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restore them to the hard disk. So I called them up, and they told me to send
them the disk. They rebuilt the directory and sent it back to me the next
day. It's a small company, but they seem to be really caring people, with
very good products.

Cheryl Jencks, Graphic designer and editor

One of the things that I've done which is a neat idea is to boot off my
external hard drive, and use my internal one for backup and for storing
stuff I don’t use very much. The nice thing about an external drive is that
you can take it with you so that your office is always available wherever
there’s a Mac. Two drives is a very smart idea—and always buy twice the
size drive you think you need.

Martin Dalgleish, Consultant to international businesses

I back up regularly with DiskFit, about once a week. I just do one set [of
backups]. The DiskFit manual says you should keep two different sets,
and rotate them and everything—but you’d have so many disks! 1don’t
run into that much serious trouble. Ido have to admit I make an extra set
every two months or so, and take them to my parents’ house in Phoenix
when I go there. This is LA—I gotta be ready for the earthquake!

Brian Batastini, President of Magical Entertainment

Viruses: Should You Worry?

Viruses, as unpleasant and real as they can be, have become a convenient
scapegoat for everything that goes wrong on the Mac. Got a System bomb?
Blame a virus—don’t stop to make sure you don’t have extra copies of the
System file on your disk. Mac won’t boot? Blame a virus—don’t even
question the mishmash of 17 INITs and CDEVs you have in your System
folder. This section is an effort to help you figure out when (and if) you
really do have a virus infection, and when you should turn your attention to
other problems.

What is a Virus?

Biological viruses are characterized by their small size and by the way they
latch onto living cells, then multiply and infect other cells. Computer
viruses are similar: Small bits of programming code that latch onto other
programs, then multiply and “infect” other programs. Computer viruses
as they are currently known in the Mac community bear other similarities
to their biological counterparts, including:
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* Viruses come in many varieties. Most are not really very
severe; they should be considered in the same league as the
common cold, not as comparable to AIDS or other deadly
viruses.

*  You may harbor a virus for months without realizing it, while
the infection is spreading.

* Removing the original source of the infection and its original
target won't stop the virus if it’s already spread to other “cells.”

Biological viruses are a trick of nature; computer viruses, unfortunately,
are tricks played on all of us by very twisted programmers. In common
with vandals, mass murderers, and other social misfits, virus programmers
want a feeling of power over other people, and they love to read about their
exploits in the computer press. While some of them claim to write viruses
to “alert people to weaknesses in computer security” or to “spread a
message of peace,” as long as the end result is anxiety and wasted time and
resources, I for one can’t attribute any positive motives to any of these
criminals.

What Is the Worst a Virus Can Do?

Conceivably, there’s no upper end to what a virus could do. But don’t let
that statement panic you: The viruses that have circulated in the Mac
community so far only affect applications. They do not harm data. 1 can’t
emphasize this enough: If you have original diskette copies of all your
applications safely on a shelf somewhere, you can easily recover from any
virus infection the Mac has seen to date. (While this is meant to reassure
you, and is true as I write this, past experience is no guarantee for the future.
Read Mac magazines and stay current, so you'll know if things change.)

How Do You Know You’ve Got a Virus?

There are two ways you're likely to find out your Mac has become infected:
By using special utility programs that diagnose possible viruses, and by the
presence of certain symptoms.

Common Symptoms to Watch For. There are three main symptoms that
might tip you off to the presence of a virus. They are:

e Difficulty running or printing from programs, especially
spreadsheets or graphic programs. (My only encounter with
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SCORES, one of the two most common Mac viruses, made
itself known when copies of the network game Maze Wars
wouldn’t run.)

* Changes in the size of your System file, when you haven’t
added any fonts or DAs. Since viruses frequently lodge in the
System file and multiply there, it’s not a bad idea to jot down
the size of your System file, then check it from time to time.

® Changes in icons, especially the Scrapbook and Notepad
changing from small Mac icons like those seen on the left to
generic document icons like those on the right:

D
Notepad File D Notepad File
Scrapbook File Scrapbook File

This phenomenon is one of the classic tip-offs to infection with
the SCORES virus.

Since these symptoms apply to known viruses—principally SCORES and
the second widely-observed Mac virus, nVir—you might also want to use a
diagnostic program that helps guard against infection.

I caught a virus when I took my disks to someone’s computer to print a
couple of contracts. The disks had the documents and my application on
them, and the virus jumped onto my copy of Word, then got into my
System when I got home. I had an inkling that I had a problem: MacWorld
had a great article on viruses that said one sign of nVIR is an extra beep as
you go into an application. (What's worse, according to the article, is if
you have [the speech utility] MacInTalk installed your computer says
“Don’t Worry” instead of the beep.) My user group suggested using both
Virus Rx and Interferon to get rid of the virus, so I did. Now I've got
Vaccine on my System, to warn me about any other viruses.

Brian Batastini, President of Magical Entertainment

Virus Diagnostic Programs. Programs that “prevent” viruses fall into two
categories: Those that watch for the behavior of known viruses like
SCORES or nVir, and those that watch for changes in the System file. Those
in the second group are potentially more powerful, since they have the
potential to warn you of new and different viruses. But since they operate
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by notifying you when any changes are made to any resource in the System
file, they can cry wolf often enough to make you eventually ignore real
problems.

A few words of explanation are in order. The Mac’s System file is made
up of dozens and dozens of resources, which can be thought of as building
blocks that can be combined to customize your copy of the System. You
change resources whenever you add or remove a font or desk accessory;
other commercial programs make additional changes to System resources
to make those programs work in special ways. Modifying and replacing
resources, then, is a feature of the Mac System, as explained in Chapter 7.

But this feature is something that in fact makes the Mac more vulnerable
to viruses than some other computers might be. And that’s because viruses
often operate by modifying System resources, or resources in other applica-
tion programs (since all Mac programs use the building-block approach).
So now you can see why a program that beeps whenever resources are
changed might be a mixed blessing! If you use such a program, at least
make sure to remove it or turn it off whenever you use the Font/DA Mover.

Some of the better-known virus detection programs include:

Ferret by Larry Nerdry detects Scores

Interferon by Robert Woodhead  detects Scores and nVir,
watches for changes to
system file

Vaccine by Don Brown Detects Scores and nVir,
watches for changes in
significant system re-
sources

Virus Rx by Apple Computer Detects Scores and nVir

I've given credit where credit is due, here, because each of these authors has
distributed his program without charge, for the good of the user commu-
nity (Woodhead requests a donation to his favorite charity). These pro-
grams are available from their authors, through user groups and on-line
services, and in the case of Virus Rx, from Apple dealers. See the product
list in the Appendix for more details.

Virus Cures

Many of the programs listed above as virus detection utilities also help
eradicate viruses. Others on the market specialize just in the cure of viruses.
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These programs find infected files, then help you remove those specific files
from your hard disk.

I’'m a bit wary of this approach. Once a disk has been infected, I thinkit’s
better to completely initialize the disk, to make absolutely sure that all
traces of the infection are eradicated. I know this sounds something like the
old days, when a child’s toys and bedclothes were burned after a bout with
scarlet fever—but I don’t think it's going overboard. One of the known
traits of the SCORES virus, in fact, is its ability to modify itself and hide,
then come back and start infecting a disk again.

Here's what I recommend you do, once you’ve determined that you have
a virus infection:

(1)  Back up all your data files. While data files are not corrupted by
known viruses, it's recommended that you make a completely new
set of backups rather than write over the disks you used for your
last backup session. An extra backup copy never harmed anyone.

(2)  Erase the hard disk. Use a locked floppy containing a copy of the
utility that came with your hard disk to initialize it. (In the case of
Apple’s equipment, this is the Apple HD SC Set-up program in the
Set-up folder on your System Tools disk.)

(3)  Check your master System and application disks and any other
floppy with a virus detection program to make sure they’re clean.
Here’s how you must do this:

a) Putanew copy of the System and Finder on your hard disk. Puta
copy of a virus detection program like Virus Rx on the hard disk,
then check the hard disk to make sure that what you’ve done so far
hasn’t infected the hard disk.

b) Now check every floppy you own: your System master disks, your
original application masters, your backup disks, and any other disk
that’s been anywhere near your computer. Your detection pro-
gram will give you results for each disk.

If you checked them with Virus Rx, for instance, you'd get a long
report that’s a bit tough to understand, followed by a summary like
the one shown in Figure 9.13, which is all that really matters.

¢ Ifany disk is found to be infected, check your hard disk again
for viruses before you proceed, or you may risk transferring
the infection to every subsequent disk you check.
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SUMMARY :
Invisible Files & Questionable INITs: 3

* One or more questionable files were found.
* These don’t seem to be of immediate concern.
* You may wish to check their resource forks.

*
*
*

* Relax for now, but run this program cgain later. *

Figure 9.13 Virus Rx gives you a report on any suspicious activity after it

@

®
6
@

checks your disk.

Some sources recommend keeping your hard disk off and using
only the floppy drive to check your diskettes for infection; they
stress the importance of avoiding any risk of recontaminating your
freshly initialized hard disk. This is a bit silly: You'll be swapping
floppies all day on the typical one-floppy hard drive machine, and
it's much easier to simply use the hard disk for the detection
procedure, then wipe it clean again after the work is done.

Once you’'re done with the disk-checking procedure, initialize your
hard disk again (there’s so little on it, it's worth the extra bit of safe-
guard to wipe it out after you’ve been plugging diskettes in it right
and left). This time, restore your own System folder on the hard
disk, because you’'re on the road to recovery.

Copy all your application programs back onto your hard disk.
Restore your data files from their backups.

Check your hard disk one final time with your virus detection
utility, to make sure it’s virus-free.

At this point you can start breathing again. You've wasted a good half-
day’s work, but you’ve removed the infection from your Mac. Now read
the next section to find out how you can avoid getting infected again.
Unlike human viruses, computer viruses don’t leave behind any measure
of immunity just because you’ve had them once!

Virus Prevention

Virus prevention falls into two categories: safe computing habits and virus
prevention utilities.

Safe Computing Habits. In the current virus-panic atmosphere, you’ve
probably read articles that go so far as to advise you never to use public
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domain software and shareware, never to download any programs from a
bulletin board and never to put any floppy in your machine that hasn’t been
first checked for viruses. This is somewhat akin to saying you should never
leave the house during the flu season: Sure it would decrease your chances
of infection, but you’d never have any fun or get anything productive done.

Here are the middle-of-the-road guidelines that I follow:

e Get shareware and public domain software only from known
reliable and fastidious sources, like BMUG or The Boston
Computer Society. These groups depend on high-volume
sales of public domain software at very modest prices to sup-
port their computer outreach activities; they take huge pains to
keep their disks clean to avoid any possible risk to their reputa-
tions and their finances.

¢ Don't download program files from local bulletin boards.
Again, commercial services and boards run by the very large
user groups take stringent efforts to guard against viruses. But
downloading your own PD and shareware software from bul-
letin boards takes so much longer and generally costs more
than buying it from a reputable group that it isn’t really worth
the trouble.

* Trade data documents with friends and colleagues, but not
programs. No viruses loose in the Mac community to this date
infect documents. And if you're getting your PD and share-
ware from a reliable group and buying your application pro-
grams legally, what kind of program files would you be getting
from other individuals, anyway?

Virus Prevention Programs. These utilities work as INITs or CDEVs for
the most part, loading into memory at start-up and running at all times to
warn you if anything tries to modify resources in your System file or in any
application. I've mentioned several of them above under “virus diagnostic
programs”; most of these programs do double-duty in prevention and
detection. Another one I didn’t mention above is Guardian, a commercial
program that’s part of the Symantec Utilities (SUM) package.

Between the combination of reasonably careful habits and keeping a
virus “alarm” program on your machine to warn you of suspicious events,
you should be able to get back to work without sacrificing any considerable
amount of time or mental concern for viruses.
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Tips For Data Recovery

It would be perfectly possible—and appropriate—to write a whole book
just on data recovery. But rather than pass on to you every possible data
recovery problem and its appropriate solution, I’ll instead concentrate on
telling you what to do about three of the most common file problems, then
leave you with lots of advice about the tools and knowledge you should
add to your personal arsenal to deal with anything else that might come
down the line.

The Application is Busy or Missing

One of the most frequent problems you’ll encounter in opening files is this
message, when you double-click on a file in the Finder:

The file "chapter 2* could not be
opened/printed (the application Is busy
or missing).

Lo )

Figure 9.14 There are three main reasons you'll get this error message;
two of them are very easy to fix.

(Older versions of the System give the related message “An application
can’t be found for that document.”) When you try to open a file from the
Finder, your Mac checks the document’s file signature, a bit of information in
all files that tells what application created the file; it then tries to open that
application.

Sometimes the file signature gets damaged, and your document “forgets”
what program created it. If this happens, open the application first your-
self: You probably know what application you used to create the file. Then
use the File Open command inside the document to open the file. Saving
the file again in the normal manner should recreate its file signature prop-
erly, so the document will open from the Desktop next time you need it.

Other times, the master list of all your applications and their codes, which
is keptin the Desktop file, gets damaged and causes this problem. If several
files cause this message to be displayed, this is more likely to be the cause.
Rebuilding the Desktop, as described earlier in this chapter, will usually
solve the problem.
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In a very few rare instances, you may have to repair the file signature of a
specific document yourself, with a repair utility. One program that can
both diagnose this problem and help you fix it is 1st Aid Kit, described in
more depth below.

Accidentally Trashed Files

Another common problem comes from accidentally dragging files to the
Trash Can. You can always double-click on the Trash, open it, and drag
your file out again— only until the Mac's invisible janitor comes along and
empties the Trash (or until you select Empty Trash from the Special menu).

It turns out that trashed files can often be resurrected. This is because,
when you trash a file, it doesn’t actually get deleted: Its name simply gets
removed from your disk’s directory. Your actual data are still there but the
file won't be listed in any Finder windows or Open dialog boxes. The file
will remain on the disk until the computer needs the space it occupies to
store some new data you've created.

So if you do accidentally erase crucial files for which you don’t have
backups, stop working on your disk immediately. Don’t take the risk of
overwriting the deleted files before you have a chance to recover them.

SUM Guardian. One way to guard against problems like this is to use SUM
(Symantec Utilities for the Mac), the same package that I mentioned earlier
in conjunction with HD Tuneup. If you've installed it on your hard disk, it
should be able to recover any deleted file right after the accident, and even
recover some files later on.

I'm a real believer in Guardian. 1accidentally trashed the master mailing
list for my business after I'd just updated it. A half hour later when I
realized it was gone, I was able to get it back with just one click. It really
saved my life. The way it works is, you keep an INIT called Shield in your
System folder, and it keeps a record of files as you throw them away—sort
of a phantom directory. When you open SUM, it goes to the directory and
tells you whether the file’s still available. Sometimes it tells you a file's
available and it’s not all there; there are pieces missing and the file won't
open. It's not a sure fire thing, but it’s better than nothing.

Keith Thompson, Newsletter publisher

Do You Want to Initialize?

The most dread condition of all occurs when you put a floppy in your
drive—or even worse, turn on your hard drive—and get the message “Disk
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is unreadable. Do you want to initialize?” You know you don’t want to
initialize the disk, since that will erase all your data and destroy any chance
you might have of ever seeing it again. But the only other option this heart-
stopping dialog box offers is Eject, which won'’t solve your problem.

Problem:

There’s something temporarily wrong with the disk itscif.
Your disk hub (the round metal part you can see in the back) may
be stuck off-center. Also, disks left in the cold or in a hot car can
shrink or expand, making it impossible for the drive head to find
the exact location of your data. Always let disks come to room
temperature if they’ve been exposed to extreme temperatures.

Solution:
Wiggle the disk hub with your finger, and try the disk again. Many
disks that won’t work on the first try do fine on the second. If the
disk has been exposed to extreme temperatures, let it come to room
temperature before attempting to use it.

Problem:

There’s something permanently wrong with the disk itself.
If you've upended a chili-dog on your diskette or dropped it in a
mud puddle, it may be so gummed up your drive can’t read it.

Solution:
There’s no good solution for this situation. (Moral: Keep chili-dogs
and other foods away from your computer area, and transport
your disks in a good disk carrier.) Don’t even try to use the disk, or
you may damage the drive itself.

Problem:

There’s something wrong with the data.
All data on all disks consist of thousands of magnetic “on” and
“off” signals. If for some reason just a few of these signals go
haywire (due to an electrical surge or software crash while the disk
was in your Mac or due to contact with a magnetic field in some
other machine) the Mac may not be able to read the entire disk.

Solution:
Sometimes you can blank out the offending area with a utility
program (this is called “zeroing out bad sectors”).. Once the mess is
cleaned up, the rest of the disk may work just fine—but of course
you’'ll be left with a hole in the middle of at least one file, in the area
where you erased all the magnetic signals. Check out the instruc-
tions in 1st Aid Kit to learn more about this procedure.
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Problem:

There’s something wrong with the directory of the disk.
If the directory of a disk gets damaged, the data on the disk
becomes inaccessible, even though it's all still there.

Solution:
Use a utility program to restore the directory. If that fails, you may
be able to use a utility to extract text from your files, a process that
can get all the words out of your document while sacrificing any
formatting (fonts, margins, indents, etc.) in it.

If you've just retrieved your disks from the glove compartment and it’s
110° out, or if you've just mopped up your spilled coffee, you know which
of these possibilities applies to you. Diagnosing damage to your directory
or to your data itself is more difficult. I use a program called 1st Aid Kit.

1st Aid Kit

1st Aid Kit is one of those rare programs that gives the average user credit
for being able to understand some pretty sophisticated technical informa-
tion—but yet, doesn’t require this understanding to use any feature of the
program. Its big strength is its manual. Honest. Even if you have never
read another software manual in your life, consider reading the 1st Aid Kit
manual.

The manual starts off with three chapters that give you all the back-
ground you could ever want about how disks actually store data. These
chapters, entitled “Things Your Computer Salesperson Never Told You,”
“Files and Disks,” and “Prevention” are followed by three more chapters
geared at explaining how to diagnose and solve any kind of Mac-related
problem.

This second section starts with a chapter called “Error Messages” that
lists every conceivable kind of aberrant behavior of which the Mac is
capable, followed by all the normal on-screen error messages you're ever
likely to see. When something goes wrong, you thumb through the symp-
toms or through the alphabetical list of error messages to find the problem.
Each problem refers you to pages in the “Troubleshooting Procedures” and
“Recovery Procedures” chapters to help you figure out what to do. What's
more, each solution includes several possibilities, starting with the one
that’s simplest and least likely to cause any untoward side effects, and
continuing on through procedures that are more difficult and more risky.

I personally find it easier to deal with disaster when I have some inkling
of what's going on, and I've found that knowing more about how this all
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works makes me less likely to have disasters in the first place. If you'reona
hard deadline, though, or if you just go at life in a different way, you may
want to forego the manual and just use the software.

Unlike many recovery programs that assume you're a programmer, 1st
Aid Kit speaks English. If you had just received a “Want to Initialize”
message, for instance, you'd start by inserting the disk and pulling down
the Disk Repair menu.

Disk Repair
Diagnose & Recover..g,
Salvage Files by Tags..
Copy Diskette...

Fist Boot Blocks...

Figure 9.15 In 1st Aid Kit, most of your disk problems can be dealt with by
choosing Diagnose and Recover from the Disk Repair menu.

When 1st Aid Kit is running, the Mac’s normal defense mechanisms—
that would make it reject the damaged disk—are bypassed, to let you insert
your bad disk without the “initialize” message being triggered. You'll
proceed by selecting Diagnose and Recover from the menu, and 1st Aid Kit
will give you a full report on the disk, like this:

Diagnostic report for: Consulting (HFS)

Direotory damage has been discovered - use the remainder of this procedure to
recover the disk's files.

If any files are missing or demaged, try using the alternate recovery prooedure
‘Salvage by Tags".

If you diagnosed the disk beoause of problems with a specific file but that fite is not
Tisted as being damaged, refer to the seotion Extract Text' in the 1stAtd manusl,

Rirectories
The directory tformation {5 damaged -~ the disk is not useadble.

oot Dlocks;
The Boot Blocks indicate that this is not 3 startup disk.

Figure 9.16 After it examines your disk, 1st Aid Kit gives you a full report.
Then you can use its excellent manual/guidebeok to decide
what to do next.
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You'll select List Files, and 1st Aid Kit will show you a list of all the files
on the disk—even though it reported directory damage. You'll check the
list, and select any file(s) you want to salvage, then click on the Recover
button in the List Files window
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Figure 9.17 If afile can’t be recovered in full, 1st Aid Kit can often recover
the text contents of the file. If your data are essential, a mess
like this is better than no file at all.

What happens next is not so definite. 1st Aid Kit will chug away, and will
report your files as recovered. In many cases this will be true, and you'll be
back in good shape. Sometimes the recovery’s not successful, and then
your options depend on the type of file you've lost. If your files were
produced by a word processor or database, you'll want to use 1st Aid’s
excellent Extract Text feature, which is almost always successful in pulling
the actual words out of your dead file.

If your files were created by a graphics or spreadsheet program, you'll
probably have to give up at this point, and get on with recreating your
work.

Symantec Utilities for the Mac (SUM)

SUM contains disk recovery tools in addition to the defragmentation tools
and undelete-file tools you saw earlier in this chapter. SUM's features
overlap with those in 1st Aid Kit by quite a bit. Both can recover files from
a damaged floppy or from a crashed hard disk, about equally well. But
SUM goes one giant step further, in recovering files from a hard disk that’s
actually been initialized.

It turns out that, although we’ve all been told that initializing erases eve-
rything on your disk, the Macintosh System doesn’t actually wipe a hard
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disk clean when you initialize. (Notice that I said hard disk. Initializing a
floppy does completely clean off every trace of data, making recovery
absolutely impossible.) SUM tries four different methods to recover your
data, and can often succeed.

Please indicate the nature
of the problem...
O ® o
Disk Initialized Crashed File Contains
by Mistake Disk *Garbage*
R 5
3 Y o

Figure 9.18 SUM can actually recover some hard disks that have been
initialized—compiletely erased.

I'wouldn’t recommend that you buy SUM, then wipe out your hard disk
on purpose just to see if it works. It does, but like any other disk recovery
tool, there are no guarantees. Your chances are best if you have Guardian
(the Shield INIT file that comes with SUM) installed on your hard disk, and
if you've backed up SUM'’s Volume Save file onto a floppy. This file stores
important directory information about deleted files that aids recovery.

Which Recovery Program is Best?

Irecommend you get both SUM and 1st Aid Kit. SUM has a wider range of
tools, and is better at undeleting files and recovering initialized disks. 1st
Aid Kit has Text Extraction, a feature that has saved my data many times,
and a marvelously educational manual for any and all problems you might
encounter with your Macintosh.

I feel really comfortable with SUM, although it has the worst manual in
creation. My 90 -megabyte external hard disk crashed, in a power failure:
I could mount it, but I couldn’t get at any of the files. SUM retrieved all
of them—that’s really amazing. It also has a file retrieval capability that
enables you to retrieve files you've deleted.
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What I don't like is that it doesn’t distinguish between files you deleted,
and ones the computer got rid of. It only keeps the last 100 files, and about
half of those are usually unrecoverable [because new files have overwritten
them already]. Last time I checked, out of 46 recoverable files only 13 were
anything useful—the rest were print files, copies of the DeskTop and other
temporary files the computer itself generates and trashes automatically.
Martin Dalgleish, Consultant to international businesses

For every user whose data and sanity have been saved by SUM, there’s
another user who has changed his will to remember the makers of 1st Aid
Kit. But as good as both these programs are, the bottom line is: Don’t count
on these programs to bail you out. They’re no substitute for backing up!



Tom Ballard
Business Consultant to the Mining Industry

Tom is a partner in a mineral venture company that looks for gold properties in the
West and ventures them out for development. He does this and some general busi-
ness consulting out of his home near Denver, working with a Mac Plus and an SE.
His devotion to on-line services is attested to by the fact that we “met” through a
message I left on CompuServe, looking for people who’d like to share their on-
line experiences for the book.

I'm a firm believer in networking with other people, but I don’t always do a good
Jjob of it. Working from home you tend to get a little isolated. When I find myself
spending too much time at home I force myself to go out and have lunch with
someone. I really like CompuServe for networking: I go up on the Working from
Home forum and the International Entrepreneur’s Network (USEN). And I hang
out a lot in the Macintosh forums, getting hardware and software information.

I've always had a kind of fascination with computers, and telecommunications
was a natural leap for me. I got started on the local bulletin board, and decided
“Gee, this is fun.” CompuServe does some good marketing—almost every
modem maker bundles some free time on CompuServe with every sale. So I took
advantage of that, and I' ve been hooked ever since. I've been using CompuServe

for awhile, now I' ve signed up with some other services for my business—Dialog,
MCI Mail, and Dow Jones. I access those a lot for my business.

291



292 The Macintosh Small Business Companion

I'll tell you a good example of how I use Dialog. I' m just working on a thing right
now for an engineering group. They’re looking at using a clay liner to create water
storage in old gravel pits, and they wanted to know what other people had done in
the past: costs, construction techniques and so on. I went on-line and accessed
several different databases on Dialog, and came up with a list of different articles
that were of interest to them.

There is a tremendous amount of stuff online. I think it’s faster than going to the
public library. And there are probably things on there you can’t find at the
library—some of the references are rather obscure, some are from overseas. 1
suspect even if I could have found those at the library, I may have found a reference,
but I couldn’t get an abstract like I could on-line. Still, sometimes you have to do a
little legwork and phonework. [ start on-line, and if I have to fill in the holes I go
more conventional.

I'm still not really comfortable with Dialog. They’'re very good at system docu-
mentation, and they have good training sessions. I'm signed up for one of their
courses coming up soon. I'm still fumbling around a bit, and hoping to get better
after the course. I've built some of my own databases so I may have a little better
handle on how to search for things than most people. I worked for a gravel
company with significant real estate holdings in Denver, and set them up with a
database system to track permits and all their land deals, of which there were quite
a few. Knowing how databases are set up helps when you approach it from the
other end. I still have to look in the system documentation a lot.

CompuServe is a lot easier. Before I make a major purchase of software or
hardware I'll always hang a request out there and see if anyone's used this
particular product—or just monitor other people’s conversations. Most recently,
wanted to upgrade my modem from 1,200 to 2,400 [baud]. So I conducted an
informal poll on one of the Macintosh forums, and ended up picking a Practical
Peripherals 2,400, for about $180. 1 just wanted to find out what to look for in a
modem as far as compatibility goes, reliability, how they’re put together. There's
not a whole lot of difference between them, as it turns out.

On-line information was really helpful when I was setting up my business, too. 1
had exchanges with different people about putting together business plans on
Working from Home and USEN. Had a real good exchange with Laura Douglas on
Working from Home. She operates a marketing group out of her house, and she
helped us a lot on how we should market our business: on writing press releases, on
how to approach people on selling properties.

You’d probably pay a lot if you contracted for that. I didn’t really even consider
seeking out a local businessperson. I'm really a CompuServe junkie. I spend a lot
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of time on there because I think people are a great resource. On-line, you can get
a whole lot of opinions on the same questions, and then decide what' s what. I think
I'm smart enough to tell. There are a lot of people out there in the same situation,
and they're just willing to share their expertise and help.

It's important to be willing to give some back to the system. If someone has a
problem I can help with, I' ll jump in. Just today I got a phone call from a guy I had
left a message for yesterday. He was a financial consultant, working with some
people who had a gold property in California, and I said I' d be glad to help him out.
He doesn’t really have any background in the mining industry, and I have ten or 12
years, so I'm more than happy to do that.

The other service I'm starting to use more and more is MCI Mail, for a few of
their services. I use it to send overseas mail. You can register your letterhead and
your signature with MCI, then send a letter straight from your computer onto MCI.
They send it electronically overseas, then print it out on a laser printer at the city of
its destination, or at least somewhere real nearby. They stick it in the mail, so it
takes maybe two days to get there instead of two weeks. You don’t have to stick it in
a mailbox here and hope that it makes it. Of course, if the people you’re writing to
have MCI Mail, it gets there even faster—instantly. But the laser letters, as they're
called are great for most people, who aren’t on MCI.

1 use laser letters here in the states, too, if | want something to come out nice and
ina hurry. Idon’t have a LaserWriter yet, and it’s cheaper than running down to
Kinko's [Copy Center] every time. I use MCI for FAX, too. That' s another piece of
equipment I haven’t bought yet, and I can send them through MCI.

1 get a little perturbed about the speed problem with on-line services—it costs
you money. Every time I scroll through a menu, I think, “This is costing me.” I
think CompuServe is very reasonably priced, and that’ s what makes it work for a lot
of people. Some of the Dialog databases, though—especially the chemical ones
and the patent ones— can run up to $300 an hour. Most of them are around $100
an hour, but that's plenty to make you real perturbed at any delay.

There's not much I can do about that. For me, as far as business and personal
development goes, I like the way forums let me get out there, talking to people,
sharing ideas, and assimilating information. I don’t see any better way than on-
line services, where you can communicate with people all over the country—all
over the world. Bounce ideas off people. Trade advice, and maybe save yourself
some grief. The networking aspect is just incredible. Where else can you call on so
many people and always find somebody that knows the answer?
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Brian Batastini

President of Magical Entertainment

Brian’s company offers entertainment—his own magical skills and the talents of
others—for private parties, hospitality rooms, trade show booths, and conventions.
Brian uses a Mac Plus with a 30M SuperMac DataFrame hard disk, and an
ImageWriter II. His favorite software includes Word, Excel, Acta, FocalPoint, and
Managing Your Money.

A lot of what I do is at trade shows and conventions, where companies will hire
what they call “industrial entertainers.” I'll use my magic to promote the com-
pany’s product. It attracts attention—everyone loves magic. For instance, if the
message is, “This product will cut your costs in half,” maybe I'll cut a rope, then
I'll put the rope back together again while I say, “And it will make your profits
grow.”

My company also books other acts. We’re an entertainment company; we’ll put
strolling violinists at a wedding reception, or find hula dancers, if that’s what you
want. We can book whatever you need, as long as I can find it. And I usually can—
this is Los Angeles: you can find almost anything you want. I've got a file two -
inches thick of people who do all kinds of things, but I haven’t put that in the
computer yet.

Where the computer comes in now, is in planning the tricks. I'll use Acta for
brainstorming, to build up an idea. The outline really helps, causes you to think
logically. I'll start by thinking of an objec+—like a key chain—and type in all kinds
of ideas about what you could do with a key chain. Then I'll organize the steps to
the trick: I' ll write down what I' m going to be doing with my left hand, then I ll ask
myself, what will the audience expect to see now? What can I be doing with my
right hand?

1don’t use the Mac directly in my act because I believe in building illusions with
common objects. People sort of think computers are magic anyway—they’re more
surprised with more common things. I'll take someone's ring and make it disap-
pear, then tell them it’s in the glove compartment of my car. I give them my keys to
go get it—and there’s their wedding ring, strung on my key chain.

1 just picked up a program called Speak Easy. It's public domain software that
makes the Mac sound like a robot. It can read anything you type in. I use it in a lot
of ways— have it read my letters to me, and the scripts for my tricks, for instance.
As a magician, I like to involve all the senses. If you read something to yourself, it's
one thing. If you read it out loud, your mind is in tune at a different level, with two
senses instead of one. I catch myself using repetitive words, or words that just don't
sound right when I hear them out loud.
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One of the things I picked up at the last Mac Expo in San Francisco was
FocalPoint II. I had never used HyperCard, but I saw this [FocalPoint] demoed in
a booth, and I figured, “It only costs about $80, and it's in HyperCard, so I can
change it if I don’t like it.”

I do a lot of cold calls, and repeat calls with my existing clients. I used to use
SideKick for logging phone calls, but FocalPoint is 100 percent better. I'll call
someone, then put in when I have to follow up—if you put in x number of days, it
puts the call on your to-do list for how many days ahead. Plus, the nice thing is
when you're talking to them you can highlight their name, then click on the
calendar module, and it will open to the date book. They’re interrelated, so you can
say, “We're going to meet at 2:00 at such and such a place,” and your customer is
very impressed.

Another program I’ ve been using longer is MacMoney. I'm real pleased with it.
One of the things that it does that saves me a lot of time is writing checks. There’s
an alarm system in there, and you can put in all your regular bills, and it will tell
you which bills to pay when. All you have to do is say, “Okay, pay them all” and it
writes out the checks. It also itemizes automatically. I have all my regular
performers entered in there, and when I pay one of them it puts the expense in the
right category as soon as I click. I have a business degree in accounting, but 1 like
not having to use any of it in MacMoney.

The type of software I buy is something that I can play with, make changes. Not
the kind that says, “This is all there is, that’s it.” I keep all my standard contracts
inWord, and send them out to performers. And I keep a template in Excel for phone
calls, to track my progress. It has columns with the number of phone calls each day,
and how many bookings I got from the phone calls. In Excel I can calculate how
many people [ talked to, and what's my percentage of productivity. I don’t have to
do this: if I don’t, my bank account shows my productivity about a month later, but
I'd rather know now.

I give myself little rewards to motivate myself to do things like this. Like, I'll say
to myself, “If you book these, you can take the next couple days off.” Or I'll tell
myself that I'm going to try some new system for just two weeks—let’ s push this, see
what happens. Gung ho. Then I ll reward myself with a week of taking it easy. You
have to try things, plan things.

Planning is usually more important than actually doing it. I always try to sit
down away from my Mac with a blank sheet of paper before I try something new.
Think about, what do I want to do here? If you sit down at the Mac with your
software running, you get too involved, and lose track of what you're really trying
to do.
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Recently I went to “The Battle of the Macros” at my Mac group, and learned all
about QuicKeys, Tempo and MacroMaker. I bought Tempo I as a result—it looks
great because it can pause, see if something’s greater than something else, and so
much more. So now, today, I'm sitting down with a piece of paper in front of me,
with the word “Macros” at the top, and making a list of all the things I would like
to automate. Then I'll get out the program.

The Mac frees up my mind of all the general duties of running a business, so my
creativity really starts to flow. That's essential, because when you’re a magician,
people expect miracles.

Elisa Abel

Writer/Producer of Educational Media and Print

Elisa Abel went to graduate school in instructional technology and media at
Columbia, and has always worked in communications. Last year she decided to
leave her job and start freelancing as a writer and producer of instructional videos,
specializing in the health field. She works with a Mac SE, a Personal Laser Printer
from General Computer, and Microsoft Word.

I got the Mac when I started freelancing. It wasn't a tough decision at all, as I had
worked with the Mac a little before, and thought I knew a lot more than I actually
did. Media people use Macs a lot, and in terms of practicality, of compatibility, it s
really an advantage to have a Mac.

There are three stages to the videos that I do—preproduction, which is all the
planning, then the actual production of the video, and finally postproduction, the
editing. I know other people with Macs who use a database to manage production.
They enter in all the shots, all the locations and all the costumes, and then use it to
find everything that needs to be shot in one location or whatever. Personally, I use
the Mac mostly for preproduction. I ll start by writing a treatment—what we call a
plan of action, a visual verbal outline. Then I write up scripts. Scripts have a video
column on the left, where you write down the shots, and an audio column on the
right with the words you think you'll use.

I use Microsoft Word's side-by-side columns, and people I work with are very
impressed by the look of my scripts and manuscripts. The fonts and other things the
Mac can do help a lot too— use italics and bold to convey different elements of the
script, and people love that. It took me quite a while to learn to do side-by-side
columns in Word. Manuals are very good for brushup when you already know
something, but actually learning from them is a high-stress situation. But for what
I do, it was worth the investment of time. I checked into another program
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[specifically for writing scripts] but it had some other major flaw and it cost a lot of
money. For my purposes I can handle Word fine.

My biggest problem was that I really got a lemon to start—my SE had to have its
hard drive and its analog board replaced—really, half the computer was replaced,
and it still misfunctioned. It was so clearly not right. But I lost all confidence and
thought, “I' ve done something wrong.” I'd call up the service people, and I'd call
up my user group, and they'd say, “No, you haven’t done anything wrong.” Butl
was getting constant bombs, losing documents, letters were going down the side of
the screen single file.

When my warranty was almost out I said to my dealer, “Look, we’ve really got a
problem.” They didn’t want to let me return it—they offered to extend the warranty,
and they promised me I wouldn’t have any more problems. But I insisted. Since
then it’s been a cinch. A big relief to find out I'm not a total klutz. Even though on
a rational level I knew it was the machine, I still thought, “Maybe I did something
wrong.”

I bought the PLP about two days after I bought the Mac. I'm very glad I got a
laser printer. There's no question about that. I'm in a very visual field, and it really
made me shine. You need every advantage you can get when you’re just starting in
business. Even though I was in a rush, I didn’t go into it blind— talked to a lot of
people and read a lot of articles. Now I wish I had the Apple [LaserWriter]. It's a
better machine, and much faster than the PLP. If you do a hundred-page document,
[the PLP] can take several hours. And the paper jams up all the time—you just
expect it always. The toner cartridge is messy to change, and in the summer, the
printing gets very light when it’s really hot and humid. The toner quality suffers.

1 didn’t have problems with memory at first— I could print from Word without
having to drop out of my application. But lately, everything I do that’s longer than
one page, I have to quit Word first. I'm not sure what's changed. It' s a real bother.
I'm always under deadline pressure, and it's 2:00 A.M., and I have to deal with this
on top of everything else. Would I buy it again? Probably, because it's still so
much less money— had to buy a car, too, when I went out on my own. But I wish
I'd known more about the PLP’s drawbacks. If you know you're going to be
dissatisfied, you're not as disappointed.

I'm inundated with work right now, working on a huge project for a medical
Sfoundation. When I get time I' ll update the printer, definitely. And even thoughI’'m
doing some pretty sophisticated formatting in Word I d like to take the time to learn
PageMaker. When you're on your own, learning things is a lot slower than it is for
people working in companies. When I started, I really thought I knew a lot about
the Mac. Now every day, I realize how much more there is to know! But I love using
the Mac. I'm definitely glad I got it. It's like a friend.
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Cory Kilvert

Photographer and Writer

Cory has been self-employed since 1972, with a home-based photo journalism
business. With both writing and photography skills, he’s published a gardening
book and a cookbook, traveled 58,000 miles taking travel photographs for Reader’s
Digest, and written everything from TV and radio scripts to promotional literature
for agricultural chemicals. Cory works with a Mac Plus with 2.5M of RAM, and an
ImageWriter II, using WriteNow and ReadySetGo most often.

I think a lot of people at my level of expertise—which is certainly not the
highest—are confused by upgrading. It's like buying a library and then finding
out all the books have to be replaced.

I am not a technical person, and in fact, jealously guard my 19th-century
approach to life. Until about four years ago I worked with a 1955-model tabletop
typewriter. If I had to go back to that I'd go mad, but I don’t need the super-
sophistication a lot of the software companies assume I do. I can’t afford to—and
don’t need to—upgrade all the programs I own. But then my hand is forced when
there are incompatibilities.

I'm really a very reluctant person when it comes to getting the latest things. 1
read some nightmares about System 6 [in my user group newsletter], so I didn’t
upgrade yet. I've had problems with incompatibilities of DAs and things when I
upgraded in the past—it's a very forbidding process: You're trying to get work
done, and suddenly you’re back to square one. I think that you should never use a
new System for at least a year after its introduction. But I just bought Acta
Advantage, and the manual says that certain aspects require System 6 or higher.
Some of the applications Il buy in the future will also have that stricture, so now
it's something I'm prepared to risk.

I use my Mac mostly for writing, for the ability to produce good-looking manu-
scripts without having to retype everything 209 times. I started out with a very
early copy of Word, Version 1.05. It was the first program I ever used on any
computer, and I was ready to cut my throat. It turned me into a crazy, while I tried
to master benefits inadequately explained in the manual.

Now I've switched to Write Now. It's a great program—you can figure it out, it's
a very easy thing to use. I don’t need something like Word with all its bells and
whistles. I have an observation about some of these programs that are so powerful:
If you go to a computer book store, the more books there are on any program, the
better indication it is of the weakness of the program. If you have to buy a lot of
books to understand it, you shouldn’t buy the program.
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I’'m using a Mac Plus, with a lot of extra memory. I don’t think I' ll ever need a
Mac I1. 1 fantasize a little about the SE/30, but will I ever really need it? I kind of
wish I had a little extra acceleration, but I think that’s just sort of an American
thing—we always want to go faster, get there quicker. I just think about the old
typewriter any time I'm dissatisfied, and it all comes back into focus.

Neil Ross
Director, International Marina Institute

Three years ago, Neil left a post with the oceanography department at the Univer-
sity of Rhode Island to start his own company, International Marina Institute, which
provides information and services to marina operators. Now grown to include three
full-time employees, Neil’s company uses three Mac Plusses and an SE, with both
a LaserWriter and an ImageWriter.

We're a clearing house for educational information, involved largely in developing
national standards and guidelines for marinas. For instance, we run a national
research conference annually, and by the end of this year we’ll have published 12 to
14 books of about 150 to 200 pages each. I've been in this field for 21 years now, and
this company was a natural outgrowth of my work with the University.

One of the big chores we're involved in now is an ambitious project to identify all
of the marinas in the country. We have 35 universities and institutions gathering
data for us, which we’re putting into a big database in OverVue. Right now I'm
involved in cleaning up the database. There are 8,611 businesses in there at this
point—we think that's about 85 percent of the total marinas out there—and
because they were collected by different people, there are all sorts of funny
abbreviations. It’s a good thing this is a slow time of year for us, because we have
to go inand do a “global search and destroy” to change everything. And there are
32 fields in each record.

Although we do some database projects like this, the biggest difference the Mac
has made is in word processing. I think it has expanded my productivity to commu-
nicate tenfold. Basically, we're in the communication business when you come
right down to it. If I can’t communicate, I’ m out of business. And the Mac gives me
a level of communication I wouldn’t ordinarily have. For word processing we’re
still using MacWrite. We tried Word and had problems with it, with the complexity
of it. We need to keep working—we don’t have time to learn all the nuances and
little things! But we may look into it [Word] again, because I don't like the way tabs
and things turn out when you put them into PageMaker from MacWrite, and I' d like
multiple columns.
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I like the spelling checker they added to MacWrite, but I've still got about
umpteen spelling checkers: Spelling Coach, Sensible Grammar, and so on. Some-
times I use two spellers to check each other. You'd be surprised how often I catch
things! We've got a lot of technical words that we use in our business and a lot of
things that aren’t normally found in spelling checkers. Why would they have a
word like “yard-arm” inthere? Evenaword like “marina” doesn’t appear in most
[spelling checker] dictionaries. And “dockominium”? It’s in mine.

Actually, we just finished writing our own dictionary, which we're publishing for
our members. It's about 80 pages. 1 started it in More from a series of glossaries
we had. More [an outlining program] let us alphabetize and shuffle it around, and
put in three or four definitions if necessary. More made it real easy to throw things
in and it didn’t matter where they went. We transferred it to MacWrite for a more
stylistic format, then to PageMaker for layout and printing.

We do mailmerge with a little program from Silicon Beach [Silicon Press]. That
worked out real well. We make name tags for conferences, and place cards for the
tables—you know, the little name things that fold over. And certificates. It’s got to
be simple for me: I'm a simple-minded guy. IfI’ ve gotta read the damn handbook,
it’ stoo complicated. Ifit’ s a decent program, you should be able to do all the basics
without the book. You shouldn’t have to look at the book until you have to do more
complex things.

I've been using Excel fairly heavily since last summer. I built a database based
on an automobile parking survey we did last summer, to try to figure out how many
parking spaces marinas really need for each boat. It was only 145 responses, but
each one had about 180 fields, with so many convolutions and comparisons, that
someone told me it had to go on a mainframe for the kind of analysis I wanted to do.

So I went back to the engineers who wanted the answers and said, “What is it you
really need? [I've got all this stuff..” They really just wanted some basic
numbers—add the columns, find the average, compare to another column, do some
graphs and charts. I presented our findings at a national conference, and already
several states have adopted my guidelines. And it’s helped some marinas to get the
zoning they need. It turns out zoning was requiring more parking than was really
needed.

I've had Macs from the very beginning. I was the first person at URI to buy a
Mac, and I've seen the whole evolution. At first, I had my 128, and I had every
single program that was available—all five of them. MS Basic. Habadex. I had
everything. At that point, you were struggling to make sure it didn’t bomb, and
swapping disks all the time. It's been very interesting to watch it evolve, and
participate in it as it became a more integral part of my life. Now there’s hundreds
of programs out there, and it’s impossible to stay on top, even for those who have
dedicated their life to it.
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I think you have to focus, target in. You can no longer be a generalist, you have
to be a specialist. Ignore all those little things that are nifty for the computer nerds.
The most difficult thing for me in terms of keeping up is not having the time or
opportunity for new things. Workload pressure keeps you from even learning the
new features of updates. I've had the OverVue/ProVue update now for quite a
while. And I looked at it enough to realize there are enough differences that I've
really got to learn it before we convert [15] all of our databases to it. I'm not
comfortable enough to say that the entire office [is] going to convert yet.

I get MacWorld, MacWeek, and MacUser. I like MacWeek. It's up to date.
Nothing in it is very complete, or in much depth, but when you get all the small
pieces over the months you can put them all together and figure out what's going
on. MacWorld is nice—good articles and really nice art. MacUser I don’t like as
well. The art form is quite garish in color, and they have an ugly cartoon format. 1
don’t think their articles are as well-written. They're too chit-chatty, like people
are playing little games. 1don’t have time to play games, or figure something out.
Just give it to me straight. But that's a personality thing.

If MacWorld or MacWeek comes in, I' ll take it home and read it that night. 1
really look forward to them, and I don’t know why. Not so much a survival thing, I
Just enjoy it. It s sort of like, I was on the leading edge once, and I have a residual
feeling that I want to stay current. There are very few high-tech things in our life
that I can keep up with. I can’t keep up with space technology, with microbiology.
Here's an area that's tangible, that makes a difference in my life. Somehow,
keeping up with it makes it easier to feel good about all the other things I can’t
begin to understand.
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Keeping your hardware, software, and knowledge up to date

I've tried to make this book as useful and helpful as possible. But even if
I've succeeded beyond my wildest expectations, after the last page you'll be
back on your own. So what happens next? After you put this book down,
how do you keep growing in your Macintosh skills and knowledge? How
do you make good buying decisions? How do you find help when you get
stuck? This final chapter will try to let you loose gently, with some ideas of
where you can go from here, including;:

Advice on buying hard disks and memory upgrades.

Pointers for keeping up with changes in the System.

Recommendations on upgrading applications and utilities.

A few words on the importance of reading—what to read and

when to read it.

* Suggestions on how to get free and useful help from user
groups and on-line services.

* Tips on how to find a good consultant when you really need

one.

Priorities for Emptying Your Wallet

One of my primary goals in writing this book was to answer “in public” the
most common questions I get asked individually by small-business users.
So many people ask me questions like, “Should I buy more memory first or
a hard disk?” or “What's the best hard disk to buy?” that I decided it was
necessary to touch on this area.

Yet purchasing advice is the hardest thing to include in a book. It’s
outdated quickly, and the “right” answers vary so widely depending on
each person’s individual situation. Despite these difficulties, though, there
are a few overriding truths that deserve to be broadcast.

303
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Buy a Mouse Pad

This may seem silly and trivial, but it’s not. Dollar for dollar, no other
computer purchase will give as good a value as this little foam pad. A
mouse pad makes your mouse work more smoothly, so you won’t miss
your target when you’re pointing and selecting. It saves wear and tear on
the feet of your mouse, and keeps lint and other dirt out of the mouse’s ball,
making it unnecessary to clean the mouse as often. You can pick one up for
somewhere between $5 and $10; they’re often available at little or no cost as
premiums from dealers or at computer shows.

Trust me: Once you've started using a mouse pad, you'll find it hard to do
without it when you're using someone else’s machine.

Buy a Hard Disk

Once you've sprung for the mouse pad, get a hard disk immediately. Don’t
pay your rent or mortgage. Don’t buy groceries. Don’t get braces for your
kid. Buy a hard disk now.

I finally bought a hard disk, and it’s like a new computer. I was using
floppies, and I thought 1 was being real efficient—one for the System disk,
the other for my application and the data. I could have written the book on
mastering floppies. But it was tremendously slow. Iwas flipping disks all
the time, and it would take a minute and a half just to open Word. Now it
takes about ten seconds. The speed has made a tremendous difference, but
the big advantage is having a System folder as big as you want.

Brian Batastini, President of Magical Entertasinment

I stated in the Introduction to this book that I would assume you already
owned a hard disk, and that if you didn’t you should go out and buy one
right away. I really meant that: Moving from floppies to a hard disk will
make your Mac seem like a totally different machine. Ever try to work out
of your briefcase on a trip? You never can find the papers you want, and
there isn’t any stapler or paperclips. You're thumbing through notebooks
and folders for everything, and wishing you were back in your office where
you’ve set everything up the way you want it. Working with floppies is like
that: You're constantly flipping disks to find the right files, and your
favorite desk accessories are never on the right disk.

Working with a hard disk, in contrast, is like moving into a spacious
office. There’s plenty to room to spread out, and a nice big filing cabinet for
all your important documents. You can customize your System file with all
your favorite desk accessories, fonts, INITs, and CDEVs (as described in
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Chapter 7), and your changes will be available in all your programs. All
this translates to a tremendous boost in productivity that will more than
pay for the hard disk in no time. If you value your time at all, don’t hesitate.

What to Buy. All hard disks are enough alike that you should buy on the
basis of dealer support and vendor warranty rather than go for The Big
Name. There are a lot of hard disks on the market that you’ve never heard
of. I've never even heard of them, and I have my nose stuck in computer
magazines almost all the time. Almost all of the hard disks on the market
are made by the same few manufacturers, and packaged in different cases
by the computer vendors.

The software added by the vendor will differ, and may contribute to
small differences in speed. But overall, you're going to be so happy not to
be using floppies that you won’t notice whether your hard disk is 14 nano -
seconds slower in retrieving a file than your best friend’s.

You will notice, however, if your hard disk fails and you can’t get it fixed
quickly and at a reasonable price. Pick a drive that has at least a one-year
warranty (from a company that’s been around long enough that they’re
likely to be around still next year), and make sure your dealer carries parts
for the drive. My local dealer turned my drive around in two hours when
its power supply failed; I would not have liked to send it off to East
Overshoe, Washington for two weeks instead.

This is not to say that there aren’t some real disreputable companies out
there. The early internal hard drives made by one East coast company
(whose products have improved so much that I won’t mention them by
name) were extremely unreliable. Hanging around with a user group or on
an on-line forum (see Chapter 5) gives you access to this sort of information.
And believe me, bad news travels faster than good news among computer
users. If you're active on-line or in a good group, and you haven’t heard
anything bad about a product that’s been out there for a while, it should be
okay.

Buy More RAM

It’s unlikely that you're doing anything that, in and of itself, requires more
than the one megabyte of RAM that came with your machine. Whilea very
few programs are starting to require more than one megabyte of RAM,
there are good alternatives to these programs that can be used with less
memory. So the real reason for getting more RAM is to be able to use
MultiFinder, Apple’s Finder alternative that allows you to keep several
applications open at once.
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Using MultiFinder. Face it. None of us starts a task and sees it all the way
through to the end before starting another one; life is a series of constant
interruptions—especially for those of us who work at home. Here’s a
typical hour with my Macintosh:

Turn on the Mac and start word processing, with Word.

Get writer’s block, decide to check my electronic mail to see if
anyone’s looking for me. Without closing my document or
quitting Word, I launch MacNet, get my mail then quit Mac-
Net.

e Decide to call my editor and ask for an extension. I open up

QuickDEX to automatically dial the number.

Back to the article, and a few more pages in Word.

Jump to SuperPaint and create an illustration for the article,
then back to Word to paste it in.

e Interrupted by the phone again. My accountant wants some
details on my medical expenses for my tax return. I open
Managing Your Money to get the facts, then thrown up an
Excel spreadsheet to do some quick calculations as we talk.

e Finally I turn on my answering machine and shut out the
world so I can finish my work.

By now I've got four programs (Word, SuperPaint, Managing Your
Money, and Excel) open on my desktop, along with several documents.
The only one I closed up as I worked was MacNet—and only because I was
sure I was done with it. I probably could have closed MYM, too, because
it's a relatively special-purpose tool. I never open all my favorite applica-
tions right when I start working, but if I launch any open-ended tools—
word processor, graphics, spreadsheet—I tend to leave them open on the
Desktop till the end of the day.

Maybe this sounds sloppy to you, and you think you’re doing just fine
with the Finder. But you’d probably agree that working sequentially with
any of your other office tools would drive you crazy. What if you had to put
your telephone away in a closet before you could use your notebook? Or
put your pen away before you could use your stapler? It’s definitely easier
to keep everything within reach, if your “desk” is big enough. More RAM
gives you a big enough Mac desk that you can efficiently jump from project
to project without repeatedly starting and stopping each application.

Get more memory. It’s the best thing you can do. If 1 had a choice between
going from a 20M hard disk to a 40M one, or from 1M of RAM to 4M of
RAM, I'd buy the memory first. I can’t imagine living with one meg of
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memory anymore. Idon't think it's humanly possible. I'm almost always
using MultiFinder, so I'd want at least four megabytes of memory.
Paul Parisi, Desktop publisher

Total RAM Options. Memory in all Mac models currently produced
comes in little circuit boards of eight chips each, called SIMMs (Single In-
line Memory Modules), that fit in slots in your Mac.

The Mac Plus and SE have four SIMM slots each, which, when you buy
the machine, are each filled with a 256K SIMM. 4 x 256K = 1024K, which is
one Megabyte, the base memory of a new Mac Plus or Mac SE. Upgrading
memory on a Plus or SE consists of yanking out 256K SIMMs, and replacing
them with 1M SIMMs. But the catch is that your SIMM slots come in pairs;
you have to replace two at once. Here are the allowable combinations of
memory you can have in a Plus or SE:

BV
[ L
[
1 Megabyte 2 Megabytes 2.5 Megabytes 4 Megabytes

Figure 10.1 A Mac Plus or SE can have up to four Megabytes of memory,
depending on the combination of SIMMs (memory chip
boards) installed in it.

Since you’'d be foolish to throw out two of the 256K SIMMs that came in
your machine, you're unlikely to pursue the two Megabyte option; instead,
you’ll want to buy either two or four 1M SIMMs, for a total of either two and
one half Megabytes or four Megabytes.

The Mac II has eight SIMM slots, adding a few options. But upgrading
the Mac II can be more expensive, since four of its SIMM slots must be
replaced at once. Thus, the allowable Mac II memory configurations are:
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1 Megabyte 2 Megabytes 4 Megabytes 5 Megabytes 8 Megabytes

Figure 10.2 A Mac Il can have up to eight Megabytes of memory in-
stalled, but only certain combinations of chips are allowed.
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If you can possibly afford it, try to buy four 1M SIMMs. Upgrading to two
Megabytes by buying four 256K SIMMs is a dead-end, since you won’t be
able to go beyond two Megabytes without wasting those 256s.

Buying Chips. There are two basic types of SIMMs sold, surface-mount
(also called low profile) and DIP (also known as high profile). Surface
mounts are more expensive, but fit better in the tight quarters of the SE and
Plus. DIPs are generally less expensive. They work fine in the Mac II, and
in an SE or Plus without any internal add-ons like accelerator cards or
big-screen adapters.

RAM chips also come in different speeds, where a lower speed is faster. A
Mac II requires 120-nanosecond (or faster) chips, while the Plus and SE
require 150-nanosecond (or faster) chips. What you buy depends on what
machine you're using now—and what you intend to use in the future. Two
thoughts you might keep in mind:

e If you plan to move from an SE or Plus to a Mac II in the
foreseeable future, buy faster chips, so you can reuse them in
your new machine.

¢ Make sure to get surface-mount SIMMs in an SE if you think
you'll ever put any sort of card in the machine’s expansion slot.

Installing the SIMMs. Installing memory can be very easy. It can also be
very dangerous, and can cost you more in specialized tools than you would
have paid to a qualified technician to install it for you. If you own a MacII,
you’ll probably have no trouble putting in your own RAM. On some
models you have to remove the hard disk to get at the SIMMs, but the job is
not difficult.

Opening up an SE or a Mac Plus is another thing altogether. You will
need two special tools, an extra-long Torx T-15 screwdriver, and something
called a case-spreader (more colloquially known as a “Mac-cracker”).
You'll need to work near high-voltage parts that can do you serious harm
even when the machine is unplugged. Depending on the amount of
memory you're adding, you may have to cut a resistor on the Mac’s main
circuit board, and perhaps solder it back in a different spot. And the whole
thing is incredibly awkward: Unless you have small hands with long
artistic fingers, you'll be hard-pressed to do the job.

Because I firmly believe that it’s not a good idea to mess around inside
your Mac solely with the aid of written instructions, I will not include
detailed step-by-step advice here. If you are aware of the risks you're
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taking, and you can find a friend who has the right tools and has opened a
Mac before, the whole process is really very interesting. But if you can’t
find a mentor, please let your dealer install your upgrade. The risk is not
worth the $30-$60 installation charge you'll incur.

(Note: If you live in rural Wyoming or Nevada miles from another living
soul and have ordered your memory mail-order and have no option but to
install it yourself, you might look at the May 1988 MacWorld or the February
1989 MacUser for detailed instructions on how to install your own RAM
upgrade. The rest of you might enjoy reading either of these articles to
sound more knowledgeable when you discuss the upgrade with your
dealer.)

System and Application Upgrades

A good part of keeping up involves updating your software when it’s
appropriate. Notice I said when it’s appropriate, not whenever there’s a new
version. There's a big difference between those two phrases. In this section
I'll give you a few recommendations that might help out.

Upgrading System Software

Apple releases new Mac system software at least once or twice a year.
While it may sometimes seem that Apple does this only to complicate our
lives, there are three sound reasons why this is necessary:

* To add new bells and whistles to the System. For instance,
when MultiFinder was invented, Apple put out a new version
of the System that incorporated it.

¢ To support new versions of the Macintosh, and new peripher-
als. One of the key jobs of the operating system is to route data
from one part of the Mac to another. When new parts are
invented, changes must almost always be made in the operat-
ing system to make sure the Mac can “talk” to the new equip-
ment.

¢ To fix bugs in previous versions. No software is ever perfect,
and operating system software is the toughest of all to get
right: It must be able to work in combination with every appli-
cation out there, as well as with every combination of desk
accessories and other utilities, on every model of Mac—not an
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easy assignment. No matter how much in-house testing Apple
does, in the end the only real test comes when all of us get hold
of the software and put it through its paces in every conceiv-
able situation.

Apple used to recommend that everyone upgrade immediately when new
system software was released. Recently, however, Apple has changed its
official policy, suggesting that you upgrade only when a major new-fea-
tures version of the System is released, or when you buy new equipment
that requires a new version of the System.

How can you tell when there’s a major new-features version of the
System? It’s hard not to know. The fact will be trumpeted in every Mac
magazine in existence. If you do any reading (and I certainly recommend
you do) or belong to a user group, or otherwise come in contact with other
Mac users, you'll know about it.

You can also check with your local dealer, and ask what’s the current
version of the system software. Apple uses the same basic approach to
numbering versions that most computer companies do: Version numbers
consist of a whole number with decimals. A major revision to the program
gets a new whole number, while minor revisions are reflected in the
decimals. A look at a typical system software evolution demonstrates this:

Version 6.0 major revision

Version 6.01  bug fix for problems with Version 6.0
Version 6.02  bug fix for problems with Version 6.01
Version 6.03  new equipment release for Mac SE/30
Version 7.0 major revision

Whatever you do, don’t wait for Apple to send you an upgrade notice.
Even if you filled in your warranty card when you bought your machine,
you won't ever receive notification of System upgrades. So don’t hold your
breath.

Wait Six Months. If you've been plagued by some particular bug in the
System, or if you've bought new hardware, you may have no choice but to
upgrade your System software as soon as you can. Otherwise, don't fix it if
it ain’t broke, as they say. Each version of System software tends to fix the
old bugs, but new ones undoubtedly surface. I'd be a little wary of Apple’s
official line that you should upgrade immediately when there’s a major
revision. It's generally safer to wait about six months until Apple has put
out a few interim versions of the software and fixed the worst of the bugs.
Let the pioneers get the arrows in their backs, and you can follow later.
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There’s a real aura of elitism in all this. I walk in to my local computer
store, and they all ask me what System I'm using. And it turns out I'm on
Version 4.2 and they look at me like... Give me a break! I'm trying to run
a business here. The worst case is when you have to upgrade your System
to run one new thing, then nothing else you have works.

John Stephenson, Technical Writer

What Version Do You Have Now? You may already have the most recent
version of the System software. You can check, anytime you're in the
Finder, by pulling down the Apple menu and choosing About the Finder. If
you don’t see a screen like this when you choose About the Finder, then you
have a very, very old Version of the System, and you should upgrade.

E[J==== About the Macintosh™ Finder i0—=—=|
Finder: 6.1 Larry, John, Steve, and Bruce
System: 6.02 ©Apple Computer, Inc. 1983-88
Total Memory : 5,120K Largest Unused Block: 3,102K

Figure 10.3 You can find out the System version you're currently using if
you pull down the Apple menu and select “About the Finder.
This machine is using system software 6.02.

How To Do It. When you do finally upgrade to new system software, you
should use a special program Apple provides called the Installer. Don't
simply drag a new System folder onto your hard disk and let it replace your
old one. If you do, you run several risks:

*  You'll lose any fonts and DAs you’ve added to your System.

* You'll erase any CDEVs and INITs you've added to customize
your System.

e You'll lose any files your applications have placed in the Sys-
tem folder for their own use.

In other words, you're likely to let yourself in for a lot of tedious work
installing all your applications and utilities over again before you can get
back to work.

As I explained in Chapter 7, your System file is made up of building
blocks called resources. It's the Installer’s job to replace just certain re-
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sources in the System, while leaving everything you put there, intact. It's
kind of like pulling the tablecloth out from under all the dishes, but Installer
generally does the job well. And it does save setting the table again! Here’s
how you should use Installer:

(D

)

New copies of the System come on several disks. Turn on or restart
your Mac with the one called “System Tools” in your floppy drive.
You can’t modify the System that’s currently running the Mac.

Open the folder labeled Setup Folder. You'll see three icons, and
you’ll double-click on the Installer to launch it:

(] Setup Folder =[]
3 items 736K in disk 49K available
ey =
@ (=)
Insta‘r Apple HD SC Setup
Installer Scripts —
W4
K3 [

Figure 10.4 Apple’s Installer program, located on your System Tools

3)

@)

(5)

(6

disk, lets you upgrade your system software without chang-
ing the fonts and desk accessories you've installed.

Then you'll see a list of the various Mac models. Click on the one
that matches your machine. There will be a rather lengthy pause,
as your Mac makes sure you have enough room on your hard disk
to make the upgrade. Then make sure your hard disk is selected on
the right-hand side of the screen. Use the drive button, if necessary,
to select the hard drive.

Once you've selected the proper machine and the right drive, the
Install button will be available to you. Click on it, and your System
folder will be properly updated.

When the bottom of the screen tells you that the installation was
successful, click on the Quit button.

Once you're back in the Finder, go to the Special menu and Restart
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your Mac without the System Tools floppy, to make sure your
machine starts up properly from your hard disk with its newly-

installed System.
v 2.6.1 Installer
- T SE HD
Macintosh |1 Installation (v6.02)
Macintosh Plus Installation (v6.02)
Macintosh SE Installation (v6.02)
| Quit )

% Installation will leave 4010K free on this disk.
Removal will free zero K.

Figure 10.5 The Installer will tell you whether you have raom on your hard

disk to upgrade your System. Every new version of the
System is bigger than the last!

(7)  Don’t forget to upgrade your printer resources, too. This is the only
part of your System folder that Installer doesn’t automatically
upgrade. Stick the disk labeled Printing Tools in your floppy drive.
(You don’t have to start up from this disk. It's okay to be running
off your hard disk now.) Open up the disk, and drag the appropri-
ate icons to your hard disk, and drop them in the System folder.

LaserWriter: LaserWriter and LaserPrep

LaserWriter & MultiFinder: LaserWriter, LaserPrep, PrintMonitor
LaserWriter SC: LaserWriter IISC

LaserWriter SC & MultiFinder: LaserWriter IISC, PrintMonitor
ImageWriter: ImageWriter

ImageWriter LQ: LQ ImageWriter

If you're sharing an ImageWriter or ImageWriter LQ with someone

else over AppleTalk, make sure to pick the AppleTalk version of
your printer driver instead.

Now your System folder has been entirely upgraded.
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Upgrading Applications

Your application programs are another story. In general, you should
upgrade these programs as soon as a new version is available, because

®  Special upgrade prices for registered owners may only be good
for a limited time.

¢ Older versions of application software tend to be more incom-
patible with newer versions of the System and with other
utilities, INITs, CDEVs, and desk accessories.

¢ New versions often incorporate really useful new features, or
really important bug fixes. (Many companies will charge you
for new-feature upgrades, and give out “minor upgrades”—
the polite term for bug fixes—free.)

Just like system software, major upgrades of application software are
generally distinguished by a totally new integer; minor upgrades keep the
same first integer and just increase the version number by a fraction. For
instance:

version you have now 1.01
bug fix/minor upgrade 1.2
major new feature upgrade 2.0

In most cases, new application software is worthwhile. Besides, you've still
got your old version if the upgrade doesn’t work out.

How to Upgrade Applications. The theory is that, if you send in your
registration card when you buy new software, the company will notify you
when there’s an upgrade. This generally works pretty well, well enough
that it certainly makes sense to legally own and register any software you
use for productive purposes. Some companies—whether through disor-
ganization or whatever—never notify anyone about anything.

Keep your eye on Mac magazines. They’ll print reviews of new versions
of your favorite software, or lists reporting the current version of dozens of
popular programs (MacUser has such a list every month). Then you can call
the company and ask them what their upgrade policy is. Usually you'll pay
a nominal fee ($15-$25 for minor upgrades; very major upgrades can cost
considerably more). Check mail order prices before you send for your
upgrade: Sometimes discount prices are less than what you’ll pay for your
upgrade to the vendor itself.
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Once you get an upgrade, follow the installation/upgrade instructions
that come with it. Usually upgrading is just a matter of dragging your old
program into the Trash, and dragging the new copy onto your hard disk.
Occasionally software requires special installation procedures, though, so
take the time to look over the instructions.

Orphan Documents. There is one real drawback to upgrading application
software that you ought to be aware of. I call the problem “orphan
documents.” The problem works like this: You throw away your old
version of a program I'll call MagicWriter 1.0, and copy the new version
(MagicWriter 2.0) onto your hard disk. Then you double-click on a docu-
ment you created with MagicWriter 1.0, to get to work. In all likelihood,
you’ll get an error message that says, “The file “Smithers proposal” could
not be opened/printed (the application is busy or missing).”

That's because your file is searching for a copy of MagicWriter 1.0, and it
can’t be found anywhere on the disk. The file doesn’t know enough to
request the new version. You'll have to open MagicWriter 2.0 first, then
open your document from inside the application, with the File Open com-
mand. Once you save it again, it should open from the Finder just fine next
time. You’'ll have to do this with each of your old documents once, until
they’ve all been “washed” through the new version of the application and
have learned to recognize it.

Some applications are written in such a way that old documents can
recognize the new version as their new “parent.” Most, though, force you to
wash documents from previous versions.

Upgrading INITs, CDEVs, and Desk Accessories

Within the Mac community there’s a great focus on the pros, cons and
general trauma of upgrading your System, and a lesser focus on upgrading
applications—and almost no attention paid to upgrading the smaller
programs and utilities that make up your work environment. That's a
shame, because upgrading INITs, CDEVs, and DAs can be important.

If you just drop INITs and CDEVs in your System folder and forget about
them, the day will come when you've just upgraded your System, and
bought some new application, and suddenly you'll be getting crashes right
and left. You won’t know what’s wrong—but the problem will be some
INIT you picked up two years ago and have never upgraded.

Review your System folder every few months. Check with your user
group, or with whatever source you got those INITs and CDEVs from in the
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first place, and keep up with the latest version numbers. Some shareware
authors come out with new versions of their products almost every month.
The newest version is the one that’s been tested the most with current
versions of the System and popular applications, so you can contribute to
the stability of your System if you don’t let these little programs get
outdated.

A Final Note on Upgrades

There’s nothing shameful about quitting while you're ahead. Maybe you
have a Mac Plus with MacWrite and MacDraw, and you've never upgraded
any of your software since you got it. If it's doing everything you want it to
do, you’re in great shape: Hardware and software is never obsolete as long
as it’s doing something useful that works for you.

Just keep in mind that if you change any part of your equation, you'll
probably have to upgrade everything before it all works together again.
And in the meantime—enjoy your productivity!

Read, Read, Read

The Macintosh, while a bit more straightforward than most computers, is
not as simple as a toaster and never will be: Handling information and ideas
is just very different from handling rye and whole wheat. It'sa good idea to
be prepared to allot some time to supporting your Mac habit, largely
through reading. Those who pretend they can just “do” computing are
probably deceiving themselves.

Manuals (Yes, I'm Serious)

If you've reached the end of your rope, I recommend you start by reading
the manual that came with your software. Now I don’t mean that sarcasti-
cally, in the sense of, “You dummy. You should always read the manual
first.” Idon’t agree with that, and I don’t do it myself. I recommend you
read just enough of the manual to get started, then wing it as long as you
can. Then, one afternoon when things are slow, take the manual off the
shelf and read it through. You'll be amazed at how you'll be muttering to
yourself, “Oh, I didn’t know you could do that.”

This is the way I always approach manuals. Once you’ve worked with a
piece of software for a while, you're in a better position to appreciate all its
less-obvious features and its shortcuts. That's when the contents of the
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manual are more apt to stick in your head. Don’t assume that the more you
know about a program the less you need the manual. The exact opposite
often happens to be true. (This may even be true of your Mac’s own
manuals—try it!)

As you read the manual, be aware that most good manuals have two
main sections: the tutorial and the reference. The tutorial is aimed at getting
you started, by taking you step by step through the basics of the program.
This is the part you either read or ignored when you first got your software;
it’s often built around some oversimplified fictional company that’s using
the program to accomplish some compelling job.

The second part is the reference. It's where all the program’s features and
commands are explained one by one (usually either alphabetically or menu
by menu) so that you can get more help once you're already into the
program. It is the reference manual that you’ll want to look at now. The
best software comes with separate tutorial and reference books, so you can
leave the tutorial on the shelf once you're up and running and need only the
reference.

Books

If the manual doesn’t have what you need, try a book. Most manuals are
written hastily, while the software’s still going through its final revisions.
Since print times for manuals tend to be longer than duplication times for
disks, sometimes changes are made in the software after the manual has
already gone to press.

Six months later, some publisher will come out with a book that explains
the program feature by feature, with many more in-depth examples than
are in the manual. You'll balk at spending over $20 for the book after
you've already spent $300 for the software—but if it saves you even an hour
of frustration and confusion, the book probably pays for itself.

Books take one of three general approaches. Some are “Intro to...” books,
that start at the very beginning, and may even tell you how to click and
double-click. These are usually rather redundant with the program’s
manual. The second approach is the “Tips and Tricks” book, that assumes
you're already using the program, and teaches you how to get the most out
of its intermediate features, or how to take advantage of its shortcuts. The
third approach could be called “The Encyclopedia,” and includes a rash of
books that purport to cover everything you could ever need to know about
the program, from A to Z. Some of these are almost a thousand pages long,
and to my mind, are rather daunting.
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You'll have to decide for yourself which of these three approaches
matches your needs in a particular situation. Store clerks won’t know
which of the three approaches a book takes (they’re unlikely to know
whether the book is for IBM or Mac users, even!), and the book jacket may
not help. So take a good long browse through any book before you buy.

If you're buying a book to solve a particular problem, read that section
before you buy. If it answers your question this time, it will probably come
in handy next time you're stuck. Also take a look at a section of the book
that covers something you already know. This is a good way to see if the
author’s approach and style matches the way you best absorb information.
Finally, take a look at the index, and make sure you can find any informa-
tion you want.

1 like computer books that have specific information about programs and
how you can put them to good use. I have Naiman’s book [The Macintosh
Bible]. Another one that was really useful was the Power User’s Manual.
Idon’t like the ones that tell you about the weather and how great the Mac
is—they’re not much use. Of course it's a Catch-22: The more specific
they are, the quicker they go out of date. But I don’t even consider them
unless they have good evaluations of lots and lots of programs.

Gregory de Silva, Opera singer and voice-over artist

Magazines

You don’t want to know what I read every month. Let’s just say it's enough
that I'm relieved every time another Mac magazine dies. The main maga-
zines that I read right now are MacWorld, MacUser, and MacWeek.

MacWorld is a monthly magazine. It used to be a rather light weight
publication that earned its nick name MacFluff. But in the past few
years, MacWorld's features have been getting better and better. The
photography is excellent, the text is well-edited and readable, and
the magazine is getting more and more timely.

MacUser is the other big monthly. Back in the days when MacWorld had
very little content and was dreadfully stuffy, MacUser was the let’s-
have-fun-this-is-the-Mac alternative. MacUser has just started to
get more heavily into benchmark lab tests, but still tends to be a
shoot-from-the-hips informal publication. Some find its style a bit
too informal and cute.

MacWeek, as its name implies, is a weekly magazine available free to
“qualified volume buyers” (not your average independent busi-
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nessperson) and at a cost of $75 to unqualified folks. It tends to
report on the future more than the past or present. If you have a
burning need to know about the DEC/ Apple alliance, the future of
CD-ROMs, or what John Sculley said last week about High Defini-
tion TV, you'll find it in MacWeek. MacWeek’s reviews are good, but
if you can’t get the magazine for free, you'll probably do fine
without it in a small business.

I like MacUser and MacWorld. At this point 1 don’t really find them all
that different. MacUser has a lot more short things that are good to read
at breakfast. MacUser used to be very different, with more articles and a
looser format. 1don’t find any of the magazines as relevant to generating
new ideas as I used to. I've changed and they've changed. They're all
talking about $100,000 color output systems, add-on boards, scanners.
Small businesses don’t need all that. I like reading my user group
newsletter, because it's more down to earth.

Mel Reisz, Jeweler

How New Is the News? How Good Are the Reviews? You should know
that, in the magazine business, lead times generally equal about four times
the period of the publication. That is to say that much of the material in a
monthly computer magazine will have been written about four months
before you receive the magazine.

This means that writers and editors for the monthlies tend to hedge their
bets: In reviewing a product, for instance, they may go lightly on some
really horrendous bug that the software vendor is sure to fix by the time the
magazine hits the streets. It also means that some software descriptions—
and almost all new hardware ones—may be based on the writer’s experi-
ence with prerelease versions of the product. It's the only way the maga-
zine can come out with a splashy cover article that's concurrent with the
release of some exciting new product.

What's more, most reviews are really just a single user’s opinion. They
are not the exhaustive result of dozens of technicians in white lab coats
putting the program through every conceivable test. Reviewers are given
at most a month to work with a product, and paid an amount that justifies
about three days’ work, including the actual writing. One reviewer may
use the program for the entire month, in the course of his or her regular
work. Another may load the program up and run a few benchmarks and
work through the tutorial. Because of these compromises, you would do
well to read at least two or three reviews of the same product before making
a buying decision.
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When to Read Magazines. Make some space in your office to store a year’s
worth of each of the Mac magazines you subscribe to. Then, when each
issue arrives, just skim it once to see what’s new and interesting. After that
first pass, put the magazine away on the shelf.

Irecommend this approach because there’s no sense in reading anything
until you need it. An article on viruses doesn’t interest you in May when iit's
published: It begs to be read in September, when your machine’s exhibiting
strange behavior. That review of FileMaker doesn’t grab your interest in
February: It fascinates you the following November when you've decided
to make a big mail-order push in your business. If you don’t save issues for
at least a year, you'll never have the reference material you want.

I save mine for two years, in fact: one year in my office, and the next year
in less accessible storage. After two years, there’s not much that's still
current, in a field where things change so quickly.

If you expect not to make tons of mistakes buying stuff, you have to take
the time to read. I live in an apartment, and I can’t store magazines, or I'd
have to move out. I clip things: I'll clip anything that has to do with the
ImageWriter, and anything that has to do with the programs I use, and
keep the clippings in files. The little things you read can really make a
difference. For instance, I read that you shouldn’t have the printer on the
same surface as your Mac because of the vibrations [which can loosen your
chips]. So I bought a little printer table. There’s not enough attention
paid to things like this—I didn’t see that anywhere in the ImageWriter
manual.

Robin Hartford, Assoc. Editor, Stock Car Racing magazine

Finding Other People to Help

Most of us who work for ourselves tend to be real lone rangers: We're used
to doing everything ourselves, and it kind of irks us when we have to call on
someone else for help. That’s what this book—and especially this chap-
ter—are for: To give you the tools you need to be more self-sufficient with
your Mac, and to lessen the chances you’ll need to search for someone who
can give you a hand.

Others of us would like nothing better than to cry “Help!”, but we’re not
sure how to go about finding someone to listen. This section will give you
a few suggestions on when and where to find help, how to get it for free
whenever possible, and how to get your money’s worth when you do
decide to pay for help.
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Join a User Group

One of the best sources for finding helpful and knowledgable people is
your local Mac user’s group. User’s groups are associated in some people’s
minds with pimply teen-aged hackers meeting in a church basement to
solder chips and exchange pirated software. Whether this was ever true a
decade ago is questionable; it’s certainly not appropriate today.

I'm a member of The Boston Computer Society, a national user group
based on the East Coast. With over 30,000 members (of which about 14,000
are Mac users), BCS is not your typical user group in terms of size. But its
members are no different from those in other groups. A recent BCS survey
came up with the following typical user-group profile of age, employment,
and computer experience:

* Average age of user group members is 41.

e 30 percent are corporate employees; 29 percent are self-em-
ployed or in small business; 12 percent are professionals (doc-
tors, lawyers, accountants, etc.); 12 percent are teachers.

¢ Four percent have little or no computer experience; 45 percent
are “comfortable with personal computers and application
software”; 31 percent are “comfortable with modems and
macros”; and 20 percent can be described as “programmers or
fanatical hackers.”

What's a Meeting Like. User groups typically meet one night a month,
with about half the meeting as an informal Q&A session, and the other half
an organized presentation. The small group of about 25 people that I run
here in New Hampshire is typical: About an hour is spent with people
standing up to say, “I can’t get my ImageWriter to print the top line of a
page” or “Does anyone know how to do footers in Word on legal paper?”.
Our other hour features a member demonstrating some piece of software,
or a local software rep or computer-store employee showing some new
product and answering questions.

The other way I try to keep up is by going to the user group in Hartford.
You can meet anyone there, from the people who will tell you anything you
want to know, to people who won't tell you anything because they took so
long to learn it themselves. It's bedlam, but I like it: There are usually four
submeetings going on at the same time, and a guest speaker, and someone
off in the corner inking ImageWriter ribbons for a dollar.

Robert Batson, Technical/marketing consultant to the chemical industry

In addition to the monthly meeting, user groups often put out a monthly
newsletter with tips and reviews. They often serve as a source for public
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domain software (software that’s legally free to copy) and shareware (soft-
ware distributed freely, but paid for on the honor system, according to
directions that come with the program). But the best part of a user group is
the opportunity it presents to meet other people in your community who
are using Macs, so you can call them up for help on all the days of the month
when the user group doesn’t meet.

How to Find a Group. Apple has the strongest program of any computer
company, in encouraging and supporting user groups. In every Mac
manual, Apple includes information on user groups, as well as the phone
numbers of The Boston Computer Society and BMUG, the two largest Mac
groups, and Apple’s own user-group hotline, which you can call to find out
the user group nearest you.

Boston Computer Society 617-367-8080

BMUG 415-849-1114

Apple User Group Hotline 800-538-9696

On-line Help

Another source of good information that’s only slightly more costly is
on-line services. Most services have something called forums, which are a
lot like perpetual user-group meetings. You can call in over your modem
and “listen to” other people’s questions and answers, or you can leave a
question on the forum for anyone else to answer. You'll incur whatever
charges apply to the on-line service, and you may have to wait a few days
for an answer to your question. But especially if you're in an area that’s not
well served by a user group, this may be a good approach.

Chapter 5 goes into the pros and cons of on-line services and forums in
quite a bit of depth, so if you're interested and haven’t yet read that chapter,
have a look now.

Hiring a Consultant

No matter how many books, magazines, user groups, and on-line services
you have available to you, there will still be times when it may make more
sense to get a boost up from a consultant than to flounder on by yourself.
When should you pay someone to show you the ropes? In general, you've
got to ask yourself

e How much is my time worth?
¢ How long will it take me to figure things out on my own?
¢ Canlsee any immediate payback from this information?
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On my first job as a computer consultant, I was hired to find a time-billing
system for a legal office. Terribly eager to do everything right, I spent
weeks on the project, didn’t bill for most of my time, and still ended up
charging the lawyers over $600—what seemed like an enormous sum to me
at the time. I was terribly nervous about presenting my client with the bill,
until a friend said, “Cynthia! They charge $100 an hour in that office for
legal advice. If you've saved them seven hours of work, you've given them
a good deal. How long do you think it would take them to even find out
what the options are? How much money would they waste if they bought
the wrong thing? And how many extra dollars will they earn now that they
can bill all their time accurately?”

You’re on the lawyers’ end of the story. But the only way you can assess
a potential investment in consultant time or seminar fees is by knowing
how much your time is worth, then figuring out what the potential savings
in your time might be, and whether the information you'll gain will gener-
ate any immediate gain in productivity or in actual cash.

How To Find a Good Consultant. What I really mean here is, “How do you
avoid getting ripped off?” In a time when everyone who knows two
programs and has had a Mac for six months has cards printed up that say
“Macintosh Consultant,” how do you tell the really good folks from the
bad? It's best to depend on word of mouth, and proceed only when you
have a really strong personal recommendation from someone who's satis-
fied. But if you have to go forward on your own, or want some way to back
up the personal recommendation, here are a few guidelines:

® Ask your local user group leader or computer dealer for the
names of any consultants in your area.

¢ Call up and ask the person a question to which you already
know the answer. You'll get to find out how clearly he or she
explains things, and you might find out more than you knew
before.

*  Ask for the names of other clients, and call them to check up.
You’d be glad to take a minute to pass on your experience, and
others are, too.

* Hire the consultant for a small job before you consider a big job.
This is the only way to find out whether he meets deadlines,
and does a quality job.
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What You'll Pay and What You'll Get. Expect to pay around $50 per hour
for good Mac consulting, with higher prices in the big cities on either coast
and lower prices in some areas. Make sure to find out what's included, and
when the meter starts running. I tell all my clients that they can call me
anytime, and if I can answer their question in five minutes or less, I won’t
charge them. If it's something bigger, I'll make an appointment to come in,
and charge. See how your consultant deals with the inevitable follow-up
questions that come with any job, and find out if it takes a week to get your
phone messages answered.

Since most consultants charge by the hour, get some idea of how long it’s
going to take to get the information or services you need. Be aware that
database design and implementation can take a great many hours. If you
blithely call up a consultant and ask her to “whip me up a little thing in
FileMaker that will take care of my billing” or “set up something in 4th
Dimension that will track sales prospects” you may be agreeing to a few
thousand dollars worth of fees. Yet, this still may be cost effective for you,
since database programs are the hardest ones to master on your own. Only
you can decide.

It’s also important to get an agreement in writing as to the scope of the
work and the time estimated to complete it. This doesn’t need to be a
formal contract; it can be a detailed outline that both parties initial. The goal
here is not a dry legal contract so much as a confirmation that both of you
see the project the same way. If you do hire someone to do custom
database or spreadsheet design for you, make sure you get some sort of
manual to keep afterwards. Documenting the work that’s been done takes
time—and you'll be charged for that time—but it's essential to making sure
you end up with some usable value for your money.

Finally, make sure you're ready to take advantage of someone else’s
skills: If you don’t really know what you want, you can’t tell someone else
what to do. You'll waste hundreds of dollars of money if you keep
changing your mind after the job’s partway done, and you’ll never end up
with something that will help your business. Take the time to analyze
everything you do.

I tried to write an inventory system on Double Helix for my store, and
eventually decided it was too complicated, too slow, and beyond my
abilities. I got a few pointers from a consultant, but I decided to write it
myself because I looked at what it would cost, and it was going to be very
expensive—on the order of $2,500 to $3,500. I worked on it almost
complusively for months, mostly at home, at night. But it was a change of
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pace. I couldn’t have just worked extra hours at the store to earn more
money to pay someone. You only have a certain amount of energy for one

type of activity.

It's just as well 1 didn’t spend the money. We probably weren'’t ready to do
it. One thing I found out in trying to write it myself was that we didn’t
know what we wanted to track. Now I'm looking at vertical market
packages for jewelry stores, because they have categories that suggest what
you ought to keep track of, based on experience with hundreds of stores.
Mel Reisz, Jeweler

Who Knows What’s Next?

As Mac small-business people, all of us are unusually fortunate. We own or
work in small companies that provide us much more control over our lives
than employees of large corporations can imagine. And, in large part, it's
the Macintosh that makes our businesses possible. I hope that this book has
helped you to expand your use of the Mac, and improve your
business—and contribute to the lifestyle you enjoy.

It's important for us to do what it is we really want to do. I've done a little
of everything. Istarted in a management training program for Montgom-
ery Ward. Then I was at Disneyland for three years: I was a character in
costume—Eeyore, from Winnie the Pooh—and manager of the Main
Street electrical parade. I lived in a log cabin near Jackson Hole, Wyo-
ming, and had my own radio program. I've taught everything from fourth
grade to university, and I haven’t even hit 40 yet. Idon’t know what will
be next, but whatever it is, the Mac will be at the center of it.

Gregory de Silva, Opera singer and voice-over artist



Cynthia W. Harriman

Writer and Mac trainer

Cynthia Harriman is a writer, computer consultant and Mac trainer in
Portsmouth, NH who thinks it only fair to bare her soul to the same extent
she’s asked others in this book to bare theirs. Cynthia runs her business
from her home, on a Mac II, using Word, Excel, MacNet, Managing Your
Money, MacDraw, and almost every other product mentioned in this book,
many of which she grew to depend on during the course of writing The Mac
Small Business Companion. She and her husband Lew, who also works
from home, share a LaserWriter NT thanks to a basement that's criss-
crossed with LocalTalk cabling.

I studied French in college, at a time when liberal arts majors didn’t go near
computers. Asaresult, Iwasn’t introduced to microcomputers until 1981, when I
worked as clerk/bookkeeper at a small New Hampshire antique store. My boss was
the retired CFO of a major corporation, determined to run his new business in the
same organized way he had run a much, much larger company.

My education started the first day, when I was shocked to find that the computer
store that had just taken $3500 of our money would not even set up the Apple II
we’d bought, let alone tell us anything about the Peachtree Accounting program
we’d chosen. Iwas on my own, like most small businesses with their first computer.
I came in nights and weekends to master that Apple I1. I read books. And then, six
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months later, I attended an intensive microcomputer-education program at
Wesleyan University in Connecticut, called The Summer Computer Institute. I
was hooked, and decided to make computers my work.

Now I spend about half my time writing. I started out writing because it was
something I could do at home when my kids were little, but I still enjoy it now that
they're entering their teens. I've written articles for magazines including
MacWorld, MacWeek, Macintosh Business Review and Lotus Magazine, and have
been a regular columnist for Macintosh Today and Andrew Seybold’s Outlook.
This is my third book, following on the heels of The Macintosh Advisor (with Ben
Calica, Hayden Books 1986) and The MS-DOS—Mac Connection (with Jack
Hodgson, Brady Books 1988). My writing reflects changes in the software avail-
able for the Mac: I wrote the first book in MacWrite, the second in Microsoft Works,
and now do my writing in Word. Like most Mac users, I find that the consistent
Mac interface makes it easy to move on to a new program when I need new features
and am ready to absorb them.

The other half of my time is spent in training and consulting. The balance works
for me: just when I'm tired of being holed up in my office, staring at the walls and
writing, I get out in front of a class of people, and enjoy the buzz all teachers get
from seeing light bulbs go off above their students’ heads. Works is the most
important program I use in my training business: Its unparalleled ability to mix
text and graphics next to each other lets me avoid using a page layout program for
my training materials.

Three things I've recently adopted have made a big difference in my productivity.
The first is MacNet. I work in a loose cooperative relationship with three other Mac
trainers under the name The MacConsortium, and we've adopted MacNet as our
means of keeping in touch, since we’re spread over two states. Calls from our ads
come in to our answering service, and the one who's on phone-duty (we rotate this
chore) posts the messages and training requests on MacNet, so that whoever's
available and qualified can follow up and book the job. MacNet makes it very easy to
make sure everyone in the group gets the same information at the same time.

The other two time-savers have been QuickDEX and a FAX machine. I had tried
using FocalPoint’s address book and dialer last year, but had found HyperCard to
be so cumbersome — even on a 5M Mac II — that 1 didn’t actually use it regularly.
QuickDEX is small and simple, and it’s always right there. I've used QuicKeys on
my extended keyboard to add a keyboard shortcut for QuickDEX. When I want to
call someone, I just hit the F7 key, type in part of their name or address, and press
Command-D to dial over my modem. It's hard to believe how such a little program
can make such a big difference, but I guess I shouldn’t have been surprised — when
I'm in the office I'm on the phone at least half the time.
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I couldn’t do what 1 do without The Boston Computer Society. I've been active in
BCS since 1982, and find it a source of my most up-to-date information, as well as
many of the referrals I get for my business. Being active in the BCS Mac group
gives me access to great meetings, one of the best public domain/shareware collec-
tions in the country, an excellent (but erratically-published) newsletter, and a
network of people to call when I have any questions. Of course, I have to be willing
to give as much as I get: I probably field about a dozen calls a week from absolute
strangers who start off, “I got your name from the BCS and they said that maybe
you could help me with...”

I'm about an hour and a half from Boston, and I don’t relish driving to the city
very often. So I started my own user group here in New Hampshire. It's affiliated
with the BCS — a nice arrangement that gets our meetings listed in their publica-
tions, and lets us sell their PD software — but we really run our own show. It's
surprising how a small group of 25 to 30 people can be so diverse, and have so many
skills to share with each other. People were a little shy at first, figuring they didn’t
know enough to say anything, but I think for most people the group is a great
confidence-builder as they all find out they know things other people don’t know,
and that others are available who can help them for free.

I got my first Mac in 1984, when the 128K, single-floppy Mac was first
introduced. I've seen the Mac flourish, falter, and almost die before it was accepted
by the business public. I'm glad big business has embraced the Mac, because it
ensures that the machine I depend on will be around for a while. But I'm a little
disappointed that so many of the books and magazines on the shelves these days are
filled with articles like “How you can add 256 workstations to your network” and
“Workgroup productivity re-examined.” I think the Mac is an essential part of
small business, and I enjoy doing what I can to give equal time to those of use who
are out here on our own.



Appendix

Product List

To help you find out more about the hardware and software mentioned in
this book, here is an annotated list of products. Products referred to in
specific chapters are marked with a chapter number. Products mentioned
in several chapters or only in case histories have no reference, and may be
listed separately after the main list.

1st Aid Kit ($99.95)
1st Aid Software
42 Radnor Road
Boston, MA 02135
617-783-7118

(Chapter 9) A disk and file recovery program with a wonderful manual that
explains every error message and problem you’re ever likely to encounter
on your Mac. 1st Aid Kit's Text Recovery feature is especially nice, but the
program is not as good as SUM for undeleting files or attempting to recover
hard disks that have been accidentally initialized.

Adobe Systems, Inc.

1585 Charleston Rd.
Mountain View, CA 94039
415-961-4400

(Chapter 6) Adobe created the PostScript language, which it licenses to
printer manufacturers. Adobe also sells downloadable outline fonts that
can be used with PostScript printers.

Bill-It ($159)

Shopkeeper Software Inc.
PO Box 38160
Tallahassee, FL 32315
904-222-8808

(Chapter 4) Bill-It is a retail-oriented billing package that can also be used as
a point-of-sale manager (electronic cash register). Lacks the flexibility and
professional appearance necessary for a service business.
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Bitstream Inc.

215 First Street
Cambridge, MA 02142
617-497-6222

(Chapter 6) Bitstream sells outline fonts that can be used on PostScript
printers and on many non-PostScript printers.

BMUG (membership: $40 per year)
1442 A Walnut St., Suite 62
Berkeley, CA 94709-1496
415-549-BMUG

BMUG is one of the best-known Mac-only user groups, and a potent force
in supporting the Macintosh on the West Coast. It holds meetings almost
every night of the week in Berkeley, where many Silicon Valley companies
appear regularly to show their products and get user feedback. Member-
ship includes two issues of the BMUG newsletter (over 400 pages each),
access to the group’s bulletin board service, a technical help line, and public
domain software.

Boston Computer Society (membership: $40 per year)
1 Center Plaza

Boston, MA 02108

617-367-8080

The Boston Computer Society is the world’s largest personal computer
group, with over 30,000 members. It’s an umbrella organization of over 50
machine-specific and special-interest groups, including everything from
the Macintosh Group (with 14,000 members) to groups like Disabled/
Special Needs, Medical, Real Estate, and more. Membership includes two
subgroup newsletters, public domain/shareware software at low prices,
discounts from national software and hardware vendors, and meetings in
the Boston area and throughout New England.

BRS Colleague ($95 registration, plus usage fees)
1200 Route 7

Latham NY 12110

800-468-0908

(Chapter 5) BRS Colleague includes about 150 databases in all areas, al-
though it’s primarily geared toward the medical and healthcare end user.
The service offers bibliographic citations, as well as access to the full text of
about 70 medical journals and 20 textbooks. Usage fees: $20/month mini-
mum. $30 per hour prime time, $20 off-prime for medical databases, plus
an extra fee for downloading documents.
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CompuServe ($39.95 subscription, plus usage fees)
5000 Arlington Centre Blvd.

P.O. Box 20212

Columbus, OH

800-848-8199 or 614-457-0802

(Chapter 5) Compuserve provides on-line services to over 350,000 subscrib-
ers, including electronic mail, on-line shopping services, airline and hotel
guides, news, weather and sports, stock quotes, games, and dozens of
forums—interactive discussion areas on various topics. CompuServe’s
Working From Home Forum may be of special interest to Mac small-
business users. On-line fees $12.50 per hour; some databases incur a
surcharge.

Dac Easy Lite ($69.95)

17950 Preston Road, Suite 800
Dallas, TX 75252
800-992-7779

(Chapter 4) One of the only inexpensive bookkeeping programs that
includes billing. Dac Easy Lite allows multiple accounts, but is heavily

oriented toward retail sales.

DataDesk MAC-101 Keyboard ($169.95)
DataDesk International

7651 Haskell Ave.

Van Nuys, CA 91406

818-780-1673

(Chapter 2) A less expensive alternative to the Apple Extended Keyboard,
the Mac 101's extra keys are great for those who like macros and keyboard
shortcuts. Models available for both the Mac Plus and the SE/II.

Dialog ($35 annual service charge, plus usage fees)
3460 Hillview Ave.

Palo Alto, CA 94304

800-334-2564

(Chapter 5) An on-line database service that offers access to about 350
different databases in a wide variety of business and professional fields.
Usage fees vary from a low of $30 per hour to over $200 per hour—
depending on the database being used—but average around $100 per hour.
Additional “format charges” for downloading or printing information in
some databases.
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Disk Express ($49.95)
ALSoft, Inc.

P.O. Box 927

Spring, TX 77383
713-353-4090

(Chapter 9) Disk Express defragments your hard disk, reassembling all the
pieces of each individual file into one continuous chunk. Going beyond
some other programs, Disk Express also moves all the free space on your
disk into one area, so that new files you add to your drive are less apt to get
divided up into pieces as they're stored.

Disk First Aid (free with System software)
Apple Computer

20525 Mariani Drive

Cupertino, CA 95104

408-996-1010

(Chapter9) Apple provides this disk recovery utility with every copy of the
Mac System. It can fix some minor problems with your disks, but don’t
count on it as your only disk recovery tool (see SUM and 1st Aid Kit).

DiskFit ($99.95)

SuperMac Technologies, Inc.
295 N. Bernardo Ave.
Mountain View, CA 94043
408-245-2202

(Chapter 9) DiskFit is a backup program that saves files in Finder-readable
form. It's reasonably fast, and very reliable, but has relatively few options
for selecting the files you want to back up.

DiskTop ($49.95)
CE Software, Inc.
1854 Fuller Rd.

W. Des Moines, IA
515-224-1995

(Chapter 8) DiskTop duplicates most of the Finder’s housekeeping func-
tions—finding files, renaming disks, copying and moving files, etc—in a
desk accessory that you can use from within any program. Its Find feature
is especially nice, because it will not only locate but also open files.
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Easy Envelopes ($15 shareware fee)
Andrew Welch

Mark 3 Software

21 Grey Rocks Rd.

Wilton, CA 06897

(Chapter 1) Easy Envelopes handles most of what’s involved in printing
envelopes: It stores up to 99 frequently used addresses, centers the address
properly for different envelopes and different printers, and much more.

Ferret (free)

Larry Nedry

Compuserve 71566,650
Delphi Nedry

MouseHole  LNedry

(Chapter9) A public domain/shareware virus-fighting program that scans
your drive for Scores-infected files, and removes them if found.

FocalPoint II ($99.95)
TENpointO
Mediagenic/Activision
3885 Bohannon Drive
Menlo Park, CA 94025
415-329-0800

FocalPoint is an all-in-one business-management program that includes
telephone dialing and logging, appointment book with alarms, project
organization, and billing. Some find it cumbersome because it requires
HyperCard (and therefore can be slow and memory-hungry) but its fea-
tures may be just what you need for a small business.

Font/DA Juggler Plus ($59.95)
ALSoft, Inc.

P.O. Box 927

Spring, TX 77383
713-353-4090

(Chapter 7) One of the two leading programs for managing fonts, desk
accessories and other resources (see also SuitCase II). A more advanced
version called Master Juggler adds a few desktop-management features not
found in Font/DA Juggler Plus.
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FullWrite Professional ($395)
Ashton-Tate

20101 Hamilton Ave.
Torrance, CA 90502-1319
213-329-8000

(Chapter 1) An impressive array of features combined in a word processor
with outlining and page layout capabilities. More than 1M of RAM neces-
sary to avoid sluggish performance, or to run FullWrite with a customized
System file (added fonts, DAs, INITs, CDEVs, etc.).

GCC Personal Laser Printer (PLP) ($2,099)
GCC Technologies

580 Winter Street

Waltham, MA 02154

617-890-0880

(Chapter 6) QuickDraw-based laser printer with outline fonts. Since it uses
your Mac’s memory and CPU to process pages, at least 2M of RAM in your
Mac is recommended.

Gofer ($79.95)

Microlytics, Inc.

One Tobey Village Office Park
Pittsford, NY 14534
716-248-9150

(Chapter 8) Gofer is a file-finder program that locates files not by their titles
but by their contents: You can find all documents that mention a specific
client, or job, or product, for instance. Once files are found, Gofer opens
each one to show you the word or phrase you sought, in context.

Grappler ($149)
Orange Micro Inc.
1400 N. Lakeview Ave.
Anaheim, CA 92807

(Chapter 6) Two products that help the Mac to connect to “non-Mac”
printers. Grappler LQ is for connecting to parallel printers, and Grappler
LS for serial printers like the HP Laserfet and HP DeskJet. Both products
include cable and software for a complete solution.

Guardian —see SUM
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HD Backup (free with System software)
Apple Computer

20525 Mariani Drive

Cupertino, CA 95104

408-996-1010

(Chapter 9) Apple’s hard disk backup program. Very rudimentary, with
virtually no options for selecting files to back up. Adds to your stack of
backup disks each time you do an incremental backup.

HD TuneUp—see SUM

HP DeskJet ($795)
Hewlett Packard Company
16399 W. Bernardo Dr.

San Diego, CA 92127-1899
800-752-0900

(Chapter 6) A 300 dpi ink-jet printer that produces results comparable in
appearance to most laser printers, for a lot less money. Requires special
driver to work with Mac.

HP Laser]Jet ($2,595)
Hewlett Packard Company
16399 W. Bernardo Dr.

San Diego, CA 92127-1899
800-752-0900

(Chapter 6) A PC-oriented laser printer that offers less functionality and
greater Mac incompatibilities than comparably priced QuickDraw printers
like the GCC PLP and the Apple LaserWriter SC.

HyperCard (free with System software)
Apple Computer

20525 Mariani Drive

Cupertino, CA 95104

408-996-1010

HyperCard is an application that can be used to create, link, and retrieve
information in “stacks” of “cards.” An interesting concept with unlimited
uses, HyperCard requires all the resources of a 1M Macintosh.
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HyperDialer ($39.95)
Data-Desk Interntaional
7651 Haskell Ave.

Van Nuys, CA 91406

(Chapter 5) A device that plugs into the handset port of any touch-tone
phone; works with some Mac software packages to automatically dial
phone numbers.

ImageWriter II ($625)
Apple Computer
20525 Mariani Drive
Cupertino, CA 95104
408-996-1010

(Chapter 6) Apple’s low-end dot-matrix printer. Mechanically reliable, but
tends to have frequent paper jams, and poor feeding of single sheets and
envelopes.

ImageWriter LQ ($1429)
Apple Computer

20525 Mariani Drive
Cupertino, CA 95104
408-996-1010

(Chapter 6) Apple’s 27-pin dot-matrix printer; the LQ stands for letter
quality. Apple reissued this printer in the Spring of 1989, effectively
recalling two years of production due to loudness and poor print quality.
The new version is much improved, but other printers like the HP DeskJet
offer better printing for less money.

INITPicker ($49)
Microseeds Publishing Inc.
7030-B West Hillsboro Ave.
Tampa, FL 33634

813—882—8635

(Chapter 7) Program that helps to reduce the chaos that can be caused by
INITs and CDEVs conflicting with each other. INITPicker is itself a CDEV;
it lets you mark other CDEVs and INITs so that they will not be loaded into
memory next time you start your computer.
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Interferon (shareware, donation requested)
Robert Woodhead

The Vision Fund, c/o Robert Woodhead, Inc.
10 Spruce Lane

Ithaca, NY 14850

(Chapter 9) A virus-fighting program that detects the Scores and nVir
viruses, and watches for changes in the System file. Woodhead requests a
voluntary donation to the Vision Fund of any amount, from those who use
his program.

LaserWriter II SC ($2,799)
Apple Computer

20525 Mariani Drive
Cupertino, CA 95104
408-996-1010

(Chapter 6) Apple’s single-user QuickDraw laser printer. Uses scaled
bitmap fonts instead of outline fonts, so you may be limited in printing
large-size fonts in best quality.

LaserWriter, LaserWriter Plus (discontinued)
Apple Computer

20525 Mariani Drive

Cupertino, CA 95104

408-996-1010

(Chapter 6) Apple’s original PostScript laser printers, now discontinued.
The LaserWriter Plus has more fonts than the LaserWriter, and is generally
faster because it contains a later version of PostScript. A good buy on the
used marketplace.

The Macintosh Advisor ($19.95)

by Cynthia W. Harriman and Bencion Calica
Hayden/Howard W. Sams, updated 1988
4300 West 62nd Street

Indianapolis, IN 46268

317-298-5000

My first book. A good introduction to System issues, desk accessories,
MultiFinder, and many more issues. Some product references are begin-
ning to be outdated, but the explanations are still good.
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Macintosh Hard Disk Management ($19.95)
by Charles Rubin and Bencion Calica
Hayden/Howard W. Sams, 1988

4300 West 62nd Street

Indianapolis, IN 46268

A good all-round guide to hard disk management. Everything you ever
wanted to know about hard disks and then some.

MacMoney ($119.95)
Survivor Software
11222 La Cienega Blvd.
Inglewood, CA 90304
213-410-9527

(Chapter 4) MacMoney is a multiple-account personal and business book-
keeping program.

MacNet ($75)
Connect, Inc.

10101 Bubb Rd.
Cupertino, CA 95014
800-2MacNET

(Chapter 5) MacNet is an on-line service that couples electronic mail
(Email) with on-line support forums and other services. It’s available for
both the Mac and the PC.

MacPrint ($149)

Insight Development Corporation
1024 Country Club Drive
Moraga, CA 94556

415-376-9500

(Chapter 6) MacPrint is one of many third-party printer drivers for the HP
LaserJet and DeskJet. Comes with serial cable.

MacroMaker (free with System software)
Apple Computer

20525 Mariani Drive

Cupertino, CA 95104

408-996-1010

(Chapter 2) Apple’s macro-recording program, provided free with the
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System. MacroMaker is a relatively simple program, with no editing
features, and no loops, branches, or conditions. It is incompatible with
many programs, especially several from Microsoft.

MacUser ($27 year)

950 Tower Lane, 18th floor
Foster City, CA 94404
415-378-5600

(Chapter 10) A monthly Mac magazine.

MacWeek (375 year; free to corporate types)
525 Brannan Street

San Francisco, CA 94107

415-882-7370

(Chapter 10) A weekly Mac magazine. Heavy on what's new and future
trends, but with the most up-to-date reviews.

MacWorld ($30 year)
501 2nd Street

San Francisco, CA 94107
415-243-0505

(Chapter 10) A monthly Mac magazine.

Managing Your Money ($219.98)
MECA Ventures, Inc.

355 Riverside Ave

Westport, CT 06880
203-222-9150

(Chapter 4) One of the best simple multiple-account programs for home
accounting and for small professional/service businesses.

Mass Micro DATA *PAK ($1,795)
MASS MICRO Systems, Inc.

550 Del Rey Ave.

Sunnyvale, CA 94086-3258
800-253-8900

(Chapter 9) A hard drive system with 45M removable cartridges, that
connects to the SCSI port on your Mac. Cartridges cost $149.95 each.
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MCI Mail ($18 year plus on-line fees)
MCI Mail

P.O. Box 1001

1900 M St. NW

Washington, DC 20036

800-624-2255

(Chapter 5) An electronic mail service. Not at all Mac-like, but widely used
in business. MCI subscribers can also be Emailed through MacNet.

McSink ($30 shareware fee)
Dave McWherter

Signature Software

2151 Brown Ave.

Bensalem, PA 19020

(Chapter 1) McSink is a desk accessory that performs over 20 text and file
operations on the contents of the clipboard. One of the most useful—if your
word processor does not support this feature itself—is McSink’s ability to
change text from uppercase to lowercase or vice versa. A more powerful
version of this DA with macro capabilities is available commercially. (See
Vantage)

Microsoft Corporation
Microsoft

16011 N.E. 36th Way
Redmond, WA 98073-9717
206-882-8088

Microsoft Excel ($395). Excel is the leading spreadsheet on the Mac, with
the ability to calculate numbers and create graphs. Its built-in macro
capability is simple to use for basic watch-me-and-record-this macros, but
its more advanced capabilities (loops, branches, and other programming
conditions) are a good bit more difficult to learn.

Microsoft Word ($395). The most widely used business word processor for
the Mac. Has keyboard shortcuts for anything you could want to do—but it
may take awhile to find them in the manual.

Microsoft Works ($295). An excellent starter package for new Mac users;
may be all most businesses need ever. Works includes a very easy word
processor with all the features businesses need for routine correspondence,
simple drawing tools, a limited database, a spreadsheet (with charting),
and a basic telecommunications package. Because everything is all in one
package, it’s easy to use the database and the word processor together to
create form letters and mailing labels. Highly recommended.
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The MS-DOS—Mac Connection ($22.95)

by Cynthia W. Harriman (with Jack Hodgson)
Brady Books/Simon & Schuster, 1988

15 Columbus Circle

New York, NY 10023

800-624-0023 (except NJ)

800-624-0024 (in NJ)

My second book, The MS-DOS—Mac Connection, offers solutions and sug-
gestions for exchanging data between Macs and IBM-PCs. It explores
different hardware approaches (direct-cable, external drive, network) as
well as discussing the software issues of file translation. The book also
stresses the human issues of MS-DOS—Mac connectivity, with three chap-
ters aimed at helping users switch between the two machines, and a chapter
of interesting case studies of workplaces that share the two machines.

Panasonic 1124 ($529.95)
Panasonic Industrial Co.

Div. of Matsushita of America
2 Panasonic Way

Secaucus, NJ 07094
800-742-8086

(Chapter 6) A well-built 24-pin printer that’s heavily discounted to $350 or
less. Can be used with the Grappler LQ to provide better quality printing
than the ImageWriter for less money.

PowerStation ($59.95)

Fifth Generation Systems Inc.
11200 Industriplex Blvd.
Baton Rouge, LA 70809
504-291-7221

(Chapter 8) A Finder alternative program that helps you to quickly locate
and open the applications and documents you use most often.

Preview ($10 shareware fee)
Randy Ubillow
COMPUTER:applications, Inc.
12813 Lindley Dr.

Raleigh, NC 27614

(Chapter 1) A simple shareware program that provides an on-screen
bird’s-eye view of your page in programs lacking this feature.
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QMS PS]Jet Plus (discontinued)

The Laser Connection (a division of QMS)
7852 Schillinger Park West

Mobile, AL 36608

800-523-2696

(Chapter 6) Officially, this printer is discontinued. But many dealers can
still obtain them occasionally for a very good price. If your dealer can’t, ask
for his/her best price on QMS’s PS810, or look at other non-Apple Post-
Script printers.

QuickDEX ($60)

Casady & Greene, Inc.

26080 Carmel Rancho, Suite 202
P. O. Box 223779

Carmel, CA93922
408—624—8716

(Chapters 1 and 5) A desk accessory that acts as a computerized Rolodex
file, giving you quick access to names and addresses. Also lets you dial any
phone number recorded on a card.

Quicken ($49.95)
Intuit

540 University Ave.
Palo Alto, CA 94301
415-329-2721

(Chapter 4) Quicken is a simple, single-account bookkeeping program.
With a very easy-to-learn interface, Quicken helps you record expenses,
print out checks (if desired), and print simple transaction lists or an income
statement. Quicken cannot print out bills, but can be used to summarize a
particular client or project’'s expenses in order to write bills by hand.
Highly recommended for those who run their businesses from a single
checking account with few (if any) cash or credit transactions.

QuicKeys ($99.95)
CE Software, Inc.
1854 Fuller Rd.

W. Des Moines, 1A
515-224-1995

(Chapter 2) A utility program that lets you create keyboard equivalents for
just about anything you can imagine. Highly recommended.
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Redux ($99)

Microseeds Publishing Inc.
7030-B West Hillsboro Ave.
Tampa, FL 33634
813-882-8635

(Chapter 9) An excellent backup program with very flexible options, to let
you choose any particular group of files for backup.

Set Paths ($20 shareware fee)
Paul F. Snively

3519 Park Lodge Ct, Apt E
Indianapolis, IN 46205

(Chapter 8) Desk Accessory with INIT. Tells your Mac where to look for
any files it can’t find. Useful when you don’t want to keep an application
like a word processor buried in the same folder as its auxiliary files (such as
spelling checkers).

SideKick ($99.95)
Borland International
4585 Scotts Valley Drive
Scotts Valley, CA 95066
408-438-8400

(Chapter 5) SideKick is a set of desk accessories that includes a spreadsheet,
appointment calendar, to-do lists, and an address book with dialer and call-
logger. The address book is relatively inflexible, with space for only one
phone number.

Staircase (PD/shareware free)
Neil Radisch & David Goldstein
Eccentric Software

100 N. 17th Street, 15th floor
Philadelphia, PA 19103
800-332—4262

(Chapter 1) A program that adds “walk-down menus” to any application.
With Staircase in your System folder, the commands in each menu are
assigned a number—which appears on the menu when you pull it
down—that you can press to avoid using the mouse.
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Stufflt ($18 shareware fee)
Raymond Lau

100-04 70 Ave

Forest Hills, NY 11375-5133

(Chapter 5) A utility program that compresses files so that they can be sent
more quickly and economically over modems. Also decompresses files on
the other end.

SuitCase II ($59.95)

Fifth Generation Systems Inc.
11200 Industriplex Blvd.
Baton Rouge, LA 70809
504-291-7221

(Chapter 7) One of the two leading programs for managing fonts, desk
accessories, and other resources .(See also Font/DA Juggler Plus).

SuperLaserSpool ($149.95)
SuperSpool ($99.95)
SuperMac Technologies, Inc.
295 N. Bernardo Ave.
Mountain View, CA 94043
408-245-2202

(Chapters 1 and 6) Spoolers for the LaserWriter and ImageWriter. Let you
work on your Mac while you're still printing.

Symantec Utilities for the Mac (SUM) ($99.95)
Symantec

10201 Torre Ave

Cupertino, CA 95014

408-253-9600

(Chapter 9) Utilities that can defragment your hard disk and help with disk
and file recovery. (See also 1st Aid Kit.)

Tempo II ($149.95)

Affinity Microsystems Ltd.
1050 Walnut Street, Suite 425
Boulder, CO 80302
800-367-6771

(Chapter 3) The most sophisticated macro program available for the Macin-
tosh. Includes the usual watch-me-and-record options of most macro
programs, plus the ability to do loops, branches, and conditionals.
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TimeSlips ($299.95)
North Edge Software
239 Western Ave.
Essex, MA 01929
508-768-6100

(Chapter 4) TimeSlips, a billing program, consists of two parts, TSTimer
and TSReports. TSTimer is a desk accessory used for entering the time and
expenses you incur on a project. TSReports is an application that prints out
bills—with a number of very flexible and professional options—and keeps
track of your accounts receivable. TimeSlips cannot print out an income
statement or easily export its data to other accounting programs, so it does
not constitute a complete bookkeeping solution.

Vaccine (PD/shareware, free)
Donald Brown

1854 Fuller Rd, PO Box 65580
West Des Moines, IA 50265

CDEV. Notifies you when significant resources are being modified. Up to
you to decide to continue. Don has made it very clear that he does not plan
to get into an arms war with the twisted people who write viruses; he does
not plan to update this program to deal with new threats, so it may not be
effective on future viruses.

Vantage ($99.95)
Preferred Publishers
5100 Poplar, Suite 706
Memphis, TN 38137
800446-6393

(Chapter 1) A more powerful version of the McSink desk accessory (see
McSink, above) that adds spell-checking and macros.

Virus Rx (free from any Apple dealer)
Apple Computer

20525 Mariani Drive

Cupertino, CA 95104

408-996-1010

(Chapter 9) Detects various viruses. Regularly updated by Apple, Version
1.4 checks for strains of the Scores, nVir, INIT 29, and Hpat viruses.
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Many programs in this book were just mentioned in passing by those
quoted. Rather than provide source information on every program
mentioned—especially since many of them are well-known, popular pro-
grams—I'll just list each program and the company that sells it. Ask your
dealer for more information about any of these programs.

Acta Symmetry Corp 8006242485
Apple FAXmodem Apple Computer Inc. 408-996-1010
Back to Basics Peachtree Software 404-564-5700
BackFAX Solutions International 802-229-0368
BPI General Accounting Computer Assoc. Intl. 408-432-1727
BulkMailer Satori Software 206—443-0765
Delphi General Videotex Corp. 617—491-3393
Desktop Express Dow Jones 800-257-5114
Dollars & Sense Monogram 213-533-5120
Double Helix Odesta Corp. 312-498-5615
FastBack Fifth Generation Systems 504-291-7221
FileMaker Claris 415-960~1500
Freehand Aldus 206—622-5500
Heizer Templates Heizer Software 415-943-7667
Dlustrator Adobe 415-961-4400
Inhouse Accountant MIGENT 800-633-3444
Insight Layered, Inc. 617—-242-7700
MacDraw Claris 415-960-1500
MacInTax Softview, Inc. 805-388-2626
MacPaint Claris 415-960-1500
MacWrite Claris 415-960-1500
Microphone Software Ventures Corp. 415-655—-3232
More Symantec 408-253-9600
NOVA drives Microtech Int], Inc. 800-626—4276
OnCue ICOM Simulations 312-520-4440
OverVUE ProVue Development 714-969-2431
PageMaker Aldus 206-622-5500
PowerPoint Microsoft 206-882-8088
Radius Full-page Display Radius 408-434-1010
Rags To Riches Chang Labs 4082468020
ReadySetGo Letraset USA 201-845-6100
ReadySetShow Letraset 201-845-6100
Reflex Borland 408-438-8400
SBT Accounting SBT Corporation 415-331-9900
Silicon Press Silicon Beach 619-695-6956
Spelling Coach Deneba Software 800-6—CANVAS
SuperPaint Silicon Beach 619-695—6956
The Macintosh Bible Goldstein & Blair 415-524-4000
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Thunderscan Thunderware Inc. 415-254-6581
WriteNow T/Maker 415-962-0195

The following additional programs mentioned are public domain or shareware
programs. Contact your nearest user group, or call The Boston Computer Society
(617—625—7080) or BMUG (415—549—BMUG) for more information:

ColorCursor MacInTalk MacPassword
MenuClocck PopUp Private Eye
RWatcher SaratogaKey SpeakEasy
Staircase SuperClock The Guard Dog

Vaccine
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A

ABC database, 144, 145
absolute reference, 68
accounting, 78, 82, 85-87. See also
Billing, Bookkeeping
programs, 113-118; see also Managing
Your Money, Quicken, TimeSlips
Address Book (HyperCard), 124-128
disadvantages, 125-126
Adobe PostScript. See Postscript.
Affinity Microsystems, 62, 72
Apple Support Forum, 151-154
downloading, 151
AppleTalk, 167, 172
applications, 231
backing up, 268-269
installing, 241
organizing, 233-236, 240-241
problems, 256-257
upgrading, 314, 315
AutoMac, 39

B

backing up data, 264, 268-276, 290
alternating forms, 270
format for, 270-271
frequency of, 268
global, 269-270, 271
incremental, 270, 271
in virus infection, 280

balance sheet, 93, 97

Barron, Rich, 72

baud rate, 132, 133, 134

351

billing, 103-113, 198. See also TimeSlips.
entering payments, 110-111
expenses, 103-109
sending bills, 109-110, 111-112
worksheets, 111

Bill-It, 115, 331

bitmaps, 159-162, 163, 165, 178
fonts, 161-162
in HP DeskJet, 180

bits, 259

boldface, 38, 39

bookkeeping, 87-118. See also Billing.
double-entry, 93-99
and taxes, 99-103

books, 317-318

booting, 209, 254, 255

Boston Computer Exchange, 146-147

branches, 55, 61, 63
unconditional, 64

bulletin boards, 138, 282

bytes, 259

C

cases, changing, 11-12
CDEVs, 213-224, 239
collision with INITs, 218, 258
installing, 218
managing, 221-223
and memory, 218-219
problems, 219-221
upgrading, 315
uses, 217
CE Software, 37
checkbook program. See Quicken.
Chooser devices, 14, 16
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CIS Navigator, 140, 141
clicks, 206-208
Clipboard, 9, 10, 11, 205
Close command, 211, 212
Color Cursor, 217, 349
Command keys, shortcut, 32-36, 38
comments, adding, 248
CompuServe, 139, 140, 142, 291, 292, 333
and computer support, 147, 150
costs, 141, 293
for shopping, 146-147
for travel reservations, 143-146
Working from Home Forum, 154-156,
291, 292
conditions, 55, 64
Connect, Inc., 132, 134, 136
consultants, 322-325
control panel, 182-184, 205, 207
Desk Accessory; see CDEVs
Creator codes, 246
customizing, 214-28
history of, 214-215

D

Dac Easy Lite, 114, 333
data recovery, 283-290
databases, on line, 138-150, 196-197. See
also On line services costs, 141-142
hierarchical information structure,
140
text interface, 140-141
defragmentation utilities, 262-266
desk accessories (DAs), 241. See also
DiskTop, Suitcase.
adding, 224-225, 241
upgrading, 315
Desktop Express, 140, 141, 348
Desktop File, 210, 259, 260-261, 266, 283
Dialog, 139, 291-292, 333
costs, 141, 293
Dialog box, 4, 5, 33-36, 63
shortcuts, 33-36

DialogKeys, 37
directory, 259
damage to, 286; see also 1st Aid Kit
Disk Express, 261, 262, 264-266, 334
prioritizing data, 265
disk hub, 285
disk swaps, 212-213
DiskFit (SuperMac), 271-272, 334
DiskTop, 229, 239, 244-248, 334
files window, 247-248
finding files in, 245-247
screens, 247
documents, 231-232
backing up, 269
installing, 242-244
organizing, 236-238, 241
“orphan”, 315
trading, 282
dot matrix printer, 158

E

Easy Envelopes, 10, 19-20, 335
Eccentric Software, 40
Eject command, 213
electronic mail. See Email.
Email, 129, 131-138. See also MacNet.
gateways, 137-138
Envelopes. See also Easy Envelopes
continuous-feed, 20,22
jamming, 21
printing, 19-23
unfolded, 22
window, 17
equity, 98, 101
error codes, 205
Excel, 38-39, 195, 199-200, 220-221, 295,
342
editing in, 65-66
spreadsheets, 116, 342
eye strain, 142-143
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F

FAX, 129-131, 200, 328
FAX modem, 130-131, 200
Federal Express, 129
Ferret, 279, 335
Fifth Generation Systems, 149, 150
file signature, 208, 283, 284
FileMaker, 74, 75, 192, 193, 200, 348
Finder, 204, 219, 258
utilities, 238-251, 266-267
FindFile, 229, 239, 245, 257
1st Aid Kit, 284, 285, 286-288, 331
Extract Text feature, 288, 289
manual, 286-287
FKeys, 14-15, 227
flow charting, 57
Font/DA Juggler, 224-226, 227, 230
Font/DA Mover, 162, 224, 279
fonts, 161-162, 165, 167, 168
for HP DeskJet, 180-181
for HP LaserJet, 177-178
managing, 224, 226, 227
Format Character dialog box, 35
freehand work, 67-68
FullWrite Professional, 41, 336

G

GCC Personal Laser Printer (PLP), 173-
176, 188, 297, 336
fonts, 173-174
graphics, 174
memory, 175
Print Manager, 175
Get Info box, 260-261, 266
glossary feature, 39
Gofer, 229, 240, 248-250, 336
graphics. See also MacDraw, MacPaint,
QuickDraw
with HP DeskJet, 180, 185
for letterheads, 7
and macros, 67-68

with PostScript, 165, 166, 167, 180, 186
Grappler LQ cable, 182, 186, 336
Grappler LS, 181-182, 185, 189, 336
Guardian, 282, 284, 289

H

hard disks. See also Finder.
backing up, 264, 268-276
buying, 304-305
and extra icons, 260-261
fragmentation in, 262-266
organizing, 229-238, 240-241, 251
problems, 254-255, 257, 258, 260-267
and virus detection program, 280-281
hardware
backup options, 273-274
problems, 254-256
HD Backup (Apple), 271, 337
HD TuneUp, 26-264, 265
Hewlett-Packard DeskJet, 179-185, 189
cartridges for, 180-181
connecting, 182-184
control panel, 182-184
cost, 185, 189, 337
draft mode, 181
fonts, 180-181
limitations, 184-185, 189
resolution, 180
speed, 181-182, 185, 186, 189
Hewlett-Packard LaserJet, 158, 174-179,
188, 337
fonts, 177-178, 188
versus LaserWriter, 176-177
HP Laser]et. See Hewlett-Packard
Laserjet.
HyperCard, 124-128, 219, 337
HyperDialer, 122-123, 127, 228

I

ImageWriter, 6-8, 17, 76, 82, 158
driver, 164
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ImageWriter—continued
for envelopes, 20, 22
for mailing labes, 27-28, 29
versus Panasonic 1124, 186
initializing, 210, 211, 284-295, 289
INITPicker, 222, 338
INITs, 215, 224, 239. See also Suitcase.
collision with CDEVs, 218, 258
installing, 2118
managing, 221-223
and memory, 218-219
problems, 219-221
upgrading, 315
uses, 217
inkjet printers, 158, 180
Installer, 205, 231, 257, 311-313
Interferon, 279, 339
italic, 38, 39

junk files, 232
K

keyboard

DataDesk 101, 47, 48

extended, 47-48

Mac Plus, 47, 48

remapping, 31, 42

shortcuts, 37-42, 49, 50-51, 52, 224
Kiwi Envelopes, 20

L

labels, mailing, 26-29, 82
Avery, 28
removal of from printer, 28
sizes, 27
sorting, 29
laser printers, 158. See also LaserWriter,
Printers
and object fonts, 161

LaserWriter, 16, 17, 157, 158, 167-170,
339
driver, 164
with envelopes, 21-22, 167
with mailing labels, 28-29
page count, 168-169
LaserWriter Plus, 167-168, 170, 188, 339
LaserWriter 11 SC, 170-173, 186, 339
fonts, 170
graphics, 170
limitations, 170-172, 188
letterhead, 5-8
graphics in, 7
setting margins, 5-6
text, 7
letters. See also Letterhead, Stationery
addresses, 8-10
folding, 18
form, 23-26
positioning, 13
printing, 13-17
typing, 10-13
logic error, 70
logos, 7
loops, 55, 59-62, 64

M

MacDraw, 76, 161, 162, 348
MacInTax, 195, 348
Macintosh Hard Disk Management (Calica
& Rubin), 238, 340
MacMoney, 114-115, 295, 340
MacNet, 132-138, 143, 328, 340
and computer support, 147-148, 150
database costs, 141
Forums, 147-148
KeyWord Search, 152-153
Mail menu, 154
and MCI gateway, 137
receiving on, 136
sending on, 135, 136
MacPaint, 161, 162, 348
MacPassword, 217, 349
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MacPrint, 178-179, 181, 207, 340
MacroMaker, 39, 42-46, 50, 66, 340
menu choices in, 69
macros, 31-32, 42-52, 53-72
application, 49
complex, 53-72
creating, 42-44
editing, 65-66
function kys for, 48
global, 49-50
lists of, 41-42
menu choices in, 69
naming, 46, 65
pauses in, 67
phone number, 58-65
for printing envelopes, 19, 44-46, 66-
67
problems, 67-71
programming controls, 54-58
return address, 43-44
text, 39, 52
MacUser, 301, 318, 319, 341
MacWeek, 301, 318-319, 341
MacWorld, 301, 318, 341
MacWrite, 6, 299-300, 348
magazines, 318-320
mail merge, 25-26, 75
Managing Your Money (MYM), 96-99,
101, 102, 113, 114, 116-117, 341
manuals, 286-287, 316-317
MCI Mail, 137, 139, 140, 141, 293, 342
charges, 141
McSink, 11-13, 342
convert menu, 11
memory, 175, 218-219, 256
adding, 305-309
MenuClock, 217, 349
menus
for Email, 134
with QuicKeys, 38-39
with Staircase, 40-41
toggling in, 69
Microsoft Excel. See Excel.
Microsoft Word, 3, 12, 296, 342

dialog boxes, 33-35
menus, 41-42
Microsoft Works, 2, 342
for billing, 117
for form letters, 24-26
for mailing labels, 26
modem
for Email, 132
for FAX, 130-131, 200
speed of, 142
modules, 55-57
in phone number macro, 58-65
mouse pad, 304
Mousies, 38
MultiFinder, 15, 16-17, 205, 225, 239,
247, 306-307

N
nVir virus, 278, 279
()

objects (graphics), 160-161, 162
in HP Desk]Jet, 180

OnCue, 218, 348

on line services, 138-156, 291-293, 322.

See also Apple Support Forum,

CompuServe
alternatives, 151-156
computer support, 147-150
databases, 138-150
PC versus Mac, 141
problems, 139-143
shopping, 146-147
slowness of, 142
travel, 143-146

outline fonts, 161, 162, 168, 170

P

PageMaker, 78, 299, 300, 348
Page Preview, 13
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Page Setup dialog box, 34-35, 49
Panasonic 1124, 186, 343
Parameter RAM, 254-255
phone dialers, 120-129. See also Address
Book, HyperCard, QuickDex.
phone-jack adapter, 133
PopUp, 217, 349
PostScript,163, 165, 166-167, 180, 186,
188
clones, 166
fonts, 167-167
PowerStation, 229, 239, 240-245, 343
Preconditioning Exposure Assembly,
169
Preferences dialog box, 33, 223
preformatted blank pages, 2, 5
Print command, 163, 179
printer driver, 164
in HP Laserjet, 177, 178
PrintDEX, 123
printers, 6-8, 16-17, 27-29, 45-46, 157-189
compatibility, 165
costs, 157, 166, 187
drivers, 164,177,178
features, comparison of, 188-189
problems, 256
resolution in, 158-159, 165
speed, 165
types of, 158
upgrading, 313
printing, 15-16
background, 16-17
envelopes, 19-23, 45-46, 165-166
letters, 6-8, 13-17
mailing labels, 27-29, 165-166
spoolers; see spooling
Private Eye, 217, 349
programming controls, 54-58

Q

QuickDEX, 8-10, 115, 120-124, 328, 344
versus Address Book, 125-126

without modem, 122-123
with phone dialing, 10, 39, 121-123
screen, 122-123
special features, 123, 128
QuickDraw, 162-163, 170, 172, 173
Quicken, 87-93, 96, 101, 113, 116, 118,
344
credit card transactions, 91-92, 116
income statement, 89-90, 93, 101
limitations, 90-93
reports, 90
QuicKeys, 37-40, 42, 43, 78, 80, 217, 219,
346
date and time, 38, 39
menus, 38-39, 235
Quit command, 211, 212

R

Readlt, 80
ReadySetGo, 74, 75, 196, 348
ReadySetShow, 75
real-time recording, 67-68, 69
Redux (Microseed), 272-273, 345
relative reference, 68
resources, 311-312

customized; see Customizing
RWatcher, 217, 349

S

SaratogaKey, 217, 349

Save Command, 2, 4-5

Save As command, 2, 4-5, 256

scanning, 80

SCORES virus, 278, 279, 280

Scrapbook, 205, 278

screen problems, 254

SCSI (Small Computer Systems Inter-
face) port, 172-173

connection problems, 255
sectors, 210
SetPaths, 235, 345
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ShopKeeper, 115
shopping, by computer, 146-147
Shutdown command, 211, 266-267
SIMMs (Single In-Line Memory Mod-
ules), 307-309
slides, 75
software
problems, 256-259
upgrading, 309-313
versions,310-311
spooling, 15, 16, 17, 79, 181-182
Staircase, 40-42, 217, 345, 349
StandardFile dialog box, 35-36, 241
stationery format, 1-8
Style dialog box, 39
style sheets, 3
subroutines, 55-56
Suitcase, 149, 150, 230
for managing DAs, 224-225
for managing fonts, 226-227
Suitcase II, 219, 227, 346
SuperClock, 217, 349
SuperLaserSpool, 17, 179, 346
SuperMac, 17, 179
Symantech Utilities for the Macintosh
(SUM), 262, 282, 288-289. See also
Guardian, HD TuneUp.
Quick Optimize option, 265, 266
System bomb, 205-206
System files, 230-231, 234, 257-258
backing up, 269
and viruses, 278-279
Systems Tools, 231, 312

T

taxes, income, 99-103
telecommunications, 119-156
templates, 232, 236

for keyboards, 52

for letterhead, 3-5, 7
Tempo, 39, 58, 62-65, 71,78

applications, 72

editing in, 65, 66
immortality, 70
recording settings, 69
Tempo II, 219, 296, 346
text interface, 140-141
text searching, 248-250
The Guard Dog, 217, 349
threading, 150
TimeSlips, 104-113, 117, 118, 195, 198,
347
letterhead, 111
and products, 108-109
toggling, 69-70
toner, 174
Transactions command, 110
travel reservations, 143-146
TravelShopper, 143-144
TSReport, 104 109-110
TSTimer, 104, 105-109
tutorials, 75, 317

U
user groups, 82-83, 321-322, 323
Vv

Vaccine, 217, 279, 347, 349

View by Kind, 217

Virus Rx, 279, 280, 281, 347

viruses, 217, 223, 258, 276-282
cures, 279-281
diagnostic programs, 278-279
prevention programs, 281-282
symptoms, 277

\%

Working from Home Forum, 154-156,
291, 292



Inside the Macintosh

Jim Heid
and
Peter Norton

At last, the book that Mac user’s have long been waiting for, Inside the
Macintosh. Master the basics and understand the inner workings of the
Macintosh with the computer authorities, Jim Heid and Peter Norton. Inside
the Macintosh provides the beginning Mac user with an understanding of
how the Mac operates and gives practical technical advice on troubleshoot-
ing disk and file problems.

Experienced IBM users new to the Mac will benefit from comparisons
of DOS and Mac features for business and personal applications. Even those
already familiar with the Mac will find plenty of interesting and useful
information here. The discussion of the toolbox and the architecture primer
gives aspiring Mac developers the background needed to begin program-

ming.
ilso included:

» Networking Mac to Mac, Mac to PC, and Mac to mainframe
 Using MultiFinder and mulitasking

» Navigating around the deskto;IJ

» Comparing the Mac SE, Mac II

* Customizing Macros

* And much more

Jim Heid is a contributing editor to MacWorld and the author of dBASE
Mac in Business. Peter Norton is microcomputer’s best known author of
Inside the IBM, Peter Norton’s Inside OS/2, and Peter Norton’s DOS

Guide.

ISBN: 0-13-467622-X Look for this and other Brady titles at
$24.95 your local book or computer store. To
order direcly call 1 (800) 624-0023,

in New Jersey 1 (800) 624-0024,
/ / I I ﬂ" ady Visa/MC accepted.




The Fully Powered Mac

by Robert C. Eckhardt

Get ready to shift info computing over-
drive with The Fully Powered Mac.

This superb book/disk package is essen-
tial equipment for every owner of a Mac
Plus, Mac SE, or Mac Il whether you're a
novice or an expert. It's packed with strate-
gies and valuvable soft-

ware to make your Mac <
faster, more efficient Tap mto the

and better tailored to

your needs. Use it to Serious POWer

tune your machine to

the way you work.
The Fully Pow-

ered Mac starls you

out with a section on Macin-
tosh basics and hardware Your Mac

selup.

* You'll learn about FKeys and desk acces-
sories and study an entire section on fonts
of all types, what they do, how to customize
them and how to incorporate them into your
applications.

¢ You'll customize your Mac with your own

For the Mac Plus, Mac SE, and Mac |l

tncludes a disk

Requires 1MB RAM and 2 800K Hoppy disk drives or a hard
disk plus 1 800K Roppy drive.

ISBN: 0-13-332230-0
$39.95

IlIBrady

and Speed of &

windows, icons, scroll bars, dialog boxes,
and menu shoricuts.
¢ A complete seclion on speed and how to
get it includes keyboard shortcuts, RAM
caches and RAM disks, shortcuts for mouse
users, speed traps, backups, and trou-
bleshooting.
Perhaps the best fea-
ture of The Fully
Powered Mac is
its disk with 20 free-
ware/shareware
programs fo unleash
the potential
power hidden within
your Mac. They include:
¢ ResEdit;
e SuperFinder and Oasis
{replacements for the Finder);
* MenuMaster (Menu customizer);
* RAMStart (RAM disk program);
¢ Autoblack (screen saver);
¢ Randomizer {screen/sound customizer);
¢ and many morel
Make your Mac work to its full potential
so you can drive it into the future of com-

puting.

Look for this an other Brady titles at your
local book or computer store. To order
directly call 1 (800) 624-0023,
in New Jersey 1 {800) 624-0024
Visa/MC accepted




A Programmer’s Guide
to the Brain of the Macintosh

Encyclopedia Mac ROM

by Keith Mathews and Jay Friedland

Encyclopedia Mac ROM is your one-stop source for effectively programming the
Macintosh in any language. Covering all ROM versions, including the new 256K
ROMS in the Macintosh II, the book offers access to the powerful new tools and
routines built into the computer. It covers more than 700 routines that will
streamline your code and help you take advantage of all of the Macintosh’s
features.

Each ROM trap has an individual entry, with:

Names ® Aliases
¢ Managers ® Descriptions
®  Pascal Prototypes ¢ CCalling Sequences

¢ Assembly Language Codes

Introductions to Assembly Language and C programming on the Mac are in-
cluded, along with descriptions of C and Assembly Language data structureand

ISBN:0-13-541509-8
$29.95

Look for this and other Brady titles at

your local book or computer store.
ra To order directly call 1 (800) 624-0023,
in New Jersey 1 (800) 624-0024

Visa/MC accepted




Put Your PCs and Macs in Touch

“... Finally puts to rest the myth that mixing Macintoshes and

IBM PCs must be a nightmare!”

—John Sculley
Chairman & CEO, Apple Computer, Inc.

The worlds of the IBM PC and the Apple Macintosh can no longer remain
distinct. Connectivity and data sharing are a reality in every office that uses
computers. In this first-ever guide, Harriman and Hodgson amply cover the
range of PC-Mac-PC connections, from exchanging floppy disks to net-
working.

Their detailed, hands-on solutions make it easy for even non-experts to share
data and resources. Specific methods are given for:

Implementing network and non-network connections

Translating data between both machines

Using coprocessors

Sharing printers and other peripherals

Understanding both machines’ differences to support users

XX

The complete coverage of hardware and software solutions is illustrated
with drawings, tables, and photographs. Sections on human connectivity
help users of each machine understand the other, and look-and-feel com-
parisons strengthen users from both backgrounds. A comprehensive listing
of connectivity products rounds out this practical guide.

ISBN: 0-13-449448-2
$21.95

Look for this and other Brady titles at

your local book or computer store. To
ra order directly call 1 (800) 624-0023,
in New Jersey 1 (800) 624-0024

Visa/MC accepted




Developing and Marketing Superior Stackware

Applied Hypercard

“A romp through HyperCard, Stackware marketing, synergetics, and
more. Useful and a joy to read. Want a HyperCard book? Get this one!
—Doug Clapp
Contributing Editor, Mac User

Jerry Daniels and Mary Jane Mara present the best methods for developing prof-
itable Stackware for a growing market. They offer enlightening theories of con-
ception, design, and development, including the best steps to follow for market
research, user interface design, Stackware distribution, and publicity.

In addition, the Stackware tutorial—creating VideoStak, a video tape library pro-
gram—uses stacks on the accompanying disk to illustrate sound HyperTalk pro-
gramming techniques. You can work through the tutorial or examine and modify
the existing stacks. VideoStak already contains more than 300 movie listings.

Applied HyperCard’s development process covers:
¢ A Synergetic Approach to HyperCard;
* HyperTalk and the HyperCard Objects Hierarchy;
* The StackWare Marketplace;
* Synergetics and System Design;
¢ Testing, Distributing, and Publicizing your product.

The HyperTalk glossary defines and gives scripting examples for every com-
mand, property, function, operator, object, and message. Glossaries cover Hy-
perCard and Synergetics. Lists of Stackware publishers, user groups, and press
contacts are also on disk.

ISBN: 0-13-040866-2
$39.95

Look for this and other Brady titles at

your local book or computer store. To
ra order directly call 1 (8C0) 624-0023,
in New Jersey 1 (800) 624-0024

Visa/MC accepted




Includes

HyperCard ™

App I iEd Version 1.2.2
HyperTalk

The Scripting Process Revealed
by Jerry Daniels and Mary Jane Mara

HyperTalk, the programming language built into Apple’s HyperCard,
provides a flexible yet simple entrance to the world of applications
development. Designed for the first-time programmer, Applied
HyperTalk explains how HyperCard and HyperTalk work together,
and how to incorporate external commands and functions into Hyper-
Talk scripts.

Applied HyperTalk includes:
i A synergetic approach to the HyperTalk messaging system;

HyperTalk 1.2.2 commands, functions, and properties;

it A glossary of external commands and functions currently avail-
able from on-line services.

Jerry Daniels and Mary Jane Mara have created an informative guide

to scripting in HyperTalk. Their clear, conversational style will have

even non-programmer’s taking advantage of the language’s most

powerful features with ease.

The Applied HyperTalk disk contains the Brady Script Catalog, an
on-line glossary of HyperTalk commands and functions, as well as the
most recent version of HyperCard.

ISBN: 0-13-040882-4 = $49.95

Look for this and other Brady titles at
" a your local book or computer store. To
order directly call 1 (800) 624-0023,

in New Jersey 1 (800) 624-0024
Visa/MC accepted




Working With dBASE
Mac

Pushing Productivity to the Limit

by Rusel DeMaria and George Fontaine

“dBASE Mac users would do well to have a copy nearby at all times ... an
essential companion to the dBASE Mac documentation.”
—Robert LeVitus
Editor-in-Chief, MACazine

Working With dBASE Mac is the key to unlocking the program’s enormous power. A
combination tutorial, alphabetically ordered reference, and application guide, it’s the only
book you need to get the most out of dBASE Mac. Accessible to beginners, yet uncompro-
misingly thorough for more sophisticated users, Working With dBASE Mac follows a
logical progression from the basic concepts to more complex procedures.

The four major tutorial projects present a wide variety of concepts, including:
File, field, view, and layout creation;

Working with Relationships and Indexes;

Sorting and Selecting records;

Customizing data entry and reports

Optimizing projects and turn-key applications;

Printing;

Programming;

Context-sensitive help; and

Tips and techniques.

A special section deals with application development and appendices offer tips for using
the Mac and importing/exporting data. If you're new to the Mac, but not to dBASE, a
chapter comparing dBASE III Plus with dBASE Mac shows you their similarities—and dif-
ferences—to help ease you into effective data management on the Macintosh.

ISBN: 0-13-939760-4
$24.95

Look for this and other Brady titles at

your local book or computer store. To
ra order directly call 1 (800) 624-0023,
in New Jersey 1 (800) 624-0024

Visa/MC accepted




Productivity/Macintosh

Sometimes All You Need
Is Over-the-Shoulder Advice.

The Macintosh Small Business Companion provides exactly that: Clear,
timely assistance with the kinds of problems that plague you most. No time-
consuming tutorials, no techno-speak gibberish, just ten chapters full of
solutions for productive computer users.

Columnist and computer consultant Cynthia Harriman shares her practical
knowledge of everyday Macintosh hardware and software problems. Her tips
and techniques are designed to save money and time as you computerize your
small business.

Break through productivity barriers, and stop burning the midnight oil with
Harriman'’s suggestions for: :

® Customizing business correspondence

® Built-in and customizable keyboard shortcuts and macros

® Bookkeeping and accounting techniques

® Phone dialers and on-line systems

m Printers, hard disks, and troubleshooting

m Profiles of real-life business users and their own practical solutions

For everyone who must use a Mac for more than just word processing: The
Macintosh Small Business Companion.

/
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