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Introduction
It's the system software that makes the
Macintosh unique, and System 7 brought the
most revolutionary changes to the Mac's software since it was introduced in 1984. Since
System 7 was released in May 1991, over half
of the Mac users worldwide have upgraded to
it. Many of those who didn't upgrade right
away were waiting for the current release,
System 7.1, so application developers would
have time to make their products compatible
with System 7. Now the wait for compatibility
is over. Jt+
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Introduction
Every new Macintosh now comes with System 7.1 and a set of
manuals for it. If you bought your Mac before System 7.1 came
out, the chances are you'll want to upgrade. System 7.1 requires at
least two megabytes of RAM and a hard disk to run (and four
megabytes of RAM are really recommended), but once you see
what it can do, the cost or hassle of upgrading your Mac will seem
trivial compared to the power you'll gain.

Who this book is for
This book is primarily for people upgrading to System 7.1 from
previous versions of the Mac system software. Since you're already
familiar with the Mac, we'll get you up to speed quickly by focusing on what's new and different in System 7.1, rather than wasting
your time rehashing mouse-clicking and other basic Mac features.
Apple's official System 7.1 Personal Upgrade Kit (which contains the software and manuals) retails for $99. But you can take a
few floppy disks down to your Apple dealer and get a free copy of
the System 7.1 software, and then buy this book. The money you
save will probably buy a couple of extra megabytes of RAM for
your Mac. Even if you bought a Mac after System 7.1 came out
and thus have Apple's own manuals, you're likely to find this book
more concise, more readable and better organized.

What this book assumes
Since The Macintosh Bible Guide assumes you've used a Mac
before, it doesn't belabor the obvious and supposes you know how
to use the Finder, windows, menus, icons and basic dialog boxes.
Specifically, it assumes that you know how to:
• open a file, folder or disk
• save or print a file
• delete a file
• close a window
• resize or scroll a window or scroll a list in a dialog box

Introduction

ix

• choose a menu command
• use checkboxes and buttons
• press the r or e key to select a heavily-outlined button in a
dialog box (like the OK button) instead of clicking it
• quit a program
• move fonts and DAs using Font/DA Mover
If you've used a Mac for any time at all, you already understand most or all of these things (and the descriptions in this
book are generous enough to make up for any minor gaps in your
knowledge). If you don't, look them up in your old Mac manual,
use the guided tour disk that came with your Mac, or buy a good
reference like The Macintosh Bible.
Naturally, where System 7.1 offers new ways to work with
windows, menus, dialog boxes, or programs, these will be clearly
explained.

How this book Is organized
I've divided the book into five sections:
Section I, Getting started, takes you through upgrading, installing
System 7.1 and starting up.
Section II, The Finder and its menus, covers the new desktop and
menus.
Section Ill, The new System Folder, deals with the new control
panel devices (now called control panels), new folders in the
System Folder and new ways of installing fonts and utilities.
Section IV, Working with applications, covers new features like
publishing and subscribing, stationery and QuickT me, as well as
memory management and printing.
Section V, Sharing files and linking programs, deals with these
powerful new network-related features of System 7.1.

x
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In the back of the book, the glossary defines terms that are new
in System 7.1, as well as others that may simply.be unfamiliar to
you. The index is a cross-reference for terms, concepts and procedures you'll use in System 7.1.

How to use the book
This book was designed to be read from beginning to end, but
you'll probably end up picking out the chapters that interest you
most. If you haven't installed System 7.1 yet, follow the instructions in Chapter 2 and then you'll be able to restart your Mac and
poke around on your own.
The table of contents lists chapters, and each chapter has a title
page that lists the sections within it so you can move quickly to
topics that interest you. If you don't find what you're looking for
there, check the index or glossary.

Conventions used In this book
Here are some conventions I've used in the interest of presenting
information clearly and economically:
• System 6 and System 7 refer to all versions of these systems,
while System 6.05 or System 7.1 (say) refer to the exact versions specified.
• Checking or unchecking a checkbox means clicking in it so
an X appears or disappears (which selects or deselects the
option the checkbox represents).
• The dialog boxes you see when you open the new control
panel programs are called control panels instead of dialog
boxes (because that's what Apple calls them).
To help you find your way through conventional dialog boxes, I
show the names of the new dialog box areas, checkboxes and buttons, as well as new features generally, in boldface the first time
they're explained, unless they're obvious buttons like OK, Cancel
or Quit. Since OK and Cancel are universally understood, I don't
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bother explaining their functions-unless they do something
remarkable in a particular case.
The screen illustrations in this edition were taken from versions 7.0 and 7.0.1 of System 7, as well as from a prerelease copy of
System 7.1. Many of the dialog boxes show specific software version numbers. The dialog boxes in your version of System 7.1 may
show different version numbers.
Finally, I haven't documented trivial changes in the appearance
of objects or alert boxes unless they affect the way you use the Mac.

The Mea Culpa department
I've done my best to present practical and readable descriptions of
every System 7.1 feature without putting anyone to sleep. If you
think there's a really hot tip that should be in here, or if you (gulp)
discover a mistake, please write to me in care of Peachpit Press
(the address is on the copyright page).
Dozens of readers of The Macintosh Bible Guide To System 7
wrote in offer~ng tips or suggestions, and most of those were
included when the book was updated to cover System 7.1. Thanks,
everyone.
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System 7.1
at a glance
When it comes to improving the Mac, System
7.1 (and System 7 before it) blow the doors off
any previous change in the system software.
System 7.1 retains some basic features that
go all the way back to 1984, but it also adds a
lot of powerful new capabilities that will help
the Mac keep its competitive edge through the
1990's.~
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As you might expect from a major increase in Mac capabilities,
System 7.1 is not for every Mac user, and even if you can use it,
you may not want to run right out and get it. In this chapter, I'll
start with a quick look at the new features of System 7. 1, and then
we'll see how the various Mac models support those features.
Putting that information together will help you decide whether or
not it's worth it to you to upgrade.

S

If you just bought a Mac you don't need to upgrade: you're
already running System 7. 1. Skim the next section to get an
overview of System 7. 1's features, and then jump to What you
need to run System 7.1 at the end of the chapter to see which of
these features your Mac can use.

............................
What's new in System 7.1
Amore powerful., more flexible Finder
The new Finder makes your desktop easier to manage, with more
control over how icons and windows look, easier access to applications and more ways to arrange items on the desktop.
It works like MultiFinder, which was an option with System 6.
This means you can always have as many programs open as your
Mac's memory allows and, if you have a PostScript printer like the
Apple LaserWriter, you can print documents in the background
while you do other work.

Easier font.. sound and OA management
To install fonts, sounds and DAs, you just drag them into the
System Folder. There's no more Font/DA Mover program and no
more fifteen-DA limit on the ti menu. To view fonts and play
sounds, you just doubleclick them.

System 7.1 at a glance
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Built-In Help
There's a new Help menu in the Finder which explains parts of the
desktop, windows and system software files as you point to them.
You can also display a list of keyboard shortcuts.
System 7.1 comes with help information only for the Finder,
but other developers are also using this menu to add instant help
to their own programs.

Aliases
Aliases are stand-ins for folders, disks, files or programs. Got a
folder you work with all the time? Put aliases of it on the ti menu,
on the desktop and in any other folder where you might need
quick access to it.
Aliases don't take up a lot of disk space because they're not
copies-they're just remote-control switches that permit you to
open the real items they stand for.

Stationery
Some programs have a stationery option that lets you create
letterheads, memo pages or other preformatted templates and
then open them as new untitled documents. System 7.1 lets you
make stationery for any program.

1rue1ype fonb
System 7.1 's new TrueType fonts work both for printing and to
display characters smoothly on the Mac screen, so you don't have
to keep separate screen and printer versions of the same font. And
you only need one file for a whole typeface like Helvetica (no
more messing with Helvetica 10, 12 and 14). TrueType fonts can
be used right along with any of your old fonts, even in the same
document.

/
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Better font management
Under System 7.1, all fonts are installed inside a special Fonts
folder in the System Folder, rather than in the System file itself.
You can drag any font or font suitcase file onto the System Folder
icon and it will be placed in the Fonts folder, where any program
can find it.

8

You can even install printer fonts in the Fonts folder, and
the new LaserWriter printer driver will know to look for
them there.

File sharing
File sharing lets you share data with other people on a network
without having to buy special software like AppleShare or an electronic mail program. If your Mac is on a network, you can designate folders or disks on your system as shared items, so other
people on the network can use them.

Virtual memory
Virtual memory tells your Mac to set aside free space on a hard
disk as extra RAM. With the right Mac (see What you need to run
System 7.1 below), virtual memory can give you up to a gigabyte
of RAM.

32-bit addressing
32-bit addressing allows the more advanced Mac models to access
far more RAM than the less powerful Macs, which are limited to
the memory they can access with 24-bit addresses. (What you need
to run System 7.1 below explains the capabilities of each Mac
model.) Rather than bein g restricted to four or eight megabytes,
these more advanced Macs can use from 10 to 128 megabytes of
RAM. This will really help people who work with extra large
graphics or spreadsheet files or who want to work with lots of big
programs open at the same time.

System 7.1 at a glance
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Publish and subscribe
Publish and subscribe is a kind of automatic cut-and-paste function that lets you link documents created by different programs.
For example, you can publish part of a spreadsheet and then subscribe to those published numbers in a word processor document.
If you change the spreadsheet file, the spreadsheet numbers in the
word processor document can automatically be updated.

Program linking
Program linking allows programs to exchange information without your intervention. For example, a color paint program could
ask a compression utility to compress or decompress its files as
they are saved or opened; or a spreadsheet program could ask a
word processing program to check a worksheet for spelling errors.

r:;:\ m Programs· exchange information with Apple Events.
~

See Chapter 15 for more information.

Qulckflme
QuickTime is Apple's new technology for managing· time-oriented data like sounds, animation and video. It allows any Macintosh user to cut, copy, paste, publish or subscribe, and display
sounds or moving images as easily as they would text or PI CT
graphics. It includes an image compression feature that allows you
to store sounds, movies or still images so they use up far less space
than they normally would.
System 7.1 comes with the QuickTime capability, but in order
to use it in your applications, the applications themselves must
support it. For example, if your word processor supported QuickTime, you could paste an animated graphic into a document,
and clicking on it would automatically tell your Mac to retrieve
the animation and sound files and play them-the graphic would
come to life right on the screen. QuickTime has only been
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commercially available since March 1992, but within a year or so
most of the major applications will support it.

B

QuickTime is remarkable, but don't expect it to provide fullscreen video on your Mac. See Using QuickTime on p. 165 in
Chapter 9 for more information.

Data Access Language (DAL)
With DAL you'll be able to use your favorite spreadsheet or word
processor program to get information from a network or mainframe database without having to know that database's specific
query language.
Only the basic DAL facilities are included with System 7.1
(they're in a file inside the System Folder) and you won't find any
further discussion of DAL in this book. Once developers begin
supporting DAL, you'll be able to learn about it from their application manuals.

WorldScript
WorldScript is the biggest change in the system software between
System 7.0 and System 7.1. It's a set of system extensions that
allow System 7.1 to be easily localized for different international
languages. Before this, each foreign language required a completely different version of system software. With the WorldScript
I and WorldScript II extensions and local scripts and fonts for
each language, Macs can easily be set to present text in different
languages on the Mac screen. Versions of System 7.1 sold in the
United States don't ship with the WorldScript extensions.

System 7.1 at a glance
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............................
System 6 features you won't find in System 7.1

Some of the features and utility programs we've grown used to in
System 6 have been eliminated from System 7.1, because they're
not needed anymore or have been replaced by something better.
MacroMaker, the Apple-supplied keystroke macro program,
isn't included with System 7.1 and won't work with it. (Apple is
working on a far more sophisticated macro language called AppleScript, which is slated for release in 1993.)
Font/DA Mover, the utility you needed to add fonts or DAs to
the System file in previous versions of the system software, is also
gone because it isn't needed anymore. You now install fonts by
just dragging them into the System Folder, and DAs work like
ordinary programs under System 7.1 (see Chapter 7).
Actually, Font/DA Mover version 4.1 or later is compatible
with System 7.1, and you can still use it to create or edit
suitcase files.
The Access Privileges DA and Get Privileges... command you
used under System 6 if you were an AppleShare user have now
been replaced by the Sharing... command on the File menu (see
Chapters 5 and 12).
The Set Startup •.. command is gone from the Special menu,
because you can now set anything to open automatically at
startup by dragging it inside System 7.1 's Startup Items folder
(see Chapter 7).
MultiFinder is gone, since its functions are performed by the
System 7.1 Finder.

10
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What you need to run System 7.1
System 7. 1 requires at least two megabytes of RAM and a SCSI
hard disk with at least three megabytes of free space on it. That's
just to run the system software and work with one or two relatively small applications open at the same time (a word processor
and aDA, perhaps). A year's experience with System 7.1 shows
that for most users, 4 or 5 megabytes of RAM is a practical minimum, and the more RAM and disk space you have, the better.
(I suppose someone out there will find a way to install System
7.1 on a high-density 1.44 megabyte floppy disk. But for this to
work, you'd have to strip away a lot of the fonts, printer drivers
and other extra files, and your Mac's performance would be far
worse than when running System 6 from a floppy. Trying to shoehorn System 7.1 into less space than it was designed for is asking
for trouble.)

There's a definite hardware class structure when it comes to
running System 7. 1 and taking advantage of all of its features.
Left at the gate-Mac 128K, 512K, 512Ke models and any other
Mac with one megabyte of RAM or without a SCSI hard disk.
These can't run System 7. 1 at all.
Coach-Mac Plus, SE, Portable, PowerBook 100, Classic, and
standard Mac II models can run System 7.1, but they can't use virtual memory or 32-bit addressing.
Business Class-The Mac LC can use up to 10 megabytes of RAM
in 32-bit addressing mode, but can't use virtual memory.
First Class-The Mac Classic II, LC II, llsi, Ilci, Ilfx, Ilvi, Ilvx; all
PowerBook models except the 100; and all Performa and Quadra
models can use both virtual memory and 32-bit addressing right
out of the box.

System 7.1 at a glance
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Upgrading to bualneu or first class
With a litde tinkering, you can also use virtual memory and
32-bit addressing on a Mac II, SE/30, Ilx or Ilcx, and you can
access virtual memory on other Macs equipped with 68030-based
accelerator cards.
On the Mac II, you need to install a PMMU chip, and then
install an extension program called MODE 32.
For the Mac SE/30, Ilx or Hex, you only have to install the
MODE 32 extension.
For Macs using 68030 accelerator cards, Connectix makes a
product called Compact Virtual that lets you use virtual memory.
You can get a PMMU chip from your Apple dealer or from
Connectix (1-800-950-5880). MODE 32 and Compact Virtual are
available for free from your Apple dealer, Connectix, or from the
Macintosh forums on America On Line or CompuServe.

............................
Should you upgrade?

With the new features and the hardware realities of running
System 7.1 fresh in mind, your decision to upgrade will be based
on the state of your system and on your financial priorities.

Hardware upgrade oos1s
If you're one of the millions who's only a one-megabyte memory upgrade away from System 7.1, all the new features are well
worth the $50 (or less) per megabyte you'll have to spend for the
extra RAM. Along with the new features, you'll be able to use all
your old fonts and most of your existing in its, DAs and sounds.
If your system lacks a hard drive, you'll have to spend a few
hundred bucks to make it compatible with System 7.1, but the
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performance leap from a floppy-driven Mac on System 6 to one
running System 7.1 on a hard drive will be worth it. Still, if you're
happy with your system, it may not be worth your trouble or
expense to switch.
System 7.1 is a bigger, more complex collection of programs
than System 6, and it takes more horsepower to run. On 68000based Macs like the Plus, you'll find that some operations take a
little longer, but the extra features should make up for the slight
lag. If you're not sure about the tradeoff, try test-driving System
7.1 on a Mac like yours at an Apple dealer's, a friend's house or
office, or at a user group.

Compatibility and reliability
Anyone familiar with previous Mac system upgrades will be leery
of bugs in early versions of System 7.1. But even prerelease versions of System 7.0 were far less buggy than the first version of
System 6, and System 7.1 is quite solid.
Along with the reliability of the system software itself, however,
there's the issue of compatibility with other programs you've been
using under System 6. When System 7 first came out, many people
had to abandon or upgrade some of their favorite programs
because they did strange or even catastrophic things under System
7.0. Now that System 7.1 is out, most of the software compatibility
problems between it and older programs from other developers
have been taken care of with new versions of those programs.
Of course, upgrading to System 7. 1-compatible versions of your
favorite programs probably won't be free at this point, so you
should call the manufacturer for compatibility and upgrade information to see how much the transition will cost you.

Sticking wHh System 6
If you're working with other Mac users on a network, don't think
you have to upgrade just because others on your network are
using System 7.1. Your System 6-based Mac can coexist on a network with System 7. 1-based Macs. In fact, if your System 6-based

System 7.1 at a glance
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Mac is set up as an AppleShare workstation, you can connect to
System 7.1 Macs that are sharing files on the network and access
those files as well.
The only change.you really should make as a System 6 user is to
upgrade your LaserWriter or other network printer drivers to the
current System 7.1 version. When you print on a LaserWriter over
a network, the printer is initialized with the specific version of the
LaserWriter driver you're using on your Mac. If you're using a
System 6 LaserWriter driver and everyone else is using a newer
System 7.1 driver, you'll. get a warning about reinitializing the network printer every time you use it after someone else, and it will
take you a couple of minutes longer to print documents. To
upgrade your printer driver, just get a copy of it from a System 7.1
user and install it in your System Folder.

C H A

P T E R

Installing
System 7.1
System 7.1 comes with a set of installation
floppies and an Installer program that manages the software's installation as you insert
the various disks. Along with these, there's a
separate Disk Tools disk that contains disk
utility programs that aren't installed with the
software, and a QuickTime installation disk
that contains the QuickTime extension and an
Installer program. H
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Installing System 7.1
In this chapter, we'll see how to prepare your disk for installing
System 7.1, how to install the basic system software and check the
installation, how to install the QuickTime extension file, and (for
international users) how to install the WorldScript extensions and
scripts and fonts for other languages.

Do you need to use the Installer?
Yes, you do. Like every version of Mac system software, System 7.1
comes with an Installer program. In days gone by, you could
install Mac system software more quickly by hand-you simply
dragged the files from their floppy disks or another hard disk onto
the destination disk. This procedure doesn't work now because
the files on the various System 7.1 floppy disks must be assembled
by the Installer once they're copied to your hard disk, or else your
Mac won't run.

.. ................... . .. . ...
Preparing for the installation

Before you upgrade to System 7.1 , you'll want to know just what
you're getting into in terms of software upgrade costs. The Compatibility Checker is a HyperCard stack that determines what programs are on your disk and whether or not they're compatible
with System 7.1. When programs aren't compatible, you can call
the developer to find out how much it will cost you to upgrade.
If you decide after running the Compatibility Checker that the
upgrade hassles are manageable, you'll want to back up your hard
disk files to give yourself a safety net in case something goes wrong
during the installation.

Running the Compatibility Checker
The Compatibility Checker is a HyperCard stack that searches
your hard disk and then produces a report showing which application, init, cdev and utility programs are on it, which version
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they are, and whether or not they're compatible. Since it's a
HyperCard stack, you need HyperCard to run it. If HyperCard
isn't installed on your hard disk, start the program from its floppy
disk and then open the Compatibility Checker stack.
When you run the Compatibility Checker, it automatically
selects your startup disk as the one to check for compatible programs. If you're connected to other hard disks or network servers,
you can also check those disks. Once the check has been made, the
report appears on your screen. It looks something like this:

Compatibility Report
It Is easiest to review your results on paper. To do so, click Print Repolt, below.
Following Is a list of all I t . .s cheeked . An explana\lon of eatagorlas and notas ·
appears at the end of lha repor l.
lt..
Cheeked

Fllel1aker Pro
Microsoft llor-d
MI c:roso fl llorks
TeachText
Clarls Rasolve
F I I eMaker Pro
Disinfectant
Network DlskFit
Stuff It Deluxe
Laserllrlter Font Ull I ltv
UnStuffl t Deluxe

Your
Version

I.Ov2

s.o
2.00d
7.0
l.lvl
111112
2. 2
1.5
1.6
e. 1b13
1.1

Status

--·- -·- --Co1np0t i b le
Co1np0tl b le
Co1np0t I b le
Co1np0tl b le
Coinpa\lble
Co11patlble
Must upgrade
Must upgrade
Must upgrade
Not avail .
Not avail .

Notas

2.4

UP

2.7
3 .0

(Note: This sample was taken from the first version of this program, which shipped with System 7.0. The version you get with
System 7. 1 may look a little different.)
The compatibility information in this report is supplied by the
manufacturers of the programs themselves. Some ratings are more
accurate than others. For example, a "Must Upgrade" rating seems
to indicate that the program won't work under System 7.1, but
this isn't necessarily true-I'm still using some "Must Upgrade"
products and haven't had any problems. (On the other hand,
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some "Must Upgrade" products wouldn't run at all under System 7,
let alone System 7.1.)
Depending on the product and how much information its
developer supplied for the Compatibility Checker stack, the Notes
column can show the latest version of a program, what it is about
your version that's incompatible (it doesn't take advantage of 32bit addressing, for example), and what to do about it. The report
explains all the codes. When you produce the report, print it out
so you'll have it handy to refer to later.
While the Compatibility Checker gives you a good overall feel
for the compatibility of your existing programs, you'll still have to
try them one at a time to see how they measure up. You may find
that you'll be able to get away with using your old programs indefinitely with no problems (although those versions may not be able
to take advantage of all of System 7.l's new features), while others
will have to be upgraded right away. At the end of the report,
you'll find names and phone numbers for many of the software
developers who created the programs on your disk, and you can
call them to find out how to upgrade and what it will cost.

Backing up your files
If you decide to proceed with the System 7.1 installation after
finding out which of your programs need upgrading, you should
back up all the important files on your hard disk before doing the
installation itself..Performing a system software installation is like
major surgery for your hard disk, and while it's not likely, it's possible that your desktop file or directory information could be
damaged or totally trashed, leaving you with no alternative but to
reformat the disk and restore it from backup copies of your files.
Obviously, if you don't have backups of your files, you'll be in big
trouble.
The simplest backup method is to use a backup utility program
like DiskFit, Retrospect, Fastback, or HD Backup. These programs
will copy the entire contents of your hard disk to a set of floppy
disks, a tape cartridge, a removable hard disk cartridge, or another
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hard disk. A backup utility will not only copy all your files, but it
will preserve the desktop and folder organization of your disk, so
you can restore it to exactly what it was, if necessary.

If you don't have a backup utility, you should back up by dragging files and folders to another disk. At the very least, make
copies of your data files, program files for which you don't have
the original master disk, and any accessory files for applications,
such as preferences files, custom spelling dictionaries, glossaries or
macro files that you've created yourself. (If you have the original
master disks from your application programs, those can serve as
backups for the actual programs.)

If you have a set of System 6 installation floppies, you don't
need to back up the standard Macintosh system software files in
your System Folder (except perhaps the Scrapbook and Note Pad,
which could have your own data in them), since the installation
will involve replacing it anyway. If your System Folder contains
any non-Apple inits, cdevs, DAs or font files, though, you should
back those up as well, unless you have them stored on master
disks somewhere else.
Make two backups of really important files. If the first backup
set gets trashed for some reason, you'll beat Murphy's Law with
the second backup set.

............................

the best way to Install System 7.1

Although you can install System 7.1 right onto a disk that contains
a System 7.0 System Folder, the best way to install System 7.1 is to
put it on a disk that doesn't contain a System Folder. As we'll see,
eliminating an existing System Folder isn't as hard as you might
think. Along with eliminating the existing System Folder, you
should delete your old system software files. And, once you've
installed System 7.1, you should update your hard disk driver.
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Unblesslng the current System Folder
The only way the Installer or the Mac itself can identify a System
Folder is by the System and Finder files inside it. These two files
bless the System Folder, so the Mac will use its files to start up and
run. A blessed System Folder has a Mac icon on it, like this:

llJ

System Folder

To turn your System Folder back into an ordinary folder,
simply remove either the System or Finder file from it. After you
unbless it this way, the System 7.1 Installer will ignore this folder
and create a brand new System Folder during installation.
Although you'll be installing a new System Folder, your existing
one probably has lots of files in it that you want to keep, including
fonts, DAs, inits, control panel devices (cdevs) and program preferences files you installed yourself. You can move these files into
the new System Folder once the System 7.1 Installer is finished.
Here's the procedure for unblessing your System Folder:
1.

Restart your Mac with the Disk Tools disk from your set of
System 7.1 floppy disks, or from another startup floppy.

2. If you've installed fonts, DAs or sounds directly in your
System file and you don't have their original files stored
elsewhere, drag the existing System file into a different
folder. Once you've installed System 7. 1, you can open the
old System file and drag its fonts, sounds and DAs to the
new System Folder.
3. Drag the Finder file to the Trash and empty the Trash.
4. Rename your current System Folder Stuff, so you won't
confuse it with the new System Folder.
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Deleting old system software files
Now that you've done away with your old System Folder (at least
as far as the Installer program and your Mac are concerned), you
can eliminate all the old system software files that will be replaced
when you install System 7.1.
Open the Stuff folder and delete all the standard Apple system
software files (the System 7.1 Installer will install new versions). If
you're not sure which are standard Apple system software files,
they're listed below (although your old System Folder probably
won't contain all of them):
Access Privileges
AppleTalk
AppleTalk ImageWriter
AppleShare
Backgrounder
Battery
Brightness
Clipboard File
CloseView
Color
DAHandler
Easy Access
Finder
Finder Startup
Font/DA Mover
General
ImageWriter
Key Layout

Keyboard
Laser Prep
LaserWriter
LQ AppleTalk ImageWriter
LQ ImageWriter
MacroMaker
Monitors
Map
Mouse
MultiFinder
Personal LaserWriter
PrintMonitor
Responder
Scrapbook File
Sound
Startup Device
System
32-bit QuickDraw

Now there's no System Folder on your hard disk and all your
custom system software files are still saved in the Stuff folder.

Why you shouldn't update an existing System Folder
Instead of the above procedure, you can update an existing
System Folder when you install System 7.1. This avoids having to
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copy your custom system software files into the new System Folder
after installation. But it's not such a hot idea.
Because the System, Finder and other System Folder files are
opened and closed a lot as you use your Mac, they can sustain
minor damage from power surges, static electricity, cosmic rays
(seriously!) and other problems. If you update an existing System
Folder when you install System 7.1, you run the risk that damage
in your System or Finder files will be "updated" to your System 7.1
software as it's installed. You might not notice any problems right
away, but they could surface later on. Eliminating the System
Folder from your disk and creating a new one removes the main
risk of corrupted file problems-and since these problems tend to
be very unpleasant, it's best to do what you can to avoid them.
Replace your System Folder files every few months as a preventive maintenance step; this usually also cures minor problems you
may have opening, saving or printing files, or will keep them from
happening.

...........................
Installing from floppy disks
Here's how to install using floppy disks:
1. Copy the complete set of System 7.1 installation disks, put

the originals away in a safe place and label your copies with
the same names as the original disks.
2. Restart your Mac with your copy of the Disk Tools disk. (If
your Mac has two floppy drives, insert the Installer disk in
the second drive, and you'll avoid all the floppy-swapping
in steps 3 and 4 below.)
3. Eject the Disk Tools disk and insert the Install disk from
your set of System 7.1 floppies. The Install disk's window
will open on the desktop.

.
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4. Double-dick the Installer program's icon. The program will
begin launching, and then you'll be asked to insert the Disk
Tools disk again. (This is because the system software your
Mac needs to launch the Installer is on the Disk Tools disk,
and-unless you have it in your second floppy drive-that
disk isn't available to your Mac at this point.) You'll be
asked to swap the Disk Tools floppy and Install floppy in
the disk drive a couple of times as the Installer program
launches, but finally, you'll see an information screen that
explains what the Installer does.
Click the OK button and you'll see the Easy Install dialog
box, like this:

E11sy Install
···········-···············~···-·····················--·--·--·······-···········--·-·-······-··········-·········································-····-···-···-···········································

Cllclc Install to update to Uerslon 7.0bl of
• Macintosh llsl System Software
• Any EKistlng Printing Softw11re
• RppleShllre
• FlleShare
on the hard dislc named

([

lnst11ll

H

=Data Cell
( t: j<H t Oisk J
( Switch Dislc J

( Customi ze J
Help

Quit

3 .1b1

5. Check the name of the disk to make sure it's the one you
want to install on. Click the Switch Disk button until your
hard disk's name is showing like the Data Cell name in the
example above.
6. Next, you need to decide whether you want to use the Easy
Install method or Customize your installation.
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The Easy Install option gives you the whole enchilada:
all system software for your Mac, printer drivers for every
Apple printer it can use, AppleShare user software and
file-sharing software. To select Easy Install, click the Install
button.
The Customize option lets you order ala carte, selecting
only the specific system resources you want installed.
This option saves disk space by not installing printer and
networking drivers you don't need now (you can also use it
later, if you want to add an extra driver after you've installed
System 7.1). To select this option, click the Customize
button. You'll see a scrolling list of specific system resources
you can install, like this:

Cllclc the Items you w11nt to select;
Shift-cliclc to select multiple Items.
System softw11re for eny Mllclntosh
Softwere for ell Apple printers

~

~:~:::~: ~:~ ~:~:~~;:~e;se~~rlter s:--·- 'illii

Softwere for lm11geWrlter
Softw11re for RppleTellc lmegeWrlter

Insf <Ill

~

~

10

=

D11t11 Cell

( ljl~ r:f lli~k )

( Switch Dlslc J
( E11sy lnstllll J
Quit

Click on the resource you want to install (!Shittl-click to
select several resources). A description of each resource you
select appears underneath the first list, as shown at the top
of the next page:

'
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Click the items you want to select;
Shift-click to select multiple Items.
System software for any Macintosh
Software for all Apple printers

:

Software for Personal LaserWrlter SC
Software for lmageWrlter
Software for Rpplelalk lmageWrlter

1:
1

U

Install

JJ

---·-·-·-··--------·---·-·--·--·------------·I'll

l!

<Q.

r·-~-····-·-·-····-·----~~=:~;-;~;;;;-L;;;;¥;;,;;··-······-··················1

Dat•:

Fri, Jan I, 1904
7

I

co::~:·::e:son~~~~ required to prtnt on

This package
Lanr'ft'rittr printers.

I

1

c Data Cell

( E:J•~•:t m~k )
[ Switch Disk )

1

1

1

( Easy Install )
(

Quit

)

~---·--·-··-............- •.·--···-·-····-···········..............................................-.................... ..1

If you choose more than one resource, the resource names
are displayed in a list. Once you've selected the resources
you want installed, click the Install button.
7. You'll be prompted to insert various System 7.1 disks as the
Installer needs files from them during the installation
process. You won't be asked to insert the Disk Tools disk,
though, because it contains utility programs that don't need
to be installed.
If the installation is successful, you'll see a message saying so,
with buttons to Continue or Quit. Clicking Continue returns you
to the Easy Install screen so you can do other installations. Clicking Quit displays the shutdown screen, where you can either turn
off your Mac or click the Restart button to start it up again. Once
you restart, you'll be running under System 7.1.
If the installation wasn't successful, you'll see an explanatory
message. See If the installation fails on p. 29.
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Updating the hard disk driver
Once you've installed System 7.1 , you should update the driver on
your hard disk. The driver is the software that identifies your hard
disk to the system software, and since you've changed versions of
the system software, it's a good idea to update the driver. To do
this, you must run your hard disk's setup program.
If you have an Apple hard disk, you use the Apple HD SC Setup
program that comes on the Disk Tools floppy disk. Just start the
program, make sure your hard disk's name is showing in the dialog box, and click the Update button to update the driver. (If the
right disk name isn't showing, click the Drive button until it is.)
The Apple HD SC Setup program will only recognize Apple-supplied hard disks, so if you're not sure wh~re your hard disk came
from and the HD SC Setup program doesn't recognize your disk,
it's because it didn't come from Apple.
If your hard disk is from another manufacturer, you'll find the
setup program on a floppy disk that came with it. You may have to
restart your Mac with that floppy disk in order to run the setup
program.

a
..

If your hard disk is a really old one, the setup program may not
be compatible with System 7.1 at all, and updating the driver
will cause problems. In this case, you'll need to call the hard
disk's manufacturer to get an upgrade.

........................

Installing from a file server or
another local hard disk or CO-ROM disk
If you're updating system software for several Macs on a network
or if you just want to save yourself some floppy swapping,
you can install System 7.1 from a file server or file-sharing Mac,
a CD-ROM disk or another hard disk connected to your Mac.
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(Such a disk is called a local hard disk because it's in a SCSI chain
connected directly to your Mac-a file server or file-sharing Mac,
by contrast, is a remote hard disk that's accessed across a Mac
network.)
If you want to install from a CD-ROM disk or remote file
server, you must of course use one that contains the System 7.1
installation files.
To install System 7.1 from a file server or file-sharing Mac, you
must start up your Mac with a System 6 startup floppy that has
AppleShare Workstation software installed on it, because you can't
connect to the remote server or file-sharing Mac without it. (See
Installing from a file server below.)

Putting Installer flies on a local hard disk or file server
Before you can install from a local hard disk or file server, you
need to load the System 7.1 installation files onto it:
1.

Make a new folder on the hard disk or network server you'll
be installing from and name it Install Stuff.

2. Insert each of the System 7.1 floppy disks into your disk
drive and then drag its icon on top of the hard disk or network server icon. The Mac will copy each floppy disk's files
into a folder with that floppy's name.

3. Drag each folder created from a System 7.1 floppy into the
Install Stuff folder.

Installing from a file server
1. Create a System 6 startup floppy disk that contains enough
system software to start up your Mac and log onto your file
server. You'll need to install basic system software and
AppleShare Workstation software on the floppy. It could be
a squeeze fitting all the files you'll need on an BOOK floppy
disk, but you can do it if you delete all the printer drivers,
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the Scrapbook file, any custom fonts and every DA except
the Chooser and Control Panel from the System Folder and
System file.
2.

Restart your Mac from the new startup floppy and, if you
haven't already, unbless your old System Folder using the
procedure explained on p. 20, Unblessing the current System

Folder.
3.

Log onto the file server.

4.

Open the Install 1 folder inside the Install Stuff folder on
the server, then open the Installer program there. You can
then continue the installation following the steps described
on p. 22, Installing from floppy disks, except that you won't
have to swap floppies during the process.

Installing from a local hard disk or CP-ROM disk
To install from a local hard disk or CD-ROM disk, you should use
that disk to start up your Mac. If it isn't the one that usually does
this, you can make it the startup disk by following the procedure
under Switching startup disks on p. 40, Chapter 3. Then:
1. Restart your Mac.

2. Prepare the disk where you'll be installing System 7.1
(if you haven't already done so-see Preparing for the
installation on p. 16).
3. When you're ready to do the installation, open the Install 1
folder inside the Install Stuff folder and then open the
Installer program there. You can then complete the installation following the steps outlined in Installing from floppy
disks on p. 22, but without having to swap floppies during
the process.
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............................
If the Installation falls

If the installation isn't successful, you'll see a message that tells you
why. It's usually because one of the files needed by the Installer is
missing or damaged or there's something wrong with the hard
disk where you're installing the new System Folder.
If the message says an Installer file or script is missing or damaged, make a new copy of the Installer files on your floppy disks,
hard disk or network server and try the installation process again.
If you get the same message, you may have a damaged version of
the Installer files and will have to try a different set of Installer files
from another source.

If the message says the hard disk isn't working properly or can't
be located, try updating its driver using the setup software that
came with it. (See Updating the hard disk driver on p. 26.) Then
try the installation process again. If you still get a message that
says the hard disk isn't working, back up all the data on the hard
disk, reformat it and try the installation once more.

............................
When the Installer Is finished

Once the Installer has done its work and you've restarted your
Mac, you're running under System 7.1.

If you updated an existing System Folder, System 7.1 will have
moved all the old inits, DAs, cdevs and other system software files
from the old System Folder to the new one.
If you installed System 7.1 using the method discussed at the
beginning of this chapter, your System Folder will contain only the
Apple-supplied system software, control panel files, printer drivers
and networking files. Now you can reinstall the files you copied
into the Stuff folder, and then move the fonts, DAs and sounds
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from your old System file (if any) to the new System folder. Your
new, intelligent System Folder makes both of these procedures relatively painless.

Reinstalling old System Folder files
First of all, reinstall the inits, cdevs, and other items that were
directly inside your old System Folder, which was renamed Stuff
when you prepared your disk for the System 7. 1 upgrade. Not all
the files in the Stuff folder may be compatible with System 7. 1, so
it's best to compare the items in the Stuff folder with the printed
report from the Compatibility Checker, and then install the items
in gr.oups, according to how they rated for compatibility. Here's
the procedure:
1. Restart your Mac if you haven't already done so.
2. Open the disk icon for your startup disk and make the window big enough for you to see the System Folder and the
Stuff folder at the same time.
3. Open the Stuff folder and IShittl-click to select all the files in
it that were rated Compatible by the Compatibility Checker,
along with any folders containing preferences files, dictionaries, glossaries and so forth.
4. Drag the selected contents from the Stuff folder onto the
new System Folder icon. An alert message will appear:

These items need to be stored in special
places inside the System Folder in order to
be auailable to the Macintosh. Put them
where they belong?
( Cancel )

n OK

)J
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System 7.1 only installs system software files automatically if
you drag files on top of the System Folder icon, not if you drag
the files inside the open System Folder itself. If you drag a file or
folder into the open System Folder, System 7. 1 assumes you
know what you're doing and doesn't attempt to examine file
types or arrange the files accordingly. Fonts, sounds and some
init files may not work properly unless they're inside the correct
folder inside the System Folder.
5. Click the OK button. A d ialog box will show you the
progress of the files being copied. When they're all done,
another dialog box will tell you where they were put,
like this:

8 fonts were put into the Fonts folder.
1 deslc accessory was put into the Rpple
Menu Items folder.
1 control panel was put into the Control
Panels folder.

n

B

OK

,

Some of the files or folders from the Stuff folder may not be
properly identified and the System Folder won't know what to
do with them. In this case, they'll simply be placed inside the
System Folder itself. It's also possible that you'll try to copy an
older version of a standard Apple file from your Stuff folder,
and that there's a newer version already in the new System
Folder. If you do this, the Mac will identify the file and warn
you that you'll be replacing a newer version with an older one.
Make sure you want to do this; if you don't, click the Cancel
button and select a different group of files to drag.
6. Click the OK button.
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7. Restart your Mac to make sure the files you've copied don't
cause any startup problems. (If you have problems restarting, see Chapter 3.)
8. Return to the Stufffolder, [Shift)-click all the files in it that
were rated "Mostly Compatible" by the Compatibility
Checker, and drag them onto the System Folder icon.
Your Mac will install them as shown in steps 4-7 above.
9. Restart your Mac to make sure none of the files you
dragged over this time causes any incompatibilities. (See
Chapter 3 if you run into problems.)
10. Return to the Stufffolder again, and then drag any remaining items-the only ones left should have been rated Must
Upgrade or Not Avail. by the Compatibility Checker-over
to the System Folder icon one at a time, restarting the Mac
after you install each item. This way, if an item is incompatible with System 7.1 and it's going to cause a startup
problem, you can identify the problem file right away.
At this point, you should have copied all the items from the
Stufffolder, and you can delete the folder itself.

Reinstalling fonts ...sounds., and OAs from the old System file
Now you can move any custom fonts, sounds and DAs from your
old System file. Since fonts and sounds won't cause any incompatibility problems that cause system crashes, you can install them all
at once. With DAs, it's best to check the Compatibility Checker
report and install them in groups according to their level of compatibility, as with the Stufffolder above.
1. Locate your old System file and double-dick on it to open

its window. You'll see all the fonts, DAs and sounds
installed in it.
2.

Drag any fonts, sounds, or DAs you want from the old
System file's window onto the new System Folder icon.
You'll see the same alert messages you did when you

·
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dragged from the Stuff folder. Click the OK button to
install the files.

[J Your old System file will contain some fonts, sounds and DAs
'~ that you don'~ need to c?PY because new versions of them have

1 already been mstalled wtth the System 7.1 software. These
~

i

include DAs like the Chooser, fonts like Geneva or sounds like
Boing. You'll be warned if you're about to replace existing versions of these files inside the new System Folder-don't replace
newer versions with the old ones from your old System file.

Since fonts, sounds and DAs won't cause your Mac to crash at
startup, you don't have to restart the Mac after installing them to
test for compatibility. Instead, try running each DA you install by
double-clicking it to launch it. If the DA won't run, you'll know
it's not compatible.

............................
Installing the Qulokflme extension

As mentioned in Chapter 1, QuickTime is an extra capability of
System 7.1 that allows you to cut, copy, paste and play movies and
sounds from within documents of programs that support it. After
you've installed System 7.1 and are running under it, you can
install the QuickTime extension file and then restart your Mac
again to enable QuickTime. Once QuickTime is installed, you'll be
able to use its features in programs that support it. (For more on
using QuickTime in programs, see Using QuickTime on p. 165 in
Chapter 9.)
~

u

Installing the QuickTime extension will increase the amount of
memory your system software uses by about 400K. Make sure
you can spare the memory in your Mac. If you have only two
megabytes of memory in your Mac, QuickTime will take up
more space than you can afford.
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The QuickTime extension comes on a separate disk with its
own Installer program. There are two different ways to install it:
either drag the QuickTime extension file from the QuickTime disk
to the System Folder icon on your hard disk, or launch the
Installer program on the QuickTime disk and then use the
Installer to install the file on your hard disk.
If you drag the QuickTime extension to your hard disk's
System Folder icon, you'll see a message asking if you'd like the file
placed in its proper folder. Click the OK button to install the file.
You'll then need to restart your Mac to activate the QuickTime
extension.
If you use the Installer program, you'll see an Installer dialog
box like the one you saw when installing System 7.1 (seep. 23
above), and you can select your hard disk and then click the Install
button to install it. Once the installation is complete, quit the
Installer. Just as with dragging the Extension to install it, however,
you'll have to restart your Mac after the installation is finished to
activate QuickTime.

............... ........... ..
Installing WorldScript extensions and scripts
Note: This section covers extra features of System 7.1 that allow
the Mac to work properly with different language conventions.
If you're using the Mac outside the United States, some of these
features may be installed automatically during a normal System
7.1 installation.

System 7.1 's WorldScript extensions allow you to select a
language other than English as the primary language for keyboard
layouts, measurement units, date, time and number formats,
currency symbols, and sort order. With these extensions and the
appropriate scripts and fonts installed, you can use a special
Keyboard menu to select different scripts. (There's also a special
control panel program, Text, which lets you select the default
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language and control how the Mac handles text-see International
control panels on p. 145 in Chapter 8.)

Installing WorldScript extensions
There are two WorldScript extension files. WorldScript I handles languages in which characters can run in either direction,
such as Arabic, Cyrillic, Greek, Hebrew, Persian and Thai. WorldScript II handles languages with picture characters, such as Chinese, Korean and Japanese. You need only install the WorldScript
extension that handles the languages you want to use.
To install a WorldScript extension, locate the WorldScript I or
WorldScript II folder, open it, and drag the extension onto the
System Folder icon of your hard disk. The Mac will ask if you
want the extension placed in the Extensions folder. Click the OK
button.

Installing scripts and font flies
After installing the WorldScript extension(s), just open the
folder for the language you want, select all the contents, and drag
them onto the System Folder icon of your hard disk. Click the OK
button to have the Mac place all the files in their proper places.

Activating WorldScript
Once you've installed the WorldScript extension(s) and script
and font file(s), you must restart your Mac to activate them. You'll
know WorldScript is active because there will be a new Keyboard
menu between the Help and Application menus in your Mac's
menu bar. (For more on this, see For WorldScript users on p. 66 in
Chapter 4.)
If you add new script or font files later, you'll also have
to restart your Mac before you'll be able to select and
use them.
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............................
Reclaiming disk space
Once you've installed everything, you can reclaim some disk space
from your System Folder or elsewhere, especially if you used the
Easy Install option.
For instance, from the System Folder you can delete any printer
drivers that work with printers you do n't use. This can easily save
you a quarter of a megabyte or so since most printer drivers are
from 40K to lOOK in size.
Elsewhere on the disk, you can eliminate those utilities that
have been upgraded in System 7. 1 or aren't needed anymore.
These include Apple File Exchange, Apple HD SC Setup, Disk
First Aid, Font/DA Mover, LaserWriter Font Utility, CloseView
and Teach Text. You'll find new versions of all of these on one of
the System 7.1 utilities disks.

CHAPTER

Starting
When you start your
System 7.1
in stalled, the procedure will be familiar: you'll
see the "happy Mac" icon followed by the
Welcome to Macintosh box and then the Finder
desktop. If you get an error message or your
Mac won't start up properly, the most likely
cause is an incompatibility between it and
some of the older system software f1/es on
your hard disk. In this chapter we'll look at how
to solve common software compatibility
problems, alternative ways to start your Mac
and how to have programs automatically open
when you turn it on. lt-+
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............. .........
System software compatibility problems
When your Mac won't start properly after you install System 7.1 ,
it's probably because some of the inits, cdevs, DAs and other
system software files you copied over to the new System Folder
from your old one aren't compatible with System 7.1. If you followed the installation procedure outlined under The best way to
install System 7.1 in Chapter 2, you should have identified and
avoided such problems already. But if you do have trouble starting
up from your hard disk, you'll need to use a floppy disk instead.
The Disk Tools disk in your set of System 7.1 installation floppies
contains a System Folder you can use to start up your Mac.

Startup incompatibilities
If you run into an incompatibility problem that prevents your
Mac from starting up, you can isolate and repair it as follows:
1. Restart your Mac from your System 7.1 Disk Tools disk.
2. Open the System Folder on your hard disk and then open
the Extensions folder inside it.
3. Drag all your old inits (or system extensions, as they're
called under System 7. 1) completely out of the System
Folder. (Don't just drag them outside the Extensions folder
and into the System Folder, because the Mac may try to
load them at startup again.) Check the Control Panels
folder for init files too, and drag any inits in there outside
the System Folder.

B

If you have Extension Manager, !NITPicker version 2.02 or
later, or another System 7.1-compatible extension management
program, it's easier to turn your extensions off with that instead
of moving them.
4. Restart the Mac from the hard disk. If it starts up fine, try
reinstalling the inits by dragging them inside the Extensions
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folder one at a time, restarting the Mac after each one, until
you see which one is causing the problem. Get rid of the
problem extensions-trash them or at least keep them out
of the System Folder.
If your Mac still won't start up after you've removed all the old
inits:
1. Update your hard disk's printer driver using whatever setup
software came with the hard disk-the Apple HD SC Setup
program if it's one of Apple's disks.
2. Try reinstalling the system software again.
If these remedies fail, consult your local computer guru or
Apple dealer.

Running Incompatibilities
Once you have System 7.1 running, try out all your old inits,
control panel files, DAs and FKey programs one at a time. Some
may cause the Mac to display a message telling you the program
doesn't work. Others may simply cause your Mac to crash.
If a program doesn't work properly, it's probably incompatible
and it's best not to use it. If you really don't want to give the program up, call the manufacturer and explain your problemthere's probably a newer version that works with System 7.1.

............................
Starting up wHh more
than one hard disk connected
If you have more than one hard disk connected to your Mac
and each has a System Folder, you can choose which to use as the
startup disk.
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Startup disk scanning order
Normally, the startup disk is determined by the SCSI scanning
order. The Mac searches the various storage devices connected to
it, looking for a System Folder to start up with. This is the
sequence:
• First the Mac looks in any internal or external floppy drives.
o

Next it looks on the internal hard disk (if any).

o

Finally it looks on external hard disks.

Each hard disk has a unique SCSI address from 0 to 6. To
choose among external hard disks, the Mac looks first at the one
with the highest numbered address, then at those with lower
numbers. Each SCSI hard disk must have a unique address or the
Mac will get confused and probably won't start up at all.

6

The Mac can't "see" external hard disks unless they're turned
on and warmed up, so you should turn on any external hard
disks a few seconds before you turn on your Mac to start it up.
If you've just installed System 7. 1 on one of two or mo re hard
disks connected to your Mac, you may need to switch the startup
disk to the one containing the System 7.1 software.

Switching startup disks
To have your Mac to start up from a hard disk that wouldn't normally be first under the sequence shown above, you must use a
control panel program to designate a different one. Here's how to
change the startup disk:
1. Open the Control Panels folder inside the System Folder.

2. Doubleclick on the Startup Disk icon. You'll see a control
panel like the one shown at the top of the next page:
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3. Click on the icon representing the startup disk you want.
Unless you reset the startup disk again, your Mac will start up
from this disk from now on.

6

In older versions of the system software, you could switch control
of the Mac from the System file on one startup disk to the System
file on another by holding down the (aac) and (Option) keys and
doubleclicking the System file you wanted to switch to, rather
than restarting the Mac. This does not work under System 7.1.

............................
The Desktop and Trash folders
When you install System 7.1 on a hard disk, it creates two folders
called the Desktop folder and Trash. The Mac uses these folders
to keep track of files located on the desktop and in the Trash.
These folders are invisible on the disk from which you start your
Mac, but they are visible on any other hard disk whose icon
appears on your desktop (as long as that hard disk has System 7.1
installed on it). These folders are also visible if you start your Mac
using System 6 or earlier software.
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When you see these folders on a disk, just ignore them. Don't
move or delete either folder, particularly if there are files in them.
If you delete these folders, you'll delete the files they contain
(although the folders themselves will be replaced the next time
you start up under System 7.1).

............................
Opening files automatically at startup

Although the Mac normally starts up with the Finder, you can set
it to start up and automatically load one or more additional programs, documents, DAs or control panels. Anything you set to
load automatically this way is called a startup item.
In older versions of the system software, you used the Set
Startup ... command on the Finder's Special menu to designate
startup items. Under System 7.1, this has been replaced by the
Startup Items folder in the System Folder (see The Startup Items
folder in Chapter 7, p. 120).

Using aliases as startup items
If you transfer documents or programs to the Startup Items folder
(so they'll load automatically), you'll have to navigate to that
folder-way down inside the System Folder-whenever you want
to open any of those items from the desktop. Normally, it'd be
more convenient to store these things at a higher level on the disk.
But in fact, you don't have to choose between making a startup
item and leaving the item in a more convenient place on your
disk. You can create an alias and place it inside the Startup Items
folder, keeping the real document or program stored in a more
logical place. (For more on aliases, see The Make Alias command
on p. 77 of Chapter 5.)

The Fin
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Working with
the Finder
When you first look at the desktop after starting up under System 7.1, most of the Finder's
new features won't be immediately obvious,
although you'll see that the icons look a little
different and that there are some new menus
on the menu bar. The best way to learn the new
features is to try them out, so click away.
The Mac's system software has always been
really good at protecting you from doing something destructive by accident, and System 7.1
is even better. ~

45

46

Working with the finder
Depending on your level of expertise with the Mac, you may
not even need a lot of the descriptions that follow. If you're less
experienced, trying out new features as they're explained below
will make them easier to understand.
This chapter covers changes in the way you use the Finder to
manage disks and files. New commands on the Finder menus and
new menus are covered in detail in Chapters 5 and 6.

............................
Familiar features .. subtle changes

Apple's big challenge in improving the Finder was to make it more
powerful without changing it so much everybody had to relearn it.
They've done a good job keeping changes to the desktop small.
The Finder still uses menus, windows and icons to let you work
with disks and files. The basic point, dick and doubleclick actions
you use to open disks or folders are the same as ever, except for a
change in selecting icon names, which is covered in the next section.
The familiar ti, File, Edit, View and Special menus are still
there, but with a new Label menu between View and Special; and
there are new Help and Application menus indicated by icons at
the right end of the menu bar, like this:

If you're using WorldScript, there's also a Keyboard menu
between the Help and Application menus. See For WorldScript
users on p. 66 at the end of this chapter.
·
Also, you're likely to find some new commands (or miss one or
two old ones) when you pull down a familiar menu. On the ti
menu, for instance, each name now has an icon next to it. The
About the Finder ... command is now About This Macintosh ... , and
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the window you see when you choose this command is slightly
different:

_o

E!L

Rbout This Macintosh

~
.

Tobl

•e
~

Syst~m Softw-.r~

M~mory:

4,096K

Microsoft Works

768K

Stufflt Classic,..

600K

System Softwarl'

7.1 b4

@ App ll' Computl'r, Inc. 1983-1992

M-.cintosh SE

1 ,452K

-

L-.rg~st Unus~d
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This window shows each program you're running and how
much memory it's using, as well as the total memory in your Mac
and the size of the largest unused block.

B

About this Macintosh always lists open programs and DAs in
alphabetical order, not in order of size or when they were
opened.

Selecting is different
Under the old system software, clicking once on an item also
selected that item's name for editing. Apparently, too many people
were hitting a key while an item was selected and accidentally
renaming items as a result. The System 7. 1 Finder makes it harder
to do that.
There are now two ways to select an item:
• click on the item's name (which selects the name for editing)
• click on the item itself to select it but not the name
When you select the item name, you've also selected the item
(but not vice versa). So if you choose Open from the File menu
when a program icon's name is selected, for example, that program
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will be opened. You can toggle between selecting just the icon and
selecting both by pressing I Return I.
When an item name is selected, a box appears around it, like this:

g

You can then edit the name as you used to in System 6-just
begin typing if you want to retype the whole name, or click
between two letters to move the insertion point and edit the existing name. To complete the change, either click away from the icon
name or hit IRetum l.
It can be hard to click at the very beginning or end of a name to
move the insertion point there, but pressing the right or left
arrow key does the same thing.

... .........................

The Finder works like MultiFinder

The biggest overall operational change in the Finder is that the
capabilities of MultiFinder have now been built in.

Loading multiple programs
If you never used MultiFinder under System 6, you just need to
know that it lets you load several programs at once and switch
between them quickly. This is a lot faster than loading a program
from the Finder, quitting it and then loading another one. The
Finder itself remains running when you load other programs, so
you can switch to it to manage disks and files without having to
quit another program. Although you can load several programs,
only one of them can be active at a time.
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With the System 7.1 Finder, you can load as many programs or
DAs as your Maes memory will permit. As you open these applications, they're added to the Application menu (see Chapter 6,
p. 100, for information about the Application menu).

What's different from MultiRnder
If you've used MultiFinder, you'll notice that the System 7.1 Finder
handles some things differently. You can still click in a program's
window on the desktop to switch to that program instantly, but
now, instead of having to click on a particular icon to switch to the
Finder, you can click anywhere in the open space on the desktop.
The application icon at the right end of the menu bar still shows
you which application is currently active, but clicking on it now
reveals the Application menu, from which you choose programs.

............................
Managing memory

Each application or DA you open takes up a certain amount of
memory. It informs the system software how much memory it
needs, and that quantity is reserved for that program and its
documents. If there isn't enough memory left to open a program,
you'll see a message saying so. As shown a couple of pages ago,
The About This Macintosh ... command on the ti menu shows
how much memory each of your open programs is using and how
much memory is still available.

If you open a lot of large documents with a program, you
may exceed the amount of memory that's been set aside for it.
In this case, you'll usually get a warning that you need. to close
some documents. (Sometimes, though, the program will quit
unexpectedly or-in extreme cases-your Mac will crash instead.)
If you frequently exceed an application's allotted m~mory, you
can change the amount of memory set aside for it by using the Get

SO
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Info command on the File menu (see Chapter 5, p. 71, for more
information on Get Info).

B

When applications quit unexpectedly (or they won't open due
to lack of memory) even though the About This Macintosh ...
window says there should be enough memory for them, you're
probably experiencing memory fragmentation. See Managing
program memory on p. 150 in Chapter 9 for more on this.

......................... . ..
Printing in the background
If you have a LaserWriter, the System 7.1 Finder can print documents in the background, allowing you to get on with other work
while your document is fed to the printer.
To turn on background printing:
1. Select Chooser from the ti menu. The Chooser window
appears as shown at the top of the next page.
2. Select the LaserWriter icon from the box on the left. The
LaserWriter name appears in the right-hand box.
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3. Click on the name of the LaserWriter you want to use, and
then click the On button for background printing. After this,
background printing will remain on until you turn it off.
For more information about background printing, see Chapter
10, p. 178.

8

Whenever you change printers with the Chooser, the Mac shows
an alert message reminding you to check the page setup of your
documents, since they might be different with the new printer.

......... ........ ...........
Icon cosmetics

If your Mac's monitor can display 16 or more colors or shades of
gray, and it's set to do that, the icons on the desktop have a
shaded, three-dimensional effect. (To set your monitor to display
colors or shades of gray, choose Control Panels from the • menu,
then doubleclick the Monitors icon inside the Control Panels
folder. If your system is capable of this feature, you can turn it on
in the Monitors control panel.)
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If you have a color system, you can use System 7.l 's Label
menu to change the color of any icon on the desktop so you can
manage files and folders more easily. Unlike System 6's Color
menu, the Label menu's colors can be changed to any of the colors
available in the Mac's color palette. (See The Label menu, Chapter
6, p. 90 for more information.)
System 7.1 also lets you replace icons with your own graphics
(see The Get Info command in Chapter 5, p. 71).

.... ...... ... . . ........... ..
Window changes
The Finder's windows behave a little differently under System 7.1.
Let's look at the changes by working our way from the edges of a
typical window toward the middle, starting with the title bar.
You'll see ·the window title, close box and zoom box in the title
bar as before, but the title and zoom box work differently.

Pop-up window path
When you hold down Ia ~I and click on a window's title in the
Finder, you'll see a pop-up menu showing that window's directory
path, like this:

Hold down the mouse button and you can drag down this
menu to select any other folder or the disk on the directory path
to open or activate its window in the Finder.

Working with the Finder

53

Zoom works beHer
Clicking the zoom box now makes a window just large enough to
show everything it contains. (Under System 6, the window opened
to its maximum size, even if it contained only one item, often
obscuring everything else on your desktop.)
As with System 6, clicking the zoom box a second time returns
the window to its previous size.

New Information., new ways to sort
The list view windows now include a new Label category so you
can sort by item labels. (This new category-which you can see
between the Kind and Last Modified columns in the example
below-replaces the old Color sort category on color Macs.) By
selecting an item and choosing one of seven labels from the Label
menu in the Finder, you can put documents or folders into different categories. You can easily change the names and colors of
labels with the Labels control panel (see The Label menu in
Chapter 6, p. 90).
Bud ets, Tnms, etc.
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D Budgtt 93
I> D Daily Exp. Archivts
Cl lncomt Comp, 88-90
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Sitt Kind

L~btl

30K Microsoft Works d...

Essonti~l

26K Microsoft Works d..•

Esstnti~l

Lu t Modifitd

Ar chivo
- foldtr
9K Microsoft Works d... lnactivt
38K Microsoft Works d... In Progross Wtd, Jan 1, 19 HliH
17K Microsoft Works d... lnactivt
Tut, M~r 27 , 1 !ii:ii
6K Microsoft 'liorks d... Expond~lt Sun , Stp 23, 1

0

To quickly see how a list view window is sorted, look for the
column heading that's underlined. To sort on a different category, just click on that category name.
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Outline view
More importantly, list views can have an outline structure that
shows several organizational levels of your disk at once. Here's
how this works.
Notice the triangle next to the folder in the window above.
If you click this triangle, the folder's contents will appear in a list
immediately below it in the current window, like this:

18 ittms

41 MB in disk
Sizt Kind

D Budgtt 92
D Budget 93
"V

26K

CJ Daily Exp . Archivts

D

Labtl

30K Microsoft Works d... Essential
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-

Microsoft Works d... Esstntial
foldtr

Archivt

14K Microsoft Works d... -

D Daily Exp 11 /91

14K Microsoft Works d... -

D

14K Microsoft Works d...

DailyExp. 12/91

1

14K

Now you are looking at items from two different organizational
levels in the same window. (To indicate this, the triangle now
points down instead of to the right.)
You can also select items from inside and outside a folder at the
same time, like this:
Budgets, Trons, etc.
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Selecting groups of items In list views
Another nice change to the list views in System 7.1 is being able to
drag the pointer across several folders or documents to select
them as a group. Try it and see. (Before System 7.1, IShiftJ-clicking
was the only practical way to select more than one item in a list
view window.)

Selecting Items by typing
If you're more comfortable with the keyboard than the mouse,
you can also select individual items in any Finder window by typing the first letter (or first few letters) of the item's name. When
you know the name of the item you want, this is faster than hunting through a crowded window with the mouse. You can even
open items by pressing keys-see Keyboard shortcuts at the end of
this chapter for more information.

Customizing window layou1s
System 7.1 offers lots of easy ways to customize the appearance of
windows in the Finder. You can choose the font and font size for
text displayed in windows,. change the format of modification
dates or times, arrange icon views in a straight or staggered grid,
calculate folder sizes and much more. These options are available
through the Views control panel (don't confuse it with the View
menu on the Finder) and the Date & Time control panel. You'll
find a complete discussion of these programs in Chapter 8.

Automatic scrolling
With System 6, when you wanted to move a document into a
folder in the same window, and the window wasn't big enough to
show both, you had to resize or scroll the window to bring both
items into view. Automatic scrolling ends this hassle. Now when
you drag a document to within Ys" of the edge of a window and
hold it there for a second, the window automatically scrolls in
the direction you're dragging. (Be careful not to drag past the.
window's edge-if you do, the Mac will assume you're moving the
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item to a different window and it won't automatically scroll the
window you're dragging from.)
Unfortunately, automatic scrolling only works within a window, not from one window to the next. If you select items in one
window and want to drag into a folder that's out of view inside
another window, you have to select the destination window first
and move the folder into view.

If you've already selected the items you want to drag before you
realize you need to scroll another window to see the destination
folder, you can scroll that window without de-selecting the
items you've already selected: just hold down Ia xl and select the
destination window. The item you selected originally will
~~ remain selected.

. . . . . . . . . .. . . . . . . . . . . . . . . . . . .
Other file management changes
Opening files
You can still open a file by doubleclicking its icon or choosing
Open from the File menu. But System 7.1 also lets you open a document by dragging its icon on top of the icon for any program
that can open it, not only the one you used to create it.
Here's an example. Let's say you want to view a Microsoft
Works document with Microsoft Word. Instead of opening the
Word program, and then the Works file from the File menu, you
can simply drag the Works file on top of the icon for Microsoft
Word in the Finder. Word will then load and automatically open
the Works file.
;,; When Apple comes out with its QuickDraw GX print enhancement~ in 1993, you'l~ be able to print on di~eren~ printers by
dragging and dropping documents onto pnnter Icons on the
ri desktop.
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This little trick only works when the application you want to
use isn't currently running. (Obviously, if the program is already
running, it's no extra step to open the document with the program's Open command.) If you drag a document to a program
icon and the program can't open that type of document, you'll see
a message telling you so.

As previously mentioned, you can also open documents or
programs automatically when you start up your Mac by dragging
them inside the Startup Items folder in the System Folder (see
Opening files automatically at startup, Chapter 3, p. 42 or The
Startup Items folder in Chapter 7, p. 120).

Copying and moving files
You still drag files to move them from one place to another in the
Finder, but System 7.1 offers some new capabilities here as well,
and it fixes a nagging problem.
In older system software versions, clicking an item you wanted
to move would also activate the window containing it. And that
sometimes covered up the folder you wanted to drag to. Look
here, for example, at the following windows:
Doris' Stuff
36.5 MB in disk

4 items

II--

[I
.

DISCOVER Facts

§0
0 items

Doris misc.

Scouting Info
36.5 MB in disk

40.3 MB availal

B
.
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Pl§
40.3MB a

~
~
¢1

1¢ 121
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Under System 6 you couldn't drag the Scouting document from
its present location into the Scouting Info folder, because the
Doris' Stuff folder would become active as soon as you selected
the document, and would cover up the Scouting Info folder.
But under System 7.1, if you hold down the mouse button
when selecting a document, it won't activate the folder containing
it, and so the destination folder isn't covered up. This is a great
example of how System 7.1 makes things work the way they always
should have.
Finally, there's a new alert box that warns you when you're
about to overwrite a file with the same name. Now, this alert usually tells you whether the file you're about to overwrite is older or
newer than the one you're saving, like this:

Rn older item named "Budget 93" already
eHists in this location. Do you wont to
replace it with the one you're mouing?
( Cancel )

n

OK

)J

If the two items have the same modification date and time, the
alert box doesn't mention the older/newer distinction, because
there isn't one. And, if you copy more than one item at a time, the
Mac doesn't attempt to evaluate whether each item in the group is
older or newer than one it replaces, it just says there are items with
the same name on the destination disk.

Deleting files
The Trash no longer empties itself automatically when you eject a
disk, restart or shut down your Mac. You still see a warning when
you drag any program or system software file to the Trash, which
you can still disable by holding down !Option) as you select and drag
the item. But now you'll also see a further warning when you try
to empty the Trash:

·

·

Working with the Finder

59

The Trash contains 65 items, which use 1.8
MB of dislc space. Are you sure you want
to permanently remoue these items?
( Cancel ) ([

OK

)J

If this annoys you as much as it does me, you'll be relieved to
know you can turn it off. See The Empty Trash command in
Chapter 6, p. 96 for details.

............................
FKeys

The combination ofiShittloxl and any of the number keys in the
top row of the keyboard are designated in the system software as
FKeys (Apple shorthand for function keys). Each combination
performs the same function every time, no matter which program
or window is active.
In this section, we'll focus on the four FKeys that have already
been defined by Apple in System 7.1. (Programs for other FKeys
have been developed by hobbyist programmers and small software
companies. You can find out about them from your local user
group. You can also assign tasks to the other number keys with a
macro program like QuicKeys 2.)

Ejecting floppy disks
Two of these FKeys work the same as they always have:
• IShittlox(I) ejects the floppy disk in the internal drive (or the
upper or left drive if you have two).
• {Shittloxffi ejects the floppy disk in the external drive (or the
lower or right drive if you have two).
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Now, you can also eject a floppy disk from a third floppy drive
(if you have one), by pressing !Shittlax@).
Note: If you already have a floppy disk selected in the Finder,
you can press lax(ID as usual, which is the same as choosing Eject
Disk from the Special menu in the Finder. But while this ejects the
floppy disk, it doesn't work with hard disks or network servers,
and when it ejects the floppy it leaves a ghost of the disk's icon on
the desktop, like this:

The best way to remove disks from the desktop is by pressing
Ia xi]) (the Put Away command on the File menu)-this ejects any
disk (hard disk, server, floppy or CD-ROM) and removes its icon
from the desktop. It's just like dragging the icon to the Trash.

faking screen snapshots
As before, the fourth FKey, IShittJaxiiJ, takes a snapshot of your
Mac's screen and saves it as a file in the main window (or directory) of your startup disk, but this feature has been improved in
several ways:
• Screens are now in PICT format, rather than MacPaint format, so you can capture color screens as well as monochrome
ones, and you can capture any size screen. (Old screen snapshots were limited to about 8 x 10 inches.) The PICT format
also makes it easier to open or use snapshot files with other
programs.
• Snapshot files are now named Picture 0, Picture 1, and so on,
numbered sequentially, rather than Screen 0, etc.
• You can take as many snapshots as you want, provided you
have the disk space- you no longer have to stop at Screen 9.
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• You can now open these files with the System 7.1 version of
the TeachText program (on one of your utilities disks).
• You can then select part or all of the image, copy it to the
Clipboard, then paste it into the Scrapbook or into a document from another program.

• • • • • • • • • • • • • • • • • • • • • • • • • • • •

Keyboard shortcuts
You can use these keyboard shortcuts to do a lot of things you'd
normally do with the mouse. You may be familiar with the old
shortcuts, but the System 7.1 Finder has some really nice new ones.
The following descriptions are pretty brief.-you really have to
try these to appreciate how useful they are. (See F.Keys, above, for
other shortcuts.)

Selecting Icons on the desktop
These shortcuts select icons that are direcdy on the desktop, such
as disks, the Trash, or document or program icons you've put
there. They also work for selecting items inside windows.

SHORTCUT KEY

ACTION

an arrow key

selects the next item in that direction

~I

selects the next item in alphabetical
order by name

a letter key

selects the first item whose name begins
with that letter
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The third shortcut, pressing a letter key to select the first item
that begins with that letter, also works inside directory dialog
boxes you see when you use Open or Save As from inside a
program. In fact, you can be more specific about selecting items
this way by typing m ore than the first letter of an item's name.
You could select "Proposal" instead of"Potential Sales" by
typing "pr" instead of "p," for example. It doesn't matter
whether you type upper- or lower-case letters.

Navigating folders or windows
When you've got your disk organized so folders are inside folders
that are inside other folders, you can use these shortcuts to navigate up and down the folder hierarchy (or directory path) or to
open and close windows quickly. These select different folders in a
window, or different nested windows on the desktop. Try them
out for yourself.
SHORTCUT KEY(S)

ACTION

laxiiJ

opens the folder that contains the
current folder or selects it (if it's
already open)

IOption[ax[:!)

opens the folder that contains the
current folder and closes the current
folder window

laxG)
IoptionI doubleclick icon

opens the selected item

IShift[axiiJ

selects the desktop itself (deselecting
everything else)

laxG

shows outline view of selected
folder's contents

opens the selected icon or folder and
closes the current folder or window

hides outline view of selected folder's
contents

IOption[axG

shows outline view of active window
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loption(ox[B

hides outline view of active window

IOption I click zoom box

expands a window to the maximum
size it can be on the screen

IOption I click on desktop

switches to the Finder and hides the
current application's windows from
view

IOption I drag icon

reverses the current setting of the
always snap to grid checkbox in the
Views control panel while moving
the icon (See The Views control panel
on p. 135 in Chapter 8.)

~'i loxffi also

navigates you up in the folder hierarchy when you're
~ in a directory dialog box that you see when you use Open or
Save As in a program. lox(!) moves you up one level, so you'll
see the contents of the folder that contains the folder you're
. currently viewing. To move down the hierarchy, so you open up
~ a folder in the current directory, just select the folder and press
iTI IReturn I or IEnter!.

Dialog box shortcU1s
These three shortcuts help you deal with dialog boxes more
quickly.
SHORTCUT KEY(S)

ACTION

lfab I

moves the insertion point from one
option to another in a dialog box

IReturn I or IEnter I

clicks the heavily outlined button in a
dialog box

~

clicks the Cancel button in a dialog box

In many programs, you can also press lo XI and the first letter of
a dialog box option to select that option.
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File menu command shortcuts
These shortcuts let you select File menu commands by using the
keyboard.

SHORTCUT KEY(S)

COMMAND

lox@
lox@
lox [f)

New Folder

lox~

Close Window

@llil

Get Info

lox@
loxl1)

Duplicate

loxJII
lox@

Find

Open
Print

Put Away
Find Again

Edit menu command shorten
Here are the shortcuts for the Edit menu commands.

SHORTCUT KEY(S)

COMMAND

loxg)
lox!])
lox@
lox(Y)
loxiK!

Undo
Cut
Copy
Paste
Select All
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Special menu command shortcuts
Here are some shortcuts and special features of commands on the
Special menu.
SHORTCUT KEY(S)

ACTION

Ioption IClean Up By Name sorts the icons in an icon view
window in alphabetical order, and
aligns them in rows on an invisible
grid-a window must be selected
for this to work

IOption I Clean Up All

arranges all icons on the desktop
except the Trash in a column in the
upper right comer of the screen,
puts the Trash in the lower right
corner of the screen-the desktop
itself (or an icon on it) must be
selected for this to work

IOption I Empty Trash

stops the warning box from showing when you empty the Trash

loxi]J

ejects the selected floppy disk

Other shortcuts
Finally, these shortcuts help with other Finder activities.
SHORTCUT KEY(S)

IOption I drag item
IOption I click close box
(or IOption lax~)

ACTION

copies item instead of moving it
closes current window and all other
windows on the desktop

Ia XI drag window by
its title bar

moves window without making it
active

Ia xl dick a window title

shows the directory path of that
window
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IOption[aXI

rebuilds the desktop file

while starting up,
mounting a hard
disk, or inserting
a floppy disk.
IShittl

while starting up

prevents any extension files (inits)
from loading during startup

............................
for WorldScript users
If you have one or both of the WorldScript extensions and one or
more language script and font files installed, there will also be a
Keyboard menu (signified by a flag icon) between the Help and
Application menus, like this:

The icon's flag changes, depending on which language script
you have installed. When you pull down this menu, all the keyboard layouts or the scripts you have installed on your Mac are
listed, but only the keyboard layouts for the U.S. and for the currently active script are available. The current layout is checked. In
the example at the top of the next page, the Arabic script is active,
so the Keyboard menu icon is a crescent moon and the active
options on it are the Arabic and U.S. ones.

·
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About Keyboards

~u.s.

~

u.s. - system 6

For more information on the U.S. layouts and why there are
two of them, see Keyboard on p. 132 in Chapter 8.

CHAPTER

File and
Edit men
commands
The File menu has undergone significant
changes in System 7.1, while the Edit menu
looks exactly the same but may, in certain
applications, contain new commands to take
advantage of System 7.1's new publish and
subscribe feature. ~
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............................

The Rlemenu

We'll look at these commands in the order in which they appear
on the File menu.

Some commands an the same
The New Folder, Open, Print and Close commands work the same
way, although the Close command is now called Close Window to
more accurately describe what it does (anything you can close
with this command is a window). The Duplicate, Put Away and
Page Setup and Print Window... commands are the same.
The Print Window.. .!Print Desktop... command used to be
called Print Directory.... Again, the new command names more
accurately describe what this command does. If a window or an
item inside it is selected, the command name is Print Window...
and choosing it prints a list of the window's contents, just like a
List view. If the desktop itself or an icon on the desktop is selected,
the command name is Print Desktop... and choosing it prints a
graphic view of the desktop as it currently appears.
There are a couple of changes to the dialog box you see when
you choose the Print... command, but we'll cover these in Chapter
10 along with other printing details.
·

Some commands have been moved or eliminated
Two File menu commands from System 6 are no longer on this
menu. The Get Privileges ... command is gone. If you're an AppleShare user, you can now view folder privileges with the new
Sharing ... command, which we'll get to on p. 76 in this chapter
and in Chapter 12, p. 211.
You may notice that the Eject command is missing. It has been
renamed Eject Disk and moved to the Special menu.
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............................

The Get Info command

The Get Info command displays information about any item
whose icon you select in the Finder. A different information window will appear depending on whether you've selected a program,
a document, an alias or a storage location (a folder or disk). The
one new feature all these windows share is that you can change the
icon of the item they describe.

Customizing Icons
If you want to change an icon:
1. Select a graphic (or prepare your own using a paint or draw
program) and copy it to the Clipboard.

2. In the Finder, select the program, document, alias or volume whose icon you want to modify, and choose Get Info.
The item's information window will be displayed.
3. Click on the icon in the information window. A box will
appear around it. (If no box appears, then you can't change
that particular item's icon.)
4. Choose Paste from the Edit menu. The new icon will
replace the old one. (If it doesn't, make sure the Locked
checkbox isn't checked and try again.)
m You can customize folder icons, too, but when you do the Mac

will no longer change the folder icon according to the folder's
file-sharing status. See folder privileges icons on p. 235 in
Chapter 13.

Program Information
When you select an application and choose Get Info, you'll see a
window like the one at the top of the next page:
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§0

FileMak:er Pro Info

~~~

FileMaker Pro

Kind: application program
Sin : 777K on disk (794 1 269 bytes used)
Yh•r• : Data Cell : Applications : File Maker
Pro :

Crut•d: Mon 1 Mar 11 1 1991 1 2:00 PM
Modifi•d: Fri 1 Apr S1 1991 1 9 :37 AM
Y•rsion : FileMaker Pro 1.Ov2
March 1991
Comm•nts:

;-··M•morv R•quir• m•nts ········-··;

1 Suggested size:

~

0

Locbd

1024

K

j

IK ~
i............................................................................
Preferred size: l1 024
I K .i
Minimum size:

1640

:

This window is for applications only, not for DAs, control panels or other system software, because applications let you adjust
the requested memory and those other types of program don't.
The Version category right above the Comments box is the
same as in System 6 (as before, when programs don't make their
version information available to the system software, this area will
say not available).
In the Memory Requirements section at the bottom, the names
have changed from Suggested memory size and Application memory size to the simpler Suggested size, Minimum size and Preferred size. The suggested size is the amount of memory the
application would normally ask for, and if you haven't modified
the lower two boxes, it's the same as the Preferred size.
If you use big documents with an application, however, you
may need to provide more memory for it. To do this, click the
Preferred size box and enter a larger number. (It's best to up the
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ante by at least 20 percent, so if a program asks for 512K in the
Suggested size box, try entering at least 640K in the Preferred size
box.) Then close the window, and the new memory limit will be
in effect the next time you open the program.
The Minimum size box lets you specify an alternate amount of
memory to allow the program if the preferred size isn't available.
The minimum size is set automatically by the software when you
first use the Get Info command, and you should only specify a
higher minimum size if you change this value. If you try to specify
a lower minimum value than the default, you'll see an alert message and the program probably won't run at all, or it will quit or
crash unexpectedly later.
The nice thing about the minimum size is that it gives you two
different options for memory size. If you'd really like to have 1024K
set aside for FileMaker Pro but you'd settle for 768K, you'd enter
768 in the Minimum size box and 1024 in the Preferred size box. If
the Mac didn't have 1024K available, it would allow you 768K.
As with System 6, you can lock a program by checking the
Locked checkbox (now relocated to the lower left corner of the
window).

e

Locking a program prevents it from being changed or erased,
but it's not always a good idea, because some programs don't
work properly when they're locked.
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Document Information
When you select a document and choose Get Info, you'll see a window that looks like this:

§0

Election Returns Info

~

Election Returns

Kind: FileMaker Pro 2 .0 document
Sin: SK on disk (7 ,680 bytes used)
Yh•r•: Data Ce 11: Applications : FileMaker
Pro:

Cr•41t•d: Tue , Dec 17, 1991, 10 :37 AM
Modifi•d : Fri, Dec 27, 1991 ,3:06 PM
Y•rsion: n/a
Comm•nts:

0Lochd

D St41tion•rg p41d

Like the window for applications, this one shows information
about the file's location, kind, size, creation and modification
dates and version. But notice the Stationery pad checkbox in the
lower right corner (which is an option only for documents). It lets
you turn a document into a stationery pad-a template which will
always open as a new document.
For more information about this feature, see Using stationery in
Chapter 9, p. 161.
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Alias Information
The information window that appears when you select an alias and
choose Get Info is slightly different from the one for documents:
§[]§Microsoft Word olios

~

Info~

/'licrosoft W..-d •llils

Kind: aUas
Siz• : 1K on disk (773 bytes used)
Vh•r•: Data Cell: Applications:

Cr•at•d : Fri, Jul 10 1 1992 1 2 :02 PM
Hodifi•d : Fri 1 Jul 10 1 1992, 2 :02 PM
Original: :Dan's Mac :Data Cell :
Applications :Microsoft Word

*

Comm•nts:

D Lock•d

( Find Original )

When you need to locate the file that an alias represents, dick
the Find Original button. The Mac will search for the original and
then select it on the desktop (see The Make Alias command on
p. 77 in this chapter for more information).
You can change aliases' icons or lock them using the informa- .
tion window. Changing an alias's icon doesn't affect the original
file it represents.

e

Locking an alias really only protects its icon and title (and
prevents the alias itself from being deleted); you can modify or
even delete an original while the alias is locked.
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Folder or disk information
When you select a folder or a disk and use Get Info, you'll see a
window like this:
Finances Info
Finances

Kind: folder
Sin : 797K on disk (778 032 bytes
1

used), for 78 items
Yh~re : Data Ce 11 :

Cr~at~d:
Modifi~d:

Tue 1 Nov 4 1 1986 1 7 :45 PM
Jul 8 1 1992 1 12 :36 PM

Comm~nts :

Since this is a storage location rather than a file, there's no version information, and you don't have options to lock the folder or
turn it into stationery.

............................
The Sharing ... command
The Sharing ... command lets you make selected folders or even
entire disks available to other Mac users on an AppleTalk network.
You can also use it to view the access privileges for any shared disk
or folder on the network.
File sharing gives you lots of options for sharing your files with
others. Turn to Chapter 12 for a full discussion of this powerful
new feature.
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............................

The Make AUas command

An alias is a stand-in file that allows you to open a real file, folder
or disk by remote control. When you open an alias, it opens the
real item that the alias represents.
This simple command can make it a lot easier to locate and
open programs, documents, folders or disks on your Mac.

Making an alias
The procedure for making an alias is simple:
1. Select an item in the Finder or a Finder window.

2. Choose the Make Alias command from the File menu.
An alias of the item immediately appears, overlapping it
like this:

Notice that the alias's name is selected. When you first create it,
an alias is always given the name in italics of the item you originally selected plus the word alias. You can, though, change the
name to anything you want. The alias has the same icon as the
item it represents.

I
~

Usually, you'll just want to delete the word alias from the end of
an alias name. Remember to move the alias to a different folder
from the original item before you do this (the Mac won't let you
give one item the same name as another in the same folder).
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There are two ways to tell an alias from a real item:
• An alias name always appears in italics on the desktop.
• An alias's Kind designation in a list view window or in the
Get Info command's information window is always alias.

Using an alias
Once you create an alias, you can treat it like a normal file. You can:
• doubleclick it to open the item it represents
• copy items to it or open items inside it
• rename its icon just as you would any other icon (this doesn't
rename the original file)
• duplicate, copy or move it to any other location on your
Mac's desktop, such as another folder or another disk
• select it and use Get Info to display its information window
• drag it to the Trash when you don't need it anymore
• lock it to prevent it from being deleted and to prevent
changes to its name or icon

Tips for using aliases
Because you can make several aliases for the same item and copy
them anywhere, aliases make it much easier for you to find and
open items you use a lot. And they take up very little disk space
(usually only lK or 2K).
System 7.1 comes with one alias already set up: the Control
Panels alias inside the Apple Menu Items folder. The real Control
Panels folder is inside the System Folder, but you can open it by
choosing this alias from the ti menu. Below are some other ideas
for using aliases.
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Application aliases Most people store all their applications in
the same folder. This makes organizational sense, but it means you
have to open that folder every time you want to open a particular
program. To avoid this problem, you can:
• make an alias of a program and put it on the desktop
• put aliases of programs you use every day in the Startup
Items folder inside the System folder. Then they'll be opened
each time you start up your Mac.
DA aliases DAs stored in the Apple Menu Items folder appear
on the ti menu, so they're already pretty accessible, but since you
can now open DAs by doubleclicking them, you can also make an
alias of any DA you use a lot and put it on the desktop.
Control panel aliases If you use certain control panels frequently, put aliases of them in the Apple Menu Items folder so you
can open them directly from the ti menu.
A Clipboard alias Some programs have a Show Clipboard
command so you can see the contents of the Clipboard at any
time. But if the programs you use don't have such a command,
make an alias of the Clipboard file in the System Folder and then
place it inside the Apple Menu Items folder. After that, you can
choose the Clipboard alias from the ti menu at any time, and it
will open a window showing you what's on the Clipboard.
Folder aliases Try these ideas with folders you use a lot:
• Put a folder's alias in the Apple Menu Items folder, so you
can open it from the ti menu. (You can even make an alias
for the Apple Menu Items folder itself, so you can open it
from the ti menu when you want to add or remove items.)
• Put an alias on the desktop so you can drag things into or
out of the folder there, without having to open other folders
to get to it.
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• Put a foldees alias inside any other folder where you normally
work. That way you can avoid navigating through folders in
your programs' Open or Save dialog boxes when you're opening from or saving to that folder.
Shared folder aliases To connect to a shared folder over a network, you normally have to use the AppleShare resource in the
Chooser and then enter your name and password. But if you make
an alias of a shared folder or disk, you'll go directly to the user login dialog box when you open the alias; or-if no password or user
name is required to connect to the shared item-the item will be
automatically placed on your desktop. (See Chapter 12 for more
information about connecting to shared folders and disks.)
Disk or Trash aliases You can even make aliases of hard disks
or the Trash and put them in more convenient places-like the
Apple Menu Items folder (so you can open them from the
tl menu).
There are lots of uses for aliases, so explore a few of them for
yourself. You can't hurt anything by creating an alias, and you can
always get rid of any you don't want by dragging them to the
Trash; your original file stays where it is.

Aliases that don't make sense
You can make an alias of any item on the desktop, but some aliases
just don't serve any purpose. Since aliases are easy ways to open a
file or access a folder, you don't need aliases for any files or folders
you don't interact with. These include system software files like
the Laserwriter file in the Extensions folder inside the System
Folder, or special folders that some programs create automatically
for their own use, like ones that store Help or dictionary files.

Alias troubleshooting
If you try to open an alias and nothing happens, either the alias
file is damaged or the original file has been deleted from the disk.
To find out which is the culprit:
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1. Select the alias and choose Get Info. The information
window appears.
2. Click the Find Original button. Your Mac will attempt to
find the original file.

If your Mac can't find the file, then the original has been
deleted. Delete the alias, copy a new original file to your disk, and
make a new alias.
If your Mac finds the file, the alias itself is damaged. Delete the
alias and make a new one.

• • • • • • • • • • • • • • • • • • • • • • • • • • • •

The Rnd... and Rnd Again commands

The Find ••• and Find Again commands let you locate files on any
disk or shared folder available to your Mac. These commands
replace the Find File DA that Apple included with previous versions of the system software.
The Find... command gives you a lot more flexibility than the
old Find File did, and enables you to search through more than
one disk or shared folder at a time. Once a file is found, Find ...
opens the folder containing it and selects it. This process was a lot
clumsier with Find File.
The Find Again command lets you continue a search begun
with Find... , so as to locate other files that match the same criteria.

Rndlng flies by name
The Find ... command offers two levels of file-finding options.
Here's how the basic level works:
1. Choose Find... from the File menu. The Find dialog box
appears as shown at the top of the next page:
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Find
Find:
[ More Choices )

Concel ) ([

Find

lJ

2. If you know all or part of the lost file's name, type it into the
box. You can enter any contiguous part of a file's name to
locate it-for example, the first few characters, a few characters in the middle of the name or the last few characters.

B

Obviously, the more complete the name you enter in the Find
dialog box, the more likely the Mac will find just the file you
want. Typing one or two characters in the Find dialog box
usually makes the Mac find several files with similar names.
3. Click the Find button. The Mac automatically searches
every disk or shared folder on your desktop alphabetically
for the first name that matches what you typed in.
(Depending on how many disks or shared folders and files
there are, a search can take around fifteen seconds-but
usually it takes less than five.)

If the Mac can't find a file that matches your search text, it will
beep.

Finding files again using the same criterion
If more than one item's name contains your search text, the first
one the Mac finds may not be the one you're looking for. To
resume the search, use the Find Again command.
The Find ... command stores the last search criterion you
entered, so when you use the Find Again command you're asking
the Mac for other files that match that criterion.
Here's an example. Suppose you have two files on your disk,
one named Avenue and another named Venue. If you type Venue
in the Find box, the Mac will find the file named Avenue first,
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because the letters you typed are part of that name, and Avenue
comes before Venue in alphabetical order. (The Mac ignores
upper- and lower-case text when it searches for files. ) In this case,
you'd have to use the Find Again command to search further for
the Venue file.
If repeatedly searching for a file doesn't appeal to you, or if you
want to see all the found files as a group, you'll need to use other
Find options.

Finding flies by size~ kind or other criteria
To move to the second level of options available with the Find ...
command, choose Find ... from the File menu, then click the More
Choices button in the dialog box. An expanded Find dialog box
appears, like this:

-----~

-~-

----~

Find --

- - - - ----

----~---

Find ond select Items whose

~_I...;n,;.;o;.;.;m,;.;e;....__ _ _.,...__.ll contolns
Find within ~_I....;o;;.;.;ll....;d;;.;.;ls;;.;.k;;.;.s_ _ _ _
.,..._.l

(Fewer Choices )

..... ~~------------~
D oil ot
( Concel )

once

n

Find

)J

The default choices in this box offer exactly the same search
capabilities as the basic Find dialog box. But when you click name,
contains and all disks, pop-up menus appear, from which you
choose to search for files by creation or modification date, kind,
size, label, version, file comments or even by whether they're
locked or not. (See File-finding tips relating to these options on
p. 86 of this chapter.)
The pop-up menu for contains changes according to the choice
you made with the name menu- as does the text box at the upper
right. The type of information you enter here depends on the
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choices you made before on the pop-up menus; and in some cases,
the text box itself becomes a pop-up menu of search options.
We co~d use up a lot of space here showing the various search
criteria you can select, but you can see them all just as easily by
exploring the menus yourself.
Once you've specified your search criteria in the pop-up menus
and text box, just click the Find button or press !Return ) or (Enter!.
Try a few searches this way, and you'll soon get the idea.
The Find ... command assumes you want to search every storage
location available (all disks is the default choice), but you can use
the Find within pop-up menu to restrict the search to just one of
the storage locations on your desktop. In fact, you can restrict a
search to just the active window in the Finder, or even to items that
are currently selected (see the next section,Searching selected items).
The all at once checkbox is handy when you want to find all
the items on a disk or in a folder that match your search criteria.
When you check this box the Find within menu automatically
changes to show your startup disk, and the Mac will select and
disp~ay all the found files in one list view window, like this:
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The actual window you see will probably be bigger than this
example, and you'll probably still have to scroll it to see all the files
that have been selected. But if all the items that match your search
criterion are inside the same folder or otherwise close to each other
in the list view structure, you'll be able to see them all at once.

Searching selected Hems
The one major limitation to your search options is that the Mac
can only use one search criterion at a time. (In some third-party
file-finding programs-CE Software's DiskTop, for example-you
can search for a file with multiple criteria, specifying a file's date,
kind, modification date or other information simultaneously.)
There is a partial work-around to this problem: once you've
done an all at once search, you can then search among those found
items with a different criterion. Here's how:
1. Choose the Find ... command and click the More Choices
button to display the expanded Find dialog box.
2. Specify the first search criterion and check the all at once

checkbox.
3. Click the Find button. The Mac will find and select the files
that match the criterion you specified.
4. Choose the Find ... command again and click the More
Choices button to display the expanded Find dialog box.
5. Specify the second search criterion.
6. Click on the pop-up menu next to Find within, and choose
the selected items from this menu.
7.

Click the Find button. The Mac will search among only the
items selected in the first Find operation to locate ones that
match your second criterion.

I
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File-finding tips
In case it's not immediately obvious why you'd want to search for
files by kind, label, modification date or some of the other criteria
you can choose, here are a few suggestions:
Name is a good choice if you know a file's exact name, if you
remember part of its name, or if you have several files with similar
names and you want to find and select them all at once.
Kind is useful for finding all aliases, applications, documents,
folders or stationery pad files. If you're backing up a disk, for
example, you might want to select only documents to back up.
Size lets you find files above or below a certain size. If you use a lot
of big graphics files, for example, you might want to locate them
all so you can compress them or move them to another disk to
free up space on your primary disk.
Label is only useful if you've actually used labels to identify certain
files or folders on your disk. (See The Label menu Chapter 6, p. 90.)
However, if you use labels to identify all the files belonging to a
certain project, for example, you could find all those files at once
and then back them up to the same disk.
Date created and date modified help you find recent files so you
can back up those that have been created or changed since the last
backup, or isolate older ones you may want to delete.
Comments will only help you find a specific file if you can remember the comments you made in its information window with the
Get Info command. (You might have used a comment box, for
example, to record some detailed notes about a file.)
Lock lets you find files that are locked. If you have locked files in a
shared folder, for example, other users won't be able to change
them. If you want to unlock such files quickly, search for them all
at once.
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........................ ....

The Edit menu

The Edit menu and its commands look and work exactly the same
under System 7.1 as under previous versions of the system software, as long as you're working in the Finder. You can undo the
last thing you did; Cut, Copy, Paste, Clear or Select All the data in a
document; or show the contents of the Clipboard.
When you use the Edit menu from within an application, however, it may contain commands relating to System 7.1's new publish and subscribe feature. Publishing and subscribing are
capabilities that must be supported by specific Mac applications.
For an overview of this feature and some examples of how it
works, see Chapter 11 .

C H A P T E R

View,
Special,
and Application
menu commands
This chapter covers changes to the Finder's
View and Special menus and explains its new
Label, Help and Application menus. ~
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............................

The View menu

The View menu (don't confuse it with the Views control panel
discussed in chapter 8) lets you choose the way items in Finder
windows are displayed, as icons or in lists. As always, lists can be
sorted by document names, dates, sizes or kinds.
Before System 7, users of color Macintosh systems used the
Finder's Color menu to assign colors to window contents, and
sorted them by color with the by Color command on the View
menu. The System 7.1 Finder replaces the Color menu with the
Label menu and lets you sort with the new by Label command on
the View menu. As we'll see in the next section, labels provide
much more flexibility in identifying and grouping desktop items,
both by color and by label name.

............................
The Label menu
The Label menu lets you assign one of seven label names to any
item on the desktop, or to remove an existing label name from any
item. If you have a color Mac and it's set to display at least sixteen
colors or shades of gray, each name on the Label menu has a color
or shade associated with it, and assigning a label to an item also
gives the item that label's color or shade.
The standard Label menu on a black and white Macintosh
looks something like the one at the top of the next page:
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Essential
Hot
In Progress
Cool
Personol
Project I
Pro
2

The labels shown above may be different in your version of
System 7.1. In any case, you can use the Labels control panel to
change the label names and l'olors (if you have a color Mac) to
whatever you like. For information on doing this, see Customizing
labels on the next page.
If you used the old Colo command to assign colors to items
on your disk under System 6, those items will automatically be
given the label that correspdnds to their color under System 7.1.
Otherwise, none of the items on your disk will have labels when
you first install System 7.1. (On the menu above, for example, the
None command is checked because an unlabeled item was selected
when this menu was displaYjed.) If items on your disk don't have
labels, the Label column in a list view window of the Finder will
look like this:
1~90 lnuoices

D
Name

D
D
D
D
D
D
D

I

Size Kind

0
Label

Microsoft Word do ... Microsoft Word do ... Micros oft Word do ... Microsoft Word do ... Microsoft Word do .. . -

Last Modi

1/15/90

2K Microsoft Works d...

Sat, J

2/1/90

2K Microsoft Works d...

Wtd,,

CWinvoict1/22/91

3K

Fri, J

CWinvoict1/30/91

3K

CWinvoice10/10

3K

CW lnvoict1 0 / 25

3K

lnvoice4/1

3K

Wtd, ,
Fri, Oc
Fri, Oc

~

II

Tut A {}
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If you don't use labels, save some window space by eliminating
the Label column from the window entirely. Just uncheck the
option to show labels in the Views control panel. See Views on
p. 135 in Chapter 8.

Labeling desktop Items
Suppose you want to label the lnvoice4/1 item in the window
above as an Essential document. Simply select the item and then
choose Essential from the Label menu. The invoice will take on the
color that goes with the Essential label (if you have a color Mac)
and the word Essential itself will appear in the Label column of the
list view window, like this:

2K Microsoft Works d... 2K Microsoft Works d... -

D CW'Invoictol /22/91
D CW'Invoic•l /30/91
D CW'Invoictl 0/10

3K Microsoft Word do. .. 3K Microsoft Word do... 3K Microsoft 'Word do... -

Sorting windows by label
If you use labels to identify items in Finder windows, you can
sort the items by label names using the by Label command on the
View menu. Items are sorted by their label's position on the Label
menu (from top to bottom), rather than alphabetically by name.
Unlabeled items follow labeled ones. Referring back to the sample
Label menu shown on p. 91, for example, items labeled Hot would
be sorted before items labeled Cool, because Hot comes before
Cool on the menu.
Try applying some labels yourself and then using the by Label
command on the View menu to sort labeled items.

View.. Label.. Special.. Help and Application . . .
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Customizing labels

If you use labels a lot, you'll probably want to change their names
to more accurately reflect your organizational scheme or priority
levels. You can change the names on the Label menu at any time
with the Labels control panel.
1. Choose Control Panels from the

ei menu.

2. Open the Labels icon. You'll see a control panel like this:

!!!0

Labels

CJ IEss•ntial
I
I
I
I

I :=IHo=t=====l
l1n Progr•ss
Icool
IIPmonal
IIProj•ct I
IIProj•ct 2

Again, the label names may be different on your Mac. Also, if
you have a color monitor set to display sixteen or more colors, the
boxes to the left of the labels will appear in the colors assigned to
those labels.

Changing a label name
1. Doubleclick on the label name to select it.
2. Type a new name or edit the current one.
3. Press (Return I or !Enter! to confirm the change, or press 1~1 to
confirm the change and move to the next label in the list.
Label name changes take effect as soon as you confirm themnot just on the Label menu, but everywhere the old label was used.
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Changing a label color
Click on the color you want to change. The standard Macintosh
color picker dialog box appears, and you can use it to select a new
color. For instructions on using the color picker, see Color on
p. 126 in Chapter 8.

....... .....................

The Special menu

The Finder's Special menu lets you organize the contents of
windows, empty the Trash, erase or eject disks and restart or shut
down the Mac.
The Restart, Shut Down and Erase Disk .. . commands work
the same way they always have. The Eject Disk command (called
simply Eject in earlier system versions) has moved to the Special
menu from its old location on the File menu.
The old Set Startup .. . command that used to be on the Special
menu is gone; its functions are now handled with the Startup
Items folder (see Chapter 7, p. 120).

............................

The Clean Up commands

The Clean Up command arranges icons in windows or on the
desktop in a regular pattern. As in previous versions of the system
software, this command can have different names depending on
what you have selected and whether or not you're holding down
!Option]. The command names are now more descriptive.

Clean Up commands work only in windows set to Icon or
Small Icon view (with the View menu) or on the Finder desktop
itself. Since these commands rearrange icons, they don't work in
list view windows.

View~

LabeL SpeciaL Help and Application·. . .

95

the Invisible grid
There's an invisible grid that underlies icon view windows and the
desktop itself (you actually have a choice of two grids-see the
Views control panel description in Chapter 8, p. 135). When you
dean up items, you're telling the Finder to move them to points
on the invisible grid. The grid has been around since before
System 6, but the Clean Up command in System 7.1 uses it a little
more intelligently.

Cleaning up the desktop
Here are the Clean Up commands you get with the desktop
selected. To select the desktop, select any icon on it, or click in the
background area so nothing is selected. Once you've done this:
• The command becomes Clean Up Desktop and choosing it
moves each item on the desktop to its nearest grid point.
• If you hold down Ioption I, the command becomes Clean Up
All and choosing it moves every desktop icon except the
Trash into a column in the upper right corner of the desktop.
The Trash icon is moved to the lower right corner of the
desktop if it isn't there already.

Cleaning up windows
To use the Clean Up commands in windows, select an icon view
window or an icon inside a window.
• With a window or an icon inside a window selected, the command becomes Clean Up Window. Choosing the command
moves every item inside the window to its nearest grid point.

• If you hold down IOption I with a window or an icon in a window selected, the command becomes Clean Up By Name or
Clean Up By whichever order you have the window sorted on
at the time. (If the window is sorted by Size, for example, the
command reads Clean Up By Size.) When you choose the
Clean Up By Name command, the Mac arranges all the icons

View~ labeL
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in the window into rows and columns along the invisible
grid and puts them in alphabetical order by name, size, kind,
or whichever sort order you've chosen with the View menu.

B

When ybu use the Clean Up Window or Clean Up By Name
commands, the Mac will never align icons so they overlap each
other. So, sometimes Clean Up will move an icon with a particularly long name to a different row because it won't fit between
two other icons on the grid in the same row.

r::.:\
v

When you use the Clean Up By Name command, the Mac also
arranges icons so they fit the current window size.

............................
The Empty Trash command
This command looks the same as before but it works a little differently because the Trash itself works differently in System 7.1.
Before System 7 came along, the Trash was automatically
emptied whenever you shut down o r restarted the Mac, when you
ejected a disk containing a file you'd dragged to the Trash, and
usually when applications started up or quit. Under System 7. 1,
items you throw in the Trash stay there until you tell the Mac to
empty the Trash. This gives you better protection against accidentally throwing things away because it's easier to retrieve them.
Furthermore, System 7. 1 doesn't just warn you as you drag
your programs or system software files to the Trash. It also gives
you a message when you try to empty it, like this:

The Tr8sh cont8lns 65 Items, which use 1.8
MB of dislc sp8ce. Are you sure you W8nt
to perm8nently remoue these items?
( C8ncel J ((

OK

D
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You must then click the OK button or hit the !Return) or !Enter) key to
empty the Trash.

fuming the 1rash warning off
If you're not crazy about having to deal with this dialog box every
time you delete a file, you can turn it off. To turn the warning off
indefinitely:
1. Select the Trash icon.
2. Choose Get Info from the File menu. The Trash information
window appears, like this:

0

i

Trosh Info
Trash

Cont•nts: 0 filt(s) and 1 foldtr(s) are in the
Trash for~ total of ztro K.

Hodifi•d : Tut, Ftb 19, 1991 , 2:26PM

3. Uncheck the Warn before emptying checkbox.
4.

Close the window.

Now you won't ever see the warning when you choose the
Empty Trash command. If you decide you want the warning back,
just repeat steps 1-4 above, checking the warning box in step 3.

B

To turn off the Trash warning temporarily as you empty it,
hold down !Option] when you choose the Empty Trash
command.
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............................

The Help menu

The Help menu is new in System 7.1. It lets you turn System 7.fs
new built-in help balloons on and off, and it also lets you display a
list of keyboard shortcuts for your Mac. Like the It menu and the
Application menu, the Help menu is available at all times, whether
you're using the Finder or another application.

Balloon Help
Balloon Help is a built-in feature of System 7.1 that displays popup balloons describing various items on the screen as you point
to them.
Balloon Help works automatically once you turn it on by
selecting Show Balloons from the Help menu. It describes things
like windows, documents, buttons, checkboxes, menus and menu
commands. Here's an example:
File

Edit

Uiew

Label

s

~~-----------------------------~~
Fne menu
Use th;s menu to perform
operations with disks 1 fHes 1
folders 1 windOWS 1 me
servers 1 and printers.

In this case, the pointer is on the File menu, so the balloon
explains what the File menu does. Along with Finder icons,
windows, menus and commands, the Balloon Help that comes
with System 7.1 also explains:
• each file and folder in the System Folder
• items on the ti menu
• each control panel in the Control Panels folder
• any document or disk on the desktop or in a window

View~
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Balloon Help is part of System 7.1 and any developer can use it
to provide help for a non-Apple product. More and more products are taking advantage of this feature now, so you can use
Balloon Help to get information about other programs as well as
for the Mac's own system software. If you try to use Balloon Help
with a product that doesn't yet support it, the help balloon will
simply tell you the item you're pointing to is a document, or a
control panel program, or an application.
Balloon Help is useful if you don't recognize an item in a
window or you don't know what a button or command is for.
But having all those balloons popping up can be really distracting
once you know what you're doing. Even when you're working in
an application, pointing to some common Mac features such as
the tl, Help or Application menus or a window's title bar will
cause balloons to pop up.
Fortunately, it's easy to turn Balloon Help on or off as you need
it. Once you choose the Show Balloons command, the command
name changes to Hide Balloons. Choose that command to turn
Balloon Help off.
The About Balloon Help .•. command simply displays a dialog
box that explains how to use the Balloon Help function. Try it
and see.

Rnder Shortctds
The Finder Shortcuts command displays a dialog box listing
several keyboard shortcuts. (For a complete list of System 7.1 keyboard shortcuts, see the Keyboard Shortcuts section at the end of
Chapter 4.)

As with Balloon Help, the Finder Shortcuts command can also
be used by other developers, and many programs already support it. When you run Microsoft Word version 5.0, for example,
this command name changes to Microsoft Word Help, and it
activates Word's on-line help system.
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............................
The Application menu
The Application menu, indicated by an icon at the far right of the
menu bar, is the last new menu in the System 7.1 Finder. You use
it to activate different programs you have running or to hide the
windows of programs you aren't currently using so things are easier to see on the desktop.
This menu is always available in the menu bar, but the icon
identifying it changes to the icon of whatever program's currently
active on your Mac-a small Mac icon, say, if you're in the Finder,
or the compass and paintbrush icon if you're in SuperPaint.
The bottom half of the menu lists all the programs you have
running, so that area also changes as you open or quit programs.
Click on the icon and the menu will appear, like this:

Hide Others
Show IW

I! Finder
v'~ Microsoft Word
~ SuperPoint

In this example, the Finder, Microsoft Word and SuperPaint
are all currently running on this Mac. The check mark next to
Microsoft Word shows that it's the active application. We also
know this because the Word icon identifies the Application menu
in the menu bar.

Running and activating programs
To add another program to the menu, just start the program up.
Once it's running, its name is added to the Application menu.

View., LabeL SpeciaL Help and Application...
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When you quit a program, its name is automatically removed
from the menu.
When more than one program is running, you can activate a
different program by:
• choosing its name from the Application menu
• clicking in its document window on the desktop, or
• doubledicking its icon on the desktop.
Remember, you can tell which program is currently active
because:
• its window is active in the Finder
• its icon shows at the right end of the menu bar
• its name is checked on the Application menu
• its menus show in the menu bar

Hiding and showing windows
The Hide command changes to show the name of whichever program is currently active. In the example above, Microsoft Word is
the active program, so this command says Hide Microsoft Word.
When you choose this command, Microsoft Word's menus and
any document windows it has open will be hidden from view, and
the program's name is dimmed on the Application menu.

r:;:\ ~ Another way to hide the currently-active program's windows is
~ to hold down !Option) and click on the desktop.

To reveal a program's windows after you've hidden them, just
choose the program's name from the bottom part of the Application menu. Even though the name is dimmed, choosing it still
activates the program and displays its windows.
The Hide Others command hides the windows of every program except the one that's currently active. On the Application
menu shown above, for example, choosing Hide Others would
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hide any SuperPaint windows and any disk or folder windows
open in the Finder. You can't hide the Finder desktop itself,
because it isn't a window.
The Hide Others command is helpful when you have lots of
Finder or program windows open and it's hard to maneuver
around them to see the particular window you're working with.
The Show All command simply opens up all the windows you'd
previously hidden with the Hide or Hide Others commands.

P

A

R

T

The new
System Folder

C H A

P T E

The Syste
Folder
The System Folder has always been the Mac's
nerve center. But in System 7.1 it does a lot
more than store vital files, and the System file
itself handles fonts and sounds differently.
In this chapter you'll see how to use both
the System Folder and the System file to
customize and control your Mac. Chapter 8
covers control panels, which have their own
folder within the System Folder. lit+
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............................
The System Folder
When you first open the System Folder after installing System 7.1,
you'll see an icon view window like this:

0

System Folder

9 items

37.9MB in disk

rm w

Systtm

L92J

St~rtup

lttms

Apple Menu Items

rn rAJ
~

Findtr

Fonts

~

LQ]

Control P~ntls Extensions

~F1lt

Scr~pbook

Although some icons look different, the new System Folder
contains familiar items like the Finder, System, and Scrapbook
File. The folders, which are all new, are designed to store specific
types of files used by the system software. We'll look at each folder
later in this chapter.

Installing files in the System Folder
The System Folder in System 7. 1 is intelligent. Once you've started
up your Mac with it, you can install most other system software
files (like your own DAs, fonts or init files) simply by dragging
them on top of the System Folder icon.
When you do this, the System Folder checks the file type of the
item you're dragging. If it recognizes that type as belonging in a
certain folder, it asks if you want to put it there, as shown at the
top of the next page: ·
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Control panels need to be stored in the
Control Panels folder or they may not
work: properly. Put "SuperCiock: l" into the
Control Panels folder?
( Cancel ) ((

OK

JJ

If the System Folder doesn't recognize a file type, the item will
just be put inside the System Folder itself. These files may still work
normally even though they're not inside the proper folder. On the
other hand, some of your old System Folder files won't work under
System 7.1 even if you do put them in the proper folders.
Now lefs look at each of these folders.

............................

The Apple Menu Items folder

In System 7.1, the ti menu has become a place where you can put
anything you want to be able to find and open quickly, whether
it's a document, folder, program, DA or other item. Anything you
put in the Apple Menu Items folder will appear on the ti menu.
There's no absolute limit on the number of items you can put on
the ti menu, except the amount of space on your disk. (Under
System 6, the limit was 15 items on this menu, and you could only
install DAs there.)
In a standard System Folder, the Apple Menu Items folder
looks like the one at the top of the next page:
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er:

Apple Menu Items
37.7MB in disk

8 ittms

~
.

Al~r m

Clock

~

Puzzle

F.r.

058
Calculator

~

Scr~pbook

(;@>

'(rQEJX>

Chooser

~

Conirol Pdnels

1.7MB ~vaibblt

~

Kty

Q

C~ps

D

Note Pad

<>

1¢ 121

¢1

(If you have a Mac Portable or PowerBook, your folder may
have a couple of extra DAs in it for monitoring battery use or setting the screen brightness.) Because these items are in the Apple
Menu Items folder, their names show up on the It menu like this:
File Edit Uiew
About This Mocintosh ...
~ Alorm Clock
mill Colculotor
~Chooser
~ Control Ponels
~Key Caps
Note Pod
~Puzzle
G!] Scropbook

bJ

Notice that along with the item name, the item's icon appears
on the menu so you can tell what sort of item it is. (The Control
Panels item is a folder, for example.)
An item's icon on the Apple menu is the same one it has on the
desktop and in the Get Info dialog box. When you change an
icon in the Get Info dialog box, its icon on the Apple Menu will
change, too. See The Get Info command on p. 71 in Chapter 5.
Choosing a name from the It menu opens the corresponding
item from inside the Apple Menu Items folder. This procedure

The System Folder

109

works for desk accessories, programs, documents or folders, as
well as aliases. (For more about aliases, see Aliases on the menu on
p. 110, or The Make Alias command in Chapter 5, p. 77.)

Installing desk acceuories
Most of the items on System 7.1's standard ti menu are desk
accessories (DAs). The DAs that come with System 7.1 are individual programs with unique icons that you can doubledick to open,
just like other applications. (You could even store these DAs in
some completely different folder, and open them by doubledicking there.)
DAs that came out before System 7 are stored in suitcase files
like this:

LID

Acta 3.0

A suitcase file can store one or more DAs. To install all the DAs
from a suitcase file on the 8 menu, just drag the suitcase icon
directly on top of the System Folder icon. When you do this, the
System Folder recognizes the suitcase file, opens it and installs the
DAs in the Apple Menu Items folder.
Under System 6 you needed the Font/DA Mover utility to
install DAs, but now you can just drag them onto the System
Folder icon to install them automatically on the 8 menu, or put
the DAs anywhere else you want them to appear.

If you're dragging a suitcase file to the System Folder icon from
somewhere else on your startup hard disk, the Mac will try to
delete the empty suitcase file after copying its DA(s) into the
Apple Menu Items folder. Sometimes this doesn't work and you'll
see a message saying it didn't. In that case, delete the empty suitcase file yourself.
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If you want to manually remove a DA from its suitcase file
(which you need to do if you don't want to install all the DAs in a
suitcase), here's the procedure:
Doubleclick on the suitcase icon. You'll see a window like this:

l.

~0§

Rcto 3.0 i§eJ~

1 item

35MB in dis

~

Q

Acta

0
¢1

1¢ 121

(You can tell this is an older DA, because it has a generic
application icon rather than a unique one.)
2. Drag the DA(s) you want out of this window, and then to
the new location on your disk. (Put the DA in the Apple
Menu Items folder if you want it to appear on the tt menu.)

Installing documents.. folders or programs on the ti menu
If you want to install a program, document or folder on the tt
menu, just drag the item into the Apple Menu Items folder. When
you want to put an item on the ei menu but you don't want to
store it in the Apple Menu Items folder, use an alias.

Aliases on the menu
If you have anything that you open frequently and it's buried deep
inside other folders, you can easily make an alias for it and then put
the alias in the Apple Menu Items folder. Then, choosing the alias
name from the ti menu will open that item. (For more on making
aliases, see The Make Alias command in Chapter 5, p. 77.)
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One ready-made example of an alias on the ti menu is the
Control Panels folder: it isn't the real folder-it's an alias for it.
Alias file names always appear in italics in Finder windows, but
not on the ti menu. System 7.1 comes with an alias for the
Control Panels folder in the Apple Menu Items folder so you can
open the Control Panels folder easily while the folder itself
remains inside the System Folder. (See The Control Panels folder
on the next page for more information.)

Managing • menu Items
Because it's so easy to add items to the ti menu, it can quickly
become cluttered with dozens of different folders, documents,
DAs, or programs. Once you've added 14 or more items to the
menu (depending on the screen size of your Mac), there will be an
arrow at the bottom, and you'll have to drag dow~ to the arrow to
scroll down the menu. With two or three dozen items on your ti
menu, it can become so crowded that it's difficult to find the exact
items you want.
System 7.1 automatically alphabetizes item names on the ti
menu, so you can always locate an item in that order. If you find
yourself using a handful of items far more than the others,
though, you may want to move those items up to the top of the
menu where they're easier to find.
To do this, just add a number or special punctuation character
to the beginning of the item name. System 7.1 alphabetizes punctuation characters before numbers, puts numbers before letters,
and places special characters (created with the Ioption I key) after the
letters. So, for example, if you rename the Scrapbook file as
"I Scrapbook'' or "*Scrapbook," the name will fall before the "a"
items in the Mac's alphabetization scheme, and will ensure that
the item appears at the top of the ti menu.
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ti menu Items you don't want
Theoretically, you can put anything you want in the Apple Menu
Items folder, but it doesn't make sense to put nonopenable files
like the LaserWriter driver or program preferences files in it.
The System file has to remain directly inside the System Folder
(not in some other folder within the System Folder) so putting it
inside the Apple Menu Items folder will cause big problems. If you
want to be able to open it from the menu (to add sounds more
easily, for example), put an alias of the System file in the Apple
Menu Items folder.

'*

............................

The Control Panels folder

As with DAs, you can now open control panel programs like
applications; when you doubleclick one, it displays the options
you have available. You can store control panel programs anywhere you want on a disk. The Control Panels folder is just a convenient place, because it lets you quickly display and access them
using the Control Panels alias on the menu.

'*

Once you open the Control Panels folder, you'll see familiar
programs like Color, Mouse, Keyboard, Map and Sound, along
with some new ones that give you even more control over the look
and feel of your Mac. For more information about all the control
panels that come with System 7.1, see Chapter 8.
Most control panels become active as soon as you copy them to
your disk and open them, but some, like screen-saver and clock
programs, don't start performing all their functions until you
restart your Mac.
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............................

The Extensions folder

The Extensions folder stores extension files and Chooser
resources such as printer, scanner or network drivers. Under
System 6, files like these had various names when you looked
under the Kind column in list view windows, but under System
7.1, these files are all called system extensions.
The other item you'll find in the Extensions folder is the PrintMonitor program, which allows you to spool printed documents
to your disk and have them fed to a printer while you get on with
other work. (See The PrintMonitor Documents folder below.)
Any system extension file will automatically be placed inside
the Extensions folder when you drag its icon on top of the System
Folder icon in the Finder (or you can drag extension files into the
Extensions folder yourself).
In most cases, extension files will also work if they're located
directly inside the System Folder, and not in the Extensions folder.
But the Extensions folder lets you organize them all in one place
and still have them work properly. If you put extension files inside
any folder other than the Extensions folder or the System Folder,
they probably won't work.
Some system extension files have more specific types:
Chooser extensions such as the LaserWriter driver or the AppleShare extension allow you to select various printers, file servers or
other network devices. Some drivers for non-network devices
include the ImageWriter and StyleWriter files. Chooser extension
files become active as soon as you copy them into the Extensions
folder.
Communications tools allow communications programs to connect to certain types of terminals or modems. These tools are
generally supplied with communications programs. These might
be called Hayes Modem Tool, Serial Tool, TTY Tool, XMODEM
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Tool, and so forth. These types of extensions also become active as
soon as you copy them into the Extensions folder.
Other system extension files just have the generic system
extension label. Standard ones you'll find inside the Extensions
folder when you first install System 7.1 include the File Sharing
and Network extensions that let your Mac share files with other
Macs on a network. There are lots of third-party extensions, such
as Capture (a screen dump utility) and QuickMail (the init that
starts up the QuickMail electronic mail program). Most of.these
system extensions are activated only when the Mac starts up, so if
you drag one of these into the Extensions folder, you'll have to
restart the Mac before it will begin working.

............................
The Fonts folder
The Fonts folder is a new feature of System 7.1 (an improvement
from System 7.0) which stores all the fonts your Mac will use in
one convenient place. When you first install System 7. 1, the Fonts
folder contains several suitcase files, each of which contains a selection of standard fonts supplied with this version of the system software. When opened, the Fonts folder looks something like this:

9 items

r&J

Chicago

r&J

New York

¢1

0:

Fonts

-0

37.7 MB in disk

~

Courier

~

Palatino

r&J
Geneva

1 .6 MB available

~

Helvetica

r&J r&J

Symbol

Times

en

Monaco

'0
-=0

I
0

1¢ 12:1

(Your Fonts folder may be different, depending on the final
release version of System 7.1.)
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The Fonts folder makes it easier to install and manage fonts
than ever before. If you drag any font file or font suitcase onto the
System Folder icon, it will also be stored automatically inside the
Fonts folder. When your Mac starts up each time, it automatically
looks in the Fonts-folder and opens up to 128 font files or suitcases and makes them available for use.
Since the Mac opens up to 128 font suitcases at a time, and a
font suitcase can contain up to 16 megabytes of data, the number of fonts you can install is practically limitless.
You can put any kind of individual font file or font suitcase file
in the Fonts folder. The Macintosh can use bitmapped, or fixedsize fonts, TrueType fonts, or PostScript printer or screen fonts.
Once inside the Fonts folder, any of these font types can be used
properly by the Mac. If you put downloadable printer fonts in this
folder, for example, the LaserWriter driver will automatically
know that that's where it should look for such fonts when you
specify them in a document you're printing.

8

If you're using Adobe Type Manager to display PostScript fonts
on the screen, it will still work with System 7.1, but you should
install the screen fonts in the Extensions folder.

Opening a font suHcase
In the Font folder window shown above, each of the suitcases contains a selection of fixed-size and TrueType fonts. To open a suitcase, just doubleclick it. You'll see a selection of different font files
inside it, like the one at the top of the next page:
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0:

Times

Ll10 items

~

Times

~
(d)

Timts 12

37.7 MB in disk

~

~

(d)
Timts 9

1.6MB availablt

Times (bold)

Times (italic)

Times 10

(d)

~
(d)

Timu 14

Times 18

Times 24

Times (bold, italic)

(d)
(d)

¢1

~
1¢ 121

This Times suitcase window contains both fixed-size font files
(Times 9, 10, 12, 14, 18 and 24) and TrueType font files (Times,
Times (bold), Times (bold, italic), and Times (italic) ). You can tell
which fonts are TrueType because their icons show a character
being scaled, and because they don't have size numbers.

Viewing fonts
To view a font file, just doubleclick it and you'll see a window
showing a sample of the font in that size, like this:

_o

Times 14

:···Sample ..........................................................................................,

IHov razorback-jumping frogs can I
j level six piqued gymnasts I

~
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This sample shows a fixed-size font, Times 14. Your Fonts
folder will also contain TrueType fonts. TrueType is Apple's new
scalable font technology. You use the same TrueType font file to
display type on the screen and print out ·a file, and you can make a
font just about any size and still keep its nice, smooth appearance
on the screen and on paper. If you doubleclick a TrueType font
you'll see samples of the font in three different sizes, like this:

_o

Times

r··9 point ...........................................................................................!
i H""'ruorb.ck-jumpiot,!rov""" l~hiKpl'luocl
i tym " " " '

j
!

L•••••-•••~••ooooooooooooooooooooooooono-ooooooooooooooooooooooooooooooooooo++oooooooooooooooooooooooo-ooj

!'"

12 point ........................................................................................\

l How ruorback-jurnping fro~ can level six !
i piqued gymnasts!

!

1..............................................................................................................1

,... 18 point ........................................................................................,

IHow razorback-jwnping

I

1gynmasts!

!
!

Ifrogs can level six piqued
i

I

i

i

l.. . . . . . . . . ,_, ,. . . . . . . . . . .. . . . . . . . . . . . . . . . . . . ... . . . .. . . . . . .l

For more about TrueType and other fonts, see Chapter 10.

Installing and removing fonts
You can't make any changes to the Fonts folder while anything
but the Finder is running. If you try, you'll see a message warning
that you have to close any other applications first. ·
After making Font folder changes, you'll have to restart
any programs you had closed. But you don't have to restart the
Mac. Any changes you make to the Fonts folder take effect
immediately.
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Assuming you've quit all your programs except the Finder, you're
ready to install fonts. There are three ways to do it from the desktop:
• Drag a font file or font suitcase on top of the System Folder
icon. You'll see a message asking if you want to install the
font in the Fonts folder. Click the OK button to do so.
• Drag the font file or font suitcase on top of the Fonts folder
icon. The file(s) will be installed.
• Doubleclick the Fonts folder to open its window, then drag a
font file or suitcase inside it. If you've stored a lot of fonts in
one big suitcase and don't want to install them all, doubleclick the suitcase first to open it, then select the fonts you
want to install and drag only them into the Fonts folder.
If you drag one font suitcase on top of another suitcase that's
already inside the Fonts folder, the contents of the suitcase
you're dragging will be merged with the contents of the one
you're dragging onto. However, you can't ever replace a font
in the Fonts folder with another font that has the same name.

r::.:\

When you drag fonts to the Fonts folder, the Mac automatically
~ resolves any font ID conflicts.
To remove a font, just drag it out of the Fonts folder. You can
also remove a single font file from a suitcase by dragging it out of
the suitcase.

Using font management programs
While you don't need the Font/DA Mover program to install fonts
or DAs under System 7.1, that doesn't mean you aren't allowed to
use a font and DA management program like Suitcase or MasterJuggler to install and manage these items. Suitcase and MasterJuggler have a lot of extra features (like displaying font names in the
fonts they represent on font menus), and more importantly, they
let you open and close individual font files easily, without having
to quit programs or drag those files into or out of the Fonts folder.
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............................

The Preferences folder

This folder stores settings you've chosen for specific operations
like sharing files with others, naming specific users or groups for
file sharing, and viewing documents in the Finder. A lot of applications like PageMaker, Microsoft Word or Excel also create their
own preferences files.
Applications that know about the Preferences folder will store
their preferences files there, and others will store them directly in
the System Folder. You should leave a preferences file wherever it
happens to be so that the program that created it will be able to
find it.

............................

The PrlntMonltor Poouments folder

You won't see a PrintMonitor Documents folder if you look inside
the System Folder before you've printed any documents with a
newly-installed System 7.1. This folder is automatically created by
the PrintMonitor program the first time you print a document
with background printing turned on. As seasoned MultiFinder
and LaserWriter users know, PrintMonitor is the printer spooler
that comes with Macintosh system software. (See Using PrintMonitor, Chapter 10, p. 178 for more information.)
When PrintMonitor starts up, it looks for a PrintMonitor
Documents folder in the System Folder. If there is no such folder,
PrintMonitor will create one. PrintMonitor quickly "prints" your
document into that folder, and then feeds the document to your
printer at a slower pace while you get on with other work.
Unless PrintMonitor is in the process of sending a file to your
printer, the PrintMonitor Documents folder is empty. Don't
bother deleting this folder, though; PrintMonitor will only
create a new one the next time you print a document.
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.......................
The Startup Items folder

.....

The Startup Items folder replaces the old Set Startup .. . command
on the Special menu in the Finder. It stores documents, folders,
DAs or programs you want to open automatically whenever you
start up your Mac. When you first install System 7.1, this folder
is empty.
To have a program, folder or document open automatically,
just drag it (or an alias for it) inside this folder. The next time you
start up, that item will be opened. If you drag a document into the
folder, your Mac will automatically find and load the program
that created it, provided that program is on your hard disk. If the
program can't be found, you'll see a message that says so.
Every program you open uses up memory. If you drag more
programs into the Startup Items folder than your Mac can hold in
its memory, not all of them will open. The Mac will open as many
programs as it can, and then you'll see a message that there isn't
enough memory to open the others.
To turn a startup item back into an ordinary document or
program, you must drag it completely out of the System Folder,
not just out of the Startup Items folder.

Startup Items that don't belong here
Although som e people refer to system extensions (or inits) as
"startup files," the Startup Items folder isn't where they belong.
As explained on p. 113 of this chapter, all system extensions
should be stored in the Extensions folder.
Also, it doesn't make sense to move nonopenable files like
printer drivers to the Startup Items folder, because they can't be
opened anyway.
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............................

The System file: installing sounds

In previous versions of the system software (before 7.0, that is),
sounds on the Mac ~ere always been handled with shareware utilities like Sound Manager or Sound Mover. In System 7.1, sounds
are still installed directly in the System file, but you no longer need
a special utility to install them. You can open the System file itself
and doubleclick on any sound to play it. Simply drag sounds into
or out of the System file's window to install or remove them.

Opening the System file and playing sounds
You can view the contents of the System file at any time by doubleclicking on the System file icon. When you do, you'll see a window
like this:

LJS items

~

Droplet

t!];;;

System

::0

37.7 MB in disk

~

Indigo

~

Quack

1 .6MB available

~

Sosumi

~

.Q

Wild Eep

0
¢1

1¢ I2J

This particular window shows five different sound files. To play
any sound, just doubleclick on it.

8

The System 7.1 Scrapbook contains a new sound. You can
play the sound in the scrapbook, or copy it to the System file's
window to install it in your Mac.

Installing sounds
You can't make any changes to the System file while anything but
the Finder is running. If you try, you'll see a message warning that
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you have to close any other applications first. Once you've quit
other programs, you can install or remove sounds by simply dragging them into or out of the System file's window.
If you previously used a sound management utility and your
sounds are stored in a separate file (outside the System file), you
should still be able to use these utilities to install sounds. Just
make sure the sound files are snd resources. (Most shareware
sound management programs either create snd resources or can
convert sound files into snd resources.) If they are, and they're
also individual files, you can install them by dragging them into
the System file window, as explained earlier. If your sound files
aren't snd resources, you'll have to convert them with your sound
installation utility before you'll be able to install them.

C H A P T E R

Using

control p
Control panels are individual programs that
let you set user preferences for the Finder or
elsewhere in the system software's operations.
(In System 6, they were called control panel
devices, or cdevs.) In this chapter, we'll look at
the standard control panels that come with
System 7.1. As you'll see, many of them work
much as they did before; others may have
familiar names but operate differently; some
are totally new.~
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............................
.

The Control Panels folder
In previous versions of the system software, the Control Panel was
aDA on the C menu. Under System 7, control panels are separate
programs, and they're inside the Control Panels folder in the
System Folder. (You can still access them from the C menu,
though, because choosing the Control Panels alias there opens the
folder for you.) Control panels can now be opened just like applications, and they can display more options than in the old dialog
box-as many as will fit on the screen. The collection of programs
in Systems 7.l's Control Panels folder looks like this:
iiO

37.4 MB in disk

~ !j ~
Color

=
m
~

[D
Monitors

~

File Sharing Monitor

~ ~
Labels

Map

liJ

Memory

~ ~ ~ ~

Moun

Numbers

~

Views

Users & Groups

1.9MB available

~

Date & Time Easy Access

General Controls Keyboard

¢1

E!la

Control Ponels

17 items

rn

Sharing Setup

Sound

Startup Disk

0
J¢ 12:1

To use any of these control panels, doubleclick its icon. The
control panel will open and you'll see some options. For example,
doubleclicking on the Startup Disk icon shows this control panel
(as mentioned in the Introduction, control panel is Apple's name
for a control panel's window as well as for the program type):
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Startup Disk

Select a Startup [);sk:

-

IINMM!i

This control panel shows all the startup disks (just one in this
case) currently available to your Mac. This control panel differs
from the old Startup Device cdev only in the way it's opened.

Making control panels easter to use
For even quicker access to a particular control panel, put an alias
for it on the ti menu so you won't have to mess with the Control
Panels folder at all. For example, if you frequently change the look
of Finder windows, putting an alias for the Views control panel on
the ti menu will make it easier to open.
For more about using aliases, see The Make Alias command in
Chapter 5, p. 77.

............................
Some control panels are the same

Of the seventeen control panels that come with the System 7.1,
four are unchanged: Map, Monitors, Mouse and Startup Disk.
(Startup Disk used to be called Startup Device, but it's otherwise
the same.)
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The only other change you'll see in these four programs is the
pointer. Before System 7.1, you used a crosshair pointer to select a
control panel's options. Now the pointer is the same kind of arrow
you see in the Finder.
Another control panel that hasn't changed, but doesn't automatically get installed in the Control Panels folder, is CloseView.
CloseView magnifies the Mac's screen for people with impaired
vision. It comes on one of the System 7.1 installation disks, but
isn't put on your disk during a normal installation. If you want to
use CloseView all the time, drag it inside the Control Panels folder
so you can get to it more easily.

............................
Familiar control panels with new features
The other control panels whose names you'll recognize from previous system versions have some significantly ~different features in
System 7.1. We'll look at those in detail here.

Color
The Color control panel has been expanded in System 7.1. Before
System 7 came out, you could only adjust the color used to highlight selected text. Now, you can change the color of window
borders as well. When you doubleclick the Color control panel,
you'll see this window:
!i!O
Highlight color:

Color
Block & White

ILIINN+I
Window color:

Stondord

..,..I

·
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The Highlight color and Window color pop-up menus list the
colors you can select (with the actual color displayed next to each
one if your Mac can do this). The Window color menu has nine
standard colors on it that can't be changed.
Clicking on the Highlight color menu makes its color selections appear like this:

Highlight color:

I&&+&HI
Window color:

Purple
Yellow
Green
Turquoise
Red
Pink
Blue

The Other.•. command shown here lets you choose any one of
over 16 million colors with the standard Macintosh color picker.
To select any one of them:
1. Choose the Other ... command on the menu. T-he color
picker dialog box appears, like the one at the top of the
next page:
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Choose o highlight color:

Hue

EJ:I!S!I. (;)

36542
Brightness 33630

Soturotion

(;)
(;)

Red 14878
Green 23458
Blue 33630

( Concel )

n

OK

)J

(Thi~

example was taken from a Mac set to display in sixteen colors, so the color values are shown in the lower left
corner. If you were viewing this example on a color screen
the actual color represented by those values would appear
in the square at the upper right.)
The wheel in the color picker shows a range of colors that
includes the highlight color currently being used (you'll see it
in the box at the upper left). On Macs set to display millions
of colors, the wheel has a wider variety of color variations.
2. Point to a place on the color wheel and click. That color will
appear in the top left-hand box. Holding down the mouse
button and dragging the pointer around the wheel will
change the current color.
Because the Mac can produce over 16 million colors and
you can't see them all in the color wheel at one time, you
can use the scroll bar to show others. If you want to choose
a color by its numeric color component values, click the
arrows next to the Hue, Saturation, Brightness, Red, Green
or Blue boxes to select the values you want.
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3. When the color you want is shown in the current color box,
click the OKbutton. The change will take effect immediately.

Easy Access
The Easy Access control panel makes the Mac easier to use for
people who have trouble using the mouse or keyboard normally, or
who want to choose multiple-key commands with just one hand.
Before System 7, Easy Access was an init program that had no
user-adjustable features. In System 7.1, the program is a control
panel, and you can set several new options for it. When you open
it, you see this:
D

Easy Recess

181 Use On /Off audio feedback
Mouse Keys:
Initial Delay :

0 on ®Off
00®00
long

MaximumSpeed :

00 0®00 00
slow

Slow Keys:

short

Oon

medium

fast

@Off

Acceptanc• D•lay : O O O@ O
long
short

181 Use key click sound
Sticky Keys:

Oon

@off

181 Beep when modifi•r k•y is s•t
The Mouse Keys and Sticky Keys features shown here are basically the same as in the old version of Easy Access, except now you
can modify the way they work, not just turn them on or off. Slow
Keys was new with System 7. Taking them from the top:
The Use On/Off audio feedback checkbox lets you tell the Mac
to make a little siren sound whenever you turn one of Easy Access's
three features on or off. Uncheck the box to shut the siren off.
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The On and O.ffbuttons for each of the following features turn
it on and off (but you knew that).
Mouse Keys lets you control the pointer on the screen and perform other mouse activities by pressing numbers on your numeric
keypad, like this:

dtNJr

=

'0 !t
~

-1

5

l

•

g/

+

7

,/ ~J 3~
/J

I

mler

LReleasemollSe IJ411/on
Clicking one of the directional number keys moves the mouse
incrementally; holding one down sets it in continuous motion in
that direction. You can see that the direction keys all form a circle
around the [[) key. The [[) key itself works like the mouse button:
press it once or twice to click or doubleclick the mouse button.
Since Mouse Keys users sometimes have trouble pressing more
than one key at a time, o ther keys can be used to help select and
drag an item on the screen. Press@) (zero) and it'll hold the
mouse button down while you drag an item with one of the directional keys. Press 0 to release the mouse button if you've been
holding it down with the@) key.
Note that you can't type numbers using the numeric keypad
when Mouse Keys is on.
The Initial Delay buttons let you decide how long the Mac
waits between the time you begin holding down a keypad key and
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the time it puts the pointer in continuous motion. The Maximum
Speed buttons let you control the fastest rate at which the pointer
moves across the screen. (The longer you hold down a key, the
faster the pointer moves, but the maximum speed buttons let you
determine the pointer's top speed.)
Slow Keys helps people who have trouble pressing keys or taking
their fingers off of them quickly. It turns off the Mac's key repeat
feature, so a string of characters doesn't print across the screen.
The Acceptance Delay buttons let you set the length of time
you must hold down a key for that keystroke to take effect. The
Use key click sound checkbox lets you add an audible click, which
you'll hear after each character appears on the screen. Uncheck the
box to get rid of the clicking sound.
Sticky Keys lets you type two-key commands without having to
press both keys at the same time. Normally, to issue a keyboard
command, you have to hold down a modifier key (I Shift), lox!,
IOption I or IControl I ) at the same time as you press another key. Sticky
Keys lets you press the two (or more) keys in sequence.
When you turn Sticky Keys on, the Sticky Keys icon appears to
the right of the Application menu in the menu bar, like this:

Then you can press a modifier key. An arrow appears above the
Sticky Keys icon, indicating the modifier key has been set. Press
the second key in the command to finish the command.
Normally, the modifier key will be released when the command
is finished. If you want to use the same modifier key for a series of
commands, you can lock it down by pressing it twice. The Sticky
Keys icon darkens to indicate that a modifier key is locked down.
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You can also "hold down" two of the four modifier keys at the
same time by pressing them one after the other. For example, if you
wanted to type !Shittlax[ID, you'd press !Shittl, then laxl, and finally
(ID. Both the IShittl and laxl keys would be "held down" in this case.
To turn Sticky Keys off, either click the Off button in the control panel or press two modifier keys at the same time.
The Beep when modifier key is set checkbox lets you turn on a
beep to notify you when a modifier key is set. This way, you don't
always have to watch the Sticky Keys icon-you can just listen for
the beep.

General Controls
The General Controls control panel replaces the General cdev in
older versions of the Mac's system software. It's the same except
the RAM cache options that used to be at the bottom of the box
have been transferred to the Disk Cache area of the new Memory
control panel (see Memory, p. 144).

Keyboard
The Keyboard control panel has the same Key Repeat Rate and
Delay Until Repeat controls it's had for years, but now you can
also use it to assign different international character sets to your
keyboard. In the Keyboard Layout list, you'll see the names of
keyboard layouts currently installed in your System file, like this:
~0

Keyboord
KPy

R~p.at Rat~

000@0
Slow

Fast

Delay Until Reput

0 0®00
Off Long

Short
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The only ones supplied in the American version of System 7.1
are the U.S. and U.S. System 6 sets shown above. The default choice
is the U.S. set, which is the latest version. (The U.S.- System 6layout is available because it contains some older, non-standard key
combinations that are used by a few font development programs.)
For International Users: If you're using the WorldScript extensions and you have a another language script active, that language's keyboard layout(s) will be the ones shown in the list in the
Keyboard control panel.
To install additional keyboard layouts, you must install the
script and fonts for the language you want. See Installing WorldScript extensions and scripts on p. 34 in Chapter 2.

Sound
Some of the latest Mac models come with microphones for
recording sounds. (Even if you have an older Mac, you can get the
MacRecorder from Macromedia, in San Francisco, California,
which will also let you edit what you record.) Once you've
recorded your sounds, you can use them as Alert sounds instead
of the beep your Mac usually makes.
The Sound control panel was changed in later versions of
System 6, but since many Mac owners may not have used its new
features, we'll look at them here. When you open the Sound
control panel, it looks like the one at the top of the next page:
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=o

Sound

Speaker
Volume

7654-

32-

1
0-

Microphones

""6
I

1111111111

Alert Sounds

~

Boing
Clink-Klank
Droplet
Indigo
Monkey
Quack
Simple BetP

(

Add ...

m
0
l

( Remoue

l

(Options ... )

~

The sliding Speaker Volume control in this box is the same as
ever. In the list of currently installed Alert Sounds, you can click
on any sound's name to select it to play. If you select any sound
except the Simple Beep, the Remove button becomes active, and
you can use it to remove a sound from the list, which deletes it
from the System file as well. You can't remove the Simple Beep
(that's why clicking on it doesn't activate the Remove button).
The Microphones list at the bottom shows microphones currently connected to your Mac, and lets you switch between them
for recording. Just click on the microphone you want to select it.
The Options. .. button is only active when you're using the
MacRecorder driver or another enhanced sound input driver.
Clicking this button lets you select which port the microphone is
connected to.
The Add. .. button lets you record a new sound. When you
click this button, you'll see a dialog box that lets you record or play
sounds, like the one at the top of the next page:
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( Cancel )

:00
0

:10

((

SUIH~ )J

Click the Record button to begin recording. You'll see little
sound wave lines coming out of the speaker icon, and a black line
will begin filling the seconds bar to show you how much time
you'ye spent recording. There's also a counter to the right of the
seconds bar. The Stop, Pause and Play buttons all work just as they
would on an ordinary tape recorder.
When you're done recording a sound, click the Stop button.
The Save button will then become active. Click the Save button
and you'll see a standard directory dialog box you can use to name
and save the sound. Once you've done that, you can install it in
your System file by dragging it on top of the System icon in the
System Folder. After you've installed the sound, it will appear in
the Alert Sounds list.

............................
The Views., Date' Time., and Numbers control panels
Three of the new control panels you'll find under System 7.1 give
you a lot of control over the appearance of icons, items in list
views, and text that describes them in the Finder. We'll look at
each program separately.

VIews
The new Views control panel lets you customize the layout of
Finder windows. You can change the default layout of icons in
icon view windows, change the font or size of text used in
Finder windows or on the desktop, and control the amount of
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information displayed about each item in a list view window.
Let's have a look.
Choose Control Panels from the ti menu. The Control Panels
folder opens on the desktop. Doubleclick on the Views icon in the
folder. The Views control panel will open, like this:
Uiews
Font for v iews :

~G~e~ne~u~a--------~~1 ~~~

···· leon and Small leon Views······························-·······························································
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0

0

0

Calculate folder sizes
Show disk info in header

[8:1 Show size
[8:1 Show kind
[8:1 Show lab•l

I:8J Show date

0

0

Show version
Show comments

I!
j
j

!

l
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Instead of the boring old 9-point Geneva we've been stuck with
since 1984, the Font for views area at the top of this box lets you
select any font and font size available to your Mac for text in
Finder windows or in the names of icons on the desktop.

6

You can't change the fonts used for window titles or menu
names in the menu bar-we're still stuck with Chicago 12
for those.
To change the font, click on the font name to display a pop-up
menu of fonts currently installed in your System file. Drag
through the menu to choose one. To change the font size, click on
the triangle next to that box and select one from the menu of sizes
available. As soon as you select a different font or size, the change
takes place immediately.
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In the Icon and Small Icon Views area, you can now choose
either straight or staggered icon layouts in Finder windows. The
examples next to the Straight grid and Staggered grid buttons
show how icons are arranged in each case when you choose the
Clean Up Window command on the Special menu. Clicking the
Staggered grid button helps you squeeze more icons into a window
without having their names overlap.
The Always snap to grid checkbox forces the icons in a window
to be on the straight or staggered grid you have chosen. When this
box is checked, it's impossible to drag an icon off the grid. You can
temporarily reverse this checkbox's current setting by holding
down Ia X] when you drag an icon.
In the List Views area, the three buttons under the differentsized icons let you pick what size icon will appear next to item
names in list views. Normally this is the smallest of the three, but
if you've used custom icons, you might want to select a larger size
so you can see them more clearly.
This area also lets you control the amount of informatio n displayed about each item in a list view window. With the standard
settings, you see the name, size, kind, label and last modified date
information, like this:
Finances

0
11 items

D

!> 0
!> 0
D

I> 0

36 .2 MB in disk

40.6 MB available

Name

Size Kind

Budget 91

2 1K Microsoft Works do... Crucial

Financial Tools
Invoices
Monthly Budget
Old Budget s, Trans, etc.

_['t_ PJI.

Label

Last Modified
Tue , Feb 2

g

-

folder

mportant Sat , Feb 2 F

-

folder

Crucial

3K Microsoft Works do ... Average
All'

folder
'

•• IJ,

~Lo~ ~'

Thu , Feb 1

%

Thu, Dec 6

mm

Important Fri , Jan

1~ •~+>n•

T oo•

M•

4,1@!
{)-

¢ 1 lm:::mmmm::::m::m:::m::mmm:::mm:mm:::::m:mm::::::mm:m:m::::mmm:::m:mmm::::m::w::mmm:m::m:m:::m:m:mn ¢ 12l

The item's name will always appear, but now you can choose
whether you want the other categories in the list view windowsize, kind, label, last modified date, version and comments-by
checking or unchecking the relevant Show... box.
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Here's what a window looks like with only the Show kind box
checked:
=0

0 11

Finonces
Kind

N~•

D

Budget 91

[> D Finincial Tools
[> D Invoices

D

Monthly Budget

[> C) Old Budgets, Tnons, et c .

D
D

Microsoft Works d...
folder

~

folder

tmlji

Microsoft Works d...

iljhl

jljijl

folder

!II!!!

!i!iil

P& L

Microsoft Wor ks d...

Receivables

Microsoft Works d...

I0

1¢ I2:J

¢1

These options help you make more efficient use of desktop
space. In the above example, hiding the size, label and date information lets you make the window a lot narrower.
The Calculate folder sizes checkbox tells the Mac to determine
the size of each folder's contents and display it in the list view
window, like this:

[> D Financial Tools
[> D Invoices

D Monthly
[>

Budget

9K folder
59K folder

Important
Crucial

3K Microsoft Works do ... Average
folder

Important

You'll see that under the Size category for folders, the total size
of the folder and its contents appears instead of just a dash.

8

If there are a lot of folders on your disk, using the Calculate
folder sizes option can slow down screen response considerably,
because the Mac calculates folder sizes each time you change or
open a window.
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The Show disk info in header checkbox displays a disk's occupied space and free space just under a window's title bar, like this:
Finonces

=D

36 .2 MB in disk

40.6 MB available

Size Kind

D Budget 91

I> 0
I> 0
I>

21K Microsoft Works do... Crucfal

Last Modified
Tut , Ftb 2 ~

Financial Tools

-

folder

Important Sat, Feb 2

fllllll

Invoices

-

folder

Crucial

Thu, Ftb I

Trim

Thu , Dtc 6

!iii!!

D Monthly Budget
(J Old Budgets, Trans, etc.

n

¢

Label

3K Microsoft Works do ... Avorago
-

<>R.

Important Fri, J an 4, 1@]

folder

""

~'·

'"

'w'nrl<~tln lmnru-1~1 Tt~

MAr

~ {7
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Under System 6 and older system software versions, you had to
switch to icon view for this information, but now you can see it in
any window.

Date£ 1ime
The Date & Time control panel, new with System 7.1, lets you
change the format of dates your Mac displays in Finder windows
and Get Info windows. And, since these dates and times are
accessed by other Mac programs, it lets you control how dates and
times appear as you work with other applications as well. When
you doubleclick the Date & Time icon in the Control Panels
folder, you'll see a control panel like this:
Dote & Time

Q)

~ Current dote
1

111 :23:24 RM

7/10/ 92

[Dote Formots ...

Current time

J

[Time Formots ... J
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The current date and time formats are shown in the boxes
below their respective names. To change a format, click the Date
Formats... or Time Formats ... button.
When you click the Date Formats ... button, you'll see a list of
options like this:

~ Dete Formets: l~_u_._s._____...
__.l

..

Long date .....-._.........;·;:·;~·:·;···i····. .·········-· .

1
! I
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...,.
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...,.
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...,.
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...,.

1
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i
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..j..............

tho::~: ~;·~·:~·~-~-~~···:

1
I

I

1
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'II
.

!

0
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!0

1

fiil

tiJ

1

I

Leeding zero for dey
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Show century

1

!

I

l....~...~.~·~·~·~·~·~···~·~·~~.-~~.~..~.~·~··· · · · · · · · · . 1 !............................................................................................!
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i

Thu , Jan 2, 1992

i

L..........................·-·· ·-· ········---······-···~··~=.~~=-········-·······-····· · · · · · · · · · · · ·-· · · · · · · · ·.1

( cencel )

[(

OK

)J

The Date Formats pop-up menu at the top lists U.S. and Custom options. (If you have a different language script active when
you use this control panel, that language's date format options will
appear on this menu. ) The Custom option is dimmed until you
change the default date formats with the options below.
The main area of the dialog box is divided into Long date and
Short date options. In the Long date area, pop-up menus let you
set options for the weekday, month, day and year. The default U.S.
format, as shown, is Weekday, Month, Day, and Year with commas
separating the weekday name and day number. A sample of this
format appears in the Samples area at the bottom of the dialog box.
Using the pop-up menus in the Long date area, you can
rearrange the elements of a date so they appear in a different
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order. You can also choose a None option from each pop-up
menu to eliminate that piece of information. For example, by
choosing None from the Weekday menu at the top, you'd reset the
date format so it only shows the month, day and year. You can also
add, remove or change prefixes such as commas by editing the
Prefix box next to each menu.
The Short date area has only one pop-up menu, and it lets you
choose Month/Day/Year, Day/Month/Year, Year/Month/Day, and
Year/Day/Month formats for the short date. You'll also notice the
checkboxes for adding leading zeroes to day and month numbers,
or to show or hide the two century digits in the year portion of a
date. As with long dates, the effect of your choices is shown in the
Samples area below.
Try the various options in this dialog box and see how they
affect the Samples area.
By opting for less information in a date, you can conserve
space in a list view Finder window. For example, if you eliminate the Weekday information from the long date (by choosing
None from the Weekday pop-up menu), the Last Modified
date in list view windows will be "JuliO, 1992" instead of
"Mon, Jul 10, 1992."
Once you've set a different format option, the Date Format
pop-up menu reads Custom (because you're using a custom setting). You can return to the default format by choosing U.S. from
the menu, and then switch back to your custom format by choosing Custom again. Each time you select different format options,
you're editing the Custom date format you set before.
Although date and time changes made in this control panel
should take effect immediately, you may have to close a window
and open it again before you'll see the format change in a window
on the desktop. Unfortunately, there's no way to make the Mac use
a short date format (MM/DD/YY) in a list view; the best you can
do to conserve space is eliminate the weekday from the long date
format (unless you want to eliminate the day, month or year information also, which would make the information far less useful).
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When you click the Time Formats . .. button, you'll see a dialog
box like this:

Q)

l

Time Format: ~,.l_u_._s._____.........

, .. Clock .......................................................]

0
®

24 hour
12 hour
Noon & midnight:

~~

i"

Format .........................................................

1

I I Before noon: I RM I i

I

I

1
1.

I

i

I

Rfter noon: PM
Separator:

I
.

1
••.

W

I

n OK

)J

~
i;
,,,,.................. ... ..; ,;,; ,; ,.........................1 I...............................................................................
0 Use leading zero for hour
[ Cancel)
~

i" SampIts ..............- ...................................- .......
1

i 12:34 AM
4:56 PM i
t......................................................................................l

As with the Date Formats dialog box, you can choose a default
U.S. format or a Custom format with the pop-up menu at the top.
(If you have a different language script active when you use this
control panel, that language's time format will appear as an option
on the pop-up menu.)
The Clock options let you choose either a 12-hour or 24-hour
clock. If you've chosen a 12-hour clock, you can set noon and
midnight as either 0:00 or 12:00.
The Format options let you enter specific designators for beforeand after-noon times (the default AM and PM are shown above),
and you can specify the separator used between hours and minutes.
Finally, the checkbox adds a leading zero in front of single-digit
hour times.
As with the Date Formats dialog box, samples of the time and
clock formats are shown in the Samples area as you make different
choices, and once you've set a format that's different from the
default, it becomes the Custom format on the pop-up menu.
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Numbers
The Numbers control panel lets you set the format of numbers
as they're displayed on the Mac. When you click the Number
Format ... button, the options look like this:
Numbers

~ Number Format: ._I_u_._s._____
...._.l
··· Separators ·-...................................,

I

, .. Currency .........................................,

DEl li

Decimal:

Symbol:

1. .1

I

l I @Before number I
Ii Thousands: LJI-1
, ~ ~. '
i 0 After number l'

L...................................................................J

t ...................................................................J

[' Sample ...............................................!

I

$1 ,234.56

!

l ..........................- ...·-··-·-··············-··········i

Here, the pop-up menu offers the default U.S. format or a
custom one you've set. (If you have another language script active,
that language's number format will be the default option on the
pop-up menu.)
In the Separators area, you can choose the separator used for
decimals (period, comma, or space) and thousands (period,
comma, space, or nothing). The Currency area lets you specify the
symbol used for currency, and whether it appears before or after
the number.
The Sample area shows the number format with the options
you currently have set.

............................
Other new control panels
The remaining five control panels found in the Control Panels
folder are also new with System 7. They're listed below and are
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covered in detail in the chapters that describe the System 7 features
they relate to.

Labels
Labels are a new way to identify documents, programs or folders
in Finder windows. A label is a name and--on color Macs-a
color or shade that you can attach to any item on the desktop or in
a Finder window. These labels appear in a new Labels column in
list view windows of the Finder.
This control panel and the procedure for changing labels are
covered in more detail in Chapter 6 under Customizing labels, p. 93.

Memory
The Memory control panel lets you control the cache size, virtual
memory and 32-bit addressing of your Mac. It's covered in detail
in Chapter 9 in the section Managing program memory, p. 150.

File Sharing Monitor
This control panel shows you which folders or disks you're sharing
over an AppleTalk network, and which other users on an
AppleTalk network are currently sharing folders you have made
available from your disk.
You can't open the File Sharing Monitor unless you've turned
on file sharing with the Sharing Setup control panel. For more
information about the File Sharing Monitor, see Chapter 12.

Sharing Setup
The Sharing Setup control panel is where you turn on file sharing,
identify yourself and your Mac to the network, and control
program linking. These topics are covered in Chapters 12-15.

Users £ Groups
When you use file sharing or program linking on your Mac, you
can limit access to specific users or groups of users on your
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network by using the Users & Groups control panel (and you
can also restrict them to specific documents using the Sharing...
command on the Finder's File menu). This procedure is covered
in detail in Chapter 13.

............................
International control panels

If you're using the Mac outside the U.S. or are using the WorldScript extensions, there are other control panels you can use to
change the way the Mac handles text in that language. If you're
using the Mac in the U.S., these control panels won't be included
on your System 7.1 installation disks.

Text
The Text control panel lets you control how the Mac treats text in
various languages. The control panel's icon looks like this:

~
Text

What you see when you open the control panel depends on
which language script you have active at the time. At a minimum,
you'll have the options shown at the top of the next page:
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System Direction

0 ..,.._ Right to left
@ _ . Left to right

The Script pop-up menu in the Text Behaviors area shows all
the language scripts currently installed in your Mac. When you
choose a different language name there, the corresponding
language behavior name appears on the Behavior menu. The
Insertion Point options let you select a location for the insertion
point and set its appearance and blink rate. The System Direction
buttons control whether text flows from left to right or from
right to left.
In addition to these, there may be other options specific to the
language script you have active at the time.

Language-specific control panels
In addition to the Text control panel, there may be other control
panels specific to the language you're using. These control default
fonts used by that language script, calendar features, and other
options.
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System 7.1 bri
changes to the way
you work with applications. We'll look first at
some minor changes in how you manage the
memory they use. After that, we'll consider
those changes to the Mac's hierarchical file
system that affect how you open or save files
from within applications. Finally, we'll explore
System 7.1's new stationery and QuickTime
features. H
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Managing program memory

Now that MultiFinder's features are built into System 7.1, you'll
probably find yourself running more than one program at a time,
even if you never used MultiFinder before. You can think of the
total available memory as a pie, with different slices of the pie set
aside for the System and for each ap-plication, control panel, or DA
program you open. The size of the whole pie, of course, depends
on how much RAM you have installed in your Mac.
As you open each program under System 7.1, it asks for a
certain-sized slice of memory. The size it asks for-or will settle
for if its preferred size isn't available-is set with the Get Info
command. (Seep. 71 in Chapter 5.)
However, if you have several programs open and you're using
up most of the total available memory on your Mac and you then
open a lot of documents at once with one program or work with
particularly large documents, you may reach the limit of total
memory available. When this happens, you'll usually get a warning that you need to close something. Sometimes, though, the
program you're working with will quit without warning.
In this section we'll look at some ways to manage your Mac's
available memory, so you can run as many applications or open as
many documents as possible.

fhe more memory,, the beHerAlthough the minimum memory you need to run System 7.1 is
two megabytes, you' ll really want at least four or five megabytes.
System 7.1 itself takes around 1.5 megabytes of space, and it can
take a lot more if you run a lot of extension programs, which can
occupy from 20 to 500K apiece. With four megabytes, you'll be
able to run the system software with a few extra extensions plus at
least one application program.
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(On my own Mac Ilsi, 5 megabytes is enough to run two applications at once, as long as the total space needed by the programs
I open is three megabytes or less. But I try to maximize the space I
have available for programs by keeping the number of extensions
in my Extensions folder to a minimum.)
Opening and closing programs is like asking the Mac to pack
and unpack a piece of luggage-the bigger the piece ofluggage,
the less likely it is that something you want to throw in there won't
fit. With five or eight megabytes of RAM, you'll spend far less time
worrying about which programs you have open or which extensions you have installed.

8

If you have a Mac Ilci, Ilsi, or another model with built-in color
video, setting your monitor to display in black and white (rather
than in 16 or more colors or shades of gray) saves memory.

Resefflng a program's memory size
One way to manage memory on your Mac is to limit the amount
of memory each program asks for when it starts up. The preferred
and minimum memory sizes for each program can be changed to
more accurately reflect the work you do with a program. For
example, if you work with a lot of large documents and you get
"out of memory" messages frequently, you can assign more memory to the program. Conversely, if you know you only work with
one small document at a time with a particular program, you can
set the memory size smaller than normal.
For instructions on using Get Info on the File menu to set a
program's memory size, see p. 71 in Chapter 5.

Using the Memory control panel
Three other techniques for managing memory on your Mac are all
handled with the Memory control panel in the Control Panels
folder. Just doubleclick it to open it, and you'll see a control panel
like the one at the top of the next page:
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If your Mac can't use virtual memory or 32-bit addressing,
your Memory control panel won't display all three sections
shown here.

A4fusflng the disk cache
For several years, Mac system software has let you turn on a RAM
cache, a portion of memory that's set aside to hold frequently used
data. That way, the data doesn't have to be read from disk every
time you need it, which can significantly speed up operation of
your system software and applications. In System 7.1, it's called
the disk cache, and you allocate its size here in the Memory
control panel.
(In System 6 you could turn the cache on or off as well as set its
size (using the General icon in the Control Panel). But, apparently,
so much system software is now swapped between the disk and
memory during a session with your Mac, performance would be
too slow without help from the cache. So in System 7.1, it's on all
the time.)
To adjust the size of the disk cache, use the arrows on the right.
In System 7.1, it can't be set less than 16K and you'll see a default
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size from 32K up, depending on which Mac you're using and how
much RAM you have. If your Mac has relatively little RAM and
you want to grab as much of it as possible for running applications, make the disk cache as small as possible. This may cause a
slowdown in system software performance, but it will give you a
little more space in which to run applications.
The change in cache size doesn't take place until you restart
your Mac.

Using virtual memory
With the coming of multimedia technology, some programs now
require four megabytes of memory by themselves. If you're trying
to run some of these larger programs, virtual memory is a way to
overcome the physical RAM limit in your Mac.
If you're using a 68030-based Mac or a Mac II with the
optional PMMU (Paged Memory Management Unit) chip
installed, you can take advantage of System 7.1 's virtual memory
feature to run more applications. Virtual memory lets your Mac
set aside unused space on a hard disk and treat it as RAM. (See
p. 10 in Chapter 1 for details on which Mac models can use virtual
memory.)
Here's how to use virtual memory:
1. Open the Memory control panel. It will contain options for
using virtual memory only if your Mac can use it.

2. Click the On button in the Virtual Memory section. The
hard disk name becomes active and the After restart setting
appears below the Total memory indicator, like the one at
the top of the next page:
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(If you didn't update your hard disk driver when you
installed System 7.1, a message box will tell you to do so now.
Restart your Mac with the Disk Tools disk that contains the
Apple HD SC Setup program, open the program and click
the Update button. Seep. 26 in Chapter 2 for more on this.)
Available on disk tells you how much free space there is on
the hard disk named in the box above. (If you have more
than one hard disk connected to your Mac, you can click
o n the disk name and choose another one from the pop-up
menu that appears. However, don't choose a network
server or other shared disk located across the network-the
virtual memory performance will really suffer if you do.)
Total memory shows how much RAM is installed in your
Mac. The After restart box tells you how much real RAM
and virtual memory combined you will have after you
restart your Mac.
3. Click one of the arrows next to After restart to set a different
amount of virtual memory than the amount suggested, if
you like. Remember, the figure shown here is your actual
RAM plus virtual memory.
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After you turn on virtual memory and restart, System 7.1
creates a file in your System Folder called VM Storage. The
virtual memory feature requires one megabyte of disk space
for each megabyte of virtual memory, including a megabyte
of space for each megabyte of physical RAM you have
installed. So, on a Mac with five megabytes of physical RAM
installed (as shown above) and seven megabytes of virtual
memory, the VM Storage file will be 12 megabytes. Furthermore, the space used for the VM Storage file must be contiguous (in one large block of space on the disk), not
fragmented (the sum of several smaller blocks of free space
in different locations on the disk). Because the VM Storage
file must be contiguous, you're usually limited to a far
smaller amount of virtual memory than the total space
available on your hard disk would indicate.
4. Close the Memory control panel and restart the Mac.

VIrtual memory tips
Virtual memory can be a lot slower than real memory, but it all
depends on how much virtual memory you're using, how much
physical RAM you have, and how large your application
programs are.
Fundamentally, virtual memory involves swapping program or
document files to and from the VM Storage file on your disk. As
you activate a program, that program is read from the VM Storage
file and into your physical RAM (assuming there's enough room
in physical RAM). If the largest application you use will fit entirely
into your available physical RAM, then the whole program will be
swapped when you activate it, and (after a couple of seconds of
disk access time) the program will run as quickly as ever. So, the
basic rule of thumb is that when you open several programs
under virtual memory, try to make sure that the largest of those
programs will still fit into your available physical RAM.
If any of your programs is larger than the amount of physical
RAM you have available, then your Mac will have to read portions
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of the program or documents you have open from the disk as you
use the program. Sometimes, this will only be necessary when you
use a particular program module (like a spelling checker or
Thesaurus), so it won't be very intrusive. At other times, it will
happen all the time and the overall performance of the program
could drop by as much as 50 percent.
Here are a couple of other tips for making the most of virtual
memory:
• You really need at least four megabytes of physical RAM for
virtual memory to run smoothly, though it's possible to run
it with fewer.
• It may not be compatible with some programs-those which
insist on being in genuine RAM rather than virtual memory.
• Your Mac's performance will be better if you use virtual
memory to load several smaller programs than to run one
big program that's larger than your available physical RAM.
• If you defragment your hard disk before setting up virtual
memory, you'll create more contiguous space and will enable
System 7.1 to create a larger VM Storage file. (To defragment
your hard disk, use a commercial disk management program
like Norton Utilities, Disk Express or MacTools.)
• Don't use virtual memory with a PowerBook. Because it
requires a lot of disk access, using virtual memory will run
down your PowerBook's battery in a big hurry.

Using 32-bit addressing
If you have a Mac Ilci, Ilsi, LC, Ilfx or a newer model based on the
68030 or 68040 chips, 32-bit addressing lets you exploit a lot
more RAM in your Mac. (This is mainly useful if you work with
very large files, or you want to be able to load dozens of programs
at a time.) These newer Macs can use 32-bit numbers to specify
memory addresses (as opposed to 24-bit numbers on other Macs),
so they can handle far more memory locations and therefore use
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much more RAM. (For exactly how much more, check the Special
Features manual that came with your Mac.) For example, while a
Mac Plus or Classic can address a maximum of four megabytes of
RAM, a Mac Quadra with 32-bit addressing can address up to 128
megabytes of RAM. Of course, you have to buy and install extra
RAM in order to use it.
To turn on 32-bit addressing:
1. Open the Memory control panel. If your Mac supports 32bit addressing, you'll see a section for turning it on at the
bottom of the window, like this:

32-Bit

Addr~ssing

Oon
@)Off

2. Click the On button. You'll see a message to the right of the
buttons that says 32-bit address is off (will be on after

restart).
3. Close the control panel and restart your Mac.

Memory fragmentation
When you choose the About This Macintosh ... command on the
File menu in the Finder, the Mac displays a window that shows
you which programs you have open and how much available
memory you have, like the one at the top of the next page:
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About This M6cintosh
Syst@m
~

M~cintosh

Tobl t1@mory :

5,120K

~

DeskPaint®

2,000K

Microsoft Word

1,024K

Systtm Software

1,324K

~
~

Softw~r@

7.0 •

(!) Applt Computer, Inc. 1983-1991

llsi

L~rg@st

•

Unus@d Block :

455K

I~

~
~

As you open and close programs, the Largest Unused Block
amount shown at the upper right will change. However, the
amount of memory available in your Mac can become fragmented,
. particularly if you open several programs that use nearly all of your
available memory. When this happens you actually have less
(sometimes far less) space available than the Largest Unused Block
indicator tells you, so that even when you think you have enough
room to open another program, the Mac will ,say you don't

B

To minimize memory fragmentation, open the programs you
use the most first, and the ones you use the least after that. For
example, if you use Microsoft Word all day long and only use
DeskPaint, Excel, and AppleLink occasionally, always load
Word first and then the other programs after that

When this happens, you may get messages that say there isn't
enough memory to open new programs, or there isn't enough
memory to copy or paste a large selection on the Clipboard.

B

When you get a low-memory m essage, immediately save the
changes to any open document. This way, if the Mac crashes,
you won't lose any work.
If your Mac's memory is fragmented to the point where you
can't open new programs or cut and paste information you need,
the only remedy is to save all your open documents and restart the

·
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Mac. This wipes the memory slate clean and starts you over with
unfragmented memory.

htflng technical with memory
There are lots of technical details about using virtual memory,
32-bit addressing and memory in general on various Mac models
that are beyond the scope of this book. If you're interested in
learning more, Connectix has a great booklet called The Macintosh
Memory Guide. You can get it for free by calling 1-800-950-5880.

............................
Opening S saving documents

System 7.1 makes three changes to how you open and save documents. There's a new level of organization in the file structure,
above the disk drive level, called the Desktop level. It's visible in
both dialog boxes and other directory paths. Secondly, in some
directory dialog boxes you'll also notice a New Folder button.
Finally, there's a new stationery feature that lets you easily create
template documents for any program.

The Desktop level and button
In the Finder, the desktop is the place where you can see at a
glance all the disks, network servers or shared folders you currently have available, along with the Trash and any program or
document icons you've moved to the desktop. Before System 7.1,
there was no way to see everything on the Finder's desktop from
inside a directory dialog box. You had to click the Drive button to
switch from the contents of one drive to another.
In System 7.1, the Desktop level now shows up as the highest
organizational level in lists like directory paths and dialog boxes,
better reflecting the role it plays in the Finder. This makes it much
easier to work with several disks at once.
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When you use the Open or Save As ... commands from inside an
application under System 7.1, you'll see the familiar directory dialog
box, with the Drive button replaced by the Desktop button. Clicking
the Desktop button moves you to the Desktop level, like this:

lliij Desktop .... 1
c:l
c:l

1m

Doto Cell

Mocintosh HD
lmstl

n
..(} [

Open

I

Concel

)

L---------------------~~

® SuperPoint

0 MocPoint

0

0 PICT

StortupScreen

The name above the list box has changed to Desktop, and
the list itself now shows all the disks or other storage locations
currently on the desktop.
The name of the disk you're on is still shown above the Eject
button at the right. To switch disks, just doubleclick a different
one in the list. (Dimmed items aren't available. The Trash is
dimmed above because this is an Open dialog box in SuperPaint,
and there's nothing in the Trash for it to open.)
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The Desktop level also appears below the disk name on every
directory path you display in a pop-up menu, like this:
Select a Document:

o
r-

Financial Tools

6 Finances
E:::> Dot a

Cell
Iii Desktop

~

~

The New Folder button
Another change to the directory dialog box is the New Folder
button. When you use Save with a new document, or whenever
you use Save As... , the directory dialog box may (if your application supports it) contain a New Folder button, like this:
E:::> Mocintosh HD

Desktop
( New

LJ )

Making a new folder from inside a directory dialog box is
obviously useful, and you'll soon see this button supported in
most applications.
·

............................
Using stationery

Some applications already have a stationery feature that lets you
save a formatted template and then open it as a new untitled

I
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document, instead of having to re-create a letterhead or re-set
m argins all the time. System 7.1 makes stationery possible for
any program.
For instance, you might create stationery that stores your name
and address in a nice font, centered at the top of the page. Then,
whenever you open that piece of stationery you'll have a new
untitled page with your letterhead already on it.

Making stationery in the Save As ... box
If your application supports this new feature, Save As ... will let
you create stationery (if not, you can still use this feature from the
Finder-see the next section). In some programs, the Save As ...
dialog box will have a Format pop-up menu that contains a
stationery option. In other programs, there will be a radio button
or checkbox for the stationery option in the Save As ... dialog box.
To see an example of this for yourself, open the TeachText
program that came with your System 7.1 software. Type a couple
of characters in the untitled document that appears and then
choose Save from the File menu. At the lower right corner of the
directory dialog box that appears, you'll see the icons and the
buttons you click to save the file as a standard document or as
stationery, like this:
Save this document as:

~Q 0 [:]1
~o

OJ

The stationery icon is the one on the right- the one that looks
like a page being lifted off a pad.

Making stationery in the Finder
If your application doesn't offer a stationery option in the Save
As ... dialog box, you can use the Finder to make any document
into a stationery pad. Here's how:
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1. Select the document you want to make into a stationery

pad by clicking on it in the Finder.
2. Choose Get Info from the File menu (other information
about Get Info is covered in Chapter 5, p. 71). You'll see an
information window like this:
~0

mil

Budget 91 Info
Budgtt91

Kind : Microsoft Works doeurntnt
Sin: 21 K on disk (20 ,464 bytts ustd)

Cr•~t•d :Wtd , Jan 16,1991 ,4 :13 PM
Hodifi•d : Sat , Ftb 2, 1991 , 9 :57 AM
Y•rsion: not av ailab1•

0Lochd

D St~tionuy p~d

Notice that the icon and the Kind information show that
this is a Microsoft Works document.
3. Check the Stationery pad checkbox at the bottom of the
window. The document icon changes into a stationery pad
and the Kind information changes with it, like this:
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Budget 91 Info

I]

Budget 91 ·

Kind: Microsoft 'Works stationery pad
Sin : 21K on disk (20,464 bytes used)
'tt'b•r• : Macintosh HD : Finances : Budget 91
Cr•~t•d: 'Wed,Jan 16, 1991, 4 :13PM
Hodifi•d :Sat, Feb 2, 1991,9 :57 AM
Y•rsion : not available

0Lochd

4. Close the window.
The next time you doubleclick this document in the Finder to
open it, you'll see a message that asks you to name the new document, like this:

You haue opened a stationery pad, so a
new document will be created.
Type a nome for the new document:

Once you name the document and click OK, the new
document will appear with all the formatting and text you saved in
the stationery pad. You can also save the template to another
location-clicking the Save In .. . button produces a directory
dialog box.
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Changing a stationery pad
If you'd like to change the text or formatting of a stationery pad
document, here's what you do:
1. First, open the program you used to create the stationery
document, and then open the stationery document. You'll
see a message like this:

"Budget 91" is a
Stationery pad. If you
make changes, they will
be saued into the
Stationery pad itself.
(( Cancel ])

OK

2. Click OK. The document will open.

3. Make the changes you want and then save the file. It will be
saved back to your disk as the stationery pad.

............................
Using QulckTime
QuickTime is Apple's new system software facility for managing
time-oriented data such as video and sounds. You can set up your
Mac to use QuickTime by installing the QuickTime extension in
your System Folder after you've installed System 7.1. (See
Installing the QuickTime extension on p. 33 in Chapter 2.) Even
with the QuickTime extension installed, however, you won't be
able to use QuickTime in your programs unless they specifically
support it. Most developers will support QuickTime in the next
revision of their products if they don't support it already.
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Typically, you use QuickTime by importing sound or graphic
files into your documents, either with specific import or export
commands on the program's File menu or by simply cutting and
pasting. Unlike text or regular graphics you might cut and paste,
however, QuickTime data itself isn't copied to the new location
where you paste it. Instead, your Mac places a pointer that
indicates where the original file can be found, along with a still
representation of the file itself.
When you click on a representation of QuickTime data, your
Mac automatically locates the original file and then displays
control buttons you can use to play the movie or sound (see the
example below). QuickTime data is stored in a compressed format
on your disk to save space (because sounds and movies take up a
lot of room). When you play a movie or sound, QuickTime automatically decompresses the file before playing it.

A Quickfime example
To see how this works, let's look at a simple example. Suppose
you're a theatrical talent agent and you want to have quick access
to video clips of auditions done by your clients. After videotaping
the auditions, you use a video capture system like SuperMac's
VideoSpigot to digitize the video auditions and save them to disk
in QuickTime format. Now, you want to insert those QuickTime
movies into a FileMaker Pro 2.0 database file. Here's what you
would do:
1. Open the FileMaker Pro 2.0 database file.

2. Select the field into which you want to place the movie. (In
our example, this is a picture/sound field called Audition.)
3. Choose the Import Movie command from the
Import/Export submenu on the File menu. A directory
dialog box appears.
4. Navigate to the movie file and click the Open button.
QuickTime places a representation of the movie in the
Audition field, like the one at the top of the next page:
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(Note that this is a representation of the QuickTime movie, not
the actual movie file. The representation, or pointer, takes up only
a few kilobytes of space in the file, while the actual movie could
easily be several hundred kilobytes.)
The field remains selected after the movie is imported. As a
result, the QuickTime movie player controls are shown below the
movie itself. When the field isn't selected, only the picture appears
in the field, not the controls below it.
To play the movie, you would click the play button (the black
triangle) on the left. To stop the movie at any time, click the play
button again. The sound button (the speaker icon) on the left
reveals a vertical slider you can drag up or down to adjust the volume of sound in the movie. The buttons on the right are forward
and reverse buttons you click to move back and forth through the
movie one frame at a time. Finally, by dragging the slider bar in
the middle, you can move to any specific frame of the movie.
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Other QulckTime considerations
Considering all the data-handling it accomplishes, QuickTime
is a marvel. However, don't expect it to always play back video or
sounds at the real-time speeds you expect from television. Several
factors can affect the speed of movie playback, including the speed
of your Mac model, the amount of memory you have available at
the time, the speed of the disk on which the real QuickTime video
file is stored, and the location of that disk. If you're playing back a
QuickTime movie whose file is located on a slow hard disk that's
connected to a different Mac on your network, expect playback to
be slow indeed.
Another thing to remember is that the disk containing the
original QuickTime movie must be available to your Mac.
Remember, the QuickTime representation you paste or import
into a document is only a pointer to the real file. If you select a
QuickTime representation and the disk where the real file is
located isn't available, you'll get a message asking you to insert
the disk.
This brief example of QuickTime at work gives you a general
idea o( how it might work in programs you use. If a program
supports QuickTime, its manual will have more information
about how you can use QuickTime data.

v
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For more information about making and using QuickTime
movies, check out the QuickTime Starter Kit from Apple.
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Printing
System 7.1 consolidates and extends several
recent changes in Macintosh printing. Unless
you bought a Mac or a LaserWriter after early
1990, many of these changes will be new to
you. In this chapter, we'll cover them and we'll
also look at the new True Type fonts and how
they work on both lmageWriter and LaserWriter
printers. lH-
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............................
The three font formats
There are essentially three font formats or types of font available
for Macintosh screen display and printing:
• Fixed-size, or bitmapped fonts come in specific sizes like
Geneva 14. With these fonts, each character is made up of a
series of dots. This was the first Mac font format, and it's the
one still used for most Mac screen fonts. You can also buy
such fonts from companies other than Apple.
The problem with fixed-size fonts is that you need to install
a different font file for each size you want to display faithfully on your screen. Otherwise the Mac will shrink or
enlarge a different-sized font that you do have installed,
making the characters look blocky or blurred (and, sometimes, hard to read).
• PostScript fonts were the first scalable font type for the Mac
and other computers. A PostScript font is stored as a mathematical description, and its characters are reproduced
clearly at whatever size you specify. You only need one font
file on your Mac for each font family you want to use
(Helvetica or Helvetica Bold, for example). PostScript font
files are also smaller-one file might be SOK or so, while a
collection of bitmapped files for one font could use up
100-200K on your disk.
The problem here is that while LaserWriter printers support
the PostScript font format-indeed, some PostScript fonts
are included in the LaserWriter's permanent memory-the
Mac's screen display, StyleWriter and ImageWriter printers
didn't support it. So even though your LaserWriter might
need only one Helvetica file for printing, your Mac still needs
a handful of fixed-size, bitmapped Helvetica files to display
different sizes accurately on its screen, or print them clearly
on an ImageWriter or StyleWriter. If you don't have any
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fixed-size Helvetica files installed, you won't even be able to
select the font from a menu.
Adobe Systems, inventors of PostScript, resolved this problem in 1990 with a product called Adobe Type Manager
(ATM). It's an extension file that goes in your System Folder
and allows you to install only one size of screen font for a
given printer font family, and then scale that font smoothly
to any size on your screen or print it smoothly on an
ImageWriter or StyleWriter. However, ATM is a third-party
solution that isn't included in the standard Mac software,
and PostScript fonts tend to be expensive.
'' The Read Me file that gets installed on your hard disk along
with System 7.1 contains an offer from Adobe Systems that lets
you get ATM and four typefaces for a mere $7.50 shipping
,, charge (in the U.S.). This is a terrific deal.

• TrueType fonts are Apple's homegrown solution to the
problem of scalable fonts that can be displayed and printed
on any printer. You need only one TrueType font file-the
same one for screen display and for printing-for each font
family. You can specify any font size you like, and it will
come out looking smooth on both the screen and on any
printer. This is the way Mac fonts should have worked all
along. However, TrueType fonts aren't always as typographically accurate as PostScript fonts. (See Mixing TrueType and
other fonts on a LaserWriter on p. 190 below.)
System 7.1 comes with both fixed-size and TrueType fonts.
PostScript fonts and Adobe Type Manager are sold by computer
retailers. (For instructions on installing fonts, see Installing and
removing fonts in Chapter 7, p. 117.)
Now, let's see how these three font formats work on the Mac
and its printers.
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Printing with a StyleWriter, lmageWriter, Personal
LaserWriter LS, or other QuickOraw printers
If you use a StyleWriter, lmageWriter, Personal LaserWriter LS, or
another printer that creates text by reproducing characters from
the Mac screen, the only thing new with System 7.1 is TrueType
fonts. (Printers like this are caJled QuickDraw printers after the
system software facility that creates characters on the Mac screen.)
Printing procedures haven't changed for QuickDraw printers in a
few years, and the dialog boxes you see when you choose Page
Setup ... and Print... from the File menu are the same.
With TrueType fonts, however, the Mac can create smooth
characters in a wider variety of sizes, so your printouts will look
better when you specify TrueType sizes that aren't available with
fixed-size fonts.

Printing with fixed-size fonts
Like the Mac's screen, a QuickDraw printer can produce smooth
text only if your Mac supplies the font in exactly the size you specify. The printer takes that font and size from your System file
(which gets it from the Fonts folder) and reproduces it as a bit
map, or a coJlection of dots, on paper.
if you specify a font size that isn't installed in your Fonts folder,
the Mac makes a guess, based on a size that is, at what the characters
would look like. Usually, the guess isn't very good-the characters
come out looking blocky instead of smooth.
Furthermore, a QuickDraw printer prints its Best-quality text
by requesting a double-sized font from the Mac and having the
Mac shrink it to the size you want, which makes each letter look
darker and smoother on paper. If you want Best-quality Geneva
12, for example, you need Geneva 24 installed in your Fonts folder.
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So fixed-size fonts severely limit your options for producing
good quality printing on a QuickDraw printer. The fixed-size
fonts supplied with the system software only come in 9, 10, 12, 14,
18, 20 and 24 point sizes, so if you need to use a size like 11 or 36
points, the characters won't look right.

Printing with truetype fonts
With TrueType fonts, the Mac scales the font to whatever size you
specify, so whether it's 11, 13, 36, 48, 50 or 72 point type, the
QuickDraw printer always gets an exact-sized sample to print
from. As a result, TrueType characters in any size look as smooth
as those you'd get from a fixed-size font. When you use Bestquality printing, the font is automatically scaled to twice the
specified size and then reduced SOo/o so the printer can print a
denser, sharper character.

............................
Printing with a Post9orlpt..oompatlble LaserWrlter
or other laser printer
For those using PostScript-compatible LaserWriters or other
printers that use the LaserWriter driver, System 7.1 incorporates
changes to the Print... command's dialog box, the PrintMonitor
program and the LaserWriter Font Utility. We'll look at these
changes here. We'll also look at using TrueType fonts on a
LaserWriter.

the Page Setup ... dialog box
The Page Setup ... dialog box in System 7.1 is just like the one in
System 6, except for the pop-up menu in the paper selection area.
When you choose Page Setup ... from the File menu in the Finder,
this dialog box appears:
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(It may contain some extra options when you choose Page
Setup... from inside an application. Many applications, including
Word and PageMaker, offer options for printing PostScript information from a file.)
In the set of Paper options at the top of the box, you'll notice
the new pop-up menu that says Tabloid (which is like the one in
System 6's Page Setup... box for color or grayscale printing). Use it
to choose other paper sizes, such as envelopes. The original LaserWriter had trouble printing anything except 8-1/2 x 11 " sheets,
but today's LaserWriters can easily accept various paper sizes and
envelopes.
As before, Reduce or Enlarge lets you print a document's contents in a smaller or larger size.
As before, the Orientation icons let you print a document vertically (standard) or sideways on the page.

B

The sideways option makes printing slower because the LaserWriter has to take extra time to rotate the document's contents
before printing them.
The Printer Effects options are all checked when you first open
the Page Setup ... dialog box. Here's what they do:

Font Substitution tells the LaserWriter to substitute three of its
built-in fonts for certain ones you specify on your screen, rather
than print bitmapped versions of the screen fonts. If the Font Substitution box is checked, the LaserWriter will substitute Helvetica
for Geneva, Times for New York and Courier for Monaco.
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Text Smoothing and Graphics Smoothing tell the LaserWriter to
try to eliminate rough edges from type or graphics. Neither seems
to cause print jobs to take longer, so you might as well leave them
checked.
Faster Bitmap Printing preprocesses bitmapped images before
they're sent to the LaserWriter. You can leave this box checked too,
since it doesn't seem to hurt the printer's performance.

More Page Setup options
Finally, when you click the Options button on the right, you get
another dialog box, like this:

~La=s=e=rW=r=lt~e=r~O~pt=;lo~n:=s::=:==:=:=:=:==========7=.ob=3= [(

1.· ~.· :· · · · · ~';· ~r~~:~i~¥i.~~op
...... ..

OK

)J

Alignment (4% reduttlonl ( tontel)

D Larger Print Rrea (Fewer Downloadable Fonts)
D Unlimited Downloadable Fonts In a Document

What's nice about this dialog box is that you can see how each
option will affect your document by looking at the sample on the
left. None of these options is checked when you first display the
dialog box.

Flip Horizontal and Flip Vertical do what they say-flip the
entire image on your page either horizontally or vertically.
Invert Image creates a negative of your document, swapping
white for black on the page.
Precision Bitmap Alignment reduces the whole page to 96°/o to
avoid distortion when a bitmapped image on the Mac's 72 dotper-inch (dpi) screen is converted to the LaserWriter's 300 dpi
resolution.
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Larger Print Area allows you to print closer to the edges of
your paper (although certain applications won't let you).

Unlimited Downloadable Fonts Your LaserWriter can typically
make use of only two or three downloadable fonts when printing a
given document, as each one eats up RAM. (Exactly how many
depends on which LaserWriter model you have and how much
memory it has.) When you check this box, you remove the limit
on the number of fonts per document.

~

Checking the U11limited Downloadable Fonts option will slow
~ printing to a crawl.

the Print ... dialog box
This dialog box now allows you to save your document to a
PostScript file, rather than send it to the printer. Other than that,
it's the same as in System 7.0 or later versions of System 6. But in
case you're upgrading from an older version of System 6, we'll
cover the whole box briefly.
When you choose Print ... from the File menu, the dialog box
looks like this:

l8serWriter "Person81 l8serWriter NT"
Copies:IIMI
Couer PBge:

PBges: ® Rll
®No 0 First PBge

P8per Source:® P8per C8ssette
Print:

® Bl8clc & White

DestinBtlon:

®Printer

0
0
0
0
0

From:

7.0b3

n Print D

c=J To: c=J [CBntel J

LBst PBge
MBnuBI Feed
Color/ GrByscBie
PostScript® File

Like the Page Setup ... dialog box, this one may also look
different when you choose it from inside an application. Some
programs add printing options of their own, like whether to print
back to front (in reverse order). Most of the basic features shown
above are unchanged from System 6.
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Copies lets you specify how many copies of the document to
print. The default setting here is one.

Pages lets you print either the entire document or a range of
pages in it.

Cover Page tells the printer to print a one-page report detailing
the user name, application, document name, printer name, the
date and the time. Clicking First Page or Last Page prints the cover
page before or after the actual document.

S

Use the Cover Page option when you're printing to a shared
LaserWriter. The cover page will separate your document from
others in the printer's output tray.

Paper Source lets you use either the Paper Cassette built into
your printer or the Manual Feed slot (part of the Multipurpose
Tray on newer LaserWriter models). If you choose Manual Feed,
you'll be reminded to insert paper into the manual feed slot as the
printing job begins. (You can turn this warning off with the
Preferences ... command in the PrintMonitor application. See
below, p. 183.)
The Print buttons are primarily for people who have a color
printer that uses the LaserWriter driver. Typically, you'll use the
default Black & White option. If your printer can print in color,
you must choose Color/Grayscale to do so. If you choose Color/
Grayscale with a black and white printer, the printer will try reproducing color or grayscale images with halftones (by printing dot
patterns at different densities to imitate different shades of gray).

Destination is a new feature that lets you send your document
to the Printer or save it as a PostScript® File. With some graphics
files, you'll get a better quality printout if you first save it as a PostScript file, because the LaserWriter prints finer, smoother lines
and curves from PostScript instructions than it does by creating a
bitmap of a drawing.
Many drawing programs have a built-in option to save files as
PostScript files, but if yours doesn't, you can create a PostScript
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file this way. When you choose PostScript File here, the Print
button changes to Save, and when you click it, you see a directory
dialog box that lets you specify a disk and folder location for the
new PostScript file.

............................
Using PrintMonitor
If you're using an ImageWriter or another printer that doesn't
have a LaserWriter printer driver, you can skip this section, since
PrintMonitor only works with those that do (or with LaserWriters
themselves, of course).
PrintMonitor is a utility program in the Extensions folder
inside your System Folder that lets your Mac handle print jobs in
the background while you get on with other work. We'll cover all
of its features and operations here . .Even if you've used PrintMonitor before, you'll want to check out the new options available with
the Preferences ... command in the PrintMonitor menu section,
p. 182 below.

Starting PrintMonHor
To print in the background, you have to set PrintMonitor to start
up automatically. Here's the procedure:
1. Select the Chooser from the ti menu. The Chooser window
appears.
2. Select the LaserWriter icon at the left side of the window.
The names of any LaserWriters on your network that are
currently up and running will appear at the right, and the
background printing options appear below the list of
printer names, like the one at the top of the next page:
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3. Click on the name of the LaserWriter you want to use, and
then click the On button next to Background Printing.
4. Close the Chooser window.
Once you've turned on background printing, the Mac will
automatically start up PrintMonitor whenever you print a document. Then your document is quickly sent to the PrintMonitor
Documents folder (inside your System Folder), from which it's
passed on to the printer while you get on with other work. More
than one printing job can be in the background at once.
Once the printing job is done, the PrintMonitor program automatically quits.
You can also start PrintMonitor without printing a document
by doubleclicking its icon inside the Extensions folder.

The PrfntMonltor window
The PrintMonitor window shows the status and controls the operation of any printing jobs you've started. Normally this window is
hidden when printing jobs are in· progress, but you can display it
in three ways:
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• Change the PrintMonitor preferences to make the window
appear during printing jobs (see The PrintMonitor menu,
p. 182 below).
• Choose PrintMonitor from the Application menu when a
printing job is in progress.
• Doubleclick on the PrintMonitor program to start it up
when you aren't printing something.
The PrintMonitor window shows the status of the current
printing job and any other jobs that are waiting to be printed. If
you display the window by using the third option above, when
there's no printing job underway and none waiting to be printed,
it'll be empty, with none of the following options available.
Here's what the PrintMonitor window looks like when a printingjob is underway and two documents are waiting to be printed:
Print Monitor
P I tl

~~----------~~~Q--------------~
1 ~ I nvoice4/ 15@ Personal Le serWriter NT
2 ~ lnvo1ce4/30 @ Personal LeserWr iter NT

Concel Printing

Set Print Time ...

uolce

At the top of the window, the Printing box shows the name of
the document currently being printed and the name of the LaserWriter being used. The Printing Status box shows the current
status of the document being printed, just the same as the messages
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that would pop up on your screen during a printing job if you had
background printing turned off (Looking for LaserWriter, starting
job, etc.). The Printing Status box will also tell you how many pages
are remaining to be printed in a document.
The Cancel Printing button cancels the current job.
The Waiting list shows the names of two documents waiting to
print, numbered in the order they will be printed. You can use this
list to view information about a document, change the order of
documents or remove a document so it doesn't print at all:
• To view information about a document, select its name on
the waiting list. The Printing Status box will show which
program created the document, when the document was
spooled into the PrintMonitor Documents folder on your
disk, and how many pages it contains.
• To change the printing order on the waiting list, select the
printer icon between the document's name and number and
drag it to a different place on the list, which will then be
renumbered from top to bottom.
• To remove a document from the waiting list, select it and
click the Remove fro.m List button that appears underneath
the waiting list.

Set Print Time••. lets you delay printing of a particular job.
When you click this button, the Print Time dialog box appears,
like this:

Set Print Time:
@

3:41:33 PM

( Cancel )

2/20/91

0 Postpone Indefinitely

([

OK

JJ
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This box shows the print time and date of the document that is
currently printing, or one you've selected on the waiting list. You
can click in the time or date boxes to change them, or click the
Postpone Indefinitely button to put off a printing job until you
choose a different time with this same dialog box.

PrintMonHor alem
When your printer has a problem, the Mac normally displays an
alert box. You'll get one when the paper jams, or you run out of
paper, or you're being reminded to insert paper in the manual
feed tray.
When you're running PrintMonitor, you can choose whether
these alerts appear on top of the work you're currently doing, or
whether they just cause the PrintMonitor icon to flash in the
menu bar, by using the Preferences ... command on the PrintMonitor menu, which is described next.

1he PrintMonitor menu
Whenever PrintMonitor is running, it has its own File menu in
the menu bar, which looks like this:

Opt~n

Close
Preferences ...
Stop Printing

Open displays the PrintMonitor window, and Close puts it
away.
Stop Printing interrupts a printing job. After you select it, the
command on the menu changes to Resume Printing, and choosing it restarts the job where it left off.
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If your Mac crashes during a print job, PrintMonitor usually
remembers where it left off printing, and resumes the job
when you restart the Mac. Check the PrintMonitor window
for the status of an interrupted job when you restart the Mac
after a crash.
When you choose Preferences•.. , you'll see a dialog box like
this:

Preferences •••
Show the PrintMonltor window when printing:
®No
OYes
When a printing error needs to be reported:

ICJI

m

• 0 Only display • In Application menu
+ ® Also display icon in menu bar
0 Also display alert

m•

When a manual feed job starts:
0 Glue no notification
+ ® Display Icon In menu bar
ICJI
0 Also display alert

m
m•

( Cancel ) ([

OK

)J

This example shows the default settings for these options.
Show the PrintMonitor window when printing Normally the
PrintMonitor window is hidden ·when you're printing documents.
If you really want the PrintMonitor window to show during printing jobs, click Yes here.

e

Showing the PrintMonitor window during printing interrupts
your other work, and defeats the purpose of background
printing. Skip this option.
When a printing error needs to be reported As set above, the
PrintMonitor icon will flash at the top of the Application menu
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whenever there's a printing problem. And when you open the
Application menu, you'll see a diamond next to the PrintMonitor
name. Once you select PrintMonitor from the menu in these
situations, the actual alert box will overlay the PrintMonitor
window, so you can deal with it.
It's a good idea to have the icon flash in the menu bar so at least
you know there's a printing problem. But if you'd rather be kept in
the dark, click Only display • in Application menu. Then you'll
have to check your printer or the Application menu to find out if
there's a problem.
If you always want to deal with printer problems immediately,
click the Also display alert button to display printer alert boxes on
top of whatever else you're doing.
With either of the two bottom choices in When a manual feed
job starts clicked, whenever you choose Manual Feed in the
Print. .. command's dialog box and try to begin printing, the Mac
starts flashing the icon in the menu bar or immediately displays an
alert box (depending on your clicked choice) reminding you to
insert paper in the manual feed tray. You have to click OK before
printing will actually start.
If all this seems like a lot of hassle- and it is-click Give no
notification. This will suspend the manual feed alert entirely, even
if you're not using PrintMonitor for background printing. You'll
still become aware of the problem if you forget to put paper in the
manual feed tray, because the yellow "paper out" light on your
LaserWriter will light up and your document won't print.

............................
The LaserWrHer Font Utility
The LaserWriter Font Utility (we'll just call it the Font Utility from
here on) has been included with LaserWriter printers since 1989,
but it's now included in the System 7.1 software as well.
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LaserWriters have been improved a lot since the old LaserWriter
and LaserWriter Plus, and the Font Utility lets you manage all their
features more easily: download, list, display and print fonts, cancel
the printer's startup page and many other useful things.
All of the Font Utility's features are controlled with menu
commands. When you start up the program, you see a dialog box
that explains the program's basic purpose. After you click the OK
button, the Mac checks to see what kind of LaserWriter you have
and which fonts are installed in it, and then the Font Utility's File,
Edit and Utilities menus appear in the menu bar.

File menu commands
The File menu contains commands for downloading, displaying
and printing fonts, among other things. It looks like this:

Download Fonts...
Display Ruallable Fonts...
JniUnUz•~ Prin h~r's rH~k ...

XO
XL

Page Setup •••
Print Font Catalog...
Print Font Samples •••

XP

Quit

XQ

The Download Fonts ... command produces a dialog box like
the one at the top of the next page:
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Oownloott

............................
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Here you can select one or more fonts from your disk and then
download them all to your printer at once.
The Download to buttons let you choose whether to download
your selected fonts to the printer or to the printer's hard disk-if
it has one directly connected. (If it doesn't, you only have the
option of downloading to the printer, as in the above example.)
The Fonts to download list shows what fonts you've selected
for downloading.
To choose a font for downloading, click the Add ... button.
You'll see a standard directory dialog box you can use to navigate
to and select a font file. Once you've done so and clicked the box's
Open button, the font file's name is added to this list here.
The Remove button lets you delete fonts from the list to be
downloaded. Just select the font file name and click the Remove
button.
When you've collected all the fonts you want to download in
the list box, click the Download button to send them to the
printer.
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When you choose Display available fonts .. . from the File
menu, the program lists all the fonts currently available to your
printer. You'll see a window like this:
D

Ruoiloble Fonts

LoserWriter: PersonlilloserWriter NT

0
0

Printer·~
Printer·~

Oiskls l
@Printer
font ruponsion C<lrdl s I

Fonts in printer:
RuontGorde-Book
RuontGorde-BookOblique
RuontGorde-Deml
RuontGorde-DemiOblique
Bookmon-Demi
Bookmon- Demi I to lie
Bookmon-light
Bookmon-light I to lie
Courier

g
tm!

I
<7

(

Il <~ l <~ t (~

)

If you have a hard disk or expansion card connected to your
printer, you'll be able to list the fonts they store by clicking the
relevant button; otherwise, their buttons will be dimmed,
as shown.
The list of fonts shows all the fonts in your printer, whether
they're built-in or downloaded. If it shows any downloaded fonts,
you can select them and click the Delete button to remove them
from the Printer's memory, disk or expansion card.
If you have a hard disk connected to your printer, you use the
Initialize Printer's Disk.. . command on the File menu to initialize it. You must use this command to format your LaserWriter's
hard disk since it needs to be formatted differently from hard
disks connected to your Mac.
The Page Setup ... command on the File menu produces the
standard LaserWriter Page Setup dialog box. Print Font Catalog...
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prints a list of the fonts available to your printer, and Print Font
Samples ... also prints that list, along with a sample of each font.
(Since it uses all the fonts in your printer, the Font Samples list
takes a while to print.)

Edit menu commands
The Font Utility's Edit menu contains the same commands as the
Edit menu in the Finder. You don't need them when you're using
the Font Utility.

Utilities menu commands
The Utilities menu looks like this:

Oownlood PostScript File ...
Stort Poge Options ...
B•~moiH~ ·rrw~"TI.UH~ ---

Restort Printer ...
The Download PostScript File .•. command lets you select a
PostScript file from your disk and send it to the LaserWriter for
printing. Choosing this command displays a directory dialog box
where you can locate and select the file you want to print.
Once you select a file and click the Open button, you'll see
another directory dialog box where you can name the output file
created by the printing operation, if there is one. (If your PostScript file contains a series of PostScript commands, an output file
is created at the end of the printing job listing all the PostScript
commands that were executed.) After you click the Save button to
save the output file, the PostScript file is downloaded to your
LaserWriter and printed. If there has been no output file created at
the end of the print job, you'll see a message telling you this.
If you select a non-PostScript file for printing with Download
PostScript File ... , nothing will happen when you try to print it.
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(The PrintMonitor program doesn't support PostScript files, so
you have to wait until your PostScript file is printed before you
can do any other work.)
The Start Page Options••• command lets you decide whether
your LaserWriter will print a startup page each time you turn it
on. The startup page shows how many fonts are installed in your
printer, how much memory it has, which version of PostScript it is
using and, most importandy, how many pages it has printed. You
probably don't need to see these statistics every time you turn on
your printer, so you might as well save some paper by turning the
page off.
When you choose Start Page Options ... , you'll see a small dialog box where you can choose either On or Off. The standard setting is On, which means the printer will print a startup page. Click
the Offbutton to do away with the startup page, then click the OK
button to close the dialog box. Click the On button to turn the
startup page on again.
The Remove TrueType •.. command removes all TrueType fonts
from a LaserWriter's disk. If this command is dimmed (as in the
example above) it's because you're not connected to a LaserWriter,
the LaserWriter doesn't have a disk connected to it, the disk doesn't
contain any TrueType fonts, or the printer isn't available.
The Restart Printer•.• command lets you reinitialize your
printer, which is like turning it off and then back on again, except
that you don't use the power switch. When you do this, you clear
any downloaded fonts out of the printer's memory-you'll see a
dialog box warning that you're about to do this when you choose
the command. Click the Restart button to start up again.

f

The Restart Printer... command usually clears up any problems
you have with the printer not executing print jobs correctly.
(Sometimes, for example, the printer goes into a "preparing
data"
sequence indefinitely, and restarting it is the only way to
.
~ clear out its buffer and get it working right again.)

~-
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. ... . .................... ...
Mixing TrueType and other fonts on a LaserWrHer
System 7.1 's new TrueType fonts give you more ways to produce
nice-looking text on a LaserWriter, and they make it a lot easier to
manage font files on your Mac. Some TrueType fonts are included
with System 7.1 along with the same old fixed-size fonts we've had
for years. To see which fonts of each type are installed on your
Mac, open the Fonts folder inside the System Folder. (For more
information about this, see The Fonts folder in Chapter 7, p. 114.)

Mixing font formats
Under System 7.1, you can use any of the three basic font formats
and even mix them in the same document. However, each type of
font has slightly different character forms, leading between lines,
and spacing between characters, and there are some scaling problems that produce inappropriate results in TrueType. For example,
a "3" in 7-point TrueType Geneva looks a lot like a dollar sign.
If you're doing professional work or are otherwise inclined to
be picky about the appearance of text, be sure to check out the
finished printout for spacing problems when you mix font formats.
Also, if you open a document created with PostScript screen fonts
and you only have a TrueType version of those fonts installed, the
document could very well look different than its original designer
intended. You might have to reformat the document to make line
endings the same as they were in the original version.
To a<;:hieve better consistency among font formats, use a utility
like Ares Software's FontMonger or Altsys's Metamorphosis to
convert your TrueType fonts to PostScript, or vice versa.

Built-in fonts and screen fonts
Your LaserWriter comes with about three dozen PostScript
fonts built into its Read-Only Memory (ROM). These include
various versions of Avant Garde, Bookman, Courier, Helvetica,
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New Century Schoolbook, Palatino, Times, Symbol, Zapf
Chancery and Zapf Dingbats. Because they're built into your
printer, these fonts can be used and printed more quickly
than others.
But since the Macintosh's screen display doesn't support
PostScript fonts, LaserWriters come with a floppy disk of screen
fonts to match the printer's built-in ones. (You must install the
screen fonts before you can select them from menus and see
them on the screen.)
While PostScript printer fonts can be printed smoothly at any
size from about six points up to 128 points, the screen fonts only
come in a range of fixed sizes (from about 9 points to 24 or sometimes 36 points). So there are lots of font sizes that print clearly,
but don't display accurately. The best remedy to this problem if
you use a lot of font sizes for which there aren't fixed-size screen
versions is to get Adobe Type Manager. With ATM, you'll be able
to install only one screen font and then scale it to any size you like
on the screen.

B

If you have PostScript screen fonts and ATM installed but aren't
seeing smooth characters on your screen, move the PostScript
screen fonts from the Fonts folder to the Extensions folder.

If you have a TrueType font installed on your Mac and it has a

PostScript counterpart in your LaserWriter's ROM (Helvetica, for
example), you'll be able to scale the TrueType font to the size you
like on the screen and then the LaserWriter will print it using the
built-in PostScript font. If you have both PostScript fixed-size
screen fonts and TrueType fonts installed, your Mac will use the
PostScript version for display when it's available at the size you're
requesting, and it will use the TrueType font when the PostScript
version isn't installed. Of course, if you have ATM installed, the
PostScript screen font will always be scaled and the Mac won't use
the TrueType version at all.
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Downloadable fonts
There are hundreds of different fixed-size, TrueType and PostScript fonts available besides the built-in LaserWriter fonts. You
can use them on your LaserWriter by temporarily transferring (or
downloading) them to the LaserWriter's RAM.
There two ways of doing this:
1. You can use the LaserWriter Font Utility to select and
download fonts before you print a document. (The procedure is covered in The LaserWriter Font Utility on p. 184 of
this chapter.) In this case, the font files can be stored anywhere on your disk, because you're the one who has to
locate them and select them for downloading.
2. If you have downloadable fonts stored in your Fonts folder,
the LaserWriter will ask the Mac to automatically look for
them and download them when you print a document that
uses those fonts.

More on fonts
For a complete guide to Macintosh fonts, check out The Macintosh
Font Book by Erfert Fenton, also from Peach pit Press.

Publi ng and
subscribing
Publi~hing

and ~ub~cribing are powerful new
capabilities in System 7.1 that will make life a
lot easier for Mac users who regularly copy
data from one document to another. These
features may not be available to you when
you first install System 7.1, because each
application must specifically support publishing
and subscribing. But many programs already
support this new feature, so we'll take a look
at it here.~
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....... . ....................
What's publishing and subscribing?
Publishing and subscribing allows you to create automatic data
connections between copies of the same data-within the same
document or in different documents, on your own Mac or on a
network. It takes cutting and pasting to a new level. With cut and
paste, you select data in one document and copy or cut it to the
Clipboard. Then you select another location, in that document or
another one, and paste the data there. This is like taking a snapshot of a painting in progress and sending it to someone. As soon
as you change the painting, the snapshot is out of date.
With publish and subscribe, you select data in one document
and "publish" it (make it available for use elsewhere) by creating
an edition, a special file that contains a current copy of the published data. Once you've created an edition, you can "subscribe" to
that edition from other documents. After that, changes to that
data in the publishing document will also show up in the subscribing document.
Generally, the edition file is updated (with any changes to the
original data) whenever the document containing the original
data is saved. You can also send changes in a published selection of
data to its edition file manually at any time (see Publisher options
on p. 198 below). Because the edition contains the most recent
version of the published data, a subscriber to the edition can
always obtain a current version of the data. Typically, subscriptions to an edition are updated with data changes whenever the
document that contains the subscription is opened, but you can
also update subscriptions manually at any time.
Publishing and subscribing has lots of possibilities. Suppose
two people produce a monthly report, for example. The person
responsible for a graph might publish the graph, and then the
person responsible for the report's layout could subscribe to the
graph. Whenever new data came in each month, the graph person
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would update the graph on his Macintosh. Because the graph is
published in an edition file, the layout person's version of the
graph would automatically be updated to reflect the new data.
Particular uses for publish and subscribe will depend, of
course, on how developers support it in their programs. But this
feature will become a common enhancement to Mac programs.

....... . ....................
Publishing and subscribing in action

Each application adds its own wrinkles to publishing and subscribing, but to get an idea of how it works, we'll look at how a
spreadsheet graph is published from Claris Resolve and subscribed
to in a document created with Microsoft Word version 5. In this
example, we've created a stacked bar graph in a Resolve spreadsheet called Coffee Imports, and we want to use that graph in a
Word 5 document called Coffee Letter.
The Coffee Imports graph looks like this:
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To publish this graph,
1. Select the chart in the Resolve spreadsheet, and choose
Create Publisher••• from the Publishing submenu on
Resolve's Edit menu. A directory dialog box appears, like this:
Preuiew

~-='el=C=Ia::r::is:::R::e::s:::ol:::u:::e=•=-1__,~ e> Macintosh HD
r~ [ fnris H<~IJI SljSf <~rn
~
lj~l:f
~

r: fur is

D

Rt~soll•<~ H<~lJI

Fl<~~ohH~

CJ Resolue Samples
CJ Resolue Script Source

Desktop
( New

LJ )

D BmmllJ<~ So1ptin<J Flt~f•m~m;•~
Name of new edition:

[

Cancel

)

([ Publish

)J

The dialog box includes a preview of the chart you've
selected for publication-in this case the drawing. The file
you're creating is an edition, which is why the entry box for
the file name is headed Name of new edition. This edition
file will contain only the chart you've selected.
2. Type a name for the edition file (we'll call it Coffee.ed) and
click the Publish button. The edition is saved to disk. You
can choose to manually send any future changes to the published data to the edition file at any time, or Resolve will
automatically update the edition file each time this spreadsheet is saved. (See Publisher options on p. 198 below.)

.

Edition files have fuzzy, rectan?ular icons so you can tell them
apart from normal document Icons.
3. Open the Coffee Letter document with Word 5 and move
the insertion point to the place where you want the drawing
to appear.
4. Choose Subscribe to ... from Word's Edit menu. A directory
dialog box appears. Navigate to the Coffee.ed edition file
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and select it. A reduced version of the chart appears in the
dialog box, like this:

Ia Cll~rls Resolue ... j

Preulew

(Offl' l'.Pd

CJ Mocintosh

m

CJ Resolue Somples
CJ Resolue Script Source
CJ Resolue Scripts

HD

Desktop

(

Concel

J

nSubscribe JJ
5.

Doubleclick on the Coffee.ed file name, or select it and click
the Subscribe button. The drawing appears in the document,
like this:

<II
Coffee. Imports. Unl i m i ted.hos. experienced. unprecedented. growth. in.
selected. types . of.beons-duri ng. the. post. four. quorters.- As. the-chert.
bel ow. shows,. our-soles. hove-eli mbed-in. every. category:<!!

<II

$60,000.00
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•
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•
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<II
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Now that the edition is published and the word processor document has subscribed to it, any changes to the original chart (style
changes or changes to the data which affect the bar sizes) can be
quickly transferred to the edition file, and from there to the word
processor's subscription. Typically, the subscription will update itself
by getting the most recent version of the edition file each time the
Coffee Letter document is opened. (See Subscriber options below.)

............................
Publisher and subscriber options

Once you publish or subscribe to an edition, you can select the data
being published or subscribed and set some options about it. These
options control when the published edition is updated with new
data, or when a subscriber to the edition receives updated data.

Publisher options
If you select the chart in the Coffee Imports spreadsheet and then
choose the Publisher Options ••• command from the Publishing
submenu, you'll see a dialog box like this:

Publisher to:

Io

Coffee.ed

,..I

r· Send Editions: ··--·---·-·---·-···-·········-·--..·-·····-·····-···-···-·········--··;

i

I ®On Saue
j 0 Manually
I! Latest Ed;tion:
i

:

!

[ Send Edition Now )

~ednesday 1 July 15 1 1992 11 :49:32 AM

Cancel Publisher

I
ii
i

'··-······························-········-···········-·--·...································································-···········!
Publisher Object Number: 6

( Cancel ) ([

OK

}J

Use the Publisher to pop-up menu at the top to see the directory path of the edition you've published. The menu shows the
folder and disk names where the edition is located.
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The Send Editions area lets you control when changes to the
selected chart will be sent to the edition file. In the example
above, the new data is sent each time this spreadsheet file is saved.
You can also send an update any time by clicking the Send Edition
Now button.
Finally, the Cancel Publisher button breaks the link between the
selected chart and the published edition. If you click this button,
updated data· will no longer be sent to the edition file, although the
last version of the edition file will remain on your disk.

Subscriber options
If you select the pasted-in chart in the Coffee Letter document,
you can then select the Subscriber Options ••. command on
Word's Edit menu to reveal a dialog box like this:

·l

Subscriber to:

Ic

Coffee.ed

..-1

Get Editions: -----·------·-··---·---·--..-·--·--·-···---··-}
® Automatically
I
0 Manually
( Get Edition Now ) j

~...,Edition~ w~, Julio ts, t 992 11 :49:32 ~

I

( Cancel Subscriber )
(

Open Publisher

( Cancel ) ({

OK

)

J

Use Subscriber to to find the edition file to which you've subscribed-the pop-up menu shows the edition file name and its
directory path. You can use the Get Editions area to choose when
the subscription receives new data from the edition, and you can
break the link between this subscription and the edition file with
the Cancel Subscriber button.
The Open Publisher button is very handy when you can't
remember the name of the document from which the original
published information came. When you click Open Publisher,
your Mac opens the document that contains the original
published data. If the program used to create that document isn't
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running at the time, your Mac will load it as long as there's
enough memory.

............................
Publishing and subscribing on a network

You can publish or subscribe among documents on your own
hard disk, or among documents on your disk and those located
elsewhere on a network. The procedure is the same, as long as the
publisher has placed the edition file on a disk that's available for
sharing over the network.
For more on sharing disks, see Chapters 12-14.
This publishing and subscribing overview gives you an idea of
how this feature works under System 7.1. To explore it more yourself, check out the programs you own that support it.
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Sharing files
and linking
programs
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File sharing
File sharing lets people on a Mac network use
files on each other's hard disks or CD-ROM
disks. It's one of the most powerful new
capabilities in System 7.1. H
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If you're an experienced AppleShare user and you're on an
AppleTalk network, you can get up to speed on file sharing quickly
by reading File sharing for the AppleShare user immediately following. But if you're not, start with File sharing step-by-step on p. 206.

............................
Rle sharing for the Apple9hare user
File sharing works very much like AppleShare-it turns your Mac
into a network file server. But unlike an AppleShare ·server, a filesharing Mac can still be used as an individual workstation. (When
file sharing is on, it just uses about 300K more of your Mac's available memory.) So any (or every) Mac on a network can both share
its files and log onto other file-sharing Macs as a user.
Each file-sharing Mac has an owner who has complete control
of all its files, much like the administrator of an AppleShare file
server. As an owner, first you turn file sharing on, then you select
the folder(s) or disk(s) you want to share and make them available for others to use. You can register users and groups and set
access privileges for shared items just as you would on an AppleShare server. (See Chapter 13 for more on users, groups and
access privileges.)
Connecting to other Macs to share their files is just like logging
onto an AppleShare server. And as with AppleShare, you are the
owner of every folder you create, whether it's on your disk or on
another Mac.
The biggest difference between file sharing and AppleShare is
ease of access. With file sharing, everything you select to share is
open to everyone on the network-you must use access privileges
to restrict availability. Under AppleShare, it's the opposite-each
new folder on the shared disk is available only to its owner, who
must specify who else may use it.
These differences will be obvious as you use file sharing.
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Sharing your files with othen
To turn file sharing on, open the Sharing Setup control panel in
the Control Panels folder, enter your name, password and Mac
name in the boxes shown, and then dick the Start button under
File Sharing. File sharing will start up in a few seconds and you
can then dose the Sharing Setup control panel.

8 You don't have to enter a password name if you don't want to,
~ but the Mac will warn you if you don't.

On the desktop, select the folder or hard disk on your Macintosh that you want to share (you can't share floppy disks) and then
choose Sharing•.. from the File menu. The sharing window
appears.

'" If you don't have file sharing on when you choose the Sharing...

· tl

command, you'll see a~ alert box that explains the problem and
offers to open the Shanng Setup control panel so you can turn
file sharing on.

In the sharing window, check the Share this item and its
contents checkbox, then dose the window. The item will now be
available on the network.
You'll notice that as soon as you check the Share this item ...
checkbox, the access privileges options become active. For more
on setting access privileges and registering users, see Chapter 13.

Monitoring and disconnecting usen
To see who is connected to your Mac or to disconnect users, use
the File Sharing Monitor control panel. It shows which folders
you've made available for sharing and which users are currently
sharing those items.

To disconnect a user, select the user's name in the Connected
Users list and dick the Disconnect button. You'll be able to set how
much time will elapse before the user is disconnected, and a warning will appear on the user's Mac that this is about to take place.
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To disconnect everyone at the same time, turn off file sharing by
clicking the Stop button under File Sharing in the Sharing Setup
control panel. You'll also be able to set how much time will elapse
before file sharing shuts down, and a warning will appear on the
screen of any user who is connected to your Mac at the time.

6

Don't cut users off without giving them a couple of minutes'
notice. They could be accessing a file on your disk at the time,
and the file could be damaged if the cutoff is abrupt.

Connecting to other file-sharing Macs
You don't need to have file sharing on to use another Mac's shared
folders or disks. File-sharing Macs become network file servers,
and you connect to them the same way you log on to an AppleShare server. Click the AppleShare resource in the Chooser, and
you'll see a list of other Macs on your network that are currently
sharing files. Select the Mac you want, enter your user name and
password if necessary, and then choose the folders or disks on the
remote Mac that you want to add to your desktop.

............................
File sharing step-by-step

File sharing on a network means being able to open and work
with another Mac user's disks or folders (think of them as shared
items) just as if they were your own- and, if you want, giving
other users similar access to yours.
Until now, this required you to buy special networking software and perhaps an extra Mac and hard disk to function as a
dedicated file server. Now, thanks to System 7.1, the same network
you use to share a LaserWriter will let you share files.
When you have file sharing on, you're using an extra 300K or
so of your Mac's available memory. You can share anything on
hard disks or CD-ROM disks, with up to ten shared folders or
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disks on your desktop at once (although working with a shared
item takes a bit longer than on a locally connected disk-that's
why you can't share floppy disks over a network: the access times
are too slow).
You can·tell when your Mac is accessing data across the network because a pair of arrows blinks at the far left edge of your
menu bar, like this:

The arrows disappear when the remote disk access is finished.

File sharing at a glance
How you use file sharing depends on whether you're sharing your
own folders or disks with other users or accessing those items the
owner of a remote Mac has made available for you to share.
When you share files from your own disk, you become the host
of those items on the network. When you connect to a disk
someone else is sharing, you become a user of that disk.

If you're doing the latter-accessing someone else's shared
items via your own Mac-you don't even need to turn file sharing
on. You just connect to the remote Mac through the Chooser and
then select from the folders or disks the other Mac's owner has
made available to you for sharing. Their icons appear on your
desktop just as those of your unshared items would. And when
you open the icon of the item you want access to, your Mac sends
a signal over the network and opens the real disk or folder on the
Mac that's sharing it.
When you share your folders with others on a network, however,
you must turn file sharing on and select those items you want to
share, and to what extent you want others to have access to them.
In order for this all to work, you have to be able to tell one Mac
on the network from another. Before you can use a Mac for file
sharing, therefore, you must register the Mac's name on the network. Each Mac must have a unique name.
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Also, each Mac has an owner-a person who controls the file
sharing functions on that Mac. You must register an owner name
before you can use a Mac for file sharing.
Because a Mac might be used by more than one person, there
are ways for other users who aren't Mac owners to share files.
Users can register as anonymous guests or with a unique name.
Users with unique names can have their own folders or disks on
the network and can control who else can use them. (For more on
registering users, see Chapter 13, p. 224.)
With System 7.1, you use various control panels, DAs and menu
commands to set up your disk for file sharing, create users and
grant them access privileges and connect to other file-sharing Macs.
Let's look at the steps you take to set up a Mac for file sharing.

Setting up file sharing
Before you can use file sharing, there are three things you have to do:
• Connect your Mac to an AppleTalk network.
• Turn on AppleTalk on your Mac.
• Identify yourself and your Mac on the network.
(If you're already connected to a LaserWriter and some other
Macs on a network, skip to Identify yourself and your Mac on the
following page.)
Connect your Mac to a network It's beyond the scope of this
book to examine options for physically connecting AppleTalk networks. If you're already connected to a LaserWriter, you're already
on an AppleTalk network. If you don't yet have an AppleTalk network, you'll need to buy network connectors and cabling from
your Apple dealer or a mail order company.

B

The least expensive option for AppleTalk networking is ordinary telephone line cord and telephone network connectors
that plug in between your Mac's printer port and the modular
connector at the end of the telephone cord. See your Apple
dealer or local user group for more information.

File sharing

209

Turn on AppleTalk Once you're connected physically, you have
to notify your system software about it. You do this with the

Chooser:

'*

1. Select the Chooser from the menu. The Chooser window
opens (see the top of the next page).
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2. Click the Active button in the lower right corner of the
window to make AppleTalk active. You'll see a reminder
about making sure you're really connected to an AppleTalk
network. Click the OK button to put the reminder away.
3. Close the Chooser window.
Identify yourself and your Mac This is handled with the
Sharing Setup control panel.
1.

Open Sharing Setup in the Control Panels folder. Its control
panel will open like this:
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2. Click in the Owner Name box and type your name. Your
first name's enough, unless someone else has the same
name. In that case, use your first and last name or last initial.
3. Click in the Owner Password box and type a password. This
can be up to eight characters long, and it should be easy to
remember but hard to guess. If you think you might forget
it, write it down some place where you can find it. Once you
click away from the password box or close the window, the
word you type is replaced by bullets so nobody can read it.
4. Click in the Macintosh Name box and type a name for your
Mac. This can be something simple like Joe's Mac (assuming your name is Joe), or something unusual like the name
of a city. It's a good idea to pick a descriptive name, something people will associate with you, since your Mac name
is how other people will locate your files on the network.
(See Connecting your Mac to other Macs on p. 216 below. )
If you're planning to start file sharing right away, don't close
the Sharing Setup control panel. Instead, continue with the next
section.
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Turning file sharing on
To start file sharing, use the Sharing Setup control panel. Remember that when you turn file sharing on, it uses an extra 300K or so
of your Mac's memory.
1. Open the Sharing Setup control panel if you haven't already.

2. Click the Start button in the File Sharing area. The button
name will change to Cancel, and the Status area will say
that file sharing is starting up. Once it has, the Cancel
button will change to Stop, and the Status area will say that
file sharing is on.
3. Close the Sharing Setup control panel.
Now you're ready to identify specific folders or disks to share.

Sharing folders and disks
Whenever you create a new item, you are its owner, and only you
can change the way it's shared, or its access privileges. You can
share a single folder, several folders or an entire disk. To share
individual files, put them in a folder and then share the folder.
This way you can exchange information with others on your network without giving them access to files you want to keep private.
To share a folder:
1. Select the folder on the desktop.

2. Choose Sharing... from the File menu. The sharing window for that folder appears, as on the next page:

8

If you don't have file sharing turned on, you'll see a message
that says so, and the Mac will offer to open the Sharing Setup
control panel for you so you can turn it on. If you haven't
selected a folder or disk, the Sharing... command is dimmed.

212

File sharing
~0

Shared Stuff
M~cintosh

HD : Shar~d Stuff

D Shar~ this it~m and its conttnts
s~.

s~•

Foldtrs

Filts

Owntr : L....~;!.!.~.'.:!.!:L..................':'...' .l
Unr /Group :

Makt
Changts

Z

1'v.

L......tl:?!.!:~----·-········-·····:'.'...1 Z
Evtryont
Z

1'v.

;c,i
;c,i

[J Makt ~11 tnclostd foldtrs likt this on•
D Can ' t b~ mond, rtn~mtd or d~l~ttd
The window has the same name as the folder-each shared
folder or disk can have its own sharing options. Where tells
you the location of the folder.
3. Check the Share this item and its contents checkbox. The
access privileges options become active in the middle part
of the window (see Chapter 13, p. 230 for how to set them).
4. Close the window. This folder is now available for sharing.
A shared disk or folder icon looks like this:

(The icon name may be different in your case, but this distinctive icon tells you the item is shared over the network, rather than
connected locally to your Mac.)
This is the quickest way to set up a folder or disk for sharing,
but it makes the shared items available to everyone on your network. Following the above steps, you're letting others use a shared
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folder or disk as if it were their own. They can open, copy, rename
or delete files or folders inside the shared item, just as you can.
If you've shared your whole hard disk, they can even move, delete
or rename shared folders on it.
Giving everyone on your network unlimited access to a shared
item isn't necessarily a problem. On the other hand, you may want
to restrict access to a shared item to a few specific users on your
network, give different users different access privileges or prevent
others from moving, deleting or renaming a shared folder. For
more about controlling access by other users, see Chapter 13.

Monitoring shared folders
Whenever you're sharing files, you can find out who's using
folders on your disk and, if you want, disconnect them.
Open the File Sharing Monitor control panel in the Control
Panels folder. It looks like this:

file Shoring Monitor
~ Chorlie's Moe
~ Shored Items

QJ

Connected Users

Sh;and Stuff
Doris' Stuff

file Shoring Rctiulty:
I
Idle

!)iS( OIHH~t:1

Busy

The Shared Items list shows the names of folders or disks you
have made available for sharing from your Mac. The Connected
Users list shows people who are currently sharing one or more of
those folders (although it doesn't show which items each user is
sharing).
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Maximizing file-sharing performance
Whenever someone else on the network is sharing a file on your
disk, your Mac has to spend some of its processing power handling
that task. When several other people are sharing your files, this
power drain can slow your own work down.
If the files being shared are small, you can fix this problem by
asking other users to copy the files they need to their own disks.
Then they can work with files on their own Macs and your Mac
won't be involved in processing their work. (This will speed up the
other users' work as well as yours-you always get better performance by working with a file on your own disk than with one over
a network.) After the other users have made their changes to the
shared files, they can save them back to your disk.
This solution works best with small files, which can be copied
quickly over the network. Also, you may want to monitor what
files are copied and when they're copied-especially if they're ones
that several users share on a regular basis. If two users need to use
the same file at the same time, and they both make changes to
different copies of it, you'll have to reconstruct a single up-to-date
file from the two modified versions- which can be difficult, if not
impossible.

6

File sharing wasn't designed as a replacement for dedicated
network servers like AppleShare. If you regularly share lots of
files among several users, you'll want to invest in an AppleShare server.

Disconnecting users
If you're backing up your hard disk, using a hard disk optimizer,
working with sensitive information in a shared folder or performing other delicate operations, you should disconnect users currently sharing files with your Mac. In other cases you might want
to disconnect just one user. It's unlikely you'll want to take the
drastic step of turning off your Mac or physically unplugging it
from the network just to disconnect one or more users.

·
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So, to disconnect one user:
1. Open the File Sharing Monitor control panel.
2. Select the name of the user you want to disconnect in the
Connected Users list.
3. Click the Disconnect button. When you tell the Mac to disconnect a user, it displays a dialog box like this:

How many minutes until selected
users are disconnected?

Cancel

-

([

OK

JJ

The default time is ten minutes, but you can set if for any
amount (up to 999). To disconnect a user immediately, type
@)(zero).

r::=:J~
~

Don't disconnect a user without warning unless you're sure the
user isn't currently accessing any files on your Mac.
4. Click the OK button. On the Mac you've just disconnected,

a message will appear on its screen telling the user that he
or she will be disconnected after the time you specified.
When the disconnection actually happens, the user will see
another alert saying that he or she is no longer connected.
To disconnect everyone from your Mac at once:
1. Open the Sharing Setup control panel.
2. Click the Stop button in the File Sharing area. You'll see the
above dialog box, for setting the time until disconnection.
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3. Type in how much time you want to give them.
4. Click the OK button. Your Mac will stop sharing files when
the time you set elapses.

6

Be careful when disconnecting users from your Mac. Even if
you give people what seems like plenty of time to close any
shared files, make sure they actually close them. A user with an
open shared file might be out to lunch, for example, and not
see your message until well after the disconnection and any
damage has occurred. It's always a good idea to check verbally
with connected users, if possible, to make sure they see the
disconnect warning. (See Chapter 14 for more file sharing tips.)

............................

Connecting your Mac to other Macs

So far, we've been covering making your Mac's files available for
other Macs to share. When you want to connect to shared files on
other Macs, the procedure's entirely different. You don't even need
to have file sharing o n.

r:;:\

v

If you're not sharing items from your disk, leave file sharing off.
Otherwise, you're wasting about 300K of memory.

Connecting to a shared item
To access a shared disk or folder on another Mac, you must connect (or log on) to the remote Mac you want to access, and then
select the disk or folder you want to use. You use the AppleShare
resource in the Chooser to do this:
I. Select the Chooser from the .t Menu. The Chooser window
opens.
2. Click the AppleShare icon. At the right side of the window,
a list of Macs available for sharing will appear, like this:
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3. Select the name of the Mac you want to use and click the
OK button. A log-on dialog box will appear, like this:

Connect to t he file seruer · Doris' Mac" 11s:

0 Guest
® Registered
Nome:
Password:

Cancel

User

ICharlie

~==~--------~
(Tw o-w8y Scrambled)

(Set Password

I n

OK

B

v7.0b1

4. Your Mac's Owner name will appear in the Name box. If
you aren't the Mac's owner, type your user name. Then
press (:Th§:l and type your password. If you aren't a registered
user for the Mac you want, click the Guest button to register
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as a guest. (If you don't know whether you have a registered
user name, check with the other Mac's owner.)
5. Click OK. You'll be connected to the other Mac, and you'll
see this dialog box for selecting specific shared items:

~

Doris' Moe

r••n••=:Jl
Select the Items you wont to use:

Checked Items ( ) will be opened ot
system stortup time.

Concel

((

OK

)J
v7.0b1

Only disks or folders that the remote Mac's owner has made
available for sharing will appear in this dialog box.
6. Click on the folder or disk name you want to share.IShittlclick or drag in the list to select more than one item.
7. Click OK. The shared item(s) will appear on your desktop.

Connecting to a shared Item automatically at startup
If you use a shared item constantly, you may want to set up your
Mac so it automatically puts the item on your desktop every time
you start up. To do this:
1.

Select all the items you want to share (steps 1 through 6 in
the section directly above).

2. Check the checkbox(es) next to the item(s) you want automatically placed on your desktop. Two new buttons will
appear at the bottom of the box, like this:

·
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Dorls'Mac

r····-=:c
Select the Items you wont to use:

Checked items ( 181) will be opened at
system startup time.
® Soue My Nome Only
0 Soue My Nome and Password
Cancel

It

OK

)J
v7.0b1

If you click the Save My Name Only button, then you'll be
asked to enter your password each time your Mac starts up,
(unless you've connected to the Mac as a guest user).
If you're a registered user, choose this option when other
people use your Mac and you don't want them to use the
shared folders you've set to automatically be put on the
desktop. When they start up your Mac, they won't know the
password for the log-in dialog box, and they'll click the
Cancel button. Then the Mac will start up, but the shared
folder won't appear on the desktop.
If you click the Save My Name and Password button, then
you'll automatically be logged on and the shared item will
appear on your desktop without your having to do anything.
3. Click the OK button. The shared item will appear on your
desktop, and it will appear there each time you start up
your Mac.

Changing your password
If you're not using registered user names and passwords when you
share files, skip this section.
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When you share the files of several different Macs on your network, you must register and log on to each Mac individually. If
you connect as a registered user rather than as a guest, it's best to
use the same user name and password throughout. Otherwise,
you'll have to remember which name and password you need for
each Mac on your network.
Likewise, Mac owners must register users by name, so you
should get together with others on your network to make sure
you're all using the same names to register each other (see File
sharing tips Chapter 14, p. 244). If they're not consistent, each filesharing Mac's owner can change them so they are (owners can
also allow for you to change your own password when they register your user name-see Setting user access options, Chapter 13,
p. 226).
If you're allowed to change your password, you use the log-in
procedure to do it; and in order to do it, you must know the existing one. (Otherwise, anyone could set the password and gain
access to your files.) This is how you change it:
1. If you're already connected to the Mac where you want to
change your password, disconnect from it by dragging the
shared item's icon to the Trash on your desktop.

2. Select the file-sharing Mac you want with the Chooser (see
Connecting to a shared item, p. 216 above if you need the
steps). The log-in dialog box will appear.
3. Click the Set Password button. A dialog box will ask you to
enter your current password and new password, like this:

Old possword:
New possword:
( Concel )

II
I

I
I
((

OK

~
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4. Type your old password and new password in the boxes
provided, then dick OK. You'll be asked to re-enter the new
password to confirm it.

5. Re-enter your password and dick OK again. The second
dialog box appears so you can select specific shared items
on the remote Mac's disk. From here, you can continue the
log-in procedure normally.

Using a shared Item
Once a shared item appears on your desktop, what you can do
with it depends on the access privileges you have for that item.
If an item has been shared following only the procedures in this
chapter, it has the default access privileges and you'll be able to use
the files in that item just as if they were on a disk connected locally
to your Mac. But your access privileges for shared items may be
restricted-see Chapter 13, p. 230.

If you have full access privileges within a shared folder or disk,
you can make new folders inside it. As you know, when you make
a new folder and become the folder's owner, only you can change
that folder's access privileges. However, the remote Mac's owner is
still the owner of the shared item that contains the folder you've
created.

Olsconnectlng from a shared Hem
When you shut down your Mac, you'll be automatically disconnected from any shared items on your desktop. To disconnect
from a shared item without shutting down:
l.

Make sure you've closed all the files from the shared item.

2. Select the item's icon on the desktop and either drag it to
the Trash, or choose Put Away from the File menu.

Users~

access prl
As explained in Chapter 12, you can share your
folders or disks with other users on a network.
If you accept the default settings, sharing an
item means that everyone on the network can
see, copy, rename, change or delete the f71es in
that item. JH>
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Users . groups and access privileges
By registering users and groups and setting access privileges,
though, you can specify who shares your files and what they can
do with them:
o

o

With registered users or groups, you can share items with
some users but not with others.
By changing access privileges, you control what others can
do with your shared items. For example, you can let some
users change the contents of a shared folder while letting
others see the contents, but not change them.

In this chapter, we'll cover all the details of registering users
and groups and setting access privileges. We assume you've read
Chapter 12 or at least have registered your Macintosh name and
owner name with the Sharing Setup control panel. If you haven't,
see Setting up file sharing in Chapter 12, p. 208.

............................
About users and groups

Registering users
As a Mac's owner, you control who can connect to your shared
items. You register specific user names and then assign different
access privileges to different users and to guests. Privileges for a
particular user apply only to that user, while those you assign for
guests apply to anyone who registers as a guest.
Before you can assign access privileges to a particular user, you
must register that user's name. Register as many users as you want,
as long as each of them has a unique name.
To register a user:
1. Open the Users & Groups control panel in the Control
Panels folder. It looks like the one at the top of the next page:

Users.. groups and access privileges
~

Users & Groups
45MB in disk

2 ittms

[]
Ch~rlit
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1¢ 121
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If the Users & Groups control panel hasn't been used on your
Mac before, you'll only see two icons, one for a guest user and one
for yourself as the Mac's owner. The owner's icon has a heavier
outline to distinguish it from other user icons.
2.

Choose New User from the File menu. A New User icon
appears in the control panel with the name selected, like this:

:o

Users & Groups
44 .8 MB in disk

3 ittms

[]
Ch~rlit

0~
32MB availablt

~

0

<Gutst>

11•1.
0

¢1

1¢ 121

3. Type the user's name, and then press IRetuml or !Enter!, or
click away from the icon to confirm the name change.
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Setting user access options
Once you've created a user, you can set that user's access options.
Access options determine the level of access a user may have to
your shared items (subject to further restriction by the access privileges you set for each of those items; seep. 230). To set a user's
access options:
1. Doubleclick that user's icon in the Users & Groups control
panel. The user's window opens, like this:
~0

LJ

,~,

Doris

File Shoring

181 Allow us•r to conn•ct
181 Allow ustr to chang• password
Groups :

~ Program Linking
D Allow ustr to link to programs
on this Macintosh

2. If you like, type a password the user will need to get into
your system in the User Password box, then close the window. The next time you open this user's window, a string of
bullets will have replaced the actual password to hide it
from view.

r:;:\ n It's usually better to let users select their own passwords; if you

\::J.

don't, be sure to tell them what their passwords are.
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The Allow User to Connect checkbox is normally checked so
the user can connect to your Mac. Uncheck the box if you don't
want the user to have access to your Mac.
The Allow User to Change Password checkbox is also normally
checked, so the user can change the password you've entered. If
you don't want the user to be able to change the password,
uncheck the box.
The Groups list shows the names of all the groups to which the
user belongs. At first this list will be blank because you haven't
created any groups yet. (See Registering groups, p. 229 below).
Finally, the Program Linking area has a checkbox that lets a
remote user's programs exchange information with programs on
your disk. See Chapter 15 for more information on program linking.

Changing owner and guest access options
You can also set access options that always apply to guest users or
to yourself as the Mac's owner (for times when you access this
Mac from other Macs on the network).
To set the owner access options, doubleclick the owner's icon
in the Users & Groups control panel. The owner window will
appear, like the one at the top of the next page:
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§0

LJ

.~.

Cherlle

File Shering

[83
[83

Allow Unr to Conn.ct
Allow Ustr to Change Password

1:8] Allow User to Stt Entire Volume
Groups:

~ Progrem linking
0

Allow remott ustr t o
link to miJ programs

The only difference between this window and an ordinary user
window is the Allow User to See Entire Volume checkbox. Checking this allows you to access all the disks, folders or files on your
Mac from another one, whether or not items have been sharedwhich is convenient if you have to use someone else's Mac.
To set guest options, doubleclick on the Guest icon in the Users
& Groups control panel. The Guest window appears, like this:

§0

LJ

.~.

<Guest>
File Shering

1:8] Allow Guests to Connect

~ Progrem linking
0

Allow guest to link
to IJOUr programs .
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The only file sharing option here is to allow or deny guests
access to your Mac. The default setting allows access. Uncheck the
box if you don't want guests to connect to your Mac. (For more
on the Program Linking option, see Chapter 15.)

Registering groups
Creating groups lets you assign the same access privileges to
several users at the same time. Once you create a group, adding or
removing users is easy.
To create a group of users:
1. Choose New Group from the File menu. A New Group icon
appears in the Users & Groups control panel with the name
selected, like this:
~0
5 il•ms

44 .8MB in disk

[] []
Charli•

0§

Users & Groups

<Guut>

32MB ~v~ibbl•

[]
[]

-o

Bill

Doris

2. Type a different name for the group if you want, then press
!Return] or !Enter] to confirm it, or click away from the icon.
3. To add users to the group, drag their icons on top of the
new group icon. A message will tell you the user is being
added to the group. But the user's icon still appears by itself
in the Users & Groups control panel. (That's because a
single user might have additional privileges beyond those
assigned to any group he or she is part of.)
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To see all the users in a group, doubleclick its icon. You'll see
the group's window, like this:
§n~

New Group ~~
2 it•ms

~

lfmJ
Doris

lfmJ
Bill

~

~
IQ 1121

You can also add users to a group by dragging them inside this
window.

Deleting usen and groups
You can delete registered users or groups at any time. But you
can't delete the Owner or Guest icons.
To delete a user from your Mac, select the user's icon in the
Users & Groups control panel and drag it to the Trash.
To delete a user from a group, open the group window and
drag the user's icon from there into the Trash. (This won't delete
the user's icon from the Users & Groups control panel.)
To delete an entire group, select the group's icon in the Users
& Groups control panel and drag it to the Trash. (This doesn't
delete individual users frbm the Users & Groups control panel,
only the group.)

............................
About access privileges

Whether or not you register specific users on your Mac, you can
specify access privileges for your shared items. (These may be
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items on your own hard disk, or ones you've created on another
user's shared disk.)
Whenever you have file sharing turned on and you select an
item to share on your disk and then choose the Sharing...
command from the File menu, the sharing window presents
you with several options for setting access privileges, defaulted
like this:

10 - = = - - Shared Stuff
- -

--

Macintosh HD : Shartd Stuff

181 Shart this ittm and Its conttnts
Stt
Foldtrs

I
Unr /Group : I
Own•r :

Charlit
<Nont>
Evtryon•

0
0

·I 181
·I 181
181

Stt
Filts

Makt
Changts

181
181
181

181
181
181

Makt alltnclostd foldtrs likt this ont
Can ' t bt movtd, rtnamtd or dtltttd

The Share this item and its contents checkbox is checked, and
the access privileges options in the middle of the window are
active. If you uncheck the Share this item and its contents checkbox, the access privileges will be dimmed, because there are no
privileges to set if the item isn't being shared.
Whenever you have file sharing turned on, you can select any
item on any disk and choose the Sharing ... command to view its
current setting. If file sharing isn't turned on at the time, you'll see
an alert that tells you sharing must be on first. If you're not the
owner of a selected item, the sharing window will still appear, but
you won't be able to share the item or change its access privileges.
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Kinds of accea privileges
There are three classes of access privileges you can set in the sharing window:

• See Folders means users can see a folder but not open it to
see what's in it or work with its contents.

• See Files means users can open a folder and open its files or
copy them to their own disks.

• Make Changes by itself means users can save new files to a
folder. If See Folders and See Files are also checked, users can
open the folder and open, copy, rename, change or delete
files or folders within it.
You can use the checkboxes in any combination for different
situations. When a box is checked, that privilege is granted; when
it's unchecked, that privilege is withheld.
The sample window on the preceding page (Shared Stuff)
shows the default access privileges. Everything is checked, so anyone who shares this item can do anything with it. For some examples of different access privileges you can set, see Access privileges·
in action at the end of this chapter, p. 238.

Classes of usen
The sharing window lets you set access privileges for three levels
of user: the Mac's Owner, a specific user or group of users
(User/Group) and all other users (Everyone).
The Owner and User/Group boxes are actually pop-up menus.
You can choose a new owner for the shared item or assign access
privileges to a specific user or group by selecting different names
from these pop-up menus.
Until you've registered other users and groups, the Owner
menu will list only your name and <Any User>, and the
.... User/Group menu will say <None>.
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If you're the owner of a folder, you'll want to be able to do
anything with its contents, so you would normally leave all the
Owner checkboxes checked. To restrict access privileges for specific
users, groups or guests, uncheck the box( es) for the class( es) of
privileges you want to deny.
For more on how these settings work, see Access privileges in
action on p. 238, later in this chapter.

Other access options
The two checkboxes at the bottom of the sharing window give you
additional control over folder access.
The Make all enclosed folders like this one checkbox lets you
copy the privileges of the current folder to any other folders contained (or nested) in it. This option saves you the trouble of setting the options for nested folders individually. If you don't check
this box or set specific privileges separately, any nested folders will
have the default access privileges.
When you first make a new folder inside a shared disk or
folder, its default access privileges are the same as the ones set for
the disk or folder itself, and you're the new folder's owner.
The Can't be moved, renamed or deleted checkbox locks the
folder so its name and location can't be changed. This is often a
wise precaution, since you've probably given folders their names
and locations for a good reason and you don't want others to be
able to change them.

Using consistent user names
Once you register a user's name, that person must use that exact
name to connect to your Mac, so be sure to tell other users exactly
what names you've registered them with.
So again, it's easiest if every Mac owner on the network uses
the same set of names when registering users.
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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 selecting 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:
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Dutu Cell
~ 'tt'h•r•:
·

Dih Cell, Din's Mac

· Conn•ct•d As : Charlie
Privi1•g•s:
Se• Folders, Set Files, Make Ching~s
s~~

s~~

Mi k~

Fold~rs

fil~s

Chang~s

Ow n.r :

f.~.~~:.·.·. .·: .·.·.·: : :.·: :.·.·.·.·: .·.·.·:::.·::::J C8:J

rx:.

C8j

Us•r /Group:

f.~.~·~i,·).~~::::::::::::::::::::.'.'.'.'.'.'.'J C8j

X
X

C8j

Everyone

C8j

C8j

['.'.'.'.] Mak~ all currently ~nclond fold~rs lik~ this one

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.

e

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:

0

:~:
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:

LlJ

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:

L)j
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.

c:;J1

If you'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:
Doris' Stuff
Siz• Kind

D C.S. stuff
D PEP Proposals

11K

Mi~

6K Mi

(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

Folders

Files

Make
Changes

D
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

Folders

Files

Make
Changes

D
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
Folders

See
FHes
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Make
Changes

D
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
Folders

See
Files

D

Make
Changes

D

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
Folders

See
Files

D

D

Make
Changes

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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Owner:
User /Group:

I
I

CharHe
<None>

See
Folders

See
Fnes

Make
Changes

~

~

~

~

~

~

~

~

~

"'I
"'I

Everyone

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

I
User /Group : I
Owner ;

CharHe
Marketin~

See
Files

Make
Changes

"'I D
"'I D

D
D

D
D

~

~

~

Everyone

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

I
User /Group : I
Owner:

Charlie
Marketin~

Everyone

See
Folders

See
Files

Make
Changes

~

~

~

~

~

~

D

D

D

"'I
"'I

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

I
User /Group : I
Owner:

Charlie
Marketin~

Everyone

See
Files

Make
Changes

"'I ~
"'I D

~

~

D

D

~

~

~
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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 Marketing 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.

Owner:
User /Group:

I
I

Charne
Market;ns
Everyone

See

See

Folders

Files

Make
Changes

181
D
D

181
D
D

·~ 181
·~ D
D

Here, only the owner has privileges. All other users are denied
access.

Owner:
User /Group:

I
I

See

See

Folders

Files

Make
Changes

Charl;e

·l D

D

D

Dor;s

·~ 181

~

~

D

D

D

Everyone

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

• • • • • • • • • • • • • • • • • • • • • • • • • • • •

How secure lslt?
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.

e

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.

P T E R

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. H
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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 registration 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 setting special privileges-just don't share them.

r:;:\ n 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 specific 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 create 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.)

Use aliases
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 ti 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.)
~

You can use aliases inside shared items, too. Placing an alias in
a shared folder allows others to open the original i~em, but
since users only see the alias, they can't rename or delete the
y original item.

Save flies 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 substitute 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 01_1
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 consider 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 information.
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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, theri 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
seruer's administrator.

l(

OK

)J
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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. If another 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 COMect 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 Hem
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 yourself 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 transfer 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 Hs files or save flies 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 COMecflon wHh 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' Moe"

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

OK

)J

(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 popping 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:

File sharing tips and troubleshooting
~
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''Doris' Mac••
The file server has closed down [ 12:11 PM on
3/1/91).

l{

OK

)J

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 Mat 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 connection using step 2 in You can't find a file-sharing Mac on the network
on p. 24 7. If your connection is okay, ask the owner of the remote
Mac to resolve the problem from his or her end.

Program linking
lAC and

Apple Events

System 7.1 has a powerful new capability called
Inter-Application Communication (lAC) that
allows different programs to exchange commands or data with one another automatically.
lAC 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 lAC, 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.
lAC 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 Application), 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.

r,:;:\ ~!

~

For information on the Apple Ev~nt~ directory, contact the
Apple Program Developers Assoctatlon 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 function. 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 network. (To send Apple Events between different programs on your
own Mac, you don't need to have program linking on.
As with lAC 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 p~ovides
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 procedure 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.

............................
.

two ways 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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I.

Linking from your Mac to other programs If you're linking 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 ~onnected 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, dick 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 wHh other usen

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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~0~

Clarls Resolue ~

~

Claris Resolve

Kind: application program
Vhere: Macintosh HD:
Applicat;ons: Clar;s
Resolve:

Prognm Linking

l8J Anow 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.

............................
Controlling other usen' access to your shared

programs

Other users who want to share your programs must first connect
to your Mac, 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 windo~ opens, like this:
Doris
Um Pmword:

hjj II II iii

LJ
File Shoring
'~'

~ Allow Ustr to Conntct
~ Allow Ustr to Ch1n9t Pusword

Groups :

~ Progrom linking
D

Allow rtmott ustr to
link to m4J pro9r1ms

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
program

Don't share that program.

No access for a particular
user
No access for guests

For each user and guest,
no access is the default,
so just leave 1t 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 information 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., lAC and Apple Events
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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.

&loaary
• • • • • • • • • • • • • • • • • • • • • • • • • • • •
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.

aoceu 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.

aocea 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.

aDaa
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 tl menu, the Finder desktop or inside a folder.

Apple Even1s
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 ei 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-0 or 1. Short for binary digit. Also see byte.

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

byte
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).

Glossary

265

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 tl menu.

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

Desktop 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.I. (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.

fl.le server
A computer on a network that others on the network can access for applications and documents.

file sharing
The capability of networked Macintoshes to share the contents of folders
with each other.
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File Sharing MonHor
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 ofiShiftl, loxl 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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lnlt
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 (lAC)
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 a~ 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 connection possible.

outline 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.

outline 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.

PMMUchip
A Paged Memory Management Unit chip, which must be added to the
Macintosh II 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.

PostScript
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 lAC 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).

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

Startup Items 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 th.e 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-bH 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 automatically 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.

WorldScrlpt
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.

Index
A
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 command,46-47
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,

llO
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 command,46-47
aliases in, 11 0-111
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, Ill
unwanted, items, 112
Apple Menu Items folder,
107-112
aliases in, 11 0
illustrated, 108
Mac Portable/PowerBook and,
108

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, 100
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

8
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

e·
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, 90-9 1
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, 113-11 4
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, I II
contents of, 112
illustrated, 124
for switching startup disks, 40-41
See also control panels
copying
files, 57-58
printed documents, 177
screen snapshots, 6 1

I)
DAs
aliases, 79
incompatibility of, 38-39
installing, 4
on Apple menu, 109-110
manually removing, 110
reinstalli ng 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, 140-14 1
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, 8 1-82
all at o nce checkbox, 84
expanded,83
Mo re C hoices butto n, 83, 85
Installer, 34
log-on, 217
Set Password button, 220

Index
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,46-47,49, 157
Close command, 70
command shortcuts, 64
Duplicate command, 70
Find Again command, 81-86
Find command, 81-86
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File menu, continued
Get Info command, 49-~0,
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, 25 7
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, I 09
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, ISS
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 perform\lnce 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, 244-245
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, 205,2 11
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, 46-48
loading multiple programs
and,48-49
making stationery in, 162-164
for printing in background,
50-51
using MultiFinder and, 48-49
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, 59-60
for taking screen shots, 60-61
See also keyboard shortcuts
flag icon, 66-67
floppy disks
information on, 76
installing System 7. 1 fro m,
22-26
See also hard disk

Index
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
connectingto,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, l15
fixed-size, l17, 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, l15
viewing, 4, 116-117
in window titles, 136
Fonts folder, 6, 114-118
function of, 115
illustrated, ll4
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, 185-188
Utilities menu, 188-189

&
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
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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

lAC {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, 5 1-52
customizing, 71
disk, 30
flag,66-67
folder privileges, 7 I
Guest, 228
guest user, 225
" happy mac," 37
Help menu, 46
Installer program, 23
item, 47-48, 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, 6 1-62
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

Import Movie command, 166
incompatibilities
running, 39
startup, 38-39
Initialize Printer's Disk command
(Font Utility), 187
!NITPicker, 38
inits
incompatibilities of, 38-39
reinstalling, 30
Startup Items folder and, 120
Installer disk, 22-23
Installer program, IS
completion of, 29-33
icon, 23
QukkTime 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, 11 7-118
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, 47-48, 108
labels for, 92

items, continued
labels, sorting, 53
names of, 47-48
arranging, 111
editing, 48
selecting, 47-48
by typing, 55
can't inove, rename, delete, 249
groups in list vit:w, 55
shared
can't change access privilege
for, 248-249
connecting to, 2 16-218
connecting to at startup,
218-2 19
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 sho rtcuts, 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
fo r changing names and colors
oflabels, 53
function of, 90
illustrated, 9 1
None command, 91

Index
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

M
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
Master}uggler program, 118
memory, 150-151
32-bit addressing, 6, 144, 152
using, 156-15 7
application, 49-50, 72
cache size, 144, 152-153
file sharing and, 206
fragmentation, 157-159
low-memory message, 158
minimizing, 158

memory, continued
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
MODE32, 11
moving files, 57-58
Multifinder, 9
Finder and
differences, 49
using, 48-49

N
name search criteria, 86
networks
can't find Mac on, 24 7
connecting to, 208
file sharing on, 2.06-216
publishing and subscribing on,
200
New Folder command, 70
None command (Label menu),
91

0
Open command, 47,56-57,70
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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 HorizontaJ/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, 188-189
fonts, 170-171
J?rinter, 191
screen, 191
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PowerBook
Apple Menu Items folder and,
108
virtual memory and, 156
Preferences command (PrintMonitor 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, l83
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
QuickDraw, 172-173
reinitializing, 189
StyleWriter, 172
See also LaserWriter; PrintMonitor
printer spooler, 119
Print Font Catalog command
(Font Utility), 187-188

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
commands, 182-183
Print Window command, 70
program information, 71-73
program linking, 7
explained, 255
managing, performance,
260-261
on remote Mac, 256

program linking, continued
starting, 256-157
turning off, 260
two ways for, 255-256
users/guest ac<:ess 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
movie, 167
player controls, 167
speeds, 168
Starter Kit, 168
using, 165-168

Index
R
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

ssaving 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, 47-48
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~ac,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 file· sharing, 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, 37-42
disk, 124-125
scanning order, 40
switching, 40-41
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 (PrintMonitor 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 .I and, 19
moving files to, 20
reclaiming disk space and, 36
reinstalling old files, 30-32
replacing, files, 22
unblessing, 20
updating, 2 1-22

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, 11 7, 171
mixing
formats, 190
with other fonts, 190-192
printing with, 173
removing, 189
See also fonts

u
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
class~s of, 232-233
privileges by, 239-241
creating group of, 229-230
disconnecting, 214-216
warning fo r, 2 16
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 leon view, 94
views
Icon, 137, 235
Jist, 53, 55
outline, 54
Small Icon, 137,235
Views control panel, 55, 135-139
Always snap to grid checkbox,
137

Index
Views control panel, continued
Calculate folder sizes checkbox, 138
Font for views area, 136
function of, 135-136
Icon and Small Icon Views
area, 137
illustrated, 136
List Views area, 13 7
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
dosing 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, 62-63
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
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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 II, 35
installing additional keyboard
layouts and, 133

z

zoom box, 53

More from Peachpit Press• ••
Art of Darkness (with disk)
frferf fenton
This book is the perfect companion to AFn:R
DARK, 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 AFn:R DARK modules created exclusively for this book. (128 pages)

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

,,,, ,,,.,

tell them. Illustrator lllumin11ted 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 UHie Mac Book, 2nd Edition
Iobin 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.

(184pages)

The Dead Mac Scrolls

The LIHie Mac Word Book

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)

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
ofWord's writing tools; setting up complex
tables, and much more! (240 pages)

Desktop Publisher's Survival Kit
Dartld Blafner
Here is a book that provides insights into
desktop publishing on the Macintosh: troubleshooting print jobs, working with color,
scanning, and selecting fonts. A disk containing
12 top desktop publishing utilities, 400K of clip
art, and two fonts is included in this package.

(176pages)

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

Helmut Kobler

The UHie QuicKeys Book
Steve Ioiii 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
Arfllur llaim1111, llanff f. Dunn, Susan
lltkAIIIsler, John Kadylr, and a cast
of flrOUJIInds
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 30page 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
JaveMarlf
This two-disk companion to The Macintosh
Bible, 4th Edition offers Mac users an introduction 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 Iubin
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 understandable solutions for scores of the most
common problems. (284 pages)

The Macintosh Bible ''What Do I Do
Now?n Book, 2nd Edition
Charles Iubin
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
Rollin 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 documents look clean and professional. (72 pages)

The QuarkiPress Book,
2nd Edition
Da•ld Blatner and Keith Stlmely
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
Dla• Martin K•ern
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
Ste•e Aulfstalfalnis and Da.,;d Blatner
Virtual reality is the amazing new technology of
"pretend worlds," where individuals can
completely immerse themselves in computergenerated 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 Resource Editing
(with disk)
Derrick Sd1nelder et 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)
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Canvas 3.0: The Book

21.95

Dead Mac Scrolls

32.00

Desktop Publisher's Survival Kit (with disk)

22.95
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24.95
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14.95
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15.95
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18.95

The Macintosh Bible, 4th Edition
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25.00
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22.00
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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."
-DAVID 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: ·
•Installation and compatibility
• The new &: improved Finder
• The System Folder
• Managing program memory
• Printing and fonts
• Sharing files and linking programs
• Using Publish &: Subscribe ·
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