






















































































































































































































































































































































































































































































The choices on most menus depend on whether you're
working in a document or on the desktop. The File menu
on the left in Figure 7.1 is the one you see on the desktop.
The File menu on the right is the one you see in a
MacWrite document.

(AW Edit  View
=""0pe

g Duplicate 3D
= GetlInfo %I

& WAIEH Edit  See
B Newd
Dpen...
Close
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Save RAs...
Page Setup
Print...
Quit
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Figure 7.1: File Menu

The menus show that what you can do in the document dif-
fers from what you can do on the desktop.

To see a menu, pull it down from the menu bar; to use the
menu, make a choice from it:

* position the pointer on a title in the menu bar. Hold
down the mouse button to see the menu. Available
choices are in boldface on the menu.

e drag the pointer to highlight your choice in the menu
and select it.

* release the mouse button when your choice is high-
lighted. Macintosh carries out the action you've chosen.

This technique is the same for all menus and applications.
You'll find that working with Macintosh means using se-
quences of menu commands for specific tasks.
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Desk Accessories

A desk should make your work easier. It's nice to have con-
venieces like a clock to keep track of the time or a notepad
for jotting things down. Not surprisingly, the electronic
desktop does have built-in gadgets. They're called desk ac-
cessories and are listed on the & menu.

The accessories include a Scrapbook, Notepad, clock, calcu-
lator, puzzle, and a control panel for adjusting various
features of the desktop.

When you choose a desk accessory, it opens like a window.
You can do the same things with an accessory that you do
with a window: drag it, open it together with other win-
dows, and close it by clicking its close box.

The choices on the # menu are the same in a document and
on the desktop. The accessories are always available;
you can open and use any of them at any point in your work.

In some applications, you'll have to close desk accessories
before resuming work in a document. In other applications,
you can keep desk accessories open while working
in a document.

When a document and desk accessories are open at the
same time, you can use each in turn by clicking its window.
To activate a desk accessory, click it. To return to the docu-
ment, click anywhere in the document (in some applica-
tions you'll close the desk accessories first). Clicking
activates the document window and brings it to the fore-
ground. A large document window (it may fill the entire
screen) can easily cover any desk accesories visible when
you clicked the document! The accessories are still open;
they’re behind the document where you may not be able to
see them. To make any desk accessory visible again, choose
it from the & menu.

L File Edit Diew
= fAcout the Finder... |

5 Scrapbook

= fAlarm Clock
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Calculator
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= Control Panel
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When using a document and desk acessories at the same
time, you may want to reduce the size of the document
window. Then you can place the desk accessories next to the
document so they’re not covered when the document win-
dow is active. As long as you see part of the desk accessory,
you can click it to activate it. In the figure below we've
made a MacWrite window small enough that it doesn’t cov-
er the calculator and clock behind it.

€ File Edit Diew Special

: i 8 items 352K in disk 48K ovailable

B 4 & & B

15t Text  FontMover  MacWrite MacPaint demo

Iy

i Empty Folder Systemn Folder Site Status

Figure 7.2: MacWrite Document and Accessories

We'll describe the desk accessories separately. If you want to
try them out, insert the system disk or an application disk:

* to open a desk accessory, choose it from the # menu.

* to close a desk accessory, click its close box, or select it
and choose close from the File menu.

The Scrapbook

The Scrapbook is a storage place for text or graphics that
you've pasted in from documents and want to keep for fur-
ther use. Each disk has its own Scrapbook; the contents can
vary from disk to disk. When you’ve pasted something into
the Scrapbook, it remains there until you remove it.
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To open the Scrapbook, choose Scrapbook from the @
menu. The Scrapbook always opens to its first page. What
you see depends on the disk you're using. The figure below
is in the Scrapbook on a MacWrite/MacPaint disk.

= Scraphonk =

You may see a different picture, text, or the message “This
space for rent”. The message means there’s nothing in the
Scrapbook on that particular disk.

The box in the lower left of the Scrapbook window shows
the page number. To scan through the Scrapbook, click the
arrows at either end of the scroll bar or drag the scroll box.

The Scrapbook is a good place to keep standard text or
graphics for use in different documents. You can paste
things from the Scrapbook into documents or from docu-
ments into the Scrapbook. Chapter 9 has a detailed recipe
for doing this.

The Scrapbook adds a page for anything you paste into it
and stores the new material on that page. If you've pasted
in a large picture or block of text, you may not be able to see
it all in the Scrapbook window. But the material is there,
and all of it will appear when you paste it into a document.
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Here’s a quick summary for using the Scrapbook:

* to place something in the Scrapbook, cut or copy it
from the document you're using and paste it into the
Scrapbook.

* to place something in a document, cut or copy it from
the Scrapbook and paste it into the document.

* to erase something from the Scrapbook, scroll through
the Scrapbook to the material you're removing. Choose
Cut or Clear from the Edit menu.

Be very deliberate about cutting or clearing things from the
Scrapbook. If you clear something or cut it without pasting,
you won't be able to recover the material you've removed.

To close the Scrapbook, click its close box.

Note Pad

The Note Pad is a handy place to write down things that
occur to you while working. Each disk has its own Note
Pad, so the contents can vary from disk to disk. To open the
Note Pad at any time, choose Note Pad from the # menu.

Like the Scrapbook, the Note Pad always opens to the first
page. Unlike the Scrapbook, you can type directly in the
Note Pad.

The Note Pad has eight pages: click the dog ear in the lower
left of a page to turn to the next page; click the corner below
the dog ear to turn to the previous page.

The flashing line you'll see in the Note Pad is the insertion
point. Whatever you type will appear at the insertion point.
The Note Pad uses the same typing and editing techniques
as MacWrite:

e position the pointer on a page and click to set the inser-
tion point
¢ type your notes

» use MacWrite techniques to insert, delete, or replace
text. The MacWrite demonstration in Chapter 6 de-
scribes these techniques.
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You can also cut and paste material between the Note Pad
and documents. However, the Note Pad isn’t meant to store
graphics or large amounts of text, and Macintosh won't
paste them in. To close the Note Pad, click its Close box or
select it and choose Close from the File menu.

Calculator

The desk accessories include a four-function calculator. To
open it, choose Calculator from the @ menu.

To operate the calculator, click its buttons or use the corre-
sponding keys on your keyboard or keypad. You can paste
numbers from the calculator into documents and vice
versa. A number pasted into the calculator will appear in
the results panel where you can work with it.

All About Time

The desk accessories include a clock which shows the cur-
rent time and has calendar and alarm features. This clock is
run by the battery in the back of the main unit. (When the
clock begins to siow down, replace the battery.)

The clock is very convenient for keeping track of time
while you work. You may need to reduce the size of the doc-
ument window you're working in so you can display the
clock next to it.

To see the clock, choose Alarm Clock from the & menu.

Here’s how to set the time, calendar, or alarm.
: h
1. Choose Alarm Clock from the ¢ menu.

==
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(M File Edit Ulew

Alovm Clock

Calculator
Key Caps
Control Panel

Puzzle

148 The Easy Guide To Your Macintosh



\JWW\V\N\/\W

2. Click the flag on the right of the ticking clock.
Clicking the flag to the down position opens a clock
panel.

O 3:44:490 PM ¢
8/18/84

O I o |

The clock panel shows three icons: a clock face, a cal-
endar, and an alarm clock. The space above the icons
shows time or date, depending on which icon is se-
lected:

¢ select the clock face to show the time (it’s dis-
played twice)

» select the calendar icon to show a date

¢ select the alarm clock icon to show when alarm
is set

You can do three things with the clock panel: set the time;
set the date; set the alarm.

To set the time:

1. Click the clock face.

C112:11:10 AM ¢
12:11:10 AM
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2. Position the pointer on the ticking clock above
the icons.

Click the digits for hours, minutes, or seconds that
you want to change. The clock stops ticking, and two
arrows appear.

]
3. Click the arrows to adjust your selection forward
or back.

4. When you've set the correct time, click the watch
face. The clock will begin ticking again.

To set the date:

/’

W

1. Click the calendar icon.

2222222 222222

o O 12:20:49 AM ¢
“ 9/ 1/84
4
“

.®@®

2. Position the pointer on the date above the icon.
Click the digits for month, day, or year that you want
to change.

MR RRR

IFAII NN NN
233284044844

Two arrows appear when you make a selection.

3. Click the arrows to adjust the date forward or
back.

4. When you've set the date, click the calendar icon.
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To set the alarm:

L

1. Click the Alarm Clock icon.

0 12:26:43 AM ¢
@ 12:00:00 AM

(O | @ Y

i

The alarm is set for the time shown above the icons.

2. Position the pointer on the time shown. Click
the digits for hours, minutes, or seconds you want to
change.

Two arrows appear when you make a selection.
3. Click the arrows to set the time forward or back.

4. Notice the switch at the left of the time you've
set. To turn on the alarm for the time you've set, click
the switch to the up position.

To turn off the alarm, click the switch in the
down position.

5. When you've set the alarm, click the Alarm
Clock icon.

At the time you've set, Macintosh will sound a tone
and the & icon will begin to flash. The flashing &
icon is your reminder to do whatever you set the
alarm for. To stop the flashing, choose Alarm Clock
from the @ menu.

To close the clock panel, click the close box.
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Showing Time and Date in a Document

Do you need a record of when you worked in a document?
If so, you can stamp the document with the time and date.

s

W

1. While working in the document, choose Alarm
Clock from the # menu.

If the clock is already displayed, click it to be sure it’s
selected (the close box appears when the clock is
selected).

2. Choose Copy from the Edit menu.

3. Position the pointer where you want to stamp
the time in your document.

Click the pointer to set the insertion point. (If the
document window is large, the clock may disappear
behind it).

4. Choose Paste from the Edit menu. The time and
date will appear at the insertion point in your
document.
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Key Caps

The Macintosh keyboard can produce many special charac-
ters and accent marks. To type them youll use
combinations of keys shown by the Key Caps accessory.

Choosing Key Caps from the # menu opens this window:

The window shows lower-case letters or the lower charac-
ters on each key. Typing at the keyboard produces the
characters shown in the key caps window.

Three special keys change the keycaps: the Shift key, the
Option key, and the Caps Lock key. In addition, holding
down the Shift key and the Option key together produces
another set of characters. Hold down any of these keys and
see how the key caps change.

To see the different characters at any time, open the Key
Caps window. Press one of the special keys and notice the
changes on the key caps. The characters shown are the ones
you can type while pressing the special key.

Anything you type while the Key Caps window is active
will appear in the window’s display panel. To erase charac-
ters from the display panel, use the Backspace key. You can
also paste any characters in the display panel into docu-
ments or other accessories. To select characters for cut and
paste, drag the pointer across the display panel.
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The Personal Desktop

Macintosh has many little features you can adjust to your
preference: speaker volume, keyboard touch, insertion
point flashing, and the desktop finish itself.

LW File Edit Diew
% About the Finder...

To open the control panel, choose it from the & menu. Seracbusl,

Alarm Clock
Note Pad
Calculator

These settings are all found on Macintosh’s control panel.
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Figure 7.3: Control Panel

The control panel has nine adjustments. It does everything
but carve your initials in the desktop! Settings generally re-
main in effect until you change them. Change any of them
whenever you wish.

Speaker Volume Speaker volume determines how loud
the tone will be when you turn on Macintosh or when it
beeps to get your attention. The scale ranges from 0 (lowest)
to7 (highest). Drag the volume control up or down the scale
to set the speaker volume.
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Calendar and Cleck The calendar and clock are the same
as shown in the Alarm Clock desk accessory. Changing the
clock or calendar here will change it in the alarm clock and
vice versa. Click the portion of the calendar or clock you
want to change. Click the direction arrows which appear to
set the date or time forward or back. The clock shows uni-
versal time rather than A.M. and P.M. Hours are counted
from 0 to 24.

Command Flashing Menu commands flash when you
release the mouse button to choose them. This setting con-
trols the flashing rate. The scale ranges from 0 (no flashing)
to 3 (very rapid flashing). Click yourr choice on the scale.

Repeating Character Rate If you hold down any key on
the keyboard, the character it types will repeat until you re-
lease the key. This control determines how quickly the
character repeats. The scale ranges from 0 (slowest repeat
rate) to 4 (fastest). Click your choice on the scale.

Keyboard Pressure This controls how heavily you need
to press a key before its character repeats. The scale ranges
from 0 (repeating turned off) to 4 (light pressure causes the
character to repeat). Click your choice on the scale.

Insertion Point Flashing The insertion point marks the
place in documents where text will appear when typed.
This control sets how fast the insertion point flashes. The
scale ranges from 1 (slowest flashing) to 3 (quickest). Click
your choice on the scale.

Pointer Speed This controls pointer speed across the
desktop. In setting 0, the pointer moves at a constant speed
as you move the mouse. In setting 1, the pointer moves fas-
ter and covers more distance on the desktop with less
movement of the mouse. Click 0 or 1.

Double-click Speed  This control has three settings, in-
dicated by boxes with double-arrows above them. The left-
most setting allows the longest interval between clicks in a
double-click. The right-most setting allows the shortest in-
terval. Click the setting you prefer.
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Desktop Pattern  Use this part of the control panel to de-
sign the background pattern for your desktop. This area of
the control panel includes two boxes. The box on the left is
an enlarged view of the pattern shown in the box on the
right. The box on the right is a miniature “desktop” where
you can see different patterns. There’s a blank panel above
the miniature desktop:

* to scan through desktop patterns, click the blank pan-
el. The patterns on the miniature desktop change as
you click.

* to change a pattern on the miniature desktop, click the
dots in the box on the left to erase them; or click the
blank spaces to add data.

* to transfer a pattern to the actual desktop, click the
miniature desktop.

Repeat this procedure to get the most pleasing desktop. You
can also use different patterns for different disks. The fig-
ure below shows two of the many desktop variations.

Figure 7.5: Two Desktop Patterns

If you try to open the control panel from a disk other than
the start-up disk, Macintosh may ask you to insert the start-
up disk. If so, follow the dialogue boxes.

To close the control panel, click its close box or select it and
choose close from the File menu.

Quick Tip

When a document and desk accessories are open at the
same time, keep the document window small enough to
see at least part of each accessory. The accessories won't be
hidden behind the document. You can move between desk
accessories and document by clicking them.
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The Edit Menu: Cutting and Pasting

Cut and paste are commands on the Edit menu. They're
used together to move text and graphics within documents,
between documents, or between documents and desk
accessories. Transferring material between documents inte-
grates work done with different applications. A single
MacWrite document, for example, could include text, illus-
trations done with MacPaint, and worksheet figures
from Multiplan.

In this section we’ll describe the general cut-and-
paste sequence:

e select the text, graphics, or other material you want
to transfer

e cut or copy the material to store it temporarily on
the Clipboard

* paste the material where you want it in a document or
desk accessory.

Select the Material

The first step in cutting and pasting is to select what you
want to move. This could be a block of text, a picture, lines
of a program, or worksheet numbers:

* in adocument or the Note Pad, select material by drag-
ging the pointer across it.

* in the Scrapbook, select a page by opening to it.

Cut or Copy the Material

After selecting the material, the next step is to cut or copy it
from the document or desk accessory you're using. The Cut
command removes the selected material from the document
or desk accessory. The Copy command copies the selected
material but leaves it in place.
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To cancel a cut or copy immediately after making it, choose
Undo Cut or Undo Copy from the Edit menu. This restores
your selection to the document or desk accessory. The Undo
command is available only as the very next action after Cut
or Copy. If you do something else instead, you won’t be able
to undo the cut or copy.

Both the Cut and Copy commands store your selection tem-
porarily on the Clipboard. To see what’s on the Clipboard,
choose Show Clipboard from the Edit menu. The Clipboard
contains only the most recent item you’'ve cut or copied.
Each new cut or copy replaces anything already on the
Clipboard.

Cliphoard =
& l've just completed the site survey for the stores
we plan to open in the 3rd quarter. The locations
and terms are very encouraging. You'll have a
complete report on Monday.

: I checked the alternatives for the 9th street
leases. Given the projected cash flows, we

The Clipboard stores material only while Macintosh is on.
Turning off the machine erases the Clipboard. The Clip-
board will be blank when you next turn on the computer.

If you cut something but don’t paste it in, you'll lose the
material when you turn off the machine or cut or copy
something else. If you copy something, the copy is on the
Clipboard but the original is still in place. You won't lose
the original material even if you lose the copy on the Clip-
board. Until you're comfortable with the technique, it's
safer to copy rather than cut material.

Cut and Copy are listed on the Edit menu in documents.
The Edit menu on the desktop also has a Clear command.
You'll use this Edit menu when working with icon labels or
text in information windows and desk accessories. Choos-
ing the Clear command will erase the selected material
without placing it on the Clipboard.

IL:[}8 Search Forr

Undo Cut
Lut
Lopy
Paste

®U

Show Clipboard

158 The Easy Guide To Your Macintosh



e XM Search Forr

Paste the Material

The cut-and-paste sequence isn’t complete until you paste
the text, graphics, or other material you've selected.

To paste in the same document from which you cut
or copied:

i )
1. Position the pointer where you're pasting the
material. Click the pointer.

2. Choose Paste from the Edit menu. The material
you cut or copied appears in the new location.

To paste from document to document:

i )
1. Close the document from which you cut or cop-
ied. The material you're moving will be on the Clip-

board. Choose Show Clipboard if you want to check
it.

2. Open the document you're pasting to. Position
the pointer where you're pasting in the material.
Click the pointer.

3. Choose Paste from the Edit menu. The material
you cut or copied appears in the new location.

You can paste the contents of the Clipboard as many times,
in as many places, as you wish. Remember, though, that the
Clipboard stores only the most recent material you've cut or
copied, and only while the computer is on. Sometimes, too,
the material you paste in may look a bit different than it did
when you cut or copied it. For example, tab settings or ruler
lines you've inserted may be lost when you paste MacWrite
text into a MacPaint document.
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Chapter 9 has detailed cut and paste recipes for the Scrap-
book and for transferring material between documents.
The Scrapbook recipe is a model for cutting and pasting be-
tween a document and any desk accessory.

Tidying Up

The Special Menu is available on the desktop but not in
documents. This menu lists commands for cleaning up,
emptying the trash, and erasing the disk.

Clean Up

Clean Up arranges icons in the directory window into or-
derly rows and columns. This command is available only if
you're viewing disk contents by icon.

Empty Trash

The Empty Trash command disposes of any icons you've
placed in the trash. When the trash empties, whatever the
icons represent is erased from the disk. Once erased, the
documents, folders, or programs you've trashed can't
be recovered.

To open the Trash window, click the Trash icon and choose
Open from the File menu.

0 items OK in Trash

Special

Clean Up
Emply frash
Erase Disk

Special
Clean Up I

I Empty Tra®
Erase Bisk

Special
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To place a document or folder in the trash, drag it onto the
trash icon or into the Trash window. The trash empties:

¢ when you choose Empty trash from the Special menu
* when you start an application

* when you eject a disk

» when Macintosh needs to clear space on the disk

Before dragging a document or folder into the trash be sure
you don't need it.

Fortunately, you can recover things from the trash before it
empties:

i )
1. Click the Trash icon to select it; open the trash
window to see what it contains.

2. Drag any icons you don't want to dispose of out
of the trash window.

You can’t trash locked documents or folders. To unlock an
item for disposal, click its icon to select it. Then:

f )

1. Choose Get Info from the File menu to open an
information window. If the lock box in the informa-
tion window is checked, the item is locked.

2. Click the lock box to remove the check mark and
unlock the document or folder.
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Erase Disk

[ Speaal
Clean Up
Empty Trash

Erase Disk removes everything on the disk in the disk drive
and makes the disk blank. You can’t recover what you
erase. Before using this command, be sure you don’t need
anything on the disk.

To erase a disk:

i |

1. Insertitin the disk drive; if the disk is already in
the drive, click the disk icon to select it.

2. Choose Erase Disk from the Special menu. Ma-
cintosh displays a dialogue box asking you to con-
firm that you want to erase the disk.

3. Click OK to turn on the disk drive and erase the
disk or Cancel to prevent it.

4. When the disk drive stops, the disk will be
blank. Use the disk as you would any blank disk.

Macintosh will not erase the start-up disk; a locked disk; or
adisk that has any locked items on it. You'll need to unlock
the disk or its contents before you can erase the disk.

By this point you know Macintosh pretty thoroughly. The
next chapter describes several options that make Macintosh
a customized computer.

162 The Easy Guide To Your Macintosh






Chapter Eight

Expanding
Your System




A wide variety of optional hardware and software is avail-
able to make your work more efficient or open new ways to
use Macintosh. By choosing among these options you can
customize the computer to best suit your needs.

This chapter describes major types of hardware and soft-
ware that may be useful as you become experienced
with Macintosh.

Software

Software is indispensable to any computer. You have many
choices about the kind of software to buy, its price, and
what it will do.

All Macintosh software uses the mouse, windows, and
pulldown menus. Once you're familiar with these things,
you already know a lot about using any Macintosh program.

Application software makes Macintosh a tool for specific
jobs like word processing or accounting. The work you're
doing determines the software to use. When one job is
done, you can switch software and go on to another.

There are several large categories of software for business
and personal use. These aren’t the only kinds of software,
but they’ll give you an idea of what’s available.

Word Processors

A word processor is the space-age version of a typewriter.
What you type at the keyboard is displayed on Macintosh’s
screen. Then the special features of word processing come
into play. You can edit and rearrange your material, store it
on disk, merge it into other documents, and print it out.
Software like MacWrite offers a variety of type styles and
can incorporate MacPaint graphics. With Microsoft Word, a
more sophisticated word processor, you can even design
style sheets and write in 2- or 3-column format.
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Many people find they write more effectively with a word
processor. Because it’s so easy to change and revise what
you've written, you can capture exactly what you want to
say. This holds true for memos and letters as well as com-
plex reports and documents.

Spreadsheets

Spreadsheets do for numbers what a word processor does for
words. These are programs for entering and manipulating
numbers, making calculations, and testing relationships
between different values. Spreadsheet programs like Multi-
plan have built-in functions which reduce complex calcula-
tions to a few keystrokes. You can print your work, store it on
disk, or incorporate it into other Macintosh documents.

Spreadsheet software is widely used in business for budget-
ing, financial modeling, and forecasting. But spreadsheets
are generally applicable to any situation in which you work
with or keep track of numbers.

Database Programs

A database is a collection of information organized so you
can store and retrieve items in a systematic way. Inventory
records, the contents of a file cabinet, and a library cata-
logue are all databases.

With database software you can use Macintosh to keep
information on disk instead of on paper. The first step in
using this software is to design forms for recording the data
you want. By keeping your records on these forms, you'll
replace a drawer full of paper with a disk. You can retrieve,
update, sort, or cross-reference the records with computer
speed and thoroughness. PFS File and Microsoft File
are typical database programs designed for efficient
record-keeping.
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Word processors, spreadsheets, and database programs
have been the most prominent kind of application
software. These programs established the usefulness of mi-
crocomputers and contributed to their acceptance. But
there are many other kinds of software for Macintosh:

* Integrated software like Lotus 1-2-3 combines several
applications into one master program. 1-2-3 includes
spreadsheet, graphics, and database applications
which can interchange data.

* Programming languages like Macintosh BASIC are
tools for writing software or computer instructions.
These languages are used to develop applications
programs or to write custom programs for particular
situations.

* Educational software capitalizes on the mouse and
graphics which make Macintosh easy to interact with
and accessible to children. Macintosh Logo, for exam-
ple, is designed to teach the elements of programming
and structured thinking.

¢ Entertainment software ranges from action and adven-
ture games through chess and murder mysteries. In
action games, especially, look for those that take ad-
vantage of Macintosh’s speed and graphics.

Software is the fastest growing part of the personal comput-
er industry. The variety and number of programs for sale
increases each week. To stay informed, keep in touch with
your computer dealer, join a Macintosh user group, or
check the personal computer magazines.

Quick Tip

First identify the job you want to do. Then find the soft-
ware most suitable for you.
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Hardware

Most optional equipment for Macintosh plugs directly into
the main unit. There’s no need to add special electronics to
the computer. Apple makes some of this equipment, but
much of it is available from other manufacturers. Before
buying any piece of equipment, be sure it’s designed to
work with Macintosh.

Printer

If your work has to be on paper at some point, you'll need
a printer.

Macintosh uses the Apple Imagewriter printer. This is a
dot-matrix machine which prints each character as a pat-
tern of tiny dots on the page.

Figure 8.1: Apple Imagewriter-Printer
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The Imagewriter offers a choice of print quality for your
documents. Your choice (draft, standard, or high quality)
determines how crisp and well-defined the printed charac-
ters look. Figure 8.2 shows three print samples.

THIS IS HIGH-QUALITY PRINTING.
THI: 15 STANDARD-QUALITY FRINTING.

THIZ IZ DRAFT-QUALITY FRINTIMNG.
Figure 8.2: Print Samples

In standard or high-quality printing, the Imagewriter will
reproduce any Macintosh type size, style, or graphics. The
fastest printer speed is 120 characters per second in draft-
quality printing.

Macintosh is designed to run the Imagewriter. Before
buying another printer, ask whether Macintosh can use it
without modification and whether it prints all Macintosh
type styles and graphics.

Printing usually ties up the computer so it can’t do any-
thing else at the same time. If this is inconvenient, consider
adding a printer buffer to your system. The printer buffer
stores data for printing and frees Macintosh so you can use
it for other things.

Printer technology evolves rapidly. Before buying a printer
it’s a good idea to check with a knowledgeable source about
what’s available.
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External Disk Drive

Macintosh performs adequately using the internal disk
drive. However, you will have to switch disks frequently to
make copies or work with application and document disks.
You may find this a time-consuming and potentially con-
fusing process.

Adding an external disk drive to your system eliminates
having to change disks so often. Generally, an application
disk will stay in one drive and a document disk in the other
until you're done with them. This is a faster, more efficient
way to work and handle disks.

The external disk drive is housed in a plastic box which
connects directly to Macintosh’s main unit. The drive uses
regular 3%-inch Macintosh disks.

Photo Courtesy of Apple Computer, Inc.

Figure 8.3: External Disk Drive
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Hard Disks

A hard disk is a special kind of external disk. Its principal
advantages over regular 3%-inch disks are capacity
and speed.

A 3%-inch disk holds 400 thousand (400K) bytes or charac-
ters of information. Hard disks for Macintosh can store
from 5 million to more than 20 million bytes. At the mini-
mum, a hard disk will hold as much information as a boxful
of 3%-inch disks. It’s possible to keep application programs
and work documents on one hard disk, or for several peo-
ple to share the same disk.

Macintosh also moves information to and from a hard disk
more quickly than with a 3%-inch disk. So it takes less time
to open, work with, and save documents.

A hard disk is considerably more expensive than a 3%2-inch
disk drive. As you accumulate program and document
disks, or if several people work together on the same jobs, a
hard disk may be worth its price in time saved and simpli-
fied disk management.

Modems

A modem is a small device which links Macintosh to other
computers over the telephone line. The modem—and the
software which runs it—make the computer a communica-
tions machine for sending and receiving information.

Photo Courtesy of Apple Computer, Inc.

Figure 8.4: Apple Modem
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Adding a modem to Macintosh opens many possibilities.
Messages, reports, and other documents can be sent to an-
other computer in minutes, across town or country. It's a
new way to get business or personal information quickly to
its destination.

A modem also opens a shopper’s world of information
services. These services use large computers to store every-
thing from stock quotations and news bulletins to classified
ads, airline schedules, research reports, and software. The
trend is to create a marketplace of information you can tap
into by modem. Some services are free. In most cases,
though, you'll pay a subscription fee and be charged for the
service you use. The personal computer magazines or a
Macintosh user group are good sources for more details.

Networks

A modem is one kind of communications device. There are
other ways to connect Macintosh with the equipment used
in businesses and schools. In a typical situation, Macintosh
might be linked to

¢ other Apple computers
* shared equipment such as printers and hard disks
* acentral computer.

An arrangement which links computers to each other or to
different machines is called a network. For example, as
many as 32 Macintosh or other Apple computers can be
linked on the AppleBus network. Then these machines can
be tied into a larger network connected to a main computer.

The purpose of a network varies from one situation to
another. It might be to provide common access to an infor-
mation source; share data between people using the net-
work; or make best use of particular equipment. It's
advisable to get expert advice about network options for
your own requirements.
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As more Macintoshes are sold, the variety of options
increases. Think of Macintosh as the center of a personal
computer system which becomes more versatile as time
goes on. Watch for other SYBEX books which will help you
get the most from this versatile machine.
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Chapter Nine

One-Minute
Recipes




This chapter has step-by-step instructions for a few of the
routine things you'll want to do. Use it as a quick guide for
working with Macintosh. These recipes assume only that
you know how to use the mouse and select items on the
desktop.

i )

Copying a Disk

Copying duplicates information but doesn’t change
it. You can copy an entire disk or individual items on
the disk. Disks are copied to other disks. Individual
items can be duplicated on the same disk or copied to
another disk.

It's always a good idea to copy any disk with valuable
software or work on it. Store the original disk and
use the copy.

1. Insert the disk you're copying if it’s not already
in the disk drive. We'll call this the source disk.

2. Eject the disk.

3. Be sure the disk you're copying to (we’ll call it
the destination disk) isn’t locked. Macintosh won't
copy to a locked disk.

4. Insert the destination disk into the disk drive
and close any windows that may be open.

If the destination disk isn’t initialized, initialize and
name it.

5. Drag the icon of the disk you're copying (the
source disk) onto the icon of the destination disk. Ac-
tually place the source disk icon over the destination
disk icon.

L//‘\//\—/\/"\/\/\N\/\'\/\/
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Figure 9.1: Dragging the Disk Icon

6. Macintosh asks

Completely replace contents of (internal
drive) with contents of (not in any drive)?

disk. Be sure there’s nothing there that you want to keep.
7. Click OK to start copying or Cancel to prevent it.
8. Clicking OK turns the disk drive on.

Macintosh begins a dialogue asking you to insert and
remove the disks as it copies each file.

Please insert the disk:
.
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Follow the instructions in the dialogue boxes until
your entire disk is copied.

9. To rename the copy you just made, select its icon
and type the new name.

Quick Tip

You can’t copy over the start-up disk.

i | [
Copying on One Disk

You can duplicate items on the same disk, individ-
ually or in groups.

1. To copy asingle folder, document, or application,
position the pointer on its icon and click to select it.

To copy a group of items, select one item in the group
by clicking it. Hold down the Shift key while click-
ing the other items in the group to select them.

Figure 9.2: Selecting a Group of Items

LN\.—/\/—'\/\/\N\/\»V\/
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2. Move to the File menu and choose Duplicate.
This turns the disk drive on as Macintosh makes the

copy.

3. A new icon labelled COPY OF _______ appears
next to the original icon.

If you've copied a group of items, new icons will ap-
pear for each item copied.

System Folder hE Copny of FICTURE 2
FICTUFE &

Figure 9.3: Duplicate Documents

4. To rename a copy, select its icon and type the
new name.

5. Touse acopy, click its icon twice (double-click) to
open it or choose Open from the File menu.
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Copying to Another Disk

You can copy individual items or groups of items
from one disk to another.

1. Tocopy asingle folder, document, or application,
position the pointer on its icon and click to select it.

To copy a group of items, select one item in the group

by clicking it. Hold down the Shift key while click-
ing the other items in the group to select them.

SE0======= JULIET OF THE SPIRITS =
6 items 308K in disk 92K available |

% i v
MacPaint
Emp!g Folder
Sgshm Folder m

Figure 9.4: Selecting a Group of Items

WW
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2. Eject the current disk.

3. Be sure the disk you're copying to (we're calling
this the destination disk) isn’t locked. Macintosh
won't copy to a locked disk.

4. Insert the destination disk into the disk drive.

If the destination disk isn’t initialized, initialize and
name it.

5. Drag the icon of what you're copying onto the
icon of the destination disk. Actually place the icon
you're copying over the destination disk icon.

If you've selected a group of things to copy, drag any
icon in the group onto the destination disk icon.

6. The disk drive turns on. Macintosh begins a dia-
logue asking you to insert and remove the disks as it
makes the copy.

=
Please insert the disk:
L..:

The dialogue continues until everything you've se-
lected is copied.

If any item on the destination disk has the same
name as one of the items you're copying, Macintosh
asks whether it’s OK to copy over it. Click OK to
make the copy or Cancel to prevent it.

7. When copying is finished, you can eject the
source disk or resume working with it.
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Editing a MacWrite Document

This is a recipe for changing and editing a Macwrite
document.

1. To INSERT text, position the pointer where you
want to add the new material. Click to set the inser-
tion point.

Type the new material.
The first step for the other choices in this recipe is to
select text to work with. After you've selected the
text, you can replace it, delete it, copy it, move it in
the document, or change the type style.
2. To SELECT text, drag the pointer across it.

OR
Click the pointer where you want to begin and shift-
click it where you want to end. (To shift-click, hold
down the Shift key and click the mouse button.)

OR

Drag the pointer vertically through the text (for large
blocks of material).

\/’\//\—_/\/—f\/\v\/\\/\,f\_,v\/
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The text you select becomes highlighted.

& File Edit Search Format Font Style

1 The ETNIEIEE R TSR e TERET Bl has been selected. The next editing
| action will affect the highlighted words

Figure 9.5: Selecting Text
3. To REPLACE the selected text with new text,

type the new text. The old text disappears when you
begin to type.

4. To DELETE the selected text, press the Backspace
key or the space bar.

5. To UNSELECT text, move the pointer anywhere
outside the selected material and click the mouse
button.

6. To CHANGE the type style of text you've select-
ed, move the pointer to the Font or Style menu.
Choose the new font or style from these menus.

W/\\W
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e

Font AU

Search Format
meEee—————

action will affect the highlighted words. | _

The Style menu shows type styles and
fonts available in MacWrite

B

Figure 9.6: Changing the Type Style

The type style changes but the selected material is
still highlighted. Move the pointer anywhere out-
side the highlighted text and click to remove the
highlighting.

7. To COPY the text you've selected, choose Copy
from the Edit menu.

Place the pointer where you want the text to be
copied.

Click to set the insertion point.

Choose Paste from the Edit menu. Your selection ap-
pears at the insertion point.

\/MW/\/-—N
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8. To MOVE selected text to another place in your
document, choose Cut from the Edit menu. This re-
moves the text from its original location.

Place the pointer where you want to insert the text.

Click to set the insertion point.

Choose Paste from the Edit menu. Your selection ap-
pears at the insertion point.

4 1
Pasting from the Scrapbook into a
Document

Cut and paste is one of Macintosh’s most useful capa-
bilities. It’s an efficient way to shift material from
one place to another within documents or between
them.

These recipes use the Scrapbook to show cut-and-
paste technique. If you’re not familiar with the
Scrapbook, it’s a good idea to check Chapter 7 before
using these recipes.

P e N N N I S e
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If you're working on a document and want to paste
in something from the Scrapbook:

1. Choose Scrapbook from the menu. This opens
the Scrapbook and places it on your document.

% File Edit Search Format Fonl Style
; Untitled
Pt ey Scrapbook SR
@&

| The highlight4
action will aff

| The Styte mer
fonts availabl

et |

2. Use the scroll bar to scan through the Scrapbook
to the page you want.
3. Choose CUT or COPY from the Edit menu.

CUT removes the text or graphics you've chosen
from the Scrapbook. COPY duplicates it and leaves
the original intact. Either choice stores the page tem-
porarily on the Clipboard.

T I S i D B SR S, S e S i N, SR
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Quick Tip

Be careful about cutting things from the Scrapbook.
Once something’s cut, it won't be in the Scrapbook
when you next look for it.

It's generally safer to copy an item unless you're
sure you no longer want it in the Scrapbook.

4. Close the Scrapbook. This returns you to your
document.

5. Set the insertion point where you'll paste the
item from the Scrapbook. You can set the insertion
point by clicking the pointer.

6. Choose Paste from the Edit menu. The item from
the Scrapbook will appear in your document.

& File Edit Search Format Font Style
EN== = e Untitled =55

We caught this fish in the Scrapbook and pasted it here in MacWrite.
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If you change your mind about what you’ve pasted
in and want to erase it, select Undo Paste from the
Edit menu before doing anything else.

7. Continue working with your document.

” )
Pasting from a Document to the
Scrapbook

You can transfer pictures, blocks of text, or other ma-
terial from documents to the Scrapbook. The Scrap-
book is a convenient storage space for standard text
or graphics you want to use in different documents.

To paste something into the Scrapbook while work-
ing on a document:

VWW\/-\/\W
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1. Select the text or picture by dragging the pointer
across it or clicking the pointer where you want to
begin and shift-clicking it where you want to end.

&€ File Edit Search Format Font Style
[E==SS====—====== Unlilled

2. Choose Cut or Copy from the Edit Menu.
Cut removes the material from your document.

Copy duplicates it and leaves it intact. Either choice
temporarily stores your selection on the Clipboard.

3. Choose Scrapbook from the menu. This places
the Scrapbook on your document.

| 4. Use the scroll bar to scan through the Scrapbook
i to where you're inserting the material.

RSP WS ;.
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5. Choose Paste from the Edit menu. Macintosh
adds a page to the Scrapbook and puts the selection
from your document on it.

& File Edit Search Format Foat Style
Untitled

11 2
Pt 2 i — Scrapbook

=1=]

CONGRATULATIONS, — | W

| CONGRATULA] | vouR NAME HAS BEEN CHOSEN FOR OUR LUCKY LIFE SWEEPSTAKES! JUST
] SUBSCRIBE TO ANY FIVE MAGAZINES SHOVN BELOW AND RETURN THE

{ your NAME H [| ENcLoseD Toxen TooAv:

| SUBSCRIBE TQ)
| ENCLOSED TOH

MYRT, TEXT

Figure 9.7: Pasting into the Scrapbook

If you decide to erase the material you pasted in, se-

lect Undo from the Edit menu before doing anything
else.

6. Close the Scrapbook and resume work on your
document.
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Moving Information Between
Documents

This cut-and-paste recipe shows you how to move
material between documents created with the same
application or with different applications like
Macwrite and Macpaint.

1. Select the text or other material in your current
document that you want to copy or transfer.

® File Edit Search Format Font Style
e — = = Untitled E

I this recipe, we're moving text from one documeant to another

1 copy the nimighted Sentece Then we’'ll paste it into another document

2. Choose Cut or Copy from the Edit menu.

Cut removes your selection from the document.
Copy duplicates what you've selected and leaves it
intact.

Either choice stores the material temporarily on the
Clipboard.

3. Choose Quit from the File menu to leave your
document and return to the Macintosh desktop.

4. Open the document to which you’re moving the
text or other material.

e " e e N — T TN AT S————
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If this document is on another disk, eject the current
disk and insert the new one; then open the new doc-
ument. Macintosh may show you a series of dialogue
boxes before you can open the new document.

5. Set the insertion point where you'll paste the
material from the original document. You can usual-
ly set the insertion point by clicking the pointer.

6. Choose Paste from the Edit menu. Your selection
from the original document will appear in the
new document.

€ File Edit Search Format Font Style
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] Having copied a sentence from another document, we'll paste it here. Like

] this:

In this recipe, we're moving text from one document to another

If you decide to erase the paste-in, select Undo Paste
from the Edit menu before doing anything else.

7. Continue working with your document.
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Appendix A

MacHelp: If There’s
a Problem




Nothing is perfect. Sooner or later you'll run into a prob-
lem. Perhaps in the hardware or software. Or maybe be-
cause Macintosh can’t handle what you're trying to do.
Sometimes (but not always) you'll see a dialogue box with
instructions about what to do next.

If there is a problem, stay calm. Step back for a moment and
consider what you're doing. Many times you can trace
down what’s wrong. Perhaps a cable is loose or you're using
a damaged disk. Here’s a list of some typical problems and
what to do about them. If you can’t eliminate the problem
or if it occurs with different disks, you may need help from
your Apple dealer.

Screen Problems
The screen is blank.

Be sure Macintosh is plugged in and turned on. Turn up the
brightness control on the front of the main unit.

The screen is frozen; the pointer won't move.
Check the mouse connection.

To eject the disk: turn off Macintosh; turn it on again while
holding down the mouse button. Insert another disk. If
problem recurs, check with your Apple dealer.

There are random patterns on the screen.

Eject the disk and turn off Macintosh. Insert another disk. If
problem recurs, check with your Apple dealer.
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Disk Problems
A frowning Macintosh appeared when I inserted a disk.

The disk may be damaged or may not be a start-up disk. To
eject the disk: turn off Macintosh; turn it back on while
pressing the mouse button. Insert another start-up disk to
see if the problem occurs again.

An X-disk appeared when I inserted a disk.

The disk may be uninitialized or damaged. To eject the
disk: turn off Macintosh; turn it back on while pressing the
mouse button. Insert another start-up disk to see if the
problem recurs.

There is not enough memory to remember this disk.

Click OK. Turn off Macintosh. Turn it on again and insert
the disk.

Sorry . . . A serious system error has occurred.

Repeat the action. If problem occurs again, turn off
Macintosh; to eject the disk, turn it on again while pressing
the mouse button. Use another disk. If problem recurs, con-
tact your Apple dealer.

I can’t eject the disk.

Type 1 while holding down the Shift key and the Com-
mand key. If this doesn’t work, turn off Macintosh. Turn it
on again while holding down the mouse button. The disk
should eject.
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Application Problems
I've closed the document, but the desktop is blank.

You're still in the application (look at the menu bar). To get
back to the desktop, choose Quit from the File menu.

I copied 5 columns of numbers onto the Clipboard. But they ap-
peared as 2 columns when I pasted them into a MacWrite
document.

You need to set as many tabs in the MacWrite document as
there are columns. Set 5 tabs and paste again.

I tried to save a document and found out 1 was using a locked
disk. Is there anything I can do?

Yes. Choose Save As from the File menu. When the dia-
logue box appears, click Eject. Slide the locking tab to un-
lock the disk. Insert the disk back into the drive and save
your document.

An application can’t be found to open this document.

Insert a disk with the application you want to use. Eject the
disk, then open the document.
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When I try to resume work in MacPaint after using a desk acces-
sory, nothing happens.

You have to close the desk accessories first. Then you can
resume work in the Macpaint document.

I tried to save a document on an uninitialized disk. When 1
clicked Initialize in the dialogue box that appeared the screen
froze and nothing happened. Is there any way to save my
document?

Yes. Press the Space Bar while the message “Initializing
disk . .. ” is on screen. This should start the disk drive and
initialize the disk. After the disk is initialized you can save
your document.
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Printer Problems
Imagewriter printer doesn’t work correctly.

Be sure the printer is plugged in and connected to
Macintosh.

Check switch settings in the printer (see the Owner’s Guide
for the printer):

e SW 1 - switch 6 should be closed. All others open.
» SW 2 - switches 1 and 2 closed. Switches 3 and 4 open.

The screen froze up when I tried to print; the pointer
won't move.

Be sure the printer is turned on and connected to Macin-
tosh. Try printing again; the screen may unfreeze after sev-
eral seconds and printing will start.
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Appendix B

MacWords: A Short
Macintosh Glossary




Active window - the window you're working in at any
time. When several windows are open, the active window
is always in the foreground and has a striped title bar.

Application (or application program) - the software you
use for a particular kind of work such as word processing
or graphics.

Choose - to pick an item on a menu. To choose from a
menu: position the pointer on the menu title and hold
down the mouse button; drag the pointer to your choice on
the menu and release the mouse button.

Clicking - a mouse technique for selecting something to
work with. To click something: position the pointer on it;
hold down and quickly release the mouse button.

Desktop - the Macintosh workspace. Icons, documents,
and accessories always appear and are used on the desktop.

Dialogue box - any panel that displays questions or mes-
sages from Macintosh to you. Some dialogue boxes show
actions you can take by clicking OK or prevent by
clicking CANCEL.

Directory - a window that shows the contents of a disk or
folder by icon or as list.

Document - the work you create with an application; for
example, MacPaint graphics or MacWrite text. Documents
are saved on disk and represented by icons.

Double-click - a mouse technique for opening an icon. To
double-click an icon: position the pointer on it; quickly
press and release the mouse button twice.

Drag - a mouse technique for moving things on the desk-
top or selecting information in documents. Dragging is
done by positioning the pointer on the object to be moved,
holding down the mouse button, and moving the mouse.
The object you've dragged moves to the pointer position
when you release the mouse button.
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File - related information grouped together on a disk. This
is another name for a document.

Finder - the master program that coordinates your work on
the desktop and starts and closes applications.

Folder - a storage place for documents and applications you
want to keep together.

Font - a print style and size; one of the options for display-
ing and printing text in MacWrite and MacPaint.

Icons - symbols which represent the disks, applications,
and documents you work with.

Memory - the part of Macintosh’s electronics which stores
information and instructions.

Menu - a list of commands or actions available at any point.

Pointer - the marker which moves on the desktop as you
move the mouse. On the desktop, the pointer is a small ar-
row. In documents, the pointer may have a different shape.

Read - a disk drive operation which transfers information
from a disk to Macintosh’s memory.

Select - to designate the object of your next action. To select
something you click it (on the desktop) or drag across it
(in a document).

Selection - the object you've selected: a disk, document, or
application on the desktop; text and other information in a
document. Selections usually appear highlighted.

System - the master software which controls Macintosh’s
internal operation. System programs are usually kept to-
gether in the System Folder.

Window - a viewing area on the desktop which shows
icons, the document you're working in, or other information.

Write - a disk operation which transfers information from
Macintosh’s memory to a disk.

Appendix B 207



And now the tale is done,
And home we steer, a merry crew,
Beneath the setting sun.
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database programs ...............cciiiiiiiiin.., 167
deletingtext ...l 97,101, 185
desk accessories ........... . .iiiiiiiiiiiiian, 51,144
desktop (see electronic desktop) .................. 3,206
desktoppattern ............. ... . il 156
destinationdisk ............... ... ...l 178,183
dialoguebox ............. ...l 206
diskdirectory ............ ... i 41
diskdrive, ............. ol 63
intermal ........ ... o o il 63
external ........... ... il 74
disks, .......... i 62,64, 198
application ............ ... ... ool 64
CArING fOr ..ottt 64
contents .......... ... . i, 51,67
COPYING .\ttt eenn e iiiiinnnans 69
document ............ ... ..ol 72-74
gjecting ....... ... 32-34
initializing . ............. ... oo ool 64-65
LOCKING + vt ee ettt e 70
MAMING ...ttt iiiiiiiiiieeereeeeernnnnnns 65
selecting . ...... ... il 24,34
unlocking .......... ... il 70
diskdirectory ............ ... il 67, 206
document.................iiiiiiiiiia 83-88, 206
creatingandopening ................. ... ... 83-84
working in oL 85-86
SAVING ...ttt 86,104, 119
document catalogue ............ ... ... il 89
document disks (see work disks) .................. 72-74
double-click..................coooiiilt 57, 155, 206
dragging .................coiiia 23, 42, 56, 58, 206
drawingboard ................ ... ool 111
drawing techniques ................. ... .. .. .. 117
drawingtools .................. . oo, 111,114
Duplicatecommand ................ ... ... ... 180-81
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Eitmenu .........oovvvnnniiiiaanneaannii... 157-60
editingadocument ................... ... 184-87
ejectingdisks............ ..o, 32-33
electronicdesktop ............... ... ...l 20-21
emptyfolder ............... ... ... il 29
Empty trashcommand ............................ 160
Erasediskcommand .................... ... ..., 162
externaldiskdrive ................. ... . ........ 74,171

F

Filemenu........oiviiiiiiiiiiiiiiiiennnnn. 26-27, 207
Finder.....oooviiiiiiini it inenanns 82-83, 207
folder .....oiviiiii e i 56, 207
Ot MOVET . ..ttt ittt e ittt c e 29, 207
GetInfocommand ................c.ciiiiiiiinn.. 46

H

harddisk ......coiiiiiiii i 5,172
Rardware ...t e 5

icons ... 3,21, 151, 207
Imagewriter-printer ............... .. o a0l 170
informationwindow ................ ... ol 46,51
initializing disks . .............. ..ol 64
insertingtext............ .. it 96, 101
insertionpoint .......... ... .. .ol 95-96
internaldiskdrive ............ .. ... o i, 6
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keyboard ........... ... i 7,155
Keycaps.......cooviiiiiiiiiiii 153

L

lockingdisks ............. ... ol 70
lockingtab............... ...l 70

M

MacPaint demonstration ................... 92,108-122
MacWrite demonstration ....................... 92-108
MainuNit ... ... i it i et 5
MEMOTY .o tttiieinenreeeenrnnnnnnnanaeeeeenenns 6,207
INEMU, oot oti et inerineenoasenoneneenenens 142-43, 207

choosingfrom.............coooiiiiiiiiie, 34
menubar ...... ... . e 22,142
bvaTe 7o (=3 o s U 172
INOUSE & v ittt sttt ettt eenensnsenensenenennns 3,8,23
mousemethods .............ccoiviriiiiiiiiiinn., 58
movingawindow ........... .. oo 41
Multiplan demonstration .................... 92,123-39
multipleselections .................ooooiiiiiiin 55

N

namingdisks ............ ... i, 65
NEtWOTK ..o e e e e 173-74
NotePad ........cciiiiiiiiiii ittt 147-48

O

onfoffswitch ..........coviiiieiiiiininnnnann. 14,18
optional equipment ................ ... ... il 15
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pPasting ...l 187-94
between document and Scrapbook ............. 187-90
betweendocuments.................... ...l 193-94

Pastecommand ................ ... . i, 189

paint brush (MacPaint) ............................ 112

pointer ....... ... .l 8, 23, 155, 207

PHnter ......otiiii e 169, 202

printingdocuments ............ ... .o 106

Q

Quitcommand .............. i i i i, 89

R

readingadisk ............ ... .o oL 63, 207
replacingtext ............ ... ool 100-1
TULET ... e 95
S

Savecommand ............iiiiiiiiiiiii e 87
Save Ascommand ............ ...t 88
savingadocument ............... ... . ool 86-88
Scrapbook .......... e 51, 145-47
scrollbars ........... .. i, 4
scrolling ... 44
selecting ............ ...l 24, 34, 53, 207
selection ............oo il 184, 207
shift-click ............oo 55
sizebox ......... . 43
sourcedisk .............. i 178
special characters .................. ... il 153
spreadsheet programs ...............ccoviiiiinn.. 167
start-updisk ......... ... oo i 18,71
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systemdisk .......... .. il 207
systemfolder ............... ...l 29,71-72

T

timeanddate ..........ciiiiiiiiiii i i i 152

titlebar......... ... o 41-42
trash, recovering from .....................oolL 161

U

unlockingadisk ............. ... .l 70

\Y

274 o [0 J=Tad ¢ =1 <) o A A 6
Viewecommand ..........coviiiiiiininirnenenenens 67

W

WINAOW ...ttt i 41-51
active ... .. i 46-47
cdosing ...l 30, 50
defined ...............ooiiiiiii i, 41,207
MOVING ... .iiiiiiiiieeeeeaenaenaininans 41,43
OPENING ...ttt ittt 25
overlapping .............coiiii i 48

WOTK CYCle ..ottt e 82

workdisk ........... .. o ool 72

workdocuments................oiiiiiae 63, 85

WOrd processor Programs .. ............ceeoeeuuneen. 166

worksheet (Multiplan) ................... ... ... 126-38

writingtodisk .............. .. o il 63, 207
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Here is every thing you need to
know about your Apple Macintosh,
all in one place! This book has all
the basics to get you started, but it
will also guide you to an advanced
level of proficiency and serve as an

indispensible reference when you

need help fast. Easy-to-read chap-
ters will quickly familiarize you
with the hardware components and
disk operating sytem. Then you'll
go on to learn about:

« applications software for
the Macintosh
+ programming in BASIC
and Pascal on the Mac
« storing and managing data
on disk
« extensive trouble-shooting
« and more!
The color illustrations, reference
charts, and complete glossary make
this guide the clearest and fastest
way to full mastery of your Apple
Macintosh!

Available at
book and computer stores
everywhere.

ISBN: 0-89588-227-2 illustrated 250pp. 7"x 9"



Macintosh
for
College

GOING TO COLLEGE?

This book can help make your col-
lege life a lot easier. Find out how
the Macintosh can give you an edge
in the race to get papers in on time
and prepare for exams. Macintosh
for College Students will quickly
show you how to apply the Macin-
tosh’s graphics, word processing,
and number crunching features to
specific college tasks. You’ll learn
all about using the Mac to:

« make your study time more
effective

+ streamline paper writing

» facilitate research projects

» organize facts and figures

» perform time-consuming
calculation chores

and more! Based on the author’s -
thirteen years of college teaching
experience, this is the first book
designed to introduce you, the col-
lege student, to the many capabili-
ties of the Apple Macintosh, with
an emphasis on your special needs.
It also includes a special section on
job finding!

Available at

book and computer stores
everywhere.

ISBN: 0-89588-227-2 illustrated 250pp. 7"x 9"
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SYBEXCOMPUTERBOOKS
\I

are different.
Here is why . . .

At SYBEX, each book is designed with you in mind. Every manuscript is
carefully selected and supervised by our editors, who are themselves
computer experts. We publish the best authors, whose technical expertise
is matched by an ability to write clearly and to communicate effectively.
Programs are thoroughly tested for accuracy by our technical staff. Our
computerized production department goes to great lengths to make
sure that each book is well-designed.

In the pursuit of timeliness, SYBEX has achieved many publishing firsts.
SYBEX was among the first to integrate personal computers used by
authors and staff into the publishing process. SYBEX was the first to
publish books on the CP/M operating system, microprocessor interfacing
techniques, word processing, and many more topics.

Expertise in computers and dedication to the highest quality product
have made SYBEX a world leader in computer book publishing. Trans-
lated into fourteen languages, SYBEX books have helped millions of
people around the world to get the most from their computers. We hope
we have helped you, too.

For a complete catalog of our publications
please contact:

U.S.A. FRANCE GERMANY

SYBEX, Inc. SYBEX SYBEX-Verlag GmhH

2344 Sixth Street 6-8 Impasse du Curé  Vogelsanger Weg 111

Berkeley, 75018 Paris 4000 Diisseldorf 30

California 94710 France West Germany

Tel: (800) 227-2346  Tel: 01/203-9595 Tel: (0211) 626411
(415) 848-8233  Telex: 211801 Telex: 8588163

Telex: 336311



THE EASY GUIDE TO YOUR

MACINTOSH

The Easy Guide to Your Macintosh is the next best thing to having your
own personal computer expert right there to coach you through every
step! This book is designed to take you all the way from set-up to a prac-
tical working knowledge of your machine. In just a few hours you'll be
off and running, loading software, entering data, and learning to:

* use MacPaint’s graphics features

* streamline writing chores with MacWrite

» create documents that combine both text and graphics
 use windows to access one file while working on another
* enhance reports with Multiplan’s graphics capabilities

* handle problems that may come up

* and more!

This book is fully illustrated with art created on the Mac to show you just
what you can do. The handy ““One-Minute Recipes’ section will serve
as a quick reminder of the steps involved for commonly used
procedures. Everything you need to know to get started on your Apple
Macintosh is revealed here in a friendly, jargon-free style. This is truly
computing made easy!

About the Author: Joseph Caggiano has spent most of his professional
life working to humanize various aspects of technology for non-techni-
cal people. In addition to writing, teaching, and consulting, he currently
manages the editorial department of a software publishing firm. He is
also the author of the forthcoming The Complete Guide to Your Macin-
tosh from SYBEX.
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