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What This Book Will Do for You

We know you don’t want to read a dry reference book about Mac OS 8, and we
didn’t want to write one. We've tried to put together an easy, step-by-step way for
you to learn not only the fundamentals of Mac OS 8, but all the other facets of the
computing experience. Operating systems like Mac OS 8 don’t work without a
computer and other peripherals, so we've encapsulated much of the knowledge
we've garnered over the last ten years testing and writing about computer products.

Who Should Read This Book

This book is both for new users of Mac OS 8 and users who are upgrading from a
previous version of the Macintosh operating system. Mac OS 8 represents some
significant changes for the operating system, especially with a completely new
interface. Thus, we believe all users will benefit from reading it. (We'll refer to earlier
versions of the Macintosh operating system as System 7.X.)

Conventions Used in This Book

.

CAuTION

usr MiNuTE

Each hour conrains a section called “term review” to explain the new concepts that
we introduced. There is a question-and-answer section at the end of each hour that
anticipates questions or problems you may encounter along the way.

In addition to typographical conventions, the following special elements are
included ro set off different types of information to make them easily recognizable.

Special notes augment the material you are reading in each
hour. They clarify concepts and procedures.

You'll find numerous tips that offer shortcuts and solutions to
common problems.

The caution sections warn you about pitfalls. Reading them will
save you time and trouble.
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Introduction

So you're sitting there thinking, “The Macintosh is supposed to be the easiest computer of
all. Why the heck do I need a book to teach myself Mac OS 82 Of course, you're right—
the Macintosh is an easy computer to learn. Butit's also a very powerful computer, and itonly
takes a lictle bit of knowledge to unleash that power. That’s what this book is for.

Even better, the Macintosh embodies the personalin personal computer. There is much you
can do to personalize your Macintosh with your own touches, so that it’s as comfortable to
use as a favorite chair is to sit in. That’s also what this book is for.

The information in this book is based on information on Mac OS 8 given
to the authors in the spring of 1997. Because this information was
delivered prior to the final release of the operating system software, there
may be some differences between the information in this book and the
final version of Mac OS 8. We encourage you to visit Apple’s web site
(www.apple.com) for updated information once you're up and running with
Mac OS 8.

’

Just A MinuUTE

Who Should Read This Book

If you're never used a Macintosh before, this is the place to start. If you already know how
to use a Macintosh, and want to learn more about Apple’s latest operating system, this is also
the place to start. We'll teach you the basics of the Macintosh, how to improve your expertise,
and then how to customize your Macintosh.

For those readers who already use a Macintosh, you might want to read Appendix A, “What's
New In Mac OS 8.” Itlooks at what's new and improved in Mac OS 8 if you're familiar with
System 7.X.



Can This Book Really Teach Mac OS 8 in
24 Hours?

Friends of ours suggested we bundle a coupon for a six-pack of Jolt Cola in with this book,
so we had to explain to them that it wasn't necessarily 24 consecutive hours. We've tried our
best to keep the chaprers consistentin the time you'll spend reading them. Some of them have
more pages than others simply because sometimes we could explain what we needed in text,

and other times we needed pictures to explain concepts best. But yes, if you seraside an hour
a day for a month (or a couple of hours each weekend), you'll have the basics of Mac OS 8

down pat.

By the way, we put a lot of thought into the order of these hours, so everything would be
explained in a logical path. Ideally, you'll be able to use what you learn in one hour in a

succeeding hour. Thatsaid, feel free to jump around. We've made every effort to referyou both
backwards and forwards so you can find what you want to learn when you want to learn it.

What You Need

We assume that you have a Macintosh computer equipped with a Motorola 68040 or
PowerPC CPU, keyboard, and monitor, or at least have access to one. We don’tassume that

you have installed any other applications, though we do make some recommendations for

software that we use ourselves.

Typographical Conventions

Here is a summary of the typographical conventions:
The first time a new term appears, the term is italicized.

Web addresses appear in a special monospaced computer font.

If a task requires you to select from a menu, the book separates menu commands
with a vertical bar. Therefore this book uses File®*Save As to select the Save As
command from the File menu.
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Hour

Welcome to Mac OS 8 L

This hour introduces you to the basics of using your Macintosh and its operating
system, Mac OS 8.

If you're already among the millions of people using a Macintosh computer,
Mac OS 8's new features and improved user interface enable you take better
advantage of your hardware and software. If you're new to the Macintosh
platform, Mac OS 8 builds on Apple’s legendary ease of use to offer you
powerful computing capabilities without making you delve into the details of
how your computer works. Novices and experts alike, Macintosh users enjoy the
benefits of using a computer platform that’s ranked number one for customer
loyalty, reliability, and ease of use.

The highlights of this hour include:
| How Mac OS 8 functions

| How to turn on your Macintosh, and get started using it
[l How to use your mouse
. How to launch applications

'] How to shut down your Macintosh safely



Hour 1

Understanding System Software

All computers—Macs, PCs, and even large computers used by factories and large corpora-
tions—rely on an operating system, software the computer uses to perform basic tasks and to
let applications (programs like your word processor or your email software) talk to the
hardware (the computer itself). Ifyou or someone you know usesa PC, you're already familiar
with an operating system, probably Windows or Windows 95. On the Macintosh platform,
we also refer to the operating system generically as system software.

The Macintosh platform’s current operating system is known as Mac OS 8, and it performs
basic tasks such as memory management and file handling. Mac OS 8 also controls the look
and feel—the interface—of the computer, including the files and menus you'll use to operate
the computer. Mac OS 8 is responsible for enabling application programs to communicate
with one another and with the computer’s hardware, and for giving each application a similar
appearance.

Learning the Basics

In thissection, we'll teach you the minimum skills you’ll need to use your Macintosh: turning
it on, using the mouse, launching applications, and shutting down your computer.

Getting Up and Running
After you've taken your Macintosh out of the box and assembled, you'll need to locate its
power switch. In the upper-right corner of your keyboard, you'll see a key with a triangle, as
seen in Figure 1.1.

- r
Figure 1.1 ' I
This key—located in the
upper-right corner of
. E Q This computer may not have been shut down
yﬂ“f‘ ktj!bﬂ(ﬂ"d—lf t/%’ properly the last time it was used,
pawer swim'afbr yaur To turn off this computer, always choose Shut
. Down from the Apple menu, or press the Power
Mﬂanrojb- K key on the keyboard.

File Edit
About This M.

£ Apple System Profiler

@5 Apple Telecam Status

@ * Shut Down

Press the Return key an Ihe keyboard to continue
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To turn on your Macintosh, perform the following steps:

1. Locate the power key in the upper-right corner of your keyboard.

2. Press the power key.

3. Your Macintosh will play a musical sound to indicate that it has powered on.

On some Macintosh systems—especially low-cost models—you'll also
need to find a second hardware power switch. Typically, it's o rocker
switch like those found on household appliances. On some older Power
Macintosh and Centris models, the power switch is a round push button
on the front of the system.

After you've successfully located the power key and turned on your Macintosh, it performs
its system checks and displays a series of images to let you know all is well.

Briefly, you'll see an image known as the “Happy Macintosh” icon. This image—which goes
back to the very first days of the Macintosh, as evidenced by its depiction of a very old
Macintosh—tells you thac the various components of the computer’s main logic board have
passed their internal checks.

The next image you'll see is the Mac OS logo: two blue stylized faces and the words “Mac
OS” beneath them. The logo first appears with the words “Welcome to Macintosh” beneath
it, which then changes to “Starting up...”. At this point, you'll see a status bar appear, which
shows how far along your Macintosh is in the software portion of its startup process. -

If you don’t see the “"Happy Macintosh” or the Mac OS logo when you
first turn on your Mac, you'll want to refer to the documentation that came
CAUTION with your computer for assistance.

As the status bar fills to indicate progress, a row of tiny images will appear at the bottom of
your screen. These small images—known as Zcons—represent the various portions of the Mac
OS becoming active. We'll talk more about the Mac OS pieces that these icons represent in
Hour 7, “The System Folder.”

After these startup icons have finished their march across the bottom of your moniror, you'll
see a basic gray screen with a few icons on it, as seen in Figure 1.2. This basic view is the core
interface to the Mac OS. It’s known as the desktap, because—just like on your real desk—
you'll start most of your work here.
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Figure 1.2 [~ Tile Edit_ View Special Hein
The Mac OS 8 desktop.

On the desktop, you'll see the icons for your hard drive (called “Macintosh HD”)—the
storage place where your Macintosh keeps your files and programs. You'll also see a trash can,
alight gray bar at the top of the screen, and a small tab at the lower right corner that lets you
access the Control Strip (we'll discuss the Concrol Strip in Hour 7, and the Trash in the next
chapter, Hour 2, “The Deskrop”).

The light gray bar at the top of your screen is known as the menu bar (see Figure 1.3)—the
place where you'll find many of the menus that you'll use to access of many of Mac OS 8's
basic features. We'll discuss the menu bar’s functions in depth in Hour 4, “The Finder’s
Menu Bar.”

Using the Mouse
Mastering the mouse is relatively simple, but it takes a bit of practice to develop the necessary
hand/eye coordination to use the mouse with ease. Luckily, all of the terms related to using
a mouse are simple and straightforward. The two most basic mouse maneuvers are pointing
and clicking.

To practice pointing and clicking, perform the following steps:

1. Put your hand on the mouse, and move it around until you locate the arrow cursor
(see Figure 1.4).
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Figure 1.3 & _File Edit View Special Help

The menu bar is at the =
top of the window. il -

Figure 1.4 & e Eaic view speol Wew | 7arv El )
The arrow cursor points : ' |
to the Trash.

s
HMacintosh HD

2. Move the mouse so thart the arrow cursor points to the Trash icon in the lower-
right corner of the screen.

3. Press the mouse button and hold it down using your index finger. The Trash icon
will change color to indicate that it is selected.
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Hour 7

Date & Time
You may think setting the date and time to be displayed on your menu bar would be simple,
but i’s not. It turns out that around the world there are a multicude of ways to display date
and time, and the Macintosh lets you set them the way you prefer. Let’s walk through each

one.

1;

As you have previously, go to the System Folder.

2. Double-click on the folder named “Control Panels” and double-click on the Date

& Time icon (see Figure 7.1A).

Figure 7.1A
The Date & Time ; : tE '
Cg;znﬂol Pﬂﬂf!. % Cl-ll'l’El‘lt dﬂte Currentﬂme
[77 om0 & | [ons3oem |
[ Date Formats... | [ Time Formats... |
: @ TimeZone | 234] Menubar Clock
San Franoisco i a city in the @on (Jor
current time zone, _
[ Daylight Savings Time | |
[ SetTime Zone... | [ clockoptions... |
3. You'll see four options. Start by clicking on the Date panel. By clicking on the

4,

triangles to the right, you can reset the month, date, and year.

Now click on the Date Formats bucton (see Figure 7.1B). The default is the
common style for the United States, as indicated in the button at the top, but you
can click on any of the panels marked Weekday, Month, Day, or Year to arrange
the date style any way you want. You can choose from a Long Date format on the
left or a Short Date format on the right. To see how it will be displayed, as you
click, note the changes in the Samples box below. When you’re done, click on OK.

In the Date & Time Control Panel, click on the Set Time Zone button. The
default was selected when you set up your Macintosh, but if you move, you can
click on any city from Abu Dhabi in the United Arab Emirates to Zurich Switzer-
land. This is also an easy way to find out what time it is in a particular city (if

you’re daydreaming that you're in Paris, for instance, you may want to know if it’s
time for dinner). Click on OK.





















































































































































































































































































































































































































































































































































































































































































































































































































































































































