






























































































































































































































































































































































































































































































































WELCOME TO ... THE MACINTOSH: Fr.OM MYSTEr.Y TO MASTEr.Y 

Apple keeps making improvements in the System, though, and periodically 
releases a new version of it. The most recent is version 7. System 7 is noteworthy 
because it includes many changes from System 6 but, because System 6 is sim­
pler and requires less RAM , many users who started with System 6 have chosen 
to stay with it. 

If you have just bought or are about to buy a Mac, System 7 comes with it. 
Don't worry, be happy. If you have System 6 or earlier, though, you may wish to 
consider an upgrade to System 7. This Appendix describes the differences, and 
what's involved in the switch. 

The first consideration is cost. System 7 (and every earlier version) has been 
free from dealers, if you bring the disks. Or, you could buy the disks plus a man­
ual for $50. The most recent release, version 7.1, now costs $79 by mail order, 
although users' groups may be able to offer a better price. 

The other cost is upgrading your hardware to the 2MB of RAM that System 
7 needs. Earlier versions would run themselves and at least one application with 
1MB, and all Macintosh models came with 1MB as standard equipment. Any 
Mac can be upgraded to 2MB or more of RAM. Depending on your model, this 
could cost as little as $50 per Megabyte. 

Is AN UPGRADE TO SYSTEM 7 WORTH IT? 

Let's look at the advantages of System 7. Most of these depend on having a 
recent version of the applications you want to use: If you 're doing fine with 
copies of Word and Excel dating from 1987, written well before System 7 was 
announced, you'll find that System 7 offers only a few improvements. Current 
versions of applications, though, make extensive use of 7's offerings. 

NEW FEATURES 

These features are new to System 7: 

• Balloon help. These are interactive, real-time help messages for menus, win­
dows, and dialog boxes. Choose Show Balloons from the Balloon Help menu to 
turn the balloons on, and then drag your mouse over anything on the screen you'd 
like a description of. See Chapters 1 and 5 for a detailed explanation of this. 
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• Application menu. If you have more than one program running at once, you 
can switch from one to any other more quickly this way than you could with 
earlier systems. Just click on the small icon of the active program, visible at the 
right of the menu bar, to see a menu of all open programs. 

Working with multiple open programs was available with System 6 , if you used 
a system addition called Multi finder. With System 7 , Multi finder is built-in, and 
a little easier to use. 

• Automatic organization of the System Folder. This folder contains all of 
the information your Mac needs to run. In previous system versions, any num­
ber of things that you added to the folder stayed at the same level, allowing a list 
of up to hundreds of dictionaries, or small programs that loaded at startup­
such as many of the shareware items discussed in appendix B-or basic control 
panels and such that gives you greater control over your working environment. 
System 7 organizes these things so they're easier to find and work with. 

• More control and ease of working with fonts and desk accessories. 
In system versions earlier than 7, you needed to use a special program to 
install a font or DA. With System 7 , you can just drag these items into your 
system folder, and they'll be put in the right place, automatically. 

• More DA's, and a flexible Apple menu. With earlier systems, you were 
limited to fifteen DAs, and DAs were all you could put in the Apple menu, at 
the left of the menu bar. With System 7 , you can install as many DAs as you 
like, and also anything else, in the Apple menu. The applications you use 
most, for example. 

• Aliases. An alias is an icon that duplicates the icon of any file or folder. You 
can make an alias of anything and put it anywhere you like. In the Apple 
menu, for example, so you can open it without digging through several folders. 
Or, you can put an alias for "Quarterly Report" in the Update folder, while 
leaving the original in the Reports folder. Opening the alias opens the original. 

This is a nice feature for use on a separate Mac, but becomes really powerful 
when your computer is networked to others, and you want to access easily 
other files or folders over the network. 

• Sharing. If you' re on a network, you and others can make files or folders 
available to others on the network. You can limit the access-see only, for 
example, or make changes-that others have to any folder on your disk. 
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• Better control over the Finder. As it ships, the Finder displays all text in 9 
point Geneva . You can change this to anything you want. You can also 
choose icon sizes, and whether these line up straight or are staggered in 
Finder windows. You can display folder sizes (although this slows operation 
down a bit), and choose how much data (modification date, for example, or 
version) is displayed in a list view of a window. 

An especially nice feature of System Ts Finder is that it shows you contents of 
folders within folders , in an outline view. Lists of the contents of subfolders are 
shown indented from the lists of the main folders in any window. 

You can also manage the Finder from the keyboard. Press any letter to select 
the item in the active window whose name starts with that letter. Press Tab to 
move to the next icon, alphabetically. Your Arrow keys move from any icon 
to any other, in the direction you choose. The built-in Finder Shortcuts file, 
available from the Balloon Help menu, illustrates all of these. 

• The Trash doesn't empty automatically. In earlier versions it did at cer­
tain times, and users reported that they lost files accidentally. In System 7, 
what you put in the Trash isn't actually erased until you choose to do so . 

• Labels. With a color Mac, you can assign colors to icons, sort by color, and 
give different colors labels with names you can change. This is helpful with 
organization and ease of work. 

• The Find Command. Although the ability to find any file on any disk was 
available in earlier system versions, it was limited compared to this. In System 
7 , you can search disks for all or part of a name, or by size, creation date, or 
several other criteria. The Finder doesn't just tell you where it is, it takes you 
right to it, and you can open, move, or copy it immediately. 

• Virtual memory. This is powerful stuff. Say you have 2MB of RAM and 
could use more, and you have 20MB free on your hard disk. You can turn 
some disk space into RAM, and then work with more programs at once. This 
is the cheapest way to acquire more RAM , and could well pay for your initial 
investment in· System 7. 

• Publish and subscribe. This is an even more powerful feature of System 7, 
and is shown in detail in Chapter 5. What it does is let you place all or part of 
any file in any other file-a graphic in a page layout document, for example­
and when you or anyone else updates the graphic, the page layout document 
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updates too. This is a great tool for keeping all parts of your work current, and 
is even better when there's a shared effort. 

• Inter-application communication. Not only can you specify that one docu­
ment updates another, as with publish and subscribe, but you can direct one 
application to open another, obtain information , and bring it into the control­
ling application. You've noticed some conceptual similarity between Excel and 
FileMaker, for example, although each is much better than the other in some 
ways. How about if you tell Excel to open FileMaker and a datafile, get some­
thing out of it, and import it into Excel for manipulation in ways a spreadsheet 
can do best? It's a ll here. 

In general, current versions of applications offer these features under System 7, 
and do everything e lse under earlier system versions. As time goes on, though , 
more and more applications will need System 7 to run at all , because their devel­
opers want to make use of System 7 for the functions it offers them, and that ear­
lier systems don't. Although every program this book covers runs under System 6 
as well as 7 , future releases of applications may not. You may need to upgrade 
your system version to upgrade an application version. 

The other side of the coin is, do you need to upgrade anything? We looked at 
SuperPaint version 3 , which does more than version 2. Did you need it to do 
more than version 2? If you're a professional graphic artist , you' ll probably 
appreciate the advances. But, since it does more, it takes up more room on your 
disk, takes up more RAM, and runs more slowly, just beca use it's doing more. 
Same with everything else, and System 7 too. 

It's something like buying a car , and then next year 's models come out. 
Sleeker and spiffier to be sure , but not necessarily any better at a ll for the kind or 
quality of work you do. Your humble author is going to finish this book and then 
go back to getting a Ph.D. in moral philosophy and educatio n , and a 1984 
Macintosh with Microsoft Word version 1 would be fine for the task. So don't be 
swayed by the latest and greatest, but look critically at what any upgrade would 
do for you. Joining a use rs ' group and the ir ongoing conve rsations on myriad 
topics is, here as elsewhere , most useful. 



APPENDIX 
TECHNICAL 

NOTES 

What would this book be without a tech note? 

It was produced on a Macintosh Ilsi with 17 megabytes physical RAM. Hard 
disks were an 80MB internal and a 44 megabyte Syquest Cartridge Drive, barely 
adequate, and an Apple 21-inch monchrome monitor. 

The body text is set in Souvenir, 10 point on 13 point leading. Subheads a re 
Serif Gothic 16 point bold; captions are Souvenir 9 point. 

The text was written in WordPerfect Mac , an e legant and capable word 
processor. Conversion and editing was performed in Microsoft Word 5.1. Pages 
were laid out and separated in QuarkXpress 3 .11. Our operating System is 7.1 , 
which with thirty-plus extensions and control panels loaded, didn't crash much 
more than once a day. Graphic work was accomplished in Photoshop and Aldus 
Freehand, and screens were captured using Rashit, a nice piece of shareware. 

Virus protection, a most important issue, was accomplished with John 
Norstad's wonderful program Disinfectant and Chris J ohnson's fine Gatekeeper. 
Although the commercial alternatives may be as good , we are grateful that what 
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we've used is provided free to the Macintosh community. These programs, and 
many other fine resources, are available on electronic bulletin boards or from 
most users' groups. Two good groups are: 

Berkeley Macintosh User Group 
1442-A Walnut St. #62 
Berkeley, CA 94709 
415·849·9114 

Boston Computer Society 
One Center Plaza 
Boston, MA 02108 
617 ·367 ·8080 

or call 800-538-9696 for the name of the users' group nearest you. 



Words in bold type are cross-referenced. 

active 

active window 

alignment 

Apple Menu 

a menu command, or a button, or scroll bar, that 
can do something. If the item is not active, its function is 
not available right now. 

the window in front of any others on the screen, and 
which has a title bar in it. 

the relationship between text and its margins: left­
aligned text is flush at the left margin but not at the 
right; centered text puts an equal amount of space at 
each end of each line; justified text is flush with both 
left and right margins, an effect achieved by putting 
extra space between words or letters within the line. 

the menu at the far left of the screen. Also called the 
Desk Accessory menu. 
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Apple Menu item 

application 

arrow 

ASCII 

background 

back up 

balloon help 

bitmap 

block 

body text 

boot 

button 

card 

ceU 

check box 

anything showing in the Apple Menu. These often 
control operation of the Mac or of printing. 

a program which you work with directly-to write or 
draw with, for example. 

a small icon on the screen showing the position of your 
mouse. Also called the arrow cursor. 

a standard format for moving text between programs, 
or between computers. It stands for American Standard 
Code for Information Interchange. 

in HyperCard , a layer con tain ing text or graphics 
shared by more than one card. 

to make a second copy of a file. 

a Mac feature that gives you short explanations of what's 
on the screen, contained in cartoon-like dialog balloons. 

a collection of dots that form letters, numerals, or graph­
ics. Such a collection makes up all images on the screen , 
and the output of some printers. See dot-matrix. 

in page layout, any amount of text as an element. 

in page design, text other than captions or headlines. 

to start a computer. 

1. a representation of a small rectangle on the Mac 
screen, with a word or a few words in it. Often the 
way to give the Mac a command. 

2. the physical button on top of the mouse. 

in HyperCard, a screen containing text, sound or graph­
ics, and buttons to link any of these to text, sound or 
graphics on any other card or stack. 

a box in a worksheet, where you enter a number or a 
formula. 

in a dialog box, a choice represented by a name with a 
small box to its left. Clicking your mouse in the box 



chooser 

click 

clipboard 

close 

close box 

codes 

column 

Command 

Command key 

composition 

control panel 
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(or, in most programs, on the name as well) puts an X in 
the box, indicating that the option is activated. 

an Apple Menu item (also called a Desk Accessory) 
that lets you choose which printer to use. 

pressing the button on top of the mouse , especially 
when the screen cursor is on top of someth ing you 
want to select or open. 

a special part of RAM that holds data you've cut or copied, 
so that you can paste it. Uke all RAM, it disappears when 
you tum the Mac off. See cut, copy, and paste. 

a Mac command that removes the active document 
from the screen. If you have made changes to the active 
document since you last saved it, the Mac asks you if 
you want to save these changes. 

an icon at the top left of a window. When you click in 
it, you close that window. Equivalent in use to the close 
command on the file menu. 

what used to be involved in learning computers. Since 
replaced by icons and plain English. 

1. in a spreadsheet, a vertical block of cells, one cell 
thick. 

2 . in word processing or page design, a block of text . 
separated vertically from other elements on a page. 

an instruction you give the Mac. Commands are listed 
on menus, or represented by icons in a palette. 

a key on the Mac keyboard identified by an apple or a 
cloverleaf icon . Pressing this key and holding it while 
pressing another key is a common way to give the Mac 
instructions. 

in desktop publishing , the aesthetic expression achieved 
by the balance and coordination of elements on a page. 

an Apple Menu item that offers options about the 
Mac's operation. 
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copy 

cropping 

cursive 

cursor, Arrow 

cursor, Text 

cut 

DA 

database 

datafile 

decimal tab 

desk accessory 

desktop 

dialog box 

1. to read data from one disk and write it to another, or 
(less often) from one part of one disk to another part 
of that same disk. 

2 . a Mac command that takes any data you've selected, 
and places it in a special part of RAM so that you 
can then paste the data elsewhere. 

changing the amount of a graphic that we can see on a 
page, without changing the size of the graphic itself. 

a font that resembles handwriting or calligraphy. 

the icon on the screen that moves as you move your 
mouse. Also simply called arrow. 

an 1-beam shaped icon used to work with text. Wherever 
you click it is where the text you next type is displayed. 

a Mac command that places data you've selected on the 
clipboard, a special part of RAM, so that you can then 
paste the data elsewhere. The cut command removes 
the original selection from your document. 

see Desk Accessory. 

1. an organized set of data of any type: a telephone 
book, a recipe file, a library card catalog. 

2 . a program that creates and uses this data. 

see database , definition 1. 

a tab stop that lines numbers up so the decimal point in 
each is aligned vertically with those above and below. 

a small program listed in the Apple Menu. 

the contents of a Mac's screen, seen as a metaphor for 
a physical desktop. Folders, disks, and their windows 
are visible and movable. 

a rectangle o n the screen containing items such as 
names of files, and asking you for input such as what to 
name a new file , or where to put it . Often contains 



dimmed 

directory 

disk drive 

disk 

display type 

document 

dot-matrix 

double-click 

double-sided 

dpi 

drag 

eject 

element 

EPS 
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check boxes and radio buttons, giving you choices 
about formatting or other aspects of the program. 

said of a button, check box, or radio button when its 
text is grayed-out and its function currently not available. 

see folder. 

the mechanism that reads data from , and writes data to, 
a disk. Hard drive is sometimes used synonymously 
with hard disk. 

a piece of plastic, much like a record, that holds data­
either programs or documents. 

type of a larger or contrasting size or style, used to com­
plement or offset body text. 

anything you've made using the Mac. Letters, drawings, 
or worksheets are all documents. 

a type of computer printer that presses ends of wires 
against an ink ribbon to print small dots on paper. The 
dots form letters or numerals, or graphical lines or shapes. 

to press the button on top of the mouse twice, quickly. 

referring to a floppy disk, one that can hold data on 
both sides. The most common floppy disk today. 

dots per inch , a measure of resolution on the Mac 
screen or printed output. 

to click the mouse button on an icon and, holding 
the button down, to move the mouse so that the icon 
moves with it. 

a command to push a floppy disk out of the disk 
drive. 

in desktop publishing, any single piece- a block of text 
or a graphic-on a page. Also called object. 

encapsulated postscript, a graphics file format. Also 
written as EPSF. 
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erase 

field 

file 

file fonnat 

fill 

find 

Finder 

floppy disk 

folder 

font 

footer 

fonnat 

fonnula 

1 . to delete a file from a disk, by dragging its icon into 
the trash. 

2 . to fonnat an entire disk. 

in a database, one kind of information. In HyperCard, 
a place on a card designed to hold text. 

anything that has an icon. Either a program or a doc­
ument. 

a program's design for reading and writing its informa­
tion from and to a document. 

in graphics or desktop publishing, the degree of darken­
ing of an area, expressed as a percentage. 

a command that lets you search for a string of text. 

the program that runs when you first tum on the Mac. 
It lets you copy or organize files , run programs, or 
open documents . 

a piece of plastic, much like a record , that holds data­
either programs or files , and is small enough to carry 
around. 

a graphical representation of what's on a part of a disk, 
used to organize data on a disk. You can put nearly as 
many folders on a disk as you'd like. 

a particular design and style of letters. Also called type­
face or typestyle. 

a line or few lines at the bottom of the page in a word 
processing document that stay the same on every page. 

1. to erase a disk, and make it ready to put data on. 

2. the way a program reads and writes data on a disk. 

3 . the way text is presented, such as size and style of let-
ters, and margins and spacing. 

in a worksheet, this contains references to other cells, 
and instructions for instance to add or subtract the value 
of one cell from another. 
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fun what Macintosh users have with their computers. 

graphical interface the idea that a computer should show you what's going on 
by symbols, or icons, rather than codes. See interface. 

grayed-out when text in a menu or dialog box appears in a light 
gray, or dimmed, instead of black. This means that the 
command or function is not currently available. 

greeked in desktop publishing, a representation of text at a small 
size by gray bars or by miscellaneous letters of the 
Greek alphabet. 

guide in page design programs, a thin straight line that you 
can 'pull out' of the vertical or horizontal ruler to 
place next to text or graphic objects for alignment. 

Hand tool in Page maker, the tool used to move the page around 
on the screen. 

handle in Pagemaker, an icon that controls alignment of a 
block of text. 

hard disk a metal disk, much like a record, that holds data-either 
programs or files , and that is built into the computer 
or into a cabinet plugged into the computer. 

header a line or few lines at the top of the page in a word pro­
cessing document that stay the same on every page. 

highlight see select. 

hypertalk the HyperCard program's implementation of hyper­
text. 

hypertext a concept that any word or text, or graphic, can be 
related to any other by idea rather than by proximity on 
a page or in a book. 

icon a picture that has a meaning. On the Mac, an icon may 
represent a program, document, disk, or command. 

lmagewriter a Mac printer of the dot-matrix type. 

initialize to erase, or format, a disk. 
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insertion point 

interface 

jargon 

justified text 

the bUnking vertical bar that shows you where the text you 
type is displayed. You can move the insertion point by 
eliciting with your text cursor at any point on the screen. 

the structured relationship you have with a computer; 
the language and the systems of recognition you use to 
operate the computer. 

difficult and technica l language that was once required 
to talk about computers. Now replaced by plain English. 

see alignment. 

keyboard equivalent a keystroke, perhaps with the Command key , that 
replaces choosing a command from the menu. 

landscape 

Laserwriter 

layout 

left-aligned text 

left tab 

learning 

linking 

load 

macro 

see orientation. 

a Mac printer that forms an optical image of a page, 
and then uses technology similar to a photocopier to 
print the image on paper. 

1. in a database, the positions on a page of each field, 
and of other text and graphics. 

2.1n page design, the placement of text and graphics 
on a page. 

see alignment. 

the most common kind of tab, which puts text to its right. 

growth of the whole person. Has little to do with gain­
ing skills. 

1. a dynamic relationship between documents, so that 
data in one document updates another document. 

2.1n HyperCard, a re lationship between two or more 
cards so that one card can reference another, or so 
you can go from one card to another. 

to start a program. 

a set of instructions you record, saved as a set, so that 
you can give the computer a ll o f the instructions at 
once, just by issuing one command. 



marquee 

master page 

masthead 

memory 

menu 

menu bar 

mode 

mouse 

multi finder 

multitasking 

New 

object 

on-line help 

Open 
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a shimmering dotted line around all or part of a bitmap 
graphic, or HyperCard button or field. Used to indi­
cate that the item is selected. 

in desktop publishing, a representation of a page on 
which you place elements that you want to appear on 
every page. Similar to the background in HyperCard. 

the title of a publication, perhaps with issue number or 
other indexing information, and date and place of publi­
cation. 

l.see RAM. 

2. inaccurately used to refer to data on disk. 

a list of commands in a program, accessible from the 
menu bar. 

words at the top of the Mac screen, showing lists of 
what commands are available. 

in a database, a paradigm that lets you work with one of 
these: fields, layouts, or records. 

the thing you use to move an arrow-shaped pointer 
around the screen. It has a button on top that you use 
to click on icons. 

in System 6, a feature that allows you to run more than 
one program at once. Automatic in System 7. 

using two or more programs at once, in conjunction 
with each other. 

a command on the File menu that starts a new docu­
ment. 

in page design, anything-text or graphics-that can be 
put on a page. Also called an element. 

descriptions of program commands and functions, 
available on-screen by choosing the help command. 

a command on the File menu that opens an existing 
document from a disk. 
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operating system 

orientation 

paint 

palette 

paste 

pica 

PICT 

pixel 

placing 

point 

pop-up 

PostScript 

portrait 

print 

program 

programming 

publish and 
subscribe 

the basic software that drives the Mac. Transparent to 
the user, unlike the operating systems for some other 
computers, which require the user's involvement. 

placing a page in vertical (or portrait, or tall) , or horizon­
tal (or landscape, or wide) view. 

1. one kind of graphics format. 

2. a program that works in this format. 

a set of icons at the side of a window that represent 
tools to format text or paint a picture. 

a command that takes data , such as text , that you've 
already cut or copied from elsewhere, and inserts it at 
the cursor position. 

a printer's measure, equal to one sixth of in inch. 

a graphics file format . 

one dot on the Mac screen. 

in page design, the act of putting a block of text or a 
graphic at a certain place on a page. 

a printer's measure. One point is 1/72 of an inch. 

a palette or menu that expands when you click on it. 

a page-description language developed by Adobe 
Systems, allowing high precision and resolution in 
printed output. 

see orientation. 

to direct the data in your active window to a printer. 

a set of instructions to the Macintosh to do something. 
Using a program, you can paint a picture or write a paper. 

a highly technical activity to make Macintosh applica­
tions that are then easy for the rest of us to use. 

a means of dynamic linking between two documents, 
from the same or different programs. 



radio button 

ragged 

RAM 

random access 
memory 

record 

resize box 

resolution 

right-aligned t ext 

right tab 

rule 

ruler 

runaround 

sans-serif 

Save 
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in a dialog box, a program command shown by its 
name with a small circle to its left. Clicking your mouse 
in that circle darkens it and activates that choice. 

text that is not even along one or both margins. See 
alignment. 

stands for random access memory: data contained 
on microchips in the Mac, which represents the working 
area of the computer. The contents of your active win· 
dow are in RAM. All data in RAM is lost when you turn 
the computer off. 

see RAM. 

in a database, one specific entry. For example, in an 
address book, information on one person is a record. 

the icon at the bottom right of a window in the F"mder. You 
click and drag in this to change the size of the window. 

the fineness of the dots making up an image on the 
screen or on paper. See dot-matrix and dpi. 

see alignment. 

a tab that places text immediately to its left. 

in desktop publishing , a line between elements, or 
leading from one element to another. 

in a word processing or page design program , a 
graphic, non-printing ruler along the top or left of the 
screen, helping with alignment. A ruler can include 
icons for tabs and margins. 

p lacement of text so that· it follows the edges of a 
graphic. 

a type style in which each letter does not have small 
strokes at the end of most major strokes. The illustration 
and heading fonts of this book are sans-serif. 

the command that puts a copy of the data in RAM onto a 
disk. 
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Save As 

script 

scroll 

scroll bar 

select 

selection 

serif 

shift-click 

single-sided 

spread 

spreadsheet 

stack 

string 

the command to save a new copy of a document, with 
a different name. 

1. in a database; see macro. 

2. In HyperCard, a set of instructions to the program 
such as to show animation, go to another card, or 
access any feature of the program for you. 

moving your view of a Mac window up or down , or 
right or left, using scroll bars. 

the vertical bar at the right side of a window, or the 
horizontal bar at the bottom, that lets you move around 
within the window. 

the choice of an icon, some text, or a graphic made by 
clicking on it with the arrow. The choice then reverses 
color from black on white to white on black, to show it's 
selected. Also called highlight. 

anything-an icon, object or text-that has been cho­
sen by the user, usually with the mouse. 

a type-style in which each letter has small strokes at 
the end of most major strokes. The main text font of 
this book is serif. 

to hold down the Shift key and click the mouse but­
ton. Used to select a range of data. 

referring to a floppy disk, one that can hold data on 
only one side. Less common today than double-sided 
disks. 

in desktop publishing, two facing pages viewed at once. 
Important to look at as a whole, to judge composition. 

an application that lets you work with quantitative 
data, and make charts from it. 

in HyperCard, a set of cards in one file , relating to a 
common idea or association of ideas. 

any amount of letters and numbers. Your name, includ-



Stylewriter 

subscribe 

system 

tab 

text wrap 

title bar 

tool bar 

trash 

typeface 

typestyle 

typography 

undo 

virus 
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ing the space between first and last, is a string. So is 
"12345xyz." 

a Mac printer of the dot-matrix type. 

see publish and subscribe. 

a program on a disk that the Mac needs to run, but 
that you don't use directly. 

a means of aligning lines of text with each other. See 
decimal tab, left tab, and right tab. 

in desktop publishing, arranging text so that it flows 
around the borders of a graphic. 

the top part of a window, with horizontal lines running 
across it, and the close box and zoom box at either end. 

a palette of icons, each of which represents a com­
mand. 

an icon on the Mac screen. Drag an icon of a file over 
the trash icon , and choose Empty Trash from the 
Special menu to erase the file. Drag an icon of a disk 
over the trash icon to eject the disk from the Mac. 

see font . 

see font . 

the art of choosing different fonts and styles for effec­
tive communication. 

a Mac command that undoes the last step you made. If 
your last action was typing , this command erases what 
you typed. 

in computer terminology, a program written to be invis­
ible to the user, which moves by itself from one com­
puter to a no ther, and which disrupts the normal 
functioning of the computer or causes more serious 
damage, such as erasing data. See the Technical Notes 
in Appendix F for important information on virus pre­
vention and eradication. 
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white space 

window 

windowshade 

word processor 

word-wrap 

worksheet 

zoom box 

in a publication, areas on a page without text or graphics. 
Critical to composition. 

a rectangular area on the Mac's screen, shown as a box 
with four sides. In an application, a window shows you 
the text or graphics currently in RAM. In the Finder, a 
window shows you what's in a folder or a disk. 

in Pagemaker, icons that control vertical alignment of a 
block of text. 

1. a computer application that lets you write, and 
include graphics. 

2. a small computer with a word processing program 
built in: Usually much less capable than definition 1. 

a feature of a word processing program that obviates 
use of the Return key at the end of a line: a new line 
starts automatically. 

a document produced by a spreadsheet applica­
tion. 

an icon at the top right of a window. When you click 
in it, you change the size of the window. 



3-D 118, 121 , 127 

A 

access privileges, 172 
active, 8, 17, 20, 24, 29-30, 51 , 

53, 55, 80- 81 , 86,90, 128, 
136, 217, 233-234, 245, 
251, 253, 260-261 

cell , 80-81, 86, 90 
~ndow, 17, 24, 51, 136, 246, 

251, 260- 261 
addressing, 77, 91-93, 99, 

107-108, 128 
absolute, 77, 91- 93 

Adobe Illustrator, 45 , 205 
Adobe Photoshop, 45 
Aldus Freehand, 45 

align, 197, 209-210 
alignment, 74, 84, 210, 251, 

257-258, 261, 264 
Apple Menu, 36-38, 66, 230, 233, 

235, 245, 251-254 
application, 26, 28, 40, 45, 79, 

104, 123, 163, 202, 216, 
230,239, 243-245,247, 
262-264 

menu, 123, 245 
arrow, 5, 11 , 13, 30, 42, 69, 

80- 81, 112, 140, 165, 170, 
172, 185, 194, 197-198, 
200, 202,208-209, 246, 
252,254,259,262 

key, 80, 140, 172 
ASCII, 196, 252 
associations, 169 
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Atkinson, Bill, 169 
attribute, 55, 187 
autoflow, 196 
automatic 

numbering, 62 
saving, 234 

autosum, 86-87, 108 

13 

background, 167, 180-182, 184, 
186,188, 190, 192, 252, 
259 

backup, 14, 223, 225, 234 
balloon help, 1, 10, 22, 80, 

103-104, 244, 246, 252 
Bezier curve, 46, 65 
bit, 252 
bitmap, 252 
block, 82, 198, 200, 208, 211, 

213, 252- 253, 255, 257, 
260, 264 

body text, 62, 70, 213- 215, 249, 
252, 255 

bold, 49, 52-53, 56, 73, 82-84, 
139, 249, 251 

boot, 252 
browse, 134, 136-137, 139, 

141- 142, 145, 156-157, 
159, 165, 170, 172, 174, 
184-185, 187 

brush shapes, 30 
brush symmetry, 30 
Bush, Vannevar, 169 
button, 5, 9, 11- 12, 16, 20, 28, 

30, 35,39, 52- 53, 58, 66, 
82, 96-97, 117,134, 141, 
144, 146, 155, 157, 169, 

172, 174, 176-180, 182, 
184, 186-189, 190, 192, 
197-198, 201-202,212, 
228,251-253,255, 259, 
261- 262 

byte, 252 

c 
CAD, 46, 242 
calculated field, 153-154, 158, 163 
calculation dialog box, 154, 158 
Canvas, 45, 182 
caption, 206, 210, 261 
card, 132, 169-177, 179-182, 

184-188, 190-192, 238, 
241, 252, 254, 256, 258, 
262 

case, 22, 60, 67, 73, 110, 113, 
115, 136, 163, 172, 214, 
236-237 

cell , 78-82, 86-87, 89-93, 
99- 100, 107-108, 110, 
113, 115, 117' 128, 
252-253, 256 

reference, 81 
centering, 54 
charts, 71, 77, 96, 101 , 118, 120, 

127, 206, 240, 262 
check 

box, 80-81, 86-87, 91, 93, 98, 
110, 114-115, 119, 252, 255 

mark, 53, 55, 144, 196 
Chooser, 38, 253 
Claris CAD, 46 
Claris Resolve, 100 
click, 5, 8, 11- 13, 16- 17, 19-21 , 

28,30- 31, 34-35, 259 



clipboard, 36, 120, 233, 253-254 
close, 12, 22, 26, 37, 51, 62, 94, 

98, 105, 110, 119, 121, 
123, 253, 263 

close box, 12, 37, 98, 119, 188, 
253, 263 

codes, 148, 150, 253, 257 
colors, 74, 240, 246 
ColorStudio, 45 
column, 81-82, 84, 94--95, 97, 

100-101, 107-108, 113, 
115, 118, 128,206-210,253 

column width, 84, 128 
command, 13, 21-23, 30, 32, 34, 

37, 39, 45, 52-53, 55, 58, 
253 

key, 32, 66, 96, 101, 118, 253 
communication, 24 7, 263 
composition, 194, 210, 253, 262, 

264 
conceptual innovation, 168 
control panel, 233, 253 
control points, 43-44 
copy, 1, 3, 9, 18-19, 21-22, 

25-26, 28-29, 34--35, 37, 
40,45,253 

copyright, 66 
creativity, 169, 210, 231 
Cricket Paint, 45 
cropping, 194, 200, 202, 

204--205,217, 254 
curly quotes, 215 
cursive, 213, 254 
cursor, 11-12, 28, 35, 37, 39, 

56-57, 62, 66-67, 69, 82, 
84, 87, 253 

cut, 13, 40, 42, 144, 146, 185, 
217, 253 

D 

DA, 229, 245, 254 
data, 3, 14, 16, 21-22, 24, 

35-36, 49, 77, 81-84, 
88-90, 96 

database, 131-134, 142-143, 146, 
149, 151, 163-165, 170, 
218, 254 

datafile, 151 , 156, 158, 166, 247, 
254 

decimal tab, 54, 254, 26 
default, 54, 91, 93, 121-122, 194 

page layout, 194 
de-select, 136, 159 
desk accessory, 251, 253-254 
desktop, 9-10, 17, 19, 23, 30, 39, 

120, 125, 134, 194,224, 
229, 261, 263 253-257, 
259, 262 

Dewey, John, 4 
dialog box, 15, 29, 33-34, 39, 47, 

59-60,65, 83, 85, 93-95, 
97-98,254 

dictionary, 57-58, 215, 236 
Digital Darkroom, 45 
diminishing returns, 116 
directory, 224--225, 255 
disk, 1, 6-7, 10, 14--22, 24--25, 

29-30, 34,36, 39-40, 45, 
50, 254 

drive, 17, 29, 135, 255 
display type, 255 
document, 19, 30, 34--37, 40, 42, 

45-47, 49-50, 56,58-61, 
63-70, 255 

Double Helix, 149, 164 
dpi, 255, 261 
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drag, 19-21, 24, 35, 39, 42, 44, 
52-54, 56,62,69, 74,82, 
85-87, 255 

draw mode, 40-42, 44-45, 47 , 
139, 177,205 

drawing, 5, 26, 28, 40, 43-45, 65, 
71,104, 202 

Dvorak keyboard , 74, 229 

E 

edit line, 80-81, 83, 86-87, 
91- 92, 98,114, 118, 128 

edition, 125- 126 
education, 4, 99, 167, 169, 191, 

194, 247 
eject, 39, 255, 263 
electronic mail, 3 
element, 203, 207-208, 210, 212, 

217-218, 252, 255,259, 
261 

entry options, 151 
environment, 4, 6, 8, 49, 65, 71 , 

104, 132,190,242, 245 
EPS, 196, 205, 255 
EPSF see EPS 
erase, 16, 82, 182, 202, 221- 225, 

234, 256 
Euclid, 169 

F 

fatbits, 32 
fax, 26, 223 
field, 60, 132-133, 135-136, 

139-144, 146, 148- 160,163, 
166, 174, 182, 184-185, 
190, 192, 241 , 256 

definition, 133, 136, 151 

We, 1, 5, 9, 12-13, 17- 21,23- 26, 
29-30, 33-35, 39-40, 
45-46, 229, 260 50-51 , 
56-57, 64,67-68,70,80, 
93,95-96,256 

format, 196, 255-256, 260 
fill, 47, 208-209, 225, 256 
find , 21 , 23, 59-60, 74, 105-106, 

146-148, 165,256 
all , 146- 148, 165 
criterion, 146, 148 

Finder, 24, 104-106, 123, 170, 
230,236,246,256,261, 
264 

flat-file, 164 
floppy disk, 1, 14, 18, 20, 181 , 

221, 255- 256, 262 
folder, 8, 10-13, 17-18, 20-21, 

23-24, 30, 106, 192, 230, 
233-234, 245-246, 
255-256, 264 

font, 5 1- 52, 55- 56, 73, 83, 95, 
98, 101, 160, 182, 184, 
213-215,228, 235, 243, 
245, 254, 256, 262-263 

footer, 63, 95, 144, 256 
footnote, 61-62, 64, 74 
forecast, 79 
format, 15-17, 22, 24, 49-51, 58, 

60, 63, 71-72, 82-85, 
97-98, 100, 129, 139, 
156-157, 160, 184, 190, 
196- 197, 200,205-206, 
212, 216- 217, 228, 
232- 233, 252, 255-257, 
260 

formula, 78- 79, 86-94, 100, 
107-111, 113- 115, 117, 
128,154-155,158,252,256 



Fourth Dimension, 164 
Foxbase, 164 
function, 37, 77, 79, 87, 90, 104, 

106, 113, 154,228, 233, 
251, 255, 257 

G 

game theory, 2 
glossary, 229, 251 
grammar, 49, 67, 71, 74 
graphic, 6, 22, 25-26, 45, 47, 56, 

65, 74, 120, 125, 163, 185, 
191,197,200-206, 210, 
212,217, 229, 237, 242, 
246-247, 254, 257, 
259-263 

GUI, 56 
guides, 104, 196, 207 

H 

hand tool, 174, 257 
handles, 44, 98, 118-119, 121 , 

139, 156,177, 198,200 
hard disk, 17, 21, 29, 192, 196, 

221, 224-225, 230, 233, 
239-240, 243, 246, 257 

header, 63-64, 95, 144, 160, 
257 

headings, 84, 95, 107, 213 
help, 1-2, 4, 10, 22, 25, 37-38, 

40, 45, 57,59, 66-68, 77, 
79-80, 89-90, 101 , 
103-104, 108, 129, 165, 
169, 184, 192, 196, 206, 
209-210, 225,231, 233, 
238,244,246, 252, 259 

highlight, 257, 262 

INDEX 

hinge point, 44 
Hypertalk, 187, 189, 191, 257 
Hypertext, 169, 257 
icon, 5-6, 10- 12, 17-21, 23-24, 

26, 28, 30,34, 39, 41,50, 
54, 69, 79, 84,86, 257 

lmageStudio, 45 
lmagewriter, 39, 47, 235, 257 
imaging, 46 
incremental saves, 34 
indent, 53, 187 
information, 2-5 
information theory, 2 
initialize, 257 
input, 3, 6, 46, 165 
inserting, 15, 65 
insertion point, 74, 258 
interface, 4-6, 22, 46, 202, 

231- 232, 236, 257-258 
intuitive, 7, 22, 46, 72, 189 
italic, 49, 52-53, 73, 208, 215 

J 

jargon, 258 
justification, 54-55 
justified text, 251, 258 

K 

keyboard , 5, 23, 50, 72-75, 87, 
121 , 137, 140, 165, 172, 
228-229,232-233,246, 
253, 258 

knowledge, 22 
Kolb, David, 4 
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L 

label, 12, 14-15, 140, 144, 159, 
225 

landscape, 249, 258, 260 
LaseiWriter, 39, 42, 47, 214, 258 
layout, 49 , 63- 64, 71, 73, 108, 

131-133, 137-139, 141 , 
143-146, 148-151 , 156, 
158-163, 165-166, 
193-194, 196, 211 , 
215-216, 229, 234, 237, 
239-241, 246, 252,258 

learning, 2, 4 , 10, 45 , 50, 139, 
169, 253, 258 

left tab, 54, 258, 263 
legend, 98, 118, 121-122 
line spacing, 215 
link, 103, 108, 110, 125-126, 

127-129, 167, 169, 
179-180,186-187,240, 
252, 258, 260 

literacy, 3 
load, 50, 222, 234-235, 240, 258 

M 

MacDraw, 45, 244 
MacPaint, 45, 196 
macro, 71, 120-123, 129, 131, 

232,258, 262 
Mac Write, 71, 244 
magnification, 108, 204, 229 
mail merge, 165 
margin, 74, 207, 251 
marquee, 34, 41 , 177-179, 259 
master page, 206-207, 217, 259 
masthead, 207-208, 210, 259 
match case, 60 

memory, 26, 28, 30, 36, 110, 222, 
234, 238-242, 246, 259,261 

menu, 9-10, 12-13, 17, 20-21, 
23-24, 26, 28-30, 33-39, 
44, 50-53, 259 

bar, 9-10, 12, 36-37, 51 , 259 
mode , 40-47, 65, 68, 72, 74, 

133-134, 136, 138-139, 
141-146, 151, 156-159, 
165-166, 170, 175, 
177-180, 182, 185, 187, 
191-192, 197, 205, 232, 
239,259 

mouse, 5, 9-12, 16, 20, 23-24, 
28,35,40, 46, 52, 57, 59, 
62, 72,82,93,96-97, 259 

button, 9, 12, 20, 28, 35, 52, 
82,96-97,252 

moving files, 22 
multifinder, 245, 259 
multiple windows, 103, 112, 127, 

129 
multitasking, 103, 123, 239, 259 

N 

network, 126-127, 222, 240, 245 
Nisus, 71-72, 202 

0 

Omnis, 164 
open, 7, 9, 12-14, 17,20-22,256 

paragraph, 55 
operating system, 249, 260 
option key, 23, 210 
order of parameters, 90 
organization, 68, 72, 165, 230, 

245-246 



outline type, 215 
outlining, 49, 68, 71 
output, 45, 47, 67, 252, 255, 260 

p 

page 
design, 71 , 120, 193-194, 207, 

210, 216-218, 252-253, 
257-261 

layout, 63-64, 71, 193-194, 
196, 215- 216,229,234, 
237, 239-241,246, 252 

setup, 95 
paint, 25-28, 30, 33-42, 45-47, 

65, 132, 168, 174-175, 
178, 182, 184, 186, 
190-192, 196,205, 229, 
260 

brush, 28, 30, 33, 41, 168 
format, 205 
mode, 40-41, 47, 175, 178, 

182, 191- 192,205 
multiple, 33 
pattern, 33 
text, 182, 186, 192 
tools, 25, 27 

palette, 27- 28, 30, 33-34, 41, 
174, 180, 182, 184, 194, 
212, 253, 260 

Panorama, 164 
paragraph, 3, 51, 53, 55-56, 63, 

70, 74 
paste, 25, 34, 36- 37 , 40, 56, 62, 

65,74-75,86-87, 96, 
107- 108, 111, 113- 114, 
120- 121,124, 185, 217, 
229,236, 253-254, 260 

pasteboard, 200, 210, 217 

INDEX 

patterns, 27-28, 47, 175, 180, 
189, 228 

pica, 214, 260 
PICT, 196, 205, 229, 232, 260 
pixel, 31, 140, 165, 260 
PixelPaint, 45 
placing, 74, 168, 200, 217, 260 
plain text, 196 
point, 51, 208, 214 
Popper, Karl, 168 
pop-up, 30, 156-157, 233, 260 
portrait, 260 
power failure, 28, 223 
precision, 43, 84, 140, 205, 212, 

260 
predictions, 79 
primary key, 149-150, 161 
print, 38-39 

area, 93-94, 101 
merge, 165 
preview, 63-64, 74, 93, 95 

printer, 6, 38-39, 42, 163, 214, 
234-235, 253, 255, 
257-258, 260, 263 

program, 2-3, 6-7, 9-10, 19, 
26- 27, 36-37, 39-40, 
45-46, 50-51, 65-66, 
71-72,74, 78-79, 96, 100, 
104, 106, 120, 123, 
125-128, 148, 151, 154, 
161, 163-167, 169-170, 
172-174, 176, 189-190, 
192-193, 196, 202, 
215-217, 221-225, 227, 
229, 232-234, 238-239, 
243,245,247,249, 252, 
254-264 

programming, 2, 120, 122, 187, 
191,260 
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language, 187 
proportional font, 215 
publish and subscribe, 103, 125, 

127, 246-247, 260, 263 
Publish It Easy, 216 

Q 

QuarkXPress, 216 
quit, 39, 41 , 50 

R 

radio button, 184, 197, 255, 261 
ragged text, 261 
RAM, 28-29, 36, 58, 128, 164, 

239, 244, 246-247, 249, 
261 

random access memory, see RAM 
range, 82, 85, 101, 107- 108, 111, 

113-114,152, 222, 238, 
242, 262 

Ray Dream Designer, 46 
Ready,Set,Go!, 216 
record, 120, 123, 133-134, 

136-137, 141-142, 146, 
148, 151 , 153, 158, 164, 
224, 261 

references to unopened documents, 
110 

regions, 96, 103, 113, 118, 127, 
129 

relative addressing, 91, 107-108 
rendering, 14, 46, 242 
repeat new window, 113 
replace, 49, 59-60, 155, 202, 211 , 

233 
report, 4, 93, 120, 143 
re- select, 136 

reshape, 44, 119, 177, 182, 198 
resize box, 7, 12, 120, 261 
resolution, 42, 235, 255, 261 
retrieve, 3, 39, 134 
return key, 51, 136, 264 
ribbon, 52-53, 55, 63 
rolodex, 172, 228 
row, 73, 81-82, 84, 95,100,118 
rule, 14, 113, 261 
ruler, 53-55, 63, 69, 74, 209, 

229, 257, 261 
runaround, 261 
Ryle, Gilbert, 169 

s 
save, 25, 28-30, 33-34, 38-40, 

45-46, 50, 52,56, 58, 72, 
81-82, 87-88,96, 261 

save as, 34, 40, 45-46, 262 
scrapbook, 36-37, 45-46, 120, 

125 
screen, 5- 13, 17, 23, 26-28, 

31-32,34, 36, 39-40,42, 
50- 51 , 55- 56, 62, 64, 66, 
73,79-80, 94, 263 

script, 75, 131 , 161-163, 
166-167, 176, 179-180, 
187- 190, 192, 262 

scroll , 1, 7- 8, 13, 17, 22, 26, 37, 
46, 51, 62, 64, 79-80, 
87-88,90- 91, 262 

bar, 13, 37, 80, 251, 262 
search mask, 148 
select, 5, 11-13, 17, 26, 28-29, 

34-35, 37, 40, 42, 44,50, 
52-53, 55, 61, 65, 67, 
73-74,82,84-85, 87, 90, 
93- 94,96, 98,262 



serif, 213, 262 
shutter, 14-15 
smartquo~s , 215, 228 
smooth point, 44 
sort, 131, 134, 136, 148-150, 

161-163, 166, 246 
order, 149-150, 163 

spacing, 55, 64, 215, 256 
spelling, 49-50, 57-58, 72, 217 
split windows, 80, 112 
spread, 206-207, 262 
spreadsheet, 36, 77, 79, 82, 93, 

99-101, 103, 110, 113, 
123, 127, 240, 247, 253, 
262, 264 

stack, 167, 170-174, 176, 
179-182, 184-185, 
187-192,217, 252, 262 

string, 59, 81, 115, 182, 256, 
262-263 

Stylewriter, 39, 263 
subscribe, 103, 125-127, 129, 

246-247,260, 263 

T 

tab, 53-54, 63, 80-81, 100, 136, 
142, 146,185, 228, 246, 
254, 258, 261 , 263 

tablet, 46 
tall orientation, 194, 206 
text wrap, 193, 203- 204, 263 
textures, 40 , 42 
thesaurus, 49, 58- 59, 71 , 236 
TIFF, 196, 205, 232 
title bar, 12, 26, 51 , 251 , 263 
tool, 3-5, 10, 28, 30, 32-34, 38, 

41-44, 47, 53,55, 59, 
67-71 , 77, 79,83-84, 86, 

96, 99-100, 104, 106, 108, 
117-118, 132, 140, 160, 
164, 166, 168-169, 
174-176, 179, 182, 
184-186, 190, 192, 194, 
202, 204, 207-208, 210, 
218, 228, 235-236, 247, 
257, 263 

bar, 77, 79, 83-84, 86, 96, 
99-100, 104, 108, 118,263 

palette, 28, 34, 41 , 174, 182, 
184, 194 

transparent button, 187 
trash, 39, 224, 246, 256, 263 
typographer's quotes, 215 
typography, 213, 215-216, 263 

u 
UltraPaint, 45 
underline, 53 
undo, 26, 28,50, 113,201-202, 

233-234, 263 
unique field, 150 
user dictionary, 58 
user level, 172, 191 
users' group, 73, 190, 215, 222, 

238, 241, 247, 249 

v 
value list, 151 , 153 
Ventura Publisher, 216 
version, 30, 34, 106, 125, 176, 

218, 222- 223, 244, 
246-247 

virus, 221-223, 231 , 249, 263 
Visicalc, 78 
vocabulary, 58, 236 

J 
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w 

white space, 101, 206, 210, 215, 
264 

~ndow, 6-10, 12-13, 17-20, 
23-24, 26, 28,37, 39, 
51-52, 59, 62-63, 65-66, 
74-75, 80-82, 90, 97,264 

word count, 70 
WordPerfect, 65, 71-72, 234, 249 
worksheet, 78-82, 84-85, 87-88, 

90, 93, 95-96, 100- 101, 
103, 107-108, 110, 113, 
115, 117-121, 128-129, 
240, 264 

workspace, 84, 100 
WriteNow, 71 
VVYSNVYG, 56, 96, 234 

X 

x-height, 214 

z 
zoom box, 7-8, 12, 79, 264 
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• This book will make you a 

competent and productive 
Macintosh user quickly and 
painlessly 

• It offers complete and 
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