










































































































































































































































































































































































































































































































































































































































































































































































































































































Quick Key Guide

Action (continued) Key(s)
Delete record & E
Define field $Shift-D
Duplicate record %D
Equal to =
Exponential 2

(to the power of...)

Field, format #Option-F
Find again ¥®F

Find all specified criteria )

and add them to browsing

routine

Format date &Shift-D
Format number EShift-N
Greater than Shift-.
Greater than or equal to Option-.
Grid %Y
Group &G

Help 3 ?

Italic & Shift-1
Layour mode &L
Left-justify % Shift-L
Less than Shift-,
Less than or equal to Option-,
Lock ¥H
Multiplication Shift-8
Next field Tab

Not equal to Option-=
Omit multiple records S&Shift-M
Omit record M
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Action (continued) Key(s)
Outline 86 Shift-O
Page number ##

Paste current date 2EShift--
Plain text #EShift-P
Previous field Shift-Tab
Preview ¥U

Print (bypass dialog box) #Option-P
Record number @@
Refind &R
Replace field &=
Right-justify %Shift-R
Script most recent &H
actions

Send backward 8 Shift-J
Shadow 3 Shift-S
Sort %S

T squares &T
Time, current

Time, paste current 363
Underline &Shift-U
Ungroup & Shift-G
Unlock g&Shift-H
Zoom % Shift-Z
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={MacDraW Quick Keys I=

The following commands are based on MacDraw II

Version 1.1.

Action Key(s)
Align ¥ K
Autogrid ®Y

Bold text ¥%&B
Current 100% view 3 Shift-M
Down one layer #Down arrow
Fit to window %M
Group elements %G

Help 3/

Italic ) |
Library &L

Lock 36H
Magnify view SRight arrow
Move backward &J

Move forward & F

Move to back 3&Shift-J
Move to front 8 Shift-F
New layer #&Shift-N
Paste and rescale 3&Shift-v
Plain text % Shift-P
Reshape &R
Rotate %&T
Select all 36Shift-A
Select all on active layer ¥A
Smooth ®E
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Action (continued) Key(s)
Spelling %=
Underline &U
Ungroup 3&Shift-G
Unsmooth 36 Shift-E
Up one layer 8&Up arrow

%PageMaker Quick Keys Iﬁ

The following key combinations are available when
using Aldus PageMaker Version 4.0.

Action Key(s)
25% view 30

50% view 35

75% view %7

100% view 31

200% view 82

400% view £
Actual size &1

All caps 3 Shift-K
Align center 3&Shift-C
Align left & Shift-L
Align right 3&Shift-R
Auto leading #Shift-A
Bold 3®Shift-B
Bring to front #&F
Center 8 Shift-C
Change ¥*9

Circle tool Shift-F7
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Action (continued) Key(s)

Color palette ¥K

Cropping tool Shift-F8

Define styles %3

Diagonal line tool Shift-F2

Edit story %E

Find %8

Find and change %9

Find next %,

Fit in window $W or ¥Option-click
Force justify & Shift-F

Go to page ¥ G

Guides ®J

Help ®?

Hyphenation $%&H

Increase point size 2 Shift-.

Indents 861

Index entry &

Italic 3% Shift-I

Justify 3&Shift-J

Line tool, perpendicular Shift-F3

Line tool, diagonal Shift-F2

Links %=

Move window Option-drag
Move window, constrained Shift-Option-drag
Next page #&Tab
Nonbreaking hyphen 3Option- (hyphen)
Outline text g&Shift-D

Page number marker

#&Option-P
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Action (continued) Key(s)

Paragraph ®-M
Perpendicular line tool Shift-F3

Place #-D

Point size, larger 3 -Shift-Option-.

Point size, smaller
Point size, standard, larger
Point size, standard, smaller
Pointer tool

Previous page
Rectangle tool

Reduce type size
Replace

Rounded rectangle tool
Ruler

Select layer

Send to back

Shadow text

Small caps text

Snap to guides

Snap to rulers

Spelling

Strikethru text

Style palette

Subscript text
Superscript text

Tabs

Text tool

Toolbox

#-Shift-Option-,
36-Shift-,
38 -Shift-,

Shift-F1 or 38-Spacebar

38-Shift-Tab
Shift-F5
38-Shift-,
¥®-D
Shift-F6
#-R
#-click
%-B
88-Shift-W
88-Shift-H
#-U

L

88-L
38-Shift-/
%-E
88-Shift-
38 -Shift-=
8-1
Shift-F4
%6
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Action (continued) Key(s)
Type specs ®T
Underline text g Shift-U
Undo/redo last operation $®Z

Zoom in/out

36 Option-click

%SuperPaint Quick Keys

The following key combinations are available when using
SuperPaint 2.0 from Silicon Beach Software.

Action Key(s)
Actual size 28 Shift-R
Align objects M
Autotrace bit map &T

Bold % B

Bring to front =
Change current layer &/
Duplicate element #&D

Fit in window 36Shift-W
Full screen &F

Grid #Shift-G
Group &G
Hide/show all palettes & H
Hide/show back layer L
Increase one point size & Shift-.
Italic Y |
Left-justify %Shift-L
Nudge Up &Y
Nudge Down ¥M
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Action (continued) Key(s)
Nudge Left 8]
Nudge Right &K
Object info &1
Outline text g Shift-O
Plain %P

Print 3 ;
Reduce one point size 3&Shift-,
Reduced view ®¥TW
Right-justify & Shift-R
Scrolling on/off %

Send to back 3
Underline §&Shift-U
Ungroup ¥U
Zoom in ¥ E
Zoom in 800% 3&Shift-E

|

Word Quick Keysl

The following key combinations are available when
using Microsoft Word Version'4.0.

Action Key(s)

Activate next window Option-3W

Add to menu Option-3+

Again A

All caps & Shift-K

Assign style #Shift-S, type name
Bold 2 Shift-B

Calculate

%=
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Action (continued) Key(s)

Center text #&Shift-C

Change & H

Character ®&D

Define styles Shift-F3

Delete next character Option-3F

Delete next word Option-$G

Delete previous word Option-3&Backspace
Dotted-underline & Shift-\

Double space 3&Shift-Y
Double-underline 86Shift-[ or Shift-F12
Find & F

Find and Change $&H

Find formats #Option-R

First line indent, & Shift-F

nudge 1/2 inch
Font

Footnote
Glossary

Go to page

Hanging indent,
nudge 1/2 inch

Help

Hidden

Hide symbols
Italic

Justify text
Left-justify text

Left margin, indent,
nudge 1/2 inch (nest)

g Shift-E, type name
% E

#K

%G

3% Shift-T

8/ or Help
#%Shift-X
®Y

8 Shift-I

% Shift-J
&Shift-L
86Shift-N
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Action (continued)

Key(s)

Left margin indent,
nudge 1/2 inch (unnest)

Menu mode
Normal text

Normal style sheet,
change selection

Outline

Outlining

Page view
Paragraph

Plain text

Point size, increase
Point size, decrease
Preview

Remove from menu
Repaginate
Right-justify text
Ruler

Show symbols
Small caps
Spelling

Split window
Strikethrough
Style

Styles, define
Symbol character
Underline
Underline word

Zoom

#6Shift-M

. (numeric keypad)
#Shift-Spacebar
3&Shift-P

EShift-D

& U

3B or F13

M
g&Shift-Spacebar
3&Shift->
#&Shift-<

&1

Option-8- (minus)
*®J

gShift-R

®R

®Y

8Shift-H

&L

Option-3S
3&Shift-/
26Shift-S, type name
&T

#Shift-Q
3&Shift-U
3&Shift-]
Option-3§]
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Accelerator board. An option card that enables your Mac to operate and
manipulate data at a faster rate.

Active window. The topmost window on the desktop, denoted by a
highlighted title bar.

ADB. See Apple Desktop Bus.

American Standard Code for Information Interchange (ASCII). A
standard computer text format in which each character is represent-
ed by seven bits. See also Text file.

Apple Desktop Bus (ADB). The connectors on the back of the Macin-
tosh that allow connection of the keyboard, mouse, joysticks,
graphics tablets, touch screens, track balls, and so forth, up to 16
input devices. See also Input device.

AppleShare. An operating system designed to enable a Macintosh to
become a server to other Macintosh computers on the same network.

AppleTalk. A local area network standard used to connect Macintosh
computers and to allow sharing of peripheral devices, such as
printers. AppleTalk is the communication protocol by which data is
transferred. See also Protocol.

Application. A program that allows the user to create, enter, and design
information. Examples are word processors, spreadsheets, and
paint programs.

ASCIL See American Standard Code for Information Interchange.

Assembler. A program that translates symbolic codes, or assembly
language, to machine language.

Asynchronous communication. A means of transmitting data between
computers. A special signal indicates when each character starts and
Stops.

BBS. See Bulletin Board System.

Background execution. A program that can continue operating without
user commands and without interrupting a procedure operating in
the foreground. See also MultiFinder, Multitasking, and Spooler.

BASIC. See Beginner's All-purpose Symbolic Instruction Code.

Baseline. In typography, the lowest point characters reach (excluding
descenders). See also Descender.

Baud rate. A measure of speed equal to one signal per second. Common
baud rates are 1,200 and 2,400.
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BBS. See Bulletin Board System.

Beginner’s All-purpose Symbolic Instruction Code (BASIC). A com-
mon programming language that is easy to learn but relatively
inflexible.

Beta test. The first test outside of the laboratory of a new product. This
test is the final step before a full market release.

Bezier curves. (Pronounced bez’-ee-ay) Mathematical equations that
describe the outlines that create PostScript fonts.

Binary. A numbering system based on a series of ones (1s) and zeros (0s)
used to encode text and numerical information.

Bit. A binary digit; the smallest unit of computer information. A 1 ora 0
code electronically represents, respectively, on or off.

Bit-mapped image. An image consisting of dots, in which one dot
represents one or more bits of the image (depending on whether
colororotherattributes are used). AMac Classic uses one bit per dot.
See also Font.

Bomb. An abnormal termination of a program. A bomb occurs when a
program unexpectedly halts due to a bug, or it encounters data
conditions it cannot handle. See also Bug.

Boot. To start a computer by loading the operating system (the System
and Finder) into memory. The operating system software tells the
Macintosh how to load other programs.

Bridge. A device that lets you connect networks so that members on one
network can communicate with members on another network. See
also Gateway.

Buffer. A section of memory that temporarily holds information from
I/O (input/output) communications, including data transfer via
modem, or reading and writing to your disk. The buffer holds
information when the computer is sending information faster than
the device can receive it. See also Spooler.

Bug. A problem in a software program. An inappropriate or inaccurate
line of programming code that causes the program to halt execution
or respond incorrectly. Initially named after a moth that caused the
failure of an early computer at Harvard University in 1945. See also
Bomb.

Bulletin Board System (BBS). A telecommunications facility used to
share information with others through the use of a modem and
specialized communications software.

Bus. A path through which information is shared between one part of a
computer and another. See also Apple Desktop Bus.
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Byte. A measure of the amount of information equivalent to the memory
needed to store a character of the alphabet. 1,024 bytes are equiva-
lent to 1K of memory. A byte is made up of eight bits; it has eight 1s
and Os per byte. See also Bit.

Cache. (Pronounced “cash.”) A special section of RAM memory reserved
for frequently used applications and utility information.

CDEYV. See Control Panel Device.

Central Processing Unit (CPU). The computer’s main information pro-
cessing unit. Ina Macintosh, the CPU is a single silicon chip called the
MiCroprocessor.

Chip. A tiny piece of silicon with an integrated electronic circuit on its
surface.

Chooser. A desk accessory that allows you to select a printer on which to
print. For the Chooser to function, the printer resource files must be
present in the System Folder. In a networking environment, the
Chooser can be used to connect and disconnect from the network
as well as to choose among devices connected to the network.

Click. A quick press-and-release of the mouse button.

Clip art. Art work purchased on disk. Clip art can be a bit-mapped graphic
image, an object graphic, or even an Encapsulated PostScript file.

Clipboard. A temporary storage location, which holds cut and copied
information. See also Scrapbook.

Close box. A small box located at the upper left corner of a document
window. Clicking inside the close box causes the program to prompt
the user to save changes to the document and close the current
window.

CMYK. The four colors used in the color separation process that can be
combined to form any other color: Cyan, Magenta, Yellow, and
Black.

Cold boot. Turning on your Macintosh with the power switch.

Color separations. A process used in offset printing in which separate
plates are used to print different colors of ink on a page with multiple
colors. As the name implies, each color has its own plate.

Computer-aided design (CAD). Applications that take advantage of the
power of the computer to design architectural, mechanical, electri-
cal, civil, schematic, IC, and various other types of drawings.

Control Panel. A desk accessory used to personalize such features as the
pattern on the desktop, the speed of the mouse movement, and the
volume of the warning beep.
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Control Panel Device (CDEV). A utility program placed in the System
Folder and controlled from the Control Panel.

Coprocessor. A microchip that assists the main microprocessor with
data-intensive tasks such as large spreadsheet, large database, com-
plex statistical analysis, or graphics activities.

Copy. A command used to make an exact replica of anything—a letter, an
entire document, a graphic, an application, or even a disk. The Copy
command is located under the Edit menu. Using Copy does not
modify or delete the original. See also Clipboard, Cut, Paste, and
Scrapbook.

Copy protection. A method of preventing unauthorized duplication or
use of software. See also Write-protect tab.

CPU. See Central Processing Unit.

Crash. When your Macintosh gives you that dreaded “bomb"—forcing
you to restart; or when the Mac keyboard freezes up and won’t do

anything.

Cursor. An icon indicating the current mouse location on your screen.
The Macintosh has a variety of cursor shapes including a vertical bar,
I-beam, pointer, and wristwatch. See also Insertion point.

Cut. Acommand that removes selected information from a document and
temporarily places itin the Clipboard. See also Clipboard, Copy, Paste,
and Scrapbook.

DA. See Desk Accessory.
Data. The information processed by a computer application.

Database. A collection of related information organized for storage and
retrieval. For example, a database may contain names, addresses,
and phone numbers.

Delete key. A key you press to remove information from a document. See
also Cuit.

Descender. The portion of a lowercase letter that hangs below the
baseline. Five letters of the alphabet have descenders: g, j, p, q,
and y.

Density. A measurement of the amount of information (in bits) that can
be packed reliably into a square inch of magnetic media, such as a
floppy disk. See also Disk and Floppy disk.

Desk Accessory (DA). A small application located in the System file, that
is accessible from the Apple menu. Examples are the Alarm Clock,
Chooser, and Control Panel.
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Desktop. The work area of the Macintosh. The screen, disk icons, trash
can, and menu bar that you see when you first start your Mac.

Desktop file. An invisible file on all Macintosh disks that contains the
information the Finder uses to locate files, folders, and icons.

Desktop publishing. A package that combines page layout, text entry,
and graphics design into one application.

Dialog box. A message from the Macintosh requesting further action or
information from the user. In most instances, the user responds by
typing a response or clicking a button.

Disk. A device utilizing a magnetic medium designed to store informa-
tion. The Macintosh uses 3 1/2-inch hard-case floppy disks. Disks can
be floppy disks or hard disks. A typical floppy disk can be single-
density (400K), double-density (800K), or high-density (1.4M). Hard
disks can range from 10M to more than a gigabyte.

Disk drive. A disk drive holds the disk and retrieves and stores informa-
tion. A floppy disk drive (3 1/2-inch) holds the floppy disk that the
user inserts. A hard disk is a high performance storage device
consisting of platters coated with magnetic media. A hard disk is
protected by a sealed case.

Document. A generic term describing whatever the user creates using an
application on the Macintosh. A document can be a letter, article,
picture, table, or spreadsheet worksheet, among others. Adocument
contains the information the user has entered and saved.

Dot-matrix printer. A printer that forms characters and graphics out of
dots.

Dots per inch (dpi). A measure of screen and printer resolution. The
higher the number the better the resolution. The ImageWriter 11
operates at 144 dpi, and the LaserWriters operate at 300 dpi. See also
Resolution.

Double-click. Used to open applications, documents, or folders. Dou-
ble-clicking is performed by clicking the mouse button twice in rapid
succession.

Download. A procedure in which a user transfers data from a remote
computer’s database to the user’s computer and stores the data on
a hard or floppy disk.

Downloadable font. A font that is sent from your Macintosh to your
printer.

Dpi. See Dots per inch.
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Drag. A technique used to move icons from one location to another, such
as moving a file from one folder to another. To drag an item, move
the mouse to position the cursor over an item. Press and hold the
mouse button, and move the mouse to position the item in the
desired location. Release the mouse button to “plant” the item in that
location.

Driver. Software that tells the Macintosh how to operate an external
device, such as a printer. A driver is located in the System Folder.

E-Mail. A messaging system that enables users to send and receive “mail”
to and from other people on the electronic network.

Emulation. A feature that enables one device to imitate another.

Encapsulated PostScript (EPS). A file format that uses PostScript lan-
guage to store an image.

Encryption. The substitution of characters to hide the contents of a
document.

EPS. See Encapsulated PostScript.
Ethernet. A standard for local area network hardware.

Expansion card. An internal board you attach to your system that enables
features to be added to improve processing capability, telecommu-
nications capability, and so on.

Expansion slot. A location inside your Macintosh that allows you to

install a card to perform additional functions.

FAX (facsimile transmission). The transmission of information from
printed page to printed page through a telecommunications device.

File. Information stored on a disk. Also called a document.
File format. The set of instructions or pattern used to store information.

File server. An item on a network that makes available to all users a disk
drive and software. File-server software controls access to individual
files and multi-user software allows several users simultaneous
access to the same file.

Finder. Part of the Macintosh operating system that keeps the desktop
organized, allowing the user to find and open files or folders. The
Finder file must be present in the System Folder on a startup disk.

Fkey. A utility program executed by pressing one of the function keys at
the top of an extended keyboard.

Floppy disk. A 3 1/2-inch flexible disk contained within a semi-rigid
plastic casing. See also Disk.
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Folder. An item on the desktop that holds icons for related information
in one location—ijust like the folders you have in your file cabinet at
the office. A folder can contain files, other folders, graphics documents,
or any type of information.

Font. A collection of letters, punctuation marks, numbers, and symbols
that appear in the same typeface, style, and size. The Macintosh
comes with a number of different fonts, such as Monaco, Chicago,
and Geneva. See also Bit-mapped image, Outline fonts, and Post-
Script.

Font/DA Mover. A Macintosh utility that moves fonts and desk accessories
from one system to another or from a floppy disk to a system.

Font substitution. A Macintosh activity that substitutes one font for
another when the font required by a particular application is not
available.

Format. Sece Initialize.

Freeware. Macintosh software shared without cost to the user, with the
intention that the software will be shared by others and distributed
throughout a large network of users.

Function key. A key that you can program to perform a particular
function.

Gateway. In a computer network, the hardware and software used to
connect two different types of computer networks. See also Bridge.

Gigabyte (G). One billion bytes (1,073,741,824 bytes).

Graphical User Interface (GUI). A description of an interface between
a user and a computer that uses menus and icons to represent
commands and files.

Hard copy. A printout on paper, as opposed to data stored in memory or
on disk.

Hard disk. A disk housed inside or outside a system unit that contains
permanently installed disks. A hard disk holds much more informa-
tion than a floppy disk and operates faster.

Hardware. The physical parts of the Macintosh. The screen, keyboard,
mouse, disk drives, casing, cables, and all the electronic mechanisms
and boards inside the Macintosh.

Highlight. To select something so that it appears different from the
surrounding information. When a piece of information is highlighted,
the user can initiate a command to modify that information. For
example, you highlight a word and change the font.
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HyperCard. A user-modifiable, object-oriented environment. With a
scripting language called HyperTalk, you program HyperCard to
create applications called stacks. Stacks are made up of cards that
have buttons, icons, and fields which can perform other functions or
can be linked to other stacks or cards. See also HyperTalk.

HyperTalk. The programming language used to program HyperCard
stacks and create user-defined functions. HyperTalk is an English-
like scripting language. See also HyperCard.

Hypertext. The retrieval of text and ideas throughout various documents
and files without regard to order.

I-beam. The shape of the cursor when you enter or edit text.

Icon. A graphic representation of a file, folder, disk, or command. Anicon
is similar to a sign representing information. For example, a file is
generally represented as a sheet of paper, and a folder looks like a
manila folder.

ImageWriter. A dot-matrix printer designed specifically for use with a
Macintosh.

Initialize. To prepare a disk for use on your system. Generally, initializing
adisk means that the Macintosh will clear offany data on the disk and
structure the disk into sectors and tracks. Also called “formatting.”

INIT. A utility file located in the System Folder that executes during a
system start or restart.

Input device. A device that inputs information into your Macintosh such
as mouse, keyboard, trackball, or graphics tablet.

Insertion point. The location in a document where the user may insert
something. The insertion point is designated by positioning the
cursor where you want the insertion to occur and clicking once. A
blinking I-beam appears at that point. See also Cursor.

Integrated software. A sofrware package containing a spreadsheet,
database, word processor, and telecommunications in which the
component programs can freely exchange data.

Interface. An electronic link between different computer devices such as
the computer and a mouse.

Invisible file. A file that does not appear on the desktop and cannot be
copied, erased, or moved.

K. See Kilobyte.

Kerning. Adjusting the spacing between letters. Typically used to reduce
the space between pairs of letters.
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Kilobyte (K). One thousand (1,024) bytes. A common measure of file
size. A typical page of plain text is 2K.

LAN. See Local Area Network.

Landscape. A page orientation in which the printer prints the image
horizontally. The page top is the longest side of the paper.

Laser font. An easily scaled font defined by mathematical formula.

Laser printer. A printer that forms characters and graphics by moving a
laser beam across a photoconductive drum. The printer then projects
the image onto paper. Macintosh laser printers are called LaserWrit-
ers. See also Toner.

Launch. To start an application.

Leading. The amount of vertical spacing, in points, between baselines of
ype.

Lisa. The first computer that used the Mac interface including the mouse
and icons but that was not successful because of its high costs.

Local Area Network (LAN). Computers linked with cables and software.
The computers can share files and external devices, such as printers
and disk drives. Many offices are linked with LANs to improve
communication and efficiency.

LocalTalk. The hardware portion of Apple’s LAN system used to connect
Macs to LaserWriters and other Macs.

Logic board. The board inside the Macintosh responsible for organizing
and executing instructions.

M. See Megabyte.

MacBinary. A format that enables Macintosh files to be stored on non-Mac
machines without any loss of information.

Macro. A small computer program, usually developed with a macro
maker application, that you program to do repetitive tasks simply by
typing a key combination.

Marquee. The dotted box drawn with a mouse around items to highlight
the items.

Megabyte (M). A measure of size representing one million (1,048,576)
bytes of storage capacity on a disk or in RAM.

Memory. The primary location within the computer that stores internal
instructions.

Menu. A list of commands available to the user.
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Menu bar. Anarea at the top of your Macintosh screen that lists available
commands.

Microprocessor. A small silicon chip containing a huge number of
electronic components. The microprocessor chip can operate on
large amounts of information when used with other computer
components.

Modem (modulator/demodulator). A peripheral device that allows
computers to communicate by telephone lines.

Moire. (Pronounced “mwah ‘ray.”) An optical illusion perceived as
flickering, that occurs when high-contrast line patterns are too close
together.

Monitor. A color or monochrome screen associated with a computer.

Motherboard. The main board (also called the logic board) in the
Macintosh that contains the central processing chips, RAM, and
expansion slots.

Mouse. A device used to navigate on the Macintosh screen. You use a
mouse to select information and issue commands. When you move
the mouse, the cursor moves on-screen in the corresponding di-
rection.

MultiFinder. Part of the system that allows the user to load into memory
multiple applications and switch between them. MultiFinder also
allows for concurrent tasks to take place at (seemingly) the same
time. This process is also known as multitasking.

Multimedia. Information presented combining graphics, text, and sound.

Multitasking. A computer capability in which two or more programs are
loaded into memory simultaneously. The CPU attends to all pro-
grams at once by switching back and forth between them, which is
called time slicing. See also MultiFinder.

Nanosecond. One billionth of a second.

Network. A communications pathway using hardware and software that
links multiple computers and peripheral devices so that each com-
puter or device shares information. See also Node.

Node. A device on a network that can send and receive information. See
also Network.

NuBus. A high-speed information pathway for the Mac II family of
computers.

Null modem. A cable connecting two computers. Used instead of a
modem for communication purposes.
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Object-Oriented Programming (OOP) A programming language in
which program elements are conceptualized as objects that can pass
messages to each other.

OCR. See Optical Character Recognition.

On-line help. A file contained within an application that provides help
while you operate the application.

Open. The act of accessing a document for modification or viewing.

Operating system. The software that controls the functioning of the
Macintosh and the direction of information flow among computer
components.

Optical Character Recognition (OCR). A technology by which printed
characters are optically scanned and translated into software text
that the computer can process.

Optical disc. A disc on which data (or music) is recorded in the form of
small deformations. The data is retrieved with a laser beam.

Outline font. A PostScript font formed of outlines, which are then filled
in. See also Bit-mapped image, Font, and PostScript.

Page Description Language (PDL). A language used to affect printer
output.

Parallel port. A connection to a computer through which eight or more
bits are transmitted simultancously in one direction. See also Disk
drive.

Parameter RAM (PRAM). Memory devoted to certain system settings
such as the time, date, and the alarm clock. PRAM is stored in a battery
inside your system.

Parity bit. An extra bit appended to a character whose value is used to
check for errors in the transmission of data.

Partition. A physically separate section on a hard disk that you can use
with the same or a different operating system.

Paste. A command that places a copied or cut piece of information at the
insertion point in a document. The Paste command retrieves from
the Clipboard information that has been copied or cut.

Path. The hierarchical directions to a folder, application, or document
file.

Peripheral. A unit of hardware, such as a printer, modem, or hard disk
drive. Cables connect peripheral devices to your Macintosh.

Pica. A unit of measure equal to 12 points, or approximately 1/6th inch.
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Phosphor. A chemical material used to coat the inside of cathode ray
tubes on which electrons are targeted to produce images.

PICT. An object-oriented graphic format used to store documents.
Pixel. A single dot or picture element on the Macintosh display.

Platform. A computer hardware standard, such as Macintosh or IBM PC-
compatible, in which there is a comprehensive approach to the
computer solution of a problem.

Platter. The glass or metal circular component of a hard disk that spins
and on which information is written and from which information is
read.

Point. A unit of measure used to indicate size of line or type. There are 72
points in an inch.

Pointer. One of the shapes of the cursor. Usually, the pointer is an arrow
pointing upward and to the left.

Port. A socket on the back of the Macintosh that allows you to connect a
printer cable, hard disk drive, modem, keyboard, or mouse to your
Macintosh.

Portrait mode. A page orientation in which the top of the printed image
is along the short side of the paper.

PostScript. A page description language written by Adobe Systems, Inc.
that prepares an image for printing on a laser printer. PostScript
fonts—widely recognized as the standard in near-typeset quality
printing—are used with PostScript-compatible printers only.

PostScript interpreter. A code built into PostScript-compatible printers
that converts PostScript commands into a language the printer can
process 1o create an image or character.

PRAM. See Parameter RAM,

Printer driver. The software containing the instructions that enable the
computer to communicate with a particular type of printer.

Printer font. A font designed for printing rather than just for display.

Print-spooling. The process by which documents to print are stored in
a memory outside of the computer's RAM, enabling computer
processing to continue.

Program. A set of instructions that tells a computer what to do.

Programmer’s switch. A plastic switch that comes with all Macs. You can
place the switch on the side of your Macintosh to enable you to
reboot the computer and access the Macintosh debugging utility.
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Programming language. A language used to write programs for the
Macintosh. There are many languages, including Object Pascal,
C++, BASIC, FORTRAN, and SmallTalk/V.

Proportional spacing. In typesetting or printing, a setting that allows
wider letters to take up more space than narrower letters.

Protocol. In computer telecommunications, the set of rules and proce-
dures determining how information travels between computers.

Public domain software. Software that can be copied without copyright
infringement.

QuickDraw. A computer code that resides in the Macintosh’s ROM and
facilitates the generation of images for the screen and printer.

RAM cache. (Pronounced “cash.”) A portion of RAM thatyou can designate
to hold disk information. You change RAM cache settings from
within the Control Panel.

RAM disk. A program that fools your computer into recognizing disk
space as additional memory.

Random-Access Memory (RAM). The part of the Macintosh's memory
that allows for the temporary storage of information. Information
left in RAM is lost when you turn off your Macintosh.

Read-Only Memory (ROM). Memory that stores permanent system in-
formation and contains the information needed to start up your
machine.

Reboot. To restart the computer.

ResEdit. A utility that enables you to edit application resources. ResEdit
allows you to customize applications, change menu commands, or
modify the appearance of the trash can icon.

Resolution. The number of dots per inch displayed on a screen or
printer. The Macintosh Classic screen, for example, has a resolution
of 72 dpi. A LaserWriter has a resolution of 300 dpi. See also Dots per
inch.

Restart. To reset a computer to its start-up state without turning off the
power. The Macintosh has two procedures for restart: menu com-
mand and the programmer’s switch. Also referred to as a warm boot.

Return key. The key located on the right side of the main keyboard.
Similar to the Enter key.

ROM. See Read-Only Memory.

Run. To execute a program or an application.
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Sans serif. (Pronounced “san -serr-if.") A typeface that lacks fine cross
strokes across the ends of the main strokes. Helvetica and Geneva
are examples of sans serif typefaces. See also Serif.

Save. To store information on a disk.

Save As. To store the current document using a different name or file
format.

Scanner. A device used to capture graphics and text on paper to a disk
format for use in Mac applications. See also Optical Character
Recognition.

Scrapbook. A desk accessory used to store pictures and text. You access
the Scrapbook atany time through the Apple menu. In contrast to the
Clipboard, the Scrapbook stores information permanently.

Screen dump. A picture of the contents of the screen sent to a file or
printer.

Screen font. A font used for on-screen display.

Screen saver. A utility that prevents image “burn in” by automatically
filling the screen with animation during a period of user inactivity.

Script. A series of commands written in a programming language.

Scrolling. A method of moving within a document. You use the scroll bars
located on the right and bottom of the screen, to navigate to view
different portions of a window or document.

SCSI. See Small Computer System Interface.

SCSI port. A port located on the back of the Macintosh that allows the user
to connect a SCSI interface cable from a peripheral device to the
Macintosh.

Sector. On a disk, the smallest continuous physical space for saving data.
See also Track.

Select. To designate where an action should occur.

Serial interface. A form of data transmission in which the bits of each
character are transmitted sequentially one at a time over a single
channel or wire. The most common serial interface is RS-232.

Serial port. A connector on the back of the Macintosh, that allows for the
connection of serial devices using a serial interface.

Serif. (Pronounced “serr’-if.”) A small crossbar added to a typeface.
Courier and Times are examples of serif typefaces. See also Font
and Sans serif.
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Server. Any device on a network that can be shared by all network users.

Shareware. Copyrighted computer programs that users can try on a trial
basis.

Shut down. The process of saving all work, closing all folders and files,
ejecting all disks, and wurning off the power to the computer.

Single In-line Memory Module (SIMM). A memory module that con-
tains the chips needed to add 256K or 1M of random-access memory
to your computer. ASIMM plugs into a motherboard or a logic board.

Size box. Aboxlocated in the lower right corner of the active window that
contains two overlapping smaller boxes. Drag the boxto increase the
size of the window, or shrink the window to its previous size.

Slot. The part of an internal board that can hold a card.

Small Computer System Interface (SCSI). Pronounced “scuzzy.” A
standard interface that allows the user to connecta peripheral device
to the Macintosh.

Software. A generic term for computer programs. Software tells hard-
ware how to perform tasks. Categories of software include systems
software, utilities, and specific applications (such as financial pro-
grams, spreadsheet programs and word processors).

Spooler. A printer software utility that enables you to send multiple
documents to a printer and continue working while the printer
receives each spooled document for printing.

Star network. A network with the central processor at the center of the
network and a series of nodes surrounding it in a star pattern.

Startup disk. A disk that contains the System files the Macintosh needs
tostartitselfup. A startup disk must contain a System file and a Finder
file, and generally contains printer resources and desk accessories.
The startup disk is the first disk inserted into a floppy disk system. In
a hard disk system, the hard disk becomes the startup disk and
automatically boots when you turn on the Macintosh. See also Boor.

Startup screen. The opening screen you see when you boot up your
Macintosh. You can customize the startup screen using most paint

programs.

Stop bit. A bit of information that indicates the transmission of a byte is
completed.

Style. A format variation of a font that includes boldface, italic,shadow,

outline, underline, and strikesthrough, 1o name a few.

Style sheet. A set of predefined formats and text commands that you can
quickly and easily incorporate into a new document.
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SYLK (Symbolic Link). A file format developed by Microsoft for spread-
sheets and databases. Used for transferring data between applica-
tions.

System. A file that contains information the Macintosh uses to operate
and start up. The Macintosh will not operate without a System file.

System Folder. The folder that contains the important Systemand Finder
files necessary to boot up and run the Macintosh.

System heap. The area of memory set aside for storing System informa-
tion about files and resources.

Tab-delimited file. A data file in which tabs separate individual records
or data elements.

Telecommunications. Sharing information over phone lines through
the use ofa modem and communications software. See also Modem.

Template. A document that you create for repeated use. Using the Save
As command, you save each file created with a template to a unique
name. The original template remains intact for future use.

Terminal emulation. Enables a computer to act like a terminal for use
with a host computer such as a mainframe. Terminal emulation
software enables you to customize the Macintosh to recognize and
use the control codes required to access the host's data.

Text file. A file that contains sequences of bits that represent characters.
Also known as an ASCII file. See also ASCII.

Thermal-transfer printer. A dot-matrix printer that uses heated pins to
melt dots of pigment on paper.

TIFF (Tagged Image File Format). A file format for scanned images. See
also Optical Character Recognition.

Token-ring network. A network in which information passes from one
node to another through a ring-like shape. See also Star network.

Toner. A black powder used in laser printers and photocopy machines.
The powder serves as an ink in the printing of characters and images.
See also Laser printer.

Touch screen. Acomputer screen that allows the user to touch the screen
(rather than use a keyboard or mouse) to activate computer actions
and commands.

Track. Concentric circles on the surface of a disk that contain data. One
or more tracks make up a cylinder of disk space. See also Sector.
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Trackball. A pointing device similar to a mouse. A trackball is essentially
an inverted mouse; the ball is located on the top of the device, and
you move the ball. The device remains stationary. See also Mouse.

Tractor-feed. A device that advances paper by using pins that fit into
formed holes along the edges of fanfold computer paper.

Trash can. An icon on the desktop used to discard files, folders, and
applications.

Typeface. The basic font family design such as Times or Monaco. See also
Font.

Type size. The height in points of the characters in a font. See also Font
and Point.

Typestyle. Versions of a typeface that have become known as separate
fonts. Examples include #talic and boldface. See also Font.

Typography. The science and art of designing aesthetically pleasing and
readable typefaces.

UNIX. An operating system developed by Bell Laboratories. UNIX enables
you to run several programs at once and is regarded as a powerful
general-purpose operating system. UNIX is a multiple-platform
operating system—it runs on different types of computer systems.

Upload. A procedure in which you transfer information from your
computer to a remote computer.

User group. A group of people who have an interest in a particular
computer or a particular type of application such as desktop publish-
ing. You find user groups throughout the country. Many groups are
based at universities and large corporations.

Video card. A circuit board containing a video controller and related
components that you connect or plug into your computer to control
the video display.

Video RAM. A section of RAM devoted to screen information. Video RAM
stores a bit-mapped image of the screen display. See also Random-
Access Memory (RAM).

Virtual memory. Available space on your hard disk that your computer
uses to increase the RAM available for application use.

Virus. A program designed to alter the normal functioning of your
computer system. A virus can destroy data, corrupt system files, or
lock you out of your computer. In many cases, you may be unaware
that a virus exists on your system until it is too late to protect existing
data. A virus generally passes from disk to disk and from computer
to computer through disk sharing or electronic file transfers from
bulletin board systems.
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Virus-protection software. A program that checks existing files and
applications for the presence of a virus. Some protection programs
identify the strain of virus and attempt to eradicate it. Other software
just informs you that a virus exists.

Warm boot. Restarting your computer without turning the power offand
on. You can restart your Mac by selecting the Restart command from
the Special menu, or by pressing the Reset button on the Programmer’s
Switch. See also Programmer’s Switch.

Window. An area on the desktop that displays information.

Word wrap. In word processing, a text-entry feature that automatically
advances your cursor to the next line when text reaches the end of
a line. Word wrap eliminates the need for pressing the Return key at
the end of each line.

WORM (Write Once Read Many) disk. An optical disk that stores large
amounts of information. That information, however, can only be
accessed—not changed. You cannot write data to a WORM disk.

Write-protect tab. A small plastic switch built into the casing of a disk to
prevent you from accidentally erasing or overwriting the contents of
that disk. When the switch is closed, the disk is unlocked. You
therefore can write data to that disk. If the switch is open (or if there
is a hole where the switch should be), the disk is locked. See also
Copy protection.’

Zoom box. Abox located in the upper right corner of the active window.
The zoom box enables you to expand and shrink the window.

737 Are you sure you want to keep those
great ideas about
"The Little Mac Book"

to yourself? The Little Mac Book
Que Corporation
c/o Karen Bluestein

11711 N. College Ave.
]
(Lof course nott)] Carmel, IN 46032 USA

e —

We promise to nead euery letten...




Index

A
activating
MultiFinder, 140
Print Monitor, 156
windows, 214
After Dark INIT program, 109, 180
alarm clock, 4-5, 32
changing settings, 4-5, 32
Aldus PageMaker Version 4.0 quick
keys, 274-277
alert boxes, 5
see also dialog boxes
selecting the default, 6
aliases (System 7), 223-224
aligning
icons, 210
margins, 6
alignment, 7
AppleScript programming language
(System 7), 225
AppleTalk communications
protocol, 144
applications
copying files from within, 78
deleting, 50
installing desk accessories, 89
installing fonts, 89
launching, 119-120
from desktop, 147
from Multifinder, 141
locking, 120
opening files from within,
147-148
printing files from within, 75,
159-160
quitting, 165
renaming files from within, 76
switching with MultiFinder,
140-141
troubleshooting, 205
universal quick keys, 268
unlocking, 121
audio signals, 16
adjusting the volume, 16
changing, 17
eliminating, 17
autmatic backups, 11
AutoMac INIT program, 109

B
backups, 10-11
floppy disks (with one floppy
drive), 12-13
from hard disk to floppy disk, 11
more than one file, 11
software, 11
Ballon Help System (System 7),
236-237
batteries, 14
checking, 15
replacing, 15-16
baud rates (modems), 132
BBS (bulletin board systems), 18
beep sounds, 16
adjusting the volume, 16
changing, 17
eliminating, 17
bit-mapped fonts, 9, 92-93
jaggies, 93
boing sound, 17
bombs, 42
booting, 24
boxes
see alert boxes or dialog boxes
brightness, 35-36
bulletin board systems (BBS), 18
C
cache, 167-168
setting amount of memory,
168-169
calculator, 22
cancelling printing, 160
CDEV (Control Panel Device), 23-24
changing settings, 24
copying to your system, 24-25
System 7, 225-226
centering text, 25-26
uncentering text, 26
changing
beep sounds, 17
fonts, 94
size, 94
styles, 94
printers, 27-28
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characters
special, 189
quick keys, 249-267
viewing, 189-190
Cheshire INIT program, 109
Chooser, 27
checking settings, 27-28
Claris FileMaker Pro Version 1.0
quick keys, 270-272
cleaning mouse, 138
clink-clank sound, 17
clip art, 28-30
copying to scrapbook, 30
Clipboard, 31
pasting from, 153
viewing contents, 153
clipboard, 31
clock, 4-5, 14, 32
setting, 32
close box, 33-34
closing
active window, 33
windows, 214
color monitors, 133-134
colors, 24, 34
brightness, 35-36
changing on the desktop, 34
hue, 35-36
saturation, 35-36
switching to black and white, 35
commands
selecting from menus, 130
undoing, 206-207
comments
attaching
to files, 97
to folders, 97
compressing files, 67-68
connectors, 8
context-sensitive help, 99-100
Control Panel, 14, 36
changing settings, 37
mouse settings, 137-138
setting cache size, 168-169
System 7, 226-228
Control Panel Devices (CDEVs),
23-24
changing settings, 24
copying to your system, 24-25
System 7, 225-226
converting DOS files into Mac files,
48

Copy command, 38

copying, 39
between applications, 39
CDEVs to your system, 24-25
clip art to scrapbook, 30
disks, 11-14
existing files from desktop, 63

files, 11
from desktop, 77, 63
from one disk to another,
76-77
graphics, 38
multiple files from one disk to
another, 77
text, 38
to clipboard, 31
correcting typographical errors, 40
crashes, 43-45
possible causes, 42
cutting, 46-47
cutting and pasting text, 152-153

——

data conversion, 47
data recovery, 170-171
Database Access Manager (System
7), 228
databases, 48
fields, 48
records, 48
deactivating INITs, 110
defaults (alert boxes), 6
deleting
applications, 50
desk accessories, 90
files, 49, 78, 199
accidentally, 50
multiple files, 199-200
folders, 199
multiple folders, 199-200
fonts, 90
items from a folder, 86
items from Scrapbook, 178-179
locked files, 50
text, 40-41
density, 60
deselecting objects with mouse,
136-137
desk accessories (DAs), 51
alarm clock, 4-5
calculator, 22
Chooser, 27-28
Control Panel, 36
Find File, 81
installing, 52-53, 87-89, 111-112
System 7, 235
Key Caps, 116-117
Note Pad, 144-145
removing, 90
Scrapbook, 177-179
System 7, 228-229
desktop
color, 34
copying files from, 77
files, 53



copying, 63
duplicating, 63
rebuilding, 54
launching applications, 147
opening files, 74, 147
pattern, 14, 24
placing files upon, 79
printing files, 75, 160
rebuilding, 169-170
renaming files from, 76
storing files, 209
desktop publishing, 9, 55.56
destination disks, 14
dialog boxes, 56-57
directories, printing, 161
disabling MultiFinder temporarily,
143
disk drives, 58
floppy, 58
hard, 58-59
purchasing considerations, 59
speed, 58
disks, 60
copying, 11-14
densities, 60
destination, 14
ejecting, 12-13, 64-65
erasing, 66
floppy, 60-61
hard, 60-61
initializing, 106-108
inserting, 110-111
locking, 120
recovering data, 170-171
reinitializing, 108
saving files to, 75
saving files to alternate disks,
175
source, 12-14
unlocking, 120
DiskTop INIT program, 109
documents
opening automatically with
Multifinder, 141
orientation, 148-150
DOS files, converting into Mac files,
48

dot matrix printers, 157
dots per inch (DPI), 62
double-clicking with mouse, 137
DPI (dots perinch), 62
dragging objects with mouse, 137
draw programs, 62-63, 99
drawing marquees with mouse,
136-137
drives, 48
duplicating
existing files from desktop, 63
files from within an application,
78

E

E-Mail (Electronic Mail), 65

Edit Copy command, 38

editing icons with ResEdit,
172-173

ejecting floppy disks, 12-13, 64-65 {
200

Electronic Mail (E-Mail), 65
emptying Trash, 50, 78, 200
System 7, 230
Encapsulated PostScript files (EPS),
29
erasing
desk accessories, 90
disks, 66
fonts, 90
items from a folder, 86
error messages, 67
Excel Verion 2.2 quick keys,
269-270
Express INIT program, 109
external modems, 132

F

fields, 48

file servers, 8

FileMaker Pro Version 1.0 quick
keys, 270-272

files

attaching comments, 97

compressing, 67-68

copying, 11
from desktop, 63, 77
from one disk to another,
76-77
from one folder to another,
77

from within an application,
78
creating, 72-73
within applications, 73
deleting, 49-50, 78, 199
multiple, 199-200
duplicating
from desktop, 63, 77
from within an application,
78
finding, 81-82
System 7, 231-232
formats, 68-69
opening, 71-72
saving, 72
getting info, 79
labels (System 7), 239
locking, 78-97, 120
moving from one folder to
another, 76
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names, recovering, 79
opening
from desktop, 74, 147
from within applications,
147-148
System 7, 241
placing on the desktop, 79
printing, 75
from desktop, 75
from within applications, 75
recovering names, 79
renaming
from desktop, 76
from within applications, 76
retrieving from Trash Can, 200
saving, 74, 174
saving as, 80, 175-176
to another disk, 75, 175
to another folder, 74
to folders, 175
screen dumps, 160-161
searching, 82
storing on desktop, 209
troubleshooting, 205
unlocking, 98, 121
viewing, 78, 97, 208-209
System 7, 244-246
FileShare (System 7), 230-231
financial programs, 80-81
Find File desk accessory, 81
Finder, 83
installing, 195-196
mounting, 84
System 7, 233
version numbers, 195
finding files, 81-82
System 7, 231-232
Fkeys, 84
predefined, 84-85
floppy disks, 58, 60-61
backing up, 12-13
hard disks, 11
drives, 58
ejecting, 64-65, 200
initializing, 106-108
inserting, 110-111
locking, 120
reinitializing, 108
troubleshooting, 204-205
unlocking, 120
folders, 85-86
attaching comments, 97
copying files from one folder to
another, 77
deleting, 199
multiple, 199-200
locking, 97
moving, 86
new, 86

opening, 86
placing items in, 86
renaming, 87
saving files to, 74, 175
System 7, 233-234
creating new, 234
renaming, 234-235
unlocking, 98
viewing, 97
Font/DA Mover utility, 87
fonts, 9, 91
bit-mapped, 9, 92-93
changing, 94
size, 94
styles, 94
installing, 87-88
System 7, 235
jaggies, 93
outline, 93
picas, 91
points, 91
removing, 90
screen, 92
System 7, 243-244
type size, 91
viewing, 116-117, 189-190
formatting disks, 106-108
freezing, 42
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games, 95-96

Get Info box, 96

graphics
copying, 38
file formats, 69
programs, 62-63, 98-99
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hard disks, 58, 60-61
backing up to floppy disks, 11
drives, 58
installing sofrware, 112-113
installing System 7, 237-238
troubleshooting, 202-204
hardware
buying, 18-19
mail order, 127-128
modems, 132-133
maintenance, 128-129
monitors, 133-134
mouse, 134-139
peripherals, 153-154
fequirements
memory, 166
MultiFinder, 140
System 7, 218-219
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restarting Macs, 173, 185-186
SCSI devices, 182-183
shurtting down Macs, 165
SIMMs, 186-188
telecommunications, 197-198
upgrading, 207
virtual memory, 210-211
heap, 44
help, 99
context-sensitive, 99-100
System 7, 236-237
highlighting text, 101-103
hue, 35-36
HyperCard, 103-104

—

IAC (System 7), 237
icons, 104-105
aligning, 210
editing with ResEdit, 172-173
Image Grabber INIT program, 109
ImageWriter printers, 105, 106
printing active window, 160
printing screen to, 160
initializing disks, 106-108
INITs, 108-109
deactivating, 110
installing, 109-112
System 7, 230
ink jet printers, 158
inserting disks, 110-111
installing
desk accessories, 52-53, 87-89,
111-112
System 7, 235
Finder, 195-196
fonts, 87-88
System 7, 235
INITs, 109-112
SIMMs, 187
software, 111-112
on hard disks, 112-113
System software, 195-196
System 7, 237-238
internal modems, 132
Isobar, 138-139

J—
jaggies, 93
K

Key Caps desk accessory
viewing fonts, 116-117
viewing special characters, 189-
190

keyboards, 24, 114-116
highlighting text, 103
keyboard shortcuts, 115-116

all applications, 268

Excel Version 2.2, 269-270

FileMaker Pro Version 1.0,
270-272

MacDraw Il Version 1.1, 273-274

Microsoft Word Version 4.0,
278-280

PageMaker Version 4.0, 274-277

special characters, 249-267

SuperPaint Version 2.0, 277-278

——

labels (System 7), 239
landscape orientation, 148-150
laser printers, 158
LaserWriter printers, 118
printing screen to, 161
launching applications, 119-120
from desktop, 147
from Multifinder, 141
Layout Manager (System 7), 240
letter-quality printers, 105-106
local area networks
see networks
locking
files, 78-97, 120
deleting locked files, 50
floppy disks, 120
folders, 97
locking up, 42

M

Mac Tools Deluxe utility programs,
170
MacDraw Il Version 1.1, 273-274
macros, 126-127
Macinstosh computers
choosing, 18-19
Mac Classic, 125
converting DOS files into Mac
files, 48
Mac 11, 122
Mac Ilci, 125
Mac llcx, 124
Mac Ilfx, 125
Mac Ilsi, 126
Mac 1lx, 122
Mac LC, 125-126
Mac Plus, 121
Mac Portable, 124
Mac SE, 121
Mac SE/30, 122-124
maintenance, 18-19



peripherals, 18-19
shopping for, 18-19
upgrading, 18-19
mail, electronic, 65
mail order
buying hardware, 127-128
buying software, 127-128
maintenance, 18-19
hardware, 128-129
mouse, 138
margins, aligning, 6
marquee, drawing with mouse,
136-137
memory, 44-45, 165
allocation for MultiFinder, 142
PMMU (Paged Memory
Mangement Unir), 154
RAM cache, 167-168
setting, 168-169
requirements, 166
SIMMs, 186-188
virtual, 154, 210-211
System 7, 246-247
menus, 129-130
changing blinking rate, 37
moving berween, 130-131
selecting commands, 130
messages, 18
Microsoft Excel Version 2.2 quick
keys, 269-270
Microsoft Word Version 4.0 quick
keys, 278-280
modems, 18, 132-133, 197-198
buying, 132-133
monitors, 24, 133-134
color, 24
monochrome, 133-134
switching from color to black
and white, 35
monkey screech sound, 17
monochrome monitors, 133-134
mouse, 24, 134
cleaning, 138
deselecting objects, 136-137
double-clicking, 137
dragging objects, 137
drawing marquees, 136-137
Isobar, 138-139
mouse pads, 139
optical mouse, 138-139
pointing to objects, 135
repeat rate, 137-138
selecting objects, 136
multiple objects, 136
shift-clicking, 136
trackballs, 138-139
tracking rate, 137-138
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moving
between menus, 214
calculator computed value, 23
files from one filder to another,
76
folders, 86
windows, 214
MultiClip INIT program, 109
MultiFinder, 143
activating, 140
disabling temporarily, 143
hardware requirements, 140
launching applications on
startup, 141
memory allocation, 142
opening documents automati-
cally, 141
switching applications, 140-141
System 7, 240

N

networking, 8, 144
Norton Utilities for the Macintosh
utility program, 170-171
Note Pad desk accessory, 144-145
removing text, 145
replacing text, 145
turning pages, 145

o—

OCR (Optical Character Recogni-
tion), 146
opening
documents automatically with
Multifinder, 141
files
from desktop, 147
with applications, 147-148
file formats, 71-72
folders, 86
windows, 33, 214
operating systems
see System
Optical Character Recognition
(OCR), 146
scanning, 176-177
optical mouse, 138-139
orientation, 148-150
outline fonts, 92-93

F——

page orientation, 148-150

Page Setup command, 149-151

Paged Memory Management Unit
(PMMU), 154
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PageMaker Version 4.0 quick keys,
274-277
paint programs, 98
paper sizes, 151-152
parameter RAM (PRAM), 14
pasting, 39, 46-47
items from Scrapbook, 178
text, 152-153
from Clipboard, 153
from the Scrapbook, 153
into the Scrapbook, 153
peripherals, 18-19, 154
Personal LaserWriter NT printer,
119
Personal LaserWriter SC printer,
118
picas, 91
placing
files, 79
items in folders, 86
PMMU (Paged Memory Mangement
Unit), 154
pointing to objects with mouse, 135
points, 91
portrait orientation, 148-150
PostScript, 155
see also fonts
Encapsulated PostScript (EPS)
files, 29
fonts, 10, 92
printers, 155
PRAM (parameter RAM), 14
predefinded fkeys, 84-85
Print Monitor program, 156
printers
changing, 27
dot matrix, 157
ImageWriter, 105-106
ImageWriter LQ, 105-106
ink jet, 158
laser, 158
LaserWriter IINT, 118
LaserWriter IINTX, 118
LaserWriter SC, 118
letter-quality, 105-106
page orientation, 148-150
paper size, 151-152
Personal LaserWriter NT, 119
Personal LaserWriter SC, 118
PostScript, 155
printer drivers, 158-159
QuickDraw, 163-164
selecting, 27, 159
test pages, 161
troubleshooting, 161-162,
205-206
printing
active window, 160
cancelling, 160

directories, 161
files from desktop, 75
files from within an application,
75
from an application, 159-160
from desktop, 160
list of files, 161
multiple files, 75
Page Setup command,
149-151
paper size, 151-152
Print Monitor, 156
print screen
ImageWriter, 160
LaserWriter, 161
print spooler, 156-157
printer drivers, 158-159
QuickDraw, 163-164
screen dump files, 160-161, 179
selecting printers, 159
troubleshooting, 161-162
Programmer's Switch, 45, 163
programs
draw, 62-63, 99
financial, 80-81
graphics, 62-63, 98-99
paint, 98
Pyro! INIT program, 180
Q
quick keys
all applications, 268
Excel Version 2.2, 269-270
FileMaker Pro Version 1.0,
270-272
MacDraw II Version 1.1,
273-274
Microsoft Word Version 4.0,
278-280
PageMaker Version 4.0, 274-277
special characters, 249-267
SuperPaint Version 2.0, 277-278
QuickDraw, 163-164
System 7, 241-242
quitting applications, 165

R

RAM (Random Access Memory),
44-45, 165
allocation for MultiFinder, 142
PMMU (Paged Memory
Mangement Unit), 154
RAM cache, 167-168
setting, 168-169
requirements, 166
SIMMs, 186-188
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virtual memory, 154, 210-211
System 7, 246-247
rebuilding
desktop files, 54
desktop, 169-170
records, 48
recovering
data, 170-171
file names, 79
reinitializing disks, 108
removing
desk accessories, 90
fonts, 90
items from a folder, 86
text from Note Pad desk
accesory, 145
renaming
files from desktop, 76
files within an application, 76
folders, 87
System 7, 234-235
repeat rate (mouse), 137-138
replacing
bartteries, 15-16
text with Note Pad desk
accesory, 145
ResEdit program, 171-173
editing icons, 172-173
resizing windows, 214
resolution, 62
restarting Macs, 173
serting startup, 184-185
retrieving files from Trash can, 200

T—

saturation, 35-36
saving files, 74, 174
file formats, 71
saving as, 80, 175-176
to another disk, 75, 175
to folders, 74, 175
scanners, 176-177
OCR, 146
Scrapbook desk accessory, 177-179
deleting items, 178-179
pasting items from, 178
pasting text from, 153
pasting text into, 153
storing items, 178
screen dumps, 160-161
printing, 179
saving, 179
System 7, 242-243
screen fonts, 92
screen saver programs, 180
After Dark, 180
Pyro!, 180

scrolling, 181-182
scroll bars, 181-182
scroll box, 181-182
windows, 214
SCSI (Small Computer System
Interface) devices, 182-183
searching and replacing text,
183-184
searching for files, 82
System 7, 231-232
selecting
commands from menus, 130
defaults in alert boxes, 6
from Control Panel, 17
printers, 27-28, 159
objects with mouse, 136
multiple objects, 136
Set Startup, 184-185
setting alarm clock, 4-5 , 32
shift-clicking with mouse, 136
shutting down Mac, 165, 185-186
Silicon Beach Software SuperPaint
Version 2.0 quick keys,
277-278
SIMMs (Single In-Line Memory
Modules), 186-188
installing, 187
speed, 186
size box, 188
Small Computer System Interface
(SCSI) device, 182-183
software
buying, 20-21
mail order, 127-128
database programs, 20-21
desktop publishing, 20-21
financial programs, 20-21
installing, 111-112
launching applications, 119-120
locking, 120
OCR, 146
Print Monitor, 156
spreadsheets, 192-193
System, 194-195
version numbers, 195
telecommunications, 197-198
trojan horse programs,
211-213
unlocking, 121
utility programs, 20-21, 208
viruses, 211-213
word processing programs,
20-21, 215
sounds
beep, 17
boing, 17
clink-clank, 17
monkey screech, 17
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source disks, 12-14
speaker volume bar, 17
special characters, 189
quick keys, 249-267
viewing, 189-190
spooler (printing), 156-157
spreadsheet programs, 192-193
startup, 24
screen, 193-194
setting, 184-185
storing
files on desktop, 209
items in Scrapbook, 178
SUM II utility programs, 170
SuperClock INIT program, 109
SuperPaint Version 2.0 quick keys,
277-278
switching applications with
MultiFinder, 140-141
System, 194-195
installing, 195-196
multiple Systems, 196
version numbers, 195
System 7
aliases, 223-224
Apple menu, 224
AppleScript programming
language, 225
CDEV's, 225-226
compared to System 6,
220-222
Control Panels, 226-228
Database Access Manager, 228
desk accessories, 228-229
FileShare, 230-231
Finder, 233
finding files, 231-232
folders, 233-234
creating new, 234
renaming, 234-235
fonts, 243-244
hardware requirements,
218-220
help, 236-237
1AC, 237
INITSs, 230
installing, 237-238
desk accessories, 235
fonts, 235
labels, 239
Layout Manager, 240
MultiFinder, 240
new features, 217-218
opening files, 241
QuickDraw, 241-242
screen dumps, 242-243
System Folder, 243

Trash Can, 230
TrueType, 243-244
viewing files, 244-246
virtual memory, 246-247

heap, 44
| s

tall orientation, 148-150
telecommunications, 197-198
modems, 132-133
text
centering, 25-26
copying, 38
cutting and pasting, 152-153
deleting, 40-41
formats, 70
highlighting, 101-103
searching and replacing, 183-184
uncentering, 26
time setting, 14
trackballs, 138-139
tracking rate (mouse), 137-138
training, 19
Trash Can, 13, 198-199
deleting files, 199
multiple files, 199-200
deleting folders, 199
multiple folders, 199-200
ejecting floppy disks, 200
emptying, 49-50, 78, 200
retrieving files, 200
System 7, 230
trojan horse programs, 211-213
troubleshooting, 19, 201
applications, 205
floppy disks, 204-205
hard disks, 202-204
lost files, 205
printers, 161-162, 205-206
TrueType (System 7), 243-244
Type Reunion INIT program, 109
typefaces see fonts
typographical errors, correcting, 40

—

undoing operations, 206-207
unlocking

files, 98, 121

floppy disks, 120

folders, 98
upgrading Macs, 18-19, 207
utility programs, 208
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version numbers, 195
viewing
Clipboard, 153
files, 97, 208-209
folders, 97
fonts, 189-190
Key Caps desk accessory,
116-117
list of files, 78
special characters, 189-190
Virex INIT program, 109
virtual memory, 154, 210-211
System 7, 246-247
viruses, 211-213
volume, 16, 24
volume bar, 17
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W
warranties, 16, 19
wide orientation, 148-150
windows
activating, 214
closing, 33-34, 214
moving, 214
opening, 33-34, 214
resizing, 214
scrolling, 214
size box, 188
Zoom box, 216
word processing programs, 215
Word Version 4.0 quick keys,
278-280

Z

Zoom box, 216
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