on the screen, the Mac is being friendly. Don’t let the following discus-
sion of cold, metal, impersonal circuitry ruin that image for you; the Mac does
have a personality, no matter what the wireheads say.

For the first time, you're going to have to roll up your brain’s sleeves and chew
on some real, live computer jargon. Don’t worry — you’ll feel coolly profes-
sional and in control by the time it’s over. And it’s a short chapter. Only haifa
chapter, really. That should make it easier to contemplate reading pages of
chalk talk.

Storing things with floppy disks

Human beings, for the most part, store information in one of two places. Either
we retain something in our memory — or, if it’s too much to remember, we
write it down on the back of an envelope.

Computers work pretty much the same way (except they're not quite as handy
with envelopes). They can either store what they know in their relatively pea-
brained memory, which we’'ll cover in a moment, or they can write it down. A
computer writes stuff down on computer disks.
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Floppy disk: A hard 3/4- inch square
thing that data is stored on.

The most common kind of disk is the floppy disk.
Unfortunately for your efforts to understand the Mac, its
floppy disks aren'’t floppy, and they're not disks. They're
actually hard plastic squares, 3 % inches on a side.

Inside the protective hard shell, though, there’s a circle of the same shiny
brown stuff that tapes are made of. (I suppose that means there really is a
floppy disk in there.) Anyway, instead of recording a James Taylor song or a
Bruce Willis movie, as audio or videotapes would do, the computer records
your documents: a letter to Aunt Millie, your latest financial figures, or notes for

your novel.

INSIDE A DISK

Sliding shield

Plastic case

Floppy disk

Write-protect hole

Plastic case

Here’s what a floppy disk would look like
ifyoublewitapartwith plastic explosives.
In the middle, sandwiched between the
two protective Stridex pads, there lies a
shiny plastic disk to which you entrust
your sacred data.

Floppy disks come in several capacities, but even the
largest one only holds about 1,000 pages’ worth of
data. That may seem like a lot, but that’s just text.
Pictures, for instance, take up much more space; that
same floppy disk can probably only hold one or two
color pictures. You can see, then, that floppies aren’t
very handy for storing lots of information.

Conceptualizing the hard disk

Every Mac made since 1987 has an even better
storage device built inside it — a hard disk. The
concept of a hard disk confuses people because it's
hidden inside the Mac’s case. Since you can't see it or
touch it, it’s sort of conceptual — like beta-carotene
or God, I guess. But it’s there, and a hefty chunk of
your Mac's purchase price pays for it.

Hard disks differ from floppy disks in a few critical
ways. A hard disk delivers information to the
computer’s brain about ten times faster than a floppy;
holds about 100 times more; and costs about 500
times as much. (Floppies are dirt cheap.)

Why all this talk of disks? Because this is where your
life’s work is going to live when the computer is shut
off.

And by the way, don’t be confused if you hear (or
see) the terms hard disk and hard drive used inter-
changeably — they're the same thing.
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Understanding memory

OK. Now we get to the good stuff: how a computer really works. I know you'd
just as soon not know what's going on in there, but this is mental broccoli: it’s
good for you, and later in life, you’ll be glad you were forced to digest it. If, at
this point, your brain is beginning to hemorrhage, skip this section entirely and
find serenity in Chapter 2.

There’s actually a significant difference between a Mac’s memory and your
memory (besides the fact that yours is probably much more interesting). When
the Mac is turned off at night, it forgets everything. It becomes a dumb, metal-
and-plastic doorstop. That’s because a computer’s memory, just like yours, is
kept alive by electrical impulses. When you turn off a Mac, the electricity stops.

Therefore, each time you turn on a Mac, it has to re-learn everything it ever
knew, including the fact that it’s a computer, what kind of computer it is, how to
display text, how many days until your warranty expires, and so on. Now we
arrive at the purpose of those disks we've been droning on about; that's where
the computer’s knowledge lives when the juice is off. Without a disk, the Mac is
like someone with a completely hollow skull (and we've all met that type). If
you're ever unlucky enough to experience a broken hard drive, you'll see how
exciting a Mac can be without any disks: it shows a completely gray screen with
a small blinking question mark in the middle (I've met a few people like that,
too).

When you turn on the Mac, there’s whirring and blinking; the hard disk inside
begins spinning. When it hits about 3,600 rpm, the Mac starts reading the hard
disk (or, if the analogy helps you, it “plays” the disk like a record player). It
finds out: “Hey, 'm a Mac! And this is how | display text!” and so on. The Mac is
reading the disk and copying everything it reads into memory.

Memory is really neat. After something’s in memory, it’s instantaneously
available to the computer. The Mac no longer has to read the disk to learn
something. Memory is also expensive; it's really a bunch of complicated circuits
etched onto a piece of silicon the size of a stick of gum.

Because it's expensive, most people’s Macs have far less memory than disk
space. For example, even if your hard disk holds every issue of National Geo-
graphic ever published, you're probably only going to read one article at a time.
So the Mac reads “African Tribal Women: Pierced Noses in the Desert” from
your hard disk, loads it into memory, and displays it on the screen. So it doesn’t
matter that your Mac's memory doesn’t hold as much as your entire hard disk;
the hard disk is used for long-term, perinanent storage of lots of things, and
memory is used for temporary storage while you work on one thing at a time.
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The 5th Wave By Rich Tennant
O UTENNANT
T

Who's Meg?

You often hear computer jocks talk about megs. Only rarely are they
referring to Meg Ryan and Meg Tilly. Meg is short for megabyte. So is MB.
(Mega=1,000,000 and byte=}umwmof a megabyte. That was fun, wasn't it?)

o . P What's highly confusing to most beginners is that
Megabyte: A unit of memory or storage memory (fast, expensive, temporary) and hard-disk
capacity, nicknamed meg or abbreviated space (permanent, slower) are measured in the
MB. One meg equals 1,024 kilobytes, or K ~ Same units: megabytes. A typical Mac has four or

a K is about one page of a romance novel. ~ €ight megs of memory (silicon chips), but 80 or 120
S = megs of hard-disk space (spinning platters).
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DGR

RAM: When the Committee for A

With this vital fact in mind, see if you can answer the following paradoxical
dinner party question:

“How many megs does your Macintosh have?”
The novice's answer: “Um . . . say, have you tried those little cocktail weenies?”
The partly-initiated’s reply: “I.. . . I think 80?”

The truly enlightened response: “What do you mean, how many megs? Are you
referring to memory or to hard-disk storage space? . . . Here, have a cocktail
weenie. . .."

Understanding RAM

Let’s add another term to your quickly-growing
. nerd vocabulary list. It pains me to teach you this
rbitrary word because it’s one of those really meaningless

socaibiing e D e e cad

Acronyms ratified this abbreviation, it terms that was invented purely to intimidate
probably stood for Random Abbreviation people. Trouble is, you're going to hear it a lot, so
for Memory. Supposedly, it really stands you may as well be prepared.

for Random Access Memory, whatever

that means.

It’s RAM. You pronounce it like the goat. RAM is
memory. A typical Mac has four or eight megs of
RAM (in other words, of memory).

Putting it all together

OK. Now that you know where a computer’s information lives, let me take you
on a tour of the computer’s guts. Let’s get into our little imaginary Disney World
tram. Keep your hands and feet inside the car at all times.

When you turn on the Mac, as noted earlier, the hard disk spins, and the Mac
copies certain critical information into its memory.

So far, the Mac only knows that it's a computer. It doesn’t know anything else
that’s stored on your hard disk; it doesn’t know about African Tribal Women or
your new screenplay, or how much you owe on your credit card — yet.

To get any practical work done, you now have to transfer the article (or
screenplay or spreadsheet) into memory; in Macintosh terminology, you have
to open a file. In Chapter 2, you'll find out how easy and idiot-proof this is.
Anyway, after you open a file, it appears on the screen. (It’s in memory now.)
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While your document is on the screen, you can make changes to it. This, of
course, is why you bought a computer in the first place. You can delete a
sentence from your novel or move a steamy scene to a different chapter (the
term for this process is word processing). If you’re working on your finances,
you can add a couple of zeros to your checking-account balance (the term for
this process is wishful thinking). All without any eraser crumb or whiteout.

Perceptive readers (who haven'’t already gotten bored and gone off to watch
TV) will recognize that you're making all of these changes to what’s in memory.
The more you change the screenplay that’s up on the screen, the more it's
different from that permanent copy that’s still on your disk, safe and sound.

At this point, you're actually in a pretty precarious position. Remember that
memory is sustained by electricity. In other words, if your four-year-old mis-
takes the Mac’s power cord for a handy suckable plaything and jerks it out of
the wall, then the electricity will stop, the screen will go blank, and all the
changes you've made disappear forever. You're left with the original copy on
the disk, of course, but any work you've done on it vanishes, along with any-
thing else in the Mac’s memory.

However, every Mac program has a simple command, called Save, that saves
your work back onto the hard disk. That is, the computer updates the original
copy that’s still on the hard disk, and you're safe. Even if a sun storm wipes out
all power plants in the Northern Hemisphere, your novel or letter or spread-
sheet is safe on the disk, even though the Mac’s memory gets wiped out. Most
people use the Save command every five or ten minutes so that their work is
always up-to-date and preserved on the disk. (You'll learn how to use the Save
command in Chapter 3.)

“1 lost all my work!”

So that you’ll quit worrying about it, the precariousness of memory accounts
for the horror stories you sometimes hear from people who claim that they lost
their work to a computer. “I was on volume Y of the encyclopedia I've been
writing,” they'll say, “and I lost all of it because of a computer glitch!”

Now you can cry crocodile tears and then skip back to your office with a smirk.
Now you know what happened. They probably worked for hours with some
document on the screen but forgot to use the Save command. Then, when the
unthinkable happened -—— someone tripped on the power cord — sure enough,
all the changes they’d made got wiped out. A simple Save command would have
stored everything neatly on the hard disk.
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Top Ten Differences Between Meniory and a
Hard Disk

May you never confuse memory with a hard disk again.

1. You usually buy memory two or four megs at a time. Hard disks usually
come in 40-, 80-, and 160-meg sizes (and on up).

2. Memory comes as chips on a little minicircuit board. A hard disk is a big
box made of metal (and sometimes encased in plastic).

3. You can only install memory inside the computer (something you usually
hire a local guru to do). A hard disk may be either inside the Mac (an
internal drive) or a separate box you just plug into the back (an external
drive).

4. Memory delivers information to the Mac’s brain almost instantly. The hard
disk sometimes seems to take forever.

5. Memory is sometimes called RAM. A hard disk has no abbreviation.

6. Not every Mac has a hard disk (about 11 people still use very old models
with nothing but floppy disks). But every Mac has memory.

7. When the Mac is reading some information off a hard disk, a little light
flickers on and off (usually on the front of your Mac or on the case of an
external hard disk). You can't tell when the Mac is getting information
from RAM.

8. As a very general rule, RAM costs about $45 per meg, and hard drive space
averages about $10 per meg.

9. Memory's contents disappear when you turn off the computer. A disk's
contents stay there until you deliberately throw them away.

10. You can trick the Mac into thinking that some of your hard-disk space is
RAM (called virtual memory). You can also trick the Mac into thinking that
some of your RAM is a disk (called a RAM disk). (Actually, I guess this is
really a similarity, not a difference. Oh well. Both of these advanced
techniques are described in your Mac manuals, more or less. Neither is
important except to power-users; most people don’t use either one. I'm
already sorry I brought it up.)
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Chapter 2
Doing Windows, Getting Floppy
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In This Chapter

= All about windows, folders, and icons

p- Learning keyboard shortcuts

b Working with floppy disks

b Tips on using windows and floppy disks to raise your social status
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Becoming Manipulative

All of the clicking and dragging and window-shoving you learned in Chapter 1 is,
in fact, leading up to something useful.

Foldermania

I've said that your hard disk is like the world’s biggest filing cabinet. It's where
you store all your stuff. But a filing cabinet without filing folders would be about
as convenient to handle as an egg without a shell.

The folders on the Mac screen don’t occupy any space on your hard drive. They're
electronic fictions whose sole purpose is to help you organize your stuff.

Mr. Folder

The Mac provides an infinite supply of them. Want a folder? Do this:

From the File menu, choose New Folder.

Ooh, tricky, this machine! A new folder appears. Note that the Mac gracefully
proposes “untitled folder” as its name. (Gotta call it something, | suppose.)
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Notice something else, though: the name is highlighted (black). Remember our
earlier lesson? Highlighted = selected = ready for you to do something. When
text is highlighted, the Mac is ready for you to replace it with anything you type.
In other words, you don't even have to backspace over it. Just type away.
1. Type USA Folder. Press the Return key.
The Return key tells the Mac that your naming spurt is over.
Now, to see how folders work, create another one.
2. Choose New Folder from the File menu again.
Another new folder appears, once more waiting for a title.
3. Type Ohio. Press Return.
You're going to create one more empty folder. But by this time, your wrist is

probably weary from the forlorn trek back and forth to the File menu. Don’t you
wish there were a faster way to make a folder?

There is.

Keyboard shortcuts

Pull down the File menu, but don’t select any of the commands in it yet. See that
weird notation to the right of some of the commands?

New Folder
Gpen
Print
Close Window

Get Info
Sharing...
Duplicate
Make Rlies
Put Away

o (o

Page Setup...
Print Window...

Get used to 'em. They're keyboard shortcuts, and they appear in almost every
menu you'll ever see. You're by no means obligated to use them, but you
should understand that they let you select certain menu items without using
the mouse.
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Bookman
Chicago
Courier
Futura
Garamond
Geneva
Hartel
Helvetice
- | Monaco
E Palatino
-] Suymbaol
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When you type, you press the Shift key to make a capital letter, right? They call
the Shift key a modifier key because it turns ordinary, well-behaved citizen keys
like 3 and 4 into madcap symbols like # and $. Welcome to the world of comput-
ers, where everything is four times more complicated. Instead of having only
one modifier key, the Mac has four of them! Look down next to your spacebar.
There they are: in addition to the Shift key, one says Option, one says Control,
and another either says Command or has a little 88 symbol on it.

It’s that little cloverleaf symbol that appears in the File menu. Next to the New
Folder command, it's 38-N. That means:
1. While pressing the 38 key down, press the N key. Then release everything.
Bam! You've got yourself another folder.
2. Type Michigan and press Return.

You've just named your third folder. So why have you been wasting a
perfectly good afternoon (or whatever it is in your time zone) making
empty folders? So you can pretend you're getting organized.

3. Drag the Ohio folder on top of the USA Folder.
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Michigan

Make sure that the tip of the arrow actually hits the center of the USA
Folder so that the folder becomes highlighted. When it turns black, let go
of the Ohio folder — and watch it disappear into the USA Folder. (If your
aim wasn't good, you'll now see the Ohio folder sitting next to the USA
Folder; try the last step again.)

4. Put the Michigan folder into the USA Folder in the same way — by drag-
ging it on top of the USA Folder.

As far as you know, though, those state folders have disappeared. How can
you trust me that they’re now neatly filed away?

5. Double-click the USA Folder.

Yep. Opens right up into a window, and there are your two darling states,
nestled sweetly where they belong If you were to double-click one of them,

. swmss  yoOU'd open another window. (Having a
million windows open at once is nothing
to be afraid of. If you're a neatness freak,
it might make you feel threatened, but
it's easy enough to close them —
remember the close box in the upper-
left corner of each one.)

Double-click: Withaut mow’ng the mouse, click twice
quickly on something, which will open it into a window.
Doesn’t matter if it's a disk icon, a folder icon, or a
document icon.

OK, so how do you get them out again? Do you have to drag them individu-
ally? That would certainly be a bummer if you had all 50 folders in the USA
Folder.

Turns out there are several ways to select more than one icon at a time.

6. Click above and to the left of the Ohio folder (Example 1, below). Without
releasing the mouse, drag down and to the right so that you enclose both
folders with a dotted rectangle (Examples 2 and 3).

1 2 3

i

) | |
i i
H i

Ohio Michigan i i Michigan
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If you're using System 7, then each icon turns black as the dotted rectangle
encloses it. (Otherwise, nothing turns black until you release the mouse.)
In any case, release the mouse button when you've got both icons en-
closed.

Now that you have several folders selected, you can move them en masse to
another location.

Drag the Ohio folder outside of the USA Folder window. The Michigan folder
goes along for the ride.

This was a somewhat unproductive exercise, of course, because we were only
working with empty folders. It gets much more exciting when you start working
with your own documents. All of these techniques work equally well with
folders and with documents.

Eminently skippable trivia

- The method of selecting several icons by drag-  You can't very well enclose the A's by dragging
- gingarectangle aroundthemisfineifalitheicons  the mouse — you'd also get all the othericons
" arenexttoeach other. Buthowwouldyou select  within the same rectangle.

"35:;;:;1?;?%"8 etienIn NI e ettarain e The power-user's secret: Click each one while

pressing the Shiftkey. As long as you're pressing
e : Shift, you continually add additional, non-adja-
- T ———— centiconstothe selection. (And if you Shift-click
| 8items 288 MB indisk 9.2 MB avail one by accident, you can deselect it by Shift-

_ clicking again. Try it!)

Asia

El=———— World E] i
@ 8 items 28.9 MB in disk 9.2MB availy
Politios i
Resources m ]
Africa Antarctica

— ey - 235
B ETIRImED 3 @
: i : Politics
e : S Resources
: s Africs
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How to trash something

Here's one more icon-manipulation trick you'll probably find valuable.

1. Close the USA Folder by clicking its close box.

=— USA folder
28.9 MB in disk

2. Then drag the folder on top of the Trash can in the lower-right corner of
the screen.

Don't let go until the Trash can actually turns black (when the tip of the arrow
cursor is upon it). When you do let go, notice how the Trash can bulges, a
subtle reinforcement of how important it thinks your stuff is. Anyway, that’s
how you throw things out on the Mac: just drag them on top of the Trash can.

Technically, you've really only put that stuff in Oblivion Waiting Room; it
doesn't disappear when it goes into the Trash. It'll sit there forever, in a bulging
trash can.

If you need to rescue something, just double-click the Trash to open its window;
drag whatever-it-was right back onto the screen.

So if putting something into the Trash doesn't really delete it, how do you really
delete it? Choose Empty Trash from the Special menu. -

Trash and System 6

,. iﬁliﬁithrﬁ asing System 6 {that s, if no ﬁ]icon bulging, until you Empty Trash. It gets emptied
~ appears in the upper-right corner of your
- screen), then the Trash can doesn'tsit there,

automatically when you turn off the Mac, and
sometimes sooner.
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Fun with Floppies

For our next trick, you're going to need a floppy disk. If you didn’t buy a box of
blank disks with your Mac, you're going to need some eventually. Call up Mac

Connection and order some. They’re cheap and you’'ll have them by tomorrow
morning. (Phone number is in the Resource Resource at the back of the book.)

Disk drive; The thin horizontal slot in the front of L. s.ﬁztb[igcg’ﬁ}gs ?ﬁi{l l;}gf:‘;;ﬁ;?;g’:as:g;n k.
your Macintosh, where the floppy disk goes. If it's a brand new disk, you see this
Put the disk in metal-side flrsl; label fac/ng up message: ’

————
This disk is unreadable:
=, ®
o you want to initialize it?

i . Aﬂoppy factold

b -You know how an audio cassette has that smal i
p!astmtab whichyou can pry cutto preventyou
i ister from acmdentally racordmg overth

f vr_",dont acmally' have to' pry out the tab (thls i
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Go ahead. Click Initialize. (If you're asked whether you want to make it
single-sided [the kind of disk that’s way obsolete] or double-sided, select
double-sided — unless you're going to be sending this disk to someone
who bought a Mac in 1984 and immediately moved to Borneo.) You're then
asked to name the disk; type a name, click OK, and then wait about 45
seconds while the Mac prepares the disk for its new life as your data
receptacle.

If it’s not a new disk — for example, if you're using one of the disks that
came with your Mac — the floppy-disk icon shows up on the right side,
just beneath your hard-disk icon:

To see what’s on the disk, double-click the icon. As you've no doubt tired
of hearing repeated, a double-click on a disk icon opens its contents
window.

You're about to learn how to copy stuff from your hard drive onto a floppy
disk (and vice versa). This is important stuff: In your lifetime, you'll do a
lot of copying from floppy disks to your hard drive (such as when you buy
a new program and want to put it on your hard drive). And if you're smart,
you'll also do a lot of copying onto floppies from your hard drive (such as
when you make a backup copy of all your work, in preparation for the
inevitable day when your hard disk calls in sick).

. Double-click your hard-disk icon.

If its window was closed, it now opens. If the window was open but hidden
behind the floppy-disk window, the hard-disk window now pops to the
front.
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Chapter 2: Doing Windows, Getting Floppy

3. Drag the Ohio folder on top of the floppy-disk icon.

[

EMI=—= Hard Drive ==

S items 28.9 MB in disk
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If you already trashed your Ohio folder, no big deal. Choose New Folder

from the File menu (or press 8-N) to create a new folder. Drag that instead.

More disk stuff you don't really need to know

The big floppy-disk makers, like Sony and Fuji,
churn out disks by the trainload. They have a big
market; both Macs and IBM-type computers use
these 3'4-inch disks.

Thething is, notall computers formatthe floppies
inthe same ways. Imagine that a little floppy-disk
gnome runs around while the disk is being
“initialized,” making chalk-mark boundaries for
the storage of your files. Well, Mac gnomes and
IBM gnomes space their disk-surface boundary
lines differently —the upshotis that an IBM disk
will appear unreadable to a Mac, and vice versa.
So Sony and Fuiji and the other disk companies
don't bother preformatting these disks for you,
since they don’t know what kind of computer you
have, and besides it's too much trouble.

As noted in Chapter 1%, disks come in three
capacities, although all the disks ook almost

alike: the old 400K, or single-sided disks; 800K, or
double-sided disks; and 1.4MB, or high-density
disks. Thatis a /ot of storage for such alittle disk;
1.4 megabytes is around 1400K, or 3.5 times as
much as the original single-sided disks. High-
density disks are marked with the letters CH, for

CH

Well, OK, it's really supposed to be an upside-
down HD, for high-density, but the logo designer
had a bad night. Anyway, all recent Macs can
read high-density disks, but there are millions of
Mac Pluses and older SE models that can't. So
when you exchange disks with somebady, give
them 800K (double-sided) disks unless you've
made sure they can handle the HD ones.
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The point is that, on a Macintosh, making a copy of something is as easy as
dragging it to the disk you want it copied onto. You can also drag something
into the disk’s window (instead of onto its icon).

Copying something from a floppy to your hard disk is equally easy. Open the
floppy-disk window (by double-clicking the floppy-disk icon). Then drag
whatever icons you want from the window onto the hard-disk icon (or into the
hard-disk window).

For example, in the illustration below, two files are being copied from a floppy disk
— not just into the hard-disk window, but into a specific folder on the hard disk:

Hard Drive
S items 29 MB in disk 9.1 MB avai

|
[EE== Floppy disk =8
Sgstem,_.omr TeachText S:tems 184K in disk 602K
(7 "\<=i

Programs
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Rest assured that you can make as many copies of a file as you want without
ever experiencing a loss of quality. You're digital now, kids. It’s not like copying
tapes, where each copy of a copy is a little bit worse than the previous generation.
The ten-thousandth copy of your novel will be just as spicy as the first. (That
makes software companies nervous; some unscrupulous people make a regular
habit of making themselves free copies of their friends’ expensive software.)

OK, so you've made a backup copy of your fourth-quarter report, or you've just
copied a new program onto your hard disk. Now what? How do you get the
disk out?

Well, you wouldn’t be alone in guessing that you use the Eject Disk command in
the Special menu. But you'd be wrong, more or less. The Eject Disk command
does spit out the disk — but it leaves the disk's icon on the screen so that the
Mac thinks it’s still available. The minute you try to go on with your work, the
Mac will start displaying messages demanding that you give the disk back to it.

A much better way to get rid of the disk is to select it (noun) and choose Put
Away (verb) from the File menu. That makes the disk pop out, and its image
disappears from the screen. (If you care, there’s a keyboard shortcut for Put
Away: 38-Y.)
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Top Ten Window, Disk, and Trash Tips

“l don’t do windows,” you say? After reading the following tips, you'll find
windows so easy to do that you might even consider defrosting the fridge.

1. To rename an icon or disk, click carefully on its name. Wait for a second or
so, until a rectangle appears around the name. That’s your cue to type
away, giving it a new name, Press Return when you're done.

It works a little differently in System 6. Just click an icon and start typing.
No rectangle, no waiting.

. If you're looking at a windowful of file icons, you can select one by typing
the first couple of letters of its name.

. Don'’t forget that you can look at a window’s contents in a neat list (choose
“by Name” from the View menu). Once in a list view, when a folder is
highlighted, you can press 8-— to expand it (as though you’'d clicked the
triangle to view its contents) and 88—« to collapse it again.

. In System 7, every time you choose Empty Trash from the Special menu,
the Mac asks you if you're absolutely sure. If you'd prefer to simply
vaporize the Trash contents without asking, select the Trash icon. Choose
Get Info from the File menu and click the “Warn before emptying”
checkbox so that the X disappears.

. If you're trying to make a copy of a floppy disk, and you only have one
floppy-disk drive, you’ll find that the Mac can only copy a little bit at a time.
It winds up asking you to insert one disk, then the other; one disk, then the
other ... . until your wrists are swollen and bleeding. A better, faster idea: Copy
the entire disk to your hard disk, eject the floppy, insert the blank floppy,
and then copy the stuff from the hard disk to the new floppy. Using the hard
disk as an intermediate holding tank in this way eliminates the disk swap-
ping. (Just trash the superfluous copy from your hard disk when it’s all over.)
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6. If you have a very important document, you can prevent it from getting

10.

thrown away by accident. Click its icon. Choose Get Info from the File
menu. Select the Locked checkbox. Now, even if you put it in the Trash
and try to empty the Trash, the Mac will simply tell you that there’s a
locked item in the Trash, which it won't get rid of.

. You already know how to copy a file from one disk to another. You can

copy it on the same disk, too. Click the icon and choose Duplicate from the
File menu. Or, while pressing the Option key, drag the icon onto a new folder.

. Isn’t it frustrating to open a window that’s too small to show you all of its

contents?

== Saved Work Folder =M
S items 170 MB in disk 61.9 MB avai

Saved Work 10/10/93 Saved Work 10/1 1]

Of course, you could spend a weekend fussing with the scroll bars, trying
to crank the other icons into view. Or, using error-and-trial, you could drag
the lower-right handle (the resize box) to make the window bigger.

The much quicker solution is to click the zoom box in the upper-right
corner of the window. The Mac automatically makes the window exactly
large enough to show all of the icons.

HE==—————= Saved Work Folder =
S items 170 MB in disk

Saved Work 10/10/93 Saved Work 10/11/93 Saved Work 10/7/93

Saved Work 10/8/93 Saved Work 10/9/93

2 2
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. You don’t have to be content to leave the trash stranded way down there

at the bottom of your screen. You can move it anywhere you want, just by
dragging it. That's especially handy if you're lucky enough to have one of
those screens the size of a Cineplex Odeon and don't feel like packing a
week’'s worth of supplies every time you want to make a Journey to the
Trash Corner.

You don't have to eject disks and clean up your windows before you shut
down the computer. The disks pop out automatically, and the windows
will be right where you left them the next time you turn on the Mac.
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Actually Getting Some Work Done
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In This Chapter

P> What software is, for those who care

p> Copying and pasting

& Your very first word processing lesson

P> Saving your work for posterity

p> Desk accessories and the fruit-shaped menu they’re listed in
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Buckle your mental seat belts: 'm about to stretch an analogy so far it
might pop. Ready?

The Mac is like a VCR. The disks you slide into the Mac are like the tapes you
slip into your VCR. Without tapes (disks), the VCR (Mac) is worthless. But with
tapes (disks), your VCR (Mac) can take on any personality.

A VCR might let you watch a western one night, home movies another, and a 60
Minutes exposé about a corrupt Good Humor man another night. In the same
way, your Mac can be a typing instructor, a checkbook balancer, or a movie-
editing machine, depending on the software you buy. Each piece of software —
usually called a program, but sometimes known as an application — is like a
different GameBoy cartridge: It makes the Mac look, feel, and behave differently.
The average Mac user winds up using about six or seven different programs
regularly.

Obsolescence Therapy 1

Your relationship with a software company doesn’t end when you buy the
program, First, the company provides a technical help staff for you to call when
things get rocky. Some firms are great about this — it's a toll-free number that’s
answered immediately by a smart, helpful, customer-oriented technician. More
often, though, sending out an SOS is a long-distance call . . . and a long-distance
five- or ten-minute wait before somebody can help you. How can you find out
how good a company’s help line is? By asking around and reading the reviews
in Macworld and MacUser magazines.
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Like the computers themselves, software applications are continually being
improved and enhanced by their manufacturers. Just as in owning a computer,
owning a software program isn't a one-time cash outlay; each time the software
company comes out with a new version of the program, you'll be offered the
chance to get it for a small “upgrade fee” of $25 or $99, for example.

You'd think people would get fed up with this endless treadmill of expenses and
just stick with the version they've got, refusing to upgrade to successive
versions. Some manage it. Most people, however, succumb to the fear that
somehow they’ll be left behind by the march of technology, and wind up forking
over the upgrade fees once a year or so.

Credit Card Workout #2: Buying Software

(Credit Card Workout #1, by the way, was buying the computer.)

Unless you actually bought (or received) some software when you got your
Mac, you won't be able to do much more than admire the Mac’s contribution to
the décor. So unless you bought a Performa model, which comes with a
handsome bonus gift of software preinstalled on your hard disk, get ready for
another buying spree. (Even if you do have a Performa, you've still got to pay if
you want the manuals for the free programs.)

Of course, every Mac comes with some software. For example, each Mac comes
with the System software (usually on white floppy disks) that it needs for its

own internal use. It comes with some miniprograms, like the Calculator and the
Note Pad, called desk accessories. And it comes with HyperCard Player, which is
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a topic for a later, rainier day (Chapter 5). None of this free software will make
you very productive on the day you set up your computer.

Software, for the most part, is expensive. The world’s most popular Mac word
prdcessing program, for example, is Microsoft Word, and the lowest price I've
seen for it is $300. If you plan to do number crunching, over 80 percent of Mac
users use the spreadsheet Microsoft Excel (another $300). Want a database for
handling order forms, tracking phone calls, and creating merged form letters?
Check out the fantastic FileMaker Pro (around $200).

There are lower-priced alternatives, of course. If you really want to do your
homework, read a few recent issues of Macworld and MacUser for some guid-
ance. WriteNow, for example, is a super, fast, easy-to-use word processing
program, and it’s only $150. It can even exchange files with Microsoft Word.
Unfortunately, you may feel a little bit left out with one of the underdog pro-
grams, since almost all the talk, help, and articles will be about the big three
(Word, Excel, and FileMaker).

If you're on a budget and don’t much care about being in the vanguard, you can
get a lot of power in the form of an integrated program like ClarisWorks (or any
other program whose name ends with “Works™) — which is the kind of program
you get when you buy a Mac Performa. For the cost of a single program, you get
several programs mashed into one: word processor, database, spreadsheet,
drawing program, and so on. Of course, it doesn’t do any one thing as well as a
separate program would, but it does everything pretty well.

In any case, you definitely need a word processor. Most people could use an
address book program like Super QuickDex and a calendar/reminder program
like Now Up-to-Date. And then there are graphics: if you want to draw or paint,
read Chapter 5 for some explanations and suggestions.

- .system,forheave s

H Cheaposo war

er7 and) you've decided:
vrMac mtothete!ephone

€, compelsyoutopaythe 5
authorsthe $150/ $20they’re askmg for LT

b7



48

Part |: For the Absclute Mac Virgin

A\

Where to get it

There are two places to buy software: via mail order and at a store. At a store,
you get to pick up and heft the actual box, tap a live human being on the
shoulder to ask questions, ask other customers what they've had luck with, and
so on. In some stores you can even try out the software on a real live Mac, so
you won’t wind up buying something you don't need.

On the other hand, mail-order companies give much bigger discounts; most
take returns after you've opened the box; they don't charge sales tax; and, of
course, you don't have to fire up the old Volvo. You get your stuff delivered to
your door by the next day (the overnight shipping charge is usually $3 per order).

At the risk of sounding like a broken CD, I'm going to direct you to the Mac
magazines like Macworld and MacUser for more info on mail-order companies.
They're called things like Mac Connection, Mac Zone, and Mac Warehouse. They all
have toll-free phone numbers, and their catalogs and ads all appear in every
single issue of those magazines. (Their numbers also appear in Appendix B, the
Resource Resource.) Overnight mail-order companies like these are truly one of
the bright spots in the Mac world. After being around them awhile, you'll start
to wish there were overnight mail-order grocery stores, gas stations, and dentists.

In this chapter, you're going to do some word processing. That’s what 90
percent of Mac users do the most of (when they're not hang gliding, housing
the homeless, and saving the environment, I mean). I have no way of knowing
what software, if any, you bought with your computer. Maybe you already have
a word processing program, maybe not. (Look over your pile of boxes. If there’s
one that says Microsoft Word, WriteNow, WordPerfect, Nisus, or anything that
ends with the word Works, then you have a word processor.) If you don’t have a
word processor yet, call up Mac Connection or some other company and order
one right now, so you'll be able to work with it tomorrow.

Until Federal Express delivers your new software, however, let me show you
some of the basic principles of the computer. To make sure you've got the same
thing on your screen that I do, we'll start off by using the built-in programs that
came with your Mac.

Your very first software

There are several menus across the top of the screen (remember these?). As
you get to know the Mac, you'll discover that their wording changes from
program to program. Right now, they say File, Edit, View, Label, and Special; in
a word processor they might say File, Edit, Font, Size, and Format, and so on.
The menu names (and the commands listed in those menus) are tailored to the
function of the software.
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There's one menu that's always on your screen, though: the Apple menu, which
is the @ at the left edge of the menu bar. Among other things, this menu
provides immediate access to some useful miniprograms known as desk
accessories. Desk accessories are sure-fire, nonthreatening, and fun — perfect
for your first baby steps into the world of software.

Desk Accessories

0S-0n
‘,__?‘\ Let’s start simple. Move your cursor up to the % menu and choose Calculator.

The Calculator pops up in a tiny window of its own.
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The Calculator

Using the mouse, you can click the little calculator buttons. The Mac will give
you the correct mathematical answer, making you the owner of the world’s
heaviest and most expensive pocket calculator.

What's neat is that you can also type the keys on your numeric keypad, the
block of number keys off to the right side of your keyboard. As you press these
real keys, you can watch the on-screen keys in the Calculator window get
punched accordingly. Try it out!

(Of course, a PowerBook doesn't have a numeric keypad. Still, the numbers on
the top row of regular alphabet keys work just as well.)

Take a moment to reinforce your love of windows: by dragging the title bar
(where it says “Calculator”), move the Calculator window into a new position. If
you were good and tired of looking at it, you could also make the Calculator go
away by clicking its close box (in the upper-left corner, like on all windows).

But don't close the Calculator just yet. Leave it open on the screen.

The Note Pad

Now go to the ® menu again, and this time choose Note Pad. Instantly, the
world’s most frill-free word processor appears on the screen.

Note Pad
|
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You'll learn more about word processing in the next section. For now, we're just
going to do some informative goofing around. With the Note Pad open on your
screen, type a math problem, like this:

37+8+19*3-100

(In the computer world, the asterisk * means “times,” or multiply.) If you make
a mistake, press the big Delete key at the upper-right corner of your keyboard.
This means “Backspace.”

Now, by dragging the Note Pad’s title bar, move it so that you can see the
Calculator window, too. You're going to use two programs at once, making
them cooperate with each other — one of the most remarkable features of the
Mac.

Selecting text
This is about to get interesting.

Using the mouse, carefully position the pointer at the left side of your equation
(below, top). Press the button and drag, perfectly horizontally, to the right
(middle). Release the mouse when you’ve highlighted the entire equation
(bottom).

[37+8+19*3-100

TF e 197 T 00

You've just selected some text. Remember in Chapter 1 when you selected an
icon — and then used a menu command? Struggling, as always, to come up with
a decent analogy, | likened this select-then-operate sequence to building a noun-
verb sentence.

Well, it works just as well with text as it does with icons. You've now high-
lighted, or selected, some text. The Mac now knows what the noun is — what
it’s supposed to pay attention to. All you have to do is select a verb from one of
the menus. And the verb du jour is Copy.
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The cornerstone of human endeavor:
Copy and Paste

Choose Copy from the Edit menu.

Undo 2

Cut 3BH

Paste !38“

Clear

Thunder rolls, lightning flashes, the audience holds its breath . . . and abso-
lutely nothing happens, as far as you can tell.

Behind the scenes, though, something awesomely useful occurred. The Mac
looked at the selected equation and memorized it, socking it away into an
invisible storage window called the Clipboard. The Clipboard is how you
transfer stuff from one window into another and from one program into
another. (Some programs even have a Show Clipboard command, in which case
I take back the statement about the Clipboard being invisible.)

Now then. You can't see the Clipboard at this point, but in a powerful act of

faith, you put your trust in me and you believe that it contains the highlighted
material (the equation).

The Application menu

Do you see the tiny Note Pad icon at the right end of your menu bar? It’s next to
that question mark thing.

(Don’t go bug-eyed searching for it. If it’s not there, then you probably don’t
have System 7 installed in your Mac. The Application menu, as well as the
question mark icon, are both elements of System 7.)
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This icon actually represents a menu — the Application menu. It lists all the
programs you have running at once. And at this moment, you have three
programs running at once: the Note Pad, the Calculator, and the famous Finder
(or desktop).

You multitasking maniac, you.

Choose Calculator from the Application menu.

Hide Note Pad

Hide Others 2H
Show Al H

% Calculator
Finder
v[E] Note Pad

“The Calculator window comes to the front, and the icon in the upper right
changes to look like a Calculator.

Those of you still awake will, of course, object to using the Application menu to
bring the Calculator forward. You remember all too plainly from Chapter 1 that
simply clicking in a window brings it to the front, which would have required
less muscular effort.

Absolutely right! You may now advance to the semifinals. However, learning to
use the Application menu was a good exercise. There are going to be many
times in your life where the program that’s in front covers up the entire screen.
So then how will you bring another program forward, big shot? That's right. You
won't be able to see any other windows, so you won'’t be able to click one to
make it active. You'll have to use the Application menu.

In any case, the Calculator is now the active application. (Active just means it’s
in front.) Now then: Remember that intricate equation that’s still on the Mac
Clipboard? Instead of having to type an equation into the Calculator by punch-
ing keys, let’s just paste it in.

1. Press the Clear key on your Mac keyboard or click the C button on the
Calculator.

You just cleared the display. We wouldn’t want your previous diddlings to
interfere with this tightly controlled experiment.

2. From the Edit menu, choose Paste. Watch the Calculator!
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If you looked in time, you saw the number keys flashing like Las Vegas at
midnight. And with a triumphant beep (sometimes), the Mac displays the
answer to your math problem. (It should be 92.)

Did you get what just happened? You typed out a math problem in a word
processor (the Note Pad), copied it to the Clipboard, and pasted it into a number-
cruncher (the Calculator). Much of the miracle of the Mac stems from its
capability to mix and match information among muitiple programs in this way.

It’s a two-way street, too. You can paste this number back into the word
processor.
1. From the Edit menu, choose Copy.

But wait! There was already something on the Clipboard. Where is the Mac
supposed to put this new copied info?

On the Clipboard, of course. And whatever was there before (your equa-
tion) gets nuked. The Clipboard contains exactly one thing at a time —
whatever you copied most recently.

2. From the Application menu, choose Note Pad (or just click the Note Pad
window).

The Note Pad is now the active application.
3. Type this:

Dear son: You owe me $

Stop after the $ sign. Move the mouse up to the Edit menu.
4. From the Edit menu, choose Paste.

Bingo! The Mac pastes in the result from the Calculator (which it had
ready on the Clipboard).

Incidentally, whatever’s on the Clipboard stays there until you copy
something new or until you turn off the machine. In other words, you can
paste it over and over again.
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5. For a second time, choose Paste from the Edit menu.

Another 92 pops into the window.

= Note Pad &=

Dear son: You owe me $9292

By now, you're probably cradling your wrist, which no doubt aches from all
those trips to the menu. Although what you’re about to learn is, technically
speaking, a power-user technique, it will save you all kinds of time and chiroprac-
tor bills.

You don't have to use the menu to issue a command like Copy or Paste. If you
wish, you can use a keyboard shortcut to do the same thing. You may remem-
ber having used the 8 key in Chapter 3 to issue commands without using the
mouse.

And how are you supposed to remember which letter key corresponds to
which command? Well, usually it’s mnemonic: 8+P for Print, 88+0 for Open,
and so on. But you can cheat; try it right now. Pull down the Edit menu, but

don’t let go of the mouse button.
Undo ]@zi

Cut ®H
Copy | 38C
Paste \38D
Clear

There’s your crib sheet, carefully listed down the right side of the menu. Note
that the keyboard shortcuts for all four of these important commands (Undo,
Cut, Copy, Paste) are adjacent on the keyboard: Z, X, C, V.

C is Copy. And V, right next to it, is Paste. Let go of the mouse button and let’s
try it.
1. While holding down the & key, typea V.

Bingo! Another copy of the Clipboard stuff (92) appears in your Note Pad.
(In the future, I'll just refer to a keyboard shortcut like this as “3-V.")
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2. Press 8-V again.
Yep, that kid's debt is really piling up. He now owes you $92,929,292,

But after all, he’s your son. Why not just let him pay 10 percent down on
the amount he owes you? In other words, why not undo that last 92
pasting?

3. From the Edit menu, choose Undo.

The most recent thing you did — in this case, pasting the fourth 92 — gets
undone.

Rewriting history is addicting, ain’t it?

Remember, though, that Undo only reverses your most recent action. Suppose
you (1) copy something, (2) paste it somewhere else, and then (3) type some
more. If you choose Undo, only the typing will be undone (step 3), not the
pasting (step 2).

There are some other DAs, too. (No, not District Attorneys. Like everything in
the Mac world, it's cooler to call something by its initials. DA = desk accessory.)
Play around with (and look up in your Macintosh owner’s guide) the Puzzle, the
Alarm Clock, Key Caps, and all that stuff.

Control Panels

There’s one item in your Apple menu that isn’t a DA. It says Control Panels, and
all it does is open up your Control Panels folder. And what exactly is your
Control Panels folder? Well, it's a folder that lives inside your System Folder. It
contains a bunch of icons, each of which controls some aspect of your Mac. Go
ahead and choose Control Panels from the % menu to make this window appear:

Control Panels
32 items 26.7 MB in disk 11.3 MB available

& = i@ ! = [
Color Sound Startup Disk Keyboard Labels
£ =2 E

Memory Monitors Mouse File Sharing Monitor  Views

e OO
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Everybody’s got a slightly different set of control panels, so your screen may
look different. In any case, I'll show you around one control panel, then you can
take it from there.

1. Quickly type GE on your keyboard.

Remember this handy trick? You can select one icon in a folder just by
typing the first couple of letters of its name. In this case, you get the
General Controls window.

(If your Mac has System 6, you have to scroll through the icons until you
see the one you want; the letter-typing business is a perk of System 7.)

2. Double-click General Controls.

The General Controls window opens. It looks like . . . well, rather like a
control panel. These controls govern the way your Mac works; you can
customize your working environment, to a certain extent, or change the
time, or whatever. (The Performa controls look slightly different.)

The Desktop Pattern is the shading that
fills the background, behind the
windows and stuff. You can change the
design; see Chapter 8 for details.

When you type (as in the Note Pad),
the Mac marks your place with a
blinking insertion point. These
buttons control how fast it blinks, in
/ the event that the blinking rate has

EE== General Controls / begn triggering those inconvenient
. seizures.
t Rate of Insertion /
- Point Blinking
L
o , Click a number to change the
Saikop E e O @O | / (e Usually, when you buy a
ENENE | / Mac, it's set to California time, so
Menu Blinking Time () double-check this.
“= 1:13:26 PM 7
== | @ 12br. O 24br. | Click "24 hr.” if you are a military-
type person who wakes up at 0600
O QO® | pate [d7] hours each morning.
off 1 2 3 5/10/92 —J
|

~ Click a number to change the date.

When you choose a command from a menu (and release the
mouse), the command blinks. This setting controls how many
times. How did we live before we had this?

All right — close the General Controls window by clicking the close box in the
upper-left corner; enough fooling around. Time to get some work done. (Fortu-
nately, working on the Mac is almost as much fun as goofing off.)
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Word Processing 101

If you have a word processing program, install it onto your hard disk now, if
you haven't already done so. You'll find the instructions at the beginning of its
manual.

Find the program’s icon on your hard disk. It may be inside a folder, which you
can open by double-clicking. In any case, after you find the word processing
program icon, double-click it; you'll be presented, after a moment, with a blank
white screen.

If you don't have a word processor yet, you can use your discount word
processor, the Note Pad; choose its name from the ® menu.

Top three rules of word processing

The first rules of typing on a computer are going to be tough to learn, especially
if you've been typing for years. But they’re supercrucial. Here they be:

ik Don’t press the Return key at the end of each line. I'm dead serious here.
When you type your way to the end of a line, the next word will automati-
cally jump down to the next line. If you press Return in the middle of a
sentence, you'll mess everything up.

+* Only put ONE space after a period.

4 1~ Don’t use the L key to make the number 1. All right, this one’s not so

i crucial to your future happiness. Still, your Mac, unlike the typewriter you
grew up with, actually has a key dedicated to making the number 1. If you
use a lowercase L instead, the 1 will look funny, and your spelling checker
will choke on it every time.

If those statements give you uncontrollable muscular facial spasms, I don’t
blame you. After all, I'm telling you to do something that you were explicitly
taught not to do by your sharp-tongued high school typing teacher.

Nonetheless, don’t put two spaces after a period. Typewriters print letters onto
paper by slapping tiny metal blocks against a ribbon, and every block (every
letter) is the same width — including the space. But on a Mac, every letter has a
different width; look how much wider this W is than this I, for example. On the
Mac, a space is already extra-wide, thus saving you that precious calorie you
would have exerted to press the spacebar a second time.
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- Frsttlme in prmt! An actual example oftha kmd of ’
. mess you can get mto by presslng Return after RNEa

i‘each ling oftext.  line, buttherestbfthe santence stays where itis,
loukmg dum ';(nght) On the other- hand :f you o

Struggling for his grensda, F . S

et peutean g . whe r_a-evewmmq looks peac
o closco his euvs egems( the ktosed his eyss agsinst the [ : : L
27| stinging rain. stinging rein. : ‘

Struggling for his grenade,
* | Peuisen closed his eyes sgainst
| the stinging rain.

N ‘ 1
‘ 7 At left the ongmal passage. Suppose you decide '

* to remove Paulson’s title, “Chief Executive N \ R

i :

There are a few other rules, too, but breaking them isn’t serious enough to get
you fired. So let’s dig in. Make sure you have a blank piece of electronic typing
paper open in front of you — either a new, untitled word processing screen, or
the Note Pad.

You should see a short, blinking, vertical line at the beginning of the typing
area. They call this the insertion point because it shows you where the letters
will appear when you start to type.

Type the passage below. If you make a typo, press the Delete key, just like
Backspace on a typewriter. Don't press Return when you get to the edge of the
window. Just keep typing, and the Mac will create a second line for you. Believe.
Believe.

The screams of the lions burst Rod’s eardrums as the motorboat, out of
control, exploded through the froth.

See how the words automatically wrapped around to the second line? They call
this feature, with no small originality, word wrap.

But suppose, as your novel is going to press, you decide that this sleepy
passage really needs some spicing up. You decide to insert the word speeding
before the word motorboat.
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Remember the blinking cursor — the insertion point? It’s on the screen even
now, blinking calmly away at the end of the sentence. If you want to insert text,
you have to move the insertion point.

There are two ways to move the insertion point. First, try pressing the arrow
keys on your keyboard. You can see that the up-and down-arrow keys move the
insertion point from line to line, and the right-and left-arrow keys move the
insertion point across the line. Practice moving the insertion point by pressing
the arrow keys.

If the passage you want to edit is far away, though (on another page, for
example), using the arrow keys to move the cursor is inefficient. Your fingers
would be bloody stumps by the time you finished. Instead, use the mouse, like
this:

1. Using the mouse, move the cursor (which, when it's near text, looks like
this ) just before the word motorboat. Click the mouse.

E=——= Note Pad ="

The screams of the lions burst
od's eardrums as the
torboat, out of control,

®ploded through the froth.

! S, S—

This is as confusing as word processing ever gets — there are two little
cursors, right? There’s the blinking insertion point, and there’s this one],
which is called an Fbeam cursor. In fact, they're quite different. The
blinking insertion point is only a marker, not a pointer. It always shows you
where the next typing will appear. The I-beam, on the other hand, is how
you move the insertion point to a different location; when you click with
the I-beam, you set down the insertion point.

2. Type the word speeding.

The insertion point does its deed, and the Mac makes room on the line for
the new word. A word or two probably got pushed onto the next line. Isn't
word wrap wondrous?
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So much for inserting text: you click the mouse (to show the Mac where) and
then type away. But what if you need to delete a bunch of text? What if you
decide to edit out the first half of our sample text?

Well, unless you typed the challenging excerpt with no errors, you already
know one way to erase text — by pressing the Delete key (which is called
Backspace on some keyboards). Delete takes out one letter at a time, just to the
left of the insertion point.

That'’s not much help in this situation, though. Suppose that you decide to take
out the first part of the sentence. It wouldn't be horribly efficient to backspace
over the entire passage, just so you could work on the beginning.

No, instead you need a way to edit any part of your work, at any time, without
disturbing the stuff you want to leave. Once again, the Macintosh method,
noun-then-verb, saves the day. Try this:

1. Using the mouse, position the I-beam cursor at the beginning of the
sentence.

This takes a steady hand; stay calm.

2. Click just to the left of the first word and keep the mouse button pressed
down. Drag the [-beam cursor to the end of the word as.

As you drag, the text gets highlighted, or selected. You've done this once
before, in your copy-and-paste lesson.

speeding motorboat, out of ontrol, exploed through
the froth.

If you accidentally drag up or down into the next line of text, the highlight-
ing jumps to include a big chunk of that additional line. Don't panic;
without releasing the mouse button, simply move the cursor back down or

up onto the original line you were selecting. And this time try to drag more
horizontally.

If you're especially clever and forward-thinking, you'll have selected the blank
space after the word as, as well. Take a look at the illustration above.

All right, in typical Mac syntax, you've just specified what you want to edit by
selecting it (and making it turn black to show it's selected). Now for the verb:
1. Press the Delete key.

Bam! The selected text is gone. The sentence looks pretty odd, though,
since it doesn’t begin with a capital letter.

o1
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2. Using the mouse, position the cursor just before (or after) the letter ¢ that
begins the sentence. Drag it sideways across the letter so that it's high-
lighted.

i;le speeding motorboat, out of control, exploded
through the froth.

Here comes another ground rule of word processing. See how you've just
selected, or highlighted, the letter t? The idea here is to capitalize it. Of course,
using the methods for wiping out (and inserting) text that you learned earlier,
you could simply remove the t and type a T. But since you've selected the t by
dragging through it, replacing it is much easier:

3. Type a capital T.

The selected text gets replaced by the new stuff you type. That, in fact, is the
fourth ground rule: Selected text gets replaced by the new stuff you type. As your
Macintosh life proceeds, keep that handy fact in mind; it can save you a lot of
backspacing. In fact, you can select 40 pages of text so that it’s all highlighted
and then type one single letter to replace all of it. Or you could select only one
letter but replace it with 40 pages of typing.

Take a moment now for some unsupervised free play. Try clicking anywhere in
the text (to plant the insertion point). Try dragging through some text: if you
drag perfectly horizontally, you select text just on one line (below left). If you
drag diagonally, you get everything between your cursor and the original click
(below right).

= Note Pad B [EM===== Note Pad

Breathlessly, he plunged into Breathlessly, he plunged into
the icy, surging waters. His the ic waters. His

w‘-'&gﬁ. e pl

muscies i

cold cut him to the core

-
Only when he saw the sharks did Only when he s A sharks did
his pulse return to his pulse return to

A R
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You deselect (or, equally poetically, unhighlight) text by clicking the mouse.
Anywhere at all.

Try pointing to a word and then double-clicking the mouse: you've easily
selected exactly that word without having to do any dragging.

As you experiment, do anything you want with any combination of drags, clicks,
double<clicks, and menu selections. It’s nice to know — and you might want to
prepare a fine mahogany wall plaque along these lines — that nothing you do
with the mouse or keyboard can physically harm the computer. Oh, sure, it’s
possible to erase a disk or wreck one of your documents or something, but

none of that requires a visit to a repair shop. You can't break the computer by
playing around.

The 5th Wave By Rich Tennant

AT WANT

ASNoU KNOW,
THSISA MmuLti-
FUNCTION WORD

g2

o

b |
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Form and format

For the rest of this lesson, you're going to need a real word processor. Sorry,
kids, the Note Pad will only get you so far in life.

One of the most important differences between a typewriter and its replace-
ment — the personal computer — is the sequence of events. When you use a
typewriter, you set up all the formatting characteristics before you type: the
margins, the tab stops, and (for typewriters with interchangeable type heads)
the type style.

But the whole point of a word processor is that you can change anything at any
time. Many people type the text of an entire letter or proposal or memo into the
Mac and then format it. When you use a typewriter, you might discover, after
typing the entire first page, that it’s slightly too long to fit, and your signature
will have to sit awkwardly on a page by itself. With a Mac, you'd see the prob-
lem, and nudge the text a little bit higher on the page to compensate.

Word processing has other great advantages: no crossouts; easy corrections
that involve no white-out and no retyping; a permanent record of your corre-
spondence that’s electronic, not paper, and so it’s always easy to find; a
selection of striking typefaces — at any size; paste-in graphics, and so on. |
think it's safe to say that once you try it, you’ll never look back.

The return of Return

With all the subtlety of a Mack truck, I've taught you that you're forbidden to
use the Return key at the end of a line. S$till, that rectangular Return key on your
keyboard is important. You press Return at the end of a paragraph, and only
there.

To the computer, the Return key works just like a letter key — it inserts a
Return character into the text. It’s just like rolling the paper in a typewriter
forward by one notch. Hit Return twice, and you leave a blank line.

The point of Return, then, is to move text higher or lower on the page. Check
this example, for instance.
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9q

Dearest- Todd, 9

q
Dearest Todd, 9 Lhave never.loved.so.much.as-I-did - last.
q night.-lmagine'mﬁoyas-I-watchedi{ou-
Lhave neverlovedsomuch-asldid.last || plunchyourshiningscimitar-into the.
night.Imagine my-joy.as I watched-you. asy-flesh-of that—that—hideous thing
plunch-ycurshinYngsdmitaninto e m-the-deep.dl

-fiesh-of that—that—hideous-thing: || ¥ .

gm,!the,mp_q Unfortunately, the IRS has.determined.

q thatyou.failed. to file-returns.for-the years.
Unfortunately, the. IRS has determined. || 1982-1986.They have-asked-that I notify.
thatyou. failed to file-returns for-the-years. || yowof ¥
1982-1986. They have-asked-that L notify:
you-of 4

Return characters move text down on the page. So, if you want to move text up
on the page, drag through the blank space so that it’s highlighted (above left);
of course, what you've really done is to select the usually invisible Return
characters. If you delete them, the text slides up the page (right).

Combine this knowledge with your advanced degree in Inserting Text (remem-
ber? you click to place the blinking insertion point and then type away), and
you can see how you’d make more space between paragraphs or push all the
text of a letter down on the page.

“Alison—my-god, not-thath Anything but that!"J

o But-it-was-toqflatg.-She~had-alrea;h;- disgppeared.q
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Appealing characters

Another big-time difference between word processing and typing is all the great
character formatting you can do. You can make any piece of text bold, italic,
underlined, all of the above, and more. You also get a selection of great-looking
typefaces — only a few of which look like a typewriter. By combining all these
styles and fonts randomly, you can make any document look absolutely hideous.

Here’s the scheme for changing some text to one of those character formats:
noun-verb. Sound familiar? Go for it:

1. Select some text by dragging through it.

Remember, you can select a single word by double-clicking it; to select a
bunch of text, drag the cursor through it so that it turns black. You've just
identified what you want to change.

Each word processor keeps its Bold, ltalic, and Underline commands in its
own specially named menu, but they're definitely there. Drag your cursor
through each menu name, reading the commands on each menu as it
drops down, until you see the character formats like bold and italic.

2. From the Font menu (or Format menu, or wherever they are in your
program), choose Bold.

Or Shadow or Outline or whatever. You've just specified how you want to
affect the selected text.

You can apply several of these formats to the same text, too, although you
won’t win any awards for typographical excellence. Try changing the typeface,
also; the various fonts are called things like Chicago, Geneva, Times, and so on.
Changing fonts works the same way: Select text and then choose the font. And
sizes — same deal: Select some text and then choose a type size from your
word processor’s menu. (Again, the name of the menu may vary. But for
specifics on Microsoft Word and ClarisWorks, see Chapter 5.) The font sizes are
measured in points, of which there are 72 per inch. Works out nicely, too — a
Mac monitor has 72 screen dots per inch, meaning that 12-point type on the
screen really is 12-point.

Before you know it, you can whip your document into mighty handsome shape.

Getting vid of the black

Text changes color as you drag across it, right? This is called highlighting.

A panicked phone call from a novice Mac owner recently alerted me to a
strange fact: nobody ever tells you how to make the text white again!It’s not in
the manuals, it’s not in the books, it’s not in the menus.
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The efﬁciency zealot's guid'e;j':iil power typing

Because you can format text after you've typed it doesn't rnéanfvou haveto. Most power-users get
usedto the keyboard shortcuts for the common style changes, like bold and italic. They’re pretty easy
to remember: In every word processing program | know. of, y_ -get bold by pressing 28-B, and italic
with 98-1.

What's handy is that you can hit this key combo just before yoix '_c'ype the word. For example, without
ever taking your hands off the keyboard, you could type the following:

He stared at the Delinquent Birds folder. No: it was not happening!
T

T T
#-B ¥*-B ®-1 #-I

In other words, you hit 38-B once to turn bold onfor the next burst oftypmg, and 38-B agam to turn it
off —all wathout ever having to use a menu. s

To make text white again (unselected), click the mouse anywhere in the window.

Dr. O’Sullivan grinned as she
unwrapped the bandages from his
face. Flakes of dried blood crumbled
from his twisted, hideous

Just click anywhere... ...to get rid of the highlighting.

There. | think | just made the world a better place.

Formatting paragraphs

Where type styles and sizes can be applied to any amount of text, even a single
letter, paragraph formatting affects a whole paragraph at once. Usually these
styles are easy to apply. To select a paragraph, you don’t have to highlight all
the text in it. Instead, you can just click anywhere within a paragraph to plant
the insertion point. Then, as before, choose the menu command that you want
to apply to that entire paragraph.

This figure shows some of the different options every word processor provides
for paragraph formatting — left-justified, right-justified, fully justified, centered,
and double-spaced.
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Her heart pounding, whe looked toward the
door. It swung open with a creak. The
stench hit her first—an acrid, rotting
swamp smell. She covered her mouth with
the blood-soaked handkerchief and

stepped backward, her naked back pressed
hard against the fourposter.

Her heart pounding, whe looked toward the
door. It swung open with a creak. The
stench hit her first—an acrid, rotting
swamp smell. She covered her mouth with
the blood-soaked handkerchief and

stepped backward, her naked back pressed
hard against the fourposter.

Her heart pounding, whe looked toward the
door. It swung open with a creak. The
stench hit her first—an acrid, rotting
swamp smell. She covered her mouth with
the blood-soaked handkerchief and

stepped backward, her naked back pressed
hard against the fourposter.

Her heart pounding, whe looked toward the
door. It swung open with a creak. The
stench hit her first—an acrid, rotting
swamp smell. She covered her mouth with
the blood-soaked handkerchief and
stepped backward, her naked back pressed
hard against the fourposter.

Her heart pounding, whe looked toward the
door. It swung open with a creak. The
stench hit her first—an acrid, rotting
swamp smell. She covered her mouth with
the blood-soaked handkerchief and
stepped backward, her naked back pressed
hard against the fourposter.

There are other ways you can control paragraphs, toco. Remember in high
school when you were supposed to turn in a 20-page paper, and you'd try to
pad your much-too-short assignment by making it two-and-a-half spaced? Well,
if you'd had a Mac, you could have been much more sneaky about it. You can
make your word processed document single-spaced, double-spaced, quadruple-
spaced, or any itty-bitty fraction thereof. You can even control how tightly
together the letters are placed, making it easy to stretch or compress your
writing into more or fewer pages.

Take this opportunity to toy with your word processor. Go ahead, really muck
things up. Make it look like a ransom note with a million different type styles
and sizes. Then, when you've got a real masterpiece on the screen, read on.

Someone Save Me!
(Working with Documents )

It might terrify you — and it should — to find out that you’ve been working on
an imaginary document. It’s only being preserved by a thin thread of streaming
electrical current. It doesn’t exist yet, to be perfectly accurate, except in your
Mac's memory.
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You may recall from the notes you took on Chapter 1% that memory is fleeting.
(Specifically, | mean computer memory, but if you find a more universal truth in
my words, interpret away.) In fact, the memory is wiped away when you turn
the Mac off — or when your coworker’s trip over the power cord turns it off for
you. At that moment, anything that exists on the screen is gone forever.

Therefore, almost every program has a Save command. It's always in the File
menu, and its keyboard shortcut is always 38-S.

When you save your work, the Mac transfers it from transient, fleeting, elec-
tronic memory onto the good, solid, permanent disk. There your work will
remain, safely saved. It will still be there tomorrow. It will still be there next
week. It will still be there ten years from now, when your computer is so
obsolete it's valuable again.

Therefore, let’s try an experiment with your ransom note document on the
screen.

From the File menu, choose Save.

Save fAs...

Uh-oh. Something weird just happened: The Mac presented you with a box full
of options. It’s called a dialog box because the computer needs to have a little
chat with you before proceeding. (If you have a Performa, it says “Documents”
at the top of this window.)

<3 USA folder ¥
O Alaska <+| = Hard Drive
0 California —
0O Connecticut ‘
0O Hawaii Desktop

8]

Save as: [ save |
[ (Concer )
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The uccasmnal program — Word, for example  just see the little blinking msartior_l the
— doesn’t propose atitle (like “Untitled 1”)inthe  empty blank. The messaga is the sam fhough
text box of the Save as dialog box. Instead, you  “Type your title here.” '

0K, OK, not all programs

What the Mac mainly wants to know is: “Under what name would you like me to
file this precious document, Massssster?”

And how do you know this? Because in the blank where it says “Save as,”
there's a proposed title that’s highlighted (selected already). And what do you
know about highlighted text? Anything you start typing will instantly replace it.

The Mac, in its cute, limited dialog-y way, is trying to tell you that it needs you
to type a title. Go ahead, do it: Type Ransom Note.

At this point, you could just click the Save button. The Mac would take every-
thing in perilous, fleeting memory and transfer it to the staid, safe hard disk,
where it would remain until you're ready to work on it some more.

However, there’s a bunch of other stuff in this dialog box. Especially since this
is the Numero Uno source of confusion to beginners, I think a tour of the Save
File box is in order.

Navi jatmq the Save File
(and Open File) box

You've already learned about the way your computer organizes files: with
folders and with folders in folders. Remember this little exercise?

World

8 items 29.9MBindisk 8.1 MB availabl]
1
EEE=== ush folder === :
4 items 29.9MBindisk 8.1 MB availaf
et |
(3 B
Alaska California
Hawati
= Connecticut 7
&) &)
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Well, the point of all the complicated-looking stuff in the Save File box is a
miniature version of that same folder-filing system. Suppose you see this when
you're trying to save your file:

€3 USA folder ¥

0O Alaska

0 California
0O Connecticut
O Hawaii

[

o

Save as:

Ransom Note

Look at the open-folder “menu” (in a rectangle above the list). It tells you that
you're viewing the contents of the USA folder. (If you have a Performa, you
always see the Documents folder at this point.) In other words, if you click the
Save button, you'll file your new Ransom Note document in the USA folder,

mixed in among the state folders.

But suppose you want to file the Ransom Note document in one of the state
folders. You already know how you open a folder — by double-clicking it — so
you'd point to Alaska, for example, and double-click.

3 Alaska ¥

3 interview <>

0 Nome

{3 Palitics

£ Papulation

) Hespurcas | |
&

Save as:

Ransom Note

Now the open folder “menu” above the list says Alaska, and you can see the
stuff inside the Alaska folder. Most of their names are dimmed because they’re
all documents; the only things whose names are black in this dialog box are
folders. (The Mac wants to know where you want to put your new document.
Since you can’t very well store one document inside another document, the
document names are grayed out and unavailable, and only the folder names are

black and available.)
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OK. So now you're viewing the contents of the Alaska folder. What if you change
your mind? What if you decide that the ransom note should really go in the
World folder — the one that contains the USA folder?

You must retrace your steps. That’s what the little open folder menu is all about
(the open folder icon is in front of the word Alaska). They call this doohickey a
pop-up menu: it's a menu, but it's not at the top of the screen. The small black
triangle beside the name Alaska tells you: “Click me!”

[@ Alaska I"l <= Alaska
3 USA folder

S World

= Hard Drive

Sure enough, when you click the word Alaska (above left), you see the list of all
the nested folders you had to travel through to get here (above right). This is
where things get a little weird: The list is upside-down from the path you took!

In other words, if you were in the Finder instead of in this Save File dialog box,
you started at the Desktop level (gray background). You'd have double<clicked
the hard-disk icon to open its window. Then you'd have double<clicked the
World folder to open that, and the USA folder inside of that, and finally the
Alaska folder. If you look at the menu picture above, you'll see that, sure
enough, your entire folder path is listed. You can view the entire hierarchy of
folders — as long as you get used to the fact that the list is upside-down, and
the outer levels (the hard disk and the Desktop) are listed at the bottom.

Therefore, if you wanted to file the ransom note in the World folder (below
right), you'd simply slide down the pop-up menu list and choose World (below
left).

<3 World v
&2 Alaska O Africa 43
€3 USA folder 0 Antarctica
Exm— (C
O Europe
SHard brive = | |5 ysq forder
(= Desktop -

Then, at long last, when you're viewing the contents of the folder you want to
save the file in, you can click the Save button.

For the purposes of following along with this exercise, double-click a folder —
any folder — to store your file in. And then click Save.
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Your file gets snugly tucked away into the folder whose contents you're viewing.

Want proof, O Cynic? All you have to do is choose Finder from the Application
menu. Remember, the Application menu is the icon at the upper-right side of
the screen. (If you're not using System 7, never mind.) It lists all the programs
that are running at once.

When you choose Finder, our friends the folders, windows, and Trash can pop
up. If you wanted to make sure your file really exists, and it really got put where
you wanted it, you could now double-click your way through folders until you
found it. In our example, your ransom note would be in the World folder:

iD= word =———7
6 items 30.6 MB in disk 6.4 MB available
ks

ML! K Canada Ankirgtice
USA

Fiexico Sweden
= |

B[]

Why are we kicking this absolutely deceased horse? Because the same folder-
navigation scheme (where you see an upside-down list of nested folders) is
used for retrieving files you've already created. You need to know how to climb
up and down your folder tree, as you’ll see in a moment, if you ever want to find
your files again.

Closing a file, with a sigh

You've created a ransom note. It's got all kinds of text and formatting. You've
saved it onto the disk so that it’ll be there tomorrow. In a moment, you'll get a
chance to prove it to yourself.

Click the close box in the upper-left corner of the window. Once.

In the Mac’s universal language of love, clicking the small white square up there
means close the window, as you’ll recall. If all went well, the window disappears.

/3
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The worlvwarl’s balm

From the way |'ve described the terrifyingly deli-
cate condition ofadocumentthat'sonthe screen |
{that you haven't saved to disk yet) — thatis, |
i ‘recarlously close to ohiw on, kept alive only b

Save changes before closing?

i Yes No Cancel
wmdow isa dangerous’a '-**After all, what if you e
forgot to save some work? Wouldn't closing the = s
window mean losing that cnncal memo? Click Yes if you do want to save your work. Click
Noifyouwere only goofing around or showing off
:!ot raally' I if you trytn_close qldpcur::nt. th; your Mac to somebody and don’t want to pre-
lac won't /et you proceed until it asks you if ey 0, [ahors, Click Cancelifyou change your

,‘_‘ég:'izeltsﬂ‘]’l ";g: :;:nntaft.l‘:i lose all the workyou've g completely aboutclosing the documenta

How to find out what the heck you're doing

This gets sort of metaphysical. Hold onto your brain.

Just because you closed your document doesn’t mean you've left the program. In
fact, if you pull down the Application menu at the right side of the screen, you'll
see that the word processing program is, in fact, still running. (It's the one with
a check mark beside it; your word processing program may be different.)

Hide Word 5
Hide Others
Show AN

Finder
v# Word 5

You could bring the Finder to the front by choosing its name from the Applica-
tion menu — without exiting the word processor. They both can be running at
the same time, but only one can be in front.

In fact, that’s the amazing thing about the Mac (using System 7). You can have a
bunch of programs all running at once. The more memory your Mac has, the
more programs you can run simultaneously.



Chapter 3: Actually Getting Scme Work Done

What gets confusing is that one program (say, your word processor) may be
active, but you'll think you're in the Finder. After all, you'll see your familiar
icons, Trash, folders, and so on. You have to understand that all of this is
simply shining through the emptiness left by your word processor, which has no
windows open at the moment. If a window were open, it would cover up the
desktop behind it.

Right now, for instance, I realize that it's hard for you to believe that you're
using a word processor, when there are no words on the screen. But you have
three clues as to what program you're using:

CLUE #1: The first command in the

Apple menu always identifies the .
¢ CLUE #2: The menu titles are

program you're in. ! |
different in each program.

[ File Edit Biew Insert Format Font Hide Word 5
Ahout Microsoft Waord... ! Hide Others
Show Al

Q@ alarm Clock
Finder

CLUE #3: The check mark in the
Application menu also
identifies the front program. —>

For the moment, [ want you to stay in your word processing program.

Those crazy velationships:
Parents and children

OK. You've typed a ransom note, Using the Save command, you turned that
typing on your screen into an icon on your hard disk. Now it’s time for a
concept break.

There are two kinds of files on your hard disk right now: programs (sometimes
called applications) and documents. A program never changes; it’s like a Cuisinart
on your kitchen counter, sitting there day after day. Documents are what you
create with a program — they're the cole slaw, crushed nuts, and guacamole
dip that come out of the Cuisinart. You pay money to buy a program. Once you
own it, you can create as many documents as you want, for free.
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Word Proc-S-R™

Memo Letter to Dad Picnic  Menthol bean dip Poem for Amy

For example, you could use the Word Proc-S-R program (above top) to create
all the different word processing documents below it and thousands more like
them. If you love analogies as much as I do, you can think of the application as
the mommy and the documents as the kiddies.

Here’s what their family relationships are like:

1. Double<lick the program icon when you want to open a brand new,
untitled, clean-slate document.

2. Double-<click a document icon to open that document. Unbeknownst to you,
double-clicking a document simultaneously opens the program you used

to create the document.
-C P TM
— YWord Proc-S-R
z==: @ Double-click a ...and the Mac automatically
document to launches the corresponding program
Memo openit... that gave it birth, even if it's buried

in a folder somewhere.

This may seem unimpressive to you. But in the dark days of DOS and other
scary pre-Macintosh computers, there was no such automatic program-
launching. You'd have to know what program you used to create the document,
launch it first, and then retrieve a document. And even then, you'd have to
remember what you named it, exactly, and type that name precisely on the
screen.
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The document “Rngela’s Reclpe” could not
be op d, b the applicati

program that crested it could not be
found.

Fetch: How to retrieve a document

Let's return to our increasingly fruitful exercise with the ransom note, shall we?

Let’s pretend it's tomorrow. Yawn, stretch, fluff your hair (if any). You find out
that the person you've kidnapped actually comes from a wealthy Rhode Island
family, and so you can demand much more ransom money. Fortunately, you
created your ransom note on the Mac, so you don't have to retype anything;
you can just change the amount you're demanding and print it out again.

But if you've been following the steps in this chapter, then there’s no document
on the screen. You're still in your word processing program, though (or should
be; look for the check mark in the Application menu). So how do you get your
ransom note file back?

Like this:
1. Choose Open from the File menu.
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A dialog box appears.

You probably remember dialog boxes — in fact, you probably remember
this one. It looks just like the Save dialog box, where you were asked to
give your document a title. This one, navigationally speaking, works
exactly the same way.

Double-clicka  Use this pop-up menu to see what
folder to see folder this folder is inside of.
what's in it.

O Antarctica

= Hard Drive

O fAsia
O Europe Deskto
= ) Ransom Note

0 USA folder

You can tell that this is a document because its icon isn't a
folder. You can open it by double-clicking its name.

Unfortunately for my efforts to make this as instructional as possible, if
you’ve been following these steps, your ransom note is staring you in the
face right now. It’s in whichever folder you saved it into. The Mac is nice
that way — it remembers the most recent folder you stashed something in
and shows you that location the next time you try to save or open some-
thing. (Unless you have a Performa, which shows you the Documents
folder, no matter what.)

If you want to emerge from this experience a better person, pretend you
can't find your ransom note. Pull down the pop-up menu and jump to your
hard-disk level:

Desktop
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Now the display changes to show you the contents of your hard disk:

© Hard Drive ¥

0 Stuff 4| <Hard Drive

O Programs n
0O System Folder

0O World Desktop

And from here, you know how to get back into the World folder, don’t you?
Correct — double-click the World folder, and you’re right back where you
started.

2. Double<lick the ransom note.

This is what you've been working up to all this time. The ransom note
appears on your screen in its entirety. Now, at last, you can edit it to your
heart’s content.

Save Me Again!

To continue this experiment, make some changes to your document. Once
again, you have to worry about the fact that your precious work only exists in a
fragile world of bouncing electrons. Once again, turning the Mac off right now
means you'll lose the new work you've done. (The original ransom note,
without changes, is still safe on your disk.)

Therefore, you have to use that trusty Save command each time you make
changes that are worth keeping. (For you desk potatoes out there, remember
that 38-S is the keyboard shortcut, which saves you an exhausting trip to the
menu.) The Save dialog box will not appear on the screen each time you use the
Save command (like it did the first time). Only the very first time you save a
document does the Mac ask for a title (and a folder location).
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As mentioned in Chapter 1%, you've probably heard horror stories about
people who've lost hours of work when some glitch made their computers
crash. Well, usually it’s their own darned fault for ignoring the two most
important rules of computing:

Rule 1. Save your work often,
Rule 2. See Rule 1.

“Often” may mean every five minutes. It may mean after every paragraph. The
point is to do it a lot. Get to know that &-S shortcut, and type it reflexively after
every tiny burst of inspiration.

Ever notice how you can control the weather? If you haul around an umbrella
all day, it won't rain. If you forget the umbrella, it’s Noah’s flood.

It's precisely the same with computers. If you save your work often, you’ll
wonder why you bother; nothing will ever go wrong. The day — no, the minute
you forget to save something you've typed, you'll get something called a system
crash and lose your entire document into the electronic ether.

Learning to be a quitter

Now you know how to start a new document, edit it, save it onto the disk,
reopen it later, and save your additional changes.

You know how to launch (open, or run) a program — by double-licking its icon
or by choosing its name from the § menu. You've discovered the fact that you
can have more than one program open at once, which can be handy when you
need to copy numbers from the Note Pad and paste them into the Calculator
(for example).

But now you have to learn to get out of a program when you're finished for the
day. It’s not terribly difficult: Choose Quit from the File menu.

If the word processor was the only program you were running, then you return
to the Finder. If you were running some other programs, then you just drop

down into the next program. It's as though the programs are stacked on top of
each other; take away the top one, and you drop into the next one down.

The other most important rule of computing

Duty compels me to keep this chapter going just long enough to preach one
other famous word of advice to you: Back up.

To back up, or to make a backup, means to make a safety copy of your work.
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When you're in the Finder, the documents you’ve worked on appear as icons on
the hard disk. Your hard disk is like a giant-sized floppy disk. Like any of us,
these disks occasionally have bad hair days, go through moody spells, or die.
On days like those, you'll wish you had made a copy of the stuff on the hard
disk, so your life won't grind to a halt while the hard disk is being repaired.

Remember the cruel gods that make the computer crash when you don’t save
your work frequently? Those same deities have equal powers over your hard
disk, and an equal taste for irony. That is, if you don't back up, your hard disk
will certainly croak. On the other hand, if you back up your work at the end of
every day or every week, nothing will ever go wrong with your hard disk, and
you'll mumble to yourself that you're wasting your time.

Life’s just like that.

The idiot-proof guide to backing up

Put a blank floppy disk in the disk drive. (Ifits a  If you're a business person, you might even want
brand new disk, you'll be asked to initialize it to investin a backup pragram, which essentially
[prepare it for use by a Mac]; do it.) backs up automatically. DiskFit, Redux, and Ret-

: rospect are some popular backup programs. If
Now selectthe icons of the documents you want you have a Performa, you already own a backup

to back up. Drag them, together or one by one,
onto the floppy disk icon. If the floppy fills up, program, you lucky df’g' paliadfipnle Béckup.

insertanother one and continue. Label the floppy
disks Backup (and note the date). Keep them
away from magnets and telephones.

5] Macintosh HD o
| 5 items 170.2 MB in disk 61.7 MB available ||

g HyperCard 2.1 Player Programs

B

Mecitosh Basics

System Folder
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Top Ten Word Processing Tips

1. Select a word by double-clicking — and then, if you keep the mouse down
on the second click and drag sideways, you select additional text in
complete one-word increments.

2. Never, never, never line up text using the spacebar. It may have worked in
the typewriter days, but not anymore. For example, you may get things
lined up like this on the screen:

1963 1992 2001
Bomn Elected President Graduated college

Yet, sure as death or taxes, you'll get this when you print:

1963 1992 2001
Born  Elected President ~ Graduated college

So instead of using spaces to line up columns, use tab stops instead. Learn
how your word processor does tabs, and use ‘em!

3. You can select all the text in your document at once by using the Select All
command (to change the font for the whole thing, for example). Its
keyboard equivalent is almost always 36-A.

4. Aesthetics Rule of Thumb: Don’t use more than two fonts within a docu-
ment. (Bold, italic, and normal versions of a font only count as one.) Talk
about ransom notes!

5. Don’t use underlining for emphasis. You're a typesetter now, babe, You've
got italics! Underlining is a cop-out for typewriter people.

6. The white box in the scroll bar at the right side of the window tells you, at
a glance, where you are in your document:

The position of the

white box in the

scroll bar tells you

whetheryouareat ¢l | the middle. ..

the beginning...
...orthe end of |
your document.

By dragging that white box, you can jump anywhere in the document.
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There are two other ways to move around:

Clickin the gray area
above or below the
scroll box to jump one
screenful up or down.

Click (or hold down

the button on) the up
or down arrow to move
up or down in your
document a line ata
time.

7. You've already learned how to copy some text to the Clipboard, ready to
paste into another place. Another useful technique is to cut text to the
Clipboard. Cut works just like Copy, except it snips the selected text out of
the original document. (Cut-and-paste is how you move text from one
place to another.)

8. It’s considered uncouth to use "straight quotes” and 'straight apostro-
phes.’ They hearken back to the days of yore (the days of your typewriter,
that is). Instead, use “curly double quotes” and ‘curly single quotes’ like
these. (See the difference?)

You can produce curly double quotes by pressing Option-[ (left bracket)
and Shift-Option-[ (right bracket) for the left and right ones, respectively.
The single quotes (or apostrophes) are Option-] and Shift-Option-], for the
left and right single quotes, respectively.

But good heavens — who can remember all that? That’s why every word
processor I've ever heard of (like ClarisWorks or Word) has an automatic
curly quote feature, which is a much better solution.

9. If there’s an element you want to appear at the top of every page, like the
page number or the date or The Mister Rogers Story, Part VII: The Early
Years, don't try to type it onto each page. Not only is that a waste of effort,
but the minute you add or delete text from somewhere else, this top-of-the-
page information will become middle-of-the-page information.

Instead, use your word processor’s running header feature — it's a little
window, into which you can type whatever you want. The program
automatically displays this info at the top of each page, no matter how
much text you add or take away. (There’s also such a thing as a running
footer, which appears at the bottom of the page, as well as a running
politician, which you want to avoid at all costs.)



84

Part |: For the Absolute Mac Virgin

10. Be painfully aware that what you see on the screen isn't always what

prints out. The number one source of rude surprises happens when you
write with a Mac connected to one printer (like a StyleWriter) but print on
a different one (like a laser printer). Since the typefaces are handled
differently for these different printers, you'll discover that sentences, lines,
and pages end in different places in the printout than they did on the
screen.

The solution is simple. Before you print, trick the Mac into thinking it’s got
that laser printer already attached, so you can see what it’s about to do to
you. From the Apple menu, select Chooser. (You'll read more about this
fascinating Stone Age relic in Chapter 4.) You should see the name of
several printers there, like StyleWriter or LaserWriter (which is used for all
brands of laser printer). Click the one you plan to print on, even if it's not
currently connected.

If you don’t see more than one printer icon in the Chooser, you have to
reinstall it from your System or printer disks. (In the System 7 disk set,
these little icons are on the disk called Printing.)
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In This Chapter
> What the different kinds of printers are and how much they cost
B> How to hook up and start printing

B More than you ever wanted to know about PostScript and TrueType (and other words
with no spaces in the middle)

B Why printouts sometimes look horrible
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hope you're seated for this chapter. In fact, I hope you're leaning way back
with your feet up and a daiquiri in your hand.

Because there’s no greater source of confusion and irritation for the beginning
Mac user than understanding printers and fonts, and how to get the best of the
latter from the former. After dropping $1,000 on a laser printer, some people
still get jaggedy, irregular type in their printouts. Others aren’t able to print at
all — they get error messages. And still others have been printing their corre-
spondence for years, in happy ignorance, using the Chicago font — the heavy
black type style that’s used in the Mac menus.

It's time to make some sense of it all. If possible.

Credit Card Workout #3: A Printer Primer

Printers come in all kinds of configurations and prices. You can spend next to
nothing and get a dot-matrix printer whose printouts are so jagged that they
look like Dante’s Inferno written in Braille. Or you can spend a thousand clams
or so and get a printer whose printouts look like they were typeset.
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Dot matrix: A printer named for the way it produces type on the paper — as a pattern of dots. (Matrix is
computerese for pattern.) As the little printing head glides back and forth across the page, tiny metal pins
shoot out against the ribbon, pressing it against the paper at specific moments. All of this happens really
fast, and with very precise pin choreography. But dot-matrix printouts look like dot-matrices — you can
actually see the little dots that constitute each character.

Low-cost, low-quality

I'm talking about the Apple ImageWriter Il. It’s called a dot-matrix printer
because it prints by firing little pins against a ribbon that strikes the paper. The
resulting collection of dots form the letters.

The ImageWriter is slowish and so noisy that people regularly buy mufflers for
them. The print quality isn't anything to write home about (and it's only barely
good enough for letters home. See the print samples below). Unless you
regularly need to print onto multiple-page forms (like Fed Ex labels), let this
dinosaur lie.

ImageWriter

StyleWriter
LaserWriter
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Low-cost, high-quality, low-speed

Yes, Virginia, there is a high-quality printer that won’t bleed you dry: the Apple
StyleWriter II. Its quality almost matches a laser printer’s. It’s very small, very
lightweight, and almost silent. You can feed all kinds of nonliving things through
it: tagboard, envelopes, sheet metal, whatever. And it costs less than $350.

So what's the catch? Well, for people who are used to laser printers, the
StyleWriter II's speed — two pages per minute — seems pretty slow. (They
shouldn’t complain; the original StyleWriter only printed half a page per
minute) Still, the StyleWriter Il is so compact, quiet, and inexpensive — and it
prints grays (such as photographs) so beautifully — that it’s hard to resist.

Both the StyleWriter I and its popular $400 rival, the Hewlett-Packard
DeskWriter, are inkjet printers. They create a printed image by spraying a mist
of ink. Note, therefore, that the printing isn’t laser-crisp if your stationery is
even slightly absorbent. Note, too, that inkjet-printed pages smear if they ever
get the least bit damp, making them poor candidates for use during yacht races.

PostScript printers

If you can afford to pay something like $1,000 for a printer, though, some real
magic awaits you: PostScript laser printers. Don't worry about the word
PostScript for now. Just look for the word PostScript in the printer’s descrip-
tion, as though it’s some kind of seal of approval.

A PostScript printer, like most of Apple’s LaserWriter models, can print any

text, in any style, at any size, and at any angle, and everything looks terrific.

PostScript laser printers can also print phenomenal-looking graphics, like all
the diagrams in Macintosh magazines. They’re quick, quiet, and hassle-free;

most can print envelopes, mailing labels, and paper up to legal-size (but not

tagboard).
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Remember the old saying, “The power of the press is limited to those who have
one"? Well, the combination of a Mac and a laser printer is what put the Mac on
the map because it turns anybody into a self-publisher. If you can afford a
PostScript printer, get it. If you're a small-time operation — a home business,
for example — get the cheapest PostScript laser printer you can find. Almost all
laser printers between $900 and $1,500 have exactly the same quality printouts.
If you're going to print mainly normal-looking text without fancy graphics, you
can save some bucks by getting one of the LaserWriter printers that isn’t
PostScript, such as the LaserWriter Select 300.

How to Print

Bet you haven’t had a lesson with that title since about first grade. Anyway, I'm
going to assume that you've happily purchased a printer. If it's already hooked
up, and you've made some successful printouts already, fast-forward to the end
of this section.

Plugging in a 'Writer

If you bought an ImageWriter, StyleWriter, or other "Writer, a cable (printer-to-
Mac) probably came with the printer. It's a no-brainer to connect them; there's
only one possible place to plug the cable into the printer. The other end goes
into the back of the Mac; there’s a little round jack with a printer icon. (Be
careful not to plug it into the nearly identical jack next to it, which is marked
with a telephone icon.) Of course, you also need to plug your new appliance
into the wall.

Plugging in a laser printer

If you bought a laser printer, believe it or not, you probably did not get a cable
with it. Like anything precious in the computer jungle, it'll take some
bushwacking through the technical underbrush to get at the explanation.
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When Apple invented the LaserWriter — the very first PostScript laser printer
— they charitably recognized that not every company could afford a $6,000
printer to sit beside each desk. They had a great idea, though: Invent a system
where several Macs could all plug into the same printer.

Ladies and gentlemen, | hereby introduce you to the word network.

The wires and connectors that attach these Macs to a single shared printer
(and which, by the way, can also connect Macs to each other) are called
LocalTalk. These connectors aren’t cheap — last I looked, a pair of connectors
(what you need for one Mac and one printer) was about $100.

Soon thereafter, competitors got into the act, with rival connectors called
things like PhoneNet and ModuNet. There are two brilliant concepts behind
these rival wiring systems. First, they’re much less expensive than Apple’s
product; second, they use ordinary phone wire to connect the connectors.
(Apple’s LocalTalk requires special cables.) If you decide to move your printer
into the next room, no big deal — just buy a longer piece of phone wire from
Radio Shack.

This is all relevant only if you believe that you must have a network in order to
plug a Mac into a laser printer. And, in fact, that’s exactly what the salespeople
would like you to believe.

But here's another money-saving Macs For Dummies secret: You only need all
that fancy wiring if you plan to share your laser printer with other Macs.

If it’s just you, your Mac, and a cup of coffee on the desk, get a plain old
ImageWriter Il cable for $15. After all, one Mac and one printer hardly qualify as
a network. Put the other $85 into a skiing weekend or something.

Anyway, if you do get the more expensive connectors, plug one connector into
the back of the printer and the other into the printer jack in the back of the
Mac. Then connect the connectors using LocalTalk cable or phone wire, as
appropriate. And if you're just going to use an ImageWriter cable, “Plugging in a
'Writer.”

The Chooser: Where Mac meets printer

The hardest part of printing on a Mac comes at the very beginning — an
unfortunate fact for the novice who simply wants to get going. You have to take
this step no matter what brand or kind of printer you've just connected.

When you first plug a printer into the Mac, it’s not smart enough to notice that
it's got a new friend. Therefore, after the Mac is connected to the printer, turn
on both machines. Now choose Chooser from the % menu. You should see
something like this:
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Chooser

LQ ImageWriter

Laser'¥riter

StyleWriter

4r

AppleTalk

<l

@ Active
O Inactive

1

Your screen may look different, of course. The icons that appear in the left half
of the window depend upon which printer drivers have been placed in your
System Folder. A printer driver is a little piece of software that teaches the Mac
how to communicate with a specific printer. Its name and its icon match the

printer itself, as you can tell, sort of, from the figure above.

If you see a printer driver icon in the Chooser window that matches your
printer, you're in luck! Click it. You should see your actual printer’s name show
up in the right side of the Chooser window (if it's turned on), as shown here:

Chooser £

Image'¥riter

LO Image¥Writer

2.

Styter

Las

]| | Select a LaserWriter:

LET

k&

Background Printing: O On @ Off

AppleTalk

@

® Active
O Inactive

7.1
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Good going! Everything’s coming up roses. If the names of several printers show
up on the right, then you're either part of an office network with several
printers, or you're an unexpectedly wealthy individual. Congratulations. Click
the one you want to print on.

If you don’t see any icons in the left half of the Chooser window, then nobody
bothered to install them. (Or, more likely, since the System 7 installer automati-
cally places the printer drivers into your System Folder, somebody’s taken
them out.) No matter — you'll find all these icons on the original white Apple
software disk called Printing. Find the one that matches your printer, and drag
it on top of your System Folder icon. (If you have a laser printer and System 6,
you also need the Laser Prep icon.) Don't worry if your laser printer isn’t made
by Apple — use the LaserWriter driver for any brand of laser printer. The Mac
will install it automatically. Now you can repeat this Chooser business, and
everything should go fine.

If you see some printer driver icons in the Chooser window, but none of them
matches your printer, here again you need to copy the appropriate driver icon
into your System Folder from the original Apple disk.

If things still aren’t going well — for example, if you click the driver icon, but
your printer’s name doesn't show up in the right side of the window — then see
Chapter 11.

Anyway, once you click a printer driver icon, a couple of things happen. If
you're selecting a laser printer, you'll be told to turn on AppleTalk. AppleTalk is
related to LocalTalk, the networking system described earlier; remember that if
you have a laser printer, you're supposedly part of a network even if just one
Mac is attached to it. So make sure the little AppleTalk setting (in the lower-
right corner of the dialog box) is Active if you have a laser printer.

When you close the Chooser, you get a soon-to-be-annoying alert message:

You have changed your current
printer. Please choose “Page
Setup...” in all of the open
applications.
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It tells you (as if you didn’t know) that you've just changed to a new printer. Its
advice, though, is sound. After you select a printer driver, choose Page Setup
from your File menu. A dialog box appears. Don’t do anything in this box; just
click OK.

You've just introduced the Mac to its new printer. All of this is a one-time
operation, by the way; unless you have to switch printers or something, you'll
never have to touch the Chooser again.

Why the Chooser exists

You're entitled to wonder why you have to go through this Chooser business
just to get a darned printout.

Imagine that you work in a big office; you have three different kinds of printers
and a dozen Macs, and they're all wired together into a giant network. You want
to print something. You have to be able to tell the Mac (1) what kind of printer
you want to use (laser, StyleWriter, whatever), and, if there’s more than one of
each connected to the network, (2) which one.

That long-winded scenario was supposed to help you understand why there’s a
Chooser. It’s designed to let you specify which printer you want to use.

If you're a one-person operation, of course, the Chooser is utterly superfluous.
But you have to go through it anyway (only once, at the beginning of your
computing career). What the heck — maybe it’ll give you some healthy sympa-
thy for people who work in offices.

Background printing

In the Dark Ages of the 1980s, when you printed something, the printer's soul
took over your Mac’s body. You couldn’t type, you couldn'’t work, you couldn’t
do anything but stare at the sign on the screen that said “Now printing.” It was a
dark and stormy era, a time of wild and rampant coffee breaks. Only when the
paper came out of the printer were you allowed to use your computer again.

Since then, some clever engineer at Apple figured out how to allow background
printing. When you use this handy feature, the Mac sends all the printing
information, at a million miles per hour, into a file on your hard disk. It then
immediately returns its attention to you and your personal needs.

Then, quietly, behind the scenes, the Mac shoots a little bit of that file to your
printer at a time. It all happens during the microseconds between your keystrokes
and mouse clicks, making it seem as though the Mac is printing in the back-
ground. In time, the printer receives all the information it needs to print, the
paper comes gliding out, and you've been able to keep working the whole time.
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In practice, there are a few chilly background printing realities to consider.
First, a document takes much longer to print in the background than it would if
the Mac devoted all of its brainpower to printing. Similarly, making your Mac
concentrate on two things at once also bogs down what you're doing; while
something’s being printed in the background, you can outtype your word
processor, windows seem to take longer to open, and so on. Finally, back-
ground printing isn't available for ImageWriters (unless you buy a program,
called a spooler, especially designed for the ImageWriter). :

Turning the Background Printing feature on and off is easy. Select Chooser from
the menu. In the lower-right side of the box, you’'ll see the On/Off buttons. Go
for it.

I mention this tidbit so that you'll remember it when you're in a serious hurry
for a printout. When it’s 2 a.m. and your novel is due on the publisher’s desk by
9 a.m. Or it’s 1:55 p.m. and the meeting is at 2:00. Or you're leaving the house
anyway and want to make sure your printout is ready when you get back. In all
of these cases, it would be wise to turn off background printing to ensure that
you get your printout as fast as possible.

After all that: How you actually print

OK. Suppose that your printer is finally plugged in and, via the Chooser, has
been introduced to the Mac. The moment has arrived: you'd actually like to
print the thing.

Choose Print from the File menu. This dialog box appears; it looks different
depending on your printer, but the one pictured below is what you see if you
have a laser printer:

LaserlWriter “Silentwriter 95” 711
copies:[[l] Pages: @Al OFrom:[ 1o:[ |

Cover Page: @ No O First Page O Last Page
Paper Source: @ Paper Cassette O Manual Feed
Print: @ Black & White O Color/Grayscale
Destination: @ Printer O PostScript® File

The main thing you do in this dialog box is tell the Mac which pages of your
document you want it to print. If you just want page 1, type a ! into both the
From and To boxes. If you want page 2 to the end, type 2 into the From box and
leave the To box empty.

Specify how many copies you want by clicking and typing a number in the
Copies box.
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Using the Tab key in dialog boxes

Now would be a good time, I suppose, to mention what the Tab key does in
dialog boxes. Suppose that you want to print fivo copies of page 3. Instead of
using the mouse to click in each number box on the screen, you can just press
Tab to jump from box to box.

Therefore, you'd just type 2 (in the Copies box); press Tab, type 3 (in the From
box); press Tab, type 3 again (in the To box). And the mouse just sits there
gathering dust.

Tab Tab Return

N

Laserilritgr “Silentwriter 95” y
Copies: Pages: O Aill @ From: ﬁ To:
Cover Page: @ No O First Page O Last Page
Paper Source: @ Paper Cassette (O Manual Feed

Print: @ Black & White O Color/Grayscale
Destination: @ Printer QO PostScript® File

[ Print_|

Anyway, after you're done filling out the options in this box, you can either click
the Print button or press the Return key. (Pressing Return is always the same as
clicking the outlined button.) The Mac should whir for a moment, and pretty
soon the printout will come slithering out of your printer.

If you can’t get anything to work right, check Chapter 11 for troublesleuthing tips.

Canceling printing

If you want to interrupt the printing process, 8-period does the trick — that is,
while pressing the 38 key, type a period. Several times, actually. Even then, your
printer will take a moment (or page) or two to respond to you.
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A Guide to Jagged Printouts

This is really going to be “A Guide to Avoiding Jagged Printouts.” Just wanted to
grab your attention.

But listen: if your printouts look great, you're done. Outta here. Finito. Go on to
the next chapter. This section gets a little dense, and it’s only here if you need it
or, God forbid, if you want to know what's going on behind the scenes.

You see, to understand why lettering sometimes prints out jaggedly, you must
suffer through a description of the three different font formats that may lurk
inside your Mac.

Font format 1: Bitmapped fonts

When the Mac first appeared, every typeface (which Apple calls a fonf) was
formed of dots in a particular arrangement. It was a “map” of dots, if you will
(and even if you won't). It was therefore called a bitmapped font. (So why don’t
they call it a dotmap? You kidding? That'd be too easy to understand.)

These fonts were named after cities: New York, Geneva, Athens, and so on.

The ten greatjclty; fonts

you're a System T user, you probably

oesn tautomahcallygweyouallufhem

igi nal Mﬂc hnmapped fom are still Here, for the sake of hlstory, arethe crly named

i few of them in your font menus —the -

ammg fonts are tucked away on your fgnt
ﬂ:em onto your Syslem Fo!dertn S

non-PostScnptfont& Notethe httle |agg|es atthe
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The Mac screen, then and now, has 72 tiny square dots per inch. (To make sure
as many people as possible are left in the dark, everybody abbreviates “dots
per inch” as dpi.) This screen resolution worked out incredibly well: the only
Mac printer — the ImageWriter — also printed 72 dots per inch. In other words,
each dot you saw on the screen produced a corresponding dot on the page. For
the first time in the history of computers, you got a printout that looked exactly
like what you saw on the screen.

In an inspired burst of cutesiness, the term WYSIWYG was born, which suppos-
edly is pronounced wizzy-wig and stands for “what you see is what you get.”

There are two drawbacks to bitmapped fonts. First, 72 dots per inch may
sound, at first, like a plethora of dots ... dots aplenty ... a veritable dotfest. But
believe it or not, 72 dpi is still too coarse to produce smooth printouts. You can
still see the chunky square dots that compose each letter.

Second, if you think about it, you'll realize that a bitmapped font can only be
printed clearly at a single size — the size at which its designer arranged the
dots to look good. True, each bitmapped font usually comes in a selection of
different sizes, each painstakingly mapped to screen dots — usually 10-point,
12-point, 14-point, 18-point, and 24-point sizes. But if you try to select an in-
between type size, you get pretty gross-looking results.

For example, 12- and 24-point below looks fine, but no 17-point New York font
bitmap comes with your Mac, as evidenced by the chunky example in the middle:

New York at 12-point size
New York at 1 7-point zize

New York at 24-point size

Which sizes are in stock?

i -:After reading the dlscussmn of bitmapped fonts,

you maywonder how you can tell for sure which 6 Point
- bitmapped font sizes have beenincluded in a set. 9 Point
Just consult the Font Size menu in one of your v 10 Peint
"ms,asshownatnght. 12 Point
nt size number s hollow, you've got it Ifit's 14 Polnt |
you don't, and the. typsw:lf look squashed 18 IPM
a :Flocky onthe screen. 20 Point
‘ _ 24 Peint
36 Point
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Therefore, if you're getting crummy-looking text in your printouts, the first
possibility is that you've used a bitmapped font — one with a city name — in
your document. (And if it looks really wretched, you're probably using it at a
non-predesigned point size.) For example, London, Venice, and Los Angeles are
the names of fonts that come on the Fonts disk with every Mac. But they're
destined to be forever jagged. Change the font to a non-city-named font, and read on.

Font format #2: PoscScript fonts

The world changed when Apple created the LaserWriter printer. Its resolution
was 300 dots per inch — over four times sharper than the ImageWriter.

The main thing about the LaserWriter, though, was the new technology called
PostScript that was built into it. They call PostScript a “page description
language.” It was invented by a little California company called Adobe. Once
Apple saw how cool PostScript was, they struck a deal with Adobe to build
PostScript technology into each laser printer. (By the way, there is such a thing
as a non-PostScript laser printer. There are even a couple nonlaser PostScript
printers. But in general, and in this chapter, “PostScript printer” = “laser
printer.™)
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You can read all kinds of things about how PostScript works. But all you need to
know is that:

B 1~ A PostScript laser printer means the end of jaggies. It can create extremely
sharp, clear printouts that look published.

1o To print sharp text on a PostScript laser printer, you have to use special
fonts. (They're called, of course, PostScript fonts).

» PostScript fonts can be printed at any size or angle — no matter how big,
small, or absurdly stretched — with equal clarity.

PostScript fonts, unlike bitmapped ones, don’t print text by specifying the
placement of each dot on the page (below, left). Instead, the Mac thinks of each
letter in a PostScript font as a hollow outline. The printer fills in that outline
with solid black (below, right). Since a PostScript printer thinks of fonts by their
shapes, it's simple to tell the printer “Make this bigger”; it just multiplies the
outline-shape by a point size number you specify. Printouts of 12-point, 35.8-
point, and 128-point type all look equally sharp on a PostScript printer.

Unfortunately, there are fwo parts to each PostScript font. There’s a regular
bitmapped font, with all the usual problems of ugliness-at-strange-sizes, for use
on the screen. (It's sometimes, therefore, called a screen font) And there’s a
separate file, called a printer font, that you put in your System Folder.

The printer fonts have the same names as the screen fonts, with the last letters
lopped off. In your word processor’s Font menu you might see Palatino Roman
— but in your System Folder, there’ll be a printer-font file called PalatRom. (If
there’s a Fonts folder inside your System Folder, then that’s where you’ll find
these printer files.) For each type family, like Futura, you need a whole rat’s nest
of printer-font files in your System Folder: one each for bold, italic, bold italic,
and so on. In the following figure, you can see a suitcase icon (which contains
the screen fonts) and its associated printer fonts.
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Anyway, this is all leading up to explaining a second (and more common) cause
of jagged type. If you've used PostScript (non-city-named) fonts in the docu-
ment you're printing, and they're not looking terrific in the printout, then the
appropriate printer-font file is missing or in the wrong place (i.e., not in the
System Folder).

“And where,” I can almost hear you asking, “am I supposed to get this piece of
font that you claim I'm missing?”

“Well,” you can almost hear me replying, “no PostScript fonts come with your
Mac! So if you have a PostScript font, either you or somebody else bought it (or,
um, copied it from somebody) and installed it on your Mac.” Therefore, seek
the missing printer-font file on the original font disk.

Font format #2::
Adobe Type Manager (ATM)

As | mentioned, PostScript fonts look stunning in your laser printouts. But text
on your screen still looks horrible if you use oddball sizes, like 17-point type,
because you're still looking at a plain, old bitmapped font. Then, too, you only
get this gorgeous print if you use a PostScript laser printer. If you tried to save
some diiiero by buying, say, a StyleWriter printer, then PostScript fonts gain
you absolutely nothing. It's .lagged-F.dgeville all over again.

So Adobe, the company that dreamed up PostScript, introduced a clever little
gizmo called Adobe Type Manager, or ATM. (At last you know that Mac people
don’t actually go to cash machines a lot. Half the time they say “ATM" they're
not talking about automated teller machines.)

ATM makes type on the screen look sharp at any size, just the way a PostScript
printer does. The secret: It consults the printer font in your System Folder,
decides what each letter should look like based on its outline, and draws it on
the screen. Better yet, ATM works the same magic for nonlaser printers like the
StyleWriter. ATM makes PostScript fonts print sharp, clear, and terrific at any
size on those printers, too.
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The price: ATM takes up a good chunk of memory, and it slows down the
screen display a bit. Still, at $99 per copy, Adobe sold a gazillion copies of ATM,
and then promptly bought the state of Nevada for its employee parking lot.

Fortunately, Apple eventually persuaded Adobe to give away ATM. Unfortu-
nately for everybody who'd paid $99 for it, you can now get ATM for a mere
$7.50 shipping charge. (Call 800-776-2333.)

For would be weemes only

lf you realiy reaily give a dam about how ATM
gives you great-looking type on nonlaser and
non-PostScriptprinters, I’|lihdulgeyou.Butplease
remember that there’s not a reason in the world
foryuuto actually know this info. -

usty ImageWriter weren't quite as |agged-

: : yo
: Ithree print qualities — Draft, Faster, and Best. If
you chaose Faster, then you indeed get a printout
with precisely the quality you see on the screen
— one printed dot for every black dot on your
screen.

; ,;vayou choose Best qualrty,though a cleverthmg

lato maynoteﬂ1at144|sexac ydoublethe 72-dpi
~ 'resolutlon of the Mac screen. )When you print a
document containing (for example) 12-point New
York type, and you choose Best quality, the
printer ransacks your System file, looking for 24-
paint New York. If its search is successful, the
ImageWriter actually prints your document in 24-
: .pomt New York but packs the dots onto the page
_twice as densely.

"The ‘result of these shenamgans You get type
that's 12-point size but twice as crisp. It's the
same effect as using a photocopierwith a reduc-

“tion-feature — the resulting copy is finer and
crisper than the original.

inthe early days of Mac (1984), printouts on hlghestquairtyprlnmut.Theprlnter cesth me,;f

: (and'tnple the cnspness ofthe screen di

jSmceTrueType andATM canscale

Subsequent generatlons of non—PostScnpt andv :
nonlaser printers have taken this theme and run
with it. The ImageWriter LQ, for.example, is ca-
pable of printing with a resolution of 270 dpi. So'if
you want a printout at 12-point size, you need a
triple-sizedfontinstalled inyour Systemto getthe

The best-sellmg Hewlett-Packard DeskWr:ter' ‘
came along next, witha super—cnsp resoluuon of’
300 dpi. Now you were supposed to have a qua-
druple-sized bitmapped fontmstalledmyourSys--
tem Folderto getthat juicy resuluu b

jy with a calcu- ers:

havea selectlon of 10-, 12-, 18-, or 24-pomt srzes,
you'd have to have the 40-, 48-, 72-, and 96-point -
sizes installed — each of whlch takes up a good
chunk of your hard disk space — pertype style.

When me360-dp| Apple StyleWriter came along,
which would have required quintuple-size fonts,.
nowonderpeoplewelcomedTrueType
which eliminate all thatmath and

type to any size, you s:mply need the :TrueType o
fontfile (orthe PostScript printer-fontfile) in your
System Folder — a single smallish file —instead
of the zillions of jumbo bmnapped screen fonts

Aren” tyou glad you asked?
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I mention ATM so that you'll know what it is, of course. But I also want you to
know what to do if a PostScript font, even with ATM, still looks lousy on the
screen. If that happens, it’s the same problem as jagged PostScript printouts:
you're missing the printer-font file for the typeface in question.

Here'’s where things get hairy. It turns out that there usually are no printer-font
files for the standard ten PostScript fonts (Times, Helvetica, Helvetica Narrow,
Palatino, Avant Garde, Bookman, New Century Schoolbook, Courier, Symbol, or
Zapf Chancery). Because these are so standard, their printer-font information
comes built into virtually every laser printer made. Of course, that doesn’t do
ATM much good. It needs printer fonts, man, printer fonts. And it needs them in
the System Folder. And guess what else? The version of ATM that Adobe so
sanguinely sells you for $7.50 doesn't include printer-font files for that basic set!

Therefore, if you want smooth text on the screen (or on your nonlaser printer),
you have three choices:

1) Get the $7.50 version of ATM and buy some fonts to go with it (or get some
fonts from a user group, as described later).

2) Get the package called Adobe Type Basics, which contains ATM, the
printer files for those 35 built-in fonts, and a handful of bonus fonts, for
about $130.

- 3) Bail out of PostScript fonts altogether, and consider TrueType fonts
instead (read on).

Font format 3: Truelype fonts

I'll mention this third font format only to avoid negligence suits. | mean, it is a
font format — in fact, it’s the one you most likely have — but you cannot
possibly get jagged type from it, either on paper or on the screen.

It’'s TrueType. It’s a special kind of font that Apple invented relatively recently.
It has all the advantages of PostScript fonts (smooth type at any size). Yet it
eliminates the problems associated with the PostScript scheme. Instead of
having two separate files — one for the printer and one for the screen —
TrueType fonts are self-contained. Likewise, instead of cluttering up your life
with a separate font for each style variation (bold, italic, and so on), all the
styles in a TrueType font are built into that one font suitcase file. And finally,
instead of needing ATM for crisp, on-screen type at any size — a potentially
costly add-on — TrueType fonts always look good on the screen automatically.

A TrueType font, therefore, never looks or prints jagged.

101



’ 02 Part I: For the Absolute Mac Virgin

Incidentally, when TrueType appeared, everybody said “Ooh, font fight!”
Everybody geared up for a big tragic rivalry between TrueType and PostScript.
People also expected all kinds of system crashes and goofy-looking printouts if
both font types were installed at once.

None of it happened. The two technologies coexist just fine.
Yet despite its convenience, TrueType didn’t blow the world away, for two reasons.

| »# There aren’t many fonts in this new format. Apple provides a half dozen with
{ every System 7 Mac, and you can buy hundreds of others from font
companies. But by the time TrueType was invented, people had invested
thousands of dollars in PostScript typefaces. Most people muttered that
they couldn’t afford to build a type library from scratch again.

| 1 TrueType is only a font technology. PostScript, on the other hand, is a
graphics technology. It can do much more than manipulate text. It can also
create lines, circles, patterns, wild shadings, and three-dimensional re-
creations of Marilyn Monroe standing over an air shaft. Indeed, two of the
most famous professional graphics programs of all time, lllustrator and
FreeHand, are PostScript drawing programs. TrueType, which deals only
with type, can't possibly replace all the flexibility of PostScript.

This is all going to get much easier — or much more complicated, depending on
your point of view — in the next couple of years. Apple has finally conceded
that PostScript and ATM are here to stay. So in some future version of the
System software (see Chapter 6), they’re going to have TrueType and
PostScript and ATM all built right in, so you don’t have to worry about all those
nutty files in all their preassigned places. Code word for this technology:
QuickDraw GX. Be the first in your computer group to pronounce it!

IDing a font

So: there are three kinds of fonts: bitmapped, PostScript, and TrueType. In your
quest to understand what you've got on your computer, and to straighten out
whatever jagged-printout problems you might be having, here's your own
personal Guide to Font Identification.



Chapter 4: A Quiet Talk About Printers, Printing, and Fonts

If you have System 7

If your Mac uses System 7, and you haven’t added any new fonts yourself, then
everything’s TrueType. On a new System 7 Mac, even the city-named fonts (like
Chicago, Geneva, and New York), which are usually presumed to be bitmapped
fonts, are actually TrueType ones. No matter what kind of printer you own,
TrueType fonts look great when printed, and you don’t have to worry about
point sizes, or printer-font files, or any of that jazz.

You can prove this to yourself by opening your System Folder and double-
clicking the System file itself (or your Fonts folder if you have one). If you
choose By Icon from the View menu, you'll see TrueType fonts displayed with
this special icon (see all those little A’s?):

2

New York

Now, it’s remotely possible that you or somebody you love has enhanced your
Mac with additional fonts. Here are the fonts that come with a System 7 Mac:
Times, Helvetica, Helvetica Narrow, Monaco, Chicago, Geneva, Palatino, Avant
Garde, New Century Schoolbook, Bookman, Courier, Symbol, Zapf Chancery,
Zapf Dingbats.

If you have any fonts not in this list, then it's a sure thing you've got extra fonts.
If they have a city name (like Los Angeles), they're bitmapped fonts, and they’ll
look cruddy no matter what kind of printer you use.

If you have extra fonts that don’t have city names, they’re either PostScript or
TrueType fonts. Open your System file (or Fonts folder), as I mentioned a
moment ago, and decide for yourself by looking at each font’s icon.

Just remember that if the font is a PostScript font, it’ll only look terrific when
you print if you also have the corresponding printer-font files in your System or
Fonts folder.

There are 35 exceptions to that generalization — the 35 type styles built into
your laser printer. These fonts don 't need printer files in your System Folder.
(Although Obligue and Demi may sound like part of a sleazy trapeze act, they
are in fact the trendy words for ltalic and Bold, respectively.) Here’s the list:

103



1 04 Part I: For the Absolute Mac Virgin

Times Roman New Century Schoolbook Helvetica Roman
Times Bold Roman HelveticaBold
Times Italic New Century Schoolbook Helvetica Oblique
Times Bold Italic Bold HeiveticaBold Oblique
New Century Schoolbook
Avant Garde Roman Italic Helvetica Narrow Roman
Avant Garde Demi New Century Schoolbook  Helvetica Narrow Bold
Avant Garde lItalic Bold Italic Helvetica Narrow Obligue
Avant Garde Demi Italic Helvetica Narrow Bold Oblique
Palatino Roman
Bookman Roman Palatino Bold Zapf Chancery
Bookman Demi Palatino Italic
Bookman Italic Palatino Bold Italic ofxde¢migx (Symbol)
Bookman Demi Italic
Courier Roman V0%t (Zapf Dingbats)
Courier Bold
Courier Italic
Courier Bold Italic

If there’s a font in your font menu that doesn’t appear in this list (other than
city-named fonts), then it didn’t come with the Mac. You're going to need the
printer-font file equivalent of it in your System Folder.

One more word of advice, ye lucky laser printer user: Nobody’s ever gone to
hell for this, but it’s a good idea not to let the TrueType and PostScript versions
of the same font coexist on your system. Times, Helvetica, Courier, and Symbol
are the fonts in question here. Make a decision to go with the TrueType ver-
sions or the PostScript versions, and stand by it — and remove the duplicates.

If you have System 6

First of all, it's extremely unlikely that you have any TrueType fonts. You can’t
use TrueType fonts, in fact, unless you've put a special file, called the TrueType
init, into your System Folder, which you’d probably remember doing.

Therefare, it’s very simple. If your font has a city name, it's not going to win any
awards when printed on a laser printer or StyleWriter. Avoid it.

And if the font doesn 't have a city name, it’s a PostScript font. It'll look great
when printed on a laser printer if (1) it’s one of the Built-In 35 or (2) you have
the corresponding printer-font files installed.
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The output upshot

If you just bought a new Mac, you have nothing to worry about. Whether you
know it or not, all of your fonts are TrueType fonts, which do their elfin-magic
behind the scenes. And no matter what printer you own, you can rest easy
knowing that TrueType will give you the highest quality printouts it’s capable
of. End of story.

Things only get more complicated if you (1) crave more variety, (2) find fonts in
your font menu that you didn’t put there, or (3) have a Mac running System 6.

If any of those conditions are true for you, use this table to help you figure life out.

Your Your Use TrueType Use PostScript Use city-
Mac printer fonts? fonts? named fonts?
System7 PostScriptlaser Sure Yes, with ATMand  Yup (cause

the printer-font files  they're really
in your System Folder TrueType)

System7  StyleWriter, You betcha Yes,withATMand  Goforit

DeskWriter, the printer-font files  (‘cause they're
non-PostScript inyour System really TrueType)
laser Folder
System6 PostScriptiaser No* Yes,with ATMand  Noway
the printer-font files
in your System Folder
System 6  StyleWriter, No* Yes, with ATM and  Only if you
DeskWriter, the printer-font files  have the
non-PostScript in your System Folder appropriate
laser point size
installed (see
the sidebar
on page 96)

*Unless you have System 6.0.7 and the TrueType INIT, as described earlier.
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A Veritable Font-u-copia

You actually get more fonts with your Mac than you think — the Installer
program, which you (or your dealer or your local computer whiz) used to set
up your hard disk, only installs a handful of basic ones. As you go on through
life, you may (and can and should) want to add new typefaces to your Mac or
trash some of the ones you've already been given.

So where do you get additional fonts? The universal response to that kind of
question is, of course: Buy them. Those on a budget, however, can still get tons of
great fonts. On your white Fonts disk that came with your Mac, for example, there
are about a dozen interesting extra ones. (Alas, they're all the bitmapped kind.)

T T S T

User group: A Macintosh computer
club in your area. Call Apple at 800-
538-9696 to find out the nearest one.

You can also get disks from most user
groups by mail.

Or you can call up your local user group and pay
about $5 for a disk full of new fonts. Or if you have a
modem (as described in Chapter 7), you can dial up
America Online or another on-line service and help
yourself to as many fonts as your typographical taste
buds can tolerate.

How to install a font in System 7

Quit all your programs (if you're running any) before trying this.

Drag the font file icon on top of the System Folder icon. That goes for both
printer-font files and screen font files, if it’s a PostScript font you're installing.
(Do not drag them into the open System Folder window. Do not drag them to the
Trash can. Do not collect $200.)

System

You'll see a message alerting you that the Mac is going to install the font for
you. Just smile, wave, and click OK.
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How to install a font in System 6

If you're using System 6, installing fonts is much
uglier and more difficult. I'll make the effort, but
youshouldfeelfreeto consultyour Mac manuals
for more patient instructions.

Findthe program called Font/DA Mover. It's either
on your hard disk someplace or still on the white
Apple disks that came with your Mac. Double-
clicktheicon. You'llsee twolists. One side lists all
the fonts you already have in your System. The
other side is probably empty.

Click the Open button on the empty side, and

navigate your way to the font you wantto install.
Double-click its name; you return to the main
Font/DA Mover window. Drag throughthe names
of the fonts you want to install and then click the
Copy button. (To remove fonts from your system,
drag through their names on the System side of
the list and click Remove.) And then think about
getting System 7, where installing fontsisn‘tsuch
a pain.

How to remove a font

First of all, choose About This Macintosh from the
message that appears. If it says you've got System 7.1 or 7.1p, open your System

menu; read the little

Folder and then open the Fonts folder therein.

If you've got any other edition of System 7, open the System Folder and then
double-click the System file icon itself.

In any case, you'll now see a list of your fonts in a window:

Em System =@
61 items 34 MB in disk 4 MB available
3 Mame Size Kind
(] Geneva 18 SK font
(] Geneva 20 7K font
(] Geneva 24 9K font
(1 Helvetica 60K font
(] Helvetica 9 11K font
(] Helvetica (bold) 58K font
(J Helvetica 10 10K font
(] Helvetica 12 11K font
(] Helvetica 14
2 T A

To see what a font looks like, double<click it; a little window opens, displaying a

line from classical literature, displayed in the font you're investigating.

To remove a font, just drag it out of the window. Put it onto the desktop or in
some other folder or right into the Trash can.
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Top Ten Free Fun Font Factoids

1. Every Mac comes installed with Times, Helvetica, Courier (which looks like
an electric typewriter), Symbol (a bunch of Greek symbols), New York,
Chicago (the font used for menu names), Geneva (the font used for icon
names in the Finder), and Monaco (a really ugly monospaced font, where
every letter is exactly the same width). The Mac won't let you remove the
last three; it uses them for various things on the screen.

2. Some of the bitmapped fonts that come with the Mac correspond to
PostScript fonts. New York is pretty much like Times; Geneva is sort of like
Helvetica; and Monaco is a lot like Courier (they’re both monospaced).

If you have a non-System 7 Mac, and you try to print a document prepared
in New York, Geneva, or Monaco, the Mac will, at your request, substitute
the PostScript equivalents (Times, Helvetica, Courier) automatically. (“At
your request” means that, when you choose Page Setup from the File
menu and encounter a dialog box, you make sure that Font Substitution is
selected.)

However, you're much better off not using this feature. When the Mac does
this font substitution for city-named fonts, it doesn’t account for the fact
that New York and Times (for example) have different letter widths. So you
get really weird word spacing in the printout because the Mac tries to
position every word in the same place (following page, right) as it's shown
on the screen (following page, left).
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"Agathal" I screamed, my lungs "Agatha!" I screamed, my lungs

bleeding and raw from the bleeding and raw from the
violent pounding of the vicious violent  pounding of the vicious
surf spray. surf  spray.

Much better idea: Format your documents with laser fonts to begin with!
Unless you like the look of free-floating words in space, keep Font Substitu-
tion clicked off.

. Ten font families are built into most PostScript laser printers. They are, as
you'll recall, Times, Helvetica, Helvetica Narrow, Avant Garde, Palatino,
Bookman, New Century Schoolbook, Symbol, Zapf Chancery, and Zapf
Dingbats.

Any PostScript font that doesn’t appear on this list has to be downloaded
(transferred) to the printer each time you turn on the printer and try to
print. As such, they’re called downloadable fonts. That’s why their printer-
font files have to sit in your System Folder, where the Mac will know where
to find them.

Downloadable fonts impact your life in several ways. First, you have to buy
them. Second, documents that use downloadable fonts take more time to
print; the Mac has to teach the printer what each character looks like.

Third, if you use several downloadable fonts in a document, it may not
print at all. The printer’s memory will get filled up with font information
even before the Mac starts to send the document. The result: The printer
keeps saying “Wait, wait, I'm not ready yet . ..” to the Mac, and the Mac
keeps saying “Ready? Ready? Here it comes . . .”, until you get disgusted
and flip one of them off. (Marriage counseling for computer equipment is
not yet available outside California.)

The solution, of course, is to reformat your document using the built-in
fonts (Times, Helvetica, and so on) instead of downloadable ones — or to
install more memory into your printer. (You'll find more nitty-gritty on this
topic in Chapter 11.)

. Choose Page Setup from the File menu. The Page Setup dialog box has a
handful of very useful options — what paper size you plan to use, for
example, or how much you want your document enlarged or reduced.

In the upper-right corner, though, there’s a nifty Options button (if you
have a laser printer). Click it. Up comes a dialog box:

[ LaserlWriter Options XK (ﬁ
S

[ Flip Horizontal

O Flip Dertical

O 1nvert Image

[ Precision Bitmap fAlignment (4% reduction)

O Larger Print Area (Fewer Downloadable Fonts)
[J Unlimited Downloadable Fonts in a Document
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To get a little preview of each option, click the appropriate checkbox and
watch the helpful Dogcow illustrate the effect on your printout.

Most noteworthy, though, is the item called Larger Print Area. The average
laser printer can only print to within % inch of the page edge. Select Larger
Print Area, though, and you gain % inch all the way around — a very useful
gain for graphics, music, page layout, and other kinds of printing.

5. Suppose that you select some text and make it bold. Then you try to print,
but the text keeps coming out as nonbold on the printed page.

The problem is that some PostScript typefaces, notably Zapf Chancery,
don’t have a bold version. (Zapf Chancery doesn’t even have an italic style
since it's already sort of italic.)

6. Adobe’s PostScript typefaces each include a complete bitmapped screen
font for each type style — bold, italic, and so on. Unfortunately, each style
name appears in your Font menu prefaced by an initial: “I Times Italic, B
Times Bold, BI Times Bold Italic,” and so on.

Who came up with this dumb idea, I can't tell you. But I do know that your
font menu lists fonts alphabetically. The result is that each typeface’s style
variations aren't listed together — they're scattered all over the darned
menu, as shown on the left on the following page. Your only chance of
getting things into shape is to buy a utility program that combines them
into family groups on your menu, with the style variations listed in a
submenu (right):
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Rvant Garde

B Avant Garde Demi

B Bookman Bemi

B New Century Schibk Bold

B Palatino Bold

BI Avant 6arde DemiOblique
Bl Boockman Demiltatic

Bl New Century Schibk Boldit
Bl Palatino Boldltalic

Bookman

Chicago Avant Garde >
Courier Bookman »
Geneva Chicago
Helvetica Courier
| Rvant Garde BookOblique Futura >
| Bookman Lightltalic Geneva
N Helvetica Narrow Helvetica
NB Helvetica Narrow Bold Helvetica Condensed p
NBI Helvetica Narrow BoldObl Helvetica Narrow »
New Century Schibk Menaco
New York New Century Schibk )
NI Helvetica Narrow Oblique New York
v Palatino Patatino > homan |
Symbol Symbol Bald
Times Times Bold Italic
2apf Chancery 2apf Chancery I talic
28apf Dingbats 2apf Dingbats

One such utility is sold by (guess who?) Adobe. Because they probably
concocted the inconvenient font-naming scheme just so they could sell
their utility program to correct it, 'm not going to play along by telling you
what the thing is called. Instead, I'm going to recommend WYSIWYG
Menus, an even better utility. It's part of the Now Utilities package (see
Appendix B, the Resource Resource).

. In MacWrite Il and some other word processing programs, you can
actually see the names of the fonts in your font menu in those typefaces,
like this:

ot

Avant Garde
Avant Garde Bemi
Bookman
Chicago

Courier

Futura

Garamond Book
Geneva

H Futura Heavy
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8.

10.

There are a few other ways to get this feature, all of which involve spend-
ing some money. Suitcase I, Now Utilities, and MenuFonts are a few
programs that add this feature to any program you own.

When you first buy your laser printer, you may have noticed (and sworn
at) the fact that it spits out a “startup page” every time you turn it on. This
startup page contains a host of extremely unimportant information, like
the number of pages you've printed in the printer’s lifetime (including the
useless startup page in your hand). Meanwhile, the Brazilian rain forests
keep getting smaller.

You can tell the printer not to waste that paper and ink, if you want. Use
the little program called LaserWriter Font Utility; it’s on the Tidbits disk
that comes with System 7. Double-click it, and choose Start Page Options
from the Utilities menu. Click Off, and savor the fact that you made the
world a better place for your grandchildren.

. If you have something important to print, keep in mind that you don’t

actually have to own a laser printer to get that professional look. Even if
you use an ImageWriter or other 'Writer at home, you can always take
your disk in to an “output bureau” (a high-tech copy shop) and pay a
certain amount per page for laser-printed (or even higher quality) print-
outs. But if you do so, just remember the golden rules of which fonts to
use, as described earlier in this section.

Want to look good the next time you're hanging out with a bunch of type
geeks? Then learn to bandy about the terms serif (pronounced SAIR-iff)
and sans serif (SANNZ sair-iff).

A serif is the little protruding line built onto the edges of the letters in
certain typefaces. In the serif font pictured in the top example here, I've
drawn little circles around some of the serifs:

Terrif serifs
-Sans-serif

A sans serif font, on the other hand, has no little protuberances, as you can
see by their absence in the little squares (in the lower example above).
Times, Palatino, and the font you're reading are all serif fonts. Helvetica,
Geneva, and the headlines in most newspapers are sans serif fonts.

And that information, plus 29¢, will buy you a first-class postage stamp in
the United States.
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In this part...

ither you've faithfully plowed through the personally-

enriching material so far, nursing your inner child (the
one that always wanted to use a computer), and are now
ready for more. ..

... or you've just skipped over a lot of stuff to get here.
Either way, you won’t be disappointed: the mind-blowing
Faking Your Way Through the Top Ten Programs will be your
survival guide for maintaining status in the office, and More
Stuff to Buy and Plug In will help you unleash your Mac’s
potential (and unload your wallet).




Chapter 5

Faking Your Way Through the Top
Ten Programs

©00000O00DODVOODOOOOO0OOVDODOSONDOGODOOOOOOINDOOLOOHLOEOLOLOOOO

In This Chapter
p- Faking your way through ClarisWorks
B> Faking your way through graphics programs like MacPaint, MacDraw, and Canvas

- Faking your way through word/page processing programs like Word, PageMaker, and
QuarkXPress

p Faking your way through famous number/data crunchers like Excel and FileMaker
B Plus excellent productivity-enhancers like QuicKeys and Apple File Exchange

0000000000000 009000Q0V9QPOOO0000QCAOOVOELV9000O600600000080

Fis chapter is a survival guide for stranded-on-a-desert-island, filling-in-for

Mr -Big, my-son’s-at-school-but-I-need-to-print-out-something, the-computer-
just-arrived-but-the-board-meeting-is-in-two-hours, in-a-<computer-store-to-try-
something-but-don’t-know-how-it-works situations.

I'm going to assume that you know the basics by now. If you ever were a dummy
to begin with, at this point you're only a demi-dummy: you already know how to
save files and retrieve them (from Chapter 3) and how to use fonts and print
(from Chapter 4). And if you want to do something fancier than what I'll be
showing you, I'm assuming that you do have access to either (a) the manuals or
(b) whoever got you into this mess to begin with.

Macintosh users are notorious for not reading their software manuals. They're
actually belligerently proud of the fact that they never read manuals. Of course,
two years down the line, one user will look at another user’s techniques and
intone, astounded, “I never knew it could do that!”

You're welcome to join this cult of instant gratification, with this chapter as
your guide — but at least read the manual for your word processor (or what-
ever program you spend the most time in).

The one thing this section isn’t for is to help you use an illegal copy of one of
these programs. Humor me on this; living in New York City is dangerous enough
without worrying that some scary-looking goons in trench coats and dark
glasses are gonna show up at my apartment accusing me of encouraging
software piracy.
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HyperCard ... not!

In earlier printings of Macs For Dummies, this chapter started with HyperCard
because HyperCard used to come free with every Mac. HyperCard is often
described as a “software Erector set” because you could create lots of neat
things with it: an address book, a planning calendar, a recipe book, and so on.

At the time, you could also buy HyperCard from Claris Corporation — for $200.
I guess not too many people were buying, though. Why would they, when they
already had a free copy of the program?

So a funny thing happened near the end of 1992: without saying a word to
anyone, Apple stopped giving away HyperCard with each Mac. Instead, you now
get a stripped-down doodad they call HyperCard Player. You can't use it to
design your own cool miniprograms. All the Player can do is open other
people’s HyperCard files.

Since HyperCard was yanked out of the Software Top Ten, I'm going to spend
the following pages teaching you about a much more popular program:
ClarisWorks. If you bought a Performa Mac, ClarisWorks probably came already
installed on your hard disk. It's definitely one of the top ten programs, and it’s a
durned fine program.

ClarisWorks

ClarisWorks is Swiss Army Knife software. Just look at all you get, even if you
don’t know what they are yet: a word processor, a database, and a spreadsheet.
Now how much would you pay? But wait: you also get a graphics program that
can even serve as a basic page-layout system. And if you order now, you even
get a little communications program (to use if you own a modem — a phone
hookup for your Mac).

All of these modules are neatly bundled into a single integrated program. You
can write a letter and put a graphic in it; or design a flyer that has a little
spreadsheet in it; and so on. This section will be worth reading even if you don’t
own this particular software because ClarisWorks works exactly like most other
Mac programs.

And listen up, Performa users. You smug, lucky so-and-so: you probably got
ClarisWorks for free, preinstalled on your Mac, right? Yeah. Except unless
Apple got a lot more generous between the time | wrote this sentence and the
time you’re reading it, you didn’t get any manuals with it. (They want you to
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send in some money if you want the manuals. This chapter may save you the
trouble.) Also, they may have given you an out-of-date version, and they want
you to send in some money if you want the latest. That money is well spent.
Most of the following stuff applies equally well to versions 1.0 and 2.0 of
ClarisWorks; the stuff near the end, however, is only in version 2.0.

Launching ClarisWorks

Double-click the ClarisWorks icon.

After the Claris logo disappears, you're asked to decide what you want to
accomplish. Because you'll face this decision every time you use this program,
a run-down may be in order here.

New Document

@ Word Processing (O Spreadsheet
O Drawing O Database
QO Painting O Communications

Stationery

Word Processing: You know what a word processing document is: something
you type. A memo, a novel, a ransom note.

Drawing: This is ClarisWorks’ version of MacDraw (more later in this chapter).
In this kind of document, you toy around with lines, shapes, and colors to
produce logos, maps, Hangman diagrams, and other important visuals.

Painting: This is ClarisWorks’ version of MacPaint or Photoshop (more on these
later in this chapter, too). Painting is another way of making graphics. Unlike
the Drawing mode, where you can only create distinct circles, lines, and
squares, the Painting tools let you create shading, freeform spatters, and much
more textured artwork.

Database: An electronic index-card file, very much like FileMaker (see later in
this chapter). You type in your lists — household expenditures; record collec-
tions; subscriber list to Regis & Kathie Lee! magazine — and the program sorts
them, prints them, finds certain pieces of info instantly, and so on.
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Spreadsheet: A computerized ledger sheet, almost exactly like Excel (also
coming up later). Crunches numbers: calculates your car’s mileage per gallon,
your bank account, how much of the phone bill your teenage daughter owes,
that kind of thing.

Communications: You need this kind of program if you want to use your modem
for dialing up (1) local “electronic bulletin boards,” (2) a pay-by-the-hour
information service like CompuServe, or (3) your local school’s computer
system.

To make ClarisWorks strut its stuff, I'll show you how to create a thank-you
letter. But not just any thank-you letter — this is going to be the world’s most
beautiful and personalized form letter. You're going to merge a list of addresses
into a piece of mail, creating what appear to be individually composed letters;
thus, the technoid term for what you're about to do is mail merge.

Yeah, yeah, | hear ya: form letters aren’t exactly what you bought a computer to
do. Follow along anyway; this exercise will take you through most of ClarisWorks,
and you'll brush up against some features that will be useful to you.

Your first database

Suppose you just got married. You were showered with lovely gifts. And now
it's your task to write charming thank-you notes to each of 100 people. You'll
begin by typing a list of the gift givers. The ideal software for organizing this
kind of information is a database.

Therefore, double-click the Database button.

New Document

C Word Processing O Spreadsheet

(O Drawing @ Database
O Painting (O Communications
Stationery

Don't be alarmed. The screen that now appears may look complicated, but it’s
actually not so bad — it simply wants to know what blanks you’ll be wanting to
fill in for each person in your list (name, address, gift type, and so on).
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Define Fields
Name Type
&
5]
Neme ||
~Type (£reste ) (Botions... )
@ Tent ®1 QTime %4 Delel it
ONumber %2 O Calculation %5 (L vetete ) [ Modity )
Otote %3 Qsummery 6
_— —

You're about to type names for these blanks (which the program calls fields).
As always, if you make a typo, just press the Delete key to backspace over it.
Here we go:

1. Type First Name. Press the Return key. (Pressing Return is the same as
clicking the Create button.)

2. Type Last Name. Press Return.
3. Type Address. Press Return. (See how you're building a list?)
4, Type Gift. Press Return.

5. Type Adjective. Press Return. (In this blank, you'll eventually type a word
that describes the glorious present this person gave you.)

6. Finally, type Part of House. (You'll see why in a moment). Press Return.

Your masterpiece should look something like this

Befine Fields

Name Type
First Name Tert i
Last Name Teut
Address Text
Gift Teut
Adjective Teut

Pavt of House

LGTu:R(Part of House

Type
® Tent #81 OTime %89 ﬁ p [—_]
ONumber %2 O Caiculation %5 Croats HModity
ODate %3 OSummary %6 | (Tpeiete ) ([ Done

119
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7. Click the Done button in the lower-right corner. The dialog box goes away.

When you see what you've created, things should make a little bit more sense.
You've just created the blanks (oh, all right, fields) to be filled in for each
person in your list.

First Name
Last Name
Address
Gift
Adjective
Past of

Data entry time

This is important: To fill in the fields of a database (like this one), just type
normally. To advance from one field to the next — from “First Name” to “Last
Name,” for example — press the Tab key. (You can also move to a new field by
clicking in it, but the Tab key is quicker.) So here goes:

1. Make sure you can see a dotted-line rectangle for each field, like the ones
in the figure above. If not, press the Tab key. The little blinking cursor
should be in the “First Name” blank. (If it’s not, click there.)

2. Type Josephine. Press the Tab key to jump to the “Last Name” field.

3. Type Flombébé. (See “Accent Heaven” on the next page.) Again, press Tab.
Now you're in the Address blank.

4. Type 200 West 15th Street. Now press Return. Note that you don't advance
to the next blank; instead, the program thoughtfully makes this box bigger,
so there’s room for another line of address.

FirstName  Josephine
LastName [Flombdbé

Address [260 West T5th Street
Gift New York, NY 10010
Adjective

Part of

5. Go ahead and type New York, NY 10010. Then press Tab. (And don’t worry
that the second line of the address immediately gets hidden. The informa-
tion you typed is still there.)

6. Type acrylic sofa cover (and press Tab); practical (and press Tab); living
room (and stop).
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Accent heaven

Ah, mais oui, mon ami. C'est vrai,
c’'estla vie, c'estla résumé.

| know whatyou're thinking: What a
smooth, sophisticatedguytobeable
tospeak Frenchlikethat!/Thankyo

Butyou're also thinking: How did he
get those cool accent marks? Very s
easily—andyou, havingbeen smart '
enough to choose a Mac over all its
inferior competitors, can do it too.

The Mac has a ton of these special characters.
Look atyour keyboard— I betyou don't see ©, or
™ or e, or ¢, or any other useful symbols Mac
people use all the time. That's because they're
hidden. The secret that unlocks them is . . . the
Option key.

It works like the Shift key: while pressing Option,
you type a key. Here are some popular ones:

= T ns BB
You can type sample teut up here, olé!

Bl BEEEE BEEE EEEE BEE

Togetthis... Press Option and type this ...
© g o
1 2

¢ c

¢ 4

i 1

£ 3

. 8

® r

t t

Anyway, there are dozens of these things. What's
nice to know is that you have a complete built-in
cheat sheet that shows their locations on the
keyboard. It'sthe Key Caps deskaccessory,which
isinyour menu.

Open it up and take a look. Now try pressing the
Option key.

Key Co

So that’swhere all those little critters live!

Anyway, there'sone more wrinkle to allthis. Afew
symbols, called diacritical marks (that's not a
computer term, it's a proofreading one, | think)
can be placed over any letter. They include the
markings over this i, this &, this &, and so forth.
Since the Mac doesn’tknow ahead of time which
vowel you're going to type, creating these is a
two-step process:

1. While pressing Option, tVDe the key as
shown here: Prie

Togetthis... Press Option ahd type this.....

e

u

n
i

=2l o |3 | o

When you do this, nothing will happen. In
other words, no marking appears on the
screen — until you do step two.

2. Type the letter you want to appear under
the diacritical marking. e

Only now does the entire thing — letter and
marking — appear on the screen. So if you think
about it, typing the six-letter word résumé re-
quires eight keystrokes. C'est formidable, ga!
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You've just filled in the information for your first gift sender. So that this won't
take all day, let’s pretend that it was a very small wedding, and you only
received gifts from three people.

But let’s see, we need a new set of fields, don’t we? Come to think of it, wouldn’t
life be sweeter if there were a computer term for “set of fields"? By gumbo,
there is! A set of fields is called a record.

I wouldn't bother with that term if it didn’t crop up in the next set of instructions.
1. From the Edit menu, choose New Record.

2. A new record appears, and you're ready to type the second person’s
information. Type anything you want, or copy the example below, but
remember to press Tab at the end of each piece of information. (Oh, and if
you want a second line for the address, remember to press Return. Make
up a town and state; you're a creative soul.)

FirstName  Cinnle
Last Name
Address FZPocono [a.

Gint B conditioner wi remote
Adjective  [Righ-toch

Part of pedroom

3. Once again, choose New Record from the Edit menu. Type a third set of
information, perhaps along these lines:

fistName  Su2le
LestName  [Khlou

Address [T Doommouse Ave.
Gift Harley

Adjective gxpensive

Pest of jarage

4. Fabulous! You're really cooking now. As a final wise step, choose Save
_from the File menu. Type Gift List as the name of your database.

€3 ClerislWorks ¥

@ Clarisiiiarks }] —cCabinet

O Read Me

0 Sample Documents

0O Tuterial Desktop
&

Savo f:

Clarisilorks v

[6irt List |
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5. Click Save to preserve your database on the hard disk.

You've just created your first database. Having gone through the tedium of
typing in each little scrap of information the way the Mac wants it, you can now
perform some stunts with it that'd make your grandparents’ jaws drop. You can
ask it to show you only the names of your friends whose last names begin with
Z. Or only those who live in Texas. Or only those whose gifts you've categorized
as fabulous.

For instructions on finding, showing these lists, and sorting your database, read
the section on FileMaker later in this chapter.

Forming the form letter

Next, you're going to write the thank-you note. At each place where you want to
use somebody’s name (or other gift-related information), you'll ask ClarisWorks
to slap in the appropriate info.

1. Choose New from the File menu. (Once again, you're asked to choose the
kind of document you want.)

2. Double-click Word Processing.

Now you get a sparkling new sheet of electronic typing paper.

This area EEe——_—————= =
represents

the margins of
the page. You

can't type
here. =t

Do your typing
here. Press
the Delete
key to fix a
typo.

100_[ [T Page 1

123
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Incidentally, if you have a small-screen Mac like a Classic or a PowerBook, you
probably don’t want all that margin area eating up your screen. You can hide it
easily enough: choose Document from the Edit menu. A dialog box appears;
click the Show Margins checkbox to deselect it. And then click OK. Now your
whole screen is filled with typeable area.

Now then — on with the form letter. You'll start the letter with the address, of
course. Yet the address will be different on each letter! This is where mail-
merging is handy:

3. From the File menu, choose Mail Merge. When the little window appears,
you'll see your database name, “Gift List,” prominently displayed.

|2 clarislorks 2.0 ¥ |
— Cabinet

4. Click OK (to tell ClarisWorks that Gift List is the database you want to
work with).

Now a strange-looking window appears:

Field Name Merge Database:
First Name Gift List

Last Name

Address

Gift

Adjective

( Insert Field | | [ Print Merge... ]

In the scrolling list you see the field names from your database. Here’s how
it works:

5. Point to First Name and double-click.

See what happened? The program popped a placeholder for the First
Name right into your letter. When you print, instead of <<First Name, >> it
will say Josephine.

6. Type a space. In the Mail Merge window, point to Last Name and double-
click. Press Return; then point to the Mail Merge window again and double-
click Address.
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Field Name Merge Database:

kFirst Name» «Last Name» First Name Gift List
«Address:r{ Last Name

Address

[ select Data... )
(" Insert Field ] (" Print Merge... )

Adjective

Before you continue typing, you may want to drag the little Mail Merge
window off to the side of your screen as best you can. (To move the
window, drag its title bar.) You're going to want to see both it and your
typing simultaneously.

7. Press Return a couple of times. Type Dear, followed by a space.

10.
11.

. Point to the words First Narne in the Mail Merge window, as you did a

moment ago. Double-click. Type a comma. Your letter should look some-
thing like this:

«First Name» «Last Name»
Address»

Dear «First Name»,

. This is where it gets good. Press Return a couple of returns. Type [ nearly

cried when [ unwrapped the incredible, followed by a space.
Double-click the word Gift in the Mail Merge window.

Continue typing: you gave me for my wedding. It is far and away the most
(and now double-click Adjective in the Mail Merge window) gift I will ever
receive.

«First Name» «Last Name»
Address»

Dear «First Name», i

| nearly cried when | unwrapped the incredible «Gift» you gave me for my wedding. t
is far and away the most «Adjective» gift | will ever receive.

Are you getting the hang of this? At each place where you want
ClarisWorks to substitute a piece of information from your Gift List
database, you insert a little <<placeholder>>.

To see the last field name, Part of House, you have to use the Mail Merge
window's scroll bar. Then finish the letter as follows:
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12. Type It will look sensational in the (double-click Part of House in the Mail
Merge window) of our new home.

13. Press the Return key twice and finish up like this: I had to write this per-
sonal note to you and you alone, so you'd know how much [ treasure your gift
above all the others. Love, Marge.

<First Name» «Last Name»
«Address»
Dear «First Name»,

| nearly cried yhen | unwrapped the incredible «Gift» you gave me for my wedding. It
Is far and away the most «Adjective» gift | will ever receive.

It will look sensational in the «Part of House» of our new home.

| had to write this personal note to you and you alone, so you'd know howmuch |
lreasure your gitt above all the others.

Love, Marge.

Naturally, Emily Post would go instantly bald in horror if she thought you were
about to send out a letter that says Dear First Name. But through the miracle of
computers, when these letters are printed, it'll be impossible to tell that each
one wasn’t typed separately.

Anyway, go ahead and choose Save from the File menu. Type Thank-you letter,
and click Save.

The graphics zone: Designing a letterhead

You'll read a lot more about graphics programs in the next couple of sections.
But just to show you how you can tie everything together, let’s whip up a quick
letterhead in the Graphics module.

Choose New from the File menu. Our friend, the New Document dialog box,
appears. This time you should double-click the Drawing button.

New Document

O Word Processing
@ Drawing
QO Painting

Stationery [None
(
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Claris Works shows you its drawing window. The grid of dotted lines is there to
give things a nice architectural look; it won't appear in the finished printout.

=— Untitled 6 (DR)

- Click the Text Tool.

See the tool icons on the left side of your screen? They’re pretty much covered
in the section on MacDraw, later in this chapter. Now then:

1. Click the text tool (it looks like a letter A). Drag across the screen, as
shown in the figure above.

2. Use the Font menu; choose Times. Use the Size menu; choose 24 Point.

3. Type three spaces; then a long dash. (To make a long dash, hold down the
Shift and Option keys, and type a hyphen.) Type A Very Personal Note.
Type another long dash and then three more spaces.

| — Vefy Personal Note— ; ]

4. Press the Enter key so that handles appear around your text. Using the
Alignment submenu of the Format menu, choose Center.

5. Finally, you'll add that elegant white-lettering-against-black look that
shows up on so many corporate annual reports. At the left side of your
screen, there's a set of odd-looking icons. Find the one immediately below
the tiny pouring paint can icon, as shown by the following arrow:
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e

This icon is actually a pop-out palette. Click the icon, but keep the mouse
button pressed so that the palette appears. Drag carefully to the right until
the pointer is on the solid black square, as shown at right (above). (If you
have a black-and-white Mac, choose the word “Black.”) Release the mouse.

You've just used the Fill palette to color in the entire text block with black.
Which is just great, except that now the text is a solid black rectangle! To
fix the problem, you need to make the text white.

6. From the Text Color submenu of the Format menu, choose White. Ta-da!

—A Very Personal Note—

The return of Copy and Paste

All that remains is for you to slap this letterhead into your mail-merge letter.
1. From the Edit menu, choose Copy.

2. Now you have to return to your word processing document. Here’s a quick
way to pull it to the front: From the Window menu, choose Thank-You
Letter (WP). (WP stands for Word Processing document, DB stands for
Database, DR stands for Drawing, and PT stands for Painting. GR, if you
have ClarisWorks 1.0, stands for graphics, which is the same as Drawing.)

Your letter springs to the fore.

3. From the Format menu, choose Insert Header. (A header is an area at the
top of every page, above whatever text you've typed. In this case, it looks
like an empty text area.)

4. From the Edit menu, choose Paste.

Etvoila . . . your graphic pops neatly into the header.
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For control freaks only: The View buttons

Before you leave the drawing window, cast your eyes upon the lower-left corner of the screen. There
you'll find this odd-looking array of controls:

Pop-up menu Hide ;;atene

Zoom in; Zoom out Splitthe screen

Asyou can tell, ClarisWorks makes it extremely easy to blow up your work. (Obviously | mean magnify
it; destroyingitis up to you.) A quick click on either of those little mountain buttons makes the artwork
smaller or larger. Or jump directly to a more convenient degree of magnification by using the
percentage pop-up menu{whereitsays 100inthe figure above). You're not changing the actual printed
size — only how it's displayed on the screen.

Ifyou‘re on a small-screen Mac, you can hide thatinch-wide strip of tools atthe left side of the window
by clicking the palette-hiding button, as shown above. Finally, you can see two widely separated parts
of the drawing simultaneously by dragging the fat little black strip, indicated by the words “Split the
screen” inthe figure above, tothe right. Nowyou‘ve gottwo distinct panes ofyuurmastermece whlch
you can scroll independently. . i

You've actually done it: combined a database, a word processor, and a drawing
program in a single project! For a real kick, choose Print from the File menu and
watch how the program automatically replaces actual names for the <<place-
holders>> on the screen.

Suzie Khiou

—A Very Personal Note— »
1 Doormouse La.

San Francisco, CA 94108

Dear Suzie,

1 nearly cried when | wmwrapped the incredible Harley you gave me for my wedding. It
is far and away the most expensive gift I will ever receive.

It will look sensational in the garage of our new home.

I had to write this personal note to you and you alene, so you'd know how much I
treasure your gift above all the others.

Love, Marge.
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The document size has been reduced 1o fit the
suailable memory.

A little paint
There are two excellent features of ClarisWorks I feel it’s my duty to mention.

First, there’s the Painting window (which isn't in ClarisWorks version 1.0). By
this time, I trust you know how to get there: choose New from the File menu
and then double<click the Painting button.

Suddenly you're in a pixel-blitzing wonderland, where you can create all kinds
of “painted” artwork. As you’ll discover when you read ahead to the MacPaint
section, this kind of artwork has pros and cons. The pro is that you can change
the color of every single dot on the screen (instead of just drawing circles, lines,
and rectangles, which is all you can do in the Drawing window). The con is that
you can’t move or resize something in a painting after you've laid down the
“paint” (which you can do in the Drawing window).

A little outline

This is a really great feature of ClarisWorks 2.0 and later.

Open a new word processor document. From the Outline menu, choose Outline
View.

Now start typing an outline. When you want to create a new indented level,
choose New Topic Right from the Outline menu, or press the keyboard shortcut
instead. Alternatively, begin by just pressing Return at the end of every line so
that your outline looks like the following illustration:
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o Major Achievements
¢ Fifth-grade basketball tourmament
¢ Getting hired by the MTA
¢ Purchase of Nintendo stock in 1970
¢ Major Gaffes
¢ Senior Prom—enough said
¢ Being the last one chosen in kickball
¢ Discuss the Psycholopcal and emotional scars
¢ Burning the weddmg
¢ It really wasn't my fault
¢ Anyway Mom said “Leave it in another 10 minutes”

.. and then click each individual heading ai-nd choose Move Right or Move Left
from the Outline menu to whip the outline into shape:

¢ Major Achievements
¢ Fifth-grade basketball tournament
o Getting hired by the MTA
¢ Purchase of Nintendo stock in 1970
¢ Major Gaffes
© Senior Prom—enough said
# Being the last one chosen in kickball
| o Discussthe psycholomcaland emotione] scars
i ¢ Burning the wedding cake
o ltreslly wasntmyfault
o AnywayMom seid "L eave it in encther 10 minutes”

Anyway, the beauty of all this is that you can rearrange the little topics so easily!
Just click one of those little diamonds (or to the left of one) and drag it up or
down to any other location in the outline!

Don’t pooh-pooh this feature just because you don’t write doctoral theses very
much. By highlighting some of your outline and using the Outline Format
command (in the Outline menu), you can transform your outline into a shop-
ping list, a daily calendar, your financial priorities for the month, or even a to-do
list with checkboxes you can tick off as you progress:

+ By next week
#Replace missing front door
=Bathe at least once
oConsider career overhaul
+By the time I’'m married
olncrease income above poverty level
#Hone interpersonal skills
oMeet suitable potential spouse

Spend at least 15 minutes playing with this highly useful organizational tool.
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That’s not all there is

The only parts of ClarisWorks we’ve left unexplored are the spreadsheet (which
I couldn't figure out how to tie in to a thank-you letter) and the Communications
module. Spreadsheets are covered under Excel later in this chapter. And if you
have a modem and want to learn about the Communications program, then the
little extra ClarisWorks manual does a nice job of explaining how to make your
phone line a highway to the world of information. Or, if it's worth spending
some bucks on, buy More Macs For Dummies (coming in the spring of ‘94 to a
bookstore near you), where the whole distinctly not-for-beginners world of
modem-dialing is covered with astonishing clarity, brilliance, and modesty.

MacDraw, Canvas, SuperPaint

All of these programs, and a healthy helping of others, work essentially alike.
They're called drawing programs. As much as that sounds like they'd be the
same things as painting programs, they're not.

Painting programs create art called bitmapped graphics. When you lay down
some “paint,” it's stored as a bunch of dots. You can erase them, but you can't
change the original shape you painted — a circle, say, or a letter of the alphabet
— because the Mac no longer thinks of them as a circle or a letter. It just thinks
of them as a bunch of painted little dots. The advantage: You have control over
each individual dot, and you have dot-manipulation tools like the Spray Can. In
the figure below, note (1) the speckled effect, and (2) the fact that you can drag
a chunk of circle out of the original collection of dots:

Drawing programs, on the other hand, create object-oriented graphics. When
you draw a circle, the Mac doesn't store it as a map of black dots. It remembers
that you drew a circle of a fixed shading and size. That means that you could
never speckle it, and you could certainly never erase (or remove) a chunk of it.

But the advantage of drawing programs is that, later, you can return to that
circle and move it by dragging it. Or you can overlap another object on top of it
— and later change your mind. Or you can change a circle’'s shading long after
you drew it. Or, as shown in the next figure, you can tug a circle's handles to
stretch it.
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Drawing programs tend to print out with much sharper quality than painting
programs.

Concepts

The palette in all of these drawing prograins contains the same basic tools.
Here's the Reader’s Digest condensed version:

Text Tool: Lets you add type to your Arrow Tool: Selects objects, grabs their
artwork. You can edit this text later. handles for stretching.

Hand {(or Grabber): Slides the
drawing around on your screen,
giving access to offscreen areas.

i1

Magnifying glass: Enlarges the display, or
“zooms in,” for detail work.

Rounded Rectangle Tool: Creates

rectangles with rounded corners. {ﬂ.?
g o
L \

Rectangle Tool: Creates rectangles—or,
with Shift pressed, creates squares.

Line Tool: Draws straight

lines—or, with Shift pressed,
draws perfectly horizontal or
vertical (or 45-degree) lines. /,CZ

Ellipse Tool: Creates ovals—or, with Shift
pressed, creates circles.

JQQP’

Polygon Tool: Creates multisided shapes; click
at each corner, and double-click to finish the
shape.

» —f

rc Tool—Draws a quarter-circle.
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Each program has a few goodies of its own, too, but these basics are always
included.

To draw something, click the tool (and release the button), move to a blank
part of the screen where you want to place the object, hold down the mouse
button, and drag. When you let go, you'll see the new line or shape enclosed by
small black handles. Using the arrow tool, you can drag these handles to stretch
or resize the object you just drew. Or click in the middle of it to drag the object
to a new location.

Or just click an object to make its handles show. After they appear — letting
you know that the object is selected — you can use the menus to change the
object’s appearance. For example, suppose you draw a thin line (below left).
While it’s selected, you can choose a new line thickness (below middle) from
the line thickness palette (every program has one). The result: The same line
has a different thickness (below right).

Hairline

v

Using the palette of colors (or of patterns), you can change the color (or
pattern) that fills the inside of a shape the same way: select, and then apply.

When you press the Shift key while you draw something, the Mac constrains
the movement of your mouse to flat or symmetrical movements. For instance,
press Shift when you draw a line, and the line will be perfectly horizontal,
vertical, or 45-degree diagonal. Press Shift while you draw a rectangle, and it
will be a perfect square. And so on.

Selecting and grouping multiple objects

In the Finder, after you click one icon, you can select additional icons by Shift-
clicking them (that is, clicking them while pressing the Shift key). In a word
processor, if you have selected a word, you can extend the selection by Shift-
clicking some place later in the paragraph.

Yes, indeed, Mr. Watson, there is a pattern here. This Shift-click-to-extend-a-
selection deal is a common Mac technique. Same thing in drawing programs:
click to select one object, Shift-click to select others.
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After you've got a bunch of objects selected, you can group them — combine
them into a single new object — using (what else?) the Group command. You
can even group groups. You may want to group objects in this way just to make
sure their alignment to each other doesn’t get disturbed.

Handiest yet, you can ungroup a group, or even ungroup a grouped group of
groups. (I'll give you a moment to work on that.) Drawing programs ungroup
objects in the same order in which they were grouped. So imagine that you
group objects A and B together, and then group object C to the first group. The
first time you use the Ungroup command, you'll wind up with the A/B group
and the C object loose; apply Ungroup a second time to split up A and B.

Text FX

One of the nicest things about drawing programs is that text is text, and text it
remains. Text in a bitmapped program (like MacPaint), on the other hand, turns
into a text-shaped collection of painted dots instantly. You can't edit the text or
change the font or correct a typo, once you're done typing. And the printout
looks exactly as jagged as it does on the screen:

A Green Onion

In a drawing program, though, each piece of text remains editable inside its
little boundary rectangle. You can change the font or the size of the text or the
dimensions of this rectangle at any time. And because the Mac still thinks of it
as text (and not dots), it prints out at full text sharpness on a laser printer or
StyleWriter:

A Green Onion

After you create a text block, you can paste it into a word processor and drag
those little corner boxes. The word processor thinks it’s just a plain old 