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e Apple Computer’s Customer Assistance Center: 1-800-776-2333
® Apple Computer’s main office: 1-408-996-1010

The Future of System 7

What can you expect in the future with System 7? Well, System 7 is the
beginning of a whole new way of working with your computer, so Apple is
committed to improving this product. Some of the more recent additions,
detailed in the following sections, demonstrate Apple’s commitment to it.

Remote AppleTalk Access

Remote AppleTalk Access, first introduced in late 1991, allows a remote
Macintosh to connect and communicate with another Macintosh. This soft-
ware is bundled with all the PowerBook computers, and was designed to allow
the business person to call into their office while on the road, and to give
them access to their office’s network, file servers, electronic mail systems, and
even their own Macintosh computer to get that one critical file that they left
back in the office. Using software compression schemes, this software makes
even slow 2400-baud modems effective when connecting into a network.

QuickTime

QuickTime allows any color-capable Macintosh to display full-motion
video and animation in any application, without any additional software. This
remarkable software extension is free to all users of the Macintosh, and makes
working with time-based events, such as video, as simple as pasting a graphic
into current applications. Also included in QuickTime are compression
schemes that compress graphics from 10:1 up to 100:1, and the ability to cut
and paste sound along with visual images. Applications such as computer-
based training, educational story books with full-motion characters, and
enhanced business communications are all being done with more impact and
quality, due mainly to QuickTime.
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How to Make Your Disk Look Better

Now that you have all the System 7 files on your computer, it may be
getting hard to find things. There are probably as many ways to organize a
hard disk as there are people. One sensible way to organize your hard disk is
to group files functionally. For example, group all application files in one
folder, all utility files in a second, and all information files in a third. The next
section tells you how it works.

Storing in the System Folder

First, you must have the System folder. It doesn’t have to be called the
System folder, but since all the other applications will refer to it in their
manuals as the System folder, you might as well call it that too. Inside the
System folder you'll put everything that your applications need but weren’t
smart enough to store themselves. You already know that Inits, control panels,
and other extensions belong here. But you can put more in here—lots more.

You can put in the System folder dictionaries for your word processor,
modules for your graphics program (SuperPaint calls these “Tools in a
pouch”), settings files for your applications, all your help files, and in general,
things that your applications will need to have access to. Some companies,
such as Claris and Aldus, create a folder inside your System folder, and dump
most of their necessary files inside of it automatically. Expect to see more
companies doing this as they create more complicated applications.

Storing in the Applications Folder

Make a folder called Applications. (From the Finder File menu, choose
New Folder, then type Applications to rename it.) This is where the actual
applications go. Don’t get fooled by all the little utility programs that might
have come with the application. This folder should only contain applications
that match the name on the boxes, and that you plan to use on a regular basis.
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Storing in the Ultilities Folder

Next, make a folder called Utilities. This is where all the little applications
go that don’t have a home anywhere else. This includes the Dialog Box Editor
from Excel, the Conversion Utility from Word, all that stuff that came with
PageMaker to send files to a slide house, and so on. You get the idea. It’s an
accessory application, you paid for it, but you don’t use it very much. Those
things belong in the Utility folder. This is also a great place for the Apple HD
SC Setup program that is used with the Installer.

Do not copy any Installer application programs into the Utilities folder. Those files
are very specific on where they think they ought to be located, so they only work from
a floppy disk. Don’t waste your hard disk space copying them here.

Finally, if you have Norton Ultilities for the Macintosh, or a similar
program, copy all their files into a folder with an appropriate name, and put
the entire folder in this Utility folder.

Storing in the Word Folder

Make a Word folder, and dump all those demos, tutorials, mailing labels,
English dictionaries, and so on into it.

Storing in the Other Data Folder

Now make a folder called Other Data. This folder gets all the demo and
tutorial files that came with all those applications. Make sure you try to keep
the tutorial files together by application, and generally the way they were on
the floppy disk you got from the manufacturer.

Now make a folder for each of the other applications you have, put all
their demo files in their appropriate folder, and then put that entire folder
into the Other Data folder. You should end up with a folder for each
application you have in the Applications folder. This will allow you to quickly
find a file if the application requests it. (If the application keeps asking for a
file every time you launch the application, then put that offending file in the
System folder. The application will stop asking you for it.)
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Storing in the Games Folder

Do you have any games? If not, you probably will. Make a folder called
Games. If you share this Macintosh with several others, leave the Games folder
at the top level—not inside another folder. This will keep them from looking
around on your hard disk for something fun to do. If the Macintosh belongs
solely to you and nobody else uses it, then put the Games folder in the
Applications folder. Other people will be impressed with how well organized
and professional you are. Just don’t show them this folder.

Storing in Your Folder

Now make a folder using your name as its title. If you put a period in
front of it, it will always be at the top of View sorted by name. If you put a e
((ertion {®)) in front of your name, it will be at the bottom of this list. This is
where things that are really personal go. Make folders inside of this folder
that allow you to quickly find that name, telephone number, or recently sent
correspondence that is important. This is your folder.

But wait, there’s more. Why did you buy this Macintosh? Was it for work?
For school? Make some folders that relate to your key topics. These should
be by job, not by application type. Let’s say you do construction. You are
bidding on a house, and have created drawings, expense estimates, correspon-
dence, and so on. All of these documents would go in the same folder. Don’t
worry, the Macintosh will keep track of which application created which
document, and will automatically start these files with their correct applica-
tion. You now have a logical place to store all the interrelated files. It’s as easy
as using a file in a file drawer.

If you follow these recommendations, your Macintosh will be neat and
the information will all be organized in a manner that makes sense for you.
Just remember that when you use an application to create a new document
(such as writing a new letter), save the file to the Desktop; when you quit that
application, you'll see a file that needs to be put away. Or you can save it in
the correct folder to start with, by selecting the appropriate folder when you
do the initial Save command.



Appendix: Installing System 7 313

Aliases

Another helpful feature is an alias. An alias lets you place your application
and information files anywhere you want and still be able to function. For
example, make aliases of your favorite applications, folders, or documents,
and put them in your Apple menu. They’ll always be available, no matter
which application you’re working in. (Chapter 4, “Files, Folders, and Disks”
more fully explains aliases.)

Another suggestion is to make a folder called Work in Progress. Put this
in the lower-left corner of your desktop, then put an alias of the files you are
working on inside this folder. The originals will stay in their correct folders,
but you’ll have instant access to those files, in an easy-to-maintain system. As
you finish working on the document, you can just throw the alias away.

You have probably used a fair amount of hard disk space. If you need
more space, take a hard look at the Other Data folder. It’s likely that you can
get rid of a lot of what is in this folder and never miss a thing.
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A/UX operating system, 18

About This Macintosh option, from the
Apple menu, 55-56, 249

Accent marks, typing, 177

Access privileges, setting, 271

Access server at start up check boxes,
278

Accessories, 55

AccessPC, for reading PC disks, 288

AccessPC control panel, 288

Active application, 138

Active window, 29

ADB (Apple Desktop Bus) keyboard, 14,

44
Address book, in HyperCard, 244
printing, 245

Address With Audio dialog box, 242
Addresses screen, 248
Addresses stacks, linking, with
appointments, 250-251
Addresses With Audio stack, 241-244
Adobe Type Manager (ATM), 180-181
Adobe Type Reunion utility, 187-188
Alarm Clock desk accessory, 56-58
Aldus PageMaker LaserWriter Print
dialog box, 200
Alert sound, 164
Alert Sounds list box, 165
Aliases, 313
creating and using, 96-102
deleting, 102
folder, 101
All At Once check box, 107, 108
America Online, 284
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Animation, 309
Apple Desktop Bus (ADB) keyboard, 14,
44
Apple Extended keyboard, 14, 15
Apple File Exchange (AFE), 287, 307
Apple HD SC Setup program, 298-301,
308
Apple keyboard, 14, 45
Apple menu, 55-62
alphabetical display of items in, 134
Control Panels option on, 146-147
Apple Menu Items folder, 133-134
]
® (bullet), accessing, 177
AppleEvents, 234-235
AppleShare, 279
AppleTalk network, connecting to, 263
AppleTalk Remote Access software,
280-282
AppleTalk zones, 278-279
Application menu, 74-75
Application software, 19
Applications
basics of, 207-208
CAD (computer-aided design), 214
color pre-press, 214-215
communicating with each other,
235
creating, with HyperCard, 239
database, 211
financial management, 210-211
folder, storing in, 310
graphics, 213-214
hiding, 142
image processing, 214
installing, 216-217
linking, 233
locking memory for, 218
memory for, 218
multimedia, 215-216
opening, 218-220
page layout, 209-210
painting, 213, 214
running, in the background, 140

running multiple, 136
spreadsheet, 210
starting immediately, 135
starting multiple, 136-138
switching among several, 138
transferring data between, 228-235
types of, 209-216
word processing, 209, 210
Appointments, 247-251
entering, 249-250
linking, with addresses stacks,
250-251
Appointments button, in Addresses
With Audio stack, 243
Appointments screen, 248
Appointments With Audio stack,
247-251
Arrow keys, 14, 46
Artwork, preparing, for printing, 214
Audible notes, adding, to cards, 252
Audio, 251-256
entering, 253-256
Audio level, changing, from the Audio
palette, 254
Audio palette, 252-253
Authoring HyperCard User Level, 259
Automated program linking, 235
Automatic user, 265

B

Background, 140
Background applications, hiding, 142
Background printing, 141-142, 202-205
Background processing, 140
Backing up
files, 109, 120-122
floppy disks, 120-122
Bad sectors, 300
Balloon Help menu, 73-74
Baud rate, 283
Before You Install System 7 floppy disk,
294
Bitmapped font files, 178
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Bitmapped fonts, 179

Bits per second (bps), 283

Bold style, 176

Brightness control panel, 169

Browsing HyperCard User Level, 259

Budgeting, for purchasing a Macintosh,
19-20

Button, on a mouse, 25

Buttons, in HyperCard, 240

Byte, 7

Cc

CAD (computer-aided design)
applications, 214

Calculator desk accessory, 58-59

Cancel buttons, activating, 39

Cancel Printing button, 204

Capacity, of a computer, 4

Card, 238, 256

Category, grouping folders and files by,
69

CD-ROM (Compact Disk Read Only
Memory), 208
Central processing unit (CPU), 56
Characters, forming compound, 49
Check boxes, 40-41, 42
Check mark, showing applications
currently running, 74-75
Chicago TrueType font, 182
Chooser desk accessory, 59, 191-192,
263, 264
selecting background printing in,
203
Chooser window
printer drivers displayed in, 190
turning background printing on,
141
Choosing, with the mouse, 26
Cities, displaying location and
coordinates for, 159-160
Classic
comparison to other models, 12
microprocessor used, 6

speed of, 4, 5
Classic II, comparison to other models,
12
Classic keyboard, 14, 44
Clean Up Desktop option, 70
Clean Up Window option, 70
(cloar) key, 47
Clear option, on the Edit menu, 66
Clicking
the mouse, 25
the scroll bar, 33
Clip-art disk libraries, 214
Clipboard, 65, 222
showing the contents of, 66
using, to transfer data, 228-229
working with, 225-228
Clock speed, 4-5
Close box, 29
Close Window option, on the File
menu, 63
CloseView control panel, 169-170
CloseView file, 307
Color, of the desktop, 148-149
Color control panel, 151
Color pre-press applications, 214-215
Color wheel dialog box, 149
Colors, displaying, 162
Command buttons, 39, 42
Command key ((®)), 45
(®) key, 45, 49-50
as a modifier key, 155
moving to another folder, 112
shortcut keys, 93
(HyperCard), 245
shortcut keys, 102, 104
(®)H@) shortcut keys, 104
(®H®), 256
(&X®N) (HyperCard), 245
key combination, 71, 98
to cancel printing, 195
key combination, 194

key combination, 152
Communications, 127, 261-290
extensions for, 127
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with IBM PCs, 287-290
remote, 282-287
software for, 284
Compact Disk Read Only Memory
(CD-ROM), 208
Compatibility Checker, 293-296
Compatibility Report, 296, 297
Components, of a computer, 10-11
Compound characters, forming, 49
Compression, of sound, 254
CompuServe, 284, 285-286
Computer
personal, 1
selecting, for purchase, 19-20
shutting down, 73
turning off, 73
Computer-aided design (CAD)
applications, 214
Computer components, diagram of, 10
Condensed versions, of typefaces, 176
key, 44
as a modifier key, 155
Control panels, 128, 129, 145
customizing with, 145-170
locating, 146-147
special-purpose, 169-170
standard, 147-169
Control Panels folder, 69, 146
adding files to, 132-133
Control Panels option, on the Apple
menu, 59, 146-147
Copy option, on the Edit menu, 66, 222,
223
Copying
files, 90-92
files between disks, 118-122
floppy disks, 71
folders, 90-92
Cost, of a Macintosh, 19-20
Courier TrueType font, 182
CPU (central processing unit), 5-6
Current window, opening, 143
Customized installation, 304-306

Cut option, on the Edit menu, 65, 222,
223

D
DAs (desk accessories), 55, 130, 131
Data; 77
Database, 237
Database applications, 211
Date
changing, 56-57
setting, 150
viewing folders by, 67, 68
Dedicated file servers, 273

Default application, 125
Default command button, 39
Delete Card button, in Addresses With
Audio stack, 243
ey, 47
deleting text with, 227
undoing, 66
Deleting
aliases, 102
files and folders, 93-96
text, 227
Trash icon contents, 70-71
Design basics, for fonts, 172-178
Desk accessories (DAs), 55, 130, 131
Desktop, 24
color of, 148-149
icon, 2
pattern of, 148-149
printing, 65
rearranging icons on, 70
selecting, 143
Dialog box controls, 39-43
Dialog boxes, 36-43, 54
Diamond, indicating applications
needing attention, 75
Disconnect button, on the File Sharing
Monitor control panel, 156
Disk cache, changing the amount of, 160
Disk drives, 7-8
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Disk First Aid, 308 key, 46

location of, 301 activating default command button
Disk space, 7-9 with, 39

Disk Tools floppy disk, 298, 308
installing System 7 with, 302
Disks
copying files between, 118-122
formatting, 117-118
initializing, 72, 117-118
naming, 64
working with, 113-122
Document files, 81
DOSMounter, for reading PC disks, 288
Dot matrix printers, 16
Dots per inch (dpi), 16
Double-clicking
changing the speed of, 164
the mouse, 25
Downloading PostScript fonts, 187
dpi (dots per inch), 16
Dragging
the mouse, 26
the scroll box, 33
to copy files between disks, 118-120
a window, 30
Drawing programs, 213
Duplicate option, on the File menu, 64
Duplicating files and folders, 92-93

E

Environment, Macintosh, 22
Erase disk option, 72
Erasing a hard disk drive, 299
Error conditions, clearing, 72
key, 47
activating Cancel buttons with, 39
Ethernet, 262
Executing files, 63
Expansion slots, 9-11
Extensions, 126-128
to HyperCard, 238
Extensions folder
adding files to, 132-133
storing printer drivers in, 190
External disk drives, 8

F

Easy Access control panel, 151-156
Easy Access file, 307

Easy Install screen, 303

Edit button, in the Audio palette, 253
Edit menu, 65-67, 222-223

Edit menu (HyperCard), 245

Eject Disk option, 71, 122
Electronic mail, 284-285

Ellipsis (...), 36, 54

Empty Trash option, 70-71, 93-96
Emulation of Apple devices, 127

Faxes, sending and/or receiving, 283
Fields, in HyperCard, 240
File folder icon, 2
File menu, 34-36, 62-65, 220-221
File menu (HyperCard), 245
File server, 273-278
File server software, dedicated, 279
File Sharing Monitor control panel,
156-157
File system, 79-80, 110-113
Files, 77-79
archiving, on floppy disks, 97
backing up, 109, 120-122
copying, 90-92
copying, between disks, 118-122
creating, 82-85
deleting, 93-96
duplicating, 92-93
executing, 63
finding, 102-110
grouping, by category or project,
9

linking, 233
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locating, 64
moving, 86-88
moving multiple, 88-90
naming, 64
opening, 63
printing, 63, 195-196
reading, 79
sharing, with others, 263-266
transferring, between Macintoshes
and PCs, 288
translating, from PCs to
Macintoshes, 288-289
types of, 81
writing, 79
Financial management applications,
210-211
Find Again option, on the File menu, 65
Find button, in Addresses With Audio
stack, 243
Find dialog box, 37, 102
Find dialog box, second, 104
options available in, 105
Find option, on the File Menu, 64,
102-110
Finder, 74-75, 125, 135-143
shortcut keys for, 143
Finder menu bar, 52
Finder menus, 24, 34, 54-75
Fixed hard disks. See Hard disks
Floppy Disk icon, 23, 115-116
dragging, to the Trash icon, 122
Floppy disks, 8, 114
backing up, 120-122
care of, 114
copying one to another, 71
ejecting, 71, 122
high-density, 114
inserting, 115-117
naming, 118
sharing files with, 287
write-protecting, 114-115
Folder aliases, 101
Folder names, changing, 85-86
Folders, 34, 79

changing names of, 85-86

closing, 143

copying, 90-92

creating, 34, 36, 63, 81-82

deleting, 93-96

duplicating, 92-93

grouping, by category or project,
69

identifying shared, 269-272
locating, 64
moving, 86-88
moving multiple, 88-90
naming, 64
opening, 63, 143
viewing the contents of, 67-68
Font/DA Mover, 184
Font family, 172
Font size, 174-175
Font style, 176-177
Fonts, 172-188
bitmapped, 179
disk, 307
managing, 187-188
outline, 179
PostScript, 179-182
resources for, 187
sampling, 130
special character, 177
TrueType, 181-182
Foreground, 140
Formatting
a disk, 299
the hard disk, 292
Free-form information, 237
Full-motion video, 309
Function keys, 14, 46, 47

G

Games folder, storing in, 312
General Controls control panel, 147-150
Get Info dialog box, 99, 217-218
for HyperCard, 249
Get Info option, on the File menu, 63
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Gill Sans, different weights of, 176
Go menu (HyperCard), 245-246
Graphic user interface (GUI), 2
Graphics, 77
applications, 213-214
in HyperCard, 240
object-oriented, 213
storing, 61
Grays, displaying, 162
Guest icon, 267-268
GUI (graphic user interface), 2

H

Handling information, 77, 78
“happy Macintosh” icon, 22-23
Hard disk driver, updating, 292-293,
300-301
Hard disks, 8, 114
backing up, 296-297
initializing, 292, 297-300
organizing, 310
Hardware, 3, 4-17
for networking, 262
Helvetica TrueType font, 182
HFS (hierarchical file structure), 79-80
Hidden notes, in HyperCard, 250
Hide Notes button, in Addresses With
Audio stack, 244
Hide Others option, for hiding
background applications, 142
Hierarchical file structure (HFS), 79-80
Hierarchical properties, of the list view,
110
High-density (HD) floppy disks, 114
Highlighted text, changing the color of,
151
Home button
in Addresses With Audio stack, 243
in HyperCard, 256
Home card, in HyperCard, 241
Home stack, 256
Horizontal scroll bar, 29, 30, 32
HyperCard, 237-260

components of, 240
creating applications with, 239
fonts, 240
Info dialog box, 249
menus in, 244-247
print options, 196
starting, 240-241
unlocking the power of, 256-259
User Levels, 256-259
versions of, 238-239
HyperTalk programming language, 238,
256, 259

I

I-beam, 38
IAC (Inter-Application
Communication), 234
IBM PCs, communicating with, 287-290
Icons
opening, 143
selecting, 143
viewing folders by, 67, 68
Image processing applications, 214
Imagesetters, 16
high-resolution, 188
ImageWriter II dot matrix printer, 16
ImageWriter Page Setup dialog box, 42,
199
Information, handling, 77, 78
Information services, 285-287
Initial Delay, changing, 153
Initialize dialog box, 117
Initializing
disks, 72, 117-118
hard disks, 292, 297-300
Inits, 128, 134-135, 212
compatibility with System 7, 292
surveying for, 295-296
Ink-jet printers, 16
Insertion point, 37, 60
blinking rate of, 150
moving, 14
Installation, customizing, 304-306
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Installation steps, for System 7, 292-306
Installing
applications, 216-217
PostScript fonts, 184-187
programs, 10
System 7, 301-304
TrueType fonts, 183-184
Integrated programs, 212
Inter-Application Communication
(TAC), 234
Interactive keyboard image, 48
International keyboard, changing the
layout for, 158
ISDN (Integrated Services, Digital
Network), 286
Italic style, 176

K

KB (Kilobytes), 114

Key Caps desk accessory, 47-49, 59

Key click sound, 154

Key Repeat Rate, adjusting, 158

Keyboard control panel, 157-158

Keyboard image, interactive, 48

Keyboard layout, changing, 158

Keyboard shortcuts, 49-50, 142
turning on/off, 170

Keyboards, 14-15, 43-50

Keypad, numeric, 46

Keys, repeat rate for, 158

Kilobytes (KB), 7, 114

Kind, viewing folders by, 67, 68

L

Label, viewing folders by, 67, 68

Label menu, 68-69

Labels control panel, 159

LAN (local area network), 127
Landscape orientation, 198

LapLink Macintosh, 287

Laser printers, 16

LaserWriter II family of printers, 16, 17

LaserWriter Font Utility, 192-193
LaserWriter Page Setup dialog box, 42,
198

LaserWriter start page, turning off, 193
LC, comparison to other models, 12
Leading, 175
Liaison software, 281-282
Line spacing, 175
Linking

applications, 233

appointments with addresses

stacks, 250-251

files, 233
Loading programs, 10
Local area network (LAN), 127
LocalTalk connector, 262
Locking applications, 218
Locking tab, floppy disk, 114

M

Macintosh
comparison of different models, 12
environment, 22
menuing system, 51-54
screen, 23-24
selecting, for purchase, 19-20
shutting down, 73
starting, 22-23
system, 3-4
turning off, 73
using, 21-50
Macintosh II family, microprocessor
used, 6
Macintosh Ilci, comparison to other
models, 12
Macintosh 11fx
comparison to other models, 12
mother board for, 9
speed of, 4
Macintosh IIsi
comparison to other models, 12
speed of, 5
Macintosh Classic
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comparison to other models, 12
microprocessor used, 6
speed of, 4, 5
Macintosh Classic II, comparison to
other models, 12
MacLink Plus/PC, 287, 288
Magnification, 170
Make Alias option, on the File menu, 64
Manual Feed, 201
Manual feed jobs, 204, 205
Manufacturers, third-party, 11
Map control panel, 159-160
Marquee, 88, 89-90
Megabytes (MB), 7, 114
Megahertz (MHz), 4
Memory, 6-7
addressing beyond 8MB, 161
for applications, 218
increasing, for HyperCard, 249
for sharing files, 265
as a temporary disk drive, 161-162
Memory control panel, 160-162
Menu bar, 23, 52
Menu options, 53
setting blinking for, 150
Menuing system, 51-54
Menus, 23, 51-75
opening, 52
selecting, 36
using, 33-36
Message Box, in HyperCard, 246
MHz (megahertz), 4
Microphone, attached, 251-252
Microprocessor, 5-6
Microsoft Mail, 284
Microsoft Word, translating files with,
289
Microsoft Word LaserWriter Print
dialog box, 200
Mileage, determining, between cities,
160
Military (24-hour) time, displaying, 150
Models
comparison of Macintosh, 12

of computers, 4
Modems, 127, 280, 283
Modifier keys, 155-156
Modularity, 20
Monitor, 11
Monitor number, identifying, 163
Monitors control panel, 162-163
Monospaced fonts, 174
Mother board, 9
Motorola 68000 series of

microprocessors, 6

Mouse, 11, 13

replacing, with the numeric

keypad, 152

using, 25-28
Mouse button, 25
Mouse control panel, 163-164
Mouse keys, 152-154
Mouse pointer, 3, 24, 163-164
Mouse Tracking control, 163-164
MS-DOS operating system, 18
Multimedia applications, 215-216
Multiple applications

running, 136

starting, 136-138
Multitasking, 136

N

Name, viewing folders by, 67, 68
NetModem software, 281-282
Network, connecting to a large, 278-280
Network communications, 261-282
Network Identity section, 265
Networking, 262

drivers, 127

extensions, 127

hardware, 262

software, 263-272
New Card button, in Addresses With

Audio stack, 243, 244

New Card command, 245
New Folder option, on the File menu, 63
New Group command, 268-269
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New users, adding, 266-267, 268
New Users dialog box, 168
Normal user, logging on as, 276-278
Norton Utilities for the Macintosh, 72,
209

for backing up files, 297
Note Pad desk accessory, 59-60
Notes, hidden, in HyperCard, 250
Novell file server software, 279-280
Numeric keypad, 14, 46

replacing the mouse with, 152-154

O

Object-oriented graphics, 213
Open menu, 34
Open option, on the File menu, 63
Operating system, 123
@im}@®), 177
key, 44, 4749

closing windows with, 112

copying files and folders with,

90-91

emptying trash with, 96

as a modifier key, 155
Options

for menus, 24

on menus, 53
Orientation, 198
Other data folder, storing in, 311
Outline font files, 178
Outline fonts, 179
Owner, 273

logging in as, 275-276
Owner Password text box, 265

P

Page layout applications, 209-210

Page Setup dialog box, 4143, 198-199

Page Setup option, on the File menu,
65, 221

Painting applications, 213, 214

Painting HyperCard User Level, 259

Palatino, with different styles applied,
176
Paper, feeding, manually, 201
Paper-clip technique, for ejecting floppy
disks, 122
Paper size, specifying, 198
Partitioning hard disk drives, 300
Passwords, creating, 265, 267
Paste option, on the Edit menu, 66, 222
Pasting sounds, 254-255
Path, 79
Pathworks file server software, 280
Pattern of the desktop, 148-149
Pause button, in the Audio palette, 252
PC files, translating, into Macintosh
files, 289
Personal computer, 1
Personal folder, storing in, 312
Personal LaserWriter family of printers,
16
PhoneNet, 262
Photographs, enhancing, 214
Picture buttons, 42, 43
Play button, in the Audio palette, 252
Pointer, 24
exact placement of, 152-154
Pointer control keys, 14
Pointing
at an object, 24
with the mouse, 25
Points, 172, 174
Pop-up menus, 3940, 42
Pop-up note, 250, 251
Portable control panel, 170
Portrait orientation, 198
PostScript fonts, 179-182
downloading, 187
installing and using, 184-187
previewing, 184, 186
printing with, 186-187
versus TrueType, 182-183
PostScript printers, 188-189
printing to, in the background, 141
key, 22, 47
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Power switch, location of|, 22
PowerBook 100, transferring files with,
289-290
PowerBook portable computers
comparison to other Macintosh
models, 12
Portable control panel with, 170
Preferences card, in Home stack,
256-257
Preferences folder, 133
Presentations, 215
Pressing the mouse button, 25
Print Desktop option, on the File menu,
65
Print dialog box, 197, 199-201
Print jobs, canceling, 204
Print option, on the File menu, 63
Printed image, 15
Printer drivers, 127, 171, 189-190
Printer fonts, 179
Printers, 15-17, 188-193
attaching, 189
choosing, for use, 191-192
sharing, 262
Printing, 193-205
background, 141-142, 202-205
files, 195-196
problems, 196-197
and proofing on different printers,
201-202
window contents, 194-195
Printing disk, 301, 307
Printing extensions, 127
PrintMonitor application, 203-205
PrintMonitor Preferences dialog box,
205
PrintMonitor window, 141-142, 204
Prodigy, 284, 286
Program files, 81
activating, 82-85
Program linking, automated, 235
Programs, 3
installing, 10
loading, 10

running, 10
Project, grouping folders and files by, 69
Proofing and printing on different
printers, 201-202
Proportional fonts, 174
Publish dialog box, 234
Publish and Subscribe feature, 231-234
Put Away option, on the File menu, 64,
122
Puzzle desk accessory, 60

Q

Quadra 700
comparison to other models, 12
cost of, 20
speed of, 5
Quadra 900
comparison to other models, 12
speed of, 5
Quadra series, microprocessor used, 6
QuickMail, 284, 285
QuickTime, 216, 309

R

Radio buttons, 4243
RAM (Random-Access Memory), 6-7
for applications, 208
disk, 161-162
Read only memory (ROM), 125
Reading files from a disk, 79
Rec. (record) button, in the Audio
palette, 252
Record dialog box, 165-166
Registered user, connecting as, 274
Releasing the mouse button, 25
Remote Access Setup control panel,
280-281
Remote Access Status dialog box, 282
Remote AppleTalk access, 309
Remote communications, 282-287
Remote dial in software, 280-282
Resolution, 16
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Resources, 128-130

Restart option, 72

key, 45
activating default command button

with, 39

ROM (read only memory), 125

Roman text, 176

Router, 282

Running
applications, 140
multiple applications, 136
programs, 10

S

“sad Macintosh” icon, 23
Sans serif fonts, 174
Save
in the File menu, 220-221
using Save As instead, 84
Save As
in the File menu, 221
instead of Save, 84
Save dialog box, 224, 225
Scaled fonts, 179
Scanner, 213-214
Scrapbook desk accessory, 61-62
looking at the contents of, 231
pasting selections with, 229-231,
232
Screen, 11, 13
creating a TeachText graphic
image of, 143
taking a snapshot of, 143
Screen dumps, 194
Screen fonts, 179
Screen savers, 212
Screen shots, 194-195
Scripting, 256
Scripting HyperCard User Level, 259
Scroll arrows, 31
Scroll bars, 29, 30, 31-33
Scroll box, 31-32
Scrolling, 30

SCSI (Small Computer System Interface)
addresses, 298-299
port, 289
Search pop-up menu, 104-107
Searches, multiple, 110
Sectoring, 292
Sectors, 117
Security features, 275
Select All option, on the Edit menu, 66
Selecting
desktop, 143
icons, 143
with the mouse, 26
an object, 24
text, 26, 223
Trash icon, 26-27
Selection box, 88, 89-90
Serif fonts, 174
Set Print Time dialog box, 142
Shadow style, 176
Shared folders, setting up, 269-271
Sharing
files with others, 263-266
printers, 262
Sharing dialog box, 269-271
Sharing option, on the File menu, 64
Sharing Setup control panel, 164, 264,
266
key
as a modifier key, 155
to disable Inits and extensions at
start up, 295
turning Sticky Keys on/off with,
155, 156
Shiftclicking, 88
Shortcut keys, 142-143
Shortcuts, keyboard, 49-50
Show Notes button, in Addresses With
Audio stack, 243, 244
Shut Down option, 73
Shutter, 115
SIMM (Single Inline Memory Module), 7
Size, viewing folders by, 67, 68
Size box, 29
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Sizing a window, 30
Sleeping, setting for a portable, 170
Slow Keys, 154
Small Computer System Interface (SCSI)

addresses, 298-299

port, 289
Small icon, viewing folders by, 67
Snapshot of the screen, 143
Sneaker net, 261
Software, 3, 17-20

application, 19

communications, 284

file server, 279-280

liaison, 281-282

networking, 263-272

remote dial in, 280-282

system, 17-18, 123, 124-130, 208
Sound, key click, 154
Sound control panel, 164-166
Sounds

hearing, 130

pasting sections of, 254-255

recording, 165-166

storing, 61
Space between lines, 175
Special character fonts, 177
Special keys, 46, 47
Special menu, 70-73
Special-purpose control panels, 169-170
Speed

of a computer, 4

of printers, 15
Spreadsheet applications, 210
Stacks, 238, 256

acquiring additional, 239
Standard control panels, 147-169
Startup Disk control panel, 166-167
Startup Items folder, 134-135
Sticky Keys, 155-156, 307
Stop button, in the Audio palette, 252
Structured information, 237
StyleWriter ink-jet printer, 16
StyleWriter Print dialog box, 201
Subgroups of folders, 79

Submenus, 53-54
Subscribe dialog box, 234
Suitcase icons, 184
Suitcase IT utility, 187
SUM II (Symantec Utilities for the
Macintosh IT)
for backing up files, 297
reconstructing directories with, 297
SuperDrive, 114
Support for System 7 users, 308-309
Symbol TrueType font, 182
System 7, 18, 123
future of, 309
installing, 301-304
System components of system software,
124-125
System date and time
changing, 56-57
setting, 150
System folder, 130-135
storing in, 310
System ROM, 125
System software, 17-18, 123, 208
components of, 124-130

i 3

key, in HyperCard, 243
TeachText, 82, 307

graphic image of the screen,

creating, 143

opening, 219-220

window, 84

working with text in, 224-228
Text, 77

editing, 223

entering, 223, 224-225

highlighting, 26

inserting, 227

selecting, 26, 223

in TeachText, 224-228
Text box, 87, 42

editing in a, 38-39
Third-party manufacturers, 11
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32-bit addressing, 161
Tidbits disk, 307
Time
changing, 56-57
setting, 150
Times TrueType font, 182
Times typeface, different sizes of, 174,
175
Title bar, 29
Toggle switch, 41
Token Ring network, 262
Trackball, 13
Trash, emptying, 93-96
Trash icon, 2
alias, 101-102
deleting the contents of, 70-71
selecting and moving, 26-27
warning message, turning off, 96
Trash window, 95
Troubleshooting printing, 196-197
TrueType font technology, 128
TrueType fonts, 179, 181-182
installing and using, 183-184
previewing, 185
versus PostScript, 182-183
Type, customizing, 177-178
Typeface, 172
Typewriter keyboard, 14
Typing HyperCard User Level, 259

U

Underline style, 176

Undo option, on the Edit menu, 66, 222

User groups for the Macintosh, 308

User Levels, in HyperCard, 256-259

Users & Groups control panel, 167-168

Users & Groups icon, 266, 269

Utilities, 130, 212-213

Utilities folder, storing in, 311

Utilities menu, in Addresses with Audio
stack, 246

Utility programs, 72

v

Vertical scroll bar, 29, 30, 32
Video, full-motion, 309
Video adapters, 11
Video card, information about, 163
Video display, 11, 13
View menu, 67-68
Views control panel, 168
Virtual memory, 301
disk space for, 161
Virus detectors, 212, 213
Visual interface, 2
Volume, changing, from the Audio
palette, 254

w

Waveform, 253
Weights of fonts, 176
Whistle, turning on/off Easy Access
facilities, 152
Window border, changing the color of,
151
Windows, 28-31
closing, 63
closing, while opening others,
112-1138
closing, with the key, 112
opening current, 143
rearranging icons in, 70
Word folder, storing in, 311
Word processing applications, 209, 210
WordPerfect, translating files with, 289
Write-protect hole, 115
Write-protect tab, 114-115
Writing files to a disk, 79

Z

Zones, AppleTalk, 278-279
Zoom box, 29




DExpand Your Skills Even More

with help from our expert authors. Now that you've gained
greater skills with The Mac Made Easy, lef us suggest the
following related titles that will help you use your computer to
full advantage.

>

Harvard Graphics: The Complete Reference

by Cary Jensen & Loy Anderson

All versions of Harvard Graphics, through version 2.3 are explained in
this comprehensive volume that provides step-by-step explanations of
every Harvard Graphics feature. Five chapters are devoted to effective
chart design, plus a comprehensive alphabetical reference section tells
you how to use the range of Harvard Graphics settings.

$27.95, ISBN: 0-07-881621-1, 1073 pages, 73/8x91/4

Covers all versions through 2.3

Using PageMaker 4 for the PC, Third Edition

by Martin S. Matthews and Carole Boggs Matthews

The Matthews lead the way as you learn PageMaker Release 4.0, the
latest version of Aldus Corporation’s full-featured desktop publishing
software for your IBM PC or compatible. You'll discover this Made
Easy guide is the easiest route to creating your own newsletters, ads,
catalogs, and more.

$26.95, ISBN: 0-07-881629-7, 650 pages, 73/8x91/4

Publish It! 2 Made Easy

by Paul Garrison

This book is as user-friendly as the Publish It! program, virtually
guaranteeing you the fastest possible start with the newest version of
this widely used desktop publishing program for the IBM and PC
compatibles. You'll find plenty of real-world desktop publishing
exercises and help with design, layout, and publishing techniques.
§19.95, ISBN: 0-07-881722-6, 496 pages, 73/8x91/4

Osborne McGraw-Hill ® Available at local book and computer stores.
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by

Simply

Harvard Graphics 3.0 Made Easy

by Mary Campbell

Campbell covers the basics of the latest version of Harvard Graphics
before showing you how to create a variety of charts and
demonstrating new drawing features. You'll also learn the latest
presentation techniques for producing professional slide shows.
$24.95, ISBN: 0-07-881746-3, 358 pages, 73/8x91/4

CorelDRAW! 2 Made Easy

by Ihrig & Matthews

This Made Easy guide offers both step-by-step instruction to this
popular graphics program for IBM PCs and an easy reference to menus,
keyboard shortcuts, available fonts, and clip art. A wealth of
illustrations guarantee quick understanding of everything from basic
drawing tools to advanced features.

$24.95, ISBN:0-07-881726-9, 73/8x91/4

1-2-3 for Windows Made Easy

by Mary Campbell

With Mary Campbell’s latest book you'll learn all about using this
popular spreadsheet in the Windows graphical environment. Whether
you're a first-time 1-2-3 user or experienced in 1-2-3 but new to
Windows, Campbell takes you through the basics and carefully
describes the special features of this new program.

$19.95 ISBN: 0-07-881731-5 450 pages 73/8x91/4

Simply PCs

by Bob Albrecht

First-time computer users won’t want to miss this short, beautifully
illustrated guide that thoroughly explains what a computer system is
and how to use it. Simply PCs provides a clear overview of software,
hardware, peripherals, and systems.

$14.95 ISBN: 0-07-881741-2 208 pages, 53/8x83/4

Covers All IBM PCs and Compatible Computers

Osborne McGraw-Hill B Available at local book and computer stores.




Harvard Graphics 3: The Complete Reference

by Cary Jensen & Loy Anderson

Bestselling authors Jensen and Anderson have written this
comprehensive reference covering Harvard Graphics’ powerful
Release 3 providing detailed explanations of every Harvard Graphics
feature, including its enhanced drawing tools and expanded
interactive presentation capabilities.

$29.95, ISBN: 0-07-881749-8, 672 pages, 73/8x91/4

Windows: The Pocket Reference

by Allen Wyatt
is is the best Windows memory jogger you can buy! Rely on this

handy reference anytime you need to remember a Windows command
or function. All listings are briefly described with examples and are
arranged alphabetically so you can turn to the command you need fast.
$9.95 ISBN: 0-07-881750-1 224 pages 43/4x8 Covers Windows 3.0

Simply 1-2-3

by Mary Campbell

Lotus 1-2-3 beginners will welcome this quick guide to the basics of the
world’s most widely used spreadsheet. Filled with illustrations and
computer screen displays, you'll quickly learn the basics of creating
worksheets and performing calculations.

$14.95 ISBN: 0-07-881751-X 208 pages, 53/8x83/4

Covers All Releases of Lotus 1-2-3

Simply WordPerfect

by Kris Jamsa
you're new to computers and WordPerfect, this book is for you.

Simply WordPerfect is a short guide that gives you the basics of this
popular word processing program in a user-friendly format,
accompanied by practical illustrations.

$14.95 ISBN: 0-07-881752-8 208 pages, 53/8x83/4

Covers All Releases of WordPerfect

Osborne McGraw-Hill B Available at local book and computer stores.
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Microsoft Word 5 for the Macintosh Made Easy

by Paul Hoffman

With Paul Hoffman's outstanding Made Easy guide, you'll learn all the
basics as Hoffman leads you through short hands-on exercises. All the
newest features and capabilities are explained, including features for
handling the new Macintosh System 7 operating system.

$19.95 ISBN: 0-07-881769-2 450 pages, 73/8x91/4

1-2-3 for the Macintosh Made Easy

by Mary Campbell

Internationally recognized Lotus expert Mary Campbell has now
written another classic to cover the newest version of the Lotus 1-2-3
spreadsheet that runs on the Macintosh. The book is designed to help
beginners learn everything from building a spreadsheet to graphing
data.

$19.95 ISBN: 0-07-881774-9 512 pages, 73/8x91/4

1-2-3: The Pocket Reference, Third Edition

by Mary Campbell

Next time you're wondering how to format a 1-2-3 calculation, set up
a print option, or copy a column, reach for your indispensable copy of
the third edition of this handy, bestselling guide. This Pocket Reference
features a special lay-flat binding allowing you to keep the book open
to any chosen page.

$9.95 ISBN:0-07-881777-3 224 pages, 41/4x8

Simply WordPerfect for Windows

by Kris Jamsa ‘

Kris Jamsa is back with a new book for beginning users of WordPerfect
for Windows. Prior computer experience is not necessary to
understand Jamsa’s clear instructions. A wealth of illustrations clarify
your understanding while a special lay-flat binding keeps this book
open to any page.

$14.95 ISBN:0-07-881781-1 209 pages, 53/4 x 83/4

Osborne McGraw-Hill ® Available at local book and computer stores.
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Please fill out the attached
card and mail it in. We'll
do our best to keep you
informed about Osborne’s
newest books and special
offers.

We'd like to know what
you're interested in, what
kinds of books you're
looking for, and what you
thought about this book
in particular.

YES, Send Me a FREE Color Catalog of all Osborne computer books
To Receive Catalog, Fill in Last 4 Digits of ISBN Number from Back of Book
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Company:

Address:
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I'M PARTICULARLY INTERESTED IN THE FOLLOWING (Check all that apply)
I use this software I program in

0 WordPerfect O Cor Cw

0O Microsoft Word O Pascal

O WordStar O BASIC
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O Quattro
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O Recognized author’s name

I use this operating system O Osborne/McGraw-Hill's reputation

o DOS O Read book review
0 Windows O Read Osborne catalog
O UNIX O Saw advertisement in store
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O Others O Required textbook
O Price
I rate this book: O Other

O Excellent 0O Good 0O Poor
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About the Author

| Martin S. Matthews has been working with

' computers for over 20 years, and has participated
in alpha and beta testing for many Macintosh
software programs. Matthews is coauthor of the
Osborne best-seller, PageMaker 4 for the
Macintosh Made Easy, as well as 14 books about
IBM PC software. In addition, Matthews is a
consultant and trainer who provides services to
large and small firms nationwide.
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Apple Macintosh/Hardware

As Apple’s Macintosh computer has become
more and more sophisticated and powerful,
Osborne/McGraw-Hill has received more and
more requests for a Made Easy guide that
gets Mac users up and running fast.

Here it is — The Mac Made Easy. Using

a step-by-step format and lots of illustrations

and examples, The Mac Made Easy provides

all the information you need to master your

Mac.

e Meet the Mac — find out all about the
different Mac models

o What Makes It Run — learn all about the
Mac components

o Controlling the Mac — master the mouse
and the keyboard controls

e Explore the Mac Desktop — discover all
the icons, buttons, and menus

o Files, Folders, and Disks — find out how
they all relate

o System 7 — learn about the new operating
system, including Balloon Help, file .
sharing,.aliases, multitasking, and more

"‘Q-\’Covers All Macintosh Models & System 7

Guide

H Beginning ‘

Eintermediate ||
O Advanced Il
CIAll of the above ﬂ

smu Level ‘#‘
|

Check Out the System Folder — learn

about its powerful new organizing capa-

bilities like the new folders for the Apple

menu, the control panels, the extensions,

and the startup items

* |nvestigate the Control Panel — select
desktop colors, fonts, and patterns; attach
customized labels; change the time and
date; choose sounds; and more

e Desk Accessories — operate the alarm
clock, calculator, note pad, and scrapbook

e Fonts, Printers, and Printing — find out
how to set up your printer, store and
identify fonts, and understand the differ-
ence between TrueType and PostScript

e Review HyperCard — explore its cards,
stacks, tools, audio capabilities, buttons,
and more

e Communicate with Your Mac — investi-

gate the native peer-to-peer networking of

your Mac and communications with other

systems such as IBM PCs and online

services

The Mac Made Easy is packed with
screen displays, hands-on exercises, and
confidence-building instructions that will
have you operating your Mac like a pro in
practically no time.

ISBN 0-07-88L773-0
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