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How To Use This Book

Welcome to a revolutionary concept in quick references! Unlike tra-
ditional pocket references, which usually pack a lot of text on the
page but few, if any, illustrations, the VisiRef series presents nearly
all of its “how to” information visually. You'll find all the essential
tasks here, color-coded and organized alphabetically by larger task
category. Use the color-coded sections to locate quickly the task
you need to find, follow the full-color screen shots to see each step
in the process, and then do it yourself. If you're someone who
prefers to learn or recall information by being shown how a task is
accomplished, Que’s VisiRef series is well-matched to your needs.
The VisiRef books are the perfect complement to today’s graphical
software. You don’t have to read a lot of text to find the reference
information you need.

Lach page provides the following information:

Color-coded pages make it easy to
find the task category you need,

Data Exchaige: Clipboard, Publish & Subscribe, PC Exchange

Using Publish and Subscribe ' ;
Using Copy and Paste, vou can paste a chart ot logo into another [ Headmgs dBSCfIbe

document and then intelligently link that chart or logo to the origi-
nal with Publish and Subscribe. When the original gets changed, what you want to do.
the changes are automatically transferred to the copy.

To publish an item

— Full-color screen shots
show you each slep in
the process.

— Brightly colored,
numbered steps are
gasy to find.

Name of new ediflnn
[vivipia Faitian *

A nare 15 ofisced kor e rew efition
which Can be changed




Basics: Power Up/Down, Desktop, lcons, Menus, Windows

Turning the Computer On
and Off

Although all Macintosh models are designed to be turned off the
same way, the technique to power on varies. Some models have a
Power On key on the keyboard, others have an on/off switch on
the computer. You also can shut the Mac down and immediately
restart by using the Restart command from the Special menu.
You use this command when you install a new program, add a
new peripheral such as a hard drive or printer, or your Mac

starts to behave erratically.

To turn the computer on

1 Turn on your Macintosh using the Power On key or On/Off switch.

|\
Power On Key @ B
\

~

I necessary, use your Macintosh
Power On Key /lq User's Guide for assistance.
]

To turn the computer off

1 Open the Special menu.

Clean Up Desktop
Empty Trash...

To shut the Mac dowh e =y
and immediately restart Elass Ditki.
it choose Restartfrom

I'm at...
Unlock Key Chain...
Disitor's Mailbos...

— Restart
Shut Down



Basics: Power Up/Down, Desktop, Icons, Menus, Windows

The Desktop

The Desktop or main work area is analogous to your own desktop,
with windows that can be arranged like pieces of paper and a trash
can for throwing items away.

Application menu

Apple Guide menu
Apple menu Menu bar Hard disk icon

@ File Edit Uiew Label Spetluil 6:45 PM

Trash Can




Basics: Power Up/Down, Deskiop, Icons, Menus, Windows

Using Icons

Files, folders, applications, the Trash Can, and hardware devices
may be represented as icons. An icon’s visual characteristics help
you identify it. For example, the Trash Can icon looks like a gray,
metal garbage can, and folder icons look like tabbed file folders.

To select an icon

1 Move the mouse so that the pointer is on the icon, and then click.

6.3 MB availible

32.9 MB in disk

The icon is highlighted.

e
FB %26

FB *2

FB *20

To select a group of icons

1 Hold down the Shift key and click each icon.

To drag-select a group of icons

7

Bon's Files B

6.1 1B In disk 3.0 M8 avallible|

tems

To click, press and quickly
release the mouse button.




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

To change the name of an icon

1 Click the name of an icon to select it.

="k
2.9 MB available

2 Type a new name and press Return.

EllESSss=—— Dan's files ===l

36.5 MB in disk 2.7 MB available

To open an icon

1 Double-click the icon (click se button twice rapidly).

it UView Label Special

Macintosh HD
180.6 MB in disk

513 MB available

180.6 MB in disk

Apple Menu Items Clipboard Control Panels Extensions

(4
apbook File Aldus

Fonts  Sor




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

To move an icon to a new folder

1 Drag the icon to a new folder.

[ENE=="SS Don's Files B
9 items 34.1 MB in disk 5.1 M8 available

(-

Yoice ® | fB "2 Voice, Not Edited R

Voice ® 1 Fe =2

To copy an icon to a disk

1 Click the icon and drag it to the disk icon.

W= “
Voioe, Not Edited SR

EE

2 When the disk icon is highlighted, release the mouse button.




Basics: Power Up/Down, , Icons, Menus, Windows

To get information about an icon

M Edit View Label Special
New Folder

Open

Print

Close Window

12:55 PM [T

1 Click an icon to select it.

Get Info
Sharing...
Duplicate
Make Rlias
Pul Away

Page Setup...
Print Window...

Dan's Files
32.6 MB n disk

=

6.6 MB available

' 5

Kind: sound
Size: 158K on disk (161,094 byles used)

Information about
the icon

‘Where: Macintosh HD: Dan’s Files:

Created: Sat, Jun 4, 1934, 1035 AM
d:Sat, Jun 4, 1994, 1039 AM

:nfa

[ stationery pad

[ Locked

Using Menus

For menus to remain open, the mouse button must be held down.
A black menu item means the menu item is available, an ellipsis
means a dialog box will follow, and shortcut keys are listed to the
right on some menus.

Bl Fie Edit Uicw Label special
bout This Macintosh...

fApple Menu Options

ATM™ GH

Auto Power On/0ff
Capture

Color

ColorSync™ System Profile
Date & Time

3 Drag'io i

42 Find File
[ igsaw Puzzie
[2] key Caps

(1] nel:ent Documenls
(&) Recent Servers

[ Scrapbook

G stickies

»

ht and the submenu appears.

Desktop Patterns
DOS Mounter Plus™
Extensions Mn:n-!qm

Do not release the

SR, mause button
Labeiz until the steps are
Launcher
Macintosh Easy Open EDFI'ID!BIE.
Map

Memory

i
Numbers

1% 4 Dragto selecta

sharing Setup
Sound
b

submenu command.




 Basics: Power Up/Down, Desktop, Icons, Menus, Windows

Using Windows

Icons that represent programs, documents, or hardware devices
open up into windows that have a consistent structure and are

handled in similar ways.

To move a window

1 Click to select the window you want to move.
2 Position the pointer on the title bar.

[ & Flle Edit Uiew Label Specla e

Macintosh HD = Macinfosh HD

=3

Apple Extras Applications  Captures Files July ﬁ'ﬂ
4

&
3 Hold down the mouse button and drag the window where you want it.

4 Release the mouse button.

To close a window

1 Select the window you want to close.

[ Worksizards B

€ items 174.7 MB in disk 57.2 MB available

& & &

Certificate GreetingCard Newsletter  Newsletter Tips

K

Presentation Presentation Tips

& =

2 Click the Close box.

To close all open windows hold down the Option key and click the Close box.

Macintosh HD I




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

To resize a window
1 Select the window you want to resize.

2 Position the pointer on the Sizing box and hold down the mouse button.

w File Edit View Label

K 7

3 Drag to shrink or stretch the window.

Click the Zoom box to size the window so that all of its contents are
visible (if possible). Click again to return to original size.

To bring a window to the front

1 Click to select the window.

® Flle Edit View Label Special

11:36 aM [ B

Macintosh HD
174.7 MB in disk 57.2 MB available

Tools
174.7MBindisk  57.2 MB aval

¥ 2 1B available

= Workslizards
6 itemns 174.7 M8 in disk

QR QX K

Certificate GreetingCard Newsletter  Newsletter Tips

Presentation Tips

The selected window moves to the front.

@ File [Edit Diew Label Special 11:3¢ AM
Macintosh HD
8 ftems 174.7 MB in disk 57.2 MB available HMaointesh HD
Tools
Microsoft Works 4.0 Catalogs
9 items 174.7 M8 n disk 57.2 M avaflable
k
Mailbox
Address Book  tert AutoStart Stationery Clip Art 7.2 M8 availale

Microsoft Works 4.0 Microsoft Works Calendar  Microsoft Works Setup ips




Basics: Power Up/Down, Desktop, lcons, Menus, Windows

To hide or show windows
1 Open the Application menu.
Drag to choose Hide to hide the active application,

L 11:43 AM (2] m
Choose H!de —Hide Microsaft Works 4.0
QOthers to hide C Hide Dthers
i show All
~ application o Choose from
windows lhal.are Capture Viewer 2.2 among the open
not active. 8 Finder L applications to
<z Microsoft OLE Manager 2.01 pp
v & Microsoft Works 4.0 make a different
£% SimpleTen! application active.

Choose Show All ta display all hidden windows.

Viewing the Contents
of a Window

Windows are rarely large enough to display the total contents of a
document or a disk. As a result, you can use various techniques to
see what cannot be displayed all at once. There are also different
ways to view the contents of a window so that different types of
information are available. You can view the contents of a window
as a list or as icons. Lists can be ordered by name, size, kind, label,
or date.

To scroll the contents of a window

1 Click to select the window you wish 1o scroll.
2 Click the up or down scroll arrows.

174.7 MB in disk 57.2 MB available

To scroll more
quickly, drag
the scroll box

or click in the [ (@] & i
ficrosoft Works 4.0 System Folder .‘—..
scroll bar. | el

Apple Extras Applications  Captures Files July 1994 »:‘

To use the View menu

2 Open the View menu. 1 Click to select a window.

% Fite Edit [N Lobel Special
by Small lcon

by Icon
—1+ by Name
by Size
by Kind
I by Label
by Date F

Balloons eps =] S2K  document -

[] owem —
D Campground eps

9 iteg




~ Basics: Power Up/Down, Desktop, Icons, Menus, Windows

To view the contents of a window as an
outline

1 Double-click to open a window.

[UTITIN | abel  Special 11:54AM | [
by Small Icon

by | i
Thaname  PEENNEE > (hoose View, By Name. -1

57.2 MB available

by Kind
by Label

Size Kind

= folder

=

File Edit UView Label Special 11:56 AM (2

Macintosh HD
174.7 MB in disk 57.2 MB svailable

Apple Extras
Kind

m AppleSeript™ folder
AppleScript Guide SimpleText documn ..
AppleScript Guide part 2 SimpleText dosum.,,

@ Seript Editor 180K application program

The list of Ioldercon tents

To specify which information appears in
list views

Click the triangle icon to collapse lhe view.

1 Open the Apple menu.

il File Edit Uiew Label Spal:lnﬂ
About This Macintosh...

-~
AppleCd Audio Player Color
[ Automated Tasks  p| ColorSync™ System Profile

E calculator Date & Time
Desktop Patterns

Chooser

Control Panels b Entensions Manager
Ba:tontrobEangls File Sharing Monitor
42 Find Flle General Controls

[ vigsew Puzzie Keyboord

[2] Key Caps Labels

[ Mail and Catalogs  b| Leuncher

K] Note Pad Macintosh Easy Open
() Recent Applications  » ::zmg

(51 Recent Documents B SR alars

[ Scrapbook
G stickies

n * Shut Down

2 Choose Control Panels, Views.

U 1]
PC Exchange




Basics: Power Up/Down, Desktop, lcons, Menus, Windows

To hide or show windows

1 Open the Application menu.

Drag to choose Hide to hide the active application.

i 11:43 AM g m
Choose H{de — Hide Microsoft Works 4.
Others to hide L Hide Dthers
Coags — Shi Al
application Y Choose from
windows that are Capture Ulewer 2.2 among the open
not active. FIcdsF L applications to
<z Microsoft OLE Manager 2.01
& Microsoft Works 4.0 make a different
<P SimpleTgi application active.

Choose Show All to display all hidden windows.

Viewing the Contents
of a Window

Windows are rarely large enough to display the total contents of a
document or a disk. As a result, you can use various techniques to
see what cannot be displayed all at once. There are also different
ways to view the contents of a window so that different types of
information are available. You can view the contents of a window
as a list or as icons. Lists can be ordered by name, size, kind, label,
or date.

To scroll the contents of a window

1 Click to select the window you wish to scroll.
2 Click the up or down scroll arrows.

Toscrollmore [
quickly, drag EJ
the scroll box

r click in the
L [ wru-gﬂw w,@;}m & E

f i
scroll bar - i

Apple Extras Applications  Caplures Files July 1994

To use the View menu

1 Click to select a window.

2 Open the View menu.

» 1w | 11:50 AM

by Label
by Date F
l Balloons eps = S2K document -

D Cake eps —
D Campground eps




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

To view the contents of a window as an

outline

1 Double-click to open a window.

+ by Name

Label Special
by Small Icon
by Icon

11:54 M (7 [

PEEEEEEE > (Choose View, By Name.

57.2 MB available

by Kind
by Lebel

]

Haie

Apple Extras

Size Kind

Microsoft Work]

3 Click lhe triangle icon to dtspl

3 D AppleScript™

CPU Energy Saver
==

G

= folder

56K contral panel

ay folder cnnlenls

%

File Edit Ulew Label

Special

Macintosh HD

174.7 M8 in disk

57.2 MB available

Microsoft Work|

Click the tnang\e icon m coIEapse the View.

SimpleText docum...

SimpleText docum...

application program

The list of folder contents

To specify which information appears in
list views

1 Open the Apple menu.

File Edit Uiew Label Speﬂui|

About This Macintosh...

AppleCD Audio Player
[ Automated Tasks

E calculator
=

o Chooser
& Find File
[H Jigsaw Puzzie
[2 Key caps
(1 Mail and Catalogs
] Note Pad
Recent Applications
(i Recent Documents
[ Scrapbook
G stickles

n ® Shut Down

»

-~

Caolor

ColorSync™ System Profile
Date & Time

Desktop Patterns
Entensions Manager
File Sharing Monitor
General Controls
Keyboard

Labels

Launcher

Macintosh Easy Open
Map

Memory

Monitors

2 Choose Control Pa

nels, Views.




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

3 Select View options.

4 Click to close the window. Click to open the Font pop-up

menu and choose a font.

Click to open the

—_ Size pop-up
Font for views: [@i|[w}——— menu and choose
Click -oon Views a font size.
S[ralghl Grid ; DODD @strantord ’—D Always snap to grid
or Staggered L DpDp Ostgeredoi
G rid s-List Views
) ! (& show i
L e @ @ st Click the types
! O 0O ® [ stow label of information
| X show da
j D Calculate folder sizes D Show vo:m yuu Want to SEB
}L [ shaw disk info in beader [ sbow comments_| in list views.

Click Always Snap to Grid if you want
icons to be attracted to an invisible grid.

Cleaning Up Windows

Window clean up refers to arranging icons when you're in View by
Icon mode.

1 Click the window you want to clean up.

=

w File [Edit View Label

acintosh HD Empty Trash...
8 items 747 MBindisk ST 2!
Eject Disk BE
Erase Disk...
Apple Extras
stem Folder I'm at...
Work Unlock Key Chain...
Microsoft Works 4.0 Caplures Restart
Shut Down
( ”’”ﬂam
Utilities
]

Icons snap to an invisible grid.

8 items 1747 MBindisk  57.2MBa

Microsoft Works 4.0 Captures

Utilities  Apphications




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

To clean up a group of selected icons

1 Shift-click or drag-select a group of icons.

@ File Edit Ulew Label JOTTIIN |

Clean Up Selection
Emptg Trash...

8 items 174.TMB indisk 572

Eject Disk *E
Erase Disk...

stem Folder Work Space
W I'm at...

Unlock Key Chaln...

Microsoft Works 4.0 Restart

2 Hold down the Shift key and choose Special, Clean Up Selection.

To clean up and sort

1 Click to select the window.

s Flle Edit JEUETTTN Lobel Special

by Small Icon |
] LMagit./ by Icon |
A [}

by Label
by Date

2 Choose View, By Name.

Utilities

I

Clean Up by Name
Empty Trash

Eject Disk W®E

m frase Disk...

System Folder Work Space Caphures

I'm at...
Unlock Key Chain...

Miorosoft Works 4.0 Restart

Shut Down

Applications




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

Icons sorted by name

B items 185.1 MB in disk 46.8 MB available

= A I ;
The list view selected in
Apple Extras Applioations  Captures Files July 1994 S[ep 2 |S lhe OrdEl’ me \‘CUHS
will be sorted in step 4.
Microsoft Works 4.0 System Folder  Utilities
York Space 5
5] [

Capturing and Printing the
Contents of a Window

Capturing and printing the contents of a window applies to win-
dows that display the contents of a disk. Use the Print command in
your application program to print your documents.

To take a snapshot of the screen, and view
and print it

1 Press XX+Shift+3 to take a snapshot of the screen.

[HE= e Macintosh HD

10 ftems 183.1 MB in disk 46.8 MB available

Apple Extras Applications  Caplures Files July 1994

Microsoft Works 4 0 System Folder Work Space

Special 2:00 R
Close =

Save ®s

save Rs... 57.2 M8 available

Print Gne Copy

Quit 20 |

Work Space Utilities




Basics: Power Up/Down, Desktop, Icons, Menus, Windows

4 Choose a printer from the Print To pop-up menu.

1.0f2¢12

Pages: @ Rl

O From: To:
Copies: I:l [ Collate Copies

Print Time Paper Fedll: @ Rutomatic

O Manual
& Destinatio

: [CPrinter ¥ uaity:
5 Specify the number of copies. Print |

A 1t Print to: HP LaserJet 451 +

New Folder

Open #®0
Print P HE 8 MB available . g
Close Window %W = See the Print dialog
| i i
A Getinfo #1 ;j et ass box in the _preced ng
Sharing... . section.
Duplicate b o
Make RAlias ®8M m
Put Humg ®y System Folder
Find... *®F
¥ Find Again 6 picture Picture2
=
Page Setup... RE
Print Window...

2 Choose File, Print Window.

If the printout is too large or gets cut off, open the Page Setup menu and try
selecting landscape orientation or scaling the image to 70% or 80%.

Using WindowShade

WindowShade allows you to manage your screen space by minimiz-
ing a window to its most essential identifiable element—the title bar.

To shrink or expand a window

1 Click to select a window you want to shrink.

2 Double-click the title bar.

= Conversions ==
Hame Kind

Comma Values MS Works 3 docum...

Lotus 1-2-3 MS Works 3 docum...

MacWrite 5.0 M3 Works 3 docum...

Appleworks ligs MS Works 3 documn...




Basics: Pawer Up/Down, Desklop, Icons, Menus, Windows

The window shrinks to the titie bar.

# Flle Edit Ulew Label Special

[ Macintosnip ||
Microsoft Works 4o |

| doos | |

You can change the keystroke combination used in the Double-click the title bar to
WindowShade control panel. (See the following section.) expand the window again.

To change keystrokes for WindowShade
1 Open the Apple menu.

[EX e Edit view Label specinl |
About This Macintosh...

-
AppleCD Audio Player Color
() Automated Tasks p| ColorSync™ System Profile

Calculator Date & Time
Chooser Desktop Patterns
Bm Control Panels EH:E;';:::Q’:;:I%::
::"d F"’P I General Controls
gsow Fuzzie Keyboard
Key Caps Labels
[ Mail and Catalogs  p| Launcher
(] Note Pad Macintosh Easy Dpen
(¥) Recent Applications  p| ™ap
(i) Recent Documents b ::::?1:?3
[ Scrapbook Mg
P Stickies Network
| « shut Down Numbers
PC Exchange
PowerTalk Setup
Sharing Setup
Sound
Startup Disk
Tent
Users & Groups
Uiews

WindowShade,

2 Choose Control Panels, WindowShade.

3 Click Off, 2, or 3.

DEED O -

L] Make sounds when using YindowShade

Click an optional mdilier key.

5 Click to turn sound on or off.



Color: Borders, Text Highlight, Labels, Monitors

Using Color in Window
Borders, Text Highlight,
and the Desktop

Changing color in window borders, text highlight, and the Desktop
offers you control over the appearance of the Finder.

To change the color of a window and/or
text highlight

1 Open the Apple menu.

ElFiic_eait_view Label Special]

About This Macintosh... |

Apple Menu Options

AppleCD Audio Player ATM™ GH
[ Automated Tasks »| Auto Power On/0ff
Capture

Calculator
3 Chooser
gz Control Panels »

LolorSync™ System Profile
Date & Time

£ Find File Desktop Patterns
[ vigsaw Puzzle 00S Mounter Plus™
2] Key Caps Extensions Manager

File Sharing Monitor

(7] Mail and Catalogs »

2 Choose Control Panels, Color.

[ Purple
Hl Yellow

Turquoise
I Red
[ Pink
[ Blue
Gray

3 Open the Highlight Color pop-up menu.

Highlight color:

Window color:

Choose a color.

B8 Standard
Gold

=5 Green
[==] Turgquoise

5 Open the Window Color pop-up menu.

6 Choose a color.




Color: Borders, Text Highlight, Labels, Monitors

To change the color of the Desktop

1 Open the Apple menu.

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

fipple Menu Options
&3 AppleCD Rudio Player ATM™ GH
(J Rutomated Tasks p| Auto Power On/0ff
E Calculator Capture

Color
=
Chooser Colorsync™ System Profile

Date & Time

42 Find File

[H Jigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager
[ Mail and Catalogs »| Flle Sharing Monitor
] Note Pad General Controls

2 Choose Control Panels, Desktop Patterns.

3 Click an arrow to select a pattern.

12 2 ]

(__set Desktop Pattern ]

4 Click Set Desktop Pattern.




Color: Borders, Text Highlight, Labels, Monitors

Using Labels and Colors in
the Label Menu

Color and user-definable labels can be used as organizing princi-
ples. By assigning color and labels to icons, files are easy to find in
the folder windows.

To assign a color and a label to an icon,
file, or folder

1 Click to select an icon.

@ File Edit Uiew Special
None
Eel I pre— E=0"F
3 erns "'= Essential  Ergavaaie
Hot
( IE In Progress |-
| i
I Cool
I Personal | %%
I Project t
I Project 2

2:06 PM [#]

by Small Icon
by lcon

by Name Size Kind Label Last Modified
by size —
- folder Essential  ‘ed, Jan 26, 1

« by Label

|_bybate A A

= folder Essential  Fri, Jul 8, 199

3 % Files July 1994 - folder Hat Wed, Jul 13,1

3 m Utilities - folder Cool Wed, Jul 13,1

T

Window with files listed in label order,
beginning with Essential.

To change a label or color in the Label menu

1 Open the Apple menu.
JElFie_tdit_Uiew Lobel Special]

About This Macintosh... |
Apple Menu Dptions
&3 AppleCD Audio Player ATM™ GH
[0 Automated Tasks »| Auto Power On/0ff
B calculator Capture
S Chooser koloy )
—my ColorSync™ System Profile
Colrsgurs
42 Find File Desktop Patterns
Jigsaw Puzzle 00S Mounter Plus™
[2] Key Caps Eutensions Manager
[ Mail and Catalogs »| File Sharing Moniter
] Note Pad General Controls
(=) Recent Applications  p|_Keyboard

Labels
Launcher
Macintosh Easy Op

2 Choose Control Panels, Labels.

(5 Recent Documents b
(&) Recent Servers




Color: Borders, Text Highlight, Labels, Monitors

3 Drag to select the text you want to change.

{55 Labels =
4 Type a new label.

5 Click the color you want to change.

6 Click anywhere on the colorwheel.

Color for “Not Edited”
°0® Original:

New:

Hue fingle:[ 130 (3]
Saturation: | 88.84|%

21
*) Lightness: [ 47.20]

7 Adjust the brightness of the color with the slider.

8 Choose OK.

Creating a New Icon

Customizing your Macintosh icons may be accomplished with a
paint program such as SuperPaint or Photoshop. For definition, put
a black outline around the image.

1 Select your image in the paint program.

File @LIIS Mode Image Filter Selecf Window
Undo ANl e (RGB, 1:2) — -

Cut

Stroke...
Crop

Create Publisher... — [Seeeeereseses
Publisher Options...

Define Pattern

; —n .
Tokesnopshot  EEREREEEREE R

Lomposite '7“,’1'_”?"‘ 3 Quit the pamtl prrugram




Color: Borders, Text Highlight, Labels, Monit

4 Click to select the icon to change.

Edit Uiew Label Specjal
New Folder

Open
Print P
Close Window

Get Info

Sharing...
Duplicate
Make fAlias ®M
Put Rway

5 Open the File menu and choose Get Info.

6 [Click to select the icon.

w File JJO0M icuw Label Special

Pictures Info S

1 6EEK on disk (677,208 bytes
used), for 4 ftems
— : Macintash HD :

Show Clipboard

Sun, Jul 10, 1994, 7:13PM
+Sun, Jul 10, 1994, T:17PM

7 Open the Edit menu and choose Paste.

[N Macintosh HD B
9 items 21.1 MB in disk 8 MB avatlable

Pictures  Apple Extras




Color: Borders, Text Highlight, Labels, Monitors

Adjusting Color or Gray in
Your Monitor

The number of colors your Macintosh monitor can display depends
on your hardware. 8-bit color gives you 256 colors or shades of
gray, and 24-bit color gives you 16 million colors.

1 Open the Apple menu.

[El e Edit_Uiew Label Special]
About This Macintosh...

Apple Menu Options
AppleCd Rudio Player ATM™ GH
[0 Rutomated Tasks »| Ruto Power On/0ff

B calculator E:r::"‘
o
ﬁ% Colorsync™ System Profile
Date & Time
Find File Desktop Potterns
[H vigsaw Puzzie 00S Mounter Plus™
[&) ey caps Extensions Manager
[ Mail and Catalogs P File Sharing Monitor
£] Note Pad General Controls

(=) Recent Rpplications | Keyhoard
(@ Recent Documents  p| LoDels

Launcher
(& Recent Servers Macintosh Easy Open

[@ Scrapbook Map

7 stickies Memo
Mouse
Network
Numbers

PC Enchange
Powerlalk Setup
Sharing Setup
Sound

A

2 Choose Control Panels, Monitors.

3 (Click Colors or Grays.

Settings of selected monitor ¥rRAN

O oemys: [+
LS cotws: |15,
Thous beds

Drag monitors and membar 16 resrr Aesk

e o
| ® Rearranse on Close

he number of colors.
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Changing the ltems in the
Apple Menu

The Apple menu, known for its easy-to-get-at items, has evolved
into a menu with a submenu—making even more items accessible,
all in one place.

To add an item to the Apple menu

1 Double-click the System Folder icon.
2 Locate the Apple Menu Items folder.

@ File| Edit View Label Special 6:26 PM 2

Infinity 40 Turbo™
7 itemns 36.1 MB in disk 54

—n

=——— System Folder| ==

Q_ 17 items 36, MBindisk | 5.4 MB available K
-------- Catalo
Jm Adobe Phn!e’rp"‘ 2/ -

- Extensions Apple Menu Items o 3
m 1 Macintash HD

Apple Extras Finder Shoftouts o

Jrag the proqra on to the Appie e ; plle
File Edit Uiew Label Special
About This Macintosh... |

immediately
: &3 AppleCD Rudio Player

Sy i) the [ Automated Tasks »

Apple menu. B calculator
S Chooser
(Z3 Control Panels »
£ Find File
¥ vigsaw Puzzle
[& key caps
[ Mail and Catalogs 3
£ Note Pad
[&) Recent Applications »
() Recent Documents »
Recent Servers
[® Scrapbook
@ stickies

n * Shut Down

The item

To remove an item from the Apple menu

1 Open the System Folder.

% File |Edit Diew Label Special

Infinily 40 Turly System Folder
ttems 364 MBindisk [ 47 jtems 36.4 M8 in disk 5.1 MB available

System Folder Extensions Apple Meny tems

==

e,

AppleCD Audio Player




Customizing: Apple Menu, Mouse, Keyboard, Extensions

To adjust submenus in the Apple menu

1 Open the Apple menu.

File Edit Uiew Label Special|
About This Macintosh...
Applg Menu Options
ATM™ GH
Auto Power On/0ff
Capture
Color

AppleCD Audio Player
[0 Automated Tasks »
Calculator

o=t
= ’ sl » Colorsync™ System Pro
B= Control Panels Date & Time

4 Find Rilg
I‘ BN 2 Choose Control Panels, Apple Menu Options.

3

Click to turn submenus on or off.

lepy ep

~ Recent Hems
[ Remember recently used items

Documents:
Applications: E
Servers: 10

4 Click to remove or add the X in the Remember hox.

5 Customize the Apple menu by indicating how many items to remember.

Controlling Your Mouse

Mouse tracking is the relationship between the distance you move
the mouse on the mousepad and the distance the cursor or pointer
moves on-screen. Double-click speed is what helps the Macintosh
distinguish between a double-click and two single-clicks.

1 Open the Apple menu.

Bl File Edit Uiew Label Special]
fibout This Macintosh... |

Apple Menu Options
&2 AppleCD Rudio Player ATM™ GH
[ Automated Tasks »| Auto Power On/0f1

Calculator Capture
= Chooser Lol
ColorSync™ System Profile
w Lo
Find File Desktop Patterns
[# vigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager
(3 Mall and Catalogs  b| File Sharing Monitor
E]Note Pad General Controls
(3 Recent Applications p| Keyboard
(5 Recent Documents b Labels
Launcher
(& Recent Servers Macintosh Easy Open
[ scrapbook Map
G stickles Memory
| @ = Shut Down Monitors

Network
Numbers

aring Setup
Sound
b



Customizing: Apple Menu, Mouse, Keyhoard, Extensions

3 Click to set Mouse Tracking.

Faster speeds result
in longer on-screen

Slower speeds result
in shorter on-screen —|

distances. o) CoO®0O0 distances.
Very Slow Slow Fast
| i + +
o vE YH

Double-Click Speed =i

4 Click to select a Double-Click Speed.

From lefl to right, slow,
intermediate, and fast
double-click speeds.

Controlling Your Keyboard

Key repeat rate refers to the rate at which characters repeat when
you hold down a key. Delay until repeat refers to the time interval a
key is held down before it repeats. Alternative keyboard layouts can
easily be selected through a Control Panel setting.

2 Choose Control Panels, Keyboard.

File Edit Uiew Label Spaclul]

1 Open the Apple menu.

About This Macintosh... |
Apple Menu Options
&3 AppleCD Audio Player | ATM™ GH
() Automated Tasks »| RAuto Power On/0ff
B catculator Caplurg
Chooser Color L
. ColorSync™ system Profile
Control Panels » Date & Time
42 Find File Desktop Patterns
[A Jigsaw Puzzie D0S Mounter Plus™
Key Caps Extensions Manager
[ Mail and Catalogs  »| File Sharing Monitor ¥
m Note Pad General Controls ’
(=] Recent Applications b
(1 Recent Documents t:zﬁ‘cner
(51 Recent Servers Macintosh Easy Open
{# Scrapbook Map
@ Stickies Memory
| @ « shut Down Monitors

3 Click to select a Key Repeat Rate.
Click Off to select no delay.

Key Repeal Rate

Q00®0O eRelClele)

Slow Fast Off Long Short

&# Swiss French
& Swiss German
BEus
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Setting the Date and Time

Through the use of a small battery similar to a watch battery, the
Macintosh can keep track of the time and date. Setting the date and
time and controlling how these are displayed is accomplished
through the new Date & Time control panel.

To set the date
1 Open Apple menu.

2 Choose Control Panels, Date & Time.

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

Apple Menu Options
&3 AppleCD Rudio Player ATM™ GH
() Automated Tasks »| Auto Power On/Off
B calculator Capture

Color
=
E; Panels ol LI

Datp & Time

4 Find File DesRtop Patterns
[ vigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager

3 Click a number in the Current Date box.

4 Click the arrows to move forward or back.

Close the = Date 0 Time T
dialog box to Current time
accept the
. ] . o
new settings. E—L @L
Date Formats... Time Formats...
6 Time 2ope 234| Menubar Clock
iboiai ®@on Qoff

[J Daylight Savings Time

Set Timej Zone... Clock Options...

5 Click Date Formats.
6 Click the pop-up menu to customize the format by country.

Eﬂ Date Formats: | U.S. v
= Longdaté ———————————————————— —Short date
Prefiu: [ Month/Day/Year v |
Long ([Weekday v |, i G
format [ Month _ ~] L
Day -] |, O Leading zero for day format
Year -] O Leading zero for month
Sh
OLeading zero for day L) Show century

7 A Thursday , January 2, 1992 Cancel

Thu, Jan 2, 1992

7 Click OK to return to

. ey -
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To set the time and control the menu
display

1 Open the Apple menu.

2 Choose Control Panels, Date & Time.

File Edit Uiew Label Special
About This Macintosh...

Apple Menu Options
AppleCD Audio Player ATM™ GH

[0 Automated Tasks p| Ruto Power On/0ff
Calculator En:ﬂura

[ olor

i fll‘ anels Colorsync™ System Profile

& Find File Desktop Patterns
[¥ Jigsaw Puzzle DO0S Mounter Plus™

Key Caps Extensions Manager

3 Click a number in the Current Time box.

% Current date Current time
oG, W@r
e Time Zone E Menubar Clack
i it ®0n Qorr
[ baylight Savings Time
4 Click the arrows to move forward or back.

5 Click Time Formats.

6 Click the pop-up menu to customize the format by country.

7 Select the type of clock.

:] SEIe{:l the format.

i —

Clock

Format
© 24 hour Before noon:
@® 12 hour
Noon & midnight: After noon:
O 0:00
@ 12:00 Separator: El

[J use leading zero for hour I 1
Fainl
Samples — —i; 12:34 AM 456 PM ok )




Customizing: Apple Menu, Mouse, Keyboard, Extensions

10 Click to set Daylight Savings Time On or Off.

% Current date @ Current time
vave g | (S g

o Tima Zone E Menubar Clock
T s i S R @ Oorr
——3=(T] Daylight Sovings Time
(set Time Zone... ) (_clock options... )

11 Click Set Time Zone.

12 Click to highlight and select a city.

0 Select a city in the current
timg zone.

|Muscat, pman
[Nairobi, Kenya

Nd jamegip, Chad
New Delfl, India
New York, U.S.0.
Nouakchott, Mauritania

13 Click OK to return to previous dialog box.

14 Click to set the Menubar Clock On or Dff.

= ynoaoe——————
% Current date @ Current time
[am g, || [Ewee g
o Time Zone E Menubar Clock
bl o il @0n Ooff
[ paylight Savings Time
[set Time Zone... ] [ ciock options... ]

115 Click Clock Options.
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16 Select the Menubar display format.

17 Select a chime.

18 Select a font.

34| clock Options
Menubar display f t r—Chime Settings
[ Display the time with seconds [ Chime on the hour
5 prund AM/PM to the time D same number of tunes a5 curreat howr

[ Show the day of the week [ smtess 2 screen saver is runaing
[JFlash the time separators select Chimes:

[ shouw the battery level 0} @g‘:z‘
[ use custom clock color: O [ rochime |

© [ nochime
© Craame ]

Sample Font Settings
12:34 PM ! ant: [ Chicago ~]
based on SuperClock], by Steve Christensen [~ ox
Sample 19 Click OK to return to previous dialog box.

Managing System
Extensions

Macintosh extensions are System utilities that extend System 7.5's
capabilities and execute during startup or restarts. Sometimes
known as “Inits,” System extensions are known to conflict at times,
which may cause problems at startup. Turn off problem extensions,
or turn off extensions when you need to free RAM memory.

To turn extensions on or off

1 Open the Apple menu.

2 Choose Control Panels, Extensions Manager.

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

Rpple Menu Options
&3 AppleCD Audio Player ATM™ GH
[ Automated Tasks »| Ruto Power On/0ff
B calculator Capture

Color
S Chooser
TR y Colorsync™ system Profilp

Date & Time

42 Find File Desktop Patterns
[ vigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager
(1 Mail and Catalogs »| File Sharing MonSor
] Note Pad General Controls

=) Recent Applications »| Keyboard

Recent Documents B :::::;er

g :“e"l: s:ruurs Macintosh Easy Open
crapbool Map

& Stickies Memory

Mouse

Network
Numbers

PC Exchange
PowerTalk Setup
Sharing Setup
Sound

n = Shut Down Monitors
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© Esxtensions Manager

Sets Custom W
D ..
Use this control panel to turn |+ EM Extension
off problematic extensions so | EvenBetterBusError
you will be able to boot your [+ Programmer Key
Macintosh correctly. ' Apple CD-ROM .
e 4 o Pl Items with check marks
- AppleSeript™ are loaded when the
+ hppleShare
- AppkTak Imagewriter Mac starts up.

~ Catalogs Extension

+ Clipping Extension

« Calor Picker

v Cal ne™

+ File Sharing Extension

+ File System Extensions

~ Find File Extension

~ Finder Scriptiog Extension L

~ Foreign File Access
Changes take effect at restart

4 Choose an option from the menu as needed.

Choose Custom to select individual extensions. Choose All On to turn all extensions on.

Al On
—— A= [atensions Munul e

Custom

&
ﬁgstam 7.5 Only

D ...
v Foreign Fil

Use this control panel to turn | ImageWril Jﬂ

off problematic extensions so |+ IntineFilte ve Set...

you will be able to boot your |« Laser¥riti [elete Set...

Macintosh correctly v LaserWrittr—od —
o Laseririter 3 |

) L0 AppleTalk Iy
To turn an item v 19

. N + LY Select 310
on or off, click its —f==tacintosh Easy

v . + Mailbox Extens]
name in the list. o Network Extens

+ Personal Laser
 Portable StyleY
v PowerTak Exty
" PowerTak Man
v Printer Share
« PrinterShare G
| PrintHonttor |

Changes take eff{ct at restart

Choose All Off to turn all extensions off.

5 Click the Close box.

Choose System 7.5 Only when you need to free RAM memory.

6 Open the Special menu and choose Restart.

[ & File Edit Uiew Label

Clean Up Desktop
Empty Trash...

Eject Disk ®E
Erase Disk...

I'm at...

Unlock Key Chain...
Uisitor's Mailbox...

Restart

_.‘ :
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To save a set of extensions

Select a group of extension

2 Open Sets.

E—ﬂ%E En
Al off

Use this control panel tq turn
of f problematic extensidns so
you will be able to boot jour

Hacintosh correctly.

LaserWwriter
LaserWriter 300
Laserwriter 8

LQ AppleTalk Imagewriter
LQ Imageriter

L' Select 310
Macintash Easy Open
Mailbox Extension
Network Extension
Personal Laser'Writer SC
Portable StyleWriter
PowerTalk Extension
PowerTalk Manager

Changes take effect at restart

3 Choose Save Set.

SANS

L

Crew ) Ly

LR

4 Type

!g Save the cirrent selection
under the rjlame:

Y
Powertalk without 64

o R e 5 Click OK. |

To delete a set of extensions

1 Open Sets,
2 Choose Delete Set.

(G- Enlensions Mana| Al On
Al off
- « Custom
v3.0a2

System 7.5 Only

Use this control panel to turn [+ EM Extend :
off problematic extensions so |« EvenBettd MdJ's Slim System

you will be able to boot your |+ Programd  PowerTalk without GH
Macintosh correctly . « Apple CD-{

Apple Col
Apple Guid  Save Set...
faidsbealy Delete Set. P

o

v

-

~

+ AppleTak Image'writer
+ Catalogs Extension

+ Clipping Extension

« Color Picker

+ ColorSync™

~ File Sharing Extension
+ File System Extensions

« Find File Extension

+ Finder Scripting Extension
v File Access

Foreig
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3 Selecta setto delete.

4 Click Delete.

Delete Extension Set :

MJ's Slim System =
PowerTalk without GH

Delete

il

&l

Installing and Removing
Control Panel Documents

Apple has simplified the installation of items that belong in folders
nested inside the System Folder. When you drag an item to a closed
System Folder, the System identifies the item and installs it in its
proper location. Unlike this “automatic” install, removal requires
that folders be opened.

To install a control panel

1 Locate the System Folder and the control panel icon to install.

[ Macintosh HD =[@E

6 items 20 disk 87|

2 Drag the control panel icon to the closed System Folder icon.

Control panels need to be stored in the
& Control Panels folder or they may not

work properly. Put “ATM™ GH” into the
Control Panels folder?

(

3 Click OK.
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To remove a control panel

1 Open the System Folder.

2 Open the Control Panels folder and locate the icon to remove.

Mac|ntosh HD
Stterns 31 MBindisk 8.
System|folder
21 tems 31,1 W in disk 8.1
[ Control Panels &=
26 items  31.1 MB in disk 8.1

Using Sticky Notes

The popularity of multicolored sticky notes has given rise to an
electronic version built into System 7.5.

To create a Sticky note

1 Open the Apple menu and choose Stickies.

[ElFiie_Edit_view Label Special]
About This Macintosh...

AppleCD Audio Player
[ Automated Tasks »
Calculator

S Chooser

(3 Control Panels »
£ Find File

[H vigsaw Puzzle

Key Caps

[ Mail and Catalogs b
E] Note Pad

(&) Recent Applications
() Recent Documents
Recent Servers

[ Scrapbook

-

* Shut Dodn

2 Open the File menu and choose New Note.

|& JEE Eait Note Color

New Note HEN
Close ®LW

Save Al ®S

Import Text...
Export Tent...

Page Setup...
Print Note... %P
Print All Notes...

Quit %0
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3 Type a note.

Ibacked up the AT & T

folder to the server. Look

for it in the Client Falder.

Here is 3 list of the changes
ob ® 07089

To read or modify a Sticky note

1 Click to select a Sticky note.

2 Press PageUp or PageDown to see more fext.

=—=—— Move a Sticky note by

dragging its title bar.

Resize by dragging on the resize box.




Data Exchange: Clipboard, Publish & Subscribe, PC Exchange

Using Cut, Copy, and Paste

Cut, Copy, and Paste make up the oldest and most basic forms of
data exchange available on the Macintosh. Elements are passed to
an area in RAM memory called the Clipboard in a Cut or a Copy
operation and can be pasted any number of times.

To copy and paste text or graphics from
one document to another document

1 Select the text or the graphic.

Font Tools Wi

10:04 PM [P

Uiew Insert Format
Undo Typing

Repeat Typing

Pasle
Paste Special...
Clear jours, when the watches of gae night
were se| Select All %A | sentinelled the slumbers o r.he band
below, 4 0 be hauled .
sailors 1| find... ®F }-2s by day,
cautious peplace... ®H e for fear or
:‘e“tf:’n":; 60 To... %6
cabin -1 610ssary... ®BK
ed way. 3
eI ¢ eate Publisher... lp Piad-way:
Subscribe To... -from Moby Dick by Herman Melvilled
w Flle UView Insert Format Font Tools Window 10:05 PM [P
el - e ENA] ; =
Repeat =y iE ijmmﬁ A .
Sea/191h Century Sallin /Deﬂnlllonl nl
Cut ®H |& ) (25  [ew Yorik bz
Cop EC [ ===l =] [tlt] 1 EIE =
i i i 1 i i
Pastg Special &
So,almq Cle lours, when the watches of |7 e
were s¢| Seledt Al %A | sentinelled the slumbers| 7
below; to be hauled upon the for il
sailers 1| final. %F |} as by day, but with som| ':Rf
caution{ popidce... ®H [eufor fear of disturbing. ,579*1
. ege . o]
bogin 1 60 1d.- ad| 4 Click to select a position in the document. &
Glossary... 8K il
cabin - old man-would emerge, § E
31.0 iron Creale Publisher... |ppled way 3
Substribe To... -from Moby Dick by Her
Link pptions... 200 1 -
Edit §bject...

forecastidl =—Copied text
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To cut and paste text or a graphic from one
document to another document

1 Select the text or the graphic.

@ File Edit Format [Font Size Style Outline Uiew
ng Plan (Draft) (WP)

advertsing nnd
:.uuk-l:mg plan.
5t competitors include AllSear C
E the present tme, AllSar
Rancrch }ao!ds 309, Rich Talent Agecn| |
holds 40, :

h Film C

and C

P >

|

Select All

3 Locate the document where you want to paste the item.

® File Edit Format Font Size Style Dutline Uiew

Marketing Plan (Draft) (WP
1 I II i 1 1 [E i 1 1 Is I 1 i I‘ i 1

Transfer to Spreadsheet (LWP)

R il L

Rnuxr.h Film C itors include
Research and the Rich 'l"ahmﬁency At the present 53
market share, Kensington Research hnHt;o Rich T
Rasearch Film Corporation holds 409 | I

Existing Mazket Share/Research Film Corporation and C4

Text has been cut from document.
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5 Open the Edit menu and choose Paste.

@ File Format Font Size Style Outline Uiew 9:50 PM [P
Can'tUngo %2 bian (Draft) (W) SEE 0 Transfer to Spreadsheet (WUP)
IIII 13‘|.|"r||°.|,||.|‘|2.|.5.|,
¥] cut E]] i =251 5 p ] g e
copy Y TEIEIEE EEEE T EE
developed and then coales.
= Clear
Rr{ Select All %A |5 larpest competitors inchude
nt Agency. At the present ty
3| Insert Date i:;;f:';,};"m"'mm}'“
Insert Time
Ei |Insert Page # parch Film Corporation and C4
Spelling »
Find/Change }
Publishing »
Preferences...
Show Clipboard
100 [ o 100 LI Pae © | [ i A
& File Edit Format Font Size Style Outline Uiew 9:51 PM [P]
Markelting Plan (Draft) (IWP) & Transfer to Spreadsheet (WWP)
-.L‘...P.;.F.n.l‘...l ...-]}1...I2.,.|3..
EEEE HEE®E] EEEE ) EE
advertising and PR should be developed and then coales
marketng plan.
Research Film Corp ‘s largest competitors include

Research and the Rich Talent Agency. At the present ud
market share, Kensington Research holds 309, Rich Tl

Research Film Corporation holds 40%. Cqmpag Current Market Shal
Existing Masket Share/Rasessch Film Corporation nd C e ooy os
Rich Talent Agency 0.2
Ime:h Film Corpomtion o5
100 [Ll[Fae | 100 [Pt |

The cut text is pasted into the new document.

Using the Scrapbook

The Scrapbook, which exists as a file on your hard disk, is a stable
place to store text, graphics, sound, and QuickTime movies.

To add an item to the Scrapbook

1 Select the text or the graphic.

2 Open the Edit menu and choose Gopy.

Mode Image Filter Select W

ship/woc
Cut i
Copy ;
Paste
Paste Into
Paste Behind
Clear

Fill...
Stroke...
Crop

idcut (1:2) ===

Create Publisher...
Publisher Options...

Define Pattern
Take Snapshot

Composite Controls...
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Bl Fite_Edit_Uiew Label
About This Macintosh...

AppleCD Audio Player
[ Automated Tasks »
B calculator

3 Chooser

3 Control Panels >
& Find File

[ vigsaw Puzzle

Key Caps

[ Mail and Catalogs  »
E] Note Pad

(3] Recent Applications »
(5] Recent Documents b
[&5) Recent Servers

Stickies
* Shut Down

3 Open the Apple menu and choose Scrapbook.

i cait |

]
il = Scrapbook

Cut 2H
Copy #=C
Paste %

Clear #B

5:22 PM (2|

Scrapbook windaow

Item: 40f7
Type: PICT

Size: 2KB @

= Scrapbook £

A graphic
added to the
Scrapbook.

Click to see
other items in
the Scrapbook.

T T T P ]

Dimensions: 239 by 285 pixels
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To copy a Scrapbook item into a document

1 Click to select a position in the document.

Sea/19

’EO, almost every twenty-four hours, when the watches of the night
were set, and the band on deck sentinelled the slumbers of the band
below; and when if-a rope was to be hauled upon the forecastle, the
sailors flung it not rudely down,-as by day, but with some
cautiousness dropt it to its place, for fear of disturbing their
slumbering shipmates; when this sort of steady quietude would.
begin to prevail, habitually the silent steersman would watch the
cabin - scuttle; and ere long the old man would emerge, griping at
the iron banister, to-help his crippled way 4
9

Page 1 [Normal

EXrie_cat

About This Macintosh...

3 RppleCD Audio Player
[0 Automated Tasks »
H calculator

3 Chooser

(3 Control Panels »

2 Open lhé Apple menu and choose Scraphook.

g Re ap

[ Mail and Catalogs b
Note Pad

(& Recent Applications p
() Recent Documents b
(28] Recent Servers
2 Scrapbook
& Stickles

4l * Shut Down

3 Click scroll arrows to find the graphic.

Cut  %H

Copy %C
Paste U
Clear #B

=B s A Sl ..

5 Click the Close hox to close the Scrapbook.

- AR

| Mtem: 1 of 7
| Type: PICT
| _Size: 60KB
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[& File UView Insert Formal Font Tools Window]
Can't Undo *®2
Repeat ®Y
Cut %H

Copy #C

Select All

Open the Edit menu and choose Paste.

Life at Sea/19th Centur
iz = Blz[a] (=[5 [t HE-.HEIIEICD !
EEQDEEEIEEE:IHKI B

~ 7 _-So.almost.every-twenty-four hours, when the.
watches of the mght were.set, and the band on deck sentinelled the.
slumbers.of the band below; and when if a rope-was to be hauled
upon the forecastle, the sailors flung it not rudely down, as by day,
but with some cautiousness dropt it to.its place, for fear of disturbing
their slumbering shipmates; when this sort of steady quietude would
begin to prevail, habitually the silent steersman would watch the
cabin - scuttle; and ere long the old man would emerge, griping at
the iron banister, to help his crippled way |7

-from Moby chk by Herman Melville®
Page 1 [Normal il 5

To check the contents of the Clipboard

[ & File Uiew Label Special|
Undo #2
Cut H
Capy #®C
Paste ®U
Clear
Select All  #¥A

1 Open the Edit menu and choose Show Clipboard.

2 Click the Close box to close the Clipboard.
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Using Publish and Subscribe

Using Copy and Paste, you can paste a chart or logo into another
document and then intelligently link that chart or logo to the origi-
nal with Publish and Subscribe. When the original gets changed,
the changes are automatically transferred to the copy.

To publish an item

Can't Undo
Repeat Number ®Y j=2

Copy

Paste

Clear...

Paste Special...

Mortgage |
Car Payment |

B Erectricity
M Gas

I Taxes

O water

M Ceble TY

1 Click the item to be published.

2 0Open the Edit menu and choose Create Publisher.

proview < Macitosh 0
[ Enamples

() Encel Help

[ Macro Library
B Microsoft Encel
@ PSS Help

Name of new edition:
[visipie Edition #1] ]

A name is offered for the new edition
which can be changed.
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To subscribe to an edition

Cut

Copy

Paste

Paste Special... g
Clear B | Monthly Budget Report
Select Al

| The budget data for the current
Find... ®BF ] month is shown below:

Replace... ®H
Go To... 17
Glossary... K

Create Publisher...
Subscribe To...

I 2 Click where you want the edition to appear.
Edit Object...

6%
6%
% I Taxes

~ R O water

H cable TY

3 O0pen the Edit menu and choose Subscribe To.

4 Select the edition (published item).

Preview [Ea Microsoft Encel ¥ = Matintosh HD
[ Exafnples 4]
Lib
hart Eat
Subscribe with: [Best Format ] A
The published item appears in 5 | Click Subscribe.

the Subscriber document.
|

Monthly Budget Report

The budget data for the current
menth is shown below:

visipie Monthly Budget
k i
Honthly Budget O ces
M st iy 138 6% o5
— % B Taxes
- H Gas
13% 6% BB water
% I Toxes
ble TV
Water :
® (o L
M cable TV

5] Mortgage
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To make changes to the published and
subscriber documents

visipie

Monthly Budget
hly Budy M flectricity

H Gas
10%
9% I Taxes

[ water

M cable TV
M Hortgage

Monthly Budget Report

The budget data for the current
month is shown below:

Monthly Budget B flectricity
O 6as
135 6% 6%
— 7% H Taxes
# H water
Cable TY
62%
B HMortgage
-

[ S Ecit Goltery Chart Formal Macro Window]
New... 8N
Open... ®0
Close ®W
Links...

Save Workbook...
Delete...

2 Open the File menu and choose Save.

The subscriber document is updated.

Uisichart

F e [ e P v |

Monthly Budget

B Electricity
H s

- Taxes

O water

[ cable Y

Mon Budget Report
The budget data for the current

month if shown below:

Hdnthly Budget
y g M Electricity
10% o
20%
9% B Taxes
12% | H water
4%
5% Cable TV
40%
[ Mortgage
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Using Easy Open or PC
Exchange to Open Files

Macintosh Easy Open enables you to open Macintosh documents
even if you don't have the original software program, and PC
Exchange can read DOS-formatted disks. Assigning programs to
each type of DOS file you anticipate using allows you to open PC
documents in the Finder with a double-click rather than open them
from inside an application.

To use Macintosh Easy Open

1 Double-click the file you want to open.

Could not ﬂnd the application program that
creategd : :
21",

:_" c!u:k 15 éelect an allernate prugram

To open the documentd, select an alternate
program, with or withput translation:

] l:nplura Wiewer 2.2
) ClarisWorks

& Presentation

42 simpleText

&# SimpleTent with QuickTime translation

B Show only recommended choices
Cancel
(8] 01 TInstall AT E1EK Capture Viewer 2. —
] 204K PICT document -
D CH26.0% Cool Blends 42 160K PICT document -
P t -

3 CIlck [}pen

To assign a program for DOS documents
using PC Exchange

Upe g Apple

2 Choose Control Panels, PC Exchange.

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

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

B calculator Capture
2 Chooser Color
ColorSync™ System Profile
Date & Time
Q Find File Desktop Patterns
[ Jigsaw Puzzie DOS Mounter Plus™
Key Caps Extensions Manager
[ Mail and Catalogs  #| File Sharing Monitor
m Note Pad General Controls

(=] Recent Applications p| Keyboard

(& Recent Documents  » II::::::shar
g :“e“l: Sakruers Macintosh Easy Open
crapboo) Map
P stickles Memory
n ¢ Shut Down Monitors
Mouse
Network
Numbers

PowerTalk Setup
Sharing Setup
Sound
hd
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Click Add.

3

5 PC Exchange e

Each assignment below delermines which
Macintosh application program is used when
you open DOS documents with a particular suffix,
M Application Program Document Type
.
T™T €2 sunpieTexta [ e [
=

wk_] (Change...] [ Remouve )
@o0on Qorr

4 Type a suffix for a DOS/Windows application.
5 Double-click the matching application on the Mac.

PC Enc ange GLOS
Assign @n application to g DOS suffix: @ SITD
nossT Application Prbgram
[ % Microsdft word |25
P
€9 MS Word v @mm

1
Eject @
@ Microsoft s woif
[C Semple Documents Desktop
[CSettings Files

)
() Word Commands @]_
C=

E

6 Click the pop-up menu to select a document type.

7 Select the document type.
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8 Click the Close box.

PC Exchang

Each assignment below determines which
Macintosh application program is used when
you open DOS documents with a particular suffix,

DOS Suffb Applisation Program Document Type
- ais
poc W Microsoft Word TexT JQ
T @B SmpleTexts [& Texr
=

[ Add... ] [Change...J [Remuue ]

@t O

To open a DOS or Windows file with an
assigned suffix

1 Double-click the icon in the Finder.

Company News

Midland Bank is happy to announce that Vice President Carol Wilson will
be promoted to the position of Senior Vice President of Commercial Loans
effective June 1, 1994. Carol joined the bank in 1982 as a Credit Analyst,
and was promoted to Loan Officer two years later. From 1987-1990 she
was Manager of our 2nd Street branch office. In 1991 she returned to
head office as Vice President for Mortgage Loans and successfully
implemented many new programs . In her new position Carol will report
directly o the President. | I
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Calculator

The Macintosh Calculator has only four functions much like a sim-
ple pocket calculator—addition, subtraction, multiplication, and
division. You also can create formulas on the Note Pad and then
copy and paste them into the Calculator to compute them. A sam-
ple formula is 1082-36*54/6. You also can copy calculations from
the Calculator and paste them into a document.

1 Open the Apple menu and choose Calculator.

nrlla Edit Uiew Lebel Special]

About This Macintosh...

& Alarm Clock

AppleCD Rudio Player
[ Automated Tasks
S Calculotor
Chooser
[ Control Penels »
& Find Flle

[A Jigsaw Puzzle

Key Caps

] Note Pad

BH Puzzie

Recent Applications
(19 Recent Documents
(&3 Recent Servers

[ Scrapbook

& Stickies

(7 useful Scripts 3

| & = Shut Down

»

2 Click or type a value.

Clears the entry.

5 Press Enter or click =.
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Key Caps

Key Caps represents a map of the Macintosh keyboard and displays
symbols and characters hidden from view when you press the ¥,
Option, Shift, or Control keys. Use these keys alone or in combina-
tion in your application to produce a special character or symbol.

1 While in a document, open the Apple menu and choose Key Caps.

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

& Atarm Clock
AppleCD Audio Player
[ Automated Tasks »
E Calculator
3 Chooser
[z Control Panels »
¢ Find File
Jigsaw Puzzle

E;! Note Pad “
HE Puzzle
Recent Applications »
(15 Recent Documents  }
(&) Recent Servers
(@ Scrapbook

7 stickies
[] useful Scripts »

|8 = shut Down

Current typeface

@ File Edit [EGITHETE

Apple Chancery
— = Chicago
=
+ Geneva
Helvetica
Hoefler Text !
’mT T Hoefler Tent 0rnaments ||
Monaco
New York
Palatino

Symbpl

|| Tekton Plus Regul B
imes
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3 Press Shift, Control, Option, Shift+Option, to view special characters.

I EBENENI KN ENNER O ENEN R O

[ ]

4 Memorize or note the key combination and close Key Caps.

Insert Format Tools Window

File Edit lllal.l.l

Special Characters

The following special characters are available
from the Symbol typeface:
—P e e ™ O 5 & [

5 Click to place the insertion point.

6 Type the key combination you chose.
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Note Pad

The Note Pad desk accessory that is now part of System 7.5 is an
expanded version of the original. Although you cannot save Note
Pad notes, you can now resize the Note Pad and print your notes.

To create a note or adjust the Note Pad

1. Open the Apple menu and choose Note Pad.

ElFie Edit view Label Special |
About This Macintosh...

@ Alarm Clock

&3 AppleCD Audio Player
[ Automated Tasks »
B celculator

S Chooser

(23 Control Panels »
& Find File

[ vigsow Puzzle

(20 Recent Applications »
(i3 Recent Documents  p
Recent Servers

[® Sscrapbook

& stickles

[ useful Scripts »

| = shut Down

Move the Note Pad by dragging the title bar.

2 Type a note.

Note Pad S

To Do List, July 18, 1994 I D{_ag the
resize box
1. Send Joyce Chin & congratulatory note. to {eshape a
2. Send Guido Caroti an invitation Lo the Macromedis meeting.
3. Call Bryn Mooth at HOW Magezine. note.
4. Call Rita Woodard at Aldus.
S. Check Compuserve e-mail messages.
6. Purchasge high density diekettes.
N 1 c
:
Click the turned-up corner to tear off a note.
Click below the turned-up corner to view the previous page.

3 Close the Note Pad by clicking the Close box. §
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To change the typeface of text on the Note
Pad

1 Drag-select the text on your Note Pad.

N |

B[

2 n the Edit menu and choose Preferences.

[ & rie JETH
Undo ®2
Cut ®H
Copy ®C
Paste ®U
Clear ®B
Find... ®F
Find Bgain %6

Preferences... B S
e,

Select AIl__ %A

3 Open the Font pop-up menu.

Preferences:

T —

4 (Choose a typeface.

fApple Chancery
Chicago
Courier
IETN - Geneva
Helvetica
Size | Hoefier Text
Hoefler Text Ornaments
Monaco
New York
Skia
Symbol
Tekton Plus Reqular |
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Note with the new typeface

ﬁ Note Pad m;
Ta Do List, Lily 18, 1994 I

1 Send Joyce Chin a congratutatory note.
2. Send Guido Caroti an Invitation to the Macromedia meeting.
3. Call Bryn Maooth at HOW Magazne,

4, Call Fita Woodand at Aldus conceming Persuasion Upgrade,

8, Check Campuserve e-mall
6WMM&W

To print a note

1 Open the File menu and choose Print Current Note.

New Note %N
Close #®Ww
Go To Note...
Delete Note... i11]
Page Setup...

—

Printer “LaserlUriter 11 NT" m

G
copies: [1 | Pages: ®AN O From:[ | To: [:| (Cancer)
Cover Page: @ No O First Page () Last Page
Paper Source: @ Paper Cassette (O Manual Feed
Destination: @ Printer () Disk File
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To delete a note

1 Open the File menu and choose Delete Note.

Edit

New Note BN

Close =W

6o To Note...

Delete Note.... ®D
—

Page Selup...

Print...

Print One ®P

Quit ®0

delete the current note? This operation

Q fire you sure you want to permanently
is not undo-able.

2 Click Delete.

To quit the Note Pad

1 Open the File menu and choose Quit.

:Eu Edit

New Note &N
Close ®W

6o To Note...
Delete Note... 2D

Page Setup...
Print...
Print One 2P
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The Jigsaw Puzzle

Apple’s new puzzle has sound effects, and you can create cus-
tomized puzzles with pictures of your own. If you plan to paste a
picture of your own, make a copy of the Jigsaw Puzzle so that you
can restore the original picture.

To start a new puzzle

JElFile_Eait_Uiew Label Special |
About This Macintosh...

& Alarm Clock
3 AppleCDd Audio Player
[ Automated Tasks »
E catculator

S Chooser

[ Control Panels

t.; Jigsaw Puzzle
|2] Key Caps
[ Note Pad

|_EH Puzzie

1 Open the Apple menu and choose Jigsaw Puzzle.

enu and choose Start New Puzzle.

229PM (2 &

+ Use Sound Effects ¥ ®E
Set Background Color,.. %B

Show Picture
Solve Puzzle

Jigsaw Puzlzle window

Choose Piece Size:
O Small
® Medium

O Large

Select a size and click 0
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4 Solve the puzzle by dragging the pieces into position.

~ Jigsaw Puzzle =

ABCDEFG HI
J LMNO®

To add your own graphic to the Jigsaw
Puzzie

1 Ina paint program, select a graphic.

@ File 1M Mode Image filter Select Window 10:29 PM (2 @
Undo All EEEH] i EET

= Nalrobi/2 (1:2) :

Cut

Copy

Paste

Paste Into
Paste Behind
Clear

Fill...
Stroke...
Crop

Create Publisher}..
Publisher Optiong...

Define Pattern
Take Snapshot

Composite Cantr

3 | Quit the paint program.
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[ElFie fdit_view Label special |
About This Macintosh...

& Rlarm Clock

AppleCD Audio Player

[ Automated Tasks »

E colculator

S Chooser

(2 Control Panels »
Find File

Key Caps
L] Note Pad
B puzzle

4 Open the Apple menu and choose Jigsaw Puzzle.

5 Open the Edit menu and choose Paste.

[[& File Option
Undo  #2

Cut H
Copy SC
Paste, #l

New puzzle

= Jigsaw Puzzle 555

To solve the puzzle automatically

1 Open the Options menu and choose Solve Puzzle.

Start New Puzzle... =N

« Use Sound Effects ®E |
Set Background Color., %B |

Show Picture '
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% File Edit Option 10:31 PM &

! — | Macintash HD |
[ ]
| fire you sure you wish to give up and let

the puzzle be solved for you? If so,

remember you can click the mouse at

any time during the animation to stop it.

Cancel

To quit the Jigsaw Puzzle

1 Open the File menu and choose Quit.

10:32 PM @

Macintesh HD 8
Puzzle
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Managing Hard Disks

A disk cache is an area in RAM that stores information frequently
needed from disk. A “startup” disk requires a System Folder but
does not need to be your internal hard drive. Extra space on your
hard drive may be put to use as “virtual” RAM memory. To speed
up opening files or launching applications, you may want to
allocate more memory to the disk cache.

To adjust the disk cache

1 Open the Apple menu.

File Edit Uiew Label Special
About This Macintosh...

Apple Menu Options
AppleCD Audio Player ATM™ GH
() Automated Tasks »| Auto Power On/0ff

B caiculator E:?;:‘"’
ColorSync™ System Profile
= Control Panels » Date & Time
4 Find File Desktop Patterns
[ Jigsaw Puzzle D0S Mounter Plus™
|2 Key Caps Extensions Manager
() Mail and Catalogs »| File Sharing Monitor
Q Note Pad General Controls

(=) Recent Applications »| Keyboard

() Recent Documents  } Il:::ﬁ::sher
Retent Seruers Macintosh Easy Open
(5l Scranboo Map

Memory

2 Choose Conirol Panels, Mem'ury.
ke Monitors

3 Click the arrows to set a new size.

Select Hard Disk:
Virtual Memory { = Mazintash HD ol |
@ Otn Availatle on disk: 2291
@ orr Available buitt-in memory : 24M

Percent of available memory
to use for a RAM disk :

RAM Disk
[OL
¥1.3

4 Click the Close hox.

5 Open the Special menu and choose Restart.

[& File Edit view Label XTIl
| Clean Up Desktop
Empty Trash...

RAM Disk Size | Cr—
Use Defaults

Eject Disk RE
Erase Disk...

I'm at...
Lock Key Chain
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To change the Startup disk

» File Edit Uiew Label

Spe:lul]

About This Macintosh...

AppleCD Rudio Player
[ Automated Tasks »
B calcutator

Chooser

Bm Conlrol Panels

& Find File

Jigsaw Puzzle

[Z) Key Caps

[ Mail and Catalogs »
E] Note Pad

(& Recent Applications »
() Recent Documents  »
5 Bacent Servers

1 Open the Apple menu. &

, s

& * 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

Memaory

Monitors

Mouse

Network

Numbers

PC EHchange
PowerTalk Setup
Sharing Setup

Sound

Tent

Users & Groups|
Views
WindowShade

2 Choose Control Panels, Startup Disk.

Belect o Startp Disk

3 Click the disk icon you want.

Hard Drive Wintermate

4 (Open the Special menu and choose Restart.

[ & File EdIt Uiew Label

Clean Up Degktop
Emply Trasi)...

Eject Disk RE
Erase Disk..

Restart o
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To use hard drive space as memory

2 Choose Control Panels, Memory.

Bl Tiie_Edit_view Label Special]
About This Macintosh... |

1 Open the Apple menu.

Apple Menu Options
fAppleCD Audio Player ATM™ GH
[ hutomated Tasks »| Auto Power On/0ff

E] calcutator Eg:’;:'re
_ Ll ColorSync™ System Profile
#= Control Panels » pate & Time
£ Find File Desktop Patterns
Jigsaw Puzzle DOS Maunter Plus™
Key Caps Extensions Manager
() Mail and Catalogs  B| File Sharing Monitor
L] Note Pad General Controls
(5 Recent Applications »| Keyboard
Labels
(51 Recent Documents P LtirictiaF
Recent Servers Macintosh Easy Dpen
[ Scrapbook Map
@ stickies o
|_& = shut Down Monitors
Mouse
Network
Numbers

PC Exchange
PowerTalk Setup
Sharing Setup
Sound

b

3 Click Virtual Memory On.

Select Hard Disk:
virtwalfiemory = Macintosh HD ~]
on Available on disk: 225M
Qore Available built-in memory : 24M
After restart @

Percent of available memory

RAM Digk

Eﬂ Qon

@ orr

RAM Disk Size

Use Defaults

4 Click arrows to set size.

5 Click the Close box.

[& file_Edit_view Label [Tt

Clean Up Desktop
Emply Trash...

Eject Disk E
Erase Disk...

I'm at...
Lock Key Chain

Restart
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Using a RAM Disk

A RAM disk is an area of RAM memory that the computer treats like
a disk drive. It's noticeably faster than a disk drive. Be careful to
back up frequently, however, because RAM memory is volatile and

can be lost if there’s a power problem.

To create a RAM disk

1 Open the Apple menu.

File Edit_Uiew Label Special |

About This Macintosh...
f———————————| HApple Menu Options
AppleCD Audio Player ATM™ GH
(3 Automated Tasks p| Auto Power On/0ff
B calculator E“:““""
2 Chooser s
= ColorSync™ System Profile
Date & Time
42 Find File Desktop Patterns
5] vigsew Puzzle DOS Mounter Plus™
[2) Key Ccaps Extensions Manager
() Mail and Catalogs »| File Sharing Monitor
] Note Pad General Controls
(=) Recent Applications } f"élbl“m
abels

Recent Documents

(m Recen . Launcher

(53 Recent Servers
[ Scrapbook

Macintosh Easy Open
Map

7 Stickies Memory
a * Shut Down Monitors
Mouse

2 Choose Control Panels, Memary.

PowerTalk

Setup

3 Click RAM Disk On
=

Select Hard Disk:

I
|z Maeintash HD

Available on digk: 225M
Available built-in memory : 14M

i |

Percent of available memory
o use for a RAM disk:

o s [ i)

0% Ju 100%
raomk st R

v7.3

4 Drag the slider to choose a percentage of available memory

5 Click the Close hox.

6 Open the Special menu and choose Restart.

|

Flle Edit Uiew Label gRYNTHEN]

Clean Up Desktop
Emply Trash...

Eject Disk ®E

Erase Disk...

I'm at...
Lock Key Chain




Disks: Hard Disks, RAM Disks, Floppies, CD-ROM

To remove a RAM disk

|_g:0aM (2 0 ]

=

F AN Dish L\':

1 Double-click the RAM disk to open it.

2 Select the contents and drag them outside the window.

RAM Disk
3 items 148K in disk 9.2 MB available

Letter /K)e

SimpleText

Letter /Smith /6 /534

3 Open the Apple menu.

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

Rpple Menu Options
&3 AppleCD Audio Player ATM™ GH
(7 Automated Tasks »| Auto Power On/0TT

Calculator g“rwre
< olor
e Lhoasar. ColorSync™ System Profile
Date 0 Time
““" File Desktop Patterns
Jigsaw Puzzie DOS Mounter Plus™
Key Caps Extensions Manager
[ Mail and Catalogs p| File Sharing Monitor
[ Note Pad General Controls
Recent Applications »| Keyboard
(I3 Recent Documents B t:::lt‘her
g :“B"; Se:uers Macintosh Easy Open
crapboo Map
@ Stickies
n » Shut Down Maonitors ‘\
Mouse
Network
Numbers

PC Exchange
PowerTalk Setup
Sharing Setup
Sound

v

4 Choose Conirol Panels, Me




Disks: Hard Disks, RAM Disks, Floppies, CD-ROM

Memory =5

i Disk Cache Cache Size
i3 Always On
Select Hard Disk:
Virtual Memory [z MOcintash 4O = i
@ Oow ‘Avaflable on disk: 22901
@ off Available bullt-in memory : 241

Percent of available memory
1 1 RAM disk:

RAM Disk
—-
@ Og-;' 0% 0% 100%
Xk RAM Disk Size
Use Defaults

vi3

5 Click RAM Disk Off.

Handling Floppy Disks

Disks may be sold preformatted for Macintosh or IBM PCs. Because
both will mount on the Macintosh, be careful to watch for a PC
logo on the disk. If the PC logo is there, the disk is preformatted for
an IBM PC.

To format a floppy disk as Macintosh or DOS
format

1 Insert the new floppy in the disk drive.
2 Type a name for the disk.

It you see a PC disk icon 3 Choose Macintosh or DOS format.

appear on the Desktop,
the disk has been ]
formatted as a DOS B Sekvubat o e e

disk. To reformat as a
Macintosh disk, see "To
erase a floppy disk."

Name: [untitied

Format: [ Macintash 1.4 MB

4 Click Initialize.

Initializing will erase all
infarmation on this disk,
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To eject a floppy

1 Click the disk icon to select it.

[ =l coit view Label Special
New Folder
Open
Print
Ciose Window

Get Info
shoring...
Duplicste
Maoke Allas

find..,
Find Again

Page Setup...
P ktop

2 Open the File menu and choose Put Away.

To erase a floppy disk

1 Make copies of the files you want to keep.

2 Click to select the icon of the disk you want to erase.

Clean Up Desktop
Empty Trash...

Eject Disk ®E

Frase Disk...

Restart
Shut Down

3 Open the Special menu and choose Erase Disk.

The name of the disk is highlighted.
Type a new name if you want to

change the name of the disk. 4 Choose a format.

- Completely erase disk named
El “Mac Records Ootabase” (Internal)?

Name:

Format: [ Macintosh 1.4 MB - |

|| cancel || [ Erase )
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Handling CD-ROM Discs

Apple’s CD-ROM drive will read discs that have been formatted as
HES (used by Macintosh), ISO-9660 (used by MS-DOS computers)
and the High Sierra format, a predecessor of the ISO 9660 format.

To open a PC or Macintosh CD-ROM disc

PC files saved to a CD-ROM
disc may need to be copied to
the hard drive and translated
before they can be used on a
Macintosh.

1 Double-click the CD-ROM disc icon.

To eject a CD-ROM disc

== Mac Records Database
@ 4 items 3283MBindisk 1705 MB available

Open Me First

Programming Stuff  Goodies System Stuff

&l [of@

ZICH Edit Uiew Label Special
New Folder 8N

Open *®0
Print P
Close Window W
Get Info ®81
Sharing...

Duplicate ®#0

Make Rlias BM

Find... *®F
Find figain 6

Page Setup..
Print Desktop...

o P

Away.
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Setting Up PowerTalk
Software

Although PowerTalk is an option that you may or may not want to
install because of extra memory requirements, many small busi-
nesses benefit from mail service that does not require a dedicated
server. Peer-to-peer mail means e-mail can be sent back and forth
between two or more computers.

To open your PowerTalk Key Chain

1 Open the Apple menu.
= 2 Choose Control Panels, Date & Time.

About This Macintos

Apple Menu Options
AppleCD Audio Player ATM™ GH

[ Automated Tasks »| Auto Power On/0ff
Calculator Capture

Color
3 Chooser
= ™ .
g= Control Panels ColorSync™ System Profilé

Date & Time

F3 Find:EHe Desiop Patterns
[¥ vigsaw Puzzle 00S Mounter Plus™
Key Caps Extensions Manager

|1 Mail and Catalogs »| File Sharing Monitor

3 Check to make sure date, time, and time zone are correct.

Click the Close box.

4

By cugent date

6/29/94 ||
@ nime Zone g 234] Menubar Clock
kot ®on Oorr
[J Daylight Savings Time

5 Open the Apple menu.

File Edil Uiew Label Special|
fAbout This Macintosh... |

Apple Menu Options
& AppleCD Audio Player ATM™ GH
[ Automated Tasks »| Auto Power On/0ff

El calculator Capture

S Chooser Color

= Colorsync™ System Profile
&z Control Panels » Date & Time

42 Find File Desktop Patterns

[H Jigsaw Puzzie DOS Mounter Plus™

Key Caps Extensions Manager

[ Mail and Catalogs »| File Sharing Monitor

Ej Note Pad General Controls

= Recent Applications b feélhlﬂﬂfﬂ
(& Recent Documents  » nhels
Launcher
ecent Seruers Macintosh Easy Open
crapbook Mop
@ stickies

it 6 Choose Control Panels, PowerTalk Setup.

Network
Numbers

PC Exchange
PowerTalk Setup

Sharing Se®p



E-Mail: PowerTalk, Information Cards, Catalogs

7 Open the Special menu and choose Unlock Key Chain.

% File Edit Diew Label
Clean Up Desktop
Empty Trash...

Eject Disk
Erase Disk...

Restart
Shut Down

8 Click Proceed.

Welcome to PowerTalk ™

the Apple Open Collabor ation Environmeft

The PowerTalk Key Chain lets you access m
services using just one Access Code.

Copyright 1989-1933, Apple Computer, inc.

(Frocesay)

9 Click Yes if you have a PowerShare server account.

l% You can now add the key for yolir
PowerShare server account.




E-Mail: PowerTalk, In ation Cards, Catalogs

To prevent unauthorized use, your Key Chain
is protected by an Access Code.

Please prgnlde your name and Access Code:

Name: [Mel ]
Access Code: [eseses ‘I
T

11 Type in an access code.

12 Click OK.

13 Reenter your access code.

Please reenter yoyr new A Code to make
certain you typed jt correctly the first time.

ficcess Code: | sssess

14 Click OK.

ELTE% Your Key Chain will be placed in the Apple menu.

To change your fAiccess Code or to add keys, open your Key
Chain.

Make sure all the information in the Date & Time control
panel is correct and that the Machine Name in the Sharing
Setup control panel is specified.




E-Mail: PowerTalk, Information Cards, Catalogs

To delete the record of the PowerTalk Key
Chain

1 Open the Preferences folder in the System Folder.

E= System Folder ==

12 items 987 MB in di

2 Select the PowerTalk Preferences Setup and Startup files.

== Preferences
7 ttems 98.7 MB in dgk | 157.4 MB aval

i
{
!

4 Open the Special menu and choose Restart.

[ & File Edit Uiew Label

Clean Up Desktop
Empty Trash...

Eject Disk 6
Erase Disk...

I'm at...
Lock Key Chain

Restart




E-Mail: PowerTalk, Information Cards, Catalogs

To turn the Access Code prompt and mail
on or off

1 Open the Apple menu.

2 Choose Control Panels, PowerTalk Setup.

File Edit Uiew Label
About This Macintosh... |

Special

Apple Menu Option
E3 AppleCD Audio Player RTM™ GH
[ Automated Tasks »| Auto Power On/0ff|

B calculator g:r;:lﬂ!

Chi

= lu'l.ﬂm‘h ColorSync™ System Profile
o = Date & Time

& Flnd Fila Desktop Patterns

[ Jigsow Puzzie DOS Mounter Plus™

Key Caps Entensions Managdr

[ Mail and Catalogs »| File Sharing Monit

Note Pad General Controls

(= Recent Applications p| Keyboard
(&) Recent Documents t:::l:hnr
g :::::;;ekman Macintosh Easy Open
Ma
& stickies Maﬁwm
L& = shut Down Monitors
Mouse
Network
Numbers
PC Em:hanie I
Sharing Setup
Sound
w

3 Click the X on or off.

L PowerTalk Setup S|

"‘ Cqllaboration Services
=]

@ 0n |l:o|lnborll'im Services are presently availble,
-0 off

% [ Lock ey Chin atter [ minutes of inactivity.

[ Ask for Key Chain Access Cade at startup,

4 Click On or Off.

To #4d services or change your
Access Code,, open your PowerTak

Key Chain.

B




E-Mail: PowerTalk, Information Cards, Catalogs

To lock the Key Chain

1 Open the Special menu and choose Lock Key Chain.

[@ rite Edit view Lovel KOOI 00 |

Clean Up Desktop
Empty Trash...

Eject Disk ®E
Erase Disk...

I'm at...

Restart
Shut Down

To unlock the Key Chain or change mail

services

1 Open the Special menu and choose Unlock Key Chain.

% File Edit Uiew Label

Clean Up Deskiop
Empty Trash...

Eject Disk ®E
Erase Disk...

I'm at...

Restart
Shut Down

2 Enter your access code.

R

To unlock your Key Chain, enter your Access
Code:

Name: Mel

Access Code: [eseeey |




E-Mail: PowerTalk, Information Cards, Catalogs

To open the AppleTalk catalog

1 Double-click the Catalogs icon on your Desktop.

2 Double-click the AppleTalk catalog to open it.

The AppleTalk catalog provides a list of all computers on the AppleTalk network.

G Mary Jo's Computer AppleShare file server [
B Mary uo's Computer  Direot AppleTalk mail ..
B tMel's Computer AppleShare file server

BT Mer's Computer Direct AppleTalk mail ..

el I




E-Mail: PowerTalk, Information Cards, Catalogs

Sending and Receiving Mail

With PowerTalk installed, you can send mail to and receive mail
from any computer on an AppleTalk network. Even if a user has
collaborative services turned off, their mail will be delivered when
services are turned on.

To create an e-mail message with an
enclosure

1 Open the Apple Exiras folder.
F- Macintosh HD
13 it 99.8 MB in disk

2 0Open the PowerTalk folder.

S5 Apple E

3 Click the AppleMail icon.

[ [Powertalk Ti]

4 items BMBindisk 1562MB




E-Mail: PowerTalk, Information Cards, Catalogs

4 Click the Recipients icon.

Untitled
T

5 Click to select a recipient’s name.

6 Click To.

Click Done.

7

8 Click in or tab to the Subject box and type.

| Volce-over, multimedia
6/30/94




E-Mail: PowerTalk, Information Cards, Catalogs

10 Select a file to enclose.

&y Sample files ¥ = Macintosh HD
() Artwork
Desktop

5 Mel, e-mail, 6/29/94
] Script.POD —_—

[ Shared Folder

Enclose

Open !

Select a file or folder to enclose | Cancel

with the letter.

]

I ] |

12 Click the triangle to collapse the header.

Untitled-1

S

| Vvoice-over , multimedia
|6rz0/94

(|

Mary Jo:

Just a reminder concerning the multimedia voice-over session scheduled for
July Sthat 3:00p.m. Susan and Steve will record using the Quardra §40AYV
with the machine’s built-in microphona. We'll record straight to disk and
aveid analog tape.

I've just received the upgrade of SoundEdit Pro software which is now
16-bit sound.

Please confirm that you can join us at that session.




E-Mail: PowerTalk, Information Cards, Catalogs

To save an e-mail message

1 Create an e-mail message.
2 Open the File menu and choose Save.

[ ST cdit Font size style Format| Mail Windows]
New ®N
Open... %0
Letterheads... #L
Close %W
Delete #0

| Save S
Save fis...

Save As Letterhead...
Save As Tent...

Page Setup...
Print... ®P
Quit 80

3 Select an existing folder or create a new folder.

€5 Shared folder ¥ = Macintosh HD

=
J
Save as:

[E-Mall, Mary Jo/6/30 |

4 Type a name.

Click Save.

To send an e-mail message

1 Create an e-mail message.

2 Open the Mail menu and choose Send.

[ & File Edit Font Size Style Format

CI windows

Send... M

Reply ®R
Farward

Open Next Letter -
Tag Letter ¥0




E-Mail: PowerTalk, Information Cards, Catalogs

3 Click Send.

Send document “E-Mail, Mary Jo/60/30™

send as: [ AppleMail ] [Sign Letter
Priority: O High
@ Normal
O Low

[ tuitiple Formats

New mail has arrived for Mary Jo.

A mail arrival message alert appears on the screen of the recipient. See the
section “To set Mailbox preferences” to adjust how mail arrives.

To quit e-mail

1 Open the File menu and choose Quit.

[SIIIHEdit font Size style Format Mail Windows)

New N
Open... ®0

Letterheads... L

Close W
Belete ®0

Save ®s

Save As...

Save As Letterhead...
Save As Texnt...

Page Setup...
Print...




E-Mail: PowerTalk, Information Cards, Catalogs

To set Mailbox preferences

1 Double-click the Mailbox icon to open it.

2 Open the Mailbox menu and choose Preferences.

[ & File Edit Uiew Label Special [IEEITER |

v In Tray
Out Tray

Mark Unread
Tag...

Copy Local
Send Now

I —

3 Add or remove Xs to turn preferences on or off.

4 Click the Close box.

Mail Tray :
[ Show most recent first
[J Allow visitor's mafibox

When Mail Arrtves:
<) Display atert
[X Blink icon in menu bar
[X] Play this sound: [_Droplet ¥

Qut Tray Aging:
Remove processed items after days.

| Tags List:




E-Mail: PowerTalk, Information Cards, Catalogs

To collect your e-mail

1 Double-click the Mailbox icon to open it.

2 Double-click a message to open it.

E-mail messages may be saved on your hard drive.

= llnll:e-—war mulllmnllalilan 94 e

Just a reminder concerning the multimedia voice-over session scheduled for
July Sth at 3:00p.m. Susan and Steve will record

using the Quardra 840AY
with the machine’s built-in microphone. We’ll record straight to disk and
avoid analog tape.

I've just received the upgrade of SoundEdit Pro software which is now
16-bit sound.

Please confirm that you can join us at that session.




E-Mail: PowerTalk, Information Cards, Catalogs

To open and save an enclosure

1 Click the triangle to open the message header.

;E@ Uoice-over, multimedia

Py From Iel's Computer Subject Voice-over, multimedia )
Mary Jo:

&

Just 2 reminder concerning the mutlimedia voice-over session scheduled for

July Sthat 3:00 p.m . Susan and Steve will record using the Quadra 8404V with
the machine's built-in microphone. We'll record straight to disk and avoid analog
tape.

I've just received the upgrade of SoundEdit Pro software which is now
16-bit sound.

Please confirm that you can join us at that session.
Mel

&
3 B

2 Double-click the enclosed file name.

Voice-over, multimedi

5 3 =

In order for application files to open, the application software must be present. Consider
creating portable digital documents that do not require application programs to open.

3 Open the File menu in the application and choose Save.

View Insert Format Font Tools Window]

#N
Open... =0

close Y ®
save Rs... F?

Find File...
Summary Info...

Print Preview... ®=31f
Page Setup... +F8
Print... ®P
Print Merge...

uit



E-Mail: PowerTalk, Information Cards, Catalogs

4 Select a folder to save the document.

= Macintosh HD
[ 4242K avallable

= H
(Gesktop
New [

[JMake Backup
I OFdst Save

3 Voice Files ¥

<]

Save Current Document as:
[voice-over 6/39/94

Fuu‘ll as Tur;-

Normlal [»] O bgrautt for e

5 Type a name.

6 Click Save.

7 Open the File menu and choose Quit.

ALY Edit view | Insert Format Font Tools Window|

New #N
Open... ®0
Close *W
Save ®s
Save As... aF?
Find File...

Summary Info..|

Print Preview...| #=31
Page Setup... F8
Print... %P

Print Merge...




erTalk, Information Cards, Catalogs

To change your Mailbox name

1 Open the Apple menu.

File Edit Uiew Label Specla_l]

About This Macintosh...

Apple Menu Options
€2 AppleCDd Audio Player ATM™ GH
[ Automated Tasks  p| futo Power On/0ff
E Calculator E::::r“m

ColorSync™ System Profile
. Date & Time

42 Find File Desktop Patterns
[H Jigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager
([ Mail and Catalogs  »| File Sharing Monitor
E Note Pad General Controls
Recent Applications p| Keyboard
Recent Documents b ::::::ther
Recentsanisne Macintosh Easy Open
[H scrapbook Map
G stickies Memory
l « Shut Down Monitors

Mouse

Network

Numbers

PC Exchange

PowerTalk Setup

Sound
w

2 Choose Control Panels, Sharing Setup.

3 Tahbto select the field labeled Macintosh Name.

Sharing Setup

0 Password:

HCN
Facintash Hame: e e

@ File Sharing
File sharing s on. Click Stop fo prevent other |

users from accessing shared folders. }

@ Program Linking

Status.

States.

| Program Tinking is off. Click Start to aTlow other l
users to tink to your] shared programs. |

4 Type in an alternative name.
8 5 Click the Close box




File Management: Folders, Documents, Applications

Using Aliases and the Find
File Commands

In the Macintosh operating system, folders represent directories
and subdirectories. Finding applications, folders, or files among the
many folders on your hard drive can be simplified by using aliases
and the Find File command.

To create an alias and add the item to the

Apple menu

(= I rait view Label Special]
New Folder %N
Open *®0
Print we
Close Window %W

|EE== Microsoft Workss 4.0 =8

Get Info %1

9 items 206.4 MB in disl 25.5 MB avail
Sharing...
Duplicate *D
Make Alias %M
Put flray A ®Y Address Book
Find.. *®F
Find Again %6 Clip Art
Page Setup... l
Print Windous...

2 Open the File menu and choose Make Alias.

The alias icon

Microsoft Works 4.0 =7
10 ftems 206.6 MB Indisk 5.3 MB avail

Mdress Book AutoStart Statiorery




New Folder
Open ®0
Print &P
Close Window
Apple Menu Items
Get Info 3 22 ftems 207.1 MBindisk 248 MB availabl
Shiking... ‘
Duplicate
Make Rlias M
Put Rway

Find...
Find Again

@ File Edit Uiew Label Special

Microsoft Waorks 4.0 a

@ Microsofé Works 4.0 alks
EE=== Microsoft Works 4.0

Kind: alias
Gize: 4K on disk (578 bytes ufed)

9 items 207.5MB indisk 245 MB avail

Where: Macintosh HD : System Folder:
Apple Menu Items ; )

hddress Book AutoStart Stationery
Created: Tue, Jul 19, 1994, 6:59 PM

Modified: Tue, Jul 19, 1994, 65 PM

Original: Macintosh HD : Microsoft Works

4.0 : Microsoft Works 40 Clip Art

=

Comments :

Dtaee

A window opens showing the ariginal icon highlighted.

To open a recently used application
or document

1 Open the Apple menu.

File Edil Uiew Label Special |
About This Macintosh...
AppleCD Audio Player
[ Automated Tasks >
B calculator

"3 Chooser

[z Control Panels »
4 Find nose Recent Anolications or Recent Do -
[ vigsa

Key Caps

() Mail and Catalogs | b
Note Pad

0 Rdobe Photoshop™ 2.5.1
(i Recent Documents  p| Capture Viewer 2.2

Find File
Recent Servers
% scrapbook Microsoft OLE Manager 2.01

Microsoft Works 4.0
P stickies - s

4| * Shut Down

ose the application or document.

%




ocuments, Applications

To use the Find File command

1 Open the Apple menu and choose Find File.

[ElFite Edit_view Label special]

About This Macintosh...

AppleCD Audio Player
B celculator

3 Chooser

Control Panels

4 Jigsaw Puzzle

Key Caps

% Key Chain

() Mail and Catalogs
(] Note Pad

Recent Applications
Recent Documents
[# Scrapbook

G sticky Memos

[ Useful Scripts

. ¢ Shut Down

hd

2 Type all or part of an item’s name.

14/53
6/14/93
4/6/93

3/29/94

4/6/93

4K
[ Read Me (0K Script Examples) 4K SimpleText document
[ run seript 4K AppleScrpt™ document
D Sample Seripts - folder
B B 4K Microsoft Word document 6/28/94
@& Sceript Editor 153K application program
S Macintosh HO
O seript

Found 16 Hems




File Management: Folders, Documents, Applications

6 Double-click a found item to open it.

D) Quickeys™ Script Examples 4K Speech Macro Editor dos... 6/14/93  12.00 AM
D)|Read Me (O Script Examples) 4K SimpleTextdocument  6/14/93  12.00 AM
Dl Run seript 4K AppleScript™ document  4/6/93 12:00FM
Sample Seripts = folder 3/29/34 1002 F™
B{En 4K Microsoft Yord document £/28/94  12:48FM
G| Seript Editor 153K application program 4/6/93 12:00 FM
1
I
=
Found 16 Hems | @)

Double-clicking to open the document may not work with every application,

Using Applications
Applications run in RAM memory, and the more memory you

have, the more applications you can run at the same time. Use the
Application menu to switch between the programs you have open.

To open an application

1 Double-click the icon.

SuperPaint
3 ftems 66,9 MB in disk

89.2 MB anihbh[

&l

To open an application automatically

1 Click the application icon.

Edit View Label Special
New Folder
Open

Print ®P
Close Window

Get Info
Sharing...
Duplicate
Make Rlias
Put Ruway

Find... ®F
Find Again

Page Setup...
Print Window .




File Management: Folders, Documents, Applications

3 Open the System Folder.

EE== System Folder =5
12items 6708 indisk 1883 M8

4 Drag the Alias to the Stariup Items folder.

% File_£dit_Uiew Label JITTTEIN

Clean Up Desktop
Empty Trash...

Eject Disk *®E
Erase Disk...

I'm at...
Lock Key Chain

Restart
A ShutDown ™)

5 Open the Special menu and choose Restart.

The application you chose opens aulomatically
gach time you start the computer.

To avoid an accidental switch out of an
application

1 Open the Apple menu.

2 Choose Control Panels, General Controls.

File Edit Uiew Label Special
About This Macintosh...

Appie Menu Options
fAippleCD Audio Player ATM™ GH
() Automated Tasks »| Auto Power On/0ff

E] calculator EB:J!LII’E

S Chooser il

TR > ColorSync™ System Profife
Date & Time

4 Find File Desktop Patterns

E Jigsaw Puzzle DOS Mounter Plus™

|2 Key Caps Extensions Manager

[ Mail and Catalogs P File Sharing Monitor y
K] Note pPad
Keyboard

(5] Recent Applications »

Labels
[m:ecen: sIml:umerlts » CrchiaE
—w Macintosh Easy Open
Map 3
Memory

Monitors




File Management: Folders, Documents, Applications

3 Click to remove the X in Show Desktop When in Background.

General Controls B

— Insertion Point Blinking

[ Show Desktop when in background ﬁ x O ® O
* Slow Fast

& Show Launcher at system startup

r— Menu Blinking

AT
Shut Dewn Warning D(?T (? ? 9
E ‘Warn me if computer was shut down improperly

r— Folder Protection D |}
When open ing a document 1
[ Protect System Folder ‘;" Sreingr BN doo ke e
O Folder which contains the application.
@ Last folder used in the application.
[ Protect Applications folder @ O Dosuments folder.

To change an application’s memory size

1 Open the File menu in the application.

Edit Uiew Options Paint Transform Font Tent |

New... 8N
Open... ®0
Close ®W
Save %S
save As...

Selection to Texture...
Revert to Saved

Place EPS
Enport...

Document Info...
Page Setup...
Print... P

Quit

2 Choose Quit to quit the application.

3 Click to select the icon.

4 Open the File menu and choose Get In

Edit  Uieuy

New Folder
open [{[H T superPaint

Print =p
Close Window |

Label Special

Get Info .
Sharing...
Duplicate
Make Rlias
Putl Away




File Management: Folders, Documents, Applications

Aldus SuperPaint
Alus SuperPaint® Version 3.0
Kind : application program
Sire: | MB on disk (1,055,044 bytes
used)
Where : Macintosh HD: Apphications
SuperPaint :

EEES Ridus SuperPaint Info %

Created: Sat, Sep 14, 1931, 12.00PM
Modified: Sun, Jun 26, 1994, 12:50 PM
Version: 3.0, © 1986, 1988 - 1991,
Sitivon Beach Software, Inc
Comments :

5 Type a new memory size.

~Memory Requirements .
‘ Suggested size: 2500 K

| Minimum size: (1000 | K
Preferred size:

[JLocked

To switch between applications or to
check which are open

1 Open the Application menu.

Hide Aldus Su;mri’ail
Hide Dthers
Show Rll

% Aldus SuperPaint
[ Finder
« Microsoft Word

2 Choose the application you want to swilch to.

Using the Launcher to Open
Applications and Documents

In the Launcher, applications and documents open with a single
click. The Launcher may be customized to hold your software or
documents and set to appear automatically on startup.

To open a document or application using
the Launcher

1 Open the Apple menu.

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

Apple Menu Options
3 AppleCD Audio Player ATM™ GH
[ Automated Tasks »| Auto Power On/0ff
B colculator E::’u':”'“
= hnoer ColorSync™ System Profile
e
@ Find File Desktop Patterns
Jigsaw Puzzle DOS Mounter Plus™
[ Key Caps Bosions adanago
LT 2 Choose Control Panels, Launcher.

E] Note Pad FOOrEY

(=] Recent Applications | Keyboard -

(i) Recent Documents b hm—

:::::;o?{“m Macintosh Easy Open
T

Map
@7 stickies Memory
ﬂ ® Shut Down

Manitors
Mouse
[__Network




File Management: Folders, Documents, Applications

3 Click an item.

To add an item to the Launcher

1 Open the System Folder.

System Folder ="

18 jtems 221.8 MB in disk 10.1 MB availabl

2 Drag the alias to the Launcher Items folder.

To remove an item from the Launcher

1 Open the System Folder.

2 Double-click the Launcher items folder.

3 Drag the unwanted alias out of the folder.




File Management: Folders, Documents, Applications

To show or hide the Launcher at startup

1 Open the Apple menu.

file Edit Uiew Label Special |
About This Macintosh... |

Apple Menu Options
AppleCd Audio Player ATM™ GH
[ Automated Tasks »| Auto Power On/0f11
H caiculator E::’:"_"e
Shooser ColorSync™ System Profile
gg Control Panels » Date © Time

- d Find File Desktop Patterns

[H Jigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager
() Mail and Catalogs  #| File Sharing Monitor
E] Note Pad

(&) Recent Applications | Keyboard
__(mBecent Documents | 1*°°'S

2 Choose Control Panels, General Controls.

General Controls
r— Insertion Point Blinking ——

— Ddsktop
e Sow Fast
E*S!mrl.malwslmllrlup ~—Menu Blinking —————————
EEIE, ]
= O 0@O0O
=2 T 2 @

Shut Dewn Warning off
E Warn me {f computer was shut down improperly

— Folder Pr
When opening or saving & document, take me to
Protect System Folder @
® . (O Folder which containg the application.
@lm folder used in the application.
[ Protect Apphications folder @ O bocuments folder

Using Folders

Folders allow you to organize your hard drive. Create folders and
name them so that you’'ll remember what's inside.

To create and name a folder

1 Click to select 2 window for the folder.

2 Open the File menu and choose New Folder.

Label Special
New Folder
Open
Print
Close Window

Get Info
Sharing...

Duplicate *®0
Make RAlias xM
Put Away

Find...
Find Again




File Management: Folders, Documents, Applications

3 Type a name.
4 Press Enter.

15items 79.1 MBindisk 176.9MB

‘—‘iﬁl

To specify where items will be saved

1 Open the Apple menu.

2 Choose Gontrol Panels, General Controls.

file Edit Uiew Label Special|
fAbout This Macintosh... |

Apple Menu Options
€3 AppleCD Audio Player ATM™ GH
() Automated Tasks »| Auto Power On/0ff

[ caicutator E:r;"_'m
=1
= Chooser Colorsync™ System Profile
&= Control Panels d Dpate & Time
ot Find File Desktop Patterns
Jdigsaw Puzzle DOS Mounter Plus™
Key Caps Extensions Manager

[ Mail and Catalogs  #| File Sharing Monitor

K] Note Pad

() Recent Applications f:::":'"‘
() Recent Documents b Cainchir

Recent Servers Macintosh Easy Open

(¥ Scrapbook Map
& stickies Memory
l * Shut Down Monitors

3 Click to select which folder should appear in the Save dialog box.

— Insertion Point Blinking —
[ tow Desktop when tn background A4 o @ 0O
Blow Fast
X show Launcher at system startup — Menu Blinking
—
Shut Dawn Warnlng | = 09, ? ? ?
] Warn me if computer was shut down impdoperly
— Falder Protection
When opening or saving & document, take me to
[E Protect System Folder @ | Ftdr i contns o wlotin,
O Last folder used in the apphication
[ Protect Apghications folder O Documants folder.




File Management: Folders, Documents, Applications

Using the Trash Can

The plump Macintosh Trash Can holds on to items until you
choose the Empty Trash command from the Special menu.
This means you can rescue items you've deleted if you change
your mind.

To put an item in the Trash

1 Drag the item you want to delete to the Trash Can.

A plump Trash Can provides a
visual clue that there are one
or more items in the Trash

To recover an item from the Trash

Trash

0 1 ttem '

Trash

To empty the Trash

1 Open the Special menu and choose Empty Trash.

[ & File Edit Uiew Label
Clean Up Desklo

Eject Disk ®E
Erase Disk...

I'm at...
Lock Key Chain

Restart
Shut Down




Help: The Macintosh Guide, Balloon Help, Shortcuts

Using the Macintosh Guide

The Apple Guide prompts you with step-by-step instructions for
using System 7.5, provides visual clues such as highlighted menu

items or circles, and checks to make sure steps are completed before
moving on.

To find help with a topic
10:45 PMm

About Apple Guide

Show Balloons
Macintosh Guide. £7
Shortcuts

PowerTalk Guide

1 Open the ? (Guide) menu and choose Macintosh Guide.

- & Guide BT [

1. Click a topic area: 2.Click a phrase, then click OK:
'Working with Programs o) ¥ 0y

Fies ichmge the haghlight color or gray?
Disks ‘change the color of window borders?
Using DOS Files & Disks change the color of an icon?
Printing & Fonts change the colors in the Label meru?

[l

4 Select a phrase.

6 Click to go to the next step.

How do I display colors or grays?

‘You use the Monirtors control panel to display colors or
shades of gray on your monitor,

The number of colors you can use depends on your
computer’s video capability (sometimes called “bit
depth”) and the monitor you're using,

To begn, cick the right arow.

[#](Furz J 50

7 Click to return to the Guide window.




Help: The Macintosh Guide, Balloon Help, Shortcuts

Red circles
indicate
where to
perform the
next step.

[l File Edit Uiew Label Special Printing

How do | display colors or grays?

Do This Open the Apple (¢) menu and choose Control
Panels.

Da this step, then dick the right arrow.

Tupil:s[ Huh? I

‘) Macin ;
£ Guide
1.Clickan m’m enuy: 2.Click a phrase, then click OK:

<= How dol <
ABCDEFG KLMNOPQRS display colars or grays? =
icons L3 change the highlight color or gray?
Info window change the color of window borders?
instializing change the color of an icon?
nsertion point change the in the Label menu?
instaling change the ound pattern?
Introduction to Spegch | |= Why can’t|
Key Caps i display color on fhe screen?
key delay = Definitions
key repeat rate background patfern -
|keyboard control panel 3|

0K

3 Click an index entry. 4 Click a phrase.
The Macintosh Guide displays m

help as it does with Topics.

To use the Macintosh Guide Look For
feature

1 Click Look For.

2 Click the arrow, and type one or more words to search for.

? Macintoh

Sy
£ Guide Ll
1. Click the arrow button to 2.Click a phrase, then click OK:

begin, then type one or
more words to look for:

<= Definitions

2.Click Search:

=,
(_searcn ) assign a label to an

change an icon?

change the color of an icon?

change the font ug

3 Click Search.

 The Macintosh Guice displays PRI )

. helpas it does with Tapics.

%




Help: The Macintosh Guide, Balloon Help, Shortcuts

Using Balloon Help

After turning on Balloon Help, roll the mouse around and watch
balloons appear wherever you point. In the Finder, Balloon text
contains descriptions of Macintosh interface elements.

1 Openthe ? (Guide) menu and choose Show Balloons.

10:35 PM|
Hvut fipple Guide

Al
Show Balloons

Macintosh Guide ®7?
Shortcuts

PowerTalk Guide

Desktop Printer
Open this icon to view documnents that

are printing and waiting to print.

The black outline means that this is
the default desktop printer.

Change the icon's name by clicking on
the name and typing.

A balloon automatically appears as you point to Desktop icons.

To turn off Balloon Help

1 Openthe ? (Guide) menu and choose Hide Balloons.

About Apple Guj

Hide Balloons

Macintosh Guide ¥7
Shorlculs

Talk Guide
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Macintosh Shortcuts

Macintosh Shortcuts are usually keyboard equivalent commands of
steps performed with the mouse. Keyboard equivalent commands
usually involve a combination of keys such as 3 and an alphanu-
meric key.

To access the online Shortcut Guide

1 Open the ? (Guide) menu and choose Shortcuts.

10:38 PM
About Apple Guide

Show Balloons

Macintosh Guide 38?7
Shortcuts | =]

PowerTalk Guide

Macintosh Shortcuts

You can use keyboard commands to work quickly in the
Finder. Click a category below, (Other keyboard
commands are listed in the menus.)

2 Click a category button.

Restarting the computer

To rebuild the Desktop file
Hold down

- [a]

while computer starts up
To turn off all system extensions when starting up

Hold down
while COPpUTEr STarts up
[CTopies Jiiitis i v (]

3 Click the right arrow to see the next screen.
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Restarting the computer

To eject floppy disk {to avoid using it as the
startup disk)

Hold down mouse or trackball button whil
computer starts up

To bypass internal hard disk when starting up
Hold down
(5] - (] - pion] - (i)

whils computer starts up

[[Topics ] : S

Click Topics to go back to Shortcut Categories.

5 Click the Close hox to close Shortcuts.

Useful Shortcuts

To copy an icon (instead of moving it) Option—drag the ican

To clean up selected icons Shift=Clean Up

To clean up and sort icons Option—Clean Up

To close all disk and folder windows Option—click any
window's Close box

To close a window aiter Option—double-click

opening one of its icons the icon

To expand or collapse all the contents of Option—click the triangle
selected folder in list view

To eject a disk H-E

To create a new folder (in H=-N

Save dialog boxes only)

To rebuild the Desktop file - Option while computer
starts up

To turn off all System Shift while computer

extensions when starting up starts up

To bypass internal hard disk £ —-Shift-Option—Delete

when starting up while computer starts up

To skip the warning message and to Option—Empty Trash

delete locked files in the Trash

To erase a disk automatically = —0ption—Tab while

when you insert it inserting the disk

To take a snapshot of the screen H-Shift-3

To close an application that +£—0ption-Esc

has locked up
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Networking Computers

Networking is built into the Macintosh operating system

and is available on Macintosh computers that share a printer(s).
Documents and folders can be sent over the same AppleTalk cable
that connects your printer. Programs also can be linked across a
network. A linked program can exchange document information
with a document that resides on another Mac.

To connect to a network

1 Open the Apple menu.

[El[fite_Edit_uicw Label Special]
fAbout This Macintosh... |

Apple Menu Options
AppleCD Audio Player ATM™ GH
[ Automated Tasks »| MRuto Power On/0ff

B calculator g:ﬂ::"e

7S Chooser ColorSync™ System Profile
Date & Time

42 Find File Desktop Patterns

Jigsaw Puzzie 00S Mounter Plus™

Key Caps Entensions Manager

[ Mail and Catalogs p| File Sharing Monitor

] Note Pad General Cantrols

(&) Recent Applications p| Keyboard

() Recent Documents  p t:::::sher
Recent Servers Macintosh Easy Open
[@ scrapbook Map
G Stickies Memory
L8 « shut Down Maonitors
Mouse
Network
Numbers

PC Exchange
PowerTalk Setup
Sharing Setup
Sound

b

2 Choose Control Panels, Sharing Setup.

Owner Password : [seee ]

Macintosh Name: [Hacintosh HO | ]
T

[;;l File Sharing 4 Type a password.

B3 7Y L e ey

| File shigring is on. Click Stop 1o prevent other
| users from accessing shared folders.

@ I 5 Type a name for your computer.

Status

[ Program tiking is off. Click Start to allow other
| users 1o link to your shared programs
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To mount a network volume on your
Desktop

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

AppleCD Audio Player
[0 Rutomated Tasks »
iz Calculator
;= Chooser 1 Open the Apple menu and choose Chooser.
(2 Control Panels
& Find File
[ igsaw Puzzie
Key Caps
[ Mall and Catalogs  » You must be given access privileges to

Note Pad
g Kicunt nilicaiioig: & mount a network volume on your Deskiop.

(i) Recent Documents b
(&) Recent Servers

[ Scrapbook

& Stickies

|_§ « shut Down

2 Click the AppleShare icon.

3 Click to select a file server.

Laseririter OX  Laser'Writer 1ISC OX

s &

PDD Maker GX StyleWriter GX

@ 'Active
AppleTalk
Q kactive 7411

5 Type your password.

<l

&

Connect to the file servef “Christopher” as:

O Guest
@® Registered User

Name: Mary Jo |
Password: E (Two-way Scrambled)

(‘concel ]  [(setPassword] [ ok ||
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7

Click to select a volume.

v@ Christopher

Select the itemyyou want to use:

Checked items ( 3 ) will be opened at
system startup time.

8 Click OK.

9 Click the Close hox to close the Chooser.

Select a file server:
Christopher 1]
Sprawl
=
= @ Active
5] | ApleTelk & jnactive 7.411

To use a mounted network volume

1 Double-click the network volume icon on your Desktop.

2 Select the documents or folders you want to share.
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3 Drag the documents or folders to your hard drive.

Mel's Shared Folder

Copy files/folders to your hard drive if working on the network is slow.

To unmount a network volume

1 Click to select the network volume icon.

2 Open the File menu and choose Put Away.
(<l coit view Label special |

New Folder #EN

Open 0
Print =P
Close Window =L
Get Info %1
Sharing...
Duplicale D

Make Alias BM

Find... ®F
Find Again G

Page Setup...
Print Desktop...
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To give others access to files on your
computer

1 Open the Apple menu.

2 Choose Control Panels, Sharing Setup.

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

-~

&3 AppleCD Rudio Player ColorSync™ System Profile
[ Automated Tasks »| Date & Time

B calculator Desktop Patterns

DOS Mounter Plus™

Extensions Manager
= . File Sharing Monitor
£ Find File General Controls
A Jigsaw Puzzle Keyboard
Key Caps Labels
[ Mail and Catalogs »| Launcher
E] Note Pad Macintosh Easy Open

() Recent Applications  p| Map

() Recent Documents b :zmr;?’

(&) Recent Servers Mougs

Scrapbook Network

& stickies Numbers

|8  shut Down PC Exchang

PowerTalk Setup
Sound
Startup Disk
Tenl
Users & Groups
UViews

WindowShade

Sharing Setup

B ——

Macitosh Hame: [Macintosh HD

D File Sharing
Status

b"- i File sharing is off. Click Start to aTkow other users |
|

i to acoess shared folders.

@ Program Linking

Status

| Program inking 15 off. Click Start 1o allow other
| users ta ok 1o your shared programs.

4 Click to select the folder or disk you want to share.

[ES= Macinfosh HD =]

13 items 915 B indisk 1645




6

7

Click the Close hox.

m Where:

Networking: Connect, Register, Privileges, Passwords, Linking

Open
Print

®pP
Close Window %1

Edit_Uiew Label Special |
New Folder %N
®0

Get Info ®1

Duplicate 0D

Make flias ®M
Put Away ®8Y

Find... %F

Find Again %6

Page Setup...

Print Desktop...

5 Open the File menu and choose Sharing.

Click to select the Share This ltem box.

= Mel's Shared Folder

(<] Share this item and its contents.

Macintosh HD:

] e —
User fGroup:

Everyone

[ HMske all currently enclosed folders ke this one
[ can't be moved, renamed or deleted

A

for

Save ch

“Mel's Shared Folder"?

(mon't save |

(cancer] [ sovex |

8 Click Save.
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To register new users so they can connect
to your computer

1 Open the Apple menu.

File Edit Uiew Label Special |
fibout This Macintosh... |

FS
@3 AppleCD Audio Player ColorSync™ System Profile
[ Automated Tasks »| Date & Time

B calculator Desktop Patterns
DOS Mounter Plus™

S Chnusee Extensions Manager
File Sharing Monitor

42 Find File General Controls

[# Jigsaw Puzzle Keyboard

Key Caps Labels

[ Mail and Catalogs »| Launcher

E Note Pad Macintosh Easy Open

() Recent Applications p| ™Map

(&1 Recent Documents  » ::::?;Es

Recent Servers Mouse

{# scrapbook Network

G stickies Numbers

g = Shut Down PC Exchange
PowerTalk Setup
Sharing Setup
Sound
Startup Disk
Text

Users & Groups
Views
WindowShade

2 Choose Control Panels, Users & Groups.

3 Open the File menu and choose New User.

[ &L Edit View Label Special

New User N

New Group
Open ®0
Print ®p

Close Window W

Get Info i
Sharing...
Duplicate ®0
Make Rlias £M
Put Away ®Y
Find... ®F

Find Again #£0

Page Setup...
Print Window...

4 Type the name of the new user.

EB=——— Usefs &t roups =1

6 MB in gisk 5.5 MB available
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6 Double-click the user icon to open it.

Q File Sharing

B4 Allow user to connect
B4 Allow user to change password

Groups:

&

<l

@ Program Linking

[ Aow user to Tink to programs
on this Macintosh

8 Click the Close box.

__
Save changes to user information for
“Christopher”?

(Dot save ) (cancer] |

9 Click Save.
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To deny access to a user

1 Open the Apple menu.

File Edit liew Label Special |
About This Macintosh... |

-~
&3 ApplecD Audio Player ColorSync™ System Profile
[ Automated Tasks »| Date & Time
B calculator Desktop Patterns

D0S Mounter Plus™

= t'mm“r Extensions Manager
File Sharing Monitor

& Find File General Controls

Jigsaw Puzzle Keyboard

Key Caps Labels

[ Mail and Catalogs »| Launcher

Note Pad Macintosh Easy Open

(=) Recent Applications  »| ™Mep

Recent Documents  p| Memory

Monitors

(&1 Recent Servers Mouse

Scrapbook Network

@ Stickies Numbers
|8 » shut Down PC Enchange

PowerTalk Setup
Sharing Setup
Sound

Startup Disk
Teut

Users & broups

WindowShade

2 Choose Control Panels, Users & Groups.

3 Double-click the user icon to open it.

Users B Groups B

Christopher

User Passvord:

@ va sharing

D Allow user to connect
E Allow user to change password

Groups :

EE

Program Linking

Dhﬂo‘wumto[tﬁ&omms

ck t Cls bnx.

s = A
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Save changes to user information for
“Christopher”?

A

(Don’t save |

(cancer ] | Saueg

To set access privileges

1 Open the Apple menu.

=8l File Edit Uiew Label Special
About This Macintosh...

-~
AppleCD Audio Player ColorSync™ System Profile
{7 Rutomated Tasks p| Date & Time
E Calculator Desktop Patterns
D0S Mounter Plus™
L Extensions Manager
File Sharing Monitor
42 Find File General Controls
[ vigsaw Puzzie Keyboard
Key Caps Labels
[ Mail and Catalogs  b| Launcher
Note Pad Macintosh Easy Open

(51 Recent Applications b Map

() Recent Documents b :emnrg
onitors
[ Recent Servers Mouse
[® Scrapbook Network
@ Stickies Numbers
* Shut Down PC Exchange

PowerTalk Setup
Sound

Startup Disk
Text

Users & Groups
Uiews
WindowShade

2 Choose Control Panels, Sharing Setup.

Sharing Setup

Network tdentity

Owner Name:

Owner Password: E

HMacintosh Hame: [Macintosh HD

F”_-', File Sharing

[File sharing is off. Click Start o allow other users
@ Program Linking

10 access shared folders.
Status

EPr«r-m Tinking is off. Click Start to allow other
[users to Yink to your shared programs.

3 Click Start under File Sharing.
= au
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4 Click a shared disk or folder to select it.

&1 Macintosh HD

5 Open the File menu and choose Sharing.

Edit Uiew Label Special |
New Folder ®N
Open *®0
Print %P
Close Window #1

Get Info ®1
Sharing... |

fuplicate 0
Maoke filias %M
Put Away Y

Find... ®F
Find Again %06

Page Setup...
Print Desktop...

6 Click to select the Share This Item box.

Click this column to allow the user to
see and open folders within this folder.

i == Mel's Shared Foly

Q Where: Macintosh HO |

L 3ba (5 Share this stem and its contents ,——CliCk this column to

See  Ser  Mike allow the user to
Folders Files Changes

8 B @ add, delete, and
e r— e o

Everyone E E
] Make all currently enclosed folders like this dne
=] can’t be moved, renamed or deleted

Select the person or—
group you're giving
privileges fo.

Click to prevent users from moving, Click this column to allow
renaming, or deleting the folder. the user to see and open
files within this folder.
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To check your access privileges

1 Click to select a shared item.

2 Open

This line shows your
access privileges. —

the File menu and choose Sharing.
Edit Uiew Label Special |
New Folder  #¥N
Open %0
Print xp
Close Window =W
Get Info %1
Duplicate ®0
Make Rlias BM
Put Away xBY
Find... ®F
Find Again %6
Page Setup...
Print Desktop...

S5 == Mel's Shared Folder
Where: Mel's Shared Folder, Mel's Computer

Connected As: Mary Jo
——=Privileges:  See Folders, See Files, Make Chinges

See  See .Makel
Folders Files Changes

owner:fMa ] 2 4] ®
user/Orowp:{___ | B &
Everyone B K &

7] Make all currently enclosed folders tike s one

Xs indicate see, open,
and copy access.

Xs indicate see,
open, copy, delete,
add, and change
access.
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To change your password as a registered
user

1 Click to select a volume on which you are a registered user.

1:31pM (2 B

2 Openthe Apple menu and choose Chooser.

[ElFile_Edit_Uiew Label Special |
About This Macintosh...

AppleCD Audio Player
[ Automated Tasks 14
H Calculator
‘= Chooser
3 Control Panels
& Find File

[ Jigsaw Puzzle
Key Caps

[ Mail and Catalogs  »
Note Pad

(=) Recent Applications  »
(&) Recent Documents b
(&) Recent Servers

[® Scrapbook

G Stickies

ﬂ = Shut Down

3 Click the AppleShare icon to select it.

4 Select a File server.

AppleTalk

[
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¥

Already connected to the file server “Mary
Jo's Computer” as:

O Guast
@ Registered User

Name: Mary Jo

(_cencet ]  (setPassword] [ ok ||
35

6 Click Set Password.

8 Type your old password.

9 Type your new passwaord.

01d password:  [ses ]
New passwaord:

10 Click OK.

!@ Please reenter your new password for
confirmation.

11 Click OK.
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12 Reenter your new password.

0id password:

New password:

13 Click OK.

14 Click to select a new volume.

Mary Jo's Computer
Select the items you want to use:
p—Maciniash HD Ok

=
Checked items ( ) will be opened at
sgslem startup time.

¥35

15 Click OK to access a volume previously selected.

To change your password as a computer
owner

1 Open the Apple menu.

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

fpple Menu Options
AppleCD Audio Player ATM™ GH
[ Automated Tasks »| Auto Power On/Of1

[ caiculator E:::r‘"‘
=
ColorSync™ System Profile
= C Date & Time
g Find File Desklop Patterns
[H Jigsaw Puzzie 00S Mounter Plus™
Key Caps Extensions Manager
[ Mail and Catalogs  »| File Sharing Monitor
[£] Note Pad General Controls

(%) Recent Applications »| Keyboard

(i5) Recent Documents b t:::':ner
(@3 Recent Servers Macintosh Easy Open
(&8 Scrapbook Map
& stickies Memory
| B + Shut Down Monitors
Mouse
Network
Numbers
PC Exchange

PowerTalk Setup
Sharing Setup

: haring St. '
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3 Click and type your new password.

Emss==—— Shating Setup

Network Identity

Owner Name .

Owner Password : |finn

Macintosh Name : [Mel's Computer |

g File Sharing

f_s?n__] File sharing is on. Click Stop 1o prevent ather
p users from sing shared folders.

@ Program Linking

Status

am . L) o I
D Mgt Sl RN |
4 Press Return.
5 Click the Close box.

To restrict access to a shared item

1 Click a shared folder or disk to select it.

2 Open the File menu and choose Sharing.

Emtdlt Uiew Label Special |
New Folder  ®N

Open ®0
Print ®p
Close Window %W

Gel Info #®1
Sharing...
Duplicate
Make flias *®M
Put Away ®Y

Find... ®F
Find Again ®0

Page Setup...
Print Desktop...
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3 Click boxes so only boxes next to the owner have Xs.

& Macintosh HD

Yhere: Macintosh HD, SCS10

Share this Hem and its contents

Fi
Ovner: [Ty o 7]
pser foroup: [ Toow 7]

UDE§?
oo® §f
Dumii

!
Everyone
] Make all currently enclosed folders like this one
4 Click the Close box.
& Save changes to access privileges for
“Macintosh HD"?
:
5 Click Save.

To stop sharing an item

1 Click the shared folder or disk to select it.

5:53 PM
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Connec

S ot vidw Label Special |

New Folder N
Open %0
Print =p
Close Windog =1l

Get Info 21
Duplicate 0
Make Alias EBM
Put Away ®Y
Find... ®F

Find Again ®6

Page Setup...
Print Desktop...

3 Click the box to remove the X.

4

Click the Close box.

Where: Macintosh HD, SCSI0Q

Esrrumnr hd its contents

7¢

now fE

o

Owner:
User /Group:
—

Everyone i

s loom

{71 Make all currently enclosed folders like this

Save changes to access privileges for
“Macintosh HD"?

, Register, Privileges, Passwords, Linking

2 Open the File menu and choose Sharing.

Don't Save Cancel Save
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To turn off file sharing

1 Open the Apple menu.

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

Apple Menu Options
&3 AppleCd Audio Player ATM™ GH
(] Automated Tasks »| Ruto Power On/0fT

E caiculator E:ru‘:"e
25 Ehasser Colorsync™ System Profile
Date & Time
Find File Desktop Patterns
[ Jigsaw Puzzle D0S Mounter Plus™
Key Caps Entensions Manager
[ Mail and Catalogs k| File Sharing Monitor
[£] Note Pad General Controls

(&) Recent Applications b KBE"IWW
(i Recent Documents Lahsls

Launcher
(&0 Recent Seruers Macintosh Easy Open

[ Scrapbook Map

G stickies Memory

l * Shut Down Monitors
Mouse
Network
Numbers

PC Exchange
PowerTalk Setup

Sound
hd

2 Choose Control Panels, Sharing Setup.

Em Sharing Setup

Network Identity

Dwner Name: ]le\l Jo |

Owner Password: [E]

Macintosh Name: [Mary Jo's Computer =i

I File Sharing

..Status
File sharing iz on. Click Stop 1o prevent other [
users from accessing shared folders.

@ Profyram Linking

Status.

| Program Tinking 15 off. Click Start to allow other
;u:m to Yink to your shared programs.

3 Click Stop under File Sharing.

4 Enter the number of minutes until turn off.

How many minytes until file
sharing is disaljled?

Cancel

s

5 Click OK.
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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 |
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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
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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)
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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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