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Viewing access privileges
With lots of people setting access privileges and sharing files, it’s
not always easy to remember which user has which privileges

for each shared item, or even who owns each shared folder.
Fortunately, there are lots of ways to find these things out.

Checking access privileges

To see the specific access privileges for an item and find out who
owns it, use the Sharing... command on the File menu in the
Finder:

1. Make sure file sharing is turned on with the Sharing Setup
control panel. (See Turning file sharing on on p. 211 in
Chapter 12.) Note: this step isn’t necessary if you're select-
ing an item you've connected to over the network.

2. Select the shared item.

3. Choose Sharing... from the File menu. The item’s sharing
window will open. If the shared item is one from your own
disk and you're the item’s owner, the access privileges
options will be active. If the shared item you select is one
you’ve connected to over the network, you'll see a sharing
window like the one at the top of the next page:



Users, groups and access privileges 235

i

O Data Cell

% Yhere: Data Cell, Dan's Mac

Connected As: Charlie
Privileges: See Folders, See Files, Make Changes

See See  Make
Folders Files Changes

The sharing window for an item located on another Mac shows
Where the item is located, the user name you've used to connect
to that Mac (Connected As), and the access Privileges you have
for that item. Notice that the Where information includes the disk
name and Mac name.

- If your network has more than one zone, the network zone
- name follows the Mac name in the Where information in a
> sharing window.

Because you're not the item’s owner, you don’t have the option
to share this item; all the access privilege options in the middle
and bottom of the window are dimmed, because you aren’t
allowed to change them.

Folder privileges icons

Along with the Sharing... command, there are graphic clues to
your access privileges with shared items. These are visible when
you view folders and windows inside shared items on the desktop.

When you look at a shared item in Icon or Small Icon view,
icons representing shared folders can be plain, tabbed, belted or
belted with an arrow.
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A plain folder icon looks just like any folder you’ve created on
your own disk, and it means you can at least open the folder.
(You'll need to select the folder and open it or choose Sharing... to
see what privileges you may have beyond that.)

A tabbed folder looks like this:

L~

Biz Research

When you have file sharing on, any folder on your disk that is
available for others to share has a tabbed icon and network cables
coming out of the bottom of it. When you view folders you own
on other users’ shared Macs, they also have a tabbed icon, but no
network cables.

A belted folder looks like this:

8]

Biz Research

This icon means this folder is off limits—you can’t open it and
don’t have any privileges with it. Folders like this appear gray in
list view windows.

There’s also a belted folder with an arrow, like this:
8]
Collection Box

This icon means you can’t open the folder, but the arrow
means you can save items to it. This type of folder is sometimes
called a “drop box” because you can put things into it but you
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can’t see its contents. With a folder like this, you have Make
Changes privileges only.

. Ifyou've replaced your standard folder icons with custom icons,
\ the folder privileges icons don’t appear.

Window privileges icons

When you open a shared folder or disk, its window may contain
icons that tell you which access privileges you don’t have. These
icons appear at the left edge of the space just below the window’s
title bar, like this:

E[J==—= Doris' Stuff o=
ﬁmName Size Kind
O c.s. stuff 1K M
D) PEP Propesals 6K Mi
5]
|

(This happens to be a list view window, but the icons show up in
icon views as well.) In this case the user has See Files privileges, but
not Make Changes or See Folders privileges—the pencil icon means
no changes and the folder icon means can’t see folders. (There are
actually folders stored in this window’s folder, but they’re not visible
because the user doesn’t have privileges to see them.)

Along with the no changes and can’t see folders icons, there’s a

can'’t see files icon like this:

If you had See Folders privileges only, you'd see this icon and
the no changes one below the window’s title bar. If you had full
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privileges, you wouldn’t see any icons. In other words, the window
shows you only what you can’t do, not what you can.

Access privileges in action
The checkboxes in the sharing window allow you to assign many
different combinations of privileges, but it isn’t obvious how some
of these combinations work.

File and folder privileges

The three columns of privileges, See Folders, See Files, and Make
Changes, can be used in various combinations to allow different
types of access. Here are some examples:

See See Make
Folders Files Changes

X X 0O

Here people can open files and folders inside the shared item
and copy files to their own disks, but they can’t add any new files
or folders to it, and they can’t change any of the existing items.

See See Make
Folders Files Changes

O X X

With this set of privileges, users can see individual files inside
your shared item and make changes to them (or add new files or
folders), but any folders inside the shared item will be invisible.
This combination is good when you have private folders inside a
shared item, because other users won’t even be able to see them.
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See See Make
Folders Files Changes

X 0O X

Here others can save new items to the shared item or to folders
inside it, but they can’t see any individual files in the shared item.

See See Make
Folders Files Changes

O X 0O

This option means others can’t see folders inside the shared
item or make any changes to it. They can only view, open and
copy individual files inside the shared item.

See See  Make
Folders Files Changes

O 0 X

This is the “drop box” option, with which others can save files
into the shared item, but they can’t open it to see its contents.

Privileges by user class

The access others have to your shared items depends not only on
file and folder privileges, but on which classes of users have them.
There are three rows of file and folder privileges checkboxes: one
for the item’s owner, one for specific users and groups, and one for
everyone, and, you must be careful which rows of checkboxes are
set, as well as which checkboxes. On the next page are some
examples:
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See See  Make
Folders Files Changes

Owner: |_ Charlie v | X X X
UserIGroup:I <None> *| X X X

Everyone E E E

Here, everyone who can connect to this Mac has full privileges
to the shared item. '

See See Make
Folders Files Changes

Owner: | Charlie *| O ] ]

User /Group : [_ Marketing ¥ O ] [l

Everyone E E E

The above setting also gives everyone full access to this item.
This is the same as having all the boxes in every row checked.

See See Make
Folders Files Changes

Owner: [_ Charlie *| X X X

User /Group: [_Marketing *| X X X

Everyone D D D

Here, full privileges are granted only to the owner (Charlie)
and the Marketing group. Everyone else has no access to this item.

See See  Make
Folders Files Changes

Owner: [__Charlie I X X
User /Group: | Marketing |1 O ] ]

Everyone E E E
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Here, the Marketing group’s boxes aren’t checked (so you
would think that this group has no access to the item), but since
the Everyone boxes are checked, everyone (including the Market-
ing group) still has full access. This example shows the “lowest
common denominator” operation of the Sharing window—you
must uncheck the Everyone boxes to limit access to specific users
or groups.

See See Make
Folders Files Changes

Owner : [_ Charlie | X X X
User /Group : |_Marketing | O 0 O

Everyone |:| O [:]
Here, only the owner has privileges. All other users are denied
access.
See See Make
Folders Files Changes
Owner: |_Charlie *1 O O ]
User /Group: |_Doris | X X X

Everyone D D D

In this case, only the user named Doris has access.

]
How secure is it?
When you share files, there are lots of ways to set users, groups
and access privileges to create a custom data security scheme on
your Mac. As you experiment with these options, you'll find just

the right combination of privileges, users and groups to give
others exactly as much access to your files as they need.
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However, the access privileges options in System 7.1 are only
designed to limit access to people who will respect the privileges
you set.

- Even though you can set an owner password when you use the
. Sharing Setup control panel, anyone can change that password
\, at any time, and anyone who has access to your Mac can reset
the access privileges to any shared item.

If you have highly sensitive information on your hard disk and
you want to be sure nobody else can access it, you should use a
commercial security or data encryption utility. Check with your
Apple dealer or software retailer for more information on these.



File sharing
tips and
troubleshooting

File sharing can make you a lot more
productive, but it's also fairly complex.

In this chapter, we'll look at some ways to
make file sharing as easy and reliable as
possible and see how to solve some
common problems. >
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File sharing tips
Some of these suggestions have been mentioned in Chapters 12
and 13, but this section expands on them.

Keep it simple

The more you use the various access privileges and user registra-
tion options available with file sharing, the more difficult it
becomes to keep track of all the safeguards you've created. If you
share files a lot, users will invariably want access to something on
your Mac they can't get to, and you'll be forever resetting access
privileges or moving files around. Eventually you may find just the
right set of options for everyone, but it will take a while.

The best security system is the simplest. When you first turn on
file sharing, there are no registered users (except yourself) and no
groups of users. When you first share any item, everyone on the
network has access to it. Unless you have a really good reason to
limit access, don’t do it, because you'll probably end up having to
change it later. After all, you can limit access to files without set-
ting special privileges—just don’t share them.

| Make a folder called “Shared Stuff” and share just that folder.
\ Then, drag only the items you want to share inside that folder.

Use consistent user names and passwords

To access shared files on a Mac, a user must either know the spe-
cific name and password under which he or she is registered on
that particular Mac, or register as a guest.

If you and others on your network are registering users, be sure
you all use the same user names on every Mac. If a user is named
Margaret, for example, don’t register her as Margaret on one Mac,
Maggie on another and Marge on a third. If you do, Margaret will
have to remember how she’s registered on every Mac.
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What’s good for user names is also good for passwords, only in
this case it’s best to let the user choose a password. When you cre-
ate a new user, you have the option of entering a password for the
user in the user window. Whether you enter a password or not,
leave on the default setting in the user window which allows the
user to change the password. (See Changing your password
Chapter 12, p. 219.)

If you must frequently add users, create groups or monitor user
activity on your Mac, create aliases for the Users & Groups and
File Sharing Monitor control panels and put them on the & menu.
That way you don’t have to open the Control Panels folder first to
get to them. (See The Make Alias command in Chapter 5, p. 77, for
more information.)

=

4 You can use aliases inside shared items, too. Placing an alias in
g a shared folder allows others to open the original item, but

\ since users only see the alias, they can’t rename or delete the

i original item.

Save files locally

If a file-sharing Mac crashes while you're accessing its files, you'll
lose your access to those files. If you're allowed to, save any shared
file to your own hard disk as soon as you connect to the shared
Mac. The file will then be safely stored on your disk in case the
connection is broken.

Before shutting down or restarting a file-sharing Mac, choose
one of the options to disconnect other users so they’ll be warned.
(See Disconnecting users and Disconnecting from a shared item in
Chapter 12, p. 214 and p. 221 respectively.)

Don’t overdo it

File sharing is a very handy feature of System 7.1, but it’s no sub-
stitute for a dedicated file server when lots of people on a network
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want to use the same disk or folder. Try to share only the items on
your disk that really need to be shared, and encourage others to
make local copies of your shared items so they’re not constantly
accessing them on your Mac.

Every time a remote user accesses an item on your Mac, your
Mac has to devote some of its performance to serving that user’s
request, which means that it will be slower to respond to your own
commands. If your shared items are being accessed by others so
frequently that it interferes with your own work, it’s time to con-
sider other options like placing the shared item on a dedicated
AppleShare server or another file server, or distributing copies of
the item for other users to store on their own disks.

File sharing troubleshooting
Until you’ve used file sharing for a while, you may not know
exactly what’s gone wrong when something you don’t expect

happens. In this section, we’ll take a quick look at some common
file sharing problems.

File sharing won’t start

If you can’t start file sharing when you click Start in the Sharing
Setup control panel, make sure you:

« are physically connected to an AppleTalk network
* have AppleTalk set to Active in the Chooser window

» have entered an Owner Name and Macintosh Name in the
Sharing Setup dialog box

See Turning file sharing on in Chapter 12, p. 211 for more infor-
mation.
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You can’t find a file-sharing Mac on the network

If you click on the AppleShare resource in the Chooser to display
all the file-sharing Macs available and you don’t see the Mac name
you're looking for, there are a couple of possibilities:

1. The shared Mac doesn’t have file sharing on. Check that
Mac to see if this is the case.

2. Your Mac or the file-sharing Mac is physically disconnected
from the network. To find out if this is the problem, click the
LaserWriter resource in the Chooser window—from both
your own Mac and the file-sharing one. If one or more
LaserWriter names appear, then that Mac’s connected to the
network. (Remember, if your LaserWriter is turned off, it
won’t show up in the Chooser window.) If no names appear,
check that the networking cable is plugged into your Mac’s
printer port or network adapter card (if you have one).

If everything looks okay, you’ll have to call a technician or your
network administrator to diagnose the problem.

You can find a file-sharing Mac, but you can’t connect to it

If you can see the file-sharing Mac you want but you have trouble
connecting to it, there are two possible problems. Either you're
using a name or password different from the one that’s registered
on that Mac, or the Mac’s owner isn’t allowing anyone to connect.

In either case, you'll see an alert box like this:

Unknown user or log on is disabled.
Please retype the name or contact the
server’s administrator.
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First try to enter your name and password a few times—you
may have mistyped them. Make sure you're using uppercase or
lowercase letters exactly as you're supposed to, and that you're not
typing any extra spaces.

If this doesn’t work, check your user name and password with
the remote Mac’s owner to make sure you're typing exactly the
same ones registered on that Mac. You'll either correct your
mistake or you'll find out that the Mac’s owner isn’t currently
allowing people to connect.

You have forgotten your password

If you've forgotten your password, you have three remedies.

1. Ifanother Mac owner set your password, ask him or her
for it.

2. If the other Mac’s owner set your password originally and
doesn’t remember it, he or she can enter a new one.

3. If you have physical access to the other Mac, you can use its
Users & Groups control panel to re-register yourself.

The moral here is: Don’t forget your password. Write it down
some place where you can find it later.

You can connect to a file-sharing Mac, but you can’t find the folder
or disk you're looking for

In this case, the owner of the file-sharing Mac simply hasn’t made
the folder or disk available for sharing, or available to you. Check
with the Mac’s owner.

You can’t change the access privileges for a shared item

This means you're not the item’s owner. Look in the Owner box in
the Sharing window to see who the owner is, then ask the owner
to reset the privileges if you need more access (or reset them your-
self at that owner’s Mac, if it’s available to you). If you want to
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control the access privileges, you'll have to get the owner to trans-
fer the item’s ownership to you by choosing your name from the
Owner menu in that item’s Sharing window.

You can’t open a shared folder, see its files or save files to it

If you can connect to a shared folder but then can’t open it on
your desktop, see folders or files inside it, or save new or changed
files to it, you don’t have the necessary access privileges. Check
with the owner of the folder to see if he or she will change the
privileges for you. You can tell who owns the folder by selecting it
on the desktop and choosing the Sharing... command from the
File menu.

Sometimes you won't be aware that your privileges are limited
until you try to save a document to a shared item. If you get an
alert box that says you don’t have the proper access privileges,
check with the remote Mac’s owner.

You can’t move, rename or delete a shared item

In this case, the shared item’s owner has created these restrictions
by clicking the Can’t be moved, renamed or deleted checkbox at the
bottom of the folder’s sharing window. To remove the restrictions,
the folder’s owner must select the item, choose Sharing... from
the File menu, and uncheck the checkbox.

You can't find a user or group name

If you're trying to choose a name from one of the pop-up menus
in the Sharing window and the user or group name doesn’t
appear, that user or group hasn’t been registered on the Mac
you're using. Even if you've registered users or groups on your
own Mac, it doesn’t mean that they are registered on other Macs.
Each Mac owner must register the users or groups that will be
allowed to connect to his or her Mac.
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Your connection with a shared item is suddenly cut off

Your connection with a shared item may be deliberately cut off by
the item’s owner or accidentally disconnected by a system crash or
network failure.

If the shared item’s owner is cutting you off deliberately, you'll
usually get a warning on your screen, like this:

% "Doris' Mac" I

The file server is closing down in 5 minute(s)
[12:11 PM on 3/1/91].

(You won’t be warned in advance if the owner just shuts down
or unplugs the Mac from the network.)

At the top of the box you'll see the name and location of the
Mac that you're being disconnected from. A series of warnings like
this means that you're being deliberately cut off. Ask the shared
Mac’s owner about reconnecting. To stop the messages from pop-
ping up, drag the shared item’s icon to the Trash.

When a cutoff takes place, deliberate or not, you'll usually see
an alert like the one at the top of the next page:
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% “Doris' Mac"

The file server has closed down [12:11 PM on
3/1/91).

Check with the remote Mac’s owner to see what went wrong. If
the network’s physical connection is broken, you may also see the
above warning.

If the remote Mac is physically disconnected or crashes, you
may not see an alert at all. Sometimes, the double arrow icon will
appear at the left edge of the menu bar to show that your Mac is
using the network, but the arrows will stay there and your Mac
will lock up when you try to use the shared item. In this case you'll
have to restart your Mac to continue working. Test your connec-
tion using step 2 in You can’t find a file-sharing Mac on the network
on p. 247. If your connection is okay, ask the owner of the remote
Mac to resolve the problem from his or her end.



Program linking
IAC and
Apple Events

System 7.1 has a powerful new capability called
Inter-Application Communication (IAC) that
allows different programs to exchange com-
mands or data with one another automatically.
IAC goes far beyond cut and paste or publish
and subscribe because it allows programs to
actually launch, quit, and otherwise control one
another as well as exchange data. »
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For example, you might have a database that produces a
summary of data calculated from sales records, and each week
you need to transfer that data to a spreadsheet program and make
a chart of it. With IAC, you could send a command from the
database program to open the spreadsheet document, copy the
summary data into the spreadsheet document, and then run a
spreadsheet macro or script that automatically produces the chart
you need.

IAC is the basic capability that allows these exchanges. It is
built into System 7.1. The commands themselves, however, are
called Apple Events, and it’s up to the developers of individual
programs to support Apple Events.

Apple itself has defined four “required” Apple Events (Open
Document, Open Application, Print Document and Quit Applica-
tion), and any program that supports Apple Events is required to
support these four events. However, Apple has also asked all of its
developers to create and register more specific Apple Events of
their own. All these are being compiled into a directory available
to developers, so that anyone creating or updating a program for
System 7.1 will be able to support many more events if they
choose.

i For information on the Apple Events directory, contact the
f‘ Apple Program Developers Association at Apple Computer.

Eventually, most programs will support Apple Events, and this
will make integrating information on the Mac easier and more
effective than ever. Thanks to Apple Events, you’ll be able to use the
best program for the job every time, rather than relying on one
program to do things that could be done better with another. For
example, you might want to create charts of spreadsheet data, and
a dedicated charting program might offer you more power and
design flexibility than the spreadsheet’s own built-in chart func-
tion. With Apple Events, you'll be able to send the spreadsheet data
to the charting program and have it charted there automatically.
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Program linking is the feature in System 7.1 that you must
activate before your programs can exchange Apple Events with
one another. With program linking on and applications set up to
allow linking, your programs can exchange Apple Events with
programs on file-sharing Macs or AppleShare servers across a net-
work. (To send Apple Events between different programs on your
own Mac, you don’t need to have program linking on.

As with IAC and Apple Events, System 7.1 makes program
linking possible, but your programs must support it before you
can actually use it. It’s like a telephone system: System 7.1 provides
the basic telephone wires between different programs and lets you
turn on the connections, but the individual programs must be
able to understand each other once the connection is made. If a
program supports program linking, it also supports at least the
four basic Apple Events.

Programs that support Apple Events have their own ways of
allowing you to send these events, and their manuals will explain
how to use it. At this writing, programs that support Apple
Events include HyperCard 2.1 or later, FileMaker Pro 2.0 or later,
QuicKeys 2, Resolve 1.1 or later, and Excel 4.0 or later. The proce-
dure for sending Apple Events and the events you can send will
be different for each program, so you should refer to that
program’s manual for more information.

In this chapter, we’ll focus on activating and managing program
linking using System 7.1.

to link programs

As with file sharing, there are different procedures for linking
programs, depending on whether you or another network user is
doing the linking. (If you're sending Apple Events to other

programs on your own hard disk(s), you don’t need to turn on
program linking and can skip this section.)
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1. Linking from your Mac to other programs If you're link-
ing from a program on your Mac to programs on your
Mac or on other networked Macs, you don’t need to start
program linking. Instead, you choose a command inside
your program and then select the other program(s) you
want to link to. This is managed entirely by individual
programs, which will have their own specific menus,
commands and dialog boxes. Check your program’s
manual for further instructions.

If you're linking to a program on a remote Mac, you’ll have
to connect to that Mac first, of course, either as a guest or
with a registered user name (see Connecting your Mac to
other Macs, Chapter 12, p. 216 for more information). And
you'll only be able to link to those programs made available
for that purpose (see Controlling other users’ access to your
shared programs, p. 258 below).

2. Sharing your programs so others can link to them If
you're sharing your Mac’s programs so other users on the
network can link to them, you have to turn on program
linking at your Mac and then identify the programs you
want to share. There are various ways to control other
users’ access to your programs once you turn program
linking on.

Starting program linking

Before you can even turn program linking on, you must be
connected to an AppleTalk network and have AppleTalk set to
Active in the Chooser window. If you're sharing a LaserWriter on
a network, these have already been done. If you're connecting to a

network for the first time, see Setting up file sharing, Chapter 12,
p. 208, for network information.
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Once you’ve got an AppleTalk network connected and active,
you turn on program linking using the Sharing Setup control
panel in the Control Panels folder. (That control panel is covered
in detail in Chapter 12, p. 209.)

1. Open the Sharing Setup control panel.

2. Click the Start button in the Program Linking area at the
bottom of the control panel.

You’'ll see a message in the Status area that says program
linking is starting up, and the Start button name will change
to Cancel. To cancel the startup at this point, click the
Cancel button. Once program linking is on, the Status area
will say so, and the Cancel button’s name will change to Stop.

3. Close the Sharing Setup control panel.

Program linking is now on. To share specific programs at this
point, you must select them individually and share them.

Sharing your programs with other users
Just as with shared items in file sharing, you must select specific
programs you want to share for program linking, and then make

them available to the network. As with file sharing, you identify
programs to share with the Sharing... command.

1. Choose a program you want to share by selecting its icon
on the desktop.

2. Choose Sharing... from the File menu. The program’s
sharing window appears, like this:
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E[J&= Claris Resolve

u’f‘fl‘" Claris Resolve

Kind: application program
Where : Macintosh HD:
Applications : Claris
Resolve:

Program Linking

@ Allow remote program linking

3. Check the Allow remote program linking checkbox, if it
isn’t checked already. If this box is dimmed, the program
you've selected doesn’t support program linking.

4. Close the sharing window. The program is now available
for other users to link to.

ccess fo ybur shafed ‘

- I
Controlling other users’ a
programs

Other users who want to share your programs must first connect
to your Mag, either as guests or as registered users with passwords.

(See Connecting your Mac to other Macs, Chapter 12, p. 216, for
more information.)

By granting access to specific users, as outlined in Chapter 13,
you control who can link to your programs. By granting access to
guest users, you can let anyone on your network link to your
programs. Users and guests are not allowed program linking until
you specifically permit it, which you do with the Users & Groups
control panel:

1. Open the Users & Groups control panel in the Control
Panels folder.
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2. Doubleclick on the icon for the user whose access you want
to change. The user’s window opens, like this:

| | File Sharing
:E‘

[X] Allow User to Connect
Allow User to Change Password

Groups:

<l

@ Program Linking

[] Atlow remote user to
link to my programs

3. Check the Allow remote user to link to my programs
checkbox in the Program Linking area.

4. Close the window.
That user can now link to your shared programs.

To stop a user from linking to your programs, uncheck the
Allow remote user... checkbox. Unlike turning program linking
off (see section below), this won’t cut the user off if he or she is
currently linked to programs on your Mac—but it will deny
future access to that user.

Controlling access to guest users is just the same, except the
checkbox in the Guest user’s window says Allow guest to link to my
programs.

Here’s a review of the various access options you have with
program linking and how to set them:
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Access level Action

No access to any program Turn program linking off.

No access to a particular Don’t share that program.
program

No access for a particular For each user and guest,
user no access is the default,

No access for guests so just leave it alone.

Turning program linking off
When you want to stop program linking, just open the Sharing
Setup control panel and click the Stop button in the Program

Linking section of the window. Any users linked to that program
will get an alert message that tells them the link has been broken.

Managing program linking performance

Whenever someone else’s linked program is exchanging informa-
tion with yours, it affects the performance of your Mac. Your Mac
has to divide its resources between handling program linking and
handling any work you’re doing yourself. Apple says you can have
up to 100 users linking to programs on your Mac at the same
time, but it recommends no more than 50 users linked at a time.

The only way to regulate your Mac’s performance with
program linking is to limit the number of users who can link to
your programs. The 50-user suggestion is an arbitrary one—with
a Mac Classic or another relatively low-powered machine, your
Mac’s performance will probably slow to an absolute crawl well
before 50 users are linked.



Program linking, IAC and Apple Events

Performance will also depend on which programs are linked,
how much data or how many Apple Events they exchange, what
those Apple Events are, and how often they exchange information.
As always, experiment in your own situation to find out what suits
you best.
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As you work with System 7.1, you'll run into unfamiliar terms and
concepts dealing with new Macintosh capabilities. Most of these
are defined the first time they appear in each chapter, but you can
also look them up here for quick reference.

? menu
See Help menu below.

acoess options
In file sharing, a set of permissions assigned to a user which governs that
user’s basic abilities to connect to a shared Macintosh.

acoess privileges
The right to view or change specified files and/or folders in a shared folder or
disk, given to other users on a network.

allas
A small file that represents and operates like another file, folder, disk—even
the Trash. Aliases allow you to open these items from various places—like
the € menu, the Finder desktop or inside a folder.

Apple Events
Commands that can be exchanged between programs to open documents,
select data, and perform many other tasks automatically. Programs must
specifically support Apple Events in order to use them. Also see Inter-
Application Communication.
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AppleShare

1. Software that turns a Macintosh with a hard disk into a file server, and
allows individual Macs on a network to share the files on that server.

2. A Chooser extension that lets you connect to other Macintoshes or
AppleShare file servers on a network.

Apple Menu Items folder

A folder inside the System Folder that stores desk accessories or other items
you want to appear on the & menu.

Application menu

A menu in the Finder that displays all the programs or desk accessories (DAs)
you currently have open.

Balloon Help

A feature in the Finder that automatically displays balloons containing
explanations of different items, such as menus, commands or window
elements, when you point to them with the mouse.

bit

The smallest possible unit of information. It can represent only one of two
things: yes or no, on or off or—as it’s expressed in the binary numbers used
in computers—O or 1. Short for binary digit. Also see byte.

bitmap

A pattern of dots used by the Mac’s screen or a printer to represent a
character or other graphic object.

Eight bits. Bytes are typically used to represent characters (letters, numbers,
punctuation marks and other symbols) in text.

cdev

A control panel device—in System 7.1, these are just called control panels (see
below).
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control panel

1. A program that lets you adjust an aspect of the Macintosh’s operating
characteristics (like its speaker volume, desktop pattern or networking
features).

2. The dialog box you see when you open a control panel.

Control Panels folder

The folder inside the System Folder that stores control panel programs.

DA (desk accessory)

A small utility program available from the Finder desktop and, usually, from
within most applications via the % menu.

defauit

What you get if you don’t specify something different. Often used to refer to
standard settings (for example, the standard margins in a word processing
program).

desktop
1. The Finder screen, showing the disks you currently have available for use
with your Macintosh, the Trash icon and any files or folders you've
moved out of their disk or folder windows.

2. A new organizational level at the top of the Mac’s file storage system that
shows any available disks or other items on the Finder desktop.

3. Abutton in the Open and Save dialog boxes of applications that lets you
view all the disks or other items on the desktop.

Desktap Folder

An invisible folder, containing the files and folders stored on the Finder’s
desktop, that is automatically created on every disk by System 7.1. (If you
view a shared hard disk under System 7.1 or you view any disk set up for
System 7.1 while you're running System 6, the folder becomes visible, and
you can open it to see the files and folders stored on that disk’s desktop.)
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directory

An invisible file that keeps track of where various files are stored on a disk.

directory dialog box

A generic name for the dialog boxes you use to open or save files from within
applications. Also known as a standard file box.

directory path

The path you must navigate through various folders to move from one
organizational level to another in the Mac’s file storage system.

download
To transfer a font file from a hard disk to a laser printer.

edition

A file containing data that you have selected from a document and made
available for use in other documents under System 7.1’s new Publish and
Subscribe feature. Also see publishing and subscribing.

extension

A file that expands the Mac’s system software capabilities, either by
allowing it to communicate with other devices (such as printers, file servers
or CD-ROM drives) or adding new functions like a menu bar clock. Files
called inits or drivers under System 6 and previous system software versions
are now called extensions.

Extensions folder

A folder inside the System Folder that contains extension files.

file server

A computer on a network that others on the network can access for applica-
tions and documents. -

file sharing

The capability of networked Macintoshes to share the contents of folders
with each other.
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File Sharing Monitor

A control panel program that shows you which of your folders you have
chosen to share with other users on a network, as well as which users are
currently sharing those folders.

fixed-size font

A font that’s only one point size, such as Geneva 14. Compare outline and
scalable fonts.

Fkey program
A program that assigns a combination of (Shift), (8%) and one of the number
keys in the top row of the Mac keyboard to perform the same function at all
times, no matter which program you have running.

Fonts folder
A folder inside the System Folder that stores all the font files used by your Mac.

gigabyte
A measure of computer memory, disk space and the like that’s equal to 1024
megabytes (1,073,741,824 bytes), or about 179 million words. Sometimes a
gigabyte is treated as an even billion bytes but, as you can see, that’s almost
74 million bytes short. Sometimes abbreviated gig (more often in speech
than in writing). Compare kilobyte and megabyte.

group

A collection of users on a network who have the same access to a designated
shared folder or folders.

guest
In file sharing, someone who logs on to a shared item, but not as a registered
user, and therefore gets the same access privileges assigned to all guests.

Help menu

A menu in the Finder that lets you turn on an automatic help function or
display a list of keyboard shortcuts.
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A program that loads automatically during the Mac’s startup sequence,
and which adds extra capabilities to the Mac, like allowing it to recognize
special keystroke sequences as commands, or communicate with printers
and other devices. Under System 7.1, inits are now called extensions. See
also extension.

Inter-Application Communication (IAC)

A facility built into System 7.1 that allows different programs to exchange
data and commands using Apple Events. See also Apple Events.

item

A generic name for any object that can be represented by an icon in the
Finder: a disk, file, folder or the Trash.

kilobyte

A measure of computer memory, disk space and the like that’s equal to 1024
bytes or about 170 words. Abbreviated K. Compare megabyte and gigabyte.

label

A name you can attach to a file to help you identify it, or to sort files into
specific groups in Finder windows. On color Macintosh systems, a label can
also assign a certain color to a file’s icon in the Finder.

Label menu

A menu in the Finder that allows you to assign one of seven different labels
to a selected item.

logging on

In file sharing, the process by which someone gains access to a shared item on
another Mac (usually by entering a user name and password).

megabyte

A measure of computer memory, disk space and the like that’s equal to 1024K
(1,048,576 characters) or about 175,000 words. Abbreviated MB or meg.
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network

Two or more computers (and/or other computer related devices) connected
to share information, or the hardware and software that makes this connec-
tion possible.

ocutline font

A font designed for use on a laser printer or imagesetter. Rather than being
composed of separate dots like a fixed-size font, it’s made up of an outline of
the shape of each letter and can be scaled to any size without loss of quality.
Also see scalable font.

outiine view

An arrangement of file or folder names in the Name, Date, Size, Kind and
Label views of Finder windows that shows the contents of open folders,
indented below the folder that contains them.

owner
The person who created and controls access to a folder, or who manages the
file sharing functions on a particular Mac, as opposed to people who are
simply using a folder or a Mac temporarily.

PMIMU chip

A Paged Memory Management Unit chip, which must be added to the
Macintosh I model computer before it can use System 7.1’s virtual memory
feature.

pop-up menu
A menu linked to a window title or other object on the screen, which
appears when you point to the object and click the mouse button (and, in
some cases, hold down one or more keyboard keys). Because they are
attached to windows, dialog boxes and other movable items, pop-up menus
can appear anywhere on the screen, instead of only appearing in a menu bar.

PostSoript

Adobe Systems, Inc’s page-description programming language, designed to
handle text and graphics and their placement on the page.
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PostScript font

An outline font that’s described with PostScript®.

Preferences folder

A folder inside the System Folder that holds files which store the current
settings for the Finder views, file sharing’s registered users, guests and groups
and other user-adjustable features of the system software.

print spooler
A program (like PrintMonitor) that allows you to print a document into a

special folder on your disk and have it fed to the printer from that folder
while you get on with other work.

printer driver

A file that allows a Macintosh to print documents on a particular type of
printer, like the ImageWriter or LaserWriter. You can’t use any printer’
unless its driver is in your System folder (in System 7.1, it must be in the
Extensions folder).

program linking
In System 7.1, a feature that allows programs on other Macs on a network to
exchange commands and information directly with programs on your local
Mac, via IAC and Apple Events. See also Inter-Application Communication
and Apple Events.

publishing

Making data from one program available for use by other Macs on the same
network (see subscribing).

QuickTime

An extension and added capability of System 7.1 that allows you to cut, copy,
paste and play video or animation movies from within most documents.

rdev

Any resource file in the Chooser window, including printer drivers, network
drivers and resources that allow the Mac to communicate with other devices
like scanners.
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registered user

In file sharing, a user who has been assigned an individual set of access
options to another user’s shared items.

scalable font

A font that can be made any size you indicate, as opposed to being only one
fixed size (compare fixed-size font).

soreen font

A bitmapped version of an outline font, used to represent the font on the
computer’s screen.

Scsi

Short for small computer system interface. It’s an industry-standard
interface for hard disks and other devices that lets them transfer information
very quickly. SCSI ports have been standard on all Macs since the Plus.

shared item

In file sharing, an item on a Mac which has been made available for others to
use from their Macs on the same network.

startup disk

A disk you can use to start up your Macintosh. This disk must contain a
System Folder and the right system software files to start your Mac properly.

startup item

A file or program that is opened automatically when the Macintosh starts up.

Startup ltems folder

A folder inside the System Folder that holds programs or documents that
will be opened automatically when the Macintosh starts up.

stationery (stationery pad)
A document that stores text, graphics and/or formatting information and is
opened automatically as an Untitled document whenever you doubleclick on
it in the Finder or choose the New command in an application.
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subscribing

Selecting published data made available from one location and pasting it
into the current location, within or between documents—even between
different applications or different computers on a network. Changes to the
published data are automatically updated in the subscriber’s copy of the data
(see publishing).

suitcase (suitcase file, suitcase icon)

A file that contains one or more fonts or desk accessories (DAs), so called
because the icon representing this type of file looks like a suitcase.

32-bit addressing
Addressing is how the Mac organizes memory. The more addresses a Mac
can handle, the more memory it can use. Macs that use 24-bit addressing can
access as many different memory locations as can be specified by addresses
that are 24 bits long. Some of the newer Macs can handle 32-bit addresses,
which means the amount of memory they can address is much larger (up to
128 megabytes on some Macs).

Trash Folder

A System 7.1 folder containing files stored in the Trash. This folder is auto-
matically created on every disk, and it’s invisible if you start up your Mac with
System 7.1. If you restart under System 6, the folder and any files in it are visible.

triangle (folder triangle)

An icon to the left of a folder icon in list view windows of the Finder, which
you can click to show the folder’s contents in outline view (or to hide them if
they’re already showing).

TrueType

A new scalable font technology used with some fonts supplied with System
7.1. One TrueType file lets you print or display a given font clearly in any size.

user name
In file sharing, the name a shared item’s owner gives to a registered user.
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Views

A control panel file that lets you change the way files and folders are shown in
Finder windows.

virtual memory

The ability to set aside an unused portion of a hard disk as additional
memory space for storing large programs or data files as you work with them
on a Macintosh.

WorldSeript

A set of extensions to System 7.1 that allows it to be easily customized to
display menus, windows and dialog boxes in any of dozens of languages.



32-bit addressing, 6, 144, 152
Mac models supporting, 156
RAM and, 157
turning on, 157
using, 156-157
See also memory

About This Macintosh com-

mand, 4647
showing memory and, 49, 157
access privileges, file sharing,
230-233
by user class, 239-241
can’t change, 248-249
checking, 234-235
file, 238-239
folder, 238-239
keeping simple, 244
options, 233
security and, 241-242
types of, 232
viewing, 234-238

Adobe Type Manager, 115, 171

aliases, 5
in Apple Menu Item folder,

110
application, 79
Clipboard, 79
Control Panels, 78, 79, 125
DA, 79
determining, 78
disk, 80
file names appearance, 111
file sharing and, 245

folder, 79-80
making, 77-78
names, 77
shared folder, 80
as startup items, 42
trash, 80
troubleshooting, 80-81
using, 78
tips for, 78-80
without a purpose, 80
alias information, 75
Apple Events, 254
benefits of, 254
required, 254
Apple HD SC Setup program, 26
Apple menu, 107-108
About This Macintosh com-
mand, 46-47
aliases in, 110-111
Apple Menu Item Folder and,
107
Chooser command, 50
Control Panels alias, 112
Control Panels command, 51
installing documents, folders,
programs on, 110
managing, items, 111
unwanted, items, 112
Apple Menu Items folder,
107-112
aliases in, 110
illustrated, 108
Mac Portable/PowerBook and,
108

Index

AppleShare
file sharing for, users, 204-206
file sharing vs., 204
resource, 206
for connecting to shared
item, 216
AppleTalk network
connecting, 208 ,
program linking and, 256
sharing folders/disks on, 144
turning on, 209
Application menu, 46, 100-102
adding names to, 100
Hide command, 101
Hide Others command,
101-102
removing names from, 101
Show All command, 102
applications, 149-168
activating different, 101
aliases, 79
installing, on Apple menu, 110
list of, running, 160
loading multiple, 49
memory and, 49-50, 72,
150-159
resetting size, 151
running and activating, 100-101
See also programs, shared
automatic scrolling, 55-56

backup utility programs, 18
functioning of, 19
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Balloon Help, 98-99
function of, 98
bitmap images
precision alignment of, 175
processing faster, 175
bitmapped fonts, 170
by Label command, 90

¢

Capture utility, 114
cdevs
control panel and, 125
incompatibility of, 38-39
reinstalling, 30
CD-ROM, installing System 7.1
from, 28
Chooser command, 50-51
chooser extensions, 113
Clean Up commands, 94
Clean Up All, 95
Clean Up by Name, 95, 96
Clean Up Desktop, 95
Clean Up Window, 95, 96, 137
invisible grid and, 95
Clipboard aliases, 79
Close command, 70
CloseView control panel, 126
Color command, 90-91
Color control panel, 126-129
colors, 126-129
changing, 126
label, 53, 94
color component values, 128
Label menu and, 90-92
picking, 128-129
selecting, 127
setting monitor, 51-52
comments search criteria, 86
communications tools, 113-114
Compatibility Checker, 16
function, 16
reading, 17-18
reinstalling DAs and, 32
reinstalling old System Folder
files and, 30
running, 16-18
sample, 17

control panels, 123-146

aliases and, 125
CloseView, 126

Color, 126-129

Date & Time, 55, 139-142
Easy Access, 129-132
File Sharing Monitor, 144
General Controls, 132
international, 145-146
Keyboard, 132-133
Labels, 93, 144

language specific, 146
Map, 125

Memory, 144

Monitors, 125

Mouse, 125

Numbers, 143

opening, 124

pointer changes in, 126
Sharing Setup, 144
Sound, 133-135

Startup Disk, 125

Text, 145-146

Users & Groups, 144-145
Views, 135-139

Control Panels command, 51
Control Panels folder, 38, 112,

124-125
alias, 78, 79, 111
contents of, 112
illustrated, 124
for switching startup disks, 4041
See also control panels

copying

files, 5758
printed documents, 177
screen snapshots, 61

DAs

aliases, 79
incompatibility of, 38-39
installing, 4
on Apple menu, 109-110
manually removing, 110
reinstalling from old System
file, 32-33

Data Access Language (DAL), 8
Date & Time control panel, 55,
139-142
Date Formats button, 140
illustrated, 139
Time Formats button, 142
date & time formats, 139
changes to, 141
changing, 140
Date Formats dialog box, 140-141
Custom option, 140
Long date option, 140-141
Short date option, 141
date search criteria, 86
deleting
files, 58-59
system software, 21
fonts, 117-118
groups, 230
users, 230
desktop, 159
cleaning up, 95
button, 160
folder, 41
level, 159
directory paths and, 161
explained, 159-161
dialog boxes
Claris Resolve, 196-197
Color Picker, 127-128
Date Format, 140-141
directory, 62, 63
Desktop button, 160
New Folder button, 159, 161
Download Fonts, 185-186
Easy Install, 23
Continue button, 25
Customize option, 24-25
Easy Install option, 23-24
Restart button, 25
Find, 81-82
all at once checkbox, 84
expanded, 83
More Choices button, 83, 85
Installer, 34
log-on, 217
Set Password button, 220



dialog boxes, continued
Open, 80
Page Setup, 173
illustrated, 174
Preferences, 183-184
Print, 176-178
Save, 80
Save As, 162
making stationery in, 162
shortcuts for, 63
Time Format, 142
See also windows
disk cache, 152
adjusting, 152-153
size, 144, 152-153
disks. See floppy disk; hard disk
Disk Tools disk, 15
Apple HD SC Setup program,
26
installing from floppy disks
and, 22-23
for startup, 38
Display Available Fonts command
(Font Utility), 187
document information, 74
documents
essential, 92
installing, on Apple menu, 110
opening, 159-161
printing
copies, 177
range of pages of, 177
removing, 181
reducing/enlarging, 174
saving, 159-161
See also files
Download Fonts command
(Font Utility), 185-186
Download PostScript File
command (Font Utility),
188-189
drivers
hard disk, updating, 26
LaserWriter, 13
System 7.1, 13
Duplicate command, 70

E

Easy Access control panel,
129-132
Acceptance Delay buttons, 131
Beep when modifier key is set
checkbox, 132
function of, 129
illustrated, 129
Initial Delay buttons, 130-131
Maximum Speed buttons, 131
Mouse Keys feature, 129
using, 130
Slow Keys, 131
Stick Keys feature, 129
modifier key, 131-132
using, 131
Use On/Off audio feedback
checkbox, 129
See also control panels
edition, 194
files, 196
Edit menu, 87
command shortcuts, 64
Paste command, 71
using, 87
Edit menu (Font Utility), 188
Edit menu (Word), 196, 198
Subscriber Options command,
199
Subscribe To command, 196
Eject command, 70
Eject Disk command, 70
Empty Trash command, 96-97
Extension Manager, 38
Extensions folder, 80, 113-114
function of, 113
Print Monitor program, 113

F

File menu

About This Macintosh
command, 4647, 49, 157

Close command, 70
command shortcuts, 64
Duplicate command, 70
Find Again command, 81-86
Find command, 81-86

Index 21
File menu, continued
Get Info command, 49-50,
71-76
for alias info, 75

for customizing icons, 71

for document info, 74

for folder/disk info, 76

for making stationery, 163

for program info, 72-73
Make Alias command, 77-81
New Folder command, 70
Open command, 47, 56-57, 70
Page Setup command, 70, 172
Print command, 70, 172
Print Desktop command, 70
Print Window command, 70
Put Away command, 70, 221
Sharing command, 9, 70, 76,

205,211

access privileges and, 234

function of, 76

for shared programs, 257

File menu (Font Utility), 185-188

Display Available Fonts
command, 187
Download Fonts command,
185-186
illustrated, 185
Initialize Printer’s Disk
command, 187
Page Setup command, 187
Print Font Catalog command,
187-188
Print Font Samples command,
188
files
access privileges, 238-239
see only, 232
backing up, 18-19
manually, 19
multiple copies of, 19
copying, 57-58
deleting, 58-59
system software, 21
desktop, rebuilding, 66
dictionary, 80
dragging, 57
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files, continued
edition, 196
finding, 81-86
by name, 81-82
by size/kind, 83-85
tips, 86
using same criterion, 82-83
font, 115
Help, 80
installing, in System Folder,
106-107
locked, 86
moving, 57-58
opening, 56-57
at startup automatically, 42
overwriting, 58
preferences, 119
saving when sharing, 245
shared, can’t see/save, 249
snapshot, 60
sound, 122
suitcase, 109
system extension, 113
chooser extension, 113
communication tools, 113-114
System Folder
procedure for reinstalling
old, 30-32
replacing, 22
System, reinstalling from, 32-33
system software, 21
VM Storage, 155
See also documents; file sharing

file server

installing System 7.1 from, 27-28
putting installer files on, 27
file sharing, 6, 203-221
access privileges, 230-233
by user class, 239-241
can’t change, 248-249
checking, 234-235
file, 238-239
folder, 238-239
keeping simple, 244
options, 233
types of, 232
viewing, 234-238

file sharing, continued

aliases and, 245
for AppleShare user, 204-206
arrows, 207
groups
adding to, 230
creating, 229
deleting, 230
list of, 227
name, can’t find, 249
registering, 229-230
guest, changing options for,
227-229
host, 207
limiting access to, 144-145
maximizing performance of,
214
memory and, 206
monitoring and disconnecting
users and, 205-206
to other Macs, 206
overview, 207-208
owner, 208
changing options, 227-229
passwords, 210
changing, 219-221
forgotten, 248
using consistent, 244245
security, 241-242
setting up, 208-210
connecting to network, 208
identifying yourself,
209-210
turning on AppleTalk, 209
small files and, 214
step-by-step, 206-216
tips, 244-246
troubleshooting, 246-251
turning on, 144, 205, 211
users, 207, 208
access options, 226-227
classes of, 232-233
creating group of, 229-230
disconnecting, 214-216
name, can't find, 249
privileges by class, 239-241
registering, 224-225

file sharing, users, continued
registration, 208, 220, 224
using consistent names for,
233, 244-245
See also files; File Sharing
Monitor control panel
File Sharing Monitor control
panel, 144
Connected Users list, 205, 213
Disconnect button, 205, 215
for disconnecting users, 215
illustrated, 213
Shared Items list, 213
using, 205-206
Find Again command, 81-86
function of, 81
using criterion and, 82
Find command, 81-86
Find within pop-up menu, 84
function of, 81
levels of options, 81-82
using criterion and, 82
Finder, 4
customizing windows in, 55
feature changes of, 4648
loading multiple programs
and, 48-49
making stationery in, 162—-164
for printing in background,
50-51
using MultiFinder and, 4849
window changes, 52-58
Finder Shortcuts command, 99
See also keyboard shortcuts
fixed-size fonts, 170
printing with, 172-173
See also fonts
FKeys, 59-61
for ejecting floppy disks, 5960
for taking screen shots, 60-61
See also keyboard shortcuts
flag icon, 66-67
floppy disks
information on, 76
installing System 7.1 from,
22-26
See also hard disk



folders
access privileges, 238-239
see only, 232
aliases for, 79-80
calculating size of, 138
information, 76
installing, on Apple menu, 110
navigating shortcuts for, 62-63
New Folder button and, 161
shared
aliases for, 80
belted, 236
belted with arrow, 236-237
can’t find, 248
can’t open, 249
connecting to, 216~218
connecting to automatically
at startup, 218-219
cut off from, 250-251
disconnecting from, 221
plain, 236
tabbed, 236
using, 221
sharing, 211-213
functions available in, 213
monitoring, 213
See also specific folders
Font/DA Mover program, 9, 118
FontMonger, 190
fonts
Adobe Type Manager and, 171
bitmapped, 170
built-in, 190
changing, 136
deleting, 117-118
displaying available, 187
downloadable, 176, 192
downloading, 185-186, 192
files, 115
fixed-size, 117, 170
printing with, 172-173
formats of, 170-171
ID conflicts, 118
installing, 4, 117-118
files, 35
printer, 6
management of, 6

fonts, continued
management programs for, 118
in menu bar, 136
mixing formats of, 190
more info on, 192
Postscript, 170-171
printer, 191
screen, 191
printing samples of, 188
reinstalling, from old System
file, 32-33
screen, 190-191
TrueType, 5,117, 171
printing with, 173
types of, 115
viewing, 4, 116-117
in window titles, 136
Fonts folder, 6, 114-118
function of, 115
illustrated, 114
making changes to, 117
See also folders
font suitcases, 115
installing only some fonts
from, 118
opening, 115-116
Font Utility, 184-189
Edit menu, 188
File menu, 185188
Utilities menu, 188-189

6

General Controls control panel,
132
See also control panels
Get Info command, 49-50, 71-76
for alias info, 75
for customizing icons, 71
for document info, 74
for folder/disk info, 76
for making stationery, 163
for program info, 71-73
Get Privileges command, 9, 70
groups
adding to, 230
creating, 229
deleting, 230

Index 219

groups, continued
list of, 227
name, can't find, 249
registering, 229-230
See also users, file sharing

H
hard disk
aliases, 80
backing up on, 18
cost, 11
driver, updating, 26
information, 76
installing from, 28
installing printer files on, 27
local, 27
reclaiming space in, 36
requirements, 10
setup program, 26
shared
can’t find, 248
connecting to, 216-218
connecting to at startup,
218-219
cut off from, 250-251
disconnecting from, 221
using, 221
sharing, 211-213
functions available in, 213
startup and, 39-41
virtual memory and, 156
hardware
requirements, 10-11
upgrade costs, 11-12
See also Macintosh computer
Help menu, 5, 46, 98-99
About Balloons Help
command, 99
Finder Shortcuts command, 99
Hide Balloons command, 99
Show Balloons command, 98
Hide Balloons command, 99
Hide command, 101
Hide Others command, 101-102
Highlight color pop-up menu, 127
Other command, 127
host, file sharing, 207
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Hypercard, 17
stack, 16-17

IAC (Inter-Application
Communication), 253

icons
AppleShare, 216
application, 49
Application menu, 46, 100
arranging, 94
belted folder, 236
belted folder with arrow, 236
cosmetics of, 51-52
customizing, 71
disk, 30
flag, 6667
folder privileges, 71
Guest, 228
guest user, 225
“happy mac,” 37
Help menu, 46
Installer program, 23
item, 4748, 108
Labels, 93
LaserWriter, 50
layouts of, 137
Mac owner, 225
Monitors, 51
New Group, 229
New User, 225
Orientation, 174
owner'’s, 227
plain folder, 236
printer, 179
selecting, shortcuts, 61-62
shared disk/folder, 212
size of, 137
Startup Disk, 40, 124
stationery, 162
Sticky Keys, 131
System Folder, 34

blessed, 20

Text control panel, 145
Trash, 97
window privileges, 237-238
Word, 100

Index

Import Movie command, 166
incompatibilities
running, 39
startup, 38-39
Initialize Printer’s Disk command
(Font Utility), 187
INITPicker, 38
inits
incompatibilities of, 38-39
reinstalling, 30
Startup Items folder and, 120
Installer disk, 22-23
Installer program, 15
completion of, 29-33
icon, 23
QuickTime extension, 34
using, 16
installing
DAs, 4
desk accessories, 109-110
documents on Apple menu,
110
files in System Folder, 106-107
folders on Apple menu, 110
fonts, 4, 117-118
keyboard layouts, 133
programs on Apple menu, 110
QuickTime extension, 33—34
resources, 24-25
scripts and font files, 35
sounds, 4, 121-122
System 7.1, 15-36
from CD-ROM disk, 28
Customize option, 24-25
Easy Install option, 23-24
failure of, 29
from file server, 27-28
from floppy disks, 22-26
from local hard disk, 28
on multiple hard disks, 40
preparation for, 16
WorldScript extensions, 35
See also reinstalling
items
copying shortcut, 65
icons for, 4748, 108
labels for, 92

items, continued
labels, sorting, 53
names of, 4748
arranging, 111
editing, 48
selecting, 4748
by typing, 55
can’t move, rename, delete, 249
groups in list view, 55
shared
can't change access privilege
for, 248-249
connecting to, 216-218
connecting to at startup,
218-219
cut of, 250-251
disconnecting from, 221
using, 221

K

Keyboard control panel, 132-133
illustrated, 132
international users and, 133
Keyboard Layout list, 132
keyboard layouts, 66-67
installing, 132-133
Keyboard menu, 46, 66
keyboard shortcuts, 61-66
additional, 65-66
for dialog boxes, 63
for Edit menu commands, 64
for File menu commands, 64
for navigating folders/windows,
62-63
for selecting icons, 61-62
for Special menu commands, 65
See also FKeys
kind search criteria, 86

L
Label menu, 46, 90-92
for changing colors, 52
for changing names and colors
of labels, 53
function of, 90
illustrated, 91
None command, 91
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labels, 91

color of, 94

customizing, 93-94

defined, 144

for desktop items, 92

name of, 90

changing, 93

not using, 92

search criteria, 86

sorting windows by, 92

system extension, 114
Labels control panel, 93, 144
LaserWriter

eliminating rough edges with, 175

Font Utility. See Font Utility

PostScript fonts and, 170

printing startup page with, 189

sharing on network, 256

substituting fonts with, 174

upgrading, 13

See also printers; PrintMonitor
list views, 53

selecting groups of items in, 55
lock search criteria, 86

Macintosh computers, 10
startup compatibility problems,
38-39

upgrading, 11

costs of, 11-12
Macintosh Font Book, The, 192
"Macintosh Memory Guide, 159
MacroMaker, 9
Make Alias command, 77-81
for making aliases, 77-78
for using aliases, 78-80
MasterJuggler program, 118
memory, 150-151

32-bit addressing, 6, 144, 152
using, 156-157

application, 49-50, 72

cache size, 144, 152153

file sharing and, 206

fragmentation, 157-159
low-memory message, 158
minimizing, 158

memory, continved
learning more about, 159
managing, 49-50
program
managing, 150-159
resetting size, 151
QuickTime extension and, 33
for running System 7.1,
150-151
saving, 151
showing amount of, 49
virtual, 6, 144, 152
tips, 155-156
using, 153-155
Memory control panel, 144
After restart box, 154
Available on disk, 154
illustrated, 152, 154
Total memory, 154
using, 151-152
for using virtual memory,
153-155
VM Storage, 155
See also control panels
Metamorphosis, 190
MODE 32, 11
moving files, 57-58
Multifinder, 9
Finder and
differences, 49
using, 48-49

name search criteria, 86
networks
can’t find Mac on, 247
connecting to, 208
file sharing on, 206-216
publishing and subscribing on,
200
New Folder command, 70
None command (Label menu),
91

0

Open command, 47, 56-57, 70

opening
control panels, 124
documents, 159-161
files, 56-57
font suitcases, 115-116
System file, 121

outline views, 54

owner, in file sharing, 208
changing options, 227-229

P

Page Setup command, 70, 172
Page Setup command (Font
Utility), 187
Page Setup dialog box, 173
Faster Bitmap Printing, 175
Flip Horizontal/Flip Vertical, 175
Font Substitution, 174
illustrated, 174
Invert Image, 175
Large Print Area, 176
more options, 175-176
Orientation icons, 174
Paper options, 174
Precision Bitmap Alignment,
175
Printer Effects, 174
Text Smoothing/Graphics
Smoothing, 175
Unlimited Downloadable
Fonts, 176
passwords, 210
changing, 219-221
forgotten, 248
Set Password button, 220
using consistent, 244-245
See also file sharing
Paste command, 71
PICT format, 60
PMMU chip, 11
pointer, control panels, 126
Postscript
files, 177-178
downloading, 183189
fonts, 170-171
printer, 191
screen, 191
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PowerBook

Apple Menu Items folder and,
108

virtual memory and, 156
Preferences command (Print-
Monitor menu), 182, 183
Preferences dialog box, 183-184
Also display alert button, 184
Give no notification, 184
illustrated, 183
Only display in Application
menu, 184
Show Print/Monitor window
when printing, 183
When a manual feed job starts,
184
When a printing error needs to
be reported, 183-184
Preferences folder, 119
Print command, 70, 172
Print Desktop command, 70
Print dialog box, 176-178
Copies, 177
Cover Page, 177
Destination, 177
illustrated, 176
Pages, 177
Paper Source, 177
PostScript File, 178
Print buttons, 177
printers
changing with chooser, 51
fonts available for, 6, 187
ImageWriter, 172
Laserwriter
Personal, LS, 172
PostScript compatible, 173-178
Postscript fonts and, 170
printing on different, 56

Print Font Samples command
(Font Utility), 188
printing, 169-192
in background, 50-51, 179
changing, order, 181
cover page, 177
destination, 177
documents, 176-178
removing, 181
enlarging, area, 176
with fixed-size fonts, 172-173
inverting image of, 175
paper source and, 177
with TrueType fonts, 173
viewing, information, 181
See also printers
PrintMonitor, 113
alerts, 182
explained, 178
starting, 178-179
using, 178-184
window, 179-182
displaying, 180
illustrated, 180
Postpone Indefinitely, 182
Printing box, 180
Printing Status box, 180-181
Remove from List button,
181
Set Print Time, 181
Waiting list, 181
See also LaserWriter; printers;
printing

PrintMonitor Documents folder,

119

PrintMonitor menu, 182-184

Open/Close commands, 182
Preferences command, 182, 183
Stop Printing/Resume Printing

program linking, continued
starting, 256-157
turning off, 260
two ways for, 255-256
users/guest access to, 258-260
See also file sharing
programs, shared
controlling user access to,
258-260
linking to, 256
procedure for using, 257-258
See also applications
publish and subscribe, 7
defined, 194-195
example of, 195-198
on a network, 200
uses for, 194-195
publishing, 194
options, 198-199
procedure, 196
submenu, 196, 198
See also publish and subscribe
Put Away command, 70
for disconnecting from shared
item, 221

Q
QuickDraw
GX, 56
printers, 172-173
QuickMail, 114
QuickTime, 7-8
data, 166
example, 166—167
explained, 165-166
extension
installing, 33-34
memory and, 33
installation disk, 15

QuickDraw, 172-173 commands, 182-183 movie, 167
reinitializing, 189 Print Window command, 70 player controls, 167
StyleWriter, 172 program information, 71-73 speeds, 168

See also LaserWriter; Print-
Monitor
printer spooler, 119
Print Font Catalog command
(Font Utility), 187-188

program linking, 7
explained, 255
managing, performance,

260-261
on remote Mac, 256

Starter Kit, 168
using, 165-168



RAM
32-bit addressing and, 157
accessing, 6
amount installed, 154
cache, 152
System 7.1 requirements, 10
virtual memory and, 154-156
See also memory
registration '
group, 224, 229-230
user, 208, 220, 224
procedure for, 224-225
reinstalling
DAs, 32
fonts, 32-33
old System Folder files, 30-32
sounds, 32-33
See also installing
Remove TrueType command
(Font Utility), 189
Resolve, Claris, 195
publish and subscribe with,
196-197
dialog box, 196-197
resources, installing, 24-25
Restart Printer command (Font
Utility), 189
Resume Printing command

(PrintMonitor menu), 182

saving documents, 159-161
Scrapbook, sounds and, 121
screen
format, 60
snapshots, 60—61
copying, 61
scripts, installing, 35
scrolling, automatic, 55-56
searching
criteria, 83-84
tips for, 86
for file names, 82
for file size/kind, 83-85
limitations, 85
with multiple criteria, 85

searching, continued
" selected items, 85
selecting, items, 4748
Set Startup command, 9, 42, 94
setup programs, 26
Sharing command, 9, 70, 76, 205,
211
access privileges and, 234
function of, 76
for shared programs, 257
Sharing Setup control panel, 144
for disconnecting users, 215-216
for identifying yourself and
your Mac, 209-210
illustrated, 210
Macintosh Name box, 210
Owner Name box, 210
Owner Password box, 210
for program linking, 257
Start button, 205
Stop button, 215
for turning on filesharing, 211
See also control panels
Show All command (Application
menu), 102
Show Balloons command, 98
size search criteria, 86
snd resources, 122
sorting, windows by labels, 92
Sound control panel, 133-135
Add button, 134
Alert Sounds list, 134
illustrated, 134
Microphones list, 134
Options button, 134
Record button, 135
Save button, 135
Speaker Volume control, 134
Stop, Pause, Play buttons, 135
See also control panels
sounds, 121-122
files, 122
installing, 4, 121-122
playing, 4
reinstalling, from old System
file, 32-33
stored in separate file, 122
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Special menu, 94
Clean Up Window command,
95, 96, 137
command shortcuts, 65
Eject Disk command, 70, 94
functions of, 94
Start Page Options command
(Font Utility), 189
startup, 3742
disk, 124-125
scanning order, 40
switching, 4041
Disk Tools disk for, 38
incompatibilities, 38—39
items, 42, 120
aliases as, 42
with multiple hard disks, 39-41
opening files automatically at, 42
Startup Items folder, 42, 120
aliases inside, 42
function of, 120
inits and, 120
stationery, 162
document, 164
icon, 162
making
in Finder, 162-164
in Save As box, 162
pad, 164
changing, 165
Stationery pad checkbox, 163
turning document into, 74
using, 161-165
stationery option, 5
Sticky Keys, 129
icon, 131
modifier key, 131-132
Stop Printing command (Print-
Monitor menu), 182
Stuff folder, 30
in reinstalling old System
Folder files, 30-32
See also System Folder
subscribing, 194
options, 199-200
procedure, 196-197
See also publish and subscribe
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Suitcase program, 118
System 7.1
compatibility, 12, 16-18
features missing from, 9
installing, 15-36
from CD-ROM disk, 28
failure, 29
from file server, 27-28
from floppy disks, 22-26
from local hard disk, 28
memory for, 150-151
new features in, 4-8
QuickTime and, 7-8
reliability of, 12
requirements for running, 10-11
starting, 37
upgrading to, 11-13
System 6
features, 9
staying with, 12-13
system extensions, 38
Chooser extension files, 113
communication tools, 113-114
defined, 113
labels, 114
third-party, 114
System file, 112
illustrated, 121
installing sounds on, 121-122
location of, 112
opening, 121
reinstalling from, 32-33
System Folder, 105-122
blessed, icon, 20
contents of, after installation,
29-30
eliminating, 19-20
icon, 20, 34
icon view window, 106
installing files in, 106-107
installing System 7.1 and, 19
moving files to, 20
reclaiming disk space and, 36
reinstalling old files, 30-32
replacing, files, 22
unblessing, 20
updating, 21-22

System software, compatibility
problems, 38-39

T

Text control panel, 145-146
icon, 145
illustrated, 146
Script pop-up menu, 146
System direction buttons, 146
See also control panels
Time Format dialog box, 142
Clock options, 142
Format options, 142
title bar, window, 52
Trash, 41
aliases, 80
changes in functioning of, 58
emptying, 58-59, 96-97
turning, warning off, 97
temporarily, 97
troubleshooting
alias, 80-81
file sharing, 246-251
can’t change access
privileges, 248-249
can't connect file sharing
Mac, 247-248
can’t find folder/disk, 248
can’t find Mac on network,
247
can’t find user/group name,
249
can’t move, rename, delete
shared item, 249

can’t open shared folder, 249

file sharing won't start, 246
forgotten password, 248
shared item connection cut
off, 250-251
TrueType fonts, 5, 117, 171
mixing
formats, 190
with other fonts, 190-192
printing with, 173
removing, 189
See also fonts

Users & Groups control panel,
144-145
illustrated, 225
New Group (File menu), 229
New User (File menu), 225
for registering users, 224-225
for setting owner access
options, 227-228
for shared programs user
access, 258-260
See also control panels
users, file sharing, 207
access options, 226-227
classes of, 232-233
privileges by, 239-241
creating group of, 229-230
disconnecting, 214-216
warning for, 216
name, can't find, 249
registration, 208, 220, 224
procedure for, 224-225
using consistent names for,
233, 244-245
Utilities menu (Font Utility),
188-189
Download PostScript File
command, 188-189
Remove TrueType command,
189
Restart Printer command, 189
Start Page Options command,
189

v

View menu, 90
by Label command, 90
Icon view, 94
Small Icon view, 94
views
Icon, 137, 235
list, 53, 55
outline, 54
Small Icon, 137, 235
Views control panel, 55, 135-139
Always snap to grid checkbox,
137



Views control panel, continued

Calculate folder sizes check-
box, 138

Font for views area, 136

function of, 135-136

Icon and Small Icon Views
area, 137

illustrated, 136

List Views area, 137

Show boxes, 137-138

Show disk info in header
checkbox, 139

Straight grid/Staggered gird
buttons, 137

See also control panels

virtual memory, 6, 144, 152

function of, 153

PowerBook and, 156

RAM and, 154-156

tips, 155-156

using, 153-155

who can use, 153

w
Window color pop-up menu, 127
Other command, 127
windows
About This Macintosh, 47
illustrated, 158
Unused Block indicator, 158
alias information, 75
Find Original button, 75
automatic scrolling and, 55-56

windows, continued
Chooser, 50-51, 217
Active button, 209
illustrated, 209
cleaning up, 95-96
closing shortcuts, 54
customizing, 55
directory path, 52, 65
document information, 74
Stationery pad checkbox, 74
folder/disk information, 76
Guest, 228
hiding, 101-102
icon view, 106
information, 163-164
list view, 53
information in, 137
moving shortcut, 65
navigating shortcuts for, 6263
PrintMonitor, 179-182
privileges icons, 237-238
program information, 71-72
Locked checkbox, 73
Minimum size box, 73
Preferred size box, 72-73
Suggested size box, 73
Sharing, 205, 212
access privileges and, 235
illustrated, 235
options for access privileges,
231
for shared programs,
257-258

Index 285

windows, continued
showing, 101-102
sorting by label, 92
title bar, 52
Trash information, 97
user’s, 226
Allow User to Change
Password checkbox, 227
Allow User to Connect
checkbox, 227
Groups list, 227
Program Linking area, 227
User Password box, 226
zoom box, 53
See also dialog boxes
WorldScript, 8
activating, 35
extensions, 34
control panels and, 145-146
installing, 35
Keyboard control panel and,
133
WorldScript I, 35
WorldScript I1, 35
installing additional keyboard
layouts and, 133

Z

zoom box, 53



Art of Darkness (with disk)

Erfort Fenton

This book is the perfect companion to AFTER
DaRrk, the world’s most popular screen saver
and one of the top-selling utility programs of all
time. It explains how to install, operate, and
customize the program, as well as how to create
modules for new screen savers. Included are
nine new AFTER DARK modules created exclu-
sively for this book. (128 pages)

Canvas 3.0: The Book

Deke McClelland

This book takes you on a fact-filled tour of
Canvas 3.0. It includes essendal information
about using the program with System 7,
creating dynamic illustrations and text effects,
and much more. (384 pages)

The Dead Mac Scrolls

Larry Pina

Now any Mac owner—from the novice to the
expert—can keep repair costs down. In this
unique and encyclopedic guide, Macintosh guru
Larry Pina diagnoses hundreds of hardware
problems, shows the simplest and cheapest way
to fix them, and reveals how much the repairs
should cost. Of particular value is the book’s
directory of companies that sell parts or provide
service. (484 pages)

Desktop Publisher’s Survival Kit

David Blatner

Here is a book that provides insights into
desktop publishing on the Macintosh: trouble-
shooting print jobs, working with color,
scanning, and selecting fonts. A disk containing
12 top desktop publishing udlities, 400K of clip
art, and two fonts is included in this package.
(176 pages)

[llustrator lluminated

Clay Andres

This book is for people who want to know more
about Adobe Illustrator than the manuals can

tell them. Ilustrator Illuminated uses full-color
graphics to show how professional artists use
Illustrator’s tools to create a variety of styles and
effects. Each chapter shows the creation of a
specific illustration from concept through
completion. Additionally, it covers using
Illustrator in conjunction with Adobe Streamline
and Photoshop. (200 pages)

The Little Mac Book, 2nd Edition

Robin Williams

Praised by scores of magazines and user group
newsletters, this concise, beautifully written book
covers the basics of Macintosh operation. It
provides useful reference information, including
charts of typefaces, special characters, keyboard
shortcuts, and a special update on System 7.

(184 pages)

The Little Mac Word Book

Helmut Kobler

Here’s a fast way to learn Word 5.0 basics. This
book provides concise and clear information
about formatting text; using Word with Apple’s
new System 7 operating system; taking advantage
of Word’s writing tools; setting up complex
tables, and much more! (240 pages)

The Little QuicKeys Book

Steve Roth and Don Sellers

This handy guide to CE Software’s QuicKeys 2.0
explores the QuicKeys Keysets and the different
libraries QuicKeys creates for each application;
shows how to link together functions and
extensions; and provides an abundance of useful
macros. (288 pages)

The Macintosh Bible

Arthur Naiman, Nancy E. Dunn, Susan
McAllister, John Kadyk, and a cast

of thousands

It’s more than just a book—it’s a phenomenon.
Even Apple’s own customer support staff uses it.
Now the Fourth Edition is here, and its 1,248
pages are crammed with tips, tricks, and shortcuts



to get the most out of your Mac. And to make
sure the book doesn’t get out-of-date, three 30-
page updates are included in the price (we mail
them to you free of charge). Every Mac owner
should have one. (1,248 pages)

The Macintosh Bible Software Disks

Dave Mark

This two-disk companion to The Macintosh
Bible, 4th Edition offers Mac users an introduc-
tion to the very best public-domain software and
shareware that exists for the Mac (more than 2
megabytes!). The disks include useful utilities,
modem software, sounds, games, and fonts.

The Macintosh Bible Guide to
FileMaker Pro

Charles Rubin

Claris’s FileMaker Pro product manager
enthusiastically declared this book a “must for
every FileMaker Pro user.” Best-selling author
Charles Rubin offers fast relief for FileMaker
users of all levels, providing clear and under-
standable solutions for scores of the most
common problems. (284 pages)

The Macintosh Bible “What Do I Do
Now?” Book, 2nd Edition

Charles Rubin

Completely updated through System 7, this
bestseller covers just about every sort of basic
problem a Mac user can encounter. The book
shows the error message exactly as it appears on
screen, explains the problem (or problems) that
can produce the message, and discusses what to
do. This book is geared for beginners and
experienced users alike. (352 pages)

The Mac is not a typewriter

Robin Williams

This best-selling, elegant guide to typesetting on
the Mac has received rave reviews for its clearly
presented information, friendly tone, and easy
access. Twenty quick and easy chapters cover
what you need to know to make your docu-
ments look clean and professional . (72 pages)

The QuarkXPress Book,

2nd Edition

David Blatner and Keith Stimely

This best-selling guide to the world’s most
powerful desktop publishing program is
required reading for any serious XPress user. It
explains how to import and modify graphics and
provides tips for printing, using XTensions and
other applications to customize the user
interface. Additionally, it includes a section
outlining XPress 3.1’s numerous new features
and techniques. (640 pages)

Real World FreeHand 3

Olav Martin Kvern

The ultimate insider’s guide to FreeHand, this
authoritative and entertaining book first lays out
the basics and then concentrates on advanced
techniques. (528 pages)

Silicon Mirage

Steve Aukstakalnis and David Blatner
Virtual reality is the amazing new technology of
“pretend worlds,” where individuals can
completely immerse themselves in computer-
generated environments. Silicon Mirage
provides an easily understandable explanation of
the “virtual senses” already possible, the
strikingly broad array of fields where virtual
reality is having an impact, and the breathtaking
horizons yet to be discovered. (300 pages)

Zen and the Art of Resourco Editing
(with disk)

Dorrick Schneider ot al.

This book introduces the beginner to ResEdit
2.1, one of the most useful tools ever designed
for the Macintosh. It covers ResEdit from a
nonprogrammer’s point of view, and shows
how to customize the Finder, menus, keyboard
map and icons. The book contains a disk with
the lastest version of ResEdit and 1400K of
sample resources. (240 pages)



Order Form

To order, call:

(800) 283-9444 or (510) 548-4393 (M-F) * (510) 548-5991 fax

# Title Price Total
Art of Darkness (with disk) 19.95
Canvas 3.0: The Book 21.95
Dead Mac Scrolls 32.00
Desktop Publisher’s Survival Kit (with disk) 22.95
Illustrator Illuminated 2495
The Little Mac Book, 2nd Edition 14.95
The Little Mac Word Book 15.95
The Little QuicKeys Book 18.95
The Macintosh Bible, 4th Edition 32.00
The Macintosh Bible Disks, 4th Edition 25.00
The Macintosh Bible Guide to FileMaker Pro 2.0 22.00
The Macintosh Bible Guide to System 7.1 15.00
The Macintosh Bible “What Do I Do Now?” Book 15.00
The Mac is not a typewriter 995
The QuarkXPress Book, 2nd Edition 2795
Real World FreeHand 27.95
Silicon Mirage 15.00
Zen and the Art of Resource Editing 2495
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“If you’re looking for the three most
important aspects of a computer

book—clarity, clarity, and clarity—
then the Bible bunch has done it again.”

—DAvVID POGUE, MACWORLD

Written in a clear, concise, no-nonsense style, this book is for people
who are already familiar with the Mac. Skipping tedious and repetitive
explanations, it gets right to the information you need to use System 7.1: -

e Installation and compatibility

@ The new & improved Finder

e The System Folder

® Managing program memory

e Printing and fonts

@ Sharing files and linking programs
e Using Publish & Subscribe
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