

























































































































































































































































































































































































Networking: Connect, Register, Privileges, Passwords, Linking

6 Click the Close hox.

= Sharing Setup ==

Network Identity

Owner Name :

[Fdary do
Owner Password: E

Macintosh Name: [Mary Jo's Computer |

E File Sharing
: Status.

§
jfﬂ( sharing will turn off in 3 minutes, Click Cancel
| to leave it on. |

@ Program Linking

Status

Program linking is off. Click Start to allow other
users to link to your shared programs.

To see who’s sharing your disks or to
disconnect a user

1 Open the Apple menu.

File Edit Uiew Label SDEL‘iﬂlI
About This Macintosh.,. |

Apple Menu Options
€3 AppleCD Audio Player RTM™ GH
[ Automated Tasks »| Ruto Power On/0ff

B caiculator E:r.::“

<

'F : g Colorsync™ system Profile
Date & Time

4 Find File Desktop Patterns

[A Jigsaw Puzzle DOS Mounter Plus™

Key Caps Extensions Manager

(] Mail and Catalogs P

£ Note Pad General Controls A

(5 Recent Applications | Keyboard

(&) Recent Documents  p LEbely
] Launcher
Recent Servers Macintosh Easy Open
{# Scrapbook Map
@ stickies Memory
_! = Shut Down Monitors
Mouse
Network
Numbers

PC Exchange
PowerTalk Setup
Sharing Setup
Sound

v

2 Choose Control Panels, File Sharing Monitor.

3 Click a user’s name.

File Sharing Monitg

Mel's Computer

£ shared Items @ Oynnected Users

Mel's Shared Folder ]
Shared Folder

=

File Sharing Activity: Diienngat

| 4 Click Disconnect. |



1 Openthe Apple menu.

Networking: Connect, Register, Privileges, Passwords, Linking

5 Enter the number of minutes until disconnect.

How many minytes until selected
users are discofinected?

Cancel

0K

To turn on guest access

[l File_Edit Uiew Label special]

About This Macintosh...

&3 AppleCD Audio Player
[ Rutomated Tasks

B calculator

3 Chooser

& Find File
[ sigsaw Puzzle

Key Caps

(] Mall and Catalogs
£ Note Pad

(&) Recent Applications
(&) Recent Documents
Recent Servers

(@ Scrapbook

G stickies

|_E = shut Down

-~

ColorSync™ System Profile
Date & Time

Desktop Patterns
DOS Mounter Plus™
Extensions Manager
File Sharing Monitor
General Controls
Keyboard

Labels

Launcher

Macintosh Easy Open
Map

Memory

Monitors

Mouse

Network

Numbers

PC Exchange

4

»

4
»

PowerTalk Setup
Shoering Setup
Sound

Startup Disk
Teut

Users & Groups

Views
WindowShade

2 Choose Control Panels, Users & Groups.

Users & Groups

366 M8 in disk 4

available |




Networking: Connect, Register, Privileges, Passwords, Linking

4 Click to select the box.

(<, Allow quests to connect

@ Program Linking

[ Allow guests te link to programs
on this Macintosh

To turn Program Linking on

1 Open the Apple menu.

File Edit Uiew Label Speclal|
About This Macintosh... |

&
AppleCD Audio Player ColorSync™ System Profile
[ Automated Tasks p| Date & Time

E Calculator Desktop Patterns
D0S Mounter Plus™

72 Chooser Extensions Manager
File Sharing Monitor
Find File General Controls
Jigsaw Puzzle Keyboard
Key Caps Labels
() Mail and Catalogs  »| Launcher
£ Note Pad Macintosh Easy Open
(5) Recent Applications »| ™Mop
(5] Recent Documents  } Memory
Monitors
Recent Servers Mnuse
Scrapbook Network
@ stickies Numbers
L& « shut Down PC Exchange
PowerTalk Setup
a e p
Sound
Startup Disk
Text
Users & Groups
Views
WindowShade

Choose Control Panels, Sharing Setup.

3 Click Start under Program Linking.

Setup =

Netuwsork Identity

Owner flame:

Owner fassword: [EI

Macintogh Name: [Mel's Computer ]

| Fite sharing
e

.Status.
r
Stgp ] | File sharing is on. Chick Stop to prevent other
| users from accessing shared folders.

@ Progiam Linking ;
i __Status ‘

Start ] | Prosram linking is off. Click Start to allow other | | s

{ users to link to your shared programs. .J R g

Click the Close hu.




Networking: Connect, Register, Privileges, Passwords, Linking

To turn Program Linking off

1 Open the Apple menu.

File Edit Uiew Label Special]
About This Macintosh... |

s
&3 AppleCD Audio Player Colorsync™ System Profile
[ Automated Tasks » gnt:tﬂ' TI'I;neu
r esktop Patterns
E ek DOS Mounter Plus™

<
= c“"” . gy Entensions Manager
P_S Control Panels File Sharing Monitor
& Find File General Controls

Jigsaw Puzzle Keyboard
Key Caps Labels
([ Mail and Catalogs | Launcher
E] Note Pad Macintosh Easy Open
(3 Recent Applications p| ™Map
(1 Recent Documents b m::{?;?s
(&) Recent Servers Mbtica
[ Scrapbook Network
@ stickies Numbers
|_§ = shut Down PC Exchange

PowerTalk Setup
Sharing Setup
Sound
Startup Disk
Tent

Users & Groups
Uiews
WindowShade

2 Choose Control Panels, Sharing Setup.

3 Click Stop under Program Linking.

= Sharing Setup FEi T

Network Identity

Owner Namp :

Owner Password: E

Macintosh Hame: [Mel's Computer ]

[ ! File Shafing
s Status.

Stop 'l ifihﬂmbm,tlﬁkslnphr-wntow
{users from ing shared folders.

@ rogram Linking

_.Status.
Prnq'am Yinking is on. Click Stop to prevent other
u:trs Trom linking to your shared programs.

Click the Close box




Printing: Fonts, QuickDraw GX, Portable Digital Documents

Fonts

QuickDraw GX supports TrueType and includes a new version of
Adobe Type Manager (ATM GX) which means System 7.5 users can
continue to use the fonts they have used with previous versions of
the System. As with the previous version of ATM, you can turn
ATM GX on or off, as well as adjust (reduce) the size of the font
cache to make room for running applicatons.

To install a font

1 Quit all application programs.
2 Locate the System Folder.

BaoBodonPos Bodoni Family

4 Drag the foni(s) to the System Folder icon.

Fonts need to be stored in the Fonts fplder
in order to be available to the Macintdsh.
Put these fonts into the Fonts fnmari"

() (o)




Printing: Fonts, QuickDraw GX, Portable Digital Documents

To remove a font

1 Quit all application programs.

E== System Folder =2@:

12items S2ZMBindisk 1741 MB |

3 Douhle-click the Fonts folder.

4 Drag the fonis you want to remove from the folder.

15 fems 102 ME in disk

To turn ATM GX on or off and set the font
cache

1 Open the Apple menu.

2 Choose Control Panels, ATM GX.

-File Edit Uiew Label Special

About This Macintosh... |

| Apple Menu Dptions
ApplecD Audio Player
[ Automated Tasks »| Auto Power On/OTT

B calculator E::’n‘l‘_‘fe
% ColorSync™ System Profile
B Contral.tarne's d Date & Time
42 Find File Desktop Patterns
[ vigsow Puzzle DOS Mounter Plus™
E Key Caps Extensions Manager
(1 Mail and Catalogs »| File Sharing Monitor
[ Note Pad General Controls
(=) Recent Applications p| Keyboard
Sneen aments 5| 190
Rocent Seruers Macintosh Easy Open
[& Scrapbook Map
& stickies Memory
|_& = shut Down Monitors
Mouse
Network
Numbers

PC Exchange
PowerTalk Setup
Sharing Setup
Sound
-




Printing: Fonts, QuickDraw GX, Portable Digital Documents

3 Click On or Off to enable/disable.

Changes won't take effect until restart.

Font Cache Preserve

@ Line spacing
? O Character shapes

@ 1983-1994 Adobe Systems Incorporated,
Al Rights Reserved, Patents Pending.

4 (Click the arrows to add 50K for every font installed.

To find out which fonts are installed

1 Open the Apple menu and choose Key Caps.

File Edit Uiew Label Special]
About This Macintosh...

& AppleCD Audio Player
(2 Rutomated Tasks »
E celculator

3 Chooser

(3 Control Panels 3
4% Find File

E Jigsew Puzzle

(1 Mall and Catalogs »
Note Pad

(5 Recent Applications b
(i) Recent Documents b
Recent Servers
{® Scrapbook
@ stickles

| » shut Down

2 Dpen the Key Caps menu.

Key Caps
Apple thunl:erg
Chicago
Courier
The menu lists the fonts :e:\aug
installed on your System. | oetier Tent
Hoefler Teut Ornaments
Monaco
New York
| Palatino
v Skia
Symbol
Tekton Plus Regular
Times




Printing: Fonts, QuickDraw GX, Portable Digital Documents

Printing
Create one or more Desktop printer icons to represent the printers
you use. To print one or more documents, drag and drop the docu-

ments on a printer icon.

To print a document

1 Drag a document to a Desktop printer icon.

Larer'Writer || NT

2 Click Print in the application’s Print dialog hox.

Printer “LaserlWriter |1 NT” 1

Q I
Copies: Pages: ® All O From: To:
Cover Page: (® No O First Page O Last Page
Paper Source: @ Paper Cassetle O Manual Feed

Destination: @ Printer O Disk File
Print Pages: @Al O 0dd Pages Only O Even Pages Only
Section Range: From: | To: 1 [ Print Selection Only

[]Print Hidden Texat [JPrint Next File [ Print Back To Front

To switch printers or create a new Desktop
printer icon

1 Open the Apple menu and choose Chooser.

[ElFiie Edit_view Label special
About This Macintosh,..

€3 AppleCD Rudio Player
(3 Automated Tasks »
Calculator

[:2 Control Panels »
& Find File

[ Jigsaw Puzzie

[2] Key Caps

() Mail and Catalogs »
E] Note Pad

(=] Recent Aipplications b
Recent Documents p
Recent Servers
Scrapbook

& stickies

LB « Shut Down




2 Click the type of printer you want to use.

AppleShare ImageWriter GX

T

ImagelWriter LQGX  LaserWriter 300 GX

Laser'Writer GX  LaserWriter ISC GX

H—

FDD Maker GX Btyiebrriter o1

Modem Port

-a;-.k
Friner Pt

3 Open the Chooser’s pop-up menu and select connection.

&)

—— “T Appletalk
Connect via: ! Serial

(Come)<—

AppleTa

k

® Active
O Inactive

4 Click to select an icon representing a port.

Instead of a port, you can click a printer name if you
are connected to an AppleTalk network.

5 Click Create to make a Desktop printer icon.

6 Click the Close box.

Printing: Fonts, QuickDraw GX, Portable Digital Documents

~ Serial

7 Arrange your Desktop printer icons in a convenient location.

With QuickDraw GX installed, background printing is automatically available.

To check on the print status of one or more

documents

Alternatively,
_you can print
fro '




Printing: Fonts, QuickDraw GX, Portable Digital Documents

Printer “Laserllriter |11 NT” 10 |m‘

Copies: Pages: ® All O From: L______l To: |:| (Caficel )
Cover Page: @® No O First Page O Last Page
Paper Source: @ Paper Cassette O Manual Feed

Destination: @ Printer QO Disk Fite
Print Pages: @Al (O 0dd Pages Only O Even Pages Only
Section Range: From: 1 To: 1 [ Print Selection Dnly

O Print Hidden Text  [J Print Neut File  [J Print Back To Front

2 Click Print in the application’s Print dialog box.

3 Double-click the Desktop printer icon.

ol

4 Scroll the status area to view the documents in the queue.

[ woa ] (“Remove ]

Docurnents in Queus: 7

Dacurnent Narme Pages Copies Print Time
—
Leat.7/3/54(print) 1 1 Nermal
@ Opening connection to printer.
S
& (YT ! 1 Normal
8 34 1 1 Normal
a8 1 1 Normal
|

[}




Printing: Fonts, QuickDraw GX, Portable Digital Documents

To halt printing

1 Select one or more documents.

==—— LaserWriter |1 NT

Click Hold.

2

[ Hoidy ] ([ Remove )

Documents in Queue: 4
Document Name Pages Coples Print Time
Leafblue(print) 1 1 Normal

a Opening connection Lo printer.

& Lesfgreentprint) 1 1 Normal

&) Lestredloringt 1 1 Horma)

—-P. Lt wallbaperiprint | 1 1 Nermal

To resume printing

1 Click Resume.

= Laserlriter 11 NT

(Resume..p] [ Remove |

1 1 Hold

Documents in Queue: 4
Document Name Pages Coples Print Time
Leaf bhuelprint) 1 I_Nnrma_1
B user Mel documnent Leaf blue(print); status : preparing data
& Leafgreentprint) 1 1 Normal G
ﬁ Leaf red(print)1 1 1 Normal
&
1

I

2 Enter the page you want to print from.

== Nesume Print Requekt T




To delete one or more documents from the
print queue

1 Select one or more documents 1o delete.

Printing: Fonts, QuickDraw GX, Portable Digital Documents

LaserlWriter |1 NT = [
Resume.. Remouve y
Documents in Queue: 4 “
Document Name Pages Copies Print Time
Leaf dlue(print) 1 1 Normal
@ user Mel document Leaf blue(print); status: preparing data
a Leaf.green(print) 1 1 Normal
&) Leatredprint 1 1 Normal
] » 1 1 HoM 5
&l B2
2 Click Remove.

To batch-print a number of documents
created with the same application

Large numbers of
documents can be left
unattended to print
for several hours if
the documents are
created with the same
application.

8 itemns

103.7 MB in disk

152.4 MB

1 Select the documents you want to print.

2 Drag and drop the documents on a printer icon.




Printing: Fonts, QuickDraw GX, Portable Digital Documents

3 Click OK in the application’s Print dialog box.

Printer “LaserlWriter |1 NT” 10
Copies: Pages: @ All OFrom::l To:

Cover Page: @ No O First Page (O Last Page
Paper Source: @ Paper Cassette (O Manual Feed

Destination: @ Printer O Disk File
Print Pages: @RIl (O 0dd Pages Only O Even Pages Only
Section Range: From: 1 To: 1 O Print Selection Dnly

[ Print Hidden Texut [JPrint Neut File  [J Print Back To Front

Portable Digital Documents

Portable digital documents (PDDs) reduce paper and save the time
required to print. PDDs can be opened, browsed, and printed with-
out the application used to create them.

To create a portable digital document

1 Open the Apple menu and choose Chooser.

F file Edit Uiew Label Special]
About This Macintosh...

& AppleCDd Audio Player
() Rutomated Tasks »
k2| Calculator

". Chooser

(3 Control Panels
& Find File
Jigsaw Puzzle

Key Caps

(1 Mail and Catalogs »
E] Note Pad

(3 Recent Applications p
(i Recent Documents b
(&) Recent Servers
Scrapbook

G stickies

| « shut Down

2 Click PDD Maker GX.

3 Click Create to make a Desktop printer icon.

LaserWrjter GX  LaserWriter 1ISC GX

& ol
Stylewriter GX

¥ ‘ Create B

@ Active
QO Inactive

AppleTalk




Printing: Fonts, QuickDraw GX, Portable Digital Documents

5 Drag a document to the PDD Maker icon.

6 Click Save in the application’s Print dialog hox.

Printer “PDD Maker GH" 10

Coples: @ Pages: @& All O From: DTU:I:]
Cover Page: @No QFirst Page O Lost Page

Print Pages: @ Al  0dd Pages Only O Even Pages Only

Section Range: From: 1 To: 1 O Print Selection Only

O Print Hidden Teut [ Print Nent File

Select a folder or disk where the PDD should be saved.

< Macintosh HD
[ Apple Entras L -
[ Applications
[ Art Files -
[ Artwork _m
Business Card
Save os:
[script.POD e | seve )
A
Incl+: Al Fonts | A

8 Type a name.




Printing: Fonts, QuickDraw GX, Portable Digital Documents

To view a portable digital document

F = Macintosh HD &==0F
16items B7.1MBindisk 169 MB

1 Double-click a PDD to open it.

2 Open the Edit menu.

w File QOIM Font Size Style Sound

Cut =H

Copy *®C

Paste #®Y

Clear

ks severe, was the most frequently reponed side
salect Al sp plinical trials, with an incidence rate not

Ly ht from placebo.

[“Newt Page k-

Ere‘uh;us Page :; brescrived ZANTAC, the % reduction in Z4-hour
0 to Fage... b with a 92% reduction in nocturnal acid

Show Clipboard
Page 5, Chart
ZANTAC 150 mg b.i.d, significantly reduces daytime, nighttime and
24-hour esophageal acid contact time.

3 Choose Next Page or Previous Page.

To print a portable digital document

Edit Font Size Style Sound
S| New N
| Open... ®0

35:35 PM

Close
Save ®S
Save fis...
sometimes severe, was the most frequently reported side
bntrolled clinical wrials, with an incidence rate not

ly different from placebo.

art 2
who are prescribed ZANTAC, the % reductdon in 24-hour
hion is 63% with a 92% reduction in nocturnal acid

Quit ®0
dretion.

ge 5, Chart
ZANTAC 150 mg b.i.d. significantly reduces daytime, nighttime and
24thour esophageal acid contact ime.

| 1 Open the File menu and choose Print



Printing: Fonts, QuickDraw GX, Portable Digital Documents

2 Open the pop-up menu.

3 Choose a printer.

= ===

Print lo:  «HP Laserdel 481 |

PDD Maker GH

Pages: W
O From: | | To:] |

Copies: EI
More Choices

4 Click Print.




Security: Protect Files, Disks, System, Disk First Aid

Protecting Files, Disks, and
Folders

A locked disk, file, or folder means items cannot be changed or
deleted. “Locking” the System or Applications Folder means the
folders can be opened, but items cannot be removed.

To protect a file or disk

1 Click to select the file, disk, or folder icon.

2 Open the File menu and choose Get Info.

[ S IEWeat view| Label special]

New Folder 8N

Open ®0

Print =P

Close Window LEW
¥

Sharing... l

Duplicate =D
Make Rlias ®M
Put Away ny

Find... ®F
Find Again %6

Page Setup...
Print Desktop...

3 (Click to put an X in the Locked check box.

Kind : SuperPaint documant
Size: 14K on disk (9,434 bytes used)

Where : Macintosh HD:

Created: Sun, Jun 26, 1994, 2:45 PM
Modified: Sun, Jun 26, 1994, 249 PM
Version:n/a




Security: Protect Files, Disks, System, Disk First Aid

To protect the System and Applications
Folders

1 Open the Apple menu.

rols.

2 Choose Control Panels, General C

File Edit Uiew Label Special]
About This Macintosh... |

fipple Menu Options
fAppleCD Audio Player ATM™ GH
[ Automated Tasks p| Auto Power On/0TF

E] calculator Eﬁrture
= olor
e ColorSync™ System Praofile

&= Control Panels Date & Time

4 Find File Deskiop Patterns
Jigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager

() Mail and Catalogs p| File Sharing Monitor
£ Note Pad
(=) Recent Rpplications f:g:;ﬂrd

s
(i) Recent Document Faiifichar

5] Recent Servers Macintosh Easy Open
[# Scrapbook Map
@ stickies Memory
|_@ « shut Down Monitors
Mouse
Network
Numbers
PC Exchange
PowerTalk Setup
Sharing Setup
Sound
b

v v

3 Click Protect System Folder,

= General Controls

Desktop r— Insertion Point Blinking ——

[ Show Desktop when in background ﬁ : O ® O
Slow Fast

[ show Launcher at system startup

Shut Down Warning
[ warn me if computer was shut down improperly

‘[ Folder Protection

When opening or saving a document, take me to
[ Protect System Folder @ e
) Folder which contains the application.
(®) Last folder used in the application.
e Protect Applications folder @ ) Documents folder.

4 Click Protect Applications Folder.




Security: Protect Files, Disks, System, Disk First Aid

Testing and Repairing Disks
Apple’s Disk First Aid Utility repairs defects in the directory of a
Macintosh disk. Apple describes the program as a “first step” in the
repair of any defects and recommends specialized disk utility soft-
ware if the disk is severely damaged. After the directory is repaired,
the disk’s Desktop must be rebuilt to notify the Mac of the changes
in the disk’s directory.

To test and repair a disk with Disk First Aid

1 Locate the Disk First Aid program on the Macintosh Disk Tools disk.

=]
e ".';'E"::’—'Em
X ]

2 Click to select the program icon.

3 Drag the program icon to the startup disk icon or any other mounted volume.

] Disk Tools - Ao When the window is
Ul R i selected, the Close
box appears at the left
end of the litle bar.

5 Click to select the disk.

6 Open the File menu and choose Put Away.

[ M £oit_view Label spefial |

New Folder N
Open ®0
Print p
Close Window 1L

Get Info 1
Sharing...
Duplicate =D

Make Rlias 8M

Find... ®F |
Find Again ®6 |

py disk, insert it in the floppy drive.
i E




es, Disks, System, Disk Fir

8 Double-click the Disk First Aid icon.

Macintosh HD &=

Number of volumes selected:

=
—
Macintosh HD Macintosh HD
[ Cache driver V2.1 1 SCSID0 (a)
(Startup Disk)

Review instructions and results:

Disk First Aid:

Disk First Ald {5 a ulility which verifies the directory structure of any
Hierarchial File System (HFS) based storage volume. Many hard disk drives,
i i

Repair gLl ives are examples of HFS-based storage

If imperfections are found within a lolume Disk First Aid can be used as a
“first step” to repair the defects. [f a volume has suffered severe corruption
other utility programs or repair s may need 1o be used.

Running Disk First Aid:

CHek on the volume you would like fo verify or repair. Multiple volumes can
be selected by holding down the Shift key while clicking on the volumes.

10 Click to verify the disk's directory.

To rebuild your Desktop

1 Hold down the ¥ and Option keys.

2 Open the Special menu and choose Restart.

File_Edit_view Lavel [ETTSIRIN

Clean Up DesKtop
Empty Trash.

Eject Disk WE
Erase Disk...

I'm at...
Lock Key Chajn

Restart N

fire you sure you want to rebuild the
desktop file on the disk “Macintosh HD"?
C ts ininfo wind will be lost.




Sound: Volume, Beep, Install, Remove, Record, Audio CDs

Controlling Sound

Macintosh computers come with alert sounds installed in the
System. The Sound control panel allows you to select from six
preinstalled alert sounds and to control the volume of the comput-
er's internal speaker.

1 Open the Apple menu.

2 Choose Control Panels, Sound.

[ElFie Edit_view Label Special]
About This Macintosh |

Apple Menu Oplions
22 AppleCD Audio Player ATM™ GH
(] Automated Tasks »| RAuto Power On/0fT

B caiculator E:::::"
=
ColorSync™ System Profjle
= Date & Time
4 Find File Desktop Patterns
[ Jigsaw Puzzie D0S Mounter Plus™
Key Caps Entensions Manager
(1 Mail and Catalogs  »| File Sharing Monitor
E Note Pad General Controls

(X Recent Applications | Keyboard
(] Recent Documents t:::::sher
g :::::;::kme“ Macintosh Easy Open
Map
@ Stickies Memory
|8 « shut Down Monitors
Mouse
Network
Numbers
PC Enchange
PowerTalk Setup
Sharing Setup '

hd

3 Drag the slider to adjust the volume.

4 Open the pop-up menu and choose Alert Sounds.

+ Alert Sounds T I-

Sound In
Sound Out — &
Uolumes

Quack

Simple Beep

Sosumi

Wild Eep
< —115
filert bolume [ Add... | [ Remope )

5 Click sounds to hear samples and make selections.




Sound: Volume, Beep, Install, Remove, Record, Audio CDs

Installing and Removing
Sounds

Sounds native to the Macintosh operating system are called sound
resources or System 7 sounds. Those that are installed in the System
act as alert sounds.

To install a sound

1 Locate the System Folder.

2 Locate the sound file you want to install.

3 Drag the sound file to the closed System Folder.

@& Macintosh Iln

11 ftems 333 9 MB

file in order to be available to the
Macintosh. Put “Good Morning” into the
System file?

@ Sounds need to be stored in the System

To remove a sound

1 Open the System Folder and double-click the System file.

System Folde

23items 33.9MBin C24items 341MBindisk S.IMB

2 Drag the sound you want to remove out of the System file.




Sound: Volume, Beep, Install, Remove, Record, Audio CDs

Recording Sound

To record sound, a Macintosh needs a microphone. If your Mac
didn’t come with a microphone, you need to buy a product like
MacRecorder from Macromedia.

1 Open the Apple menu.
File Edit Uiew Label Special|

Rbout This Macintosh... |
Rpple Menu Options
AppleCD Audio Player ATM™ GH
[ Automated Tasks »| Auto Power On/0ff
B coelculator Capture
73 Chooser golor
. ColorSync™ System Profile
95 Conlrol Panels Date & Time
2 Find File Desktop Patterns
[ igsow Puzzle DOS Mounter Plus™
Key Caps Entensions Manager
[ Mall and Catalogs  b| File Sharing Monitor
Note Pad General Controls
[ Recent Applications p| Keyboard
(i) Recent Documents  p| L8bels
Launcher
Recent Servers Macintosh Easy Open
[E Scrapbook Map
@ stickles
| @+ shut bown 2 Choose Control Panels, Sound.
Mouse
Network
Numbers
PC Exchange
PowerTalk Setup
Sharing Setup

Sound

LL Droplet

Indigo

Quack

Simple Beep

Sosumi

witd £ep |
4

3 Click the Add button.

4 Cick Record to begin recording.

5 Click Stop when finished.

=][0]D] <

Record Stop  Pause Pl

:00 Saup
) Tecends o LIJ )




Sound: Volume, Beep, Install, Remove, Record, Audio CDs

Using the Apple Audio CD
Player

Apple’s CD-ROM drive can play audio CDs in the background while
you work on your Macintosh. The AppleCD Audio Player is a desk
accessory, so it can be opened at any time—even when you have
other software running.

1 Insert an audio CD in the CD-ROM drive.

2 Open the Apple menu.

3 Choose AppleCD Audio Player.

File Edit Uieud Label
fAbout This Macintgsh...

Special |

&2 AppleCD Audio Player |
[ Automated Tasks »
B caicutatar

& Chooser

(Z3 Control Panels »
& Find File

[H vigsaw Puzzie

Key Caps

() Mail and Catalogs  »
K] Note Pad

(&) Recent Applications
Recent Documents p
(&) Recent Servers

[ Scrapbook

P Stickies

! * Shut Down

4 Click Play.

5 Click Pause/Eject.

6 Click Stop.



A

access code prompt, 69
access privileges (networks)
checking, 109
denying, 106
setting, 107-108
alert sounds, 137
aliases, 82-83
appending
Apple menu, 22
Launcher items, 89
Scrapbook, 36-37
Apple Guide menu, 2
Apple menu, 2
appending, 22
removing items, 22
submenus, 23
AppleCD Audio Player, 140
AppleTalk Catalog,
opening, 71
Application menu, 2
applications
memory size, 87
opening, 83, 85, 88
preventing switchout,
86
switching, 88
Applications folder,
protecting, 134
ATM GX, 121-122
attachments (e-mail), 72-74

B

Balloon Help, 95

batch printing, 128

bringing windows to
front, 8

C
caches, see disk caches
Calculator, 46
capturing windows, 13-14
CD player, see AppleCD
Audio Player
CD-ROM discs, 64
cleaning up windows, 11-12
Clipboard, checking
contents of, 39
closing windows, 7
collecting e-mail, 78
color
Desktop, 17
labels, 18
monitor adjustments,
21
text highlights, 16
windows, 16
commands
Apple menu (Find File),
84
Edit menu
Copy, 19
Create Publisher, 40
Paste, 20
Subscribe To, 41
File menu
New User, 104
Put Away, 64
Sharing, 103
control panels
installing, 31
removing, 32
Copy command (Edit
menu), 19
copying
data, 34
icons, 5




Create Publisher command

(Edit menu), 40
cutting data, 35

D
date, 25-28
formatting, 25
Daylight Saving Time
option, 27
deleting
jobs from print queue,
128
Note Pad, 52
PowerTalk key chain
record, 68
system extensions, 30
denying user access (net-
works), 106
Desktop, 2
color, 17
network volumes,
98-101
rebuilding, 136
disconnecting users, 117
discs, see CD-ROM discs
disk caches, 57
Disk First Aid, 134-136
disks, see individual disk
types
DOS files, 43-45
drag-selecting icons, 3

e-mail
attachments, 72-74
collecting, 78
enclosures, 79-80
mailbox
names, 81
preferences, 77
peer-to-peer, 65
quitting, 76
saving, 75
sending, 75-76
service changes, 70
~ turning on/off, 69
~Easy Open, 43-45

Edit menu commands

Copy, 19

Create Publisher, 40

Paste, 20

Subscribe To, 41
ejecting

CD-ROM discs, 64

floppy disks, 63
emptying Trash Can, 92
enclosures (e-mail), 79-80
erasing floppy disks, 63
expanding windows, 14
extensions, 28-29

deleting, 30

saving, 30-31

turning on/off, 30

F
File menu commands
New User, 104
Put Away, 64
Sharing, 103
File Sharing Monitor, 117
files
aliases, 82-83
color, 18
DOS/Windows exten-
sions, 44
Easy Open, 43-45
folders, 90
PC Exchange, 43-45
protecting, 133
sharing setup, 102-103
Trash Can, 92
turning off sharing, 116
Find File command (Apple
menu), 84
finding installed fonts, 123
floppy disks, 62
ejecting, 63
erasing, 63
formatting, 62
folders, 90
color, 18
naming, 90-91
~ protecting, 133




fonts
ATM GX, 121-122
finding, 123
installing, 121
Note Pad, 49-50
removing, 122
formatting disks, 62

G
graphics
copying, 34
cutting, 35
pasting, 34-35
puzzle, 54
grayscale (monitors), 21
guest access (networks),
118-119

H
hard disks
caches, 57
startup disks, 58
virtual memory, 59
Help
Balloon Help, 95
Index, 94
keyboard shortcuts,
96-97
Topics, 93
hiding
Launcher, 90
windows, 9
holding print jobs, 127

|

icons
aliases, 82-83
color, 18
copying, 5
getting info, 6
moving, 5
naming, 4
new, 19-20
opening, 4
PC disk icon, 62
selecting, 3
viewing, 12

Index (Macintosh Guide),
94
[nits, see System extensions
installing
control panels, 31
fonts, 121
sounds, 138

J-K

Jigsaw Puzzle, 53-56

Key Caps, 47-48
keyboard
control settings, 24
shortcuts, 96-97

L

labels (color), 18

Launcher
appending items, 89
hiding, 90
opening applications or

documents, 88

removing items, 89
showing, 90

linking, program, 119-120

locking
disks, 133
files, 133

PowerTalk key chain, 70

)|

Macintosh Guide
Index, 94
Topics, 93

mail, see e-mail

mailbox
names, 81
preferences, 77

memory
applications, 87
RAM disks, 60-61

menu bar, 2

menus, opening, 6

monitors (color

adjustments), 21




mounting network
volumes, 98-100
mouse (control settings),
23-24
moving
icons, 5
windows, 7

N
naming
folders, 90-91
icons, 4
mailboxes, 81
networks
access privileges
checking, 109
denying, 106
guest access,
118-119
restricting to shared
items, 113-114
setting, 107-108
connecting, 98
File Sharing Monitor,
1LY7
passwords, 110-112
sharing setup, 102-103
terminating share
privileges, 114-116
users
disconnecting, 117
registering, 104-105
volumes
mounting, 98-100
unmounting, 101
New User command (File
menu), 104
Note Pad
deleting, 52
fonts, 49-50
printing, 51
quitting, 52

enclosures (e-mail),
79-80

icons, 4

menus, 6

PowerTalk key chain,
65-67

P
passwords, 110-112
Paste command (Edit
menu), 20
pasting data, 34-35
PC disk icon, 62
PC Exchange, 43-45
PDDs (portable digital
documents)
creating, 129-130
printing, 131-132
viewing, 131
peer-to-peer mail, 65
PowerTalk
Access code prompt, 69
key chain
deleting, 68
locking, 70
opening, 65-67
unlocking, 70
turning mail on/off, 69
preventing application
switchout, 86
printing, 124
batch printing, 128
deleting jobs from
queue, 128
holding print jobs, 127
Note Pad, 51
PDDs, 131-132
printer status, 125-126
resuming print jobs,
127
status checks, 125
switching printers,
124-125
window contents, 13-14
program linking, 119-120




published documents, 40,
42

Put Away command
(File menu), 64

puzzle, see Jigsaw Puzzle

Q

Quick Draw GX, 121

quitting
e-mail, 76
Jigsaw Puzzle, 56
Note Pad, 52

R
RAM disks, 60-61
reading Sticky notes, 33
rebuilding the Desktop, 136
recently used
applications/documents,
83
recording sounds, 139
recovering files from Trash
Can, 92
registering network users,
104-105
removing
Apple menu items, 22
control panels, 32
fonts, 122
Launcher items, 89
RAM disks, 61
sounds, 138
repairing disks, 134-136
resizing windows, 8
restricting access to shared
items, 113-114
resuming print jobs, 127

S

saving
e-mail, 75, 79-80
extensions, 30-31
folder locations, 91

~ Scrapb o e

security
Applications folder, 134
protecting files/disks,
133
System Folder, 134
selecting icons, 3
sending e-mail, 75-76
setting user access
(networks), 107-109
Sharing command (File
menu), 103
sharing setup, 102-103
showing
Launcher, 90
windows, 9
shrinking windows, 14
solving Jigsaw Puzzle, 55
sounds
alert sounds, 137
AppleCD Audio Player,
140
installing, 138
recording, 139
removing, 138
startup disks, 58
Sticky notes
creating, 32
reading, 33
submenus (Apple menu), 23
Subscribe To command
(Edit menu), 41
subscriber documents,
41-42
switching
applications, 88
printers, 124-125
System extensions, see
extensions
System Folder, protecting,
134

T

terminating share

privileges, 114-116
testing disks, 134-136




Index

text
copying, 34
cutting, 35
highlights (color), 16
pasting, 35

time, 25-28
formatting, 25

Trash Can, 2, 92

turning on/off, 1

(1)

unlocking PowerTalk Key
Chain, 70

unmounting network
volumes, 101

Vv
viewing
icons, 12
PDDs, 131
windows, 9-11
virtual memory, 59
volumes
mounting on the
Desktop, 98-100
unmounting on the
Desktop, 101

w-2
windows
bringing to front, 8
capturing, 13-14
cleaning up, 11-12
closing, 7
color, 16
hiding, 9
moving, 7
printing contents, 13-14
resizing, 8
showing, 9
viewing, 9-11
WindowShade, 14-15
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