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Movmg up one
folder in the
hierarchy.

Skipping steps in
the hierarchy.

Chapter 12: Applications and Documents

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 are displayed in the list. (Right: drag down to move up—the Mac
interface is not perfect.) The picture here shows moving from the original tar-
get up to the next folder.

0 Stuffit Deluxe

~ Ffles

Qstm‘mneim:e 3 “...“)

[2] [(§ Adobe Acrobat -
3 MacLinkPlus 9.0
] Stuffit Deluxe

@ License Aurnemen!

C3 Stuffit Drag & Drop
(3 Tutorial Files

[#] What was installed (an -
[#] what's New in Deluxe 4.5

@wnulwas installed (an ..
[1) What's New in Deluxe 4.5

<1

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.

\v [&] Mlsc
(1] My Personal Web Site
Q PageMill_Resources

Sltiibist e et bl
[) License Agreement

= Int HD
(3 Stuffit Drag & Drop

0, st

C§ Tutorial Files ] Tutdia ] Reference
[€) What was installed (an - @wnatwu installed {and w...| | |G} System Folder
[5) What's New in Deluxe 45 | | |[9] What's New in Deluxe 4.5 q weilities

[~ |8 web Pages

The path less traveled. Okay, let’s say you've opened the Stufflt Deluxe
Read Me file that you've excavated from its nested folder, but now you want
to read the MacLinkPlus ReadMe file while you're still in SimpleText, the
program you used to read the first file. You close the first file and use the
Open command to open the second one. But how do you get to it?

The 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). The 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 files 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
e Click the Desktop button

*  Press [@3%[D)

e Press Shift

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.

J—
Personal Web Sharing T ([Hee )

[ sysPriGibert

sysPrikne =TT

grin @ @

4] SVSPIT:Ras [} Personal Web Sharing Hact

syserfpiz; | |G Shareware .

A | | @ syspreciert
[ sysPriknees O New ]
sPriLinken b =)
g 5" i :

%sv; Prf.Rasberry
[E] sysPrimIZzO)

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 list, as in the
picture here, and type (8] 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 (A) to jump back to the top,
expecting to get the first disk, you'll wind up at
the cardfonts folder instead.

Eﬂ cardfonts
£ communicator Pro 4.04
(] swareware

i rrash

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:

Using 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 [G%]D)) 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 network 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 desktop.

Open and Save Dialogs

The default Open/Save folder. The 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.)

- Poouments ———————————  You can override this normal course of events
When opening or saving a docurnent,, take me to _
) Faldar that 2 zet by the appleati. by using the General Controls control panel.

@) Last folder used in the application.

- P, 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.

475



476 Chapter 12: Applications and Documents

To activate one box or the other, click in it or use to move back and forth.
When the text 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.

o IntHD
Cj about I;l ((THee )
(] Graphic stuff
s ot
a =] Eject |
Graphic stuffl
.............................. T : & misc
There's a frame ave th's document as: | &y outlines (G rew )
around the list box {untitied|
SR = = —
when it'’s active.
Save this document as:
[untitied | [_save |

Odd items in the list. Most applications filter 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 see
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 just
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 files and folders. You might run across
VMStorage, for instance, which is your virtual memory file. But the one that

) & Wil

3 . . ot i 4 | 1 b ' F -

: 1 Tt‘jg.'..'.‘_l BN

- When you're in a Save dialog, you can see the other files that are in the current folder, although
* 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 only folders in the Save dialog list, not documents. This made some
| sense, since you weren't going to be opening a document but you had to be able to open fold-
- ers, But without knowing the names of documents already in the current folder, you often
re-used a name and had to deal with a“Do you want to replace?” dialog—an extra step that was
a life-saver, but shouldn’t have been necessary.

- Another change: originally, the icons in front of items listed in an Open or Save dialog list were
: generic ones, indicating only whether each item 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.
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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

characters in the name, too. This is simply an

B +-~NovadRenams B invisible folder used for file sharing; if you have

(4 Apple Extras 5|  sharing turned on through the File Sharing

q Applications @ control panel, the folder is created on the main
level of your system disk.

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.

e 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 New 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 option. Hold down while you “open” an alias 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 file or a folder. You can

add to any of the ways you'd normally open an item in the list: press
while you click the Open button, add it to the combination,
hold it down while you press to trigger the default Open button,

or keep it down while 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

i To“click” 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 movae through the list:

- To select the previous or next item in the list

To select a specific file

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
i (equivalent to dragging the scroll box to
the top or bottom)

For the Save dialog:

. To activate the list or the text box

(@2].] or (Esc)

[@=]0) or (G %[Shif)

(Return] or (Enter] or (G 3]S]

or or or double-click item in list
E3 R

(@ 32[E)

or click on the disk icon

(& 38]+] (or (Return] or (Enter] to trigger the Open button)

(t)and(¥)

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

Page Up) or [Page Down

(Home) or (End)

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 where you want to go:

Type to get to the desktop.

Press to move to the Go To folder.
Press to open the folder.

. Type a letter that will select the folder you want.
Press to move to the folder.

Wk b

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 retrieve them from, for instance. The Open dialog is nor-
mally used for this procedure, even though you're going to sefect 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 applications 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 Open button would open it.

Select afolder: System Folder =
& IntHo _[Goteniody o) ki
. 2 : Eject
(3 Apple Extras 3 [ . R
(3 Disks L e (3 CESoftware
(1 Expresso 3 qaris B
3 Files Qipboard [ cancel |
o | | B Comar)
(3 Graphics T — C§ Contextual Menu Items Open
3 GURU [_select | = -
(3 Icons [__setect “Apple Menu items” ]
G Misc £l
Some dialogs just add a Select button. QuicKeys' folder selection in the Open dialog.

Adobe’s PageMill, on the other hand, isn’t quite as friendly. The pictures here
tell the story: you're supposed to choose a location, so you select a folder and
have no choice but to click 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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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.

Choose Location... Choose Location..
el

@ Microsaft (TS W

3 Misc - & dian G

(3 My Personal Weh Site f &) imapel qif

CyFageninesources | | (SN ] || |8 imagezan

anfe‘rérncn e —_— {;ﬂ imaged.qif

gS\’!tﬂm Folder f_’i g egit

Utilities || |83 images.git
(3 QTime movies B
PGQBMI”'S methOd Choose Location...
for folder selection ontho
in an Open dialog B3 old stulf z] (e
is unfriendly: % s
. o Imane 1.gi

unless you click to ] image2.yif
deselect the folder S imanedgit T
in the list, you'll . e
never see the In 3 oTime movies 5| [Cintere |
Here button.

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 lot.

#1 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
Default Folder 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. The 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!) The 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 window 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-
live-without-it utility.

pry| Another handy enhancement is Dialog View (shareware, $25) which lets you
;ﬁ 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-



Default 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 Monkey menu is dimmed
when a dialog is open).

Select a Document:

GIfE]

K" Make “Claris"” the Default Folder

claddon.cir 168302 Add “Claris” to the Folder Menu

Claris Fonts Open Open “Claris” in the Finder BF
Claris Spelling Enabler Create a New Folder in “Claris” %8N
(§ Qaris Transtators (Cancet | Get Info on “Claris Fonts” %1

[@ Claris XTND System i
(& ClarisWorks Balloon Help |

Find File...| Move “Caris Fonts” to Trash &7
T

The Dialog/Default combo. If you use both Dialog View and Default
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 file 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 files 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 format, or native format.

Trying to open a file 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 file at all; in
others, you’ll be able to open the file but it will be full of all sorts of extra
characters that’ll look like gibberish. —DD/JB
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and creator code
from Find File.

DiskTools

File types and creator codes. Every file 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 file—it’s how the
Finder knows which application to open when you double-click on a docu-
ment. (An application’s creator is itself.) Creator codes are registered with
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 files as well as text files, sup-
port files like Glossaries—they're all different file types from the same creator.

Finding types and codes. Here’s how you can get any file's type and cre-
ator code without any additional software:

1. In the Finder, open Find File.
Select file type from the first menu.
Click the More Choices button,

Select creator from the first menu in the second row.

U1 ity 1

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

The file 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 ClarisWorks word processor file.

: Find [tgms [ on “Int HD" | ] whose B

:f_ﬁl'e_fx'vpt—a ] s #]| Is A ' EIMWP -ﬂ
[craator =] [is T EI]BGI;OI 4[
[ Mare Cholces | [ Fewer Choices | :

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
ever-handy utility that's been around (with appropriate improvements)
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 with the PhonePad utility and
two calculators.)

¢ The $10 shareware More File Info is a contextual menu extension that
lets you get info like the file and creator type when 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 file’s resource fork (that’s covered in Chapter 10).

ASCII Files

ASCI.ASCII (“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 é or ©, may not be displayed if you
paste the text into an online 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 file
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/DD/HN
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_ASCllCodes

32 spc 64
33 ! 65
34 5 66
35 # 67
36 $ 68
37 % 69
38 & 70
39 ; 7
40 ( 72
41 ) 73
42 5 74
43 + 75
44 ; 76
45 - 77
46 : 78
47 / 79
48 0 80
49 1 81
50 2 82
51 3 83
52 4 84
53 5 85
54 6 86
55 7 87
56 8 88
57 9 83
58 A 90
59 : 91
60 < 92
61 = 93
62 > 94
63 & 95

@ T 128 A | 160 102 3 | 224 %
A 97 a |[129 A | 161 ° | 193 225

B 98 b 180 ¢ |'t82 ¢ | 194 - | 228 ,
C 99 ¢ 131 E |163 £ | 195 « | 227
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Text with layout. Microsoft Word offers another option in its Save dialog to
turn a formatted file into ASCII text without losing all of its spacing: Téxt 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 plain text file with the white space that was
present in the formatted document. —DD/HN

Spreadsheet and database formats. ASCII is also a standard format for
transferring information from spreadsheets and databases, but these programs



Other System Elements 485

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. Nearly all spreadsheet and database
applications, including personal information managers, let you import and
export data in these formats. —RSR/HN/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 text 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 text-based interchange formats are:

* RTF (Rich Text Format): Supported by many word processors and
page layout programs; preserves formatting like fonts and styles, and
sometimes cven 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 (Document Content Architecture): More popular in the PC

world, where it's supported by many word processors; can be translated by
MacLinkPlus (which comes with the system software) for Mac programs.

Graphics don’t have similar interchange formats, although certain file types
(like PICT, TIFF, 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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choose an alternate application to open a document when the parent applica-
tion isn’t available.

You configure Easy Open with the options in the control panel. There are
three Translation Choices Dialog box options, which control what happens
when Easy Open is triggered:

*  Always show dialog box. If you turn this on, you'll get an application
selection dialog every time you try to open a document whose creator
isn’t on your Mac. Turn it off, and the dialog appears only the first time
you open a document with a specific creator code; after that, Easy Open
will open all documents with that same creator code in whatever applica-
tion you picked the first time.

¢ Include applications on servers. With this on, Easy Open will labori-
ously search all mounted disks, including file server volumes, for
applications which can open the document type. This takes a long time, so
you'll usually want to keep this unchecked.

* Auto pick if only 1 choice. Although this seems like a logical option, if
the only choice is a bad one and Ahways show dialog box is turned off, you’ll
be stuck with the bad choice every time you try to open a document with
that creator. —SZA/DCML

—Mac 05 Easy Open=—— =]

Automatio document franslation: @ on ) off

Translation Choices Dialog box

[ Atways shaw dialog box [ Transtate 'TERT* documents
D Inelude applications on servers
Auto pick if only 1 choloe [ Delete Preferences... |

Not so easy, but not impossible. As you use Easy Open, you build up a
list of document/application relationships that are used automatically.
Unfortunately, you can’t edit this list, and it may become outdated as your
applications and needs change.

If you use the control panel’s Delete Preferences button, your entire list of
relationships is thrown out and you have to start from scratch. But 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 what application you want used—and
changes are recorded in the list.

MacLinkPlus. Once a separate program from DataViz, MacLinkPlus is now
included with OS 8. MacLinkPlus is a file-translation utility 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 other non-text
information. The translators work not only with MacLinkPlus, but also with
Easy Open, Claris products, and Microsoft products. So, with the translators
installed (they go in a DataViz folder in the System Folder), 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 still 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
down. If that doesn’t work, you'll have to do a clean re-install of
MacLink Plus from your system CD:

1.

™

&,

Trash MacLinkPlus Setup (from the Control Panels folder), MacLinkPlus
for Easy Open (from the Extensions folder) and the DataViz 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.

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

Open the Software Installers folder.
Open the MacLink Plus folder.
Double-click on the Installer icon.

Run the Easy or Custom Install option.

After 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 file translators. But when that’s not
enough—or if you don’t have Photoshop—there are standalone products that
let you translate graphics files from one format to another. (These products
are covered in Chapter 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 files in one
fell swoop, the Toolbox version offers full batch-processing scripting and
some image editing capabilities as well.

Transverter 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
Chooser, 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 editable documents to the recipient, which is
the thrust of this chapter.

OLE! As you might expect, Microsoft wasn’t satisfied with Apple’s Publish
and Subscribe [Neither was anyone else!—SZA]. So, it developed its own way to
share information between files: Object Linking and Embedding (OLE). OLE 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 file, 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 benefit of OLE over Publish and Subscribe is that OLE doesn’t
require an intermediary file. 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 available 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:

e 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 text editor. Line feeds must be
stripped out of a document for proper word wrap.

*  Special characters. Macs and PCs use different character sets: Macs use
an extended ASCII character set of 256 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, just 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 file structure, so they
don’t know how to deal with it.

*  DOS file extensions. Macs and PCs use 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/ML/HN

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 files
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
Jjust one example of the kind of problem you might encounter. And cross-
platform sharing isn’t always as easy as just opening the other file; you may
have to use a special intermediate file format, which makes 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/MUHN

Translation. Many of the same translation utilities 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:
MacLinkPlus, DeBabelizer, and Transverter Pro all handle PC-to-Mac (and
back) translations. —RSR/HN

PC Exchange. The PC Exchange control panel works in the background,
letting you mount PC-formatted disks on your desktop (it also provides 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-formatted file
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 following the

489



Chapter 12: Applications and Documents

This setup will
open two different
DOS extension files
into the Mac
version of
Microsoft Word,

PeBRehAngE _ basic file name) can be “mapped” to a
it sapign i oty A specific application through the control
_ufingmnns documents w\thavpfrvlluulv suffix. pall(:l. SO, double-clickjng ona .'T'X'l"
__mg Suffix  Application Program Document Type f.l S_ l T l d
e o= B ile can open SimpleText or the wor
T W Mbressftvord B voen processor of your choice; double-click-
ing on a .DOC file can also open into
your word processor. All you have to do
- is use the control panel’s Add button,
il s (e type in the extension letters, and select
®on Qo (T 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 Text 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 export 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, Transverter Pro, or GraphicConverter (described
earlier in the chapter). As for the three most popular Mac graphics formats:

¢ The PICT 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 between the
Mac and PC versions. Photoshop, MacLinkPlus, and FlipTIFF (free-
ware) can help when you are translating TIFF files between platforms.

*  The EPS (Encapsulated PostScript) format allows Mac and Windows
users to save preview images along with PostScript files. 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
PKWare) is the most popular PC equivalent to Aladdin Systemns’ Stufflt family
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.
Stufflt Deluxe has an Unzip command in its Translate menu. ZipIt ($10
shareware) is unique in its ability to create as well as decompress Zip archives.

If you don’t have Ziplt and need to compress a file before sending it to a PC
user, there’s a version of StuffIt Expander that works on PCs. —RSR/HN
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Your Mac and Its Memory

K, bytes, megabytes

Memory Basics

RAM basics. When someone refers to a computer’s memory, they're gener-
ally referring to RAM, its random access memory. It’s called “random access”
because you can get to any piece of it without having to go through the 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.

Memory versus disk space.
Disk Int HD is full. Please save the Just a helpful reminder: when you
HACUTHBALDN 3 iferentl:sk: get a Not enough memory message,

- that’s referring to RAM, not to

space on your disk. This often

Not enough memory to causes confusion among begin-
Fmpietethe anacetion, ners. There’s a big difference
ok ) between the two dialogs here—

with one, you're out of disk space;
the other means you really don’t
have enough memory.

How much memory do you have? To find out how much memory you

and more have (well, not you, but your computer—you can assume your memory is

fhe ﬁrsf Ifne of

information in the
About box tells
you how much
RAM is in the
computer.

when you’re in the Finder. You’ll get a full report on not only how much
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
Mac OS comptiter labeled Virtual Memory is the standard
it . | RAM plus whatever amount of virtual
Built-in Memory: 48MB ¢ s 4 .
Virtus! Memory: 51.3 MB used on Int HD. memory is turned on. (All of this is detailed
Largest Unwsed Block: 37.6 MB later il’] th(_‘, chaptcr,)

B E ~ About This Computer —

[ -

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
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