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read-only -
: look at and print the file or disk, but you cannot save
. changes onto it. Often you think you can, because the file
. lets you select and edit text, but when you go to Save it,
- you won't be allowed. Locking a disk or file (page 94) will
" make it read-only. CD-ROMSs are read-only. A certain part
" of the Mac’s inner workings are read-only.

ReadMe -

~ a new software package. It's a good idea to read them

redraw . When you move an object across the screen, scroll,
- change windows, etc., all or part of the screen has to be
- redrawn, The Mac has (o figure out where everything

* has moved to and redraw them in their new places.

refresh rate -
* Faster is better, of course.

resolution -

scan,
scanner

When a file or a disk is read-only, that means you can

You will usually see a ReadMe file on a disk when you get

(how can you resist?) because they describe the product

. and often give you the details on any last-minute changes.

How quickly a screen is redrawn is called the refresh rate.

The resolution of a computer screen or printer is
measured in dots per inch. The greater the number of dots

: per inch, the higher the resolution. The higher the resolu-
. tion, the smoother the graphics and text will be. The

- standard Mac screen has a resolution of 72 dots per inch.
- The Apple LaserWriter has a resolution of 300 dots per

" inch. The Apple StyleWriter has a resolution of 400 dots

_ perinch.

ROM -

_usually refers to the System information that is built into
. the chips inside the computer, the information that gets
- the System up and running. Also see read-only.

RTF .
- you can save text. It holds onto a little more formatting
*information than does an ASCI/ file.

The initials ROM stand for Read-Only Memory, which

RTF is Rich Text Format, another file format in which

-+ A scanner is a piece of hardware. What it does is scan an
" image: You put a photograph or a piece of drawn art or
" sometimes a three-dimensional object on the scanner.,

" You close the lid and push a button, the machine views

(scans) the image, and sends a copy of it to the computer.

- It's sort of like making a xerox copy, but instead of
* coming out the other end, the copy comes out in the
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computer. (Not all scanners work like I described here;
some are hand-held and you roll the little machine over
the top of the image. There are also video scanners that
can input live stuff.) The image to the right was scanned in.
When you scan images, the scanning software usually
offers you several file format options. Unless you have a
clear idea and a good reason as to why you would save it~ This was a photograph.
in any other format, always save scanned images as TIFFs. I scanmed i
TIFFs were invented for scans. Wi s ”ﬁm[? e
a 2 , ; ; at 210 dpi.
v If the image is straight black-and-white with no :
gray areas, save it as a line art TIFF,
vIf the image has gray tones, such as a photograph
or pencil or charcoal drawing, save it as a gray-
scale or con-tone TIFF.
Halftones: Halftones only apply to gray or color
areas. A halftone breaks the gray area into dots
that a printer can print (see lines per inch). If the
image is solid black-and-white, you don’t need
any sort of halftone,
v If your scanning software can create special effect
halftones that you want to use (or if your printer is
not PostSeript-compalible), save it as a halftone TIFF,
v If there is no special effect halftone you need, then
don’t bother saving it as a halftone—let the Post-
Script printer halftone it on the way out. (Yes, all
PostScript printers will do that; they take any gray
or color image and break it into lines perinch. The
number of lines per inch varies depending on the
printer. An Apple LaserWriter halftones at 53 lines
per inch; a Linotronic 300 halftones at 105 to 150
lines per inch.)

If you leave an image on the screen for an extended . screen saver
period of time, it will eventually burn in and leave a

permanent shadow. A screen saver is a little program

(a utility) that prevents burn in by creating interesting

animated effects when you are not working. Effects range

from simple fireworks to moving patterns to flying toasters

with wings that you can hear beating if you listen closely.

Some screen savers activate automatically if the keyboard

or mouse haven’t been touched in a certain number of

minutes (those bug me; [ hate to be interrupted while I'm

thinking). Others you must turn on yourself. A good one

lets you choose either.
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SCSI -
~ Systems Interface. SCSI is a connecting system, an interface,
. that allows computers and their peripheral devices (scanners,
. printers, etc.) to exchange information. Those big cables
- with the little pins in them (usually 50 pins or 25 pins) are
" SCSI connectors and they plug into SCSI porés on the
* back of the Mac.

scuzzy °

shareware -
" to the trouble to create and then distributed through
. user groups, bulletin board services, and friends. You can try
. the software for free, but if you like it you should pay for
- it. Shareware is generally pretty cheap (35 to $20) and
- you really should pay it to encourage other people to
" create nice things for us.

SIMM -
" Memory Module. Well, that’s what techies say it is. I say it
~isa little piece of plasticwith chips on it. These particular
. chips are memory chips. When you want to add more
- memory, more RAM, to your computer you buy SIMMs,
- Then somebody installs the SIMMs into your computer.

software -
* invisible stuff, the programming, the energy coursing
" through the chips that makes the computer work. Soft-
_ ware is in the form of applications, or programs, in the
. memory stored inside the Mac, it’s on the disks, it’s in
. the System that runs the machine. It's the big magic.

spooler

158

o

SCSI, pronounced scuzzy, stands for Small Computer

See SCSI.

Shareware is copyrighted software that somebody went

Ha. Now I know what a SIMM is_ It’s a Single Inline

Hardware is the stuff you can knock on. Software is the

. A spooler is software (or sometimes a combination of

- software and hardware) that allows you to work on your

- screen while your printer is printing. Typically what

" happens when you print without a spooler is that the

~ computer sends the pages to the printer. The computer
. can send the information much faster than the printer can
. deal with it. So the computer has to hang around and wait
- while the printer processes all the information. Then it
* sends a little more info and waits. Sends a little more and
" waits. Meanwhile, you are also waiting because the com-

_ puter is busy and won’t let you have your screen back.

But when you use a spoaler, the computer sends the

- information to the spooler instead of to the printer. The

T e L R e T S e R L s
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spooler takes it all, says thank you very much, and then
funnels the information to the printer. Since the com-
puter did its job of sending off the info, you get your
screen back and you can work merrily along while the
spooler finishes telling the printer what to do.
Sometimes while using a spooler your screen may get
interrupted for a minute here and there while the com-
puter takes care of details. But in general, it’s painless.

Spreadsheet is another one of those terms that intimi- " spreadsheet
dates us at first. A database is for making a list of items

that you can then manipulate; a spreadsheet is generally
used for number-crunching. You can do your home
budget on a simple spreadsheet (I hire my teenager to

do it), create invoices for your small business, project

your mortgage payments, etc. ete. etc. They are so cool.

It's quite a feeling of power to set one up, plug in some
numbers, and watch it work. Most spreadsheets also have

a method for applying borders (lines) on the page,

which means it is so incredibly easy to make great, instant
forms: As you widen the page, the lines get longer; if you '
delete a row or a column, the lines will also be deleted; as .
you make the point size bigger, the space between the
lines gets bigger. It's terrific, even if you don’t have a
single number on the page.

A stack is a document that has been created in the - stack

application HyperCard. HyperCard is a very interesting

and provocative program that is difficult to explainina

few sentences so I'm not going to try. The biggest single | HyperCard

difference between something created in HyperCard and . The application HyperCard.
something created in almost any other program is that
the document, or stack, that you create in HyperCard
never leaves the computer. In almost every other program
you create something on the computer and then print it
up and you hand out the printed piece. In HyperCard,
what you create is meant to be viewed by other people
directly on the computer. It works in a series of cards
(hence the term stack, as in stack of cards). As you flip
through the cards of information, you may find sounds
and animation and music and interactions. It's really an
exciting and addictive program to work in, but you must
keep in mind that for anyone to use your final project,
they have to have a Macintosh.

Addresses

. A stack, or document,
- created in HyperCard.
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startup volume °
" their computer. Sometimes more than one of those hard
. disks has a System Folder (be careful! don’t do that
. unless you know why and how to deal with two System
- Folders). The hard disk that is running the machine at
" the moment is the startup volume, Or you could call it
" the startup disk, but usually people refer to it as a volume
_ifitis a hard disk. The startup volume boots the computer.
. The startup volume will always putits icon in the top
- right corner.

font management program .

Desk Accessories

Suitcase icons

ik

Suitcase™ I
Icon for Suitcase 11

system crash -
" one. Either you get a very polite yet disturbing notice on
. your screen with a picture of a bomb about to explode

Some people have more than one hard disk attached to

. The term suitcase gets confusing because two very

- important, closely related, but not connected items both
* refer to it: suitcase icons and the font management

" program called Suitease I1.

Suitcase icons represent sereen fonls or desh accessories.

. In System 6 you can’t open these suitcases, really. If you

- double-click on a suiicase to try to see the fonts or DAs

* inside, you will go straight to the Font/DA Mover (see

" page 61). While in the Font/DA Mover you can click on

~ the name of a font to see it displayed. [In System 7, if you
. double-click on a suitcase it opens up to a window with

. an icon for each font size and you can double-click each

- one to take a look at it; see page 119 and 136.]

There is also a wonderful program called Suitcase II
which helps you work more efficiently when you have a

_ large number of fonts. It also resolves font conflicts, or

. identity crises, which is what happens regularly when a

- lot of fonts get together. If you're a font freak (meaning
- you like and collect them), it is absolutely indispensable
" to use a program like Suitcase II or Master Juggler to

: manage your fonts (even with System 7, no matter what
. they tell ya).

But the confusion occurs because people banter

- around the word suitcase referring to either the screen
* font icon erto the font management program, and a
" beginner doesn’t see the difference yet.

You'll know a system crash, or bomb, when you see

(cute, very cute), or things will just stop working. Your

- keys won't work, the mouse won’t work. The only thing
* you can do is turn the computer off. See pages 195-196

S R AR T T
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for a couple of reasons why you might crash, how to
avoid crashing, and what to do about it when it does
happen (which it will).

TeachText is a tiny little word processing program (it " TeachText
only takes up 36K of disk space). Often when you get
new software you will see an icon called ReadMe. This file
has the latest info on the software, or maybe some tricks - TeachText
you should know about. To make sure you can read the °

file, since the software company has no idea what word )

processing program you use or even if you have one, they .

write the ReadMe file in TeachText, and then also send

along the TeachText application on the disk so you can

open ReadMe.

The term telecommunications refers to communicating - telecommunications
over the phone lines through a modem as opposed to ’
using your voice. It’s even faster than overnight mail.

A document that is formatted (saved) as is able ~ text-only
to be read by almost any word processing or page layout -

program. It has no formatting, like font size or style or

columns, ctc. Text-only is synonomous with ASC/I, so you

should take a quick moment to look up that term (it’s on

page 141).

TIFF stands for Tagged Image File Format. Itis a format - TIFF
used for saving or creating certain kinds of graphics. ’
Graphics in TIFF are always bitmapped, but the bitmap

resolution can be very high, depending on the program

you are working in. TIFFs can be black-and-white line art,

or they can be grayscale images. They were invented for

scanning, so you might want to also read the scanning
information (page 136).

Some menu commands and keyboard shortcuts are " toggle
toggle switches. This means if you choose it once, the )
command is turned on; if you choose the same command

again, it is turned off. Sometimes a command that can be

toggled shows up with a checkmark next to it (although

a checkmark does not mean it is necessarily a toggle

switch!). Sometimes a command that can be toggled

changes the name of the command when you choose

it (e.g., “Show Clipboard” becomes “Hide Clipboard”).

See “Changing Styles Mid-Stream” on page 45.
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Type 1 font

There are two* distinct formats for type, Type 1and Type 3

_ (there really isn't a Type 2 format). The corporation

. Adobe Systems, Inc., had a monopoly on Type 1 fonts;

. they used a secret formula to produce them and wouldn’t
- let anybody else have the formula. So everybody else had
" to make Type 3 fonts.

Type 1 fonts are PostSeript, and they are especially

) designed to print well at “low” resolutions (like 300 dpi).

. They print fast and clean on PostScript printers, and they
- can be scaled with Adobe Type Manager (ATM) to appear

* very smooth on your screen, In 1990 Adobe decided to

" publicize the secret formula so everyone (“everyone”

~ meaning font manufacturers) can create Type 1 fonts.

*System 7 introduces a new font format called

. TrueType. If you're interested, read Chapter 30.

Type 2 font .

Type 3 font :

Type 2Zwas a proposed font technology that never made
it, so there are no Type 2 fonts.

Type 3 fontsare the typefaces that are made without
Adobe System’s proprietary font technology. They tend

- to be less expensive, and they often don’t print as clean
" and smooth, nor as fast, as Type I fonts. They also tend

" to be more graphic in nature; that is, many Type 3 fonts
. are very decorative, with gray shades and elaborate fills

. and fancy shadows.

upgrade .

When a company improves their software or hardware,

- that improvement is called an upgrade, The upgrades

* are indicated by the version number; e.g., PageMaker 4 is
" in its fourth major upgrade since it was invented. Minor
: little fix-its are noted by points (well, that's the only word I could

. think of). For instance, PageMaker is currently in version

. 4.01 (pronounced four point oh one). If you are a

- registered owner of the software, you can usually purchase
" an upgrade at a significantly reduced cost, and sometimes
_ you even get the upgrade free. If your hardware goes

upload

through an upgrade, you just have to buy the new piece.

When you use your modem to copy information off of

. another computer and put it on yours, you are down-

. loading (taking it down from the other computer). When
- you use your modem to put information onto another

* computer, you are uploading (putting it up onto the

_ other computer).



A utility is an application, generally a very small applica- * utility
tion, that has a very limited function. Utilities don’t ’

create documents; they just make things work better or

add a bit of sparkle or convenience to your computer.

The Font/DA Mover (Chapter 19) is a utility. Adobe

Type Manageris a utility.

When a company announces that their software is about ' vaporware
to appear on the market and then it doesn’t appear '

when it is supposed to, that software is considered

vaporware, The term even gets loosely applied to

books that don’t appear on time, or blind dates.

A video card is the card (the piece of plastic with chips . video card
attached to it) that controls the display on your screen.

You can get different kinds of video cards for different

kinds of monitors that allow the monitor to display

different levels of grayscale or colors.

Viruses are very interesting things. A virus is a program  virus
that a very intelligent, very skilled, and very evil, sick ]
person writes, It is written to do such things as destroy
the data on your computer, corrupt your System, lock
you out of your own machine, eat your programs. They
can wipe out an entire hard disk. Viruses travel from
computer to computer through floppy disks, networks,
and even modems. You don’t always know you have a
virus; they often have a delayed reaction time, so you use
the sick program for a while until one day it eats you. It
seems that a person who can write a program to do so
much evil is certainly bright enough to get a real job and
direct that energy into making people happy instead.
This is a virus scenario: You have a disk that is infected.
You put it into your Mac. As you use an application on
that disk, the virus gets into your System. You take that
disk out and insert another one. The virus jumps from
your System onto an application on the floppy disk. You
take that disk out, go to another computer in the office
and insert it. The virus jumps [rom that disk onto the
other person’s System. Ad infinitum. The WDEF virus is
so contagious that simply inserting an infected disk into
a computer infects the computer. It's sort of comparable to
somebody with a social disease getting on a bus and every-
body on the bus automatically getting the disease. Then

JARGON v virus




virus v JARGON

164

virus [continued)

everybody on the bus gets off the bus and goes into
the stores and everybody in the stores gets the disease.

: Fortunately WDEF is not a terribly devastating virus, just
. very irritating. See page 92 for an easy way to get rid of
- this pest (System 7 is immune to WDEF and to CDEF).

How do you know when you have a virus? Things start

" acting funny on your computer. Windows may not

_ function properly, printing might not work right, files

. may be changed, programs may be “damaged.” If anything
- starts acting weird, you can suspect a virus. (Actually, first
- you should suspect any INITs or CDEVs you may have in

" your System folder, since they are a much more likely

~ cause of little troubles. Take them all out and put them

. back in again, one at a time, over a period of a couple of
. days. That way you can pinpoint the offensive creature

- and remove it.) If you think the problem really is a virus,
" then get virus-protection software and disinfect your

" hard disk and every single disk in your entive house and office.
_ And never again let anyone put a disk in your computer
. without checking it first.

Everyone should own virus-protection software as a

* normal part of computer life. The best package is one

" called Disinfectant. It has an application that will locate
~and kill any virus, and it comes with an INIT that will

. quietly check any disk you put in your machine. If an

. infected disk is inserted, Disinfectant sets off bells and

- whistles (literally). It is freeware, written by a wonderful

* man named John Norstad at Northwestern University.

" He spends time to write this program and is constantly

. updating it to catch new viruses. Can you believe that?

. He does this out of the kindness of his heart, an intrepid
- soul battling the forces of evil. Write him a nice thank-

* you letter and tell him how wonderful he is.

Disinfectant is available on several of the bulletin board

~ services, from wser groups, or from friends. You do need to

. be on the lookout at all times for the latest version of it,

. since those evil minds are constantly striving to outsmart
- the current virus-protection software,

Viruses have the potential to cause catastrophic damage;

" however, most Macintosh viruses have been held in check
. by virus-protection software, and with a little knowledge
. you can easily protect yourself and your loved ones.
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See WYSIWYG, just below. " wizziwig

WYSIWYG stands for What You See Is What You Get, " WYSIWYG
which means that what you see on the screen is what will

print out on paper. If you are just beginning to use a Mac

and you have never used any other computer, you may

wonder what the big deal is about wysiwyg because of

course that’s the way it is and that’s the way it should be.

But it is actually a relatively new concept, and one where

the Mac excels over those other machines.

These numbers designate different chips (designed by 68000
Motorola). These particular chips run the computers, . 68020
and the higher the number the faster and more powerful . 68030
the machine. For instance, the 68000 chip is the one in - 68040
the older Macs, like the 128, the 512, the Plus, and the - ete.

SE. The Mac II has a 68020 and runs about five times
faster than the 68000. The 68030 was a big deal and was
installed in the SE/30, 1Ix, and Ilcx. And the 68040 is of
course even faster and does more tricks.

Other important chips have these other numbers and - 68551
do things like increase the floating point mathematics - 68882
speed by about 100 times, whatever that means, etc.
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“About the Finder”
in System 7
interesting items in, 113
Accelerator board, 141
Accent marks, 50
a list of common, 50, back page
Adobe Systems, Inc., 162
Adcbe Type Manager, 141, 162
Alarm Clock, 79
changing the date of, §0
changing the settings of, 79
changing the time of, 79
closing up, 80
creating a copy of date and time with, 79
setting the alarm of, 80
turning off, 80
Alert box, 141
Aliases (System 7), 127-130
finding original file belonging to, 130
how to make, 128
ideas for using, 129
Alignment of text, 16
as it affects entire paragraphs, 46
changing, 46
“All” (print command), 57
“all at once” (System 7 “Find File”), 132
American Standard Code for Information
Interchange, 141
Apple key, 19
Apple LaserWriter
fonts installed in, 66
halfiones with, 157
lines per inch on, 149
Apple menu, 13
changes o in System 7, 113
Apple Menu Items (System 7), 113, 120
aliases on, 113
Apple StyleWriter, 65
AppleTalk, 56, 81, 141
Application menu (System 7), 118, 134
Applications, 28
checking their compatibility for System 7,
100

icons for, 28, 39

in System 7
how to open on startup, 115
in System 7 MultiFinder
selecting, 139
opening, 39, 39-40
opening 3940, 39
quitting, 59
synonomous with program, 39
System 7—compatible, 100
System 7—dependent, 100
System 7—friendly, 100
when one can’t be found
whal to do, 95

ASCII, 141

Askee, 141

ATM, 141, 162

Automatic font substitution

on the LaserWriter
examples of, 71

Backing up

documents you create, 10
often, 10
software applications, 10

Backspace, 41

key, 19

Backspace (delete/clear), 48
Backup Disks, 10
Balloon (System 7 online Help), 117
Baud rate, 142
BBS, 142
BCS/Mac, 100

“Before You Install”

System 7 disk, 100

Berkeley Macintosh Users Group, 100
Beta versions, 142

Binary digit, 142

Binary system, 7

Bit, 7, 142

Bitmapped

definition of, 142
TIFFs as, 161

Bitmapped fonts, 65, 66, 68, 153

on the ImageWriter
examples of, 69
on the LaserWriter
examples of, 70
examples of with automatic font
substitution, 71
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Black icons, 29
Blank spaces
as represented in menus, 20
in text, 43
BMUG, 100
Bomb, 12
Bombs
definition of, 142
possible INIT responsibility for, 96
when running MultiFinder without
enough RAM, 138
Booting up/te boot, 11, 12, 142
Boston Computer Society/Macintosh, 100
Bugs, 143
Bulletin Board Service, 142
Bunny rabbit, 49
Bus, 143
Byte, 7, 143

C

“C" with Command key, 48
CAD, 143
Calculator, 80
how to operate, 80
“Cancel,” 18, 40
Caps Lock key, 20
Cards, 141, 143
video, 163
CD-ROM, 143
as read-only, 156
CDEF, 164
CDEVs, 144
disabling in System 7, 106
Centering text, 44
Central Processing Unit, 144
Changes in a document
saving versions without, 53
Changing the name of a folder, 33
Chips, 143
in cards, 143
numbers designating Motorola, 165
Chooser, 28, 56
how to use, 56, 81
printer icons in, 56

City named fonts, 65. See also Bitmapped fonts

on a PostScript printer, 67
“Clean Up,” 25
“Clean Up” (System 7), 116
“Clean Up Desktop” (System 7), 116
“Clean Up Selection,” 25
“Clean Up Window,” 25
Cleaning the mouse, 16
Cleaning up
Desktop
in System 7, 111
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Clear (backspace/delete), 48
click-and-drag, 15
Clicking
double, 15
in the scroll bar, 23
single, 15
Clip art files
viewing, 95
Clipboard, 46
Backspace/delete/clear and, 48
icon for, 120
in relationship to the Scrapbook, 86
in System 7, 120
showing, 46-47
visual representation of, 86
Clock & Calendar, 82
“Close,” 13, 59
Close box, 21, 23
Closing, 59
a document, 59
folders
in System 7, 109
V8. quitting, 59
windows, 25
as you go along, 25
Color

assigning to highlighted text (System 7), 115

Color control panel

icon for, 124
Color control panel (System 7), 115, 124
Color menu

lack of in System 7, 115
Command C, 48
Command key, 18, 19
Command key symbol

typing, 20
Command V, 48
Command X, 48
Command Z, 48
Command ZXCV, 48
Commands

black, 17

grey, 17
Compact Disk, Read-Only Memory, 143
Compatibility checker

in System 7, 100
Compressing

folders

in System 7 “Find File,” 132

Compressing folders

in System 7, 109
Computer Aided Design, 143

“Computer Paper” (print command), 57

Control key, 20



Control Panel, 81-82
Clock & Calendar, 82
Desktop Pattern, 82
Keyboard, 82
Mouse, 83
Sound, 82
Control panel device, 144
Control Panels (System 7), 120, 123-125
Color, 124
Easy Access, 125
File Sharing Monitor, 126
General Controls, 123
Labels, 124
Memory, 125
Monitors, 125
networking, 126
Portable, 126
Sharing Setup, 126
Sound, 124
Startup Disk, 124
Users & Groups, 126
Views, 1923
World map, 1256
Control panels (System 7), 123-125
Copies of disks
as back ups, 10
“Copy of ___,” 37
Copying, 16
characters on Key Caps, 85
how to, 47
items from the Scrapbook, 86
special characters, 49
Copying files, 37
more than one at a time, 37
to another disk, 37
to same disk, 37
CPU, 144
Crash. See also Bomb
what to do when you, 144
Create your own new, empty folders, 33
Creating project-specific folders, 35
Cutting, 46
how to, 47

D
DAs, 13, 75, 79-86
Alarm Clock, 79
Calculator, 80
Chooser, 81
Control Panel, 81
Find File, 83
Installing or removing, 78
Key Caps, 84
Mouse, 83

Disk-swapping, 92

INDEX ¥ disk swapping

Note Pad, 85
Scrapbook, 86
System 7, 113
installing, 113
Database, 144
Delay Until Repeat, 82
Delete, 19, 42
Delete (clear/backspace), 48
Deleting
from the Scrapbook, 86
Deselecting
all files, 38
one lile, 38
Desk Accessories. SezDAs
Desktop, 13
a.k.a. Finder, 13
checking your fonts at, 92
definition of, 144
file
what to do if it gets too full, 96
in System 7, 101
customizing windows in, 123
printing, 105
window, 105
with MultiFinder, 138-139
Menu, 17, 59
organizing, 14
rebuilding, 92
“Get Info” notes when, 31
“Desktop” (System 7 button), 104
Desktop Pattern, 82
“Device independent,” 146. See also PostScript
language. See also PostScript
Dialog boxes, 18
definition of, 144
ejecting disks through, 62
Find File, 83
Font/DA Mover, 76
“Open,” 77
in System 7, 104
moving around in using Tab key, 90
“New Folder” button in System 7, 104
“Open,” 40
“Save as...," 18, 35, 52
stationery pads (System 7), 106
Trash Can warning (System 7), 103
warning, 30
Dimmer switch, 91
Dingbats, 66
Zapf, 99
chart of, 99
Disinfectant, 164
availability of, 164
Disk size, 10
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Disks, 8
“Before You Install” System 7, 100
caring for, 8
ejecting
through the menu, 62
through the trash, 61
floppy
copying with one floppy drive, 91
icons for, 8, 9
rebuilding desktop files of, 92
formatted, 9
formatting, Y
gray
left on screen after being rejected, 61
memory of still in RAM, 61
what to do if left on the screen, 98
hard, 9-10, 12
and shutting down, 63
high-density double-sided, 8
initialized, 9
initializing, 9, 148
locking, 9
“Networking Basics™ for System 7, 100
normal double-sided, 8
re-initializing, 148
spitting out
what to do about, 93
unlocking, 94
various ways to eject, 62
Documents
closing, 59
icons for, 28, 39
in relationship with Scrapbook and
Clipboard
visual representation of, 86
in System 7
finding and updating, 107
how to open on startup, 115
making templates out of, 106
lost
what to do. See Find File
making several versions of, 53
“New" vs, “Open,” 40
opening, 3940
Dogcow, 145
Dot matrix printer, 145
Dots per inch, 145
Double click, 15
Double-spacing, 43
Downloadable fonts, 66
changing style of, 78
Downloading, 145
Dragging
items together, 38
the scroll bar, 23
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Drive, 12, 145
external, 12
internal, 12

“Drive,” 40

Driver, 145

“Duplicate,” 37

E
E-mail, 145
Easy Access (System 7), 125
icon for, 125
Edit menu (System 7), 114
“Eject,” 40, 62
Ejecting disks, 61, 62
from the external drive, 62
from the internal drive, 62
in a power outage or a system error, 62
in System 7
and leave nothing in memory, 106
on a Mac with two internal drives and an
external, 62
through dialog boxes, 62
through the menu, 62
using a dialog box, 18
with a paperclip, 62
with the mouse, 62
Ellipses
meaning ol in menus, 90
Ellipsis, 18
“Empty Folder,” 33
“Empty Trash,” 30
Encapsulated PostScript File, 146
Enter key, 20
EPS, 146
EPSF, 146
Error (System)
ejecting stuck disks after, 62
“asc,” 20
Escape key, 20
Extended keyboard, 19
Extensions (System 7), 121
icon for, 121
External drive, 12
External hard disk, 11
Eye-beam. See I-beam

F

Families
Font, 78
Fenton, Erfert, 78
“50% Reduction,” H7
File format, 1416
File menu
in System 7, 114




File server, 146
File Sharing Monitor control panel
(System 7), 126
icons for, 126
Files
in use, 95
locating, 83
locking, 32
opening
what to do when vou can’t, 94
putting away, 84
putting on the Desktop, 83, 83-84
System 7
dragging to select, 110
finding, 131-133
installing, 113
restricting searches when finding, 133
sharing, 107
throwing away when locked, 32
unlocking, 32, 94-95
Filing cabinet, 33
Find File, 83-84, 94
dialog box, 83
System 7, 131-133
“all atonce,” 132
“Find Again,” 132
“Search,” 133
search with a search, 133
using from inside an application, 84
using to find an extra System, 96
Finder, 11, 13
a.k.a. Desktop, 146
aka Desktop, 13
icon, 11
the concept, 11
“Finder Shortcuts” (System 7), 111
example of, 111
Fkey, 146
Flashing X
what to do when you get, 93
floppy disks. See alse Disks
Folders, 33-35
changing the name of, 33
creating project-specific, 35
creating vour own, 33
icons for, 27
labels for, 40
menu for, 52
menus for, 40
naming a new, 33
opening, 34
organizing your disk using, 34
putting something inside, 34
putting something inside of, 34
removing something from, 34

INDEX ¥ fonts

vs. copying something from, 34
saving into, 35
System 7
compressing, 109
compressing in “Find File,” 132
creating, 104
expanding, 109
viewing hierarchies of, 111
Font/DA Mover, 75, 75-78
dialog box
“Open,” 77
how to use, 75
icon for, 75
Font/DA Mover dialog box, 76
Fonts, 65-68
a note about font families and styles, 78
automatic substitution
examples of on the LaserWriter, 71
bitmapped, 65, 66, 68
examples of on the ImageWriter, 69
examples of on the LaserWriter, 70, 71
changing, 44
alignment of, 46
size of, 45
style of, 45
checking at the desktop
how to, 92
city name, 65
associations with, 66
on a PostScript printer, 67
downloadable, 66
changing style of, 78
from different vendors
preventing mix-ups with, 136
installed, 66
monospaced, 65
moving, 75
name associations with, 66
non-TrueType
installing in System 7, 136
outline, 65, 68. See also TrueType fonts
(System 7)
outline style in size menu, 67
determining TrueType through, 135
PostScript, 66, 68
examples of on the LaserWriter, 72
printer (outline), 68
removing, 75
scalable. See TrueType fonts (System 7)
screen sizes, 68
size of, 74
andl screen resolution, 67
printed examples, 74
System b and System 7
mixing, 136
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Fonts (continued)
System 7
seeing in System file, 119
TrueType (System 7), 135-136
Type 1, 162
Type 2, 162
Type 3, 162
where to find ones to install, 75
Form-feed button
on an ImageWriter, 58
Form-Feeding paper
problems with, 98
Formatting disks, 9
Freeware, 147
Freezes (screen)
what to do about, 94
“From __to __" (print command), 57
Function key, 146

G

G, 147

General Controls (System 7), 123
icon for, 123

“Get Info,” 31

notes, 31

Gigabyte, 147

Good housekeeping, 63

Gray icons, 22, 29

Gray scroll bar, 21, 22

Gray vs. black commands, 17

Grayscale, 147

H

HELP! 93-98
Halftones, 157
with scanners, 157
Hard copy, 147
Hard disk, 9-10, 12
and shutting down, 63
external, 11
internal, 11
Hard return, 42
influencing alignment, 46
Hardware, 147
HD, 8
Header. See Information Bar
Help (online)
definition of, 153
Help menu (System 7), 117
Help screens (System 7), 110
viewing, 111
HFS, 14, 34, 147
Hidden lcon, 21
“Hide Balloons” (System 7), 117
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“Hide Others” (in MultiFinder), 140
Hierarchical Filing System, 14, 34, 147
Hierarchies

of nested folders in System 7, 111
High-density, double-sided disk, 8
Highlighted

text

assigning color to (System 7), 115
Highlighted icons, 29
Highlighted text

shorteut for replacing, 90
Highlighting text, 42

unhighlighting, 42
Hot spot (in the pointer), 16, 37
HP DeslcJet, G5
HyperCard, 159

System 7 compatibility checker in, 100

I

I-beam, 33, 41

lcons, 21, 27-32
alias (System 7), 127
application, 39
application menu, 118
assigning labels to (System 7), 114-115
black, 29

changing back to original (System 7), 112
cleaning up all alphabetically (System 7),

116
cleaning up selected (System 7), 116
Clipboard, 120
Color control panel, 124
control panels, 123
creating your own (System 7), 112
DAs, 78
document, 39
duplicate. See Aliases (System 7)
Easy Access (System 7), 125
Extensions (System 7), 121
File Sharing Monitor control panel
(System 7), 126
Finder, 11
floppy disk
unlocked, 9
floppy disk, 8
folder, 27
Font/DA Mover, 756
for stationery pads, 106
General Controls (System 7), 123
gray, 22, 29
hidden, 21
HyperCard, 159
importance of in MultiFinder, 139
in System 7, 109-112




Key Layout, 84
Keyboard, 125
labeling (System 7), 115
Labels control panel (System 7), 124
Memory control panel, 125
Monitors control panel, 125
Mouse, 125
moving, 15, 32
networking control panel (System 7), 126
Portable control panel (System 7), 126
Preferences, 121
printer, 56
printer font, 68
printer port, 56
question mark (System 7), 5
renaming, 32
undoing an accidental, 32
renaming (System 7), 112
undoing, 112
Scrapbook, 120
screen dump, 30
selecting (System 7), 110
Sharing Setup control panel (System 7), 126
Sound control panel, 124
Startup Disk, 124
suitcase, 68, 160
System, 11
system, 27
System file (System 7), 119
System Folder, 11, 119-121 (System 7)
Trash Can, 29
Users & Groups control panel (System 7),
126
Views control panel (System 7), 123
window
cleaning up in System 7, 111
world map (System 7), 125
Imagesetters, 65
ImageWriter
aligning pin-fed paper on, 58
as a dot matrix printer, 145
city named fonts on, 67
form-feed button on, 58
Resolution
example of, 68
troubleshooting for, 97
Information Bar, 21, 23
Initializing disks, 9, 148
re-initializing, 148
INITs, 148
as cause of bombs, 96, 148
conflicts among, 96
disabling in System 7, 106
effect on RAM, 96
unfortunate qualities of some, 96

__INDEX ¥ |eading

Inserting a disk, 12
Insertion point, 15, 41

formatting, 44-45, 49-50

Installed fonts, 66
Installing

items into the System Folder (System 7), 121

Installing fonts, 75
Internal drive, 12
Internal hard disk, 11

J

Jargon, 111-165
Justified type, 46

K

K, 7

Kerning, 149

Key Caps, 49, 50, 84-85

copying and pasting characters on, 85
how to access using the option key, 50

Key Caps entry bar, 419
Key Layout icon, 84
Key Repeat Rate, 82
Keyboard, 19

icon for, 125
on Control Panel, 82

Keyboard command shortcuts, 18
Keys, 19-20
Kilobyte, 7

L

Label menu (System 7), 114
Labels

in System 7
applying, 124
applying to icons, 115
assigning to icons, 114115
changing, 115
globally changing from control panel, 115
setting up your own system of, 115

Labels contrel panel (System 7), 115, 124

icon for, 124

Laser printers

and screen font resolution, 67
how to save toner and paper on, 57

LaserWriter, 65

bitmapped fonts on
examples of, 70, 71
PostScript fonts on
examples of, 72, 73
Resolution
example of, 68

Launch, 149
Leading, 149

== Sasat
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ligature v INDEX

Ligature, 149 icon for, 125
Line-feeding paper Monospaced type, 50, 65
problems with, 98 Moofl™, 152
Lines per inch, 149 “More Choices” (System 7 “Find File”), 132
Linotronic, 55, 65 Motherboard, 152
halftones with, 157 Motorola
List views chips from, 165
in Sytem 7, 110 Mouse, 15-16
The Little System 7 Book, 100, 107, 108 adjusting from the Control Panel, 83
LocalTalk, 107 cleaning, 16
Locking disks, 9 how to use, 15
Locking files, 32 icon for, 125
Love notes, 31, 85 using to eject lisks, 62
Logging on/off, 150 Moving
an icon, 32
M on same disk, 34
Macintosh Basics, ii to a different disk, 34
The Mac is not a typewriter, 50 as opposed to copying, 34
The Macintosh Font Book, 78 objects just a pixel or two (System 7), 125
MacPaint, 28 windows, 21
screen dump/shot, 30 without making them active, 22
Macro, 150 Multi
MacWrite II, 28 RAM, 138
“Make Alias” (System 7), 114 MultiFinder, 137-140
Making a window active, 22 “Hide Others,” 140
Map (System 7), 125 hiding windows while in (System 7), 140
Megabytes, 10 menu bar in
Megs, 10 being especially conscious of, 139
Memory, 150. See also RAM messages about not enough memory
messages about not enough, 140 while in, 140
running out of RAM necessary for running, 138
what to do about. See also RAM using with System 7, 118
Memory control panel unique qualities of, 102, 138, 139
icon for, 195 Multimedia, 152
Memory control panel (System 7), 125
turning on virtual memory from, 125 N
Menu, 17-18 Naming folders, 33
choosing commands from, 15 Nelson, Kay Yarborough, 100, 107
pop-up, 17, 104 Nested, 152
pull-down, 17 Network, 152
selecting an item, 17 using Systemn 7 aliases on, 129
System 7, 113-117 Network buttons, H6
Menu bar Network optien, 81
in MultiFinder “Networking Basics” for System 7, 100
two major indications of, 139 Networking control panels (System 7), 126
Modems, 161 “New,” 10
accessing BBS through, 142 vs, "Open,” 40
baud rate of, 142 “New Folder,” 33
definition of, 150-151 button in System 7, 104
downloading to, 145 Normal, double-sided disk, 8
uploading to, 162 Norstad, John, 164
Modifier keys, 151 Note Pad, 85
Moiré, 151 Number-crunching, 159
Monitors control panel (System 7), 125 Numeric keypad, 19
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O
Object-oriented, 152
graphics, 154
OCR, 152, 152-153
Online, 153
Online Help
System 7, 117
Online help, 153
“Qpen,” 40
dialog box, 40
within the Font/DA Mover, 77
Open icons, 29
Opening
applications, 39
documents, 39
files, 40
folders, 34
in System 7, 109
Optical Character Recognition, 152
Option key, 19
when you choose “Quit,” 25
Organizing
your desktop, 14
in System 7, 111, 1 16
your disk using folders, 34
“Qrientation,” 57
Outline fonts, 65, 68, 153, See also PostScript
fonts; TrueType fonts (System 7)
Outline view (System 7), 109

P
“Pages,” H7

Paper

form-fed or line-fed

problems with, 98

Paperclip

using to eject disks, 62
Paragraphs

alignment influencing entire, 46
Pasting, 47

characters on Key Caps, 85

how to, 47

into the Scrapbook, 86
Periods

why to use one space after, 50
Peripherals, 154, 158
PhoneNet, 107
Pica, 154
PICT, 154
Pictures, 27. See alsoIcons
Pin-Fed Paper

how to align on an ImageWriter, h8
Pirating, 37, 154
Pixel, 154

INDEX ¥ printers

Plugs. See Ports
Pointer, 16

“Hot spot”/tip of, 16, 37

Points, 45, 154
Pop-up menus, 17

in System 7, 104

Portable control panel (System 7), 126

icon for, 126

Ports, 81, 154

icons for, 56

PostScript fonts, 66, 67, 68, 162

on the LaserWriter
examples of, 72

PostScript language, 153, 155
PostScript printers, 55

and screen font resolution, 67
city-named fonts on, 67
definition of, 155

what they print, 68

Power outage

ejecting disks during, 62

Power user, 155

trick of, 25

Preferences

icon for, 121
System 7, 121

Press

functions of, 15

Press-and-drag

functions of, 15

Print dialog boxes, 56
YPrint...,” 56

Printer font icons, 68

Printer fonts, 68

Printer icons, 28, 56

Printer port icons, 56

Printers, 65

Apple LaserWriter
halftones with, 157
icons for, 56
imagesetters, 65
ImageWriter, 65
aligning pin-fed paper on, 58
city named fonts on, 67
laser, 65
Linotronic, 55
halftones with, 157
PostScript, 55
and screen font resolution, 67
city named fonts on, 67
what they print, 68
PostScript laser, 65
printing to your personal, 55
QuickDraw, 55, 65
ATM with, 141, 155
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i

Printers (continued)
definition of, 155
what it prints, 68
Printing, 55-58
from the ImageWriter
example of resolution from, 68
from the LaserWriter
example of, 68
in System 7
the Deskiop, 105
windows, 105
preparing to, 56-58
spoolers for, 158
the screen, 26
the window on an ImageWriter, 26
to your personal printer, 55
troubleshooting for, 97
why you always want to save prior to, 56
Problems with your Mac
some help in solving simple, 93-98
Programming languages
PostScript, 55
QuickDraw, 55
Programs. See also Applications
icons for, 28
Public domain, 155
Publishers and Subscribers (System 7), 107
Pull-down menus, 17
“Put Away,” 29
Puzzle (System 7), 105
getting the original back, 105
pasting new pictures into, 105
switching to numbers, 105
viewing, 105

Q
“Quality,” 56
Question mark icon (System 7), 5
QuickDraw, 155
QuickDraw printer
what it prints, 68
QuickDraw printers, 55, 65, 155
with ATM, 141, 155
“Quit,” 13
vs. “Close,"” 13
Quitting, 5Y9. See also Closing
closing all windows when, 60
closing all windows when, 59
vs. closing, 59
Quotation marks
creating real, 90
vs. inch and foot marks, 90
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RAM, 30, 51, 150
as it influences the Clipboard, 47
finding out how much you have, 99
in System 7
amount needed, 99
memory of ejected disks in, 61
messages about not enough, 140
necessary for running MultiFinder, 138
running out of
what to do about, 96
the danger documents incur while in, 51
Random Access Memory. See RAM
Random Access Memory (RAM), 30
Read-Only files/disks, 32, 156
ReadMe, 156
with TeachText, 161
Rebuilding floppy disk Desktop files, 92
Rebuilding your Desktop
(happy) fate of Note Pad when, 85
fate of “Get Info” notes when, 31
how to go about, 92
why you'd ever want 10, 92
Redraw, 156
Refresh rate, 156
Removing
something from a folder, 34
something from the trash, 29
Removing fonts, 75
Renaming an icon, 32
Resolution, 65, 156
definition of, 145
ImageWriter, 68
LaserWriter, 68
Resolution independent, 146
Return Key
as a shorteuat, 90
Return key, 20, 12
hard returns with, 42
word wrapping with, 42
Returns
removing, 43
“Revert,” 53
Rich Text Format, 156
ROM
definition of, 156
RTF, 156
Rule Number 3, 10

“Save," H3
vs, "Save as...," 52
when and how to use, 53




“Save as...,” 35
dialog box, 18, 35
when clasing, 59
to make several versions of one document,
53
vs. “Save,” 52
when and how 1o use, 52
“Save As...” dialog box
creating projectspecific folders, 35
Saving, 51, 51-53
documents
rightinto their own folder, 35-36
files, 36
importance of, 51
why you want to do it often, 51
Scalable fonts. See TrucType fonts (System 7)
Scanners, 156
Scanning, 152-153, 156
Scrapbook, 31, 86
copying items out of, 86
deleting items from, 86
icon for, 120
in System 7, 120
pasting into, 86
visual representation of, 86
Screaming, 48
what to do before, 48
Screen
choosing shades and color for (System 7),
125
dump/shot, 30
printing, 26
Screen fonts. See Bitmapped fonts
Screen freezes
what to do about, 94
Screen savers, 91, 157
Screen sizes (fonts), 68
Scroll arrows, 21, 22
Scroll bars, 22
gray, 22
clicking in, 23
white, 22
Scroll box, 21, 23
Scrolling windows
in System 7, 110
5CSI, 158
Scuzzy, 158
“Search” (System 7 “Find File”), 133
Search within a search
in Find File (System 7), 133
Searching for files
in System 7, 132-133
Selecting
applications
in System 7 with MultiFinder, 139

T s

~ Inpex ~ standard keyboard

marquee method of, 38
menu items, 17
more than one file at a time, 38
shift-click method of, 38
text, 15
Service bureaus, 55
“Set Startup”
missing in System 7, 115
Shareware, 158
Sharing files (System 7), 107
Sharing Setup control panel (System 7), 126
icon for, 126
“Sharing...” (System 7), 114
Shift key, 20
Shift lock, 20
Shift-clicking
1o deselect files, 38
to select more than one file, 38
Shortcuts
keyboard command, 18
“Show Balloons” (System 7), 117
“Show the Clipboard,” 46
“Shut Down,” Gl, 63
Shutting down, 61, 63
from the menu, 61
keyboard shorteuts for, 61
turn computer off without, 63
SIMM, 158
Single click, 15
Single Inline Memory Module, 158
Single-sided disk, 8
Size Box, 21, 22
Sizes
font, examples of, 74
Slot, 12
Small Computer Systems Interface, 158
Software
definition of, 1568
version numbers of, 12
$0S, 51
Sound, 82
Sound control panel (System 7), 124
Sounds
in System 7 System file, 119
hearing, 119
Spacebar, 20
“Special,” 13
Special characters
how to access, 48
Special menu (System 7), 115
Spoolers, 158
Spreadsheet, 159
Stacks, 159
Standard keyboards, 19
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startup disk v INDEX

: : Y B
Startup Disk, 12 Desk Accessories, 113
System 7 installing, 113
choosing, 115 desktop, 101
control panel, 124 dialog hoxes in, 104
icon for conurol panel, 124 disabling INITs and CDEVs in, 106
Startup ltems (System 7), 120 disks
Startup volume, 160 what to do with all ten, 100
StartupScreens, 91 Easy Access, 125
creating, 91 Edit menu, 114
Stationery pad (System 7), 106 Extensions, 121
creating through Get Info, 106 File menu, 114
Style of type, 45 File Sharing Monitor control panel, 126
changing, 45 Find File, 151-133
font families and, 78 “all at once,” 132
Suitcase, 160 “Find Again,” 132
icon for, 68 restricting searches in, 133
Suitcase Il, 160 “Search,” 133
SuperDrive, 8 search within a search, 133
Switches (on/off), 11 Finder shartcuts, 111
System. See also System 7 folders
bombs/crashes, 95 expanding, 109
definition of, 160 fonts
possible INIT responsibility for, 96 installing non-TrueType, 136. See also
what to do about, 95 TrueType fonts (System 7)
conceptof, 11 General Controls, 123
crrar, 62 Help, 117
ejecting stuck disks after, 62 how to get it, 100
finding an cxtra, 96 how to tell if you really want it, 99
Folder, 11 icons, 109-112
icons, 11, 27 changing back to original, 112
opening, 27-28 cleaning up, 116
selecting, 27 creating your own, 112
moving fonts from and to, 75 Keyboard, 1256
only one per computer, 12, 95 Label menu, 114
version numbers of, 12 labels
System 7, 5, 99-136 applying to icons, 115
aliases, 127-130 globally changing from control panel, 115
finding original file belonging to, 130 setting up your own system of, 115
ideas for using, 129 Labels control panel, 115, 124
making, 128 list views, 110
Apple menu, 113 “Make Alias,” 114
Apple Menu Items, 113, 120 Memory control panel, 125
aliases on, 113 menus, 113-117
applications missing color menu in, 115
menu, 118, 139 Monitors control panel, 125
“Before You Install” disk, 100 Mouse, 125
brief overview, 101-108 MultiFinder and, 118, 137-140
changing labels in, 115 “Newworking Basics,” 100
“Clean Up” command in, 116 networking control panels, 126
“Clean Up Desktop,” 116 outline view, 109
Clipboard in, 120 pop-up menus in, 104
Color control panel, 115, 124 Partable control panel, 126
compatibility of programs with, 100 Preferences, 121
control panels, 120, 123-126 Publishers and Subscribers, 107
customizing window information in, 111 renaming icons in, 112
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undoing, 112
Scrapbook, 120
sharing files in, 107
“Sharing...,” 114
Sound control panel, 124
Special menu, 115
Startup Disk control panel, 124
Startup Items, 120
stationery pads, 106
System file, 119
System Folder, 119
tiny triangle next to folders in, 109
Trash Can in, 103
TrueType fonts, 135-136
installing, 135
Users & Groups control panel, 126
Views, 123
Views control panel, 123
virtual memory, 108
what it takes to upgrade to, 99
Windows, 109-112
windows
scrolling, 110
viewing by name, 109
world map, 125
System bombs, 95
what to do about, 95
System crash
possible INIT responsibility for, 96
System error
ejecting disks after, 62
System file (System 7), 119
icon for, 119
System Folder (System 6), 97
icon, 11, 119
printer icons in, 56
printing requirements, 97
System Folder (System 7), 119-121
Apple Menu Item, 120
Clipboard, 120
Control Panels, 120
Extensions, 121
installing items into, 121
Preferences, 121
Scrapbook, 120
Startup Items, 120
System file, 119

T
Tab Key

using to move around in dialog boxes, 90

Tagged Image File Format
definition of, 161
“Tall Adjusted,” 57
TeachText, 161

~ INDEX ¥ fyping

Telecommunications, 161
Templates
in System 7
making out of documents, 106
Text
blank spaces in, 43
centering, 44
formatting
unexpected change in, 96
highlighted
assigning color to (System 7), 115
shorteut for replacing, 90
highlighting, 42
selecting, 15
Text-only documents, 161
Throwing away a locked file, 32
TIFFs
definition of, 161
on scanners, 157
Tilde key, 20
Tips (a few extra), 87-92
Title bar, 21
Toggle, 45, 161
Tracking speed, 83
Traditional typefaces, 65
Trash Can
emptying, 30
icon for, 29
putting something in, 29
removing something from, 29
System 7, 103
warning dialog box, 103
using, 29

what to do if garbage is hanging around, 98

Trash can
ejecting disks through, 61
Triangle
next to each folder in System 7, 109
Tricks
a few extra for System 7, 106
TrueType fonts (System 7), 135-136
installing, 135
Turning on the computer, 11
help with, 93
Type. See Fonts
Type 1 fonts, 162
Type 2 fonts, 162
Type 3 fonts, 162
Type size, 67
outlined sizes in dialog box
screen resolution of, 67
Typefaces. See Fonts
Typing, 41, 41-48
controlling how fast, 82
one space after periods, 50
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u

Underline in the information bar
meaning of, 24
Undo, 48
“Undo,” 32
Undoing an icon name change, 32
in System 7, 112
Unhighlighting text, 42
Upgrades, 12, 162
Uploading, 162
“User Name,” 81
Users & Groups control panel
(System 7), 126
icon for, 126
Utilities, 163

\'4

“V* with Command key, 48
Vaporware, 163
Version numbers (software), 12, 162
Video cards, 163
Viewing files
by date, 24
by icon, 24
cleaning up, 25
by kind, 24
by name, 24
by size, 24
by small icon, 24
Viewing the Window, 23
Views
ican for, 123
System 7, 123
Views control panel (System 7), 123
icons for, 123
Virtual memory (System 7), 108
turning on, 125
Viruses, 163-165
CDEF, 164
creating printing problems, 98
how to know when you have one, 164
System 7's immunity to, 164
WDEF, 92, 163

W

Warning dialog box, 30
WDEF virus, 92, 163
What You See Is What You Get, 165
White Scroll Bar, 21, 22
Williams, Robin, 157
Windows, 21-26
active, 21
good housekeeping lor, 63
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hiding in MultiFinder, 140
making active, 22
moving, 21
without making active, 22
printing information in, 26
System 7, 109-112
cleaning up active icons in, 111
closing trick, 106
customizing, 123
customizing information in, 111
making active, 110
printing, 105
scrolling, 110
viewing by name, 109
Wizziwig, 165
Word wrap, 42
World map (System 7), 125
WYSIWYG, 165

X

X, flashing
what to do when you get, 93
“X with Command key, 48

y 4
#Z" with Command key, 48
Zoom box, 21, 22
in System 7, 110

Colophon

The second edition of this baok was produced on
a Mac Ilex with Adlus PageMaker 4.01, running
System 7. | used my Apple LaserWriter IINT for
proofing, and the final output was on a Linotronic.
Main fonts used are the I'TC New Baskerville and
the Futura families, both from Adobe System, Inc.
Layout, design, and production by myself.

Indexed by the truly wonderful Mary Grady.

Linotronic output by my dear friend and comrade,

Janet Butcher, of Desktop Composition, Petaluma.

Beautiful cover design by Ted Mader + Associates,

Just in case you wanna know

I live in Santa Rosa, California. [ teach desktop
design, electronic typography, and sundry other
Mac classes at Santa Rosa Junior College. Janet
Butcher and I also have a training business,
teaching people all kinds of interesting things
on the Mac, without resorting to technobabble.
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Zapf Dingbats

I[n the chart to the left, find the Zapf Dingbat
vou wish to type. Hold down the Shift, the
Option, or the Shift-and-Option keys while
pressing the text character. The dingbat in
the Zapl column needs no extra keys.

n (outlined)
| (outlined)
t (outlined)
s (outlined)

u (outlined)

Opt-6 (outlined)

qo00

A
i

<
)

Sh- ] “
Sh-" ”
Sh- [ L
Sh-\ 4

Opt-Sh-/ @ Opt-u-space @
Opt-1 @ Opt-= @
Opt-1 ©) Opt-Sh-' ®
Opt-v @ Opt-Sh-o @
Opt-f ® Opt-5 ®
Opt-x ® Opt-Sh-= ®
Opt-| @ opt-, @
Opt-\ Opt-.
Opi-Sh-\ ©) Opt-y ®
Opt-; @ Opt-m a
Opt-d (1] Opt-Spchar (1]
Opt-w (2 Opt-" thenSh-a @
Opt-Sh-p (3] Opt-n then Sh-a ©
Opt-p 4] Opt-n then Sh-o 4]
Opt-b (5] Opt-Sh-q (5
Opt-q 6] Opt-q (6
Opt-0 7] Opt-- 7]
Opt-z (8] Opt-Sh- - (8]
Opt-' ® Opt-| (9]
Opt-0 o Opt-Sh-| L0]
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Here is -

a handy chart
for finding .

some of the .
special characters -
available that
will make your
work look more
professional .

Accent Marks

Refer to page 50 to learn. .
how to type these in; .
this page is merely a -

quick refevence -

6o

9

Option [
Option Shift [
Option ]
Option Shift |

Hyphen
Option Hyphen
Option Shift Hyphen

Option ;

Option 8

o

n

n (outlined)
Option g
Option 2
Option r
Option Shift 8
Option §
Option Shift !

Option Shift 5
Option Shift 6
Option 3
Option Shift ?
Option ¢
Option Shift ¢
Control Q

Option e
Option ~
Option u
Option n
Option i

Opening double quote
Closing double quote
Opening single quote
Closing single quote;
Apostrophe

Hyphen

En dash

Em dash

Ellipsis (this character cannot
be separated al the end of a line
as the three periods can)

Bullet

(in font Zapf Dingbats)
(in font Zapf Dingbats)
(in font Zapf Dingbats)
Copyright symbol
Trademark symbol
Registration symbol
Degree symbol: 105° F
Cents symbol

Fraction bar (it fils fractions
better and doesn’t descend below
the baseline as the slash does)

Ligature for f and i
Ligature for fand |
English pound sign
Spanish symbol
Cedilla, lowercase
Cedilla, capital

(only in the Chicago font;
the Control key is not on
a Mac Plus keyboard)
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