


























































































































































































































































Networking: Connect, Register, Privileges, Passwords, Linking 

To turn off file sharing 

' ' "·IJ.I''fllnW'11 

116 

8 ApplcCO Audio Pl oyer 
CJ Automoted Tosks 
13 Colculotor 

!!; (on h oi PtmPI\ 

File 
ow Puzzle 

Gil Key Cops 
CJ Moll and Cat al ogs 
b::J Note Pod 
(£;)Recent Appllcolions 
(lD Recent Documents 

!l!IJ Recent Seruers 
Scropbook 

• Shut Down 

Apple Menu Options 
6H 

Auto Power On/ orr 
Copture 
Col or 
Col orSync'" System Prome 

& Time 
Deskt op Patterns 
DDS Mounter Plus'" 
(Htenslons Monoger 
File Shoring Monitor 
Generol Control s 
Keyboord 
Lobel s 
Lnuncher 
Moclnt osh Eosy Open 
Mop 
Memory 
Monitors 
Mouse 
Network 
Numbers 
PC EHchonge 
PowerTolk Setup 

Sound 

2 Choose Control Panels, Sharing Setup. 

B Sharln Setup 

Bl Network Identity 

O....n.r Namt: 
OwnH' PUNOt'd : I····· 
Htcintorh NatM: I Mary Jo's. C0t1'19Uttr 

4 Enter the number of minutes until turn off. 

Cancel 



Networking: Connect, Register, Privileges, Passwords, Linking 

OwnwH~: 

OwntrP•ss'WOr'd :~ 
MKYitosh NMM: F.IH:=.,.=,=:Jo:==.=, c..,...;::=::=,,..:---------, 

Q file Shoring 

r::S tatu ~ 
rr::::::::::i'" 1 F'n. shM"T.9 Yill hrn off n 3 mn..tts. Click Cwtl 
~ l!,o lfoavtiton. _ 

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

@ij AppieCO Audio Pioyer 
CJ Automoted Tosks • 
l!l Coi culotor 

~Chooser 
~ Conhol PanPI\ 

1! find file 
a3 Jigsaw Puzzle 
~Key Cops 
CJ Moll and Co t o logs 
[,J Not e Pod 
@] Recent Appllcotions 

~Recent Document s 
fill! Recent Seruers 
~ Scropbook 
($' Stickles 

• Shut Down 

Menu Options 
RTM'" GH 
Auto Power On/ Off 
Copture 
Col or 
ColorSync~ System Profile 
Dote & Time 
Desktop Potterns 
DOS Mounter Plus'" 
EHtenslons Mon 

Generol Control s 
Keyboord 
Lobels 
Launcher 
Macintosh Eosy Open 
Mop 
Memory 
Monitors 
Mouse 
Network 
Numbers 
PC EHchonge 
Powerlolk Setup 
Shoring Setup 
Sound 

2 Choose Control Panels, File Sharing Monitor. 

- - -H+-Area listing 
users. 

File Shoring Actiuity: 

more .,. 
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Networking: Connect, Register, Privileges, Passwords, Linking 

5 Enter the number ol minutes until disconnect. 

How many min tes until selected 
users ore disco nected7 

l:Ow" ~~ 

I Cancel l II OK to.ll 

·~HITi!~l 1:• 

To turn on guest access 
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~ AppleCO Audio Player 
CJ Automated Tasks ~ 

Iii Calculator 
~Chooser 
~ ( ou ll ul l'.tn l•l\ • 

ltll find file 
~ Jigsaw Puzzle 
~Key Cops 
CJ Moll and Catalogs 
r.:J Note Pod 
@] Recent Applications 
(JD Recent Documents 
~Recent Seruers 
IE Scrapbook 

Stickles 
• Shut Down 

... 
ColorSync'" System Profile 
Dote & Time 
Desktop Patterns 
DOS Mounter Plus'" 
EHtenslons Manager 
file Shoring Monitor 
General Controls 
Keyboard 
labels 
launcher 
Macintosh Easy Open 
Mop 
Memory 
Monitors 
Mouse 
Network 
Numbers 
PC EHthonge 
PowerTolk Setup 
Shoring Setup 
Sound 
Startup Olsk 



Networking: Connect, Register, Privileges, Passwords, Linking 

~ Progrom Linking 

0 Allo'W' gutsts to link to proiJ!r~ms 
on th\s M•eintosh 

To turn Program Linking on 

® Appl eCO Audio Ployer 
CJ Automated Tosks ~ 

8 Colcul otor 
~Chooser 

I!!!! (ontrol Panels 
~ find f ile 
~ Jlgsow Puzzle 
(jjJ Key Cops 
CJ M oll ond Cotologs ~ 

&:J Note Pod 
~ Recent Appllcotlons ~ 

~ Recent Documents ~ 

lim Recent Seruer s 
Scr opbook 
Stickles 
• Shut Down 

ColorSync'" System Profile 
Dote & Time 
Deskt op Potterns 
DOS M ounter Plus'" 
EHtenslons Manager 
File Shoring Monitor 
Generol Controls 
Keyboord 
Labels 
Launcher 
Macintosh Easy Open 
Mop 
Memory 
Monitors 
Mouse 
Network 
Numbers 
PC EHchonge 
PowerTolk Set 

Sound 
Stortup Disk 
TeHt 
Users & Groups 
Ulews 

2 Choose Control Panels, Sharing Setup. 

4 Click the Close box. 

• ~ y.,.=:;=;:al 

St•tus•--:--c-:::-:--:c--:--::----, 
rProqr~m lririno;l is off. Click Sttrt to • How ottwr 
I ~'""' to lri:: to '!lOll" shan-d progt"".tmJ . 
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Networking: Connect, Register, Privileges, Passwords, Linking 

To turn Program Linking off 

• 1 I I • 

File Edit Uiew Lobel Special 
About This Macintosh ... 

If]) Apple CO Audio Player 
CJ Automated Tesks ~ 

fa Calculator 
~Chooser 

!I! l nnh oll'cHH'I \ ~ 

~Find File 
as Jigsaw Puzzle 
Gj] Key Cops 
CJ Moll and Colo logs ~ 

(;J Note Pod 
~Recent Applications ~ 

(]l] Recent Documents ~ 

lim Recent Seruers 
Ill Scrapbook 
~Stickles 

• Shut Down 

Colorsync'" System Profile 
Dele & Time 
Desktop Patterns 
DOS Mounter Plus' .. 
EHienslons Moneger 
File Sherlng Monitor 
General Controls 
Keyboard 
labels 
leuncher 
Macintosh Easy Open 
Mop 
Memory 
Monitors 
Mouse 
Network 
Numbers 
PC EHchonge 
PowerTolk Setup 

Sound 
Startup Disk 
TeHI 
Users & Groups 
Ulews 
WlndowShode 

2 Choose Control Panels, Sharing Setup. 

4 Click the Close box. 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

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

To install a font 

1 Quit all application programs. 

3 locate the font(s) you want to install. 

Pu t these fonts Into the Fonts fo l 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

To remove a font 

1 Quit all application programs. 

2 Open the System Folder. 

~MI!!I sustem Folder Sill[ 
12\ttms 82N8 in dfsk 174 .1 MB 

<() 

ll~t 
{). 

¢ 1 ~ill 

3 Double-click the Fonts folder. 

To turn ATM GX on or off and set the font 
cache 
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(§ Appl eCO Audio Player 

D Automated Tas~s ~ 

m Col culator 
~Chooser 

l!!!i Control Panels ~ 

~ Find File 
~ Jlgsnw Puzzle 

tiiJ Key Cops 
CJ Moll and Colologs 
()Not e Pod 
@] Recent Applicolions ~ 

~ Recent Documents ~ 

rim Recent Seruers 
119 Scrnpboo~ 

Stickles 
• Shut Down 

ower 
Coplur e 
Color 
ColorSync' " System Profile 
Dale & Time 
Des~top Pollerns 
DOS Mounter Plus'" 
EHienslons Manager 
File Sharing Monilor 
General Controls 
Keyboord 
Labels 
launcher 
Moclnt osh Easy Open 
Mop 
Memory 
Monitors 
Mouse 
Nelwor~ 

Numbers 
PC EHchonge 
PowerTo l~ Setup 
Shoring Setup 
Sound 
.... 



Printing: Fonts, QuickDraw GX, Portable Digital Documents 

3 Click On or Off to enable/disable. 

Adobe Type ManagerT" 

Prtsttr•n 

@ Lwsp .. in<j 

0 Clur.tcttf' Jh~ 

To f ind out which fonts are installed 

1 Open the Apple menu and choose Key Caps. 

liill File Edit Uiew Lebel 
About This Macintosh .•. 

@iJ AppleCD Audio PI eyer 
CJ Automated Tasks 
Iii Calculator 
~Chooser 
G;;) Control Panels 
~ Find File 
~Jig sew Puzzle 

CJ Moll and Cetel ogs 
b::J Note Pod 
@J Recent Appllcetions 
(lD Recent Documents 
lim Recent Seruer s 
Ill screpbook 
~ Stick les 
Iii • Shut Down 

The menu lists the fonts 
installed on your System. 

Chicego 
Courier 
Geneu" 
Heluetlca 
Hoefler TeHt 

• 
• 
~ 

• • 

Speciel l 

Hoefler TeHt Ornaments 
Monnco 
New York 
Palatlno 
Skl10 
Symbol 
Tek ton Plus Regular 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

Printing 
Create o ne or more Desktop printer icons to represent the p rinters 
you use. To print one or more documents, drag and drop the docu­
men ts on a prin ter icon. 

To print a document 

Printer " LoserWri ter II NT" 

Copies: Q Pages:@ Ail 

Couer Page: @No 0 First Poge 0 Last Poge 

Paper Source: @ Paper Cassette 0 Manual Feed 

Destination: @ Print er 0 Disk File 

Print Pages: @ Ail 0 Odd Pages Only 0 Euen Pages Only 

Section Range: From: I To: I 0 Pr int Selet lion Only 

0 Pr int Hidden TeHI 0 Pnnt NeHI File 0 Print Dock To Front 

To switch printers or create a new Desktop 
printer icon 

1 Open the Apple menu and choose Chooser. 

1111 File Edit Uoew Label Specla~ 
About This Macintosh ••• 

(§ RppleCO Audio Ployer 
Cl Automated Tasks 
j" Cal cul ator • 

II; 
[1--

Qi) Cont r ol Panels • ~Find File 
~Jigsaw Puzzle 
~ Key Cops 
Cl Mail ond Catalogs • b:J Note Pad 
@£) Recent Applications • (A] Recent Documents • {i;) Recent Seruers 
~ Scrapbook 

~Stickles 
i • Shut Down 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

2 Click the type of printer you want to use. 

~ 
~'w'rftH' LO OX luff"'w'r itf't" 300 

~ 

POO M;a~tt" GX 

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 Apple Talk network. 

5 Click Create to make a Desktop printer icon. 

6 Click the Close box. 

7 Arrange your Desktop printer icons in a convenient location. 

With OuickDraw GX installed, background printing is automatically avai lable. 

To check on the print status of one or more 
documents 

Alternatively, 
you can print 

from within your 
application. 

more._ 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

Printer " l oserWrlte r II NT" H~ , II Print .. 11 
Copies: [C Pdges: ®All 0 From: D To: D ~ ~ 
Couer Page: ®No 0 First Poge 0 Lost Poge 

Paper Source:@ Paper Cdssette 0 Monual Feed 

Oesllnollon: ® Print er 0 Disk rue 

Print Pnges: @All 0 Odd Poges Only 0 [uen Poges Only 

Sec tion Rnnge: From: I To: I 0 Prmt Selett ion Only 

0 Print Hidden TeHt 0 Print Neut File 0 Print Bnck To Front 

2 Cl ick Print in the application's Print dialog box. 

J I •I®!'I!A3!ro®jj,jijoi!lo!IJI!j,j,i 

.L 

IDID Doe~nts In ()IIHw : 7 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

To halt printing 

1 Select one or more documents. 

[01] Ooot.rntnts in Ouf.ut: 4 

1 Normal 

l tdn d(prYit) l 1 Uormal 

165Miik$AU8UII 1 NorrNl 

To resume printing 

lt!IT'il:l't~'1111 1 l'lll 

LoserWrlter II NT 

~~) [ Remove l I Oooet.m.nts ... C)utou. : 4 

OowmtntN¥M P~s CopWs etl!JlliD1 

{j 
Ltaf .blut(prW\t) I 1 Norm• I 

us.,. t-t.l;documtnt Lt<~f b~1nt); s tatltS: prtpwtlq dab 

~ luf.'Tt.n{print) 1 1 Normal 0 

~ luf .r'td{9f"int)l 1 1 Normal 

• ID'F"II~-~~~~~~ 1 I """' 0 
:;II ·~ Iii 
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Printing: Fonts, OuickDraw GX, Portable Digital Documents 

To delete one or more documents from the 
print queue 

1 Select one or more documents to delete. 

I OocUI"ffottttS in QuN. : 4 

Ooeum+nt N¥M 

lufnd(print)l 

lBiiiilil:t!:mid&lil 

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. 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

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

Printer "LaserWrlter II NT" 1 .o ~ 

Copies: C Pages: ®All 0 From: D To: D 1 cnncel ) 

Couer Page: ®No 0 first Page 0 Last Page 

Paper Source:® Paper Cassette 0 Manual feed 

Destination: ®Printer 0 Disk File 

Print Poges: ®All 0 Odd Pnges Only 

Section Rnnge: From: 1 To: I 

0 Print Hidden TeHt 0 Print Neut file 

0 Euen Poges Only 

0 Print Selection Only 

0 Pr int Bock To front 

Portable Digital Documents 
Portable d igital documents (PODs) reduce paper and save the time 
required to print. PODs 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. 

mrne [dlt Uiew Lobel Special] 
About This Mocln tosh •.. 

t!ij Appl eCD Audio Playor 
D Automated Tosks ~ 

EJ Calculotor 
00 

Gm Control Panels "t ~ 

~ find file 
tB Jigsow Puzzl e 
Gil Key Cops 
D Moll ond Cotologs ~ 

r.J Note Pad 
~Recent Rppllcotlons ~ 

ClD Recent Docum ents ~ 

tim Recent Seruers 
Ill Scropbook 
<f1 Stickles 
111 • Shut Down 

2 Click POD Maker GX. 

3 Click Create to make a Desktop printer icon. 

~ 
LQ GX lutr'W'ritf'f' 300 OX 

~ 
lu.-r'tt'dtt'f" IISC OX 

0 

Sty\t'tlfrittf" GX 

®Active 
0 AppieTalk 0 lnacUve 

7.41 I 

4 Click the Close box to close the Chooser. 
more ... 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

130 

Printer " POD Maker GH" 19 

Copies: [g Pages: @ All O From: c:::::Jlo:c:::::J 

Couer Page: ®No 0 First Page 0 last Page 

Print Pages: ®All 0 Odd Pages Only 0 Euen Pages Only 

Section Range: From: I To: I 0 Print Sel ection Only 

0 Print Hidden TeHt 0 Print Ne11t File 

Desktop ) 

New LJ ) 



Printing: Fonts, QuickDraw GX, Portable Digital Documents 

To view a portable digital document 

1---------fS severe, was the most frequently reported s1de 
trials, \Yith an incidence rate not 

ijij~ij~iijijif from placebo. 

re:scribed ZANTAC, the o/o r educoon in 24-hour 
1--------f with a 92% reduction in nocturnal acid 

mg b.i.d. significantly reduces daytime , nighttime: and 
acid contact time. 

3 Choose Next Page or Previous Page. 

To print a portable digital document 

wllllill Edit Font Size style Sound 

~ New II€N Scrtpt.PDD 
Open .•. 11€0 

Cl ose 11€W 
Soue 11€5 
Soue As ... 

sometimes severe, was the most frequently reported s1de 

Poge Setup •.• ntrolled clinical trials, with an incidence rate not 
ly different from placebo. 

Print OnE opy 
a.rt 2 

Quit II€Q 
who are prescribed ZANTAC, the % reduction in 2+hour 

ion is 63% with a 92% reduction in nocturnal acid 
se retion. 

Pa. eS,Chart 
2/. ~TAC 150 mg b.i.d. significantly reduces daytime, nighttirr.e and 
24 hour esophageal acid contact time. 

1 Open the File menu and choose Print. 

3:35PM 

i 
~ 

more ..,. 
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Printing: Fonts, QuickDraw GX, Portable Digital Documents 

2 Open the pop-up menu. 

I.O .Ifl o3 

Pages: ~iT=-'-'~=~ 
0 From: I I To: Ll - ---l 

Caples: !liiiill 
[ More Choices ) 
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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 

2 Open the File menu and choose Get Info . 

I .; IIIIJlll Edit Uiew Lebel Specleli 
New Folder X N 
Open xo 
Polo I 31lP 
Cl ose Window ~w 

Sherlng ... 
Oupllcel e xo 
Meke Alles X M 
Put Awey XY 

Find ... !U 
Find Ageln 1116 

Pege Setup ... 
Print Desktop ... 

kt.a4 : SI.tpM'P•Witdoe~t 
Stu : 141( on cttsk (9,434 ~tts u .. d) 

VliH"• : ~W\tosht() : 

Cr••t.-41 :SIM\ • .An 26, 19'94, 2 :-49 PH 
:~.~26. 1,..,2:'49PM 

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

To protect the System and Applications 
Folders 

134 

"r"•':: ose Control Panels, General Controls. 

File Edit Uiew label Special 
About This Macintosh ... 

e!j AppleCD Audio Player 

CJ Automated Tosks • 
E1 Calculator 

~Chooser 

l!l!! [ ontrol Panel• 
~ Find File 
~ Jigsaw Puzzle 
WJ Key Cops 
D Mall and Cat alogs 
r;:J Note Pod 
@) Recent Applications 
(iS] Recent Documents 
!ill Recent Seruers 

Ill Scrapbook 
~ Stickles 
I • Shut Down 

3 Click Protect System Folder . 

Apple Menu Options 
ATM'" GH 
Auto Power On/ Off 
Capture 
Col or 
Col orSync'" System Profile 
Dote fr Time 
Desk top Patterns 
DOS Mounter Plus '" 
EHtensions Manager 
File Shoring Monitor 

Keyboard 
l abels 
launcher 
Mocintosh Ensy Open 
Mop 
Memory 
Monitors 
Mouse 
Networ k 
Numbers 
PC EHchonge 
PowerTolk Setup 
Shoring Setup 
Sound ... 

• General Control s 

- Duttop - lns:.r tion Point Oliftlcint -

[8] Show Otslctop whtn In b¥:k9f"OI.M 1:1 .:O. k 0 ® 0 
Slow f u t 

[81 sho.., l a-uoohff ~~ svst.m st.,-tup • r- Hf'nu Blinldnt 

II I Shut Oov• v~rn in9 

. 
0 0 ® 0 

I Off I 2 3 
_ [8J IW'&rn nw if c~ttf" wu shut down i"rvOO*r)J 

r- Fold....- Prot..etio• r- Doc umPnts 

..... ~ Prottoet ~d.m Foldtr ~ 
~ op«~Wj M' nv~ .a docWMnt , b kt mt to 

0 fold• r 'IIIMch c«~bins tM ~plic.aHon . 

~ Prott-et AppUca\ions foldtr ~ 
@ l .st foldtr os+d in tht • pplkaHon . 

r- QDo<:...,....nts foldf'!'" . 

a Lflllil:tlil o!Glil •. ' I ol llif.liTITil.:'lll:fi'lro ·:r. 



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 

When the window is 
selected, the Close 

box appears at the left 
end of the title bar. 

4 Close the Disk Tools window by clicking the Close box. 

rind ... K F 
Find Rgoln KG 

7 II the problem disk is a floppy disk, insert it in the floppy drive. 

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

8 Double-click the Disk First Aid icon. 

7 ittms 

9 Click to select the problem disk. 

Disk First Aid 
S.!,t.et vokrnt(s) VH'lf~ : ~ofvobntsuJ.ct.d : I 

~~ 1'53 
c:::J ~ 

WWJIIMljffi MKintoshHO MKintoshtiO 
~ttt'nll 

~ 
CtcM Ortvtr Y2.1 1 SCSIIO 0 (• ) 

(Stwtup Disk) 

¢1 
Rnlf'v Ntructions ..-.d r t sults: 
Disk Ftrs t Aid : ~ r ~~[ Uertry ~ OiJ< r trst Aid is • utilit\1 wtnch vtrifits tht dirtctor\j struohr t of~ 
H-.r.,.cht~l f1~ ~sttm (i-FS) butd st0r'"9t vo)Jmt . M.nv h.rd Clute dr'tVts , 

[ Repair ) I~ ctid:: M'ld ~.a~ t Oiik-(CO), tvts .,., txwrc>lts o0 4'S·b•nd s tor• 
vol~s . 

[ ~top ) 1r wnp•f'"f.cbons .,., f~ vtthln • oluriw Oble frst Aid C¥1 0. us.d u • 
• tW'st sttp• to r.-p• r tht 6tfKts I YO \JIM hU sufftrtod stYtn OOf'"niP\IOn 

othtt" ut1hty PI"'09f"MnS or r~1r'"' thods m ty I'IHd to 1M' u:1t11 

Ru•nlng Dlst rlnt Aid : 

Ch(.k on tM vobrw ~ou wouU 1*• v.rtf\j or rf'S).IIir' . Hultil" vobnH un 
tt. st ltct.-ct by h0ldlfll9 6ovn tht St\1 IICtv whilt cl~~ on lM ..-o\.mts . 6 

10 Click to verify the disk's directory. 

11 Click to repair the selected disk. 

To rebuild your Desktop 

136 

1 Hold down the )::( and Option keys. 

nre you sure you went to rebuild the 
desktop file on the disk " Macintosh HD"? 
Comments In info windows w ill be l ost . 



Sound: Volume, BeeP., 

Controlling Sound 
Macintosh computers come with alert sounds in stalled 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. 

File Edit Uiew Lebel Special 
About This Macintosh ••. 

@3 AppleCD Audio Player 
D Automated Tasks ~ 

Iii Calculator 
~Chooser 
!1!1 Control Panel< 
1} Find file 
~ Jigsaw Puzzle 
Ia Key Cops 
D M oll and Co t o logs 
r.J Note Pod 
~Recent Applications 
(lD Recent Documents 
lim Recent Seruers 
G'!l Scropbook 
<fl Stickles 

• Shut Down 

Apple Menu Options 
ATM'" GH 
Auto Power On/ Orr 
Capture 
Color 
ColorSync'" System Pro le 
Oote II' Time 
Desktop Patterns 
DOS Mounter Plus'" 
EHtenslons Manager 
File Shoring Monitor 
General Controls 
Keyboard 
Lebel$ 
Launcher 
Moclntosh Eosy Open 
Mop 
Memory 
Monitors 
Mouse 
Network 
Numbers 
PC EHthonge 
PowerTolk Setup 
Shoring Setup 

3 Drag the slider to adjust the volume. 

Alert Uolume ~ 

6 Click the Close box. 
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Sound: Volume, Beep, Install, Remove, Record, Audio COs 

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 

Sounds need to be stored In the System 
file In order to be BUelleble to the 
Macintosh. Put "Good Morning" Into the 
System flle7 

To remove a sound 

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

Menu 
ATM'" 6H 
Auto Power On/ Off 
Capture 
Color 
ColorSync'" System Profile 
Dale II' Time 
Desktop Patterns 
DOS Mounter Plus' " 
EHtenslons Manager 
file Sharing Monitor 
General Controls 

• Keyboard 
Labels 
Launcher 
Macintosh Easy Open 

' 
2 Choose Control Panels, Sound. 

,......1 fllut Sound• 

] 

Mouse 
Network 
Numbers 
PC EHchange 
PowerTalk Setup 

Sound 

Droplet 
Indigo 
Quack 
Simple INP 
Sotuml 
Wild E•p 

Setu 

Rl ert Uolume T 
I 

3 Click the Add button . 

4 Cick Record to begin recording. 

a Type a name. 
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Sound: Volume, Beep, Install, Remove, Record, Audio COs 

Using the Apple Audio CD 
Player 
Apple's CD-ROM d rive can play audio COs 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 
o ther software running. 

140 

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

2 Open the Apple menu. 

Calculat or 

~Chooser 
Qi;) Control Panels • 
. find File 
~ Jigsaw Puzzle 
Gil Key Cops 
CJ Moll end Catalogs 
(;J Note Pod 
(2] Recent Rppllcellons 
(iD Recent Documents 
~ Recent Seruers 

Scrapbook 
Stickl es 
• Shut Down 

4 Click Play. 



Index 

A 
access code prompt, 69 
access privileges (networks) 

checking, 109 
denying, 106 
setting, 107-108 

alert sounds, 13 7 
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 
Scrapbook items to 

documents, 38-39 
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Create Publisher command 
(Edit menu), 40 

cutting data, 35 

D 
da te, 25-28 

formatting, 25 
Daylight Saving Time 

option, 27 
deleting 

jobs fro m print queue, 
128 

Note Pad, 52 
PowerTalk key chain 

record, 68 
system extensions, 30 

denying user access (net­
works), 106 

Desktop, 2 
colo r, 17 
network volumes, 

98-101 
rebuilding, 136 

disconnecting users, 11 7 
discs, see CD-ROM discs 
disk caches, 57 
Disk First Aid, 134-136 
disks, see individual disk 

types 
DOS fil es, 43-45 
drag-selecting icons, 3 

E 
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 
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Edit menu commands 
Copy, 19 
Create Publ isher, 40 
Paste, 20 
Subscribe To, 41 

e jecting 
CD-ROM d iscs, 64 
floppy disks, 63 

emptyi ng Trash Can, 92 
enclosures (e-mail), 79-80 
erasing fl oppy disks, 63 
expanding windows, 14 
extensions, 28-29 

F 

deleting, 30 
saving, 30-31 
turning o n/off, 30 

File menu commands 
New User, 104 
Put Away, 64 
Sharing, 103 

File Sharing Monitor, 117 
fil es 

aliases, 82-83 
colo r, 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 

ote Pad, 49-50 
rem oving, 122 

fo rmatting d isks, 62 

G 
graphics 

copying, 34 
cutting, 35 
pasting, 34-35 
puzzle, 54 

grayscale (monitors), 21 
guest access (networks), 

118-119 

H 
h ard disks 

caches, 57 
startup d isks, 58 
virtual memo ry, 59 

Help 
Balloon Help, 95 
Index, 94 
keyboard sho rtcu ts, 

96-97 
Topics, 93 

h id ing 
Launcher, 90 
windows, 9 

ho lding print jobs, 127 

I 
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 

Index (Macintosh Guide) 
94 I 

In its, see System extensions 
install ing 

control panels, 31 
fonts, 121 
sounds, 138 

J-K 
Jigsaw Puzzle, 53-56 

Key Caps, 47-48 
keyboard 

L 

control settings, 24 
shortcuts, 96-97 

labels (colo r), 18 
Launcher 

appending items, 89 
hiding, 90 
o pening applications or 

documents, 88 
removi ng items, 89 
showing, 90 

linking, p rogram, 119-120 
locking 

d isks, 133 
fi les, 133 
PowerTa lk key chain, 70 

M 
Macintosh Guide 

Index, 94 
Topics, 93 

mail, see e-mail 
mailbox 

n am es, 81 
preferences, 77 

memory 
applications, 87 
RAM d isks, 60-61 

menu bar, 2 
menus, opening, 6 
monitors (color 

adjustments), 21 
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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 sh ared 

items, 113-114 
setting, 107-108 

connecting, 98 
file Sharing Monitor, 

11 7 
passwords, 110-112 
sharing setup, 102-103 
terminating share 

privileges, 114-116 
users 

d isconnecting, 117 
registering, 104-105 

volumes 
moun ting, 98-100 
unmounting, 101 

New User command (File 
menu), 104 

Note Pad 
dele ting, 52 
fonts, 49-50 
printing, 51 
quitting, 52 

0 
opening 
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AppleTalk Catalog, 71 
applications, 83, 85, 88 
CD-ROM discs, 64 
documen ts, 83, 88 

p 

enclosures (e-mail), 
79-80 

icons, 4 
menus, 6 
PowerTalk key chain, 

65-67 

passwords, 110-112 
Paste command (Edit 

menu), 20 
pasting data, 34-35 
PC disk icon, 62 
PC Exchange, 43-45 
PODs (portable d igital 

documents) 
creat ing, 129-130 
pri nting, 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 
PO Ds, 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 
pro tecting 

Applications folder, 134 
disks, 133 
files, 133 
System Folder, 134 



published documents, 40, 
42 

Put Away command 
(File menu), 64 

puzzle, see jigsaw Puzzle 

Q 
Quick Draw GX, 121 
quitting 

R 

e-mail, 76 
jigsaw Puzzle, 56 
Note Pad, 52 

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 location s, 91 

Scrapbook 
appending, 36-3 7 
copying to documents, 

38-39 

Index 

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

time, 25-28 
formatting, 25 

Trash Can, 2, 92 
turning on/off, 1 

u 
unlocking PowerTalk Key 

Chain, 70 
unmounti ng network 

volumes, 101 

v 
viewing 

icons, 12 
PDDs, 131 
windows, 9-11 

virtual memory, 59 
volumes 

mounting on the 
Desktop, 98-100 

unmounting on the 
Desktop, 101 

W-Z 
windows 

bringing to front, 8 
capturing, 13-14 
cleaning up, 11-12 
closing, 7 
colo r, 16 
hiding, 9 
moving, 7 
printing contents, 13-14 
resizing, 8 
showi ng, 9 
viewing, 9-11 

WindowShade, 14-15 
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