
























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































A Folder hierarchy, 
and a path to a 
file, in icon-view 
windows (left) and 
in a list view (right). 

The path from the 
drive to the 
document. 

Traveling down 
through a series 
of fo lders. 
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Traveling down in the dialog. Inside an O pen/Save dialog, you' ll see a list 
of folders and files topped by a pop-up menu. T he menu indicates which 
folder you're looking in, or it shows that you're looking at the main level of 
the disk or the desktop itsel£ Moving "down" through a series of folders is a 
simple matter of selecting a folder in a list and clicking the Open button. T he 
fo lder you select appears in the pop-up menu and its contents are displayed in 
the list. The picture here shows the path from the hard disk to the ReadMe 
document illustrated in the last entry. 
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C1 Pow erMerge New In Deluxe .f.S 

IJ. Web Pnoe s . . - . 
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Moving up one 
folder in the 
hierarchy. 

Skipping steps in 
the hierarchy. 

Traveling up in the dialog. To move back up through the hierarchy of 
folders in a dialog, you use the pop-up menu. Press on the menu so it opens, 
and drag down to the second item (the first item is the current folder). When 
you release the mouse button, you' ll be in the next folder up in the path; the 
folder you selected from the menu is now the "name" of the menu, and its 
contents arc displayed in the list. (Right: drag down to move up- the Mac 
interface is not perfect.) T he picture here shows moving from the original tar­
get up to the next folder. 

let Stui!UOeluxe~¢,}-..-. •• et StumtOeluxe ,••'""'~let mes I : I 
• JtumtDolux.~lllldMO • fu et Utilities ·"~ .... ;~AdobeAcrobat ~ 

l3 license Agreement • U a In till (l MacllnkPius 9.0 

(l Stumt Orng & Drop (l s • Oesktllp Cl Stull It Deluxe 
(l Tutortnl nles (l Tuounao " '"' 
1!1 What was Installed (on -· {!] Whnt was lnstnlled ( tin -

~Whet's New In Deluxe 4.5 ~ Whnt•s New In Deluxe -f.S . . . 
You don 't have to go one step at a time through a folder path to get up 
towards the top. You can jump up to any folder in the list by selecting it in the 
pop-up menu. The picture here shows moving from the original target back 
to the disk level in one step. 

let StulfltOeluxe !t :3"""")> et Stulflt Deluxe ,•""'")>Ia tnt Ill :I 
l!:;t~Oetuxa•ReadMI! ~ ~ et nles Iff • i9Misc A 

et UtllfUes 
~ license AQreement • lie I • (l My Personal Web Site 
(l Stulflt Dr no & Orop (l Stu Iii Oesktcill- Cl PageMIII_Resources 

(l Tutorlnl riles (l Tut nat tltes Cl nererence 
{!)What wns Installed (en- 1!1 What was Insta lled (and w_ (l System raider 
[!) Whot's New In Deluxe -t.S 1!1 What's New In Deluxe ~.5 (ll.tllltles . • Cl Web Pages . 
The path less traveled. Okay, let's say you've opened the Stufflt Deluxe 
Read Me fi le that you've excavated from its nested folder, but now you want 
to read the MacLinkPius ReadMe fi le while you're still in SimpleText, the 
program you used to read the first fi le. You close the first file and use the 
Open command to open the second one. But how do you get to it? 

T he illustration on the next page shows the original path (the thick dark lines) 
you took to the first file. You can see that you have to move back "up" a folder 
and down through another one (the gray lines) to get from where you are to 
where you want to be. Unfortunately, there's no way to move "across" in the 
hierarchy except by going up where you came from, and then back down a dif­
ferent path. 

To move up, and then back down, in a dialog, you select from the pop-up 
menu (to move up) and from the list (to move down). T he second picture on 
the next page shows how you'd travel the path in the previous illustration. 



Moving »across» in 
the hierarchy 
involves moving 
back up, and then 
down again. 

Move up by 
selecting from the 
pop-up menu, 
then back down 
by selecting from 
the list. 
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Dealing with the Desktop Level 

The desktop level. Before System 7, the topmost level you could see in an 
Open/Save dialog was the system disk (usually the internal hard drive). Items 
scattered around on the desktop-loose files and folders-were included in the 
list of things on the main level of the drive. Now the topmost level is the more 
logical desktop level, which shows everything on the desktop: mounted disks, 
loose fi les and folders, and even the Trash (which is dimmed so you can't select 
it). There are several ways to jump to the desktop level in the dialog: 

• 
• 
• 

Select Desktop from the pop-up menu 

C lick the Desktop button 

Press~ 

Press ~[ Shi ft I 

That last option doesn't seem to make much sense, but it's perfectly logical in 
the overall Mac interface: it's the same key combination that activates the 
desktop itself when you're in the Finder. 

The shared desktop. just as the Finder's desktop is shared by all mounted 
volumes in the Finder, so is the desktop-level list in an Open/Save dialog. If 
something was dragged out of a floppy disk onto the desktop, for instance, it's 
listed on the top level along with items that belong to your internal hard drive. 
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On the Desktop 
level, you can tell 
which disk an item 
is stored on by 
selecting it in the 
list and checking 
what disk icon is 
displayed in the 
upper right corner. 

If you're observant (or if you read this tip) you'll know how to tell what disk a 
listed item belongs to: select the item, and the disk icon in the upper right of 
the dialog shows which disk the item is stored on. 

[Iii Desktop l ~ I a lntHD 

13. Personal Web Sharing A I Eject I 
1:1 I! 

I I Ill sysPrf.GIIbert 
DesktOp 

Ill sysPrf.kne j- .. • 
Ill sysPrf.llnl [Iii Desktop ! ~ I lffi ST&D Ill sysPrf.LIPI ,g. Personal Web Sharing [ ~ect I Ill sysPrf.Ras : 

C1 Sharew;~re Ill sysPrf.RIZ; I Desktop I Ill sysPrf.GIIbert 
Ill sysPrf.lmees I g; New I 
[!l sysPrf.llnken 

1111 sYSPI'f.I.IPPINCT I Cancel ) 
1 ~ sysPrf.Rasberry ill 
ill sysPrf.RIZZOJ "" II 22en I 

The desktop-level list order. The desktop-level list in an Open/Save dialog 
is actually two alphabetical groupings, with all the mounted volumes first and 
then the items that are out on the desktop (with the dimmed Trash can at the 
bottom). Selecting an item by typing its first letter or two is sometimes awk­
ward because of the groups. If you're looking at the top of the Jist, as in the 

e lntlf> 
Ga OSB 

[lj] ST&D 
a warehouse 
Cl cardfonts 
roc:. Communicator Pro 4.04 
Cl Shilrewilre • 
5J. Trash 

picture here, and type @] expecting to select the 
ST&D disk, you won't get it- you'll have 
selected the folder Shareware instead. On the 
other hand, if you're somewhere in the middle 
of this list and type 0 to jump back to the top, 
expecting to get the first disk, you'll wind up at 
the cardfonts folder instead. 

Saving a document to the desktop. When you want to save a document 
directly to the desktop so you can't forget about it, you move up to the desk­
top level before doing the save. But what disk is the file actually being saved 
on, since the desktop level is shared? 

The disk whose icon is displayed in the dialog is the one where the document 
will actually be saved. Which brings me to another point: 

U sing any of the standard methods or shortcuts to get to the desktop level in 
the dialog (clicking the Desktop button, selecting Desktop from the pop-up 
menu, or pressing @:IDID) moves you to the desktop level and selects the 
startup disk (usually, the internal hard drive)-even if you started out buried 
in a nested folder on a Zip disk. 

If you want to save a document out on the desktop but have it stored on a 
disk other than the startup, go up to the desktop level, then click on the target 



Set a default 
Open/Save folder 
in the General 
Controls control 
panel. 
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disk's name in the list; its icon will appear over the buttons. As long as the disk 
is selected while you're on the desktop level, the saved file will go to that disk. 

Desktops on shared volumes. Shared volumes on a netvvork don' t share 
their desktops the way standard mounted disks do. A shared volume displays a 
folder named Desktop Folder on its root level; open the folder, and you' ll see 
the things on that volume's desk."top. 

Open and Save Dialogs 

The default Open/Save folder. T he folder that's displayed when you use 
an Open or Save dialog in an application depends on what you've done so far, 
what application you're using, and the Documents setting in the General 
Controls control panel. 

Most applications display their own folders the first time you use an Open or 
Save command after you've launched the program. Once you've selected a 
folder for opening from or saving to, the program uses that location as the 
default the next time you use Open or Save during that work session; the cur­
rent folder continually changes to match whatever you used last. When you're 
running multiple applications, each application remembers its own last-used 
folder. (That wasn't always the case-in the earliest systems that let you run 
multiple applications, the system kept track of a single last-used folder, which 
was very frustrating as you moved from one application to another.) 

• 

• 

• 

O.c~nb-------, 

Vhtn optnfncJ or uving a docU'I'Ietlt, tMtt Mt to 

0 Fok!tr UHt b: nt ~ tht app11uticon. 

f) Lut 1'o~tr lm'd r. tn.1pplkaHon. 

0 DocUI'MntJ: foldtr, 

You can override this normal course of events 
by using the General Controls control panel. 
Its Documents settings provide these choices: 

Folder that is set by the application. This matches the normal 
default, which uses the application's folder as the first stop for an 
Open/Save dialog. 

Last folder used in the application. This sets the initial folder for the 
first Open/Save to match whatever was used the last time you used the 
application. 

Documents folder. This sets the default folder for Open/Save to a spe­
cial Documents folder on the main level of the drive. If you don't have 
one, it creates the folder for you. 

The Save lists. There are two text boxes in a Save dialog: the one where you 
type the name of the document, and the one that lists the folders inside the 
folder you're looking at. Only one can be active at a time, since typing could 
be naming the file or using the keyboard to select from the list. 
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There's a frame 
around the list box 
when It's active. 

To activate one box or the other, click in it or use~ to move back and forth. 
When the tex't box is active, either the text cursor is blinking in it or text is 
selected; when the list box is active, there's a dark frame around it. 

I Cl Documents j ~ I 9 1ntHD 

g about 
ll Grllphlc stuff 11 I Eject I 
ll mise [ Cl Documents ~ ~ J 9 1ntHD Cl Outlines g 11bout ~ I ~ect I ll Grllphlc stuff 

I Desktop_ J ll mise 
save tills document as: ll Outlines I £1 New) I unt itled[ 

~ 
I C4ncel l 

Save this document ns: 

II I luntltl ed I Save 

Odd items in the list. Most applications fi lter out certain items from the list 
in the Open dialog. You won't, for instance, see other applications in the list 
even if they're in the folder you're looking at (although you'll probably sec 
them, dimmed, in a Save dialog). And you' ll usually see only the documents 
that you can actually open-why have a Photoshop document showing in a 
SimpleText list? Some applications let you control the filters by selecting from 
a pop-up menu or buttons; ClarisWorks, for instance, lets you specify j ust 
word processor documents, just spreadsheet documents, and so on. 

The most disconcerting thing to see in a list, however, is something you nor­
mally don' t see at all-invisible fi les and folders. You might run across 
VMStorage, for instance, which is your virtual memory fi le. But the one that 

, When you're in a Save dialog, you can see the other fi les that are in the current folder, althoug h 

. their names are dimmed because you can't select them (since you're saving something, not 

! opening something). But it wasn't always like that. 

! Early Mac systems displayed o nly fo lders in the Save d ialog list, no t documents. This made some 

! sense, since you weren't going to be opening a document but you had to be able to open fo ld-

ers. But without know ing the names of documents already in the current folder, you often 

re-used a name and had t o deal with a "Do you want t o rep lace?" dialog-an extra step that was 

a life-saver, but shouldn't have been necessary. 

Another change: orig inally, the icons in front of items listed in an Open or Save dialog list were 

: generic ones, indicating only whether each it em was a document, an application, and so on. 

System 7.1 was the first to provide miniature versions of the actual desktop icons for each item. 



The mystery folder. 

Creating aliases 
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puzzles most users is the Move&Rename folder that sometimes shows up in a 
list, and sometimes doesn't, seemingly at random, and with funny leading 

Ia lntHO I ~J 
(lt+-.... DMove&Rename 

Cl Apple Extras 

characters in the name, too. This is simply an 
invisible folder used for file sharing; if you have 
sharing turned on through the File Sharing 
control panel, the folder is created on the main 
level of your system disk. 

t;1 Applications 

Eject button leaves the ghost. The Eject button is activated when you're 
using a removable disk; you can use it for the current disk whether you're on 
the desktop level or down several folders. But the ejection doesn't remove the 
disk's icon from the desktop; it leaves the "ghost" discussed in Chapter 4, and 
sooner or later you'll be asked to reinsert the disk unless you go back to the 
desktop and get rid of the ghost. 

Tidbits. Some odds and ends about Open and Save: 

• 

• 

• 

• 

• 

• 

Which documents are listed in an Open/Save dialog depend on the appli­
cation you're using. Some applications display only their own documents, 
some show all the documents in the current folder (even though you 
won't be able to open them), and some let you choose which documents 
should be listed. 

The Save button in the Save dialog changes to an Open button when 
you've selected a folder in the list. This makes sense, since you're opening 
the folder, but early Mac systems left the default button as Save even 
when its function was to open a selected folder. 

Aliases are italicized in lists. "Opening" the alias opens the real thing, 
whether it's a folder or a document. 

Names that are too long to be displayed in the list are truncated, with an 
ellipsis added to show the displayed name is incomplete. 

When you create a new folder with the N ew Folder button, make sure 
you're in the right spot: the new folder will be placed inside the folder 
that's currently displayed in the list box. 

When you insert a disk-a floppy, CD, or any removable media-while 
an Open/Save dialog is open, the dialog automatically displays the con­
tents of the newly inserted disk. 

The alias Option option. The niftiest trick for Open/Save dialogs is 
the alias loption l option. Hold down IOptionl while you "open" an al ias in the 
list, and you're transferred to the folder that holds that item (the file isn't 
opened). This works whether the alias is for a fi le or a folder. You can 
add I Option I to any of the ways you'd normally open an item in the list: press 
I Option I while you click the Open button, add it to the @}fiQ] combination , 
hold it down while you press iReturn l to trigger the default Open button, 
or keep it down whi le double-clicking on the item in the list. 
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Shortcuts in the Save and Open dialogs. Because you use the Open and 
Save dialog boxes all the time, there are plenty of shortcuts available to get 
you through them quickly: for "clicking" buttons, moving through folders 
and disks, and moving through items in a list. They're rounded up in the 
following table. 

Open and Save Dialog Shortcuts 
To ucllck" buttons: 

Cancel 

Desktop 

Save 

Open 

New Folder 

Eject 

To move through folders and disks: 

To the next available disk 

To the previous available disk 

Up one folder level 

Down into the folder selected in the list 

To move through the list: 

To select the previous or next item in the list 

To select a specific fi le 

To view the previous or next group in the 
list (equivalent to clicking in the scroll bar) 

To view the top or bottom part of the list 
(equivalent to dragging the scroll box to 
the top or bottom) 

Por the l~m~ d .. logt 

To activate the list or the text box 

@ij]or~ 

fQID]) or lm!i Shift I 

!Return] or !Enter! or~ 

I Return] or !Enter] or~ or double-click item in list 

~ 

~riD 

~ 

~I:B 

©:ID!) or click on the disk icon 

@]il±) (or !Return] or I Enter! to trigger the Open button) 

(!]and G) 

Type as many letters as necessary to differentiate the 
file from the ones before and after it alphabetically 

~or !Page Down] 

!Home] or~ 

00 to alternately select, or click in the list or box 

The Go To folder. Create a folder and name it Go To (or something similar), 
but make sure you put a space as the first character in its name so it always 
percolates to the top of a list. Leave it on the desktop. 

Put aliases of the folders you use the most inside the Go To folder-your 
projects, the System Folder, whatever. No matter what application you're 
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working in , and no matter where the Open/Save dialog puts you, it's simple 
to get w here you want to go: 

1. Type &ID:Q) to get to the desktop. 

2. Press (Spacebar! to move to the Go To folder. 

3. Press (Return[ to open the folder. 

4. Type a letter that will select the folder you want. 

5 . Press (Return [ to move to the folder. 

It seems like a lot, but it takes less time to do it than to read about it. I find 
this setup incredibly convenient because no matter what I'm doing, the places 
I need to be most often are readily accessible. 

Select, but don't open. Sometimes a program or utility wants you to indi­
cate what folder should be used for a special purpose-where to save special 
files, or where to retr ieve them from, for instance. The Open dialog is nor­
mally used for this procedure, even though you're going to select a folder, and 
not open it. Unfortunately, there's no set way to do this: sometimes the folder 
you're selecting has to be opened and showing in the pop-up menu, some­
times it has to be just selected in the list; and sometimes there's a special 
button provided and sometimes you just have to use the Open button (even 
though you're not opening the folder). 

The sort of generic approach used by many appl ications is shown in the first 
picture here: a Select button is added to the list of standard buttons in the 
Open dialog. But QuicKeys handles the situation very nicely: click on a folder 
in the list, and a button beneath the list makes it very plain that you can select 
that folder, while using the standard O pen button would open it. 

Select a folder. 

I~ Utllltles I ~ I 8 1ntHD 

1l Apple Extrns .!. 
C1 Disks [ (jert 

1l Expreuo ( Deslctop 
Qmes 

~ Cl Fonts Open 
Cl Gl"aphlcs 

I Se lect Q Gunu 
l!l lcons I Cancel 
Q Misc . 

Some dialogs just add a Select bu tton. 

I 
I 

I 
I 
I 

I~ System Folde r I ~ [ 
l.l Apple Menu Items 
Q Application Support 
Cl CE Software 
Q a oris 

e lntfiD 

f;lect 

Deslctop 

~ atpboard I cancel 
t:). CMSCP 
c:i Contextual Menu It ems • I! Open 

~~Se~le~ct~"~Ap~p~le~M~en~u~lt~em~s; .. ~ 

QuicKeys' folder selection in the Open dialog. 

Adobe's PageMill , on the other hand, isn't quite as fr iendly. T he pictures here 
tell the story: you're supposed to choose a location, so you select a folder and 
have no choice but to cl ick the Open button. You go into that folder, and the 
first item is automatically selected (which is standard for Open dialogs every­
where); but because the first item is a folder, the Open button is still active. It's 
not until you think to click on a dimmed item in the window to deselect the 
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PageMill's method 
for folder selection 
in an Open dialog 
is unfriendly: 
unless you click to 
deselect the folder 
in the list, you'll 
never see the In 
Here button. 

Default Folder 

' 

folder in the list (and why in the world would you think of that?) that the 
Open button changes to In Here, indicating that you can select the currently 

opened folder. 

Oloose Loct1llon ... Oloose Location-

le ln!IIO J ~I 0 1ntiiD I Cl raueMIIIJietourtes 1 ~ I s lntiiD 

19- Microsott ~ I u•cl I 9 Old tfli1T ~ I (Jert I 
~Mise I Desktop I U dlttnton tl s .q U I Desktop I 
~ Mv Personal Web Site 

I (l New I 
9hn•uei.W 

I !:1 New 1 ~~llllasaurtas 0 ltnoue2.Qtr 
~ Rereren<e 0 ltnnueJ.gsf 

~ System ra ider I cancel I (ltmnue4.gll I CGnc::el I 
~Utilities 

II I 
~ lmtt (IC~qltf 

II I . oeen 15 QTimc nlovles . Open 

Otoose Location ... 

I Cl Pouet.tii.Resoun:es ; I Q lntiiD 

~~ oldstuf1' A I aett 1 
0 dt• muntl s.glf I Desktop I ~~ ltnoue t.glf 

I~ New I 91mnue2.ull 
q) IUit\UCJ.(IIf ---
9tmouei.(JII I COnte I I 
QitnntJCS.qlf 

II I 15' QTirnc movtcs . In Here 

Enhancing the dialogs. A shareware product that puts commercial prod­
ucts to shame (not to mention that it should embarrass Apple for not having 
built more controls into the Open and Save dialogs), Default Folder ($25, 
shareware) adds a few little things to your dialogs-but it's the little things 
that mean a lo t. 

Default Folder puts three little icon menus where the icon of the current drive 
usually appears (although you can set the icons to appear only when you put 
the mouse cursor in the area). The menu you'll use the most is the one that 
lists folders you've visited lately, so you can jump right back to them without 
moving up and down through the standard folder hierarchy. You also get to 
add permanent folders to the list, and define a default folder for each applica­
tion to use when it first opens. T he second menu provides the commands to 
add things to the first menu, as well as extremely handy Get Info and Trash 
commands. (Trashing things right from the Open/Save dialog-we've been 
waiting for that from Apple for nigh unto 15 years now!) T he third menu lists 
all the mounted volumes so you can jump right to the one you want. 

In addition to these basics, there are all sorts of niceties. Can you see an 
open desktop w indow in the background? Just click on it and the dialog lists 
it as the currently open folder. Can't see the background because the dialog 
is in the way? Default folder lets you move the dialog. In all , this is a can't­
Jive-without-i t uti lity. 

Another handy enhancement is Dialog View (shareware, $25) which lets you 
,,/ modify the Open/Save box in several ways: make the list longer (and the box 

shareware.com wider); change the font and size for the list; set folder names to show in bold; 
and change the size and style of the icons in the list--or remove them com-



Defaul t Folder 
adds three menu 
icons to the 
Open/Save dialog 
that let you quickly 
navigate to target 
folders as well as 
trash or Get Info 
on selected files. 
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pletely. These are nice enhancements, but compared to the functionality 
Default folder offers, the price is a little high. 

Then there's Window Monkey ($20, shareware), described earlier in the 
chapter; its menu stays active while Open and Save dialogs are open, listing 
recently used folders for you to choose from (except in some snobby pro­
grams, like Microsoft Word, where the Window M onkey menu is dimmed 
when a dialog is open). 

Select a Document: 

[g]ID!Bl I IC! Oaris I ; j 
~ claddon.clr ... 168382

11: Mnke " CIIIrls" the Defllu lt Folder 
Add "Ciorls" to the Folder Menu 

[1 Onrls Fonts ;!; II Open Open "Oarls" In the Finder !li!F 8a Clnrls Spelling Enllbler cre11te 11 New Folder In " Ciarls" 88N 
Cl oarts TrilnSiators I Cnncel_ 

Get Info on "(loris Fonts" 88 1 
ji; Clnrls XTND System L Find File_. Move " Oarls Fonts" to Trash 88T 
~ ClarlsWorks Balloon Help I 

The Dialog/Default combo. If you use both Dialog View and D e£:1ult 
Folder, rename one or the other to force Dialog View to load first, or you'll 
wind up with clashes and crashes. I've renamed Default Folder to Diefault 
Folder to prevent the problem. 

Document Interchange 

File Formats 

About file formats. Text is text, right? Why can' t you open a word 
processed document in any word processor? 

Well, if the fi le contained just text, you could. Most English-language pro­
grams use a standard code called ASCII to spell out the letters of the alphabet 
and basic punctuation. Unfortunately, most word processing fi les don't con­
tain just ASCII text characters: they also include special codes that tell the 
program how to display and print the information with the formatting you've 
applied. These codes vary from program to program. As a result, each pro­
gram is said to have its own file fonuat, or native format. 

Trying to open a fi le in a program other than the one in which it was created 
can cause problems. In some cases, you won't be able to open the fi le at all; in 
others, you'll be able to open the fi le but it will be full of all sorts of extra 
characters that'll look like gibberish. - DD/JB 
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Getting a file type 
and creator code 
from Find File. 

File types and creator codes. Every fi le has two four-letter codes attached 
to it: a creator code and a .file type. Both codes are always four letters; if you see 
one that looks like it's only three letters, there's a leading or trailing space 
that's an important part of the name. 

The creator code tells the Mac which application created the fi le-it's how the 
Finder knows which application to open w hen you double-click on a docu­
ment. (An application's creator is itsel£) Creator codes are registered w ith 
Apple, so no two programs can have the same code. 

The file type is the kind of file (boy, that really clears it up, doesn't it?). Word, 
for instance, can create its own native document fi les as well as text files, sup­
port files like Glossaries-they're all different fi le types from the same creator. 

Finding types and codes. Here's how you can get any file's type and cre­
ator code w ithout any additional software: 

1. In the Finder, open Find File. 

2. Selectfile type from the first menu. 

3. C lick the More C hoices button. 

4. Select creator from the first menu in the second row. 

5. Drag the icon of the file you want to know about into the Find File 
window. 

The fi le you drag actually stays in its original location, but when you let go of 
the mouse button you'll see the two codes in the window. The picture here 
shows a C larisWorks word processor file. 

() J;';i]""' " nndnte " ~ "'"-"-~9: 

Find Items I = on " lnt l«l" I ~ I whose !B I fil e type I ~ llts I ~ li<.WWP 
I creator ( ~Il ls I ~ IIBOBO I 

I -
[ More Ololces l[ Fewer Ololces l ~ Find I 

Changing types and codes. Several utilities can not only check creator 
codes and file types, but also let you change them. These two are the best: 

~ • The $20 shareware DiskTools Collection includes DiskTools itself, an 
l!!tj ever-handy utility that's been around (with appropriate improvements) 

DiskTools for a decade. It can find things with a sophisticated combination of 
commands, show you invisible items, and let you see and change file 
types and creator codes. (It also comes w ith the PhonePad utility and 
two calculators.) 

• T he $10 shareware More File Info is a contextual menu extension that 
lets you get info like the fi le and creator type w hen you point to some­
thing on the desktop-and, while you're there, you can change it, too. 
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Fork it over.All Mac applications, and many documents, consist of two 
parts: the data fork and the resource fork. For applications, the data fork con­
tains the code that makes the program work; for documents, the data fork 
contains the text of the file and the formatting commands. An application's 
resources are the pieces that are reused at different points of the program, 
like icons and dialog boxes; the dialogs themselves are made with other 
resources, like icons and buttons. For a document, the resource fork con­
tains things like the file type, creator code, and created/modified dates. 
Apple's infamous ResEdit program is a resource editor that lets you change 
items in a fi le's resource fork (that's covered in Chapter 10). 

ASCII Files 

ASCII.ASCIJ ("ask-key") is an acronym for the American Standard Code for 
Information Interchange, which is a universal system of numbering charac­
ters. Every text character, tab mark, paragraph mark, punctuation mark, and 
other common text symbol has its own ASCII number, which all computers 
understand. 

All computers support at least the original 128-character standard ASCII set; 
the Mac uses an extended, 256-character version. That's why some characters 
you can create in a Mac text editor, like e or©, may not be displayed if you 
paste the text into an on line message window, which usually accepts only the 
128 standard ones. The characters in the extended set, shown in the table on 
the next page, are numbered from 0 to 255; the characters 0 through 128 are 
common with the original ASCII standard. The first 32 numbers are reserved 
for non-printing characters like tabs, newlines, and returns, so they aren't 
shown in the chart. 

Most applications use ASCII to code the text you type in, adding their 
proprietary formatting and layout codes around it. If you want to share files 
between programs, ASCII is always a safe way to get the raw text (and noth­
ing else) across. -SZA/JB/HN 

Text files. For exchanging text information, ASCII is a sure bet: it can be 
read by any text-processing program. If all you need is the text, but no for­
matting (not even bold and italic styles, although tabs and returns are 
preserved in basic ASCII), it's as good as any other format, and its small fi le 
size is a bonus. 

Most non-graphics Mac programs (word processors, spreadsheet, databases) 
offer a text-only save option, which might be referred to as text or ASCII. If 
you're going to save a text version of a document, you should first save it in a 
standard format so you have a copy that has all the formatting; then, do a Save 
As to save the text version. -SZA/00/HN 
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ASCII Codes 
32 spc 

33 I 
34 
35 # 

36 $ 
37 % 

38 & 

39 
40 
41 
42 
43 + 
44 

45 
46 
47 
48 0 

49 1 

50 2 

51 3 
52 4 

53 5 
54 6 

55 7 

56 8 

57 9 

58 
59 
60 < 

61 
62 

63 

= 

> 

? 

64 
65 
66 
67 
68 
69 
70 
71 
72 
73 
74 
75 
76 
77 

78 
79 
80 
81 
82 
83 
84 
85 
86 
87 
88 
89 
90 
91 
92 
93 
94 
95 

@ 

A 
B 

c 
D 
E 

F 
G 

H 

I 

J 
K 
L 

M 

N 

0 
p 

Q 

A 
s 
T 

u 
v 
w 
X 
y 

z 
[ 

II 

96 
97 
98 
99 

100 
101 
102 
103 
104 
105 
106 
107 
108 
109 
110 
111 
112 
113 
114 
115 
116 
117 
118 
119 
120 
121 
122 
123 
124 
125 
126 

a 

b 

c 
d 

e 
f 
g 

h 

j 

k 

m 
n 

0 

p 
q 

5 

u 
v 
w 
X 

y 
z 

128 
129 
130 
131 
132 
133 
134 
135 
136 
137 
138 
139 
140 
141 
142 
143 
144 
145 
146 
147 
148 
149 
150 
151 
152 
153 
154 
155 
156 
157 
158 

127 none 159 

A 
A 
<; 
E 
N 
b 
0 
a 
a 
a 
a 
a 
a 
9 
e 
e 
e 
e 

ii 
6 
0 
6 
0 

0 

u 
u 
a 
0 

160 
161 
162 
163 
164 
165 
166 
167 
168 
169 
170 
171 
172 
173 
174 
175 
176 
177 
178 
179 
180 
181 
182 
183 
184 
185 
186 
187 
188 
189 
190 

191 

¢ 

£ 

§ 

~ 
B 

® 
© 
TM 

00 

1t 

a 

0 

192 ;, 
193 
194 
195 ..J 

196 f 
197 
198 /j, 

199 
200 )) 
201 
202 
203 A 
204 A 
205 6 
206 CE 
207 (l) 

208 
209 
210 
211 
212 
213 
214 
215 0 
216 y 
217 y 
218 I 

219 0 

220 
n 221 
re 222 fl 

0 223 fi 

224 :f: 
225 
226 
227 
228 %o 

229 A 
230 E 
231 A 
232 E 
233 E 
234 
235 
236 
237 
238 6 
239 6 
240 
241 0 
242 0 
243 (J 

244 0 
245 
246 
247 
248 
249 
250 
251 
252 
253 
254 

255 

Text with layout. M icrosoft Word o ffers another option in its Save dialog to 

turn a formatted file into ASCII text w ithout los ing all of its spacing: Text with 
Layout. With this option, Word saves the file as text, inserting spaces to re-create 

spatial formatting like indents, tabs, tables, and line and paragraph spacing. 

This makes it possible to have a p lain text file with the white space that was 

present in the formatted document. - DD/HN 

Spreadsheet and database formats. ASC II is also a s tandard format fo r 

transferring information from spreadsheets and databases, but these programs 
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need more information than just the text. They need to be told what text goes 
into each field and how to separate groups of fields into records. The standard 
way to do this is to place either tabs or commas between the fields (or 
columns), and returns between the records (or rows), in a format called tab­
delimited text or comma-delimited text. N early all spreadsheet and database 
applications, including personal information managers, let you import and 
export data in these formats. -RSRJHN/JB 

Inter-Application Exchanges 

Built-in translation. Many programs have built-in translators for files cre­
ated by other applications. If the translator you need is present, you' ll be able 
to open the file with all the information and formatting intact. All you need to 
do is open the file from within your application; sometimes the program's 
Open dialog provides a pop-up menu to display the file formats the program 
supports. -ML 

Interchange formats. While te>.:t can be read by almost any program, and 
native formats can be read by their creators and some other major players in 
the same categories, there are some intermediate or interchange file formats that 
are recognized by many different programs. Not all the information is carried 
in an interchange format, but what's lost is usually formatting that's easily re­
applied. Most programs offer at least one interchange format as a Save option. 

The basic te>..1:-based interchange formats are: 

• 

• 

• 

• 

RTF (Rich Text Fonnat): Supported by many word processors and 
page layout programs; preserves formatting like fonts and styles, and 
sometimes even style sheets. 

SYLK (Symbolic Link): Primarily for spreadsheets, also used by some 
databases; preserves formatting like commas and column widths along 
with formulas. 

DIF (Data Interchange Format): Primarily for databases, also for 
spreadsheets; field names and data are preserved, but not formulas or text 
formatting. 

DCA (Docuntent Content Architecture): M ore popular in the PC 
world, where it's supported by many word processors; can be translated by 
MacLink.Pius (which comes with the system software) for Mac programs. 

Graphics don' t have similar interchange formats, although certain file types 
(like PICT, T IFF, and EPS) are so common that many programs handle them, 
obviating the need for an interim format. 

Easy does it. The Mac OS Easy Open control panel (known as simply Easy 
Open) doesn't actually open or translate any of your documents. What it does 
is replace the "Application not found" alert with a dialog box that lets you 
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Easy Open 
provides only a 
few options, but 
can be a great 
help, especially 
when used in 
combination with 
M acLinkP/us. 

dataviz.com 

choose an alternate applicatio n to open a document when the parent applica­
tio n isn 't available. 

Yo u configure Easy O pen with the optio ns in the control panel. There arc 

three Translatio n C ho ices Dialog box options, w hich control what happens 

when Easy Open is triggered: 

• Always show dialog box. If you tum this o n, you' ll get an applicatio n 
selectio n d ialog every time you try to o pen a document whose creator 
isn' t o n your Mac. Tum it off, and the dialog appears only the fi rst time 
you o pen a document with a specific creator code; after that, Easy O pen 
will open all documents with that same creator code in whatever applica­
tio n you picked the first time. 

• Include applications on servers. With this o n, Easy Open will labori­
o usly search all m ounted disks, including file server volumes, for 
applications w hich can open the document type. This takes a lo11g time, so 
you ' ll usually want to keep this unchecked. 

• Auto pick if only 1 choice. Although this seems like a logical o ption, if 
the o nly cho ice is a bad one and Always silo tv dialog box is turned off, yo u' ll 
be stuck with the bad choice every time you try to open a document w ith 
that creator. -SZNDC/ML 

0 ~ Mllc OS EIISY Open """~ ~~ ;c . _ . El 

Automatlo document tronslat;on : fJ On Q Off 

Trlllsl.olm Cholcu Dlolo<j box -

0 Alvays sho.,.. dialog box li'JTranslate "TEXT" documtnls 

0 lnoludt applic~t1ons on strvers: 

lit Auto pick If only 1 choice Delete Preference sM. 

Not so easy, but not impossible. As you use Easy O pen, you build up a 
list of document/application relationships that are used automatically. 

Unfortunately, you can't edit this list, and it may becom e outdated as your 

applications and needs change. 

If you use the contro l panel's Delete Preferences button, your entire list o f 
relationships is th rown out and you have to start from scratch. Bu t if you turn 
the Always show dialog box option on in the control panel, you'll be asked , every 
time you open an "orphan" document w hat application you want used-and 
changes are recorded in the list. 

MacLinkPius. Once a separate program fi·om Data Viz, MacLinkPlus is now 
included with O S 8. MacLinkPlus is a file-translatio n uti lity that uses special 
filters to translate one file format to another so you can open a document in an 
application that didn' t create it, yet preserve formatting and mher no n- text 
information . The translators work not only with MacLinkPlus, but also with 
Easy Open, C laris products, and Microsoft products. So, with the translators 
installed (they go in a DataViz fo lder in the System Fo lder) , you get more Save 
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and Open options in Easy Open and in some application programs, too. 
MacLinkPlus/PC Connect ($200) is sti ll a separate product; it includes 
both hardware and software so you can connect a Mac and a PC to each other 
and transfer files back and forth . 

MacLink Minus. If you get a notice that "MacLinkPlus has expired: This 
product is a demo version." when you're using it or Easy Open (which uses 
it) , don't worry: it's not a demo version, and it hasn't expired. It generally 
means, however, that you've got a corrupted MacLink file someplace or the 
install was incomplete (or just messed up) or your desktop needs to be rebuilt. 

Try the easy thing first: rebuild your desktop by restarting and holding 
@:Woptionl down. If that doesn't work, you'll have to do a clean re-install of 
MacLink Plus from your system CD: 

1. Trash MacLinkPius Setup (from the Control Panels folder), MacLinkPlus 
for Easy Open (from the Extensions folder) and the Data Viz folder (from 
the System Folder). You won't be able to empty the trash if the control 
panel and extension were loaded on the current startup, but you can just 
leave them in the trash for now. 

2. Insert your system CD. (The CD doesn't have to be the startup; you can 
still be running from your internal hard drive.) 

3. Open the Software Installers folder. 

4. Open the MacLink Plus folder. 

5. Double-click on the Installer icon. 

6. Run the Easy or Custom Install option. 

Mter installation, the Mac is automatically restarted and its desktop is rebuilt. 

For graphics. Adobe Photoshop is a champ at handling all sorts of file for­
mats because it has so many built-in fi le translators. But when that's not 
enough--or if you don't have Photoshop-thcre arc standalone products that 
let you translate graphics fi les from one format to another. (These products 
are covered in C hapter 19.) 

• DeBabelizer Toolbox ($400) and DeBabelizer Lite ($140) from 
Equilibrium Technologies supply dozens of translation filters for more 
graphics formats than you can name. The Toolbox, of course, offers more 
filters, and while both programs can work on folders full of fi les in one 
fell swoop, the Toolbox version offers full batch-processing scripting and 
some image editing capabilities as well. 

• 'fransverter Pro ($400) from TechPool lets you manipulate Postscript 
files, converting them to TIFFs or EPS format that you can edit and/or 
place in your programs. 

• GraphicConverter and GIFConverter are great shareware translation 
utilities that handle most basic graphics translation needs. 
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Electronic publishing. Electronic publishing tools like Adobe Acrobat let 
you create a document that's readable on another computer without worrying 
about applications, fonts, or translators. Using the utility's driver in the 
C hooser, you "print" a copy of the document to the disk, and anyone with the 
correct "reader" (which is distributed for free) can access the contents of the 
document. But this doesn't offer edi table documents to the recipient, which is 
the thrust of this chapter. 

OL~l As you might expect, Microsoft wasn't satisfied with Apple's Publish 
and Subscribe [Neitl1er 111as a11yo11e else!-SZA]. So, it developed its own way to 
share information between files: Object Linking a11d Embedding (OLE). O LE is 
similar to Publish and Subscribe (described in Chapter 10) in that it lets you 
maintain a live link between documents. But rather than making part of a docu­
ment available as a separate fi le, OLE lets you embed an entire document inside 
another one. The embedded document, called an object, can be an existing file or 
a new document you create from within the destination application. 

Here's an example. Say you're creating a report with Microsoft Word and you 
want to include a Microsoft Excel worksheet within it. You position the inser­
tion point where you want the worksheet to appear and select Object from 
the Insert menu, and choose an existing file or create a new one. A worksheet 
grid appears in the Word document and the menus and toolbars change to 
offer Excel commands; clicking outside the spreadsheet grid lets you work 
with the Word document. 

The main benefi t of OLE over Publish and Subscribe is that OLE doesn 't 
require an intermediary fi le. In addition, simply double-clicking the embed­
ded object opens it with the application that created it, if that application is 
installed on your Mac and you have enough available memory. But like 
Publish and Subscribe, OLE is only avai lable within programs that support 
it-such as all Microsoft applications. -Ml 

PC File Exchanges 

Internal differences. Here's a roundup of the things that cause problems 
when you try to share files between Macs and PCs: 

• Text characters. PC text files often include additional characters such as 
line feeds at the beginning of lines. These characters may appear as little 
boxes when the file is viewed with a Mac te>..1: editor. Line feeds must be 
stripped out of a document for proper word wrap. 

• Special characters. Macs and PCs use different character sets: Macs usc 
an extended ASCII character set of256 characters, including symbols and 
accents not normally available on PCs. If you use special characters in a 
Mac document, they may not display properly when the document is 
opened on a PC. 
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File formats. A document usually includes information understood only 
by the application that created it. This information may confuse other 
programs, j ust as it does when incompatible file formats are used between 
Mac programs. 

Mac file forks. Most Mac documents consist of two parts-the resource 
and the data forks. PCs don't have the same kind of fi le structure, so they 
don't know how to deal with it. 

DOS file extensions. Macs and PCs usc different schemes to associate 
data documents with applications. PCs just ignore the four-letter type and 
creator codes on Mac documents. The Mac has no built-in way of inter­
preting the three-character filename extensions that identify the creating 
application in the PC world. - SZA/RSR/MVHN 

Cross-platform applications. Most major applications are available for 
both Macintosh and Windows users. In most cases, these programs have simi­
lar (if not identical) feature sets and file formats on both platforms, so the 
Mac version can read PC -created files, and vice versa. Choosing the same 
application on both the Mac and the PC makes sense if you plan to share fi les 
across platforms. 

There are some caveats, however. First, sharing features and file formats does 
not guarantee that documents will look precisely the same on both platforms. 
Font differences that foul up the formatting of a word processor document is 
just one example of the kind of problem you might encounter. And cross­
platform sharing isn't always as easy as just opening the other fi le; you may 
have to use a special intermediate file format, which m akes going back and 
forth from Mac to PC much less convenient. 

Still another complication is that there are often long lags between Mac and 
Windows releases of new versions of the same product. The user with the 
newer version may have to save files in the older format-and therefore may 
not be able to take advantage of the newest features-if the document has to 
be portable. If you're running a cross-platform operation, it might be worth 
holding off on upgrading one side until the other side catches up. - RSR/MVHN 

Translation. Many of the same translation util ities that work for intra-Mac 
documents work for cross-platform documents. Some are built into popular 
applications (like Word and Photoshop), and others work as stand-alone: 
MacLinkPius, DeBabelizer, and Transverter Pro all handle PC-to-Mac (and 
back) translations. - RSRIHN 

PC Exchange. T he PC Exchange control panel works in the background, 
letting you mount PC-formatted disks on your desktop (it also p rovides a PC 
formatting option when you initialize or erase floppy disks). But PC 
Exchange's primary function is to let you double-click on a PC-formattedji/e 
and have it open automatically in the Mac application of your choice. Any PC 
file that has a three-letter extension (a period and three letters follo·wing the 
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This setup will 
open two different 
DOS extension files 
into the Mac 
version of 
Microsoft Word. 

1:1'! '"""';:i! PC Exch~noe ~8 
r.oo usW,.tnH'It btki'W dtltnninu .... hlch 

M.oinlosh .-ppUeation Pf"'9"1ln is u:std 'W'htn 
vou Oflti\ DOS doewntnts with a partiw1M" suffix. 

~ AppUo&Uon PYo9r"atn Documtnt l\JPf 

.DOC 1U' Mb'ouft Vc.t'd @v6BH a 

.TXT 10' H5croso(t 'W'ord @v6BH -----·--

. 
I Add- I I Otano•-- I I Rrmuve I 
~on 0 on I Options- I 

-

basic file name) can be "mapped" to a 
specific application through the control 
panel. So, double-clicking on a .TXf 
file can open SimpleText or the word 
processor of your choice; double-click­
ing on a .DOC fi le can also open into 
your word processor. All you have to do 
is use the control panel's Add button, 
type in the extension letters, and select 
the application and document type of 
your choice with the buttons and 
menus provided in the window. 

PC Exchange doesn't do any file translations (as does MacLinkPlus), so this 
mapping isn' t a guarantee that you'll be able to use the file-it simply means 
you can try an automatic open into an application rather than having to use 
the application's Open command. 

For word processing. Word processing files are probably the easiest types 
of files to share, formatting intact, because so many of the popular programs 
are cross-platform and allow their documents to be saved in formats that can 
be read by other popular programs on either platform. 

If your word processor doesn't acknowledge the rest of the world, or the per­
son you're getting a PC file from has an unfriendly program, you'll probably 
be able to export in RTF (Rich Te},'t Format, described above under Mac file 
formats) and then import that format, with the word processor doing all the 
necessary interpretation to preserve both the text and the formats. 

Spreadsheet and database information. Tab- or comma-delimited text 
is a standard format for transferring information from spreadsheets and data­
bases; nearly all such applications let you import and ex'Port data in one or both 
of those formats. The data is stored as ASCII text, the delimiter character sepa­
rates fields or columns, and return characters normally mark the ends of 
records or rows. All spreadsheet and databases let you export and import text 
files, so you can always be sure of being able to get information from platform 
to another as well as from one platform to another, when you're using spread­
sheets and databases-even if you have to give up some formatting. -SZA/RSR/HN 

The SYLK and DIF interchange formats described above in regard to Mac file 
formats also work on other platforms, so even formulas and some formatting 
can usually be transferred from one platform to another. 

Graphics formats. A good way to transfer graphics files between platforms 
is to rely on applications that read and write multiple formats, like Adobe 
Photoshop and Deneba Software's Canvas. Another approach is to turn to a 
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utility such as DeBabelizer, 11-ansverter Pro, or GraphicConverter (described 
earlier in the chapter). As for the three most popular Mac graphics formats: 

• The PIC T graphics format is not widely supported in the PC world, 
although a few PC programs can read it and most conversion utilities can 
translate it into something more universal. 

• Tag Image File Format (TIFF), the standard for scanned images and 
bitmaps, is platform-independent but subtle differences exist bet\veen the 
Mac and PC versions. Photoshop, MacLinkPlus, and FlipTIFF (free­
ware) can help when you are translating TIFF files beween platforms. 

• The EPS (Encapsulated PostScript) format allows Mac and Windows 
users to save preview images along with PostScript fi les. Those previews 
don't travel well across platforms, so don't include them if you'll be 
handing them to a Windows user. - RSR/HN 

Compression standards. As with other products, the Mac and the PC 
have different standards when it comes to compression. PKZip ($50 from 
PK.Ware) is the most popular PC equivalent to Aladdin Systems' Stuffit fami ly 
on the Mac. 

If you receive a file with the suffix .zip, it has almost certainly been com­
pressed with PKZip and you'll need to decompress it before you can use it. 
Stuffit Deluxe has an Unzip command in its Translate menu. Ziplt ($10 
shareware) is unique in its ability to create as well as decompress Zip archives. 

If you don't have Zipit and need to compress a file before sending it to a PC 
user, there's a version ofStuffit Expander that works on PCs. -RSRJHN 
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Your Mac and Its Memory 

K, bytes, megabytes 
and more 

Chapter2 

The first line of 
information in the 
About box tells 
you how much 
RAM is in the 
computer. 

Memory Basics 

RAM basics. When someone refers to a computer's memory, they're gener­
ally referring to RAM, its rattdom access memory. It's called "random access" 
because you can get to any piece of it without having to go through th~:: infor­
mation in order. (A brief informational side trip: in the stone ages of 
computers, any information storage was referred to as memory-including 
disks. Before disks, there were tapes that stored information, and that "mem­

ory" was read into a computer serially-from beginning to end. Hence the 
random access phrase to describe non-serial access to stored items.) 

What's in RAM is there only as long as the computer stays on. If you turn off 
the computer or something interrupts the power supply, everything in RAM 
disappears. That's why it's so important to save your work at frequent intervals. 

e Disk lnt HD Is filii. Please save the 

Memory versus disk space. 
Just a helpful reminder: when you 
get a Not enough memory message, 
that's referring to RAM, not to 
space on your disk. This often 
causes confusion among begin­
ners. There's a big difference 
between the two dialogs here­
with one, you're out of disk space; 

document on 11 dltrerent disk. 

0 Not enough memory to 
complete the operation. 

II OIC=:JI 

ij OK J 
the other means you really don't 
have enough memory. 

How much memory do you have? To find out how much memory you 
have (well , not you, but your computer-you can assume your memory is 
diminishing with age), choose About T his Computer from the Apple menu 
when you're in the Finder. You'll get a full report on not only how much 

About This computer 

- ~ 
Mac OS computer 

- .. ~ . - .. ~ 
Bulll-lo tto .. rv: 48 MS 
Vlrhal Ho .. r u: 51.3 MS U>Odon lnt HO 
laroat Unosod Bloct: 37.6 MD 

memory you have, but how it's being used. 
The part labeled Built-in Memory is the 
RAM you have in your computer; the part 
labeled Virtual Memory is the standard 
RAM plus whatever amount of vi rtual 
memory is turned on. (All of this is detailed 
later in the chapter.) 

How much memory do you need? As much as you can afford, and then 
some. Luckily, the cost of RAM is peanuts compared to what it once was, so 


















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































