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IN NO EVENT Will APPLE BE LIABLE FOR DIRECT, INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTLU 
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THE WARRAl'fIY AND REMEDIES SET FORTH ABOVE ARE EXCLUSIVE AND IN LIEU OF All OTIIERS, ORAL OR 
WRllTEl'\, EXPRESSED OR IMPLIED. l\o Apple dealer, agem, or emploree is au1honzed to make any modifica1ion. 
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Warning 
Thb equipment has been cenillcd to compi)' wi1h 1he limilS for a Cla~ 13 compu1ing de1•ice in ;1ccordance wi1h 1he 
spedficmions of Pan I 5 of FCC rules. Only peripheral derices (computer input output clel·iccs. 1erminals. primers. and 
so on) cenified 10 comply wi1h Class 13 limits may be auached to 1his computer. 

Oper.11ion wi1h noncenified periphcr.tl dcvin:s is likdy 10 resul1 in in1erference 10 radio and telel'is1on recep1ion. 

DOC Class B Compliance Thi~ digi1al appar.m1s does nOI exceed the CJa,s B limi1s for radio noise emissions from digital 
appar.nus se1 oul in the r.1dio in1trfercnce regul:nions of 1he Canadian Dcpanmem of Communications. 

Observation des normes-Classe B k pre~nt appareil numerique rieme1 pas de bruits radioelec1riques depassant b 
limitc;, :1pplic1bb aux appareils numeriques de la Classe B prescri1es dans Jes rcglements sur le hrouillage mdioelcc1nque 
edict es par le ~linistere des Communications du Canada. 
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Radio and television 
interference 

The equipmenr described in this manual generates and uses radio-frequency 

energy. If it is nor installed and used properly-char is, in stricr accordance with 

Apple's instructions-it may cause interference wirh radio and television 

receprion. 

This equipment has been rested and complies with the limits for a C lass B 
computing device in accordance wirh the specifications of Part 15 of FCC 
rules. These specifications are designed to provide reasonable protection against 

such interference in a residential insrallarion. However, there is no guaranree 
rhar rhe inrerfe rence will nor occur in a particular installation. 

You can determine whether your computer is causing interference by mrning it 

off If rhe interfe rence stops, it was probably caused by the computer or one of 

the peripheral devices. 

If your computer system does cause interference to radio or television 
reception, t ry to correct the interference by using one or more of the following 

measures: 

• Turn rhe television or radio antenna unril the in terference stops. 

• Move the computer to one side or rhe other of the televisio n or radio. 

• Move the computer farther away fro m the television or radio. 

• Plug the computer into an outlet rhar is on a different circuit from the 
television or radio. (T har is, make certain the computer and rhe television or 

radio are on circuits controlled by di fferent circuit breakers or fuses.) 

• Consider insrall ing a rooftop televisio n antenna with a coaxial cable lead-in 

between the antenna and rhe television. 

If necessary, consult your authorized Apple dealer or an experienced 

radio/relevision technician fo r addirional suggestions. You may find helpful the 
following booklet, prepared by the Federal Communications Commission: 

How to !dentifj and Resolve Rndio-7V !11te1ference Problems (stock number 004-
000-00345-4). T his booklet is available From the U.S. Government Priming 
Office, Washington, DC 20402 . 

.,...::, Important: This product was tested fo r FCC compliance under conditions that 
included the use of shielded cables and connectors between system components. 
It is imporcant that you use shielded cables and connectors ro reduce the 
possibility of causing interference to radios, television sets, and other electronic 
devices. For Apple peripheral devices, you can obtain rhe proper shielded cables 
from your authorized Apple dealer. For non-Apple peripheral devices, conracr 
the manufacturer or dealer for assistance. _.::c, 



Preface 

About This Book 

h e Macintosh Reference is youc somcebook foe using the 
Macincosh® computer. T his manual is a "working reference" 
-that is, it provides step-by-step instructio ns for all the tasks 
you are likely co perform with the compute r. 

No matter which M acincosh model you use, rhe p rimary 
operations and tasks you perform with the computer work the 
same way, and all o f them are covered in this book. 

One procedure nor covered here, however, is the setup o f your 
M acincosh system. Consult rhe booklet Setting Up Your 
Macintosh for the instructions you need co sec up your computer 
ha rdware. 
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What you should 
know to use 

this book 

How to use 
this book 

Complete information 
for each task 

You can use rhe Macintosh Reference mosc efftcienrly if you are 
already familiar wirh rhe Macimosh , because rhis book's 
insrructions are concise and specific. If you ' re new to che 
Macinrosh (or to using any computer), ir's a good idea to go 
th rough che rutorial book, Getting Started With Your Macintosh, 
or rhe craining disk, Macintosh Basics, or borh. 

Bur even if yo u' re nor fam iliar with che Macintosh , chis reference 
book will give yo u che in fo rmation you need to perform a wide 

vari ety of casks. By simply following the prominendy numbered 
seeps, you can work your way rhrough any cask-whether it's 

new co you or a task you've done before for which you need a 
quick review. 

As noted previously, che Macintosh Reference is organized 
according to a variety of tasks char you perfo rm when working 

wich your Macinrosh. 

Each cask is presenred as a set of seeps. Each seep consiscs of 
boldface text and an illuscracion , side by side; rhe seeps are 
numbered with large numerals. 

W hen you rum to a cask in this book, che numbered steps 
p rovide che co mplete instructions you need to accomplish that 

cask. 

Prdao.:: About This Book 



T\YO \\'a \·s to locale tasks The tasks in this book are grouped in major categories according 
to the work you do with the Macintosh-creating and ed iting 
documents, managing files, priming documents, working with 
disks, and so fo rth. 

Re\·ie\\. of 
0lacinrosh fundamentals 

Summaries for expanding 
your .\lacintosh s~·stem 

T wo pares of the book will help you quickly locate the tasks you 
want to do: (1 ) the table of contents, which lists the majo r 
categories of info rmatio n and the names of all tasks, and (2) the 
comprehensive index, which lists each task under several 
different terms that you might think o f in relation to that task. 

C hapter 1, "Standard Macintosh O perations," provides a brief 
review of the fundamentals-using the mouse, working on the 
desktop, using menus, basic editing, and so on. 

If your M acintosh experience is limited, you can use C hapter 1 
as a "refresher course" any rime you need its help. 

C hapter 7, "Using the Macintosh on a Computer Netwo rk," 
and Chapter 9, "Expanding Your Macintosh System ," provide 
summaries of the procedures involved in adding your computer 
to a netwo rk and adding new components to your computer 
system. The instructio ns in these chapters are intended for q uick 
review, and should be used with the documentation fo r the 
components you' re addin g to yo ur system or network. 

A note a hour illustrations Some illustrations of the Macintosh screen incl ude lists of 
o ptions, such as the choices available for your Macintosh model 
when you install the system software or partition a hard d isk. The 
lists reproduced in this book may d iffer from those that appear 
o n your screen when you perform a task, because the options 
available va1y from one model to another. 

11<>,,. lO use this book xvii 
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Son1e conventions 
used in this book 

The primary in formatio n in th is book is p resented as step-by

step instructions for each task. All steps are numbered , and all 
actions are described in boldface type. 

T he Macintosh lets you do many actions in more than one way, 
such as choosing a command from a menu or typing a 
combination of keys on the keyboard to initiate the command. 
T his book p rovides step-by-step instructio ns fo r one method 

and advises you of other methods. 

•!• Another way to perform this action: C heck paragraphs that 
begin with rhis symbol (•!• ) for alternative methods of raking 
an action . •!• 

Because many tasks are related to other rasks, this book con rains 
numerous cross-references. T hese cross-references always appear 

ar the end of the related section , and they a re preceded by their 
own typographic symbol, an arrowhead. H ere is a sample. 

)o- See 11/so: • '"Changing rhc Highl ighr Color" in Chaprcr 8 

Look for these other visual cues throughout the manual: 

Important: Text set off in this manner presents impo rtant 
information . 

.A. Warning: Warn ings like this one alert you to situatio ns in 
which you might damage your equipmenc o r lose data if you 
don' t follow the instructions carefull y . .A 

l'rd°:1cc:: About Thi~ llook 



About the other 
learning n1aterials 

The Macintosh Reference is part of the learning materials provided 
with your Macintosh. The other books and disks in this set include 

• the booklet Setting Up Your Mrlcintosh, which provides 
instructions for hardware setup fo r rhe M acintosh model 
you have. 

• the tu torial book Getting Started With Your Macintosh, which 
provides instructions fo r novice users and explains many of the 
concepts associated with using a Macin tosh computer. 

• the traini ng disk Macintosh Basics, which provides hands-on 
instruction and practice fo r new users of the Macintosh. T he 

training disk and the tutorial book cover much of the same 
material; you can use one o r both, accordi ng to your preferred 
style oflearn ing. 

• the booklet Special Features of Your Macintosh, which describes 
th e special options and technical specifications of your 
Macintosh model. 

If you have a Macintosh Portable, you' ll fin d the information 

about you r computer's special features in the Macintosh Portable 
Handbook. 

• one or more additional traini ng or information disks, depending 
on the Macintosh model. 

You can choose from these learn ing materials as your experience and 
information needs require. 

About illl' othl'r le:1rning materials xix 





Chapter 1 

Standard Macintosh 
Operations 

he Apple® Macintosh® computer is designed for ease of use 
and learning. le presents you with a simulated desktop on your 
screen, where you can see and manipulate icons--graphic 
depictions of documents, disks, fil e folders, and the ocher pares 
of your system and the information you work with. (See 
Figure 1- 1.) 

Application ---a 
program icon ~ 

Teach Tex t 

Document ---id 
!COil D 

Memo 3/12/90 Trash 

Trash icon 

Figure 1- 1 Examples of Macintosh icons 

,----..--- Hard disk 
I. icon 

Hard Disk 

f1=IDI-- Floppy l.r=1J disk icon 

Floppy Disk 
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Mose im porcanc, you use about cwo dozen simple operations co 
work w ith your Macin tosh , and these operat io ns are the same 
regardless of che p rogram you' re using or the cask you' re 
perfo rm ing. 

T his chapter introduces che standard Macintosh operat io ns and 
provides brief, illuscraced inst ruct io ns fo r perfo rming each o ne. 

If you are new co rhe Macintosh, you will probably wanr co use 
rhe ruro rial, Getting Started With Your M acintosh, or che t rai ning 

d isk, Macintosh Basics, befo re readin g chis chapter. If you are 
fa mi liar wich che M acintosh , you may wane co review chis 

chapter before beginn ing your work. 

Using the n1ouse You use the mo11se--a k ind of po inting device-ta in itiate most 

operations·o n th e Macintosh. When you move the mo use on 
your desk, a co rrespo nding pointer-such as the arrow pointer 
o r I-beam po inte r- makes the same movem ent o n che screen. 
(See Figu re 1-2.) 

Figure 1-2 \lou~c :111d poinlcr 1110\ l'l11l'l1l 

Chapter I: :-,1ancbrd ,\l:icintosh OpL·r: llion~ 



To initiate an action wirh the mouse, you place the pointer 
where you want rhe acri on to rake place, rhen press and release 
rhe mouse button (rhe mechanical burton near rhe cop of rhe 
mo use) . T his action is called clicking. (See Figure 1-3.) 

Figure 1-3 lniti:Hing an action \\·ith tht.: mouse 

Pointing Pointing is simply moving rhe po inter onto an object o r area on 
the screen. 

L":,.ing the mousl' 

1 To point, first grasp the 
mouse and slide it across 

the table top, as you watch 
the pointer on the screen. 

T he pointer's movement 
corresponds to char of the 
mouse. 



Clickino h 

4 

GJ 
Project 

2 Continue moving the 
mouse until the tip of the 

pointer is on the item you 
want. 

If you run our o f room, you 
can pick up rhe mouse and 
place ir at another spot. The 
pointer on rhe screen will noc 
move while rhe mouse is off 
rhe pad or other surface. 

Clicking initiates an action at the pointer's location. 

Chapter I: Standard ,\ Jacintosh Oper:nions 

1 To click, first point to 
an object on the screen by 

moving the mouse. 

2 Without moving the 
mouse, quickly press and 

release the mouse button with 
your index finger. 



Double-clicking Double-clicking is a way to display the contents of an icon o r 
document or co start an applicat io n by opening a window for it. 

1 To double-dick, first 
point to an object on the 

screen by moving the mouse. 

2 Without moving the 
mouse, press and release 

the mouse button twice in 
rapid succession. 

Dragging an icon Dragging allows you ro move an icon on the screen as you move 
the mouse. 

Csing the nwuse 

1 To drag an icon, first 
point to the icon you 

want to move and press and 
hold the mouse button. 

T he object becomes 
highlighted when you press the 
mouse button; char is, irs 
appearance changes, usually 
from oucline fo rm co solid 
black (or other color). 

5 
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in;~,~~:::~,:~~:~~~~; ----A r-i 
,hm\' II' mm ,.m,·111. ;···~::.~; l_J 

: ...................... ; graphics 

·1h: highli~u,·<l M. ~I 
1ro11 .,1:11,11111' -----Y l_J 

origi11:1l 1~>-i1io11 i@5MI stacks 
''Jule rnu tbg. 

Tht• highlighit•d ----A11. 
ohjct'I ju11111' 10 "'Vi~ 
:1 11,.,, pmilion ,. 0,,.-.. 

\\hen you rdt~ht· IJ=fRljJ t• 
tht· lllot1'C hu11on. 

graphics 

stacks 

2 Move the mouse while 

continuing to hold down 
the button. 

An ourline of the icon moves 
with the pointer, indicating the 
location of the icon as you drag. 

3 Release the mouse 
button when the move 

is complete. 

T he object remains 
h ighlighted when you 

release the burron. 

Selecting an icon 
or other ohject 

Selecting designates an object for action. W hen selected, the 
object appears highlighted. 

~ 
backup 3 / 4 /90 

backu 3 / 4 /90 

1 To select an object, first 
point to the object you 

want to select. 

2 Click the object. 

W hen you press the mouse 

bunon, the object becomes 
highli gh ted to show that it is 
selected. 

>- See af.-o: • "Changing the High light Color" in Ch:qrn.:r 8 

Ch:1ri1cr J. S1:111d:1rd ,\Jacin to~h Operations 



Selecting multiple icons or 
objects in one area 

You can drag the pointer co select a group of ico ns o r other 
objects chat are located in o ne area of th e screen. A dashed 
rectangle indicates rhe area covered as you drag. 

.~ddn?sses 

Q 
D 
notes budget90 

addn?sses 

1:21 
D 
notes budget90 

-------------tt 

1 To select multiple 
objects in one area, place 

the pointer near one edge of 
the group of objects, then 
drag diagona1ly over them. 

A dashed oucline encloses the 
objects as you drag across 
th em. Dragging d iagonally 
from one corner of the a rea is 
most effi cient. 

2 Release the mouse 
button when the objects 

you want co select are 
completely or partially inside 
the dashed outline. 

W hen you release the mouse 
button , the s~ lected objects 
beco me highlighted . 

·:· Dragging is also used for: (1) selecting a group of items 
cogether in a li st; (2) selecting text when edi ting; and 
(3) choosing a command fro m a menu. ·:· 

)ii-- See also: • '"Basic Edi ri ng on rhe Desktop" in rhis chapter 
• "Using Menus" in rh is chapter 

l ">ing the mou'e 7 
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Selecting multiple objects You can select objects rhar are nor near each orher by clicking 

in separate areas each one while holding down rhe Shift key (called Shifi-cLickin~ . 

i I ;=.7j budget90 

notes .. LJ 
T Project 

ll!'o!ll;•™•all!'!llm .. 1 

1 To select multiple 
objects in separate areas, 

press down the Shift key (on 
either side of the main 
keyboard area). 

2 While holding down 
the Shift key, click each 

object that you want to select. 

Each object becomes 
highlighted when you click it. 
C licking an already-selected 
object with rhe Shift key held 
down deselects (removes the 
highlighting from) char object. 

·:· Shift-clicking is also used for: selecting multiple items in 
separate places when the contents of a window are displayed 
as a list. ·:· 

Chapter I: St:1ncl:ird .\lacintosh Operations 



Working on 
the desktop 

You use rhe standard mouse operat io ns to manage rhe objects on 
rhe desktop. Most icons can be opened as windows, and you ca n 
have multiple windows displayed ar rhe same rime. Yo u ca n also 
move rhe windows, change rheir size, and change rhe window in 
which you are wo rking. (See Figure 1-4.) 

ZcxJm hox (used 10 opt'll Icon dimml'<l. 
· I f II · indicaling 1ha1 it", 

Clo.~~:~x\~'::~~~1'.'.; *l~~D -~~rlilei!!Cd!!l~t iUileiwiii'.s~;r~:·~~:~li\i\' iillil(i)\i\.i((i) ~Ui!S~IZrn:~·l----"''-'''''·-·'·'''---. ::!;1~:~il~;~ll1:11 ilS 

Title Jm(u,t'cl 
10 

1-l -•-2F.;;;_,,~_'°' ___ 11..,.•_9$<_.,_•u_• ___ Fl_... __ -m , _ _ 

1 

_ 11i11dow 1s :1c1i1·e 

mon~ window: L!!U L_J 

wi:;~;~~\~::,~:~:,:'.~~; S.·rs- tJ '""'"~Pr'9'~• \ i.io::,\~~-.,.- :~~~c:~;ii1~~1~~1~:; 
for ChiMW\9 Notu·K•t• or l ifs Oj)t.'!1 

CJ ~ 2tC in d1sk 

r,..,...., D 
,..,.....,.,,....c>Ol't 

CJ 
Rf9(W'ts/L1u ~ 

D 
Choostt"" /prtport 

_ lnactin: windo11· 
showing rnnt.:111, of 
the 'a11- icon 

CJ 
for Mwnl 

Ttt<ihTtxt 

:\ct in:' window di>pbring 
cont ems of 'Trl'c'> - iron 

Size box t used to 
ch:111ge 11·indm1· siZL' l 

Figure 1-4 T1Yo open ll' i ndoll'~ on the cbktop 

Opening an icon The quickest way to open an ico n is to double-click ir. 

..::=:.....___ 

L~J 
Project 

Working on the desktop 

1 To open an icon, first 
point ro the icon . 

9 
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2 D ouble-dick the icon. 

If the icon does not open, you 
may nor have clicked quickly 
enough. Double-cl ick again, 
with the second click 

fo llowing the first as rapidly as 
possible. 

·:· Another way to open an icon: Yo u can also select an ico n and 
use the Open command in the File menu. ·:· 

> See 11/so: • "Scning the.: Double-Clicking Speed" in Chaprer 8 

Moving a \\'indm\· You d rag a window's ti tle bar to move the window. 

TO: ;;JI Stilf 

FROM: Program di.rec 

·············································································· 

the ll'indoll' 

Memo 

TO: ,8Jl Stilf 

FROJl·I : Prograrr1 direc 

Chapter I: St:1ndarcl ~lac intos!J Operat ions 

1 T o move a window, 
po int to the window's tide 

bar and drag. 

T he pointer and an outline of 
the window move as you drag, 
indicating the new location. 

T he window remains in its 
orig inal posit ion un ti l you 
complere step 2. 

2 Release the mouse 
button when the outline 

reaches the locatio n you want. 

T he window moves to the 
location of the o utlin e when 
you release the b utton . 



Resizing a \\·inclm\· You use the size box in the lower-right co rner ro change a 
window's size o r shape. 

till' window 

\'i.orking on thL· desktop 

1 To resize a window, 
point to the size box in 

the lower-right corner and 
drag. 

Dragging vertically changes 
height; d ragging horizontally 
changes width ; dragging 
diagonally changes both 
dimensions. The pointer and 
an outli ne of the window's 
borders move as you drag, 
indicating the new dimensions. 

2 Release the mouse 
button when the outline 

indicates the size you want. 

The window changes ro the 
size of the outline when you 
release rhe button. 

I I 
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Enlarging a \\·indO\\. 
to full size 

The zoom box ar rhe right end of a wi ndow's ride bar offers a 
qu ick way to resize a window to its largest standard size (ir 
covers mosr of rhe screen). 

1 To enlarge the window 
to full size, point to the 

zoom box at the upper-right 
corner of the window. 

2 Click the zoom box 
to expand the window. 

To return the window to its 
previous d imensions, click the 
zoom box again. 

1\ laking a \\·indm\· act i H~ T he active window is where your actions rake place. W hen rwo 

or mo re windows are displayed , o nly one o f rhem can be acrive 
ar a nmc. 

You can rell an acti ve window by rhe horizontal lines in its 
ride bar. 

1 ,636K available .--Y __ , 
~ 163K inc 

1:~·~ 

Chapter I: St:111dard .\ Iacinto~h Operation~ 

1 To make a window 
active, first place the 

pointer anywhere inside the 
window. 

Any parr o f the window 
will do, even if most o f rhe 
window is hidden. 



2 Click in the window 
to make it active. 

The window moves ro the top 
layer on the screen. Lines 
appear in rhe ride bar. 

••• Another way to make a window active: If yo u can' t see rhe 
window you want ro make active, you can double-cli ck rhe 
icon ir belo ngs ro. (You may have ro make rhe currently 
act ive window smaller to see rhe icon.) ·!· 

Closing a \Yindo\\· You use rhc close box in the upper-left co rner to close a window. 

78 items 

Application Programs 

1 To close a window, 
point to the close box at 

the upper-left corner. 

2 Click the box 
to close the window. 

The icon remains selected after 
the window closes. 

•!• Another way to close a window: You can use the C lose 
command in the File menu ro close rhe active window. ·!· 

\\"orking on the tbktop 13 
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Discarding an icon You can clear an icon fro m rhe deskrop by dragging ir ro rhe 
Trash, locared at rhe borcom-righr corner of rhe deskrop. T o 
erase char icon's conrenr, however, you have ro choose rhe Empty 
Trash command from the Special menu . 

..&. Warning: The Trash is emptied auromacically when you shur 
down or rum off rhe com purer, when you srarc a program, or 
when you eject a floppy disk from which you discarded any 
Items. A 

Icon outline (shows mm·cmcnt) 

The pointer mu;t touch the icon for 
the Trash to :1cccpt the item. 

Chapter 1: Standard 1\lacintosh Operat ions 

1 To remove an icon, first 
drag the icon over the 

Trash so that the Trash icon is 
highlighted. 

The pointer and an o urline of 
rhe icon move as you drag; the 
Trash icon becomes highlighred 
when the pointer reaches it. 



mm 
Tr-ash 

2 Release the mouse 
button when the Trash 

icon is highlighted. 

When you release the button, 
the Trash icon bulges to show 
that something is inside it; the 
icon is no longer highlighted. 

If you change you r mind, 
simply open the Trash as you 
would any other icon , and 
drag the icon you discarded 
back to its original window. 

3 To erase the contents, 
choose Empty Trash from 

the Special menu. 

Once you empty the Trash, 
the discarded icon and its 
content are gone. 

If you attempt to throw away a program or a locked document, 
you'll see a message on the screen. You have to confirm that you 
want to throw away any unlocked program, and the system 
won' t let you discard a locked document or a program that's 
currently being used. 

·!· Another use for the Trash container: You can eject a floppy 
disk from a disk drive by dragging the d isk icon to the Trash. 
T his action does not erase the disk. ·:· 

>- See nlso: • "Ejccring a Disk From rhe Deskrop" in Chaprer 6 

\'i'orking on 1he desk1op 15 
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Viewing 
the content 

of a \\rindow 

W hen you' re working w i(hin a window, you can easily change 

yo ur view of (he com em by scrolling. T he amoum you see in 
rhe window ar any one rime depends on rhe windov\r's s ize. (See 

Figure 1-5.) 

ti: Fiie Edit Uiew Special 

ID 
12 ittnU 

(}] 
S~•ttMroldtt' 

CJ 
ror Chann~ 

CJ 
fr'OM/4NJl.J 

CJ 
RtportJ:/llu 

CJ 
r°" Mimi 

Trees 
11 ,49'SK n disk 

[Jl 
0 

Hotn·K•lt 

Q 
D 

5¥ ......... ~l 

a 
"¢/ 

TuchTtxt 

1---,-..,..,.....,--,,.,,,-..,.,...,--;-- Scroll box 

D 
Ctioostf/~rtport 

( ,hm1·, rd:Hil'l' 
locilion in 11·indo11 ·, 
lol:1I rnntl'llll 

Scroll :1rrow _ll=------ -------.,,;t,ll!l\:I 

co'.~:~~1~1 1\~)1 :>~1~; : ::~: . t:.~~· :v1::~lo1:' has t11·0 scroll b:tr'. one tor 1·enical scrolling :111d 
11·ind<m,.s bordl·r,) one for horizontal scrolling. <For both. gi~11· inclic:He> more contelll 

beyond windoll'·s border': ck:ar lx1r indiclle., all rnlll.:11! i; 1·i,ible. l 

Scroll ing through 
a window 

Figure 1-5 Scrolling :m~a' in an acti1c11 indoll' 

You can see rhe co mplerc co nrcm of a wind ow by scrolling 
thro ugh ir. To scroll co nrin uously, use the scroll arrows. 

The up a rrow displays content above th e wind ow's top border; 

the down arrow displays co nrenr below the window's borrom 
bo rder. T he left and right arrows d isplay com ent to the left and 
right bo rders of the w indow, respectively. 

Ch:1pter I: Standard ~lacintosh Oper:1tio11' 



1 ,636K available 

1 ,636K available 

Accounts 

1 To scroll through the 
content of a window, first 

place the pointer on one of 
the scroll arrows and hold 
down the mouse button. 

T he window's content moves 
co show the part that had 
previously been beyond the 
border in th e d irection the 
arrow points. The scroll box 
also moves in th e directio n of 
the arrow. 

2 Release the mouse 
button when the part of 

the content you want is 
visible. 

·:· Another way to use the scrolL arrows: Simply clicking a scroll 
arrow scrolls in increments of abo ut one-half inch. ·:· 

\ 'ic\\·ing the content of a \\'indo" · 17 
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Scrolling to a specific part 
of a n·inclm\· 

You use rhe scroll box to see rhe window content corresponding 
ro the box's position in the scroll bar. For example, when rhe 
scroll box is near rhe bottom of a window, you' ll see what's near 
rhe end of rhe window's conrcnr. 

1 ,636K av ail ab le 

Accounts 

1,636K available 

Art dept . 

Chapter I: Standard .\l:teilllosh Oper.ll ion, 

1 To scroll to a specific 
part of a window, drag the 

scroll box in the direction of 
the content you want to see. 

The pointer and an outline of 
rhe scroll box move as you 
drag. 

2 Release the mouse 
button when the scroll 

box is where you want it. 

The scroll box appears in rhe 
position where its outline had 
been when you released the 
button, and rhe window's 
content moves ro reveal new 
content. 



Scroll ing the length or 
\Yidth of a \Yindow 

If the right or bottom scroll bar is wh ite, then the entire content 
of the window vertically or horizontally is visible. Bur if rhe scroll 
bar is gray, then there's more to see. A gray scroll bar is active, and 
you can click in the gray area to see content beyond what's visible. 

206K available 

To Do 

206K available 

Done i~ 

1 To display the next 
screenful of content, place 

the pointer in the gray a.rea 
on the side of the scroll box 
where you want to see items 
that are not presently visible. 

2 C lick once to display 
the next windowful of 

content. 

W hen you click, a new 
windowful of co nten t is 
d isplayed and rhe scroll box 
moves to a new posmon. 

•!· Another way to see more of a window's content: Resiz ing the 
window to larger dimensions, if possible, displays mo re of its 
content. ·!· 

\'iewing the content of a window 19 
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Using n1enus Another of the standard Macintosh operations is using menus. 

.\knu l!lll'~ 

Dimmed comm.ind 
(no1:11:1il:1hll'l 

Edit mem1 
(pulk·d downl 

W hether you are worki ng on the deskrnp o r in a program, you 
. . 

use menus 111 a consistent way. 

In addition, certain menus and core co mmands arc provided as 
part of all Maci ntosh sofrware. T hese core elements include the 
Apple, Fi le, and Edit menus and co mmands such as C ur, Copy, 
and Paste. (See Figu re 1-6.) 

I l 

~ >:n u air Memo to Deniers 
-~ 

Cut i!H 

TO· Copy 3CC 

FROM Pos te MU 
Cle or 

we ere h~ -- - ' the ~i'lulullli·lll 
kllS, Whl~ Select n11 x n l o ell members of your soles steff 

Pleese co Show Cllpboord Id you neea ead1t1one1 copies of the Kit 

Figure 1-6 ,\ lenu h:1r ll"ith the Edit menu pulled doll'n 

Ch:1pter I : ~tandard 1\lacin1osh OpLTation' 

-
2J:: 
jQj 

jQj 
l!J 

.\knu bar 
t m.:nu~ pull dm1·11 
from here) 

\knu comm;ind~ 
:1 tli.·c1 ll'h:11.:1·er 
)<>U

0

\'\.: ,ekct.:d
in thi' Cl~l'. 
lt'\l to he l'dited. 



Pull ing clO\\·n a menu T he principal rype of Macintosh menu is called a pull-down 
menu. 

Choosing a 
menu comrnancl 

Eft!_t_ Ll_ie_w_ 1 To pull dow n a menu, 
1--------11\" first point to the title of 

File 

Cut 
Copy 
Paste 
Clear 
Select Rll 3€A 

Show Clipboard 

the menu you want in the 
menu bar at the top of the 
screen. 

2 Press and hold the 
mouse button to open 

the menu. 

T he menu closes when you 
rel ease the mouse bu tron. 

Yo u choose a command wirh rhe menu pulled down. 

Cut 3€ H 
Copy 3€C 
Paste 3€U 
Clear 
Sel ect Rll 3€A 

Show Clipboard 

1 To choose a menu 
command, first pull down 

the menu by pointing to its 
tide and holding down the 
mouse button. 

.21 
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~lenu 1i1lc ----ln!W!• .... in• 2 Drag the pointer to the 
command you want. Dimmed rnmm:mJ ----+-Un11o :)(:2 

!una1·:1il:thlel 

Cut 3€H 
I lighlighied --

rnn1111:1nd 
Copy 3€C 
Paste It 3€U 
Clear 

As you drag, a command that 
is nor d im med becomes 
highlighted when the pointer 
is on it. (Dimmed commands 
are not available and thus 
cannot be chosen.) 

(>elecledl 

Select All 3€A 

Show Clipboard 

Cut 3€H 

3 Release the mouse button 
to choose the highlighted 

command. 

Blinking indicHt'' __ _ Copy 3€C 
The command blinks in the 
menu, then rhe menu closes 
and rhe command rakes effect. 

1h31 1he rnmmand 
ha~ been chmen. 

Paste 3€U 
Clear 
Select All 3€A 

Show Clipboard 

·:· Another way to choose a command: Many commands have a 
keyboard equivalent, usually made up of rhe Command key 
(indicated by a propeller symbol) , which is held down with 
one other key. Each of these keyboard shortcuts is displayed 
to the right of the command it represents in the menu. ·:· 

~ See also: • "Using Special Keys and Indicators on the Keyboard" in rhis 
chapter 

• "Adjusring the Blinking of a Selected Menu Item" in 
Chapter 8 

Chap1er I: ·randarcl ~lacimo:,h Opcra1ion\ 



Lsing a submenu Some menus have submenus associated with chem. Yo u use a 
variation of dragging co choose commands from the submenus. 
A submenu is indicated by a small black triangle po inting to rhe 
right, next to the command name. The submenu is displayed 
when you d rag over the menu item to wh ich it is subsidiary. 

Suhmcnu indic uors 

Using menus 

~ v'Plain 
~ Bold 

/fo/ic 
Underline 
mmnaarn@ 
&1!il[Jt!JC!JIID 

Underline 
mmnaarn@ 
~!il [J(!}(il[!;J 

1 To use a submenu, 
first pull down its 

corresponding menu. 

A small triangle at the right of 
a menu item shows char rhe 
item has a submenu. 

2 Drag the pointer to the 
item with a submenu you 

want to open. 

When rhe item is highligh ted 
in the menu , the submenu 
opens. 

3 Drag diagonally onto 
the submenu until the 

command you want becomes 
highlighted. 

23 
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llli11ki11g indic ucs - -+--- --''---c:-

4 Release the mouse 

button to choose the 
highlighted submenu 
command. 1h:u lhL· l'Olllll l:ll1d 

h:" i>L'l'l1 ditbell. 
lto/ic 
Underline 
mmn a~umi 
~(i)[ld](!) [!!J 

T he command bli nks in the 
submenu, then the submenu 
and menu close and the 
com mand is initiated . 

Lsing a pop-up menu Pop-up menus are similar rn pull-down menus, but they d o n' t 

reside in the menu bar. A co mmon example is the pop-up menu 
that indicates levels of folders o n a d isk, in the on -screen box 
called a directory dialog box with wh ich you sometimes open and 
save documents. (See Figu re 1-7 .) 

Bold .-h:1do11· i11dic:ilL'S 1h:1t 
Pop-up menu <closcdl 1h1s 1s :1pop-up111L·nu 

Select a Do cument: ~I 
Iron indir:ning ----;;------;"6J Speeches ) 
an opL'l1 foldl'r 

D RBR 6 / 90 :!'J 
D RLR 10/ 90 
O Mkt analysis 
o New poli cy 

= Main Disk 
l 2478K auailable 

[ Op en lli [ Eje( t ) 
[ Cancel ) ! ( Driue ) 

Figure 1-7 A pop-up menu in :i clirl'rto1Y di;dog box 

This type o f menu is used in some p rograms ro ch oose sett ings 
o r va riables such as color o r units of measure. 

A po p-up me nu can extend above o r below its title, and some 
extend in borh d irect ions. T he item displayed as the m enu title 
is the item that is currently in effect. 

Chapter l: S1and:1rd ,\J:1cin1osh Opl'r:11iuns 



II Select a Document: 
Clo,c•d pop-up -~-----r-=-----,-----, 

llll'Illl ( 11 ilh open II I 61 Speeches I 
folder iron ) ~ 

II Select a Document: 
Opl'n pop-up menu 

Le1eb of fib to _-.;,;.11--1 
ll'hichthcopcn II '---- --1c:::iMain Disk 

61 To Do 

folder is ,,u1Jsidi:11)' 

Select a Document: 

61 Speeches 
61 To Do -

1 To use a pop-up menu, 
first po inc to the menu 's 

tide and hold down the 
mouse button. 

The menu opens, showing 
some or all of rhc irems 
available. (Some pop-up 
menus extend up as well as 
down from rhe ride; you drag 
upward ro see rhe add irional 
irems in such menus.) 

2 Drag the pointer to the 
item you want in the 

pop-up menu. 

The item becomes high lighred 
when rhe po inrer is on ir. 

3 Release the mouse 
button to select the 

highlighted item. 

The pop-up menu closes and 
rhe irem selected now appears 
as rhe menu ride. 

~ Set' also: • ·'Moving Q uickly Through Levels of Folders \Xlhen Using a 
Program" in Chaprer 5 

L'sing mcmi:, 
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Responding to 
n1essages on 

the screen 

The Macincosh has several srandard ways of displaying messages 

on the screen. The most common form o f message is a dialog 
box, which requires rhat you choose an option o r supply needed 
informatio n before the M acincosh does what you want it to do. 

Some of the most frequently used commands on the Macintosh 

present dialog boxes. You ca n readily spot such commands, 
because the ir names are fo ll owed by three dots in the menu. For 

exa mple, the Open command in the File menu displays a 
directo ry d ialog box, which shows a list of the fi les on the 
current disk o r in the open fo lder. (See Figure 1-8.) 

Bold hord<:r on a huuon indic111:' !ht: 
dtOill' 11 lhl· lk111m kc~ i' prc,":d. 

Select a Document: 

Disk name ___,!------il= BD's disk] 

''.~}~~§~;~, -~··f~11·l~~:·;z·;~:,ci:~:i~:l:lsml~l:
0

,•~11••••l 1ciJ1~f :'::~:: ]~ . 
,dec1 a document CJ Remodel plans m:H 1 l3uuons foropuon 
or folder 10 open) CJ System Folder Pili [ Cancel J ! [ Driue J (IO open selcciion 

Q 
I
I in lisl box: change 

CJ Utilities Folder '--------------'-"-' disk driq:s: cjt:cl 
disk: or c1nccl 
Open rnnun:ind) 

Figure 1-8 A direc1ory dialog box 

>- Ser nlso: • "Using Menus" in rhis chapter 
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Csing a dialog box You select items and choose options in a dialog box with 
standard operations-scrolling, po in ti ng, and clicking. H ere's 
how you would use the d irectory dialog box to open the 
document "Projects" in Figure 1-8 .. 

Select a Document: 

I= BD's disk I 

[) Letter t o Mom 
D MaclnToK EKpenses 
0 Project' 
D Quotes-remodel 
D Remodel plans 
D System Folder 
D Utilities Folder 

Select 11 Document: 

I= BD's disk I 
[) Letter to Mom 
D Mac lnTaK EKpenses 

D Remodel plans 
D system Folder 
o Utilities Folder 

g =BD's disk 
ti 3292K ouoilable 
m~,: 

JI ~1 ::::::: 
IQ 

= BD 's disk 
3292K auailable 

(~)j [ l:j<Ht ] 
[ Cancel J I [ Driue J 

1 To use the directory 
dialog box, first click the 

name of the document or 
folder you want to open. 

T he name appears highlighted 
in the list when you select ir. 

2 Click the Open button. 

The dialog box d isappears and 
the item you selected opens. 

•:• Another way to open a document orfolder: D ouble-clicking the 
name of a document o r fo lder in the list opens it. ·:· 
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Lsing alert ho\eS Anorher rype of d ialog box, rhe alert box, is des igned ro keep you 
from misrakenly losing some of your work o r discard ing an 

applicarion program. Its message warns you that you may be 
doing somerhing you didn' t intend and asks that you confi rm 
that you want ro go ahead w ith rhe action. 

([ OK 

Many alerr boxes also add a sound to warn you of a possible 

misrake. 

If yo u drag a program ico n ro rhe T rash (rh ereby discarding ir) , 
you 'll see an alerr box like the o ne in rhe follow ing sreps. 

Are you sure you want to remoue the 
applica tion "TeachTeHt "? 

J} [ Cancel ) 

(l OK It D [ Cancel J 

1 To use an alert box, 
first read the message 

displayed and make sure that 
you want to complete the 
action you initiated. 

2 Click the 0 K button to 

complete the action, or 
click the Cancel button to 
cancel the action . 

·:· Return key shortcut: You can press Return insread of cl icking 

rhe OK bu tton. (Pressing Return initiates the acrio n for the 
butron w ith a bold ou tlin e.) ·:· 

)o- See also: • "Scrring thl' Alen Sou nd" in Chap[CJ' 8 
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Basic editing 
on the desktop 

The Macintosh has a number of stand ard editing capabilities, 
which you can use on the d esktop o r in an application program. 
These bui lr-in fearnres allow you to change disk and document 

names wirh ease, ro copy rcxr o r graph ics between programs, and 
to save frequend y used in fo rmation for quick retrieval. 

This section introduces the fundamental rexr-ed iring operations 
you can use on rhc desktop o r in programs. 

> See 11/so: • " Editing Documrnrs" in C hap ter 3 

Changing all of You can easily change an icon's name. 

an icon's name 

II ln~1: 11ion poi111 -------"-=---,--
Oilinkingl At-chives 1 /9C~ 

Ba~ic cdi1ing on 1he tk.-;k1op 

1 To change an icon's 
name, firs t select the icon 

by clicking it. 

Selecting rhe ico n also selects 
1rs ennre name. 

2 Type a new name for 
the icon. 

W hen you begin ryping, rhe 
new rext appears in place of 
rhe old . The insertio11 poi11t-· -
a chin verricaJ line rhar marks 
rhc place of current acrivity
blinks ar rhe end of the tcxr 
you rype. 
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Selecting part of the 
text in an icon's name 

Archives 1 /90 

3 Place the pointer 
anywhere outside the icon 

and click. 

W hen you move the mouse, 
the pointer reappears. When 
you click, the insertion poin t 
d isappears and the icon is 
deselected . 

•!• Another way to save an icon's name change: Pressing the 
Recurn key after typing new text for an icon's name saves the 
change; the icon remains highligh ted. •!• 

You use dragging co select part of an icon's text. Dragging across 
text is the way you select it in application programs as well as on 
the deskcop. 

• From .John t.<. Jim 

I 

1 To select part of the text 
in an icon's name, first 

select the icon by clicking it. 

2 Place the pointer over 
the name. 

-___ ri.\MMf*UM 
I-beam poin1er ~~ 

When you place the po incer 
over the text portion of the 
icon, the arrow changes co an 
!-beam-a vertical symbol that 
resembles a cap ital letter T. 
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I 
From °(lcohn & .Jim 

I 
From~&Jim 

3 Position the I-beam 
just to the left of the first 

character in the section you 
want to select, and press and 
hold the mouse button. 

4 Drag the I-beam over 
the part of the name you 

want to select. 

5 Release the mouse 
button when the I-beam 

is just to the right of the last 
character in the part you want 
to select. 

•!• Selecting and deselecting text: W hen you' re editing text other 
than icon names, you can extend selected text one character 
by pressing Shi ft-Righ t Arrow, and you can deselect one 
character by press ing Shift- Left Arrow. Repeat these actio ns 
as necessary to change the amoun t of text selected. •!• 
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Replacing selected text You simply type over selected text rn replace it. 
in an icon's name 

s t.ation'.ly 

hN'.nion po1lll ------=-r=-=-=--:-:j1J 
stat1onet !hlinkingl 

D 
stationery 

1 To replace selected text, 
first select the text you 

want to replace. 

2 T ype the new text you 
want to replace the 

selection. 

The selected text disappears as 
you begin typing. The 
insertion point blinks at th e 
end of the new text you type. 

3 Place the pointer 
anywhere outside the icon 

and click. 

W hen you cli ck, the insertion 
po int disappears and the ico n 
is deselected. 

•!· Another way to save an icon's name change: Press ing the 
Recurn key after typing new text for an ico n's name saves the 
change; the icon remai ns highlighted. •!• 

Chaptl·r I Standard .\lacintmh Oper:ttions 
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Deleting selected text You use rhe Delere key ro remove selecred rexr. (On some 
from an icon's name keyboards, rh is key is labeled Backspace rarher rhan Delere.) 

• Londonliitt§MI 

1 
To delete rext from an 
icon's name, first select 

the text you want to delete. 

2 
Press the Delete or 
Backspace key to delete 

the selected text. 
lnsrnion point ---- -___;;:=:::;==i 

(blinking) 

London 

T he selecred rexr disappears; 
rhe inserrion po inr bl inks ar 
rhe place where rexr was 
delered. 

3 
Place the pointer 
anywhere outside the icon 

and click. 

W hen you click, the inserrion 
point disappears and the icon 
is deselecred. 

•:• Another way to delete text: You can also use rhe Cut command 
o r C lear command in rhe Edit menu ro dclcre selecred texr. 
C ur removes rexr and places it in rh e compurer's memory in 
an area called rhc Clipboard, fro m wh ich ir can be pasred 
elsewhere. Clear simply removes rhe rexr. ·:· 

)o- See nlso: • "Deleting T ext and Images" in C haprer 3 
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Inserting text in You ca n easily inserr rexr wirhour deleting wliar's already there. 

an icon's name 

I 
Jn,cnion point ----:-----:--I 

(blinking) Invoice 1 2/1 /89 

I l ns~nion point ------~ 
<hi inking) Invoice #zl 12/1 /89 

lnscnccl text ------~ 

Q 
D 

Invoice #2 12/1 /8'3 
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1 To insert text in an 
icon's name, first select 

the icon. 

2 Place the I-beam pointer 
at the spot in the name 

where you want to insert text 
and click. 

A blinking inscrrion po int 
appears at rhe spar where you 
clicked. 

3 T ype the text you want 
to msert. 

As you type, rhe text o n eirher 
side of the inscrrio n point 
moves to make room for the 
new cha racters. 

4 Place the pointer 
anywhere outside the icon 

and its name and click. 

W hen you cl ick, the insertion 
point disappears and the icon 
is deselccred. 



Using the 
Control Panel 

1hc Gl'ncr:1I section. 

01her icon~ 

You can change many of the standard settings for yo ur 

Macintosh by using the C o ntrol Pa nel. This panel operates as a 
desk access01y, a "mini-applicatio n" thar is available no matter 
what ocher work yo u' re doing with the computer. 

T he Control Pa nel has several different sections; the ones 
included with you r system depend on the model of rhe 
Macintosh you use. Fo r example, if you have a M acintosh I lei 
with a co lo r mon itor, you will have sections of the Control Pa nel 
for the mon itor and for colo r, as well as the standard sections fo r 

the keyboard , mouse, and general settings. 

Figu re 1-9 shows the General C on trol Panel. 

1<;;"'='"''·'51 

Desktop Pattern 

Menu Blinking Time (9 

Rate of Insertion 
Point Blinking 

·:~ I :::· 
O ® O 

Slow Fast 

5:20:49 PM {

yboard 

reprc~nt sections .. , 
of the Control !'and laJ 

7 -
6 -
5 -

@1 2hr. Q24hr. 

al'a1bble for tlm Mouse 
1\ Jacintosh. Q 0 0 @ Date llJiJ 

Off 1 2 3 7 /29/90 

RAM Cache j32K I f;J 0 ® ____ ........,. On Off 

Figure 1-9 The General Control Panel 

lsing the Control Panel 

4 - ~ 

3 

Speaker 
Volume 
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Control Panel actions The serrin gs yo u can adjusr in rhe Conrrol Panel include: 

Opening the 
Control Panel 

• parrern and colors on rhe deskrop 

• speed of blinking of selecred menu irems 

• speed of bl inking of inserrion po inr for ediring 

• dare, rime, and display of rime as 12-hour or 24-hour clock 

• speaker volume 

• size of RAM cache 

• rare of characcer repericion when a key is pressed 

• movemenc of rh e poinrer from one moniror ro anorher 

• disk drive ro be used for scarcup of system 

• sound robe used for wa rning from system 

> See fllso: • "Basic Ed iring on chc Deskrop" in rh is chaprcr 
• ''Specifying Items ro l.k Opened ar Srarrup" in Chapter 2 
• "Adjusring rhc RAM Cache" in Chaprer 3 
• '' lnsralling a Desk Acces,ory" in Chaprer 8 

Like ocher desk accessories, the Control Panel resides in the 
Apple menu at rhe far left side of rhe menu bar. 

Alarm Clock 
Ca lculator 
Chooser 
Control Panel 
Disk Info 

Chapter I: Stand:ml .\l:icintosh Operation-; 

1 To open the Control 
Panel , first open the 

Apple menu at the left side of 
the menu bar. 



Changing sections 
of the Control Panel 

About the Finder. .. 

Alarm Clock 
Calculator 
Chooser 

2 Drag the pointer to 
the Control Panel 

command, then release the 
mouse bunon. 

T he Conrrol Panel appears. The 
General section of the Conrrol 

Panel is always shown initially. 

You change Control Panel sections by selecting rhe icon for the parr 
of the system you wanr ro adjusr at the left side of rhc panel. 

fl -@®iii 

(;~~ 
~ 
Color 

D 

1 To change sections of 
the Control Panel, first 

scroll if necessary to locate the 
icon for the section you want. 

2 Click the icon of the 
Control Panel section you 

want to display. 

W hen you click, the section of 

the panel represented by the 
icon appears. 

·:· Special sections of the Control P(IJlef: If your Maci nrosh model has 

its own special section of the Control Panel, refer to the Special 
fratures booklet or the Handhool~ that came with yo ur computer 
fo r derails on using that panel. ·:· 

l l~ing lhl: Co111rol 1':1m:I 57 
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Changing settings 
in the Control Panel 

For most settings, you cl ick a button to make a change. 

A Few setti ngs, such as t im e and dace, are adjusted by selecting 
one of the ex ist ing nu mbers (th e hou r or month, for example) 

and then using small up and down arrows to change to the 
d esired n u mber. 

You adjust the speaker volume by dragging the ba r up or down 
the numeric scale. 

Figure 1- 10 shows the adjustm ents in ch e General Control Pa nel. 

Clicking arrowhead~ ---- ----,-----, 

Clicking s:1ves !he 
p:mern displ:tyed. 

displays a new 1-1·-.....-----------. 
pauern. 

Clicking cdi1s 
1he pauern. 

Clicking ;1 number 
displal's :trro\\"S fo r 

:1djus11nent. 

lluuons :1djus1 1he 
number of blinks. 

Rate of Insertion 
Point Blinking 

Desktop Pattern 

····I···· 
O® o-+- Burtons adju' t 1hc 

Fast blinking 1;11t:. 

Menu Blinking 

[I'.] -

0 00@ 
Off 1 2 3 

Slow 

Time (9 
5:20:49 Pf"1 

@ 12 hr. 0 24 hr. 

Date ~ 
7/29/90 

~----;---- fluuons sdec! 1hc 
7 -
6- . 
5 -
4 - •·. 

1 -
0 -

, . 

12-lmur or 
24-hour ci<K:k. 

Dragging :1d j u~1s !he· 
rolume lcl'el. 

~~--~- Clicking a number 

RAM Cache~ 
On Off Volume t 
0 @ Speaker displ:t1·s :rrrows for 

adjus1m1:111. ...._ ______ _ 
Ar rows ad1us1 size ol 
!he Jli\,\ I c1che. 

Figure 1-10 Adjustrncms for sell ings in the Gem:ral Control PanL·I 

~ See also: • "Adjusring rhc RAM C ache" in Chaprcr 3 

• C haprcr 8, "Personalizing You r Macintosh Work 
Space" 

Chapter I: Standard .\facintosli Operations 
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Using the Chooser The C hooser is a desk accessory, supplied with the system 
software, that yo u use to specify which pri nrer you will use. You 
also use the Chooser to select devices such as file se rvers on the 
Apple T alk® network system and to adjust some settings related 
to p ri nting and network use. (See Figure 1- 1 l .) 

Close box ~~~~~~iiiiiii\i~C~h~oo~s~e~r]iiiiiiijjijjijji~ij i\ames or availabk: 
Select o LaserWriter: devices (when type 

External dcviccs 
a1·ailablc 

Zones (appear if _ 
sevcrnl nctworks are 

linked together) 

~ ~ ~ 
Appt,,

1
Share l""fMM 

7> or device is selcctcd Accounting ....., .!:!. 
Human Resources 1----~c.L-- at left) 
Marke ling 
Sales ....J 

lo lo Option <ll'aibble 

L:-P:-~-::-:-~-:N-2:-:-leh-5:-...J.~:>!..J'n'' • ~:~:-9~~:~~.-~~~~-~.i-~·=·'.-~-~"_@ ~~ ,_
1 

_ :~:::r ~::::::~·indcr 
CC4-5lh/Soulh 1 1 · · Pi- (optional) 
CC4-6lh/North I 1 

@ Acliv" i\ppleTalk must he 
CC4-6lh/Soulh 0 1 AppleTalk O Inacti ve active to use 

i.=:....:....::..::.:~~c.._..-1:>!..) 

Figure 1-11 The Chooser 

external dcl'iccs on 
the ApplcTalk 
network system. 

Opening the Chooser Like the Control Panel, the C hooser is a desk accessory. 

Alarm Clock 

Using 1hc Chooser 

1 To open the Chooser, 
first open the Apple menu 

at the far left side of the menu 
bar. 

2 Drag the pointer to the 
Chooser command, then 

release the mouse button. 

T he menu closes and the 
Chooser appea rs. 

39 



Selecting a printer or other 
device in the Chooser 

You designarc a printer or other device by selecting its icon, its 
location (if necessary), and its name in the C hooser. 

~ 
~ 

f;D 
~ 

App le Talk I.. . lmage\o/riter 

1 Select the type of device 
you want to use by 

clicking its icon in the upper
left area of the Chooser. 

z JLQf b ser\X"rilcr j, --+--·-y . 
the type of ·-'"-· : : 

cielicc sdec1cd. !fJ.iMMM L~I App le Ta 1. .. 

The nmrnrk zone 1n 
which a 1~1ser\\ "ritl·r 

\\·ill be selened 

Sales is the name of 
1hc printer selected. 

Appl eTal k Zones: 

CC4 Upper 
CC4-5t11/Nortt1 

CC4-6th/South 

Select a Laserwr-iter: 

2 If necessary, select the 
zone in which you want 

to use a device by clicking its 
name in the lower-left area of 
the Chooser. 

The lisr of zones appears onl y 
if your Macintosh is on a 
network that is linked to other 
networks. 

3 Select the specific 
device you want to use by 

clicking its name in the list at 
the upper-right area of the 
Chooser. 

lt 's a good idea to close th e 
C hooser altho ugh yo u can 
leave it open. 

Once you've selected the name of a device, such as a 
LaserWriter®, yo ur Macin tosh will use that device until you 
select a different o ne with the C hooser. 
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Adjusting Chooser settings You also use rhe Chooser ro adjust chree sett ings rhac relate to 

us ing a printer or a network dev ice. You can 

• make Apple Talk active o r inactive 

• turn background printing on or off (for MulriFinderTM use) 

• en ter or change your user name 

Figure 1-12 shows che adj uscmen cs for these serci ngs. 

0 --~ 
-~~. 

AppleShare itiM!MM 

Chooser 
Select o LoserWriter: 
Accounting 
Human Resources 
Marketing 
Sales 

Selling for -~========-+-Background Printing: O On @ Off 
background priming 
(arailahk only when 

using .\lultiFimkrl 

AppleTalk Zones: 
~··Ji I• User Name: 

I L "ser name: some n- nel\\"Ork dcr io.:s 
auto111:uic11lv use 
1hc name in 1his 
sp:1cc (if one is 
supplied). 

Figure 1- 12 Adjustments for sellings in 1he Chooser 

Once you've adjusted a C hooser setting, your Maci ntosh 
main tains th at setting until you change it. 

)lo- See 11/so: • "Managing Mulriple Programs Us ing Mulril-inder" 

in C haprcr 3 

• " Priming While Us ing rhe Co m purer for Orher Work" 

in Chaprer 4 

• "Preparing rhe Macinrosh Syst:em Software for 

N etworking" in C hapre r 7 

• "Gaining Access to an AppleShare rile Serve r" in 

Chaprer 7 

L:Sing 1 he Chooser 
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Using special keys 
and indicators on 

the keyboard 

The Macincosh keyboard resembles a cypewricer keyboard, bur 
some of ics keys have special purposes. These special keys and 
cheir primary uses arc summarized in Figure 1-13. 

l esc J Esc:1pc kl·y-u,cd for special 
purpoSl'> in >Onll' prog1:11ns. 

Funn ion kcy-l::u:h of 1hese c:m be 
:1,,igncd :1rnmm:111d11·i1h a special program. 

Co111rol ~l')"-\\Orks in combin.nirm with 
other keys 10 pro,·icle shonrnh :111d 
modify other actions. 

num 
lock 

[J 
caps 
lock 

= 
scroll 
lock 

1'011 l"r On kl'r-
lu rns on 1he ,\bci1110;,h. 

l.igh1s 1h:11 :ire on whl·n :1 
locking kc~ b l'ng:w·d. 

E111er key-u,cd in ~Ollll' progr.1m;,: 
oflen has the s:1111e function :I> the 

Rctum ker. 

option J 

Oplion kcy-u>L'd in combin:nion 
with othL•r keys 10 produrL' 
'pccial ch:ir.tcters. 

~elete j 
Delde kl'y-Ll,l'd 10 
dele1e scll'ctcd item'. 

C:omm:md kcy-Lbl'd in 
rnmhina1ion with other 
kq·~ 10 ini1i:11e commands. r;:.frL~ 

:\rrow kl'l'S-1110\e lhc 
inscnion poinl: oflcn :in 
al1ernativc to 1hc mouse. 

Figure 1- 13 Special keys :ind indicalors used on ~lacin1osh kevhoards 

The locacion of special keys varies on che differenc keyboards 
available fo r use wirh Macintosh models; some keyboards do nor 
include all of chese special keys and ligh cs. 

> See also: • Appendix A, "Keyboards and Character Sers" 

Chapter I: Standard 1\lacintosh Operations 



Turning the 
Macintosh 
on and off 

Power switch locations 

All M acinrosh models have a power swirch on the back of their 
cases. T he locarion of the switch varies amo ng d ifferent M acintosh 
models, however, and the switch is not the principal method fo r 
turning some models on and off. 

On compact models-models with a built-in moniror-the 
power switch is located at the right rear side of the computer. (See 

Figure 1- 14.) 

l'm1 l'r "' i!Ch 

Figure 1-14 Thl' p O\IU ~witrh 011 thl' .\ lacinto,;h SE :'10 

'forning thl' \1:1cintosh on and off 
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Turning on a compacr 
Macintosh model 

O n modular Macintosh models-models with separarc 
mon irors-rhe power swirch is located on the left rear side 
of rhe com purer. (See Figu re J -15 .) 

Figure 1-15 l'mwr switch 011 thc.: \l:trin to~h !lei 

One rype of Macintosh, rhc Macintosh Porrable, does nor have a 
power swirch. Ir operares on barrery power. 

You rum on :l compacr Macinrosh model wirh the power switch. 

•!• Turningo111111 extemal hmd disk drive: If your system has an 
external hard disk dri ve, you musr rum rhe exrernal drive on 
before you rurn on the M:tcinrosh. Otherwise, rhc Macintosh 
will nor recognize rhe external drive. ·:· 

>- See n/so: • ''Troublcshuoti11g" in Chapcc.:r 10 
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Turning on a modular 
Macintosh model 

The recommended way ro turn on most modular Macintosh 

models is by pressing the Power O n key on the keyboard . T his key 
is located ar rhe top of the keyboard and has a triangle symbol on ir. 

On some keyboards the Power On key is rectangular; on others it is 
square. (See Figure 1- 16.) 

Power On key. Power On kel'. 
lop n:nkr of keyho:ird 1op-righ1 corner of ke\'hoard 

Figure 1- 16 The rectangular and square 1'011·er On kers 

If the Power O n key does not work for your model, use rhe power 
swi tch on rhe back of rhe computer ro rurn the Macintosh on. 

•!• Turning on an external hard disk drive: If your system has an 

external hard disk drive, you must rum o n the external drive 
before you rum on the Macintosh. Otherwise, the Macintosh 
w ill not recognize the external drive. •!• 

> Sec also: • "" ll·oublcshooring" in C haprcr l 0 
• Appendix A, "Keyboards and C haracrer Sets" 

Turning off the Macintosh T he recommended way to rum off all Macintosh models is by using 
the Shut Down command in the Special menu. T h is command 
signa ls the system sofovare to prepare all files and disks in use fo r 
shutdown. 

The Shut Down command also turns off power in some Macintosh 
models. In other models, this command prepares the system for 
shutdown and then displays a message rhat the computer's power 
switch can now be turned off. 

> 5fc also: • "Shutting Down rhe Com purer" in Ch:iprer 3 
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Chapter 2 

Starting Up 

Sening up your com puter has rwo phases: the fi rst is 
assembling the hardware components; the second is preparing 
the systern software, wh ich the Macin tosh uses for its basic 

operan ons. 

T his chapter p rovides instructions for prepa ring the system 

software ro work efficiently with all devices in your Macintosh 

system. 

ff your system has a hard disk dri ve, you may want to review 
"Installing System Software," "Creating a C ustom ized System," 
and "Specifl ng Items to Be O pened at Startu p," lacer in this 

chapter. 

If your syscem has o nly fl oppy d isk dri ves, you will probably 
wa nt to review "Installing System Software," "Makin g an Extra 
Startu p Disk," and "Creating a Small System." 
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Preparing the 
Macintosh hardware 

Preparing your 
systen1 software 

The precise steps in setting up your Macinrosh hardware depend 
on which model of the com puter you have. The setup guide, 
Setting Up Your M acintosh, that came with your model provides 
derailed instructions for purring the system rogether. 

If you set up the Macintosh and the computer or monitor does 
not turn on, see "Troubleshooting" in· Chapter 10 for assistance. 

T he system software manages Mac in tosh operatio ns. Ir transmits 
informatio n to and from disks, printers, and othe r hardware 
components, establishes and tracks files, and directs processing 
inside the computer. Most system software activity is invisible, 
bur application program~the software used for word processing, 
spreadsheets, and other specialized work- rest on the 
foundation system softwa re provides. 

·:· System software already installed: If you purchased a 
Macintosh model wirh an internal hard disk drive, the system 
software was probably already installed at rhe factory. You' ll 
recognize a ready-ro-run Macintosh when yo u turn it on; 
after a few seconds you'll see a "happy Macin tosh" icon, rhen 
rhe desktop will appear on rhe screen , with icons for the hard 
disk and the T rash. ·:· 

A Warning: If you received a hard disk with A!UX® installed on it, 
do not initialize char d isk; doing so will erase A/UX. Instead , see 
the Alf_fX Installation Guide for instructions o n install ing system 
software. • 

You prepare the system software for yo ur Macintosh by 
installing it on a disk and thereby creating one or more startup 
disks- disks rhar contain the system software necessary ro use 
your Macintosh model and rhe devices connected to it. 

Chaptc:r 2: Starting t.;p 



Checking system software 
that is already insta lled 

Installing system software creates a System Folder that contains 
the system files, drivers, and other kinds of resources your 
Macinrosh needs. Figure 2-1 shows the icons fo r a system file 
an d a driver. 

~ 
c:::::::::J 

System Laser'w'riter 

Figure 2-1 Icons for a system fi le (System) and a driver (Lascr\\iritcr) 

If your system software is already insraJled, you can skip the 
insta1lation steps. But it's a good idea ro check the contents of 
the System Folder on your hard disk ro verify that it contains the 
system files and drivers you need. 

The 1\l:icirnosh icon IC"\~ I ---+- _ 
indicates 1ha1 this . . 

Open the System Folder and 
check to see that it contains 
icons for the devices used 
with your Macintosh. system has been Sy stem Folder 

installed. 
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Figure 2-2 shows rhe System Folder fo r a Macintosh confi gured 
for a separate monitor and LaserW riter and lmageWriter® 

pruuers. 

o-- Syst em Folder 
25 items 11 ,252K in disk 7 ,767K avanable 

Sys1c111 files h;i1·c :1 _jc:::::;c:::c:::c::::;:c:::c:::c:::~=C:::~C:::::::'.C::::;="~~~~~~=-:;..=..=..=..::..~~"~- Background 

~lacintosh icon. ~ ~ 9 ~ (!g) ~ ~: ~:;i~1':~~ 
System Finder Gener al MultiFinder Backgrounder PrintMcnitor •<'•'• ( ll~in,u 

Primer dril'cr, --+---...-----.---....., .,,,., ,., 
.,,,., 1\luhiFindcr) 

~ ~ m oo -1'.11 

Luer Prep Laser'vlrit•r lmage'tt'rfter Monltor~tartup D-evfoe DA Hand1er im~ 

~ ~ ~ ~ 
Easy Access Scrapbook File Clipboard r:ne Keyboard Key La\) out 

Sc:pa1:ue 
monitor file 

Figure 2-2 System Folder contents for a Macintosh with a separate monitor 

If your System Folder d oes nor conrain d rivers for optio nal 
devices used with your Macintosh, you can add the necessary 
ones. 

You can add so me drivers-includi ng the ones fo r the 
Lase rW ri ter IT, lmageWri rer II, and Apple Scanner- during the 
regula r installatio n process o r by copying them into the 
System Folder. 

Consul t the documentation for the printer, scanner, o r other 
devices connected to your Macintosh fo r info rmation abou t 

which drivers they requi re and instructions for adding them to 
you r system. 
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Installing system software You use rhc program named Installer ro prepare rhe sysrem software 
for your Macimosh model, eirher when you firsr begin using rhe 
compurer or when you wanr ro updarc your sysrem wirh a new 
version of system softvvare. 

To insrall rhe system sofrware, you will need 

• rhe System Startup disk (which con rains the Installer program) 

• rhe System Additions disk 

• an initia lized hard disk or an initialized Aoppy disk 

If you are updating your system software with an upgrade kit, you 
will n1:ed the disks called System Tools, Printing Tools, Utilities Disk 
I , and Utilities Disk 2. (You may nor need to use both Utilities 
disks, however.) 

~ Important: Apple recommends one of two minimum hardware 
configurat ions for insrallarion and use of System 6.0 or later 
versions of rhe Macintosh system sofrware: (1) a hard disk and one 
Aoppy disk drive; or (2) t\.YO Aoppy disk drives. (It is possible to 
install rhe system software on a Macin tosh with one Aoppy disk 
drive, however.) ~ 

T he Installer provides rwo options- Easy lnsrall and C usmmize. 
T hese insrrucrions cover rhe Easy lnsrall process, which is suirable 
for mosr Macintosh users. (To learn more abour the Customize 
oprion , sec "Crearing a C ustomized Sysrem" later in rhis chapter.) 

~ Important: Do nor use rhe Installer while running Mulri Finder; in 
some cases, doing so may cause insrallarion to fa il ~ 
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W hen you stare the Installer, the software determines which 
Macintosh model you are using and prepares to install the standard 
sofrware for that model. T he Easy Install process installs the drivers 

fo r al l available printers o n Macintosh models that have a hard dislc 

You begin the installation procedure with your Macintosh turned off. 

Sy stem Startup 

Chaplt:r 2: Starling Up 

1 To install che system 
software, first put the 

System Startup disk in co the 
internal disk drive, and turn on 
the computer. 

(Use the System Tools disk if you 
are updating your system 
sofrware with an upgrade kit.) 

If your Macintosh has two 
internal drives, use the lower 
d rive or the rightmost drive. 

2 If you do not have a 

hard disk, put an initialized 
floppy disk in the second drive; 
otherwise, go on to the next 
seep. 

3 If necessary, double

click the System Startup 
disk icon to open it. 

(If you have inserted the System 
Tools d isk from an upgrade kit, 
double-dick the System Tools 
ico n.) 

,... 



~ 
lnst<i ller 

~ Welcome to the Apple Installer 

~ Your Macintosh needs certain software to start up. 

The Installer places this software on your disk llJ 
in the system Folder. s.,stom , 0.,., 

· Easy 1nsta1I• chooses the software Apple recommends and 
creates a disk which can be used to start up your Macintosh. 

("Customize· if you are sure you want to override !hose 
recommendations.) 

Easy Inst all 

Click Install to place 
1, Pans of ihe ---+.-i---i[An update to Uerslon 6.0.6 or 

• Macintosh Systam Softwar e I 
, ''l ~ I systClll S01tware •Any eHisting Printer Sortwnre l lnstnll ~ 

to be installed I 
on the hord disk nomed 

1
. 

Disk on which --1 o Hord disk #2 -·---------------' 
system software 
will be installed 

I Help J 

Buuon to swi1ch 10 a differenl 
disk for ins1allation 

( 1: je<t Dist J 

J Switch Oisk_J 

.---{ Customize J 
( Quit J 

lluuon to change to a 
customized installa1ion 

Preparing your system software 

4 Double-dick the 
Installer icon to open it. 

The Installer's Welcome dialog 
box appears. 

5 Click 0 K to d ear the 
Welcome box. 

The Installer's primary dialog 
box appears. 

6 Make sure that the disk 
indicated on the screen is 

the one on which you want to 

install the system. 

If the wrong hard disk or floppy 
disk is indicated , click the 
Switch Disk button until the 
correct hard disk's name 
appears, or click Eject Disk to 

change floppy disks. 
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n Install )t D 

,. .... 
1(5)1(5) 

'-. •.. .! 

Please insert the disk: 

Syst em Additions 

Stop 

5-1 Ch:tpter 2: St:trting Lp 

7 C lick Install. 

1 he Installer begins to install 

the system sofrware for your 
Macintosh model. O n-screen 

messages list the disks needed 

and report copying sracus. 

8 When the System Startup 
disk is ejected and you see a 

message to insert the System 
Additions disk, insert the disk 

(If you are updating your system 
software with an upgrade kir 

and the System TooLdisk is 

ejected, you arc asked to insert a 

different d isk; just follow the 
instructions on the screen.) 

Depending on the software 

needed fo r your system, you 

may be asked to switch disks 
more than once. 

C licking the Stop button 
cancels rhe installation. 



0 
Installation on " Hare! cllsk #2" was 
successful. I f you are flnishecl, click 
Quit to leaue the Installer. If you 
wish to clo additional installations, 
click Continue. 

(Continue J ([ Quit 1t;lJ 

Clean Up Window 
fmptq 'frnsti 
frnse m~k 
Set Startup .. . 

9 When you see a message 
reporcing char the 

installation was successful, 
click Quit. 

The Installer window closes. 
(If for so me reason rhe 

insrallarion was no r successfu l, 
you ' ll sec a differen t message, 

and you ca n begin insralb rion 
again.) 

1 0 Choose Restart from 
the Special menu to 

begin working with your new 
system. 

T he Macinrosh resrarrs wirh 
rhe newly installed system. 

If yo u do nor have a hard disk, 
you' ll need ro reinsert the 
newly created startup d isk into 
a d isk d rive when you see rhe 

blinki ng question m ark ico n. 

Yo u may sec a dialog box 
aski ng you to name yo ur 
Maci nrosh . Type a name and 
click OK. 

>- See also: • "Printing Color or Cray-Scale: Docu111enrs" in 

C haprcr 4 
• " Initializing and lam ing a Disk" in C hapter 6 

• " Init ializing and Naming a Hard Di~k for the First Time" in 

Chapter 6 
• "Moving Font~ and Desk f\cccssoric:s" in Chapter 8 

l'rc:paring ~our ~Y~ll'lll ~ofiw:Hl' .:;5 
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Creating a 
customized system 

If your Macintosh uses devices char are not included in the standard 

sofrware fo r its model, you can use the customized installation 
process to create or modi fy your system. 

Customized installation allows you to select rhe exact combination 
of system files, drivers, and ocher kinds of resou rces you wane in 
your system, then installs them in your System Folder. You can use 
this process fo r initial system installation, for updating to a new 
version of system sofrwarc, or for saving space on your startup disk 
by eliminating drivers that aren't essential. 

You begin the installa tion procedure with your Macintosh turned 
off. 

Chap1t:r 2: <;wning l)p 

1 To create a customized 
system, first put the System 

Startup disk into the internal 
disk drive, then turn on the 
computer. 

(Use the System Tools disk if you 

arc updating your system 
sofrware with an upgrade kit.) 

If your Macinrosh has two 
internal drives, use the lower 
drive o r the rightmost drive. 

2 If you do not have a 
hard disk, put an initialized 

floppy disk in the second drive; 
othexwise, go on to the next 
step. 



Di' k on which 

Sy stem Startup 

~ 
Installer 

~ Welcome to the Apple Installer 

~ Your Macintosh needs ccrlain software to start up. 

The Installer places this software on your disk 
in the System Folder. 

· Easy Install ' chooses the software Apple recommends and 
creates a disk which can be used to start up your Macintosh. 

("Customize· if you arc sure you want to override those 
recommendations.) 

Easy lnslnll 

Click l nsloll l o pince 

An updnl e l o Uerslon 6.0.6 o f 

(! lnsl nll JI 
• Moclnlosh Sy stem Soflwnre 
• nny e11lstlng Printer Soflwnre 

'Y'-IClll '<>flw:m: on the hard disk nomed 

,::::

0

:,:::::::-i-i-= Hord Olsk ( Eject DJsk 

[ Switch Disk ) 

to :1 dilk rcnt disk II 
for in>tallation t( customize J 

llelp ( Quit J 
!'====~~~== 

Button to d1:1ngc.: to :1 

CU>tomi7.ed installation 

Preparing rour SVSlt'lll sohw:1r(' 

3 If necessary, double-
click to open the System 

Startup (or System Tools) disk 
icon. 

4 Double-dick to open 
the Installer icon. 

T he Installer's Welcome dialog 
box appears. 

5 Click 0 K to clear the 
Welcome box. 

The Installer's primary dialog 
box appears. 

6 Make sure that the disk 
indicated on the screen is 

the one on which you want to 

install the system. 

If the wrong hard d isk or Aoppy 
disk is indicated, click the 
Switch Disk button until the 
correct hard disk's name 
appears, or click Eject D isk ro 
change Aoppy disks. 
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Ciiek the ilems you wont to select ; 
Shlll-cllck to select multiple Items. 

Syste m software for any Moclntos h 
. Software for all Apple printers 

l.i\l ol ilcms nppleSlrnre (works tation sollware) 

:11:1ilablc for --- -- - -
. _ 32-Uit OulckOrow 
ill'l:1ll:n1on So ftw ore for lmageWrlte r 

Sollware for AppleTolk lm'!Jl.eWrllcr 

Ciiek the lle ms you won t to select ; 
Shlll- cllck to select multiple Hems. 

Sofhvore for lmogeWrller 
Softwore for RppleTolk lmogeWrilcr 
Softwore for lmageWriler LQ 

Ill! ' • I U[;lj > ,,. 
Sollwore ror Personal LoserWriler SC 
Software for LaserWrlter 5.2 

- --
You ha ue selected: 

I 

I.isl of ilt'lllS >elt:Cll'd ---{--{° nppleShare (workstation software) 
for in.,talJalion • Softwore for nppleTalk lmngeWrile o· LQ 

( Switch Disk ) 

Cus tomize~ 

Qui t 

lQ 
h 
t--' 

IQ 

los1<1ll 

o Ha rd Disk 

[ r.wi:1 1 11 ~k ) 

[ Swilch Disk ) 

( Easy Ins toll J 

Quil 

I( Ins tall ~l) 

= llord Dis k 

( lJect n .. k ] 

( Switch Dis k J 

( Eosy Ins tall J 

Quit 

)8 Chapter 2: :-i1:1ning l'p 

7 C lick Customize. 

The cusrom instal lation screen 
appears, wirh a list box showing 
all d rivers provided with me 
system software and a choice of 

standard or minimal system files 
fo r each Macintosh model. 

8 ScroU through the list 
of items and Shift-dick the 

ones you want to install. 

As you select items, rheir names 
appear ar the lower-left portion 
of the dialog box. (I f you select 
o nly one item , derails about it 
appear.) 

9 Click the Install button 

to install the selected items. 

The Installer begins the 
installation. On-screen messages 
report copymg status. 



,-·-.. 
IOJIOJ 
t. ... } 

Please insert the disk: 

System Additions 

[ Stop 

Installation on " Hard Disk" was 
successful. If you are finished, click 
Quit to leaue the Installer. If you 
wish to do additional installations, 
click Continue. 

(continue ) ([ Quit 11,J) 

Clean Up Window 
fmpt!J "frnsti 
frnse m~k 
Set Sta rtup ... 

l'rep:1ring rnur sy~tt:lll softw:m: 

10 If the System Startup 
disk is ejected , insert the 

System Additions disk as 

requested. 

(If you are updating your system 
softwa re with an upgrade kit 
and rh c System Tools disk is 

ejected , you are asked ro insert a 
d iffcrem disk; just follow the 
insrrucrions on the screen.) 

C licking the Stop button 
cancels the installation. 

11 When you see a 
m essage reporting that 

installation was successful, click 
Quit. 

The lnsraller window closes. (l f 
you see a message that the 
installation was nor successflil , 

begin the process again.) 

12 C hoose Restart from 
the Special menu. 

The Macintosh restarrs with the 
newly installed system . 

l f yo u do not have a hard d isk, 
reinsert rhe newly created 
startup disk when you see the 
bli nki ng question mark icon. If 
you sec a dialog box asking you 
to name your Macintosh, type a 
name and click OK. 
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Installing system software 
on a Macintosh with 
only one disk drive 

Making an extra 
startup disk 

You can make sure chac che correcc icems were inscal led by opening 
che sra rrup disk's icon, chen opening the Sysrcm Folder and 
reviewing ics concenrs. 

> See 11/so: • '"Pri ming Color or Gray-Scale Documencs"' in 

C haprcr 4 
• "Moving Fonrs and Desk Accessorit.:s" in C hapter 8 

You can inscall rhe sysrem sofcware if your Macintosh has only one 
fl oppy disk drive (and no hard disk), bur rhe process will involve 
many disk swaps as you copy rhe necessary fi les from rhe four 
syscem sofrware disks ro che disk on which rhe syscem is being 
installed. 

T he installation process follows che same steps as those in 
"Inscalling System Sofrware" earl ier in chis chapcer, excepc thac you 
will have to ejecc the Systern Startup (or System Tools) disk and insert 
an ini tialized disk after scarring rhe Installer program. 

The Installer automatically creaces a minimum-sized system and 
installs only che Image Writer printer driver when you inscall on a 
floppy disk. 

Your Macintosh requires a scarcup disk- char is, a disk with a 
System Folder inscalled on it- whenever you turn on or restart che 
compuccr. 

If your Macincosh has a hard disk and you have installed che system 
sofcware on ic or che computer came with the system on its hard 
disk, you already have your startup disk and don't need to creace any 
floppy disks to use as srarrup disks. 

If your Macincosh has only floppy disk drives, you may wane to 
create several startup disks to use with different applicacion 
progr~uns fo r convenience. 

Chapter 2: Starting Lip 



O nce you have installed the system software on one floppy disk, 

you can simply copy its System Folder to one or more in itialized 

d isks to make duplicate startup disks. 

To make a new startup disk you need 

• a disk with your installed system software (in one disk drive) 

• an initialized disk (i n the seco nd disk drive) 

If your computer has only one disk dri ve, you can create a 
starrup disk, bur you will have to make several d isk swaps in the 

process. 

Sma 11 s:y s:tem 

l'n:paring rnur -;ystem sof111·are 

1 To make an extra 
startup disk, first double

click the icon of a disk that 
contains your installed system 

software to open it. 

2 Place an initialized disk 
in the second disk drive. 

If you have only one floppy 
disk drive, eject the disk 
con taining the installed 

software and then insert an 
initialized disk. T his d isk will 

be your new startup disk. 
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S stem Folder 

!"' .. ····~ 

~ 11·] f'"""' ···1 
:.............. . . .. : 

WW!M 

3 Drag the System Folder 
to the icon of the startup 

disk you want to create. 

T he System Folder is copied 
onto the new startup disk. 

T his process w ill require a 
number of disk swaps on a 
one- floppy-d rive system. 

Creating a small system W hen you install the system sofrware on a floppy disk, rhe 

Installer automatically creates the smallest practical System 
Folder. This allows rhe maximu m room on you r startup d isks 
fo r application programs and your own work. 

You can also c reate ch is small system by selecting the "Minimal 
software" option fo r your Macintosh model from the Cusromize 
d ialog box of rhe lnscaller. 

If you d idn' t originally install the min imum-sized system or 

you've added d rivers, fo nts, o r desk accessories since instal lation, 
you can remove items char aren' t essential. You remove drivers by 
dragging ch em our of the System Folder; you remove fonts and 
desk accesso ri es wirh rhe Font/ D A Mover. 

Charier 2: S1aning L"r 
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Cpdating to a nen· 
,·ersion of system software 

D epend ing on che devices connected to your Macincosh, you 

should consider removing chese icems: 

• drivers for primers or other devices you don'c use (such 
as TmageWricer, Apple Talk Image Writer, LaserWrirer, 

LaserPrep) 

• necworking drivers, if you are nor on a necwork (such as 

AppleShare®) 

• extra desk accessories (you will definicely need the Control Panel, 
bur you may not need the Alarm C lock, Calculacor, C hooser, 

Find File, Key Caps, or Scrapbook) 

• extra fonts you have inscalled 

)o- See also: • "Creating a C usromizcd System" in rhis chapter 

• "Making an Exrra Srarrup D isk" in rhis chaprcr 

• "Moving Fonrs and Desk Accessories" in C hapter 8 

If you have been using an older version of the sysrem software and 
you gee a newer version, you can update your system by inscalling 

the newer sofcware. 

To accommodace all M acintosh models, the syscem sofcware 

upgrade is supplied on four SOOK disks instead of che cwo 
1.4 M B system disks provided wi th new compmers. 

To inscall che new system sofcware, follow che special inscruccions in 
"Installing Syscem Sofuvare" or "C reating a C ustomized System " 
earlier in this chapter . 
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Insta ll ing 32-Bit 
QuickDr;nr for 

enhancecl color images 

If your Macin rosh can display color images, you can enhance rhe 
computer's color capabilities by placing the 32-Bit QuickDrawrn 
fi le in the System Folder of your startup disk. 

The 32-Bit Quick.Draw file is provided in the Apple Color folder 
on the System Additions disk. (If you are updating your system 
software with an upgrade kit, you'll find the Apple Color folder on 
the Printing Tools disk.) 

IE ... 
.·:.-.<>:· ...... 

32-Bit QJJickDr aw 

, ...... .. 

r····~ 

: till 
: ......................................... : 

Clean Up Window 
fmp tq Trnst1 
frnse m~k 
Set Startup ... 

1 To install 32-Bit 
QuickDraw, first locate 

its icon in the Apple Color 
folder. 

2 Drag the 32-Bit 
QuickDraw icon to the 

System Folder of the startup 
disk. 

32-Bit Quick.Draw is copied 
inrn yom System Folder. 

3 Restart your system by 
choosing Restart from the 

Special menu. 

The capabilities of 32-Bit 
Quick.Draw are in effect once 
you restart. 

> See also: • "Specifying rhc N umber of Colors or Shades of Gray" in 
C hapter 8 

Chapt1:r 2: ~tarting l"p 
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Starting up the 
Macintosh 

Specifying iten1s 
to be opened 

at startup 

If your Macintosh has a hard disk chat's a startup disk, you 
simply turn on rhe computer co start up. If you' re using a floppy 
startup disk, place rhe d isk in the internal d isk drive and turn on 
the Macintosh. To restart with a fl oppy d isk, reinsert the disk 
after it is ejected. 

> See also: • " lnsra ll ing Sysrem Sofrware" in rhis chapre r 
• "Creating a C usto mized System" in this chap ter 

• "Turning the Macinrosh On and Off" in C hapter 2 

• "[nserring a Disk" in C hapter 6 

You can designate one o r mo re application programs, desk 
accessories, and documents to be opened automatically when 
yo u start up the Macintosh. T o specify items fo r opening at 
startup, you use rhe dialog box char appears when yo u choose 
rhe Ser Startup command in the Special menu. (See Figure 2-3.) 

c:::J Start up "harddisk " with: I 
The Findl'r manages ~~--@ <31 Finder O <31<31 <31 MultiFinder-- ~ lultifinder 

1hc deskiop. icons. 
and windows. Upon st artup, automotlco lly open: 

manages two or 
more programs 
simultaneously 
(including the 
Finder). 

[
0 Sele< t1~d I t£>ms 

Dirnmed op!ions ---""---< 
require ~ l ultiFinder. 0 011e11e<1 fl1111li< ntions <111<1 Hfl~ 

@ Finder Only 

( Cancel J n OK J) 

Figure 2-3 The Set Startup dialog box 

T he procedure fo r using the Ser Startup command varies 
somewhat accord ing to the number and type of items you want 
to open at startup. 

Table 2- 1, at rhe end of the instructio ns fo r "Select ing Multiple 
Startup Items," sum marizes the procedu res fo r opening 
programs, documents, and desk accessories at startup. 
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Selecting one startup 
program or document 

W hecher you use che Finder"' or che MultiFinder option, you 

can easily specify a program or docu menc for opening at starrup. 

c:::::J Stort up · Mnin Disk " with: 

® '31 Fln~er 0<31<31<31 Multlflnder 

1 To specify a program or 
document for opening at 

startup, first select its icon by 
clicking. 

2 Choose Set Startup from 
the Special menu. 

3 Check that the p rogram 
or document you selected 

is shown, then click 0 K. 
Upon startup, outomatlcolly ope n: 

l'rogrnm select.:d -.;;------.@ studlo/o 
Changing from Finder co 
MultiFinder or vice versa wi ll 
not affect you r selection of a 
startup program or documen t. 

0 011errnd nppllrntlons and un~ 
O Finder Only 

[ conce1 ) ~ 

Clean Up Window 
E:mpti.t Irnst! 
E:rns<~ m~I< 

Set Startup ... 

4 C hoose Restart from 
the Special menu. 

The program or document 
you selected is opened when 
the Macincosh restarts. 

Your srarrup selection remains in effect un ti l yo u change ir with 
rhe Ser Startup command. 
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Selecting multiple 
startup items 

To open more rhan one item at srarrup, you musr use Multif inder, 
rhe system file rhat permirs the Macintosh to work wich cwo or 
more programs simultaneously. You use che Sec Startup command 
ro rum on MulciFinder, as well as ro specify che startup items. 

Until you turn Multifinder on, the Macintosh automatically uses 
the Finder, the sysrem file rhat manages rhe desktop, windows, and 
icons. (You can still use the Finder when Multifinder is turned on.) 

T he instructions rhat follow show how ro select a group of items for 
opening ac scarrup. C onsult Table 2-1 fo r a summa1y of rhe 
procedures required to select several d ifferenr rypes and 
combinations of startup items. 

QuarkXPres:::@ 

~ I •wma 
lifi*l!J 

Restart 
Shut Down 

'pecifying items !O be opened al startup 

1 T o specify multiple startup 
items, first select che 

programs and documents you 
want to have opened by Shift
clicking their icons. 

All the items muse be at the 
same level-on the desktop or 
in the same folder. 

If you wane to specify desk 
accessories as startup items, 
you must first turn on 
M ultiFi nder and then o pen 
rhe desk accessories. 

2 C hoose Set Startup 
from the Special menu. 

The Ser Sta rtup dialog box 
opens. 
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c=J Start up •Moln Disk • with: 

® <31 Finder ---~_'."<3><31 MulliFlnder 

Upon s tartup, outomotlcolly open: 

O Sole< h)ll I t~nis 

O Open<HI 11111111< 11tions <111d Off• 
@ Finder Only 

( Cancel ) (! OK ll 

c::::::J Start up "Moln Olsk" with: 

O<l> Finder @<3><31 <1> Multlfinder 

Upon st ortup, outomo tlcolly open: 
Wi1h 1\ lultiFincler --ii---@ Selected Items 

lllrnecl on. 1he O u11«11e<1 n11pll< 1\ttons <111<1 Off• 

Selected ii ems O MultlFlnder Only 

OJltion is [cancel ) ~ 
automatically 

sl'it'Cted. 

Clean Up Window 
E:mp tiJ frnsh 
[t'!~S(1 m~k 

Set Startup ... 

3 If necessary, click the 
MultiFinder button to 

turn it on. 

Skip chis seep if MulciFinder is 
already selected. 

4 Check that the button 
labeled "Selected Items" is 

selected, then click OK. 

5 Choose Restart from 
the Special menu. 

The items you selected are 
opened when the Macintosh 
restarts. 

Your startup selection remains in effect until you change it with 
the Set Startup command. 

>- See al.so: • "Managing Multi ple Programs Using MultiFinder" in 
C hapter 3 

• "Managing Sysrem Mem ory" in C haprer 3 
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Table 2- 1 Summary of procedures for opening items at startup 

To open at startup 

I applic:l!ion program 

2 or more programs 

I or more (bk 
acces~ories 

I or more deo;k 
acce~~ories plus 
I or more programs 

I or more documents 

I or more dorn men!s 
rlu~ I or more 
:1pplic:nion programs 

I or more documents 
plus I or more desk 
accessories 

Requires 

Finder or 
.\luhiFinder 

\luhiFinder 

,\ luhiFinder 
turned on' 

\lultiFinder 
turned on' 

~ l ultiFinder 

~ lulti Finder 

Not po~sihle 

Do before d10osing Ser Srartup 

Select rrogram icon 

Open or select program icons 

Open desk acce!>Sories 

Open de~k accessories and 
program icons 

Select document icons 

Select dorument icons 
and program icons 

' \lultiFinder must alread\' he in effect before you open any desk accessorie~ to specify 
them a~ startup items. 
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Chapter 3 

Working With 
Application Programs 

A pplicat io n programs determine what ki nds of work a 
M acintosh can do-such as writing, d rawing, des igning, 
calculat ing, concrolli ng a variety of processes, a nd managing vast 

amoun ts of information. 

T his chapter outl ines so me fu ndamental operatio ns com mon co 
all application programs,. regardless of a program's specific 

purpose and product. 

These operations include 

• preparing co use an appl ication p rogram 

• movin g text and images within a d ocu ment 

• copying text and images from o ne document co another 

• sav ing docu men ts- under various names, in various locations 

• sco ri ng freq uently used text and images fo r easy access 

• recognizing whether you ' re in a program or on the desktop 
and moving from one "p lace" co the other 

T his chapter also presents procedures for managing several 
application programs (often just called programs for simplic ity) 
and summarizes the appropriate steps fo r end ing a work session. 
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Preparing to use a 
progran1 for 

your \VOrk 

lnsra ll ing a program 

You use standard Macintosh operations to install and start most 
programs, and to create documents with them. Once you've created 
a document with a program, you can either srarr the program and 
then open the document, or sim ply open the document's icon on 
the desktop, which automatically Starrs the program. 

l n mosr insrn nces, you install an applicati on program by copying 
it fro m irs original disk ro your hard disk or ro a fl oppy disk. (A 
few programs have more elabo rate installat io n procedures.) 

~ 
Applelink 

1 To install an application 
program, first open the 

program's disk by double
clicking its icon. 

l'rogr.imicon _ __ ~; 
'•~f"V 

2 Copy the program by 
dragging its icon co the 

icon of the your hard disk or 
startup floppy disk. , ......... 'i I 

: ..... -1!? 0..,. ... 
I l:ird di~k icon --------t1.~111i;L:!'.!&&1~1m=~.:.11!!:?~~ 

Release rhe mo use bu tton 
when the d isk's ico n becomes 
highlighted. T he program is 
then copied onto the <lisle 
(You can also copy a program 
to a folder by dragging its icon 
to rhe folder icon , o r copy the 
program to an open d irecro1y 
window by dragging irs icon to 

the window.) 

If your system has o nl y one 
floppy disk drive, you'll have 
to swap disks several rimes. 
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, ........ !6 ..... , 
~ ....... ifi\Di 

3 If necessary, copy any 
additional files the 

program needs by dragging 
their icons to the hard disk or 
to the startup Aoppy disk. 

T he program's documentation 
should specify whether any 
such fl les arc needed. 

Ir's a good idea to open the icon of the hard disk or the floppy 
disk to make sure that th e program and other files were copied. 

Consult the program's documentation to determine whether 

additional installation steps are necessary. 

)ii-- See also: • "lnsralling Sysrem Sofrware" in Chaprcr 2 
• "Crearing a Small Sysrcm" in Chaprer 2 
• "Making an Exrra Srarrup Disk" in Chapter 2 

Starting a progra Ill You start a program by opening ir. 

Prep:iring to use ;1 program for your'' ork 

1 To start a program, 
first point to its icon. 

2 Double-dick the mouse 
button to open the 

program. 

T he program's wi ndow 
appears, usually with a new, 
blank docu ment displayed. 
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•!• Other ways to open programs: You can also open a program by 
selecring irs icon and choosing rhe Open command from rhe 
File menu or by double-clicking rhe icon of a documenr 
creared by rhe program. •!• 

The program remains open unril you quir, usually by choosing 
Quir from rhe File menu (or by using rhe keyboard shorrcur 
Command-Qprovided in many p rograms). 

> See also: • "Opening a Documcnr on rhe Deskrop" in rhis chaprcr 
• "Knowing Where You Arc on rhc Macinrosh" in rh is 

chaprcr 

Creating a new document You creare a new documenr while working in a program by 
ll1 a program choosing rhe New command. 

Open ... 
[IDS(~ '.is:W 
S<ni(~ :is:'> 
S<ni(~ H~ ,,, 

[!OS(~ '.ii:W 
Sm}e :ii:'> 
S<ni(~ fh ,,, 

1 To create a new 
document in a program, 

first open the File menu. 

2 Drag the pointer to 
the New command and 

release the mouse button. 

T he program opens a new 
document. If anorher 
documenr was alread y open, 
rhe new one covers ir. (Some 
programs don' r permit more 
than one open document at a 
rime.) 
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Opening an existing 
document in a program 

You open an exisring documenr while wo rking in a program 
with the Open command. 

!:!n~w 

S<1t1e 

S<ai(~ fl ~---

Select • Document: 

l=HO#q 

Folder icon --Cl Appllcotlon Programs 

111 ~ :o~:~:~ks 
Document icon --0 Chi's templat~ 

0 For Chonning 
Cl For Kole 
Cl For Scottie 

Select o Document: 

i<=> H0 1t q 

CJ Appllcotlon Programs 
Cl D Oebers 
Cl BO'S Books 

• • 11l[l. 

0 For Channing 
Cl For Kate 
D For Scottie 

= 110 # 1 
661 SK ouolloble 

ll open lll QEI) 
' [ cancel ) ~ 

IQ c:J HO ll l 

r 661 SK ouoiloble 

r n Open~~ , QEij 
[Cancel J ( Oriue J 

IQ 

1 To open an existing 
document in a program, 

first choose Open from the 
File menu. 

The program's di recrory dialog 
box appears, wi rh a lis t of 
documents and folders on rhe 
disk in use. 

2 If necessary, scroll to 
locate the document, then 

click its name to select it. 

You can display rhe documents 
in a folder by selecring rhe 
folder and clicking the Open 
button. 

3 C lick the Open button 
to open the selected 

document. 

>- See also: • "Knowing W here You Arc on rhe Macin rosh" in th!s 

chapter 
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Opening a document 
on the desktop 

If you are using the desktop rather than working in a progra m, 
you can open a document and start rhe program at rhe same 
rime. (This technique may not wo rk if the program is already 
open when you' re using MultiFinder.) 

I -
BL Not~::: 

1 To open a document 
on the desktop, first point 

to its icon. 

2 Double-dick the mouse 
button to open the 

document and simultaneously 
start the program. 

The program starts, with the 
document open in its window. 

When you close the document, the program stays open until 
you quit, usually by choosing Quit from the Fil e menu (or by 
using the keyboard shortcut Command-Q). 

~ See also: • "Knowing Where You Arc on rhc Macinrosh" in this 
chaprer 

• ''Managing Mulriplc Programs Using Mulrif-indcr" in 
rhis chaprcr 

Editing docun1ents The Macintosh computer's standard operations allow you to edit 
text and to copy both text and images between parrs of a 
document, from one document to ano ther within a program, 
and bet\veen documents in different programs. 
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Editing text You can use the standard text-editing operations available on the 
desktop when you're in a program. These include 

• selecting text 

• replacing text 

• deleting text 

• inserting text 

If necessary, review the instructions in "Basic Edi ting on the 
Desktop" in Chapter 1 for instructions for basic text ed iti ng. 
You can also get practice editing in Getting Started With Your 
Macintosh and in Macintosh Basics, the craining disk. 

Copying text and images You can easily copy selected text and images. 

Many g1~1phics -----; 
programs idc111ify a 
selected item wi1h a 

moving dashed 
outline. 

Editing documents 

1 To copy text and images, 
first select the item you 

want to copy. 

2 Choose Copy from the 
Edit menu. 

Your selection is copied and 
stored in a part of the 
computer's memory call ed the 

C lipboard until you co py o r 
delete another item or you 
turn off th e computer. 
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inserting copied text and 
images \\·ithin a document 

·:· A keyboard shortcut for copying: You can also use the keyboard 
shorrcur Command-C to copy selected items. •!• 

·:· To check the Clipboard: You can see the current contents of 
the Clipboard by choosing the Show Clipboard com mand 
from the Edit menu. This command is available in some 
programs, and it's always available when you' re working on 
the desktop. •!• 

> See n/so: • " Deleting T ext and Images" in rh ischaprer 

Once you've copied text, images, or both, you can insert that 
material anyv;here in an open document. 

lnsenion poim ---- - - - 1 To insert text and 
images in a document, 

first click at the exact spot 
where you want the item to 

appear. 
Wh1 te T1 ger 
Has Tw1nsl 

A blinking insertion point 
appears at the spot where you 
click. 

2 Choose Paste from the 
Edit menu. 

The item you copied 
previously is inserted. 
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Copying text and images 
het,,·cen documents 

in different programs 

White Tiger 
Has Twinsl 

3 Check the document to 

make sure that the copied 
item was inserted as you want 
it. 

You can paste the copied item 
as many times as you wish. 

·:· Pasting shortcut: You can also use the keyboard shortcut 
Command-V to paste copied material into a document. ·:· 

You can easily copy text and images from one document to 
another in the same program or from a document in one 
program to a document in another program. T he instructions 
that follow cover the slightly more complicated task of copying 
between documents in two different programs. 

1 To copy an item 

~-
A moving dashed ____ ' ._;;;.- - ,.,,--

outline indicares a ~ 

between documents in 
different programs, first select 
the desired material from a 
document in the first 
program. 

selecred irem in .qh --
many graphics W 

programs. The pond has rounded 
stones \ha\ seem to : 
s it atop th• water . 1 

1 
You can cross eas ily . : 

--- - ---------' 

Editing docu1m:nts 

In a graphics program, a 
selection is often marked by a 
moving dashed outl ine; in a 
text program, a selection is 
highlighted. 
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New 3€N 
Open ... 3€0 
Close 3€W 
Saue 3€S 
Saue As ... 
Delete ••• 

Page Setup .•. 
Print... 3€P 

Ou it ~o 

~ 
~ 

picnic map 

2 Choose Copy from the 
Edit menu. 

T he selection is copied to the 
C lipboard. 

3 Choose Quit from the 
File menu to leave the 

first program. 

If you're using MultiFinder, 
you don' t have to quit the first 
program; you can simply 
switch to the Finder or to the 
second program if it's already 
open. 

4 Double-click the icon 
of the document into 

which you want to paste the 
item you copied. 

Opening the document 
automatically starts the 
program. 
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Insertion point -----.c:•c------

't 
N 

Highway 1 

4 

Undo 

[ ut 
[ O!HJ 

··' 

+., 
Jughandte Pond 

Paste 11€U 

't 
N 

~ .~-

~~~ 
: - -~ 
: The pond has rounded 
: stones that seem to 
: sit atop the water. 
: You can cross easily . 
' .. 

5 Click at the exact spot 
where you want the item 

to appear in the document 
just opened. 

A blinking insertion poinc 
appears at the spot you 
clicked. 

6 Choose Paste from the 
Edit menu. 

The selected item appears at 
the insertion point. 

Check the screen to 7 be sure that the copied 
material was pas~ed where 
you want it. 

You can always delete the 
pasted item, select another 
insertion poinc, then paste 
again. 

Highw ay 1 

4 +., 
Jughandle Pond 

If you are nor making other 
changes in this documenc, save 
and close it. 

)ii- See also: • "Swicching Programs or Desk Accessories wich 

MulciFinder" in rhi s chapcer 
• "Scarring a New Program W hen Using MulciFinder" 

in rhis chapcer 

Editing documents 81 



82 

Deleting text and images You can del ere rexr and images from a documenr in eirher of 
rwo ways. 

One merhod , using rhe Cur command, places rhe delered 
material in an area of the computer's memory called the 
C lipboard so rhar you can get ir back (unril you copy or cm 
anorher item). 

The second merhod, using rhe Clear command, removes the 
material and does nor place it on rhe Clipboard. 

The Nor.:-regian economy "ras 
relallvely cold •i u.ring- 1989. 
Ice pre•rented much of the 
usual fJShin-S 8Cllv1ty, and tl1e 
extremely shoii, cool st1mrrier 
retarded the grov."lllg se,,son. 

The outlook is much brighter 
for the 1990s in Norway. 
Ne, , manufacturing centers 
have been constructed, more 

Clear 

1 To delete text or images, 
first select the item to be 

removed. 

The selection becomes 
highlighted (if it's text) or 
enclosed by a moving dashed 
outline (if it's graph ics). 

2 C hoose Cut or Clear 
from the Edit menu. 

The selected irem disappears 
from the screen. 

·:· A nother way to clear text and images: Pressing the D elete key 
also cl ears selected material. ·:· 

Chapter 3: Working With Application Programs 
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Cancel ing an editing action You can cancel many editing actions with rhe Undo command, 
wh ich reverses your most recent action (if ir is possible to reverse 
rhar action). 

The actions rhar you can undo with this command va1y among 
programs. 

[ !1 t 
l:opq 
Paste 

[ ut 
[ O!HJ 
Paste 

1 To undo an action, first 
open the Edit menu to see 

if the Undo command is 
available. 

The command is black if 
available; it is dimmed and 
sometimes reads "Can' t undo" 
if it can' t be used to reverse 
yo ur most recent actton. 

2 If Undo is available, 
drag to it and release the 

mouse button. 

The Undo command reverses 
your previous action. C hoosing 
Undo a second rime restores 
your original action. 

·!· Shortcut for Undo: You can use the keyboard shortcut 
Command-Z to initiate the Undo command. ·!· 
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Saving docun1ents Saving your work often is che best safeguard against lose daca. 

Folder ( holcl~ 
documents) 

IXx:ument (dimmed 
hec1use it can't 

Ill'. opened) 

Current 
docu111cn1 

name 

-

Macin tosh programs o ffer several ways co save documents, 
p roviding great Aexibilicy in managing and sco ring yo ur work. 

W hen you save, you can 

• name the document 

• change its name 

• change its location 

• save revisio ns with no change in name or locatio n 

• save all o r pare of a document in the Scrapbook desk 
accesso1y fo r access any rime 

Mose saving options use a fo rm of che directo ry dialog box, in 
which you name a document and select its storage location. (Sec 

Figure 3-1.) 

Disk (current 
( orage location) 

l=Disk #21 

o Recounts ~ D BO letters 

I D Bird stacks 
D Memo 
O TaHes 89 IQ 

Saue Current Document as: = Disk #2 

r-I Molly 8/ 5/ 90 I 12541 K auailable 

D Ftts1 ~IUH~ D Mnl<e Back up (( Saue J) ( i: je< t l 
(Cancel) ( Driue l 

Figure 3-1 A directory dialog box for saving files 
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Saving a new document When you create a new document and save ir fo r rhe first rime, 
you must name 1r. 

W hen a document has nor yer been named, the d irectory dialog 
box automatically appears when you choose rhe Save command. 
This dialog box also appears when you choose rhe Save As 
command. 

!=Disk #2 I 
Folder (holds 
documems) 

O Accounts 
CJ BO letters 
CJ Bird stacks 
D 1'-i(~mo 
CJ TaHes 89 

Saue Current Document as: 

Name box ~I 
(with blinking i.:_ ______ ___ __, 

insenion poim) 

Cl Accounts 
Cl BO l etters 
Cl Bird s tncks 
0 '1emo 
Cl ToHes 89 

Snue Current Document os: 

I Molly 8/ 5 / 90 

D f os t Sou~ D Mo kl' Uuctup 

Saving docurrn:nts 

= Disk #2 
t 2541 K ouolloble 

~~ 
{ Concel) { Drtue J 

1 To save a new 
document, first choose 

Save &om the File menu. 

T he directory d ialog box 
opens. An insertion point is 
blinking in the name box. 

2 Type a name for the 
document. 

If you make a typing error, you 
can use rhe Delete key to 
backspace, or you can d rag 
across rhe part of rhe name to 
be corrected , and then retype. 

3 Click the Save button to 
save the document. 

The progra m saves rhe 
document and rhe dialog box 
closes. The name of the 
document now appears in the 
window's ride bar. 
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·:· A different way to save: Some softwa re, such as H yperCard 
and many darabase programs, saves your documenc 
au co macically afcer yo u make a change and when yo u close 

the documenc. In these programs, you name a d ocumenc at 
the time you open it. ·:· 

Sa\·ing a re,·isecl document W hen you make changes ro a previously saved document, you 
can save yo ur revisions qu ickly with the Save command. This 
com mand saves your revisio ns without changing chc document's 
name or locatio n. 
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Dear Ted , 

Onmat!J! wekend , Ille Nev York City 
alumni rroup plan5 ~ ptcnlc Mark 11 on your 
calendar nov, ple~e . The committee viii malle 
arran&:emen13 and edvise you ~ 1D time, place, 
and oilier essentiAI in!onnation. 

See you soon! 

3CN 
3€0 

1 Make the revision to 
your document. 

2 Choose Save from the 
File menu. 

T he pointer beco mes a 
wristwatch wh ile the 
docu men t is being saved. 
(Some programs use a 
different ico n.) 

·:· Save command shortcut: You can save revisio ns most 

efficiencly by using the keyboard shortcut Command-S, 
which is avai lable in many programs. ·:· 
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Saving a document 
under a ne\\' name 

You can change the name of an existing document with the 
Save As command. 

New 
Open ... 
Close 
Saue 
Saue As ... 

Disk ------+<lc:>Disk #2 I 

I CJ Recounts 
Folder --0 BO letters IO Bird stocks 

Documcm --,-n ~1<mio 
0 ToHes 89 

Soue Current Document as: 

Existing name -----j 
(selected with 

Save As command) 

l= Dlsk 112 1 

CJ Accounts 
CJ DO letters 
CJ Bird stocks 
D Memo 
CJ To Hes 89 

Soue Current Document os: 

I Deborah 6/ 2 1 / 90 I 
O rnst ~nlll' O Moke Bor.tu11 

IQ 
w 
~ 

= Disk 112 
12541 K ouolloble 

((Ej) QED 
( Concel J ~ 

1 To save a document 
under a new name, first 

choose Save As from the File 
menu. 

A directory dialog box opens, 
with the document's current 
name selected in the name 
box. 

2 Type a new name for 
the document. 

Your ryping replaces the 
selected name. If you make a 
typing error, you can use the 
Delete key co backspace, or 
you can drag across the part of 
the name co be corrected, and 
then retype. 

3 Click the Save button to 
save the document under 

its new name. 

The document is saved and 
the dialog box closes. The new 
document's name appears at 
the cop of the active window. 

·:· Return key shortcut: You can press Return instead of clicking the 
Save button. (Pressing Return initiates the action for the button 
with a bold ourline.) ·:· 
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When you save with a new name, the original document (with 
its original name) remains intact, in the version you last saved 
before changing the name. To avoid confusio n w ith different 
versions of a document, it's a good idea to incl ude a number, 
date, o r other identifying element whenever you change a 
document's name. 

To rename a document without retaining a version under the 
old name, change its name on the desktop. 

)o- See also: • "Renaming a Oocumenr" in C haprer 5 
• "Basic Ed iring on the Deskrop" in C haprcr I 

Sa,·ing a second copy 
of a document 

under rhe same name 
on a single clisk 

You can make two copies of a document with the same name by 
placing them in d ifferent locations on the disk. 

1 To save a second copy of 
a document under the 

same name, first choose 

Folder selected 
for saving 

New 
Open ... 
Close 
Saue 
Saue As . .. 

J= Olsk #2 1 

CJ Recounts 
CJ DD l etter s 

• 
0 Merna 
CJ ToHes 89 

Saue Current Document ns: 

1~·11. I I 
0 flls1 ~uue O Moke ll nck up 

IQ! 

~ 

:J€N 
3€0 
:J€W 
:J€S 

= Disk #2 
12541 K 8U8118bl e 

~~ 
[Cancel} ~ 

Save As from the File menu. 

The directory dialog box 
opens, with the document's 
current name selected. 

2 If necessary, scroll to 
locate the folder in which 

you want to save the second 
copy of your document, then 
click the folder's name and 
click the Save button to open 
the fo lder. 

The folder opens, and a list of 
the folder's contents is displayed. 
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Folder oprned _['.::_::_:~i~C3l~J~HT,;1 eTttt;;er~• ll======-.i 
;, "P' I 0 •• ,,,. , , .. 

Snue Current Document ns: = Disk "2 

llimi' . 
O rns1 ~nue O 1-1"ke Bnckup 

12541 K nunllnble 

[Si)~ 
(Concel] ~ 

3 Click the Save button 
to save the document in 

the open folder. 

The dialog box closes as the 
p rogram saves the document. 

If you open a folder that already contains a document with the 
same name as the one yo u' re saving, you'll see a message alerting 
you that the version you' re saving will replace th e one already 
there. (See Figure 3-2.) 

Repla ce eHisting "TaH mem·o 
- 3/ 90" ? 

Yes n No D 

Figure 3-2 Alen box to confi rm replacing old rersion \\'ith nC\\' 

You can avo id rep.lacing the old version by clicking No. C licking 
Yes replaces the old version with the new one. 

)ii- See also: • "Copying a Documenc on the Same Disk" in Chapter 5 
• "Using Folders to Organize Your \Xfork" in Chapter 5 
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Saring a document 
onto a different disk 

You can easily change the disk on which you plan to sto re a 
document. 

New 
Open ... 
Close 
Saue 
Saue As ... 

C5) Pyg Ref 
1 68K auailable 

S€N 
S€0 
S€W 
S€S 

K Saue ] ( Eject J 

(Cancel) [ Oriue ~ 

(g) Backup 8/6 
57K auailable 

n Saue~] ( t je( t ) 

(Cancel) ( Driue ) 

1 To save a document on a 
different disk, first choose 

Save As from the File menu. 

The directory dialog box 
opens, with the document's 
name selected. 

2 Click the Drive button 
to display the name of a 

different disk. 

If you are using floppy disks, 
you may have to eject a 
disk-using the Eject 
button-and then insert the 
desired disk. 

3 If necessary, select a 
new location by double

clicking the folder where you 
want to save the document, 
then click Save. 

The program saves the 
document and the dialog box 
closes. The newly saved 
documenr becomes the active 
version (that is, you are now 
working on a different disk, 
and your changes will be saved 
there) . 
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If you uy ro save a documenr on a disk or in a folder rhar 
already contains a document wirh rhe same name, you'll see a 
message alerting you rhar rhe version you' re saving will replace 
rhe o ne already rhere. (See Figure 3-2.) 

You can avoid replacing rhe old version by clicking No. C licking 
Yes replaces rhe old version wirh rhe new one. 

Saving rexr and images 
in the Scrapbook 

for easy access 

Scrolling displays 

The Scrapbook desk accessory provides an excellenr srorage 
place for rexr and images you use frequenrly. The Scrapbook is 
auromatically included when you install system software. (See 
Figure 3-3.) 

0 Scrapbook 

Downtown Office Occupancy Rate 

1982 1983 1984 1985 

stored images --+-1¢

1 

O HH!ll!!!it::m::::m::rnm::m:!mmH!HH!Hi:!H!i:HH!i!!iH:HH!HUim::mnmmm:mm:m::m:rn:::m::m::::q91 

Image displayed/ --1 1 10 PICT--Typeof 
total images (a new document 

imag<: is placed displayed 
ahead of the one Figure 3-3 The Scrapbook desk accessory 

clisplayecl) 
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W hen rhe Scrapbook is open, rhe srandard ediring commands 
Cur, Copy, and Clear opera re on rhe conrenrs of its window. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 
Control Panel 
Disk Info 
Find File 
Key Caps 
Scrapbook 

1 To put text or images 
in the Scrapbook, first 

select the material you want 
to copy. 

2 Choose Copy from the 
the Edit menu. 

The selection is copied onto 
the Clipboard in the 
computer's memory. 

3 Choose Scrapbook from 
the Apple menu. 

The Scrapbook window opens, 
displaying the first item in it. 

4 Choose Paste from 
the Edit menu. 

T he selection is pasted in fronr 
of the item previously displayed 
in the Scrapbook, and the 
number of items is adj usted to 

reflect the addition. 
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5 Close the Scrapbook by 
clicking its close box. 

·:· Copy and Paste command shortcuts: You can use keyboard 
shortcuts co copy and paste-Command-C for copy, 
Command-V for paste. ·:· 

Editing operations in the Scrapbook include 

• Cm-delete the item displayed and sco re it on the Clipboard 
(see "Copying T ext and Images" earlier in this chapter) 

• Copy-copy the item displayed and score it on the Clipboard 
(fo r pasting into desired document) 

• C lear- delete the item displayed 

You can create more than one version of the Scrapbook, bur the 
system can only work with one such file at a rime. If you 
maintain several scrapbook files, be sure co score them under 
different names so rhar you don' t inadvertently replace one of 
rhem with rhe content of another. 

To swap Scrapbook fil es, 

• remove the current Scrapbook File from the System Folder 
and give it a different name 

• then rename the file you want co substitute "Scrapbook File," 
and place it in rhe System Folder 
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Knowing where 
you are on 

the Macintosh 

The top line of the 
Apple menu names 
the program in US<.:. 

W hen you work with programs and documents, the screen's 
"environment" changes according to the type of program you' re 
using. At t imes you may look at the screen and wonder where 
you are-in a program, in a document, or on the deskrop. 

If yo u use MultiFinder, recognizing where you are from what 
you're seeing can be especially tricky, because you can see parts 
of the deskrop even when you' re using a program. 

Buc the Macintosh has some built- in clues ro help you 
determine where you are. The figures that follow show some 
easy ways ro get your bearings. 

Figure 3-4 shows the menu bar of an otherwise blank screen. 

Figure 3-4 Onlv the menu bar is showing on the screen 

Figure 3-5 shows how to determine where you are. 

fJl~.~~;,;~~~~~~~~~~~~~~:;:::::;:::::;:;:j- The 1111.:nu titles 
may be distinct ive 

Rlorm Clock 
Colculotor 
Chooser 
Control Ponel 
Find File 

Figure 3-5 The menu bar's clues to what program you're in 

Ch:1ptcr 3: Working With Application Programs 

enough for you to 
identify the 
program. 

... 



Figure 3-6 shows assorted windows and icons when using 
Multi Finder. 

a File Edit Search format font Style 

Figure 3-6 Screen with program and desktop windows open 

Figure 3-7 shows how co see where you are and what else is open. 

Hlorm Clock 
Calcula tor 
Chooser 
Control Panel 
find File 
Key Cops 
Scre pbook 

Programs open: The -DI El finder 

finder manages the "'~ Macwr1te 

desktop, which is About Mullirlnder ... 

visible behind 
.vlacWrite's active 

window (the check 
mark indicates the 

program in use). 

Figure 3-7 Clues to the programs open and rhe one currently active 

)lo- See also: • "Managing Multiple Programs Using MultiFindcr" in this 
chapter 
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Returning to the desktop 
from a program 

To recurn to rhe desktop when you're using a program (and 
MulriFinder is nor curned on), save your work and quit the 
program. 

Open ... 
Close 

New 
Open ... 
Close 
Saue 
Saue Rs .•• 
Delete .•. 

Page Setup ... 

3€N 
3€0 
3€UJ 

3€N 
3€0 
3€UJ 
3€S 

Print ... 3€P 

Quit 3€0 

1 T o return to the desktop 
fro m a program, first save 

any new work in the open 
windows by choosing Save 
from the File menu. 

Mosr programs warn you if 
you rry to close a window or 
quit rhe program wirhour 
saving your work. 

You can also close rhe open 
windows after saving. If you 
don' t, rhe program will close 
them when you qu it. 

2 Choose Quit from the 
File menu. 

The program's window and 
menu rides d isappear and the 
desktop appears. 

)ii- See rtlso: • "Managing Multiple Programs Using MulriFi nder" in rhis 
chapter 
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Managing 
multiple prograrns 
using MultiFinder 

Macintosh system software includes M ul ti Finder, which can 
open and manage mulciple programs ac che same rime. 

M ulciFinder provides 

• automatic opening of specified programs, documents, and 
desk accessories ac startup 

• quick and easy switching between open programs 

• copying and pasting of cexc and graphics between documents 
in d ifferent programs, without having to close che documents 
or quit che programs 

• continuous access to che desktop fo r starting new programs, 
moving or deleting documents, and changing floppy disks 

• background printing 

To make most efficient use of MulciFinder, you should also 
know how to manage your system's memory, discussed later in 
this chapter. 

)ii- See also: • "Managing System Memory" in this chapter 
• "Specifying Items to Be Opened at Startup" in 

C hapter 2 
• "Using Background Printing" in Chapter 4 
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Turning MultiFincler on You turn MultiFinder on with the Set Startup command, which 
provides several options once MultiFinder is selected. (See 
Figure 3-8.) 

Stanup disk ___lLc:::::J Start up "Recounts '89" with: 

....--------.----------;;-- Choice or Finder 

@~ Finder 0~~~ MultiFinder 

Upon startup, automatically open: 

or ~lultiFinder 
(which includes 
the Finder as an 
open application) 

t{ 0 S<!I(!( tl~d I tl~ms 
Options for O Op<m<Hl fl1111lirntions <Hid Dfl~ 

opening other 
items at st:inup ® Finder Only 

( Cancel J (( OK l) 

Figure 3-8 Set Startup dialog box \\"ith the Finder selected 

I• 

Clean Up Window 
rm1>t1,1 lrnsh 
rrns(~ m~k 

Restart 
Shut Down 

c::J Siert up "Recounts '99" with: 

_ @<lo Find~ ~q.q.q, MultlFlnder_ 

Upon stortup, outomollcolly open: 
0 SafU( l J'd tt1>m~ 

O Uponod flpr1111ntlons and Dfl• 
®Finder Only 

(CnncelJ m 

1 To turn MultiFinder 
on, choose Set Startup 

from the Special menu. 

The Ser Startup dialog box 
opens. 

2 Click the MultiFinder 
button. 

The options in rhe lower part 
of the dialog box change when 
you click. 

Chapter .1: Working With Application Programs 
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c::J Siert up "Accounts '89 " with: 

Qq, finder @q,q,~ Multlflnder 

Upon stnrtup, nutomntlcnlly open: 
®Selected Items 
O 01rnncd llppllrnllons and 1111> 
O Multlflnder only 

( cnnccl ]~ 

3 Click the OK button. 

T he dialog box closes. 

4 Choose Restart from 
the Special menu. Clean Up Window 

E:m1>t1_4 'frnstl 
E:rns(~ m~k 

Set Startup ... 

MulriFinder rakes effect when 
the Macintosh restarts. 

You'll know that MultiFinder is in effect by rhe small icon 
displayed at the top-right co rner of the menu bar. (See 
Figure 3-9.) 

& m o Edit u1ew spec101 ~ Ac1ive-applica1ion 
rnlJ~~i!!~~~~]'.Ac~c;ou;n~tsJ·e~9J!iiji!ii!li!ii!iig)1n,s:wJ}J!ilm:nmu icon (indiCalCS lhc 

11-'-' -"""'------·-· ··--_ .. _. "'-·-----'-~-"-"·-··-""'.....ii. ill!!ff!.~ applicalion in use 
Q ))~('\ when MuhiFincler 

& 
CJ 

ror Lbsv 

CJ 
FOt'Miml 

~ 
Tr.-ismitU ls 

~ 
[\tctronic Art R"P'llrt.,. 

l~fl~lii is on) 

'ii'!'lil'',,il 

1:1,11:1 1,111 

1i: :;:;::::::::::· 

Figure 3-9 Menu bar wi1h active-application icon in top-right corner 
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Switching programs 
or desk accessories 

with MultiFinder 

Once you have turned on Multi Fi nder, ic goes into effect 
whenever you scare up che Macintosh. You use che Sec Startup 
dialog box co specify programs and documents co be opened ac 
startup as well. 

Multi Finder remains in effect until you rum ic off (by choosing 
che Finder option wich the Ser Startup command) and restart 
the computer. 

)ii- See also: • "Specifying !rems ro 13e Opened ar Srarrup" in 
Chapter 2 

You switch between open programs or desk accessories simply by 
dicking the active-application icon in che right corner of che 
menu bar. (See Figure 3-9.) 

""' "''''"'l iro.F (application curremly 
in use) 

1 To switch programs or 
desk accessories, click the 

active-application icon. 

The icon changes and a 
different program or desk 
accessory appears in che active 
window. 

2 If necessary, click the 
active-application icon 

several more times, until the 
program or desk accessory 
you want is visible. 

•!• Other ways to switch programs: You can also dick in a 
document window or choose rhe name of an active program 
from the Apple menu co change programs. •!• 

Chapter :3: \forking \\'ith Application Program~ 



Starting a new program 
when using MultiFinder 

W hen MultiFinder is in effect, you can start a program that is 
not currently open by opening it from the desktop. 

~ l 1 To open a new program, 
----------~'ti click the active

application icon until the 
small Macintosh appears. 

~ 
QuarkXPress® 

The small Macintosh icon 
indicates the Finder, which 
manages the deskto p. T he 
window of the icon opened 
most recently on the desktop 
appears. 

2 Locate the icon of the 
program you want and 

open it by double-clicking. 

You may have ro close or resize 
the windows of one or mo re 
documents if the icon you 
want is on the deskrop and is 
hidden by them. 
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i\!Ianaging 
syste111 n1en1ory 

You' ll see an a1err box if (here is no( enough RAM fo r (he new 

program rn be opened. (See Figure 3-10.) 

(( OK )J 

The 11ppllcotion "OuorkHPress®" could 
not be opened ( 1,024K needed, 614K 
ouoiloble). Try quitting from another 
application to increase unused 
memory. 

Figure 3- 10 ~lultiFinder alert box reporting insufficienl memory 

•!• Other desktop operations: You can perform all (he srnndard 
opera(ions on (he deskrnp when (he Finder is (he ac(ive 
program. •!· 

>- See also: • "Multi Finder's Memory Rcquiremcnrs" in rhis 
chapte r 

Occasionally you may have rn make an adjus(ment in your use 
of (he compu(er's random-access memory (RAM) rn continue 
wo rking efficiendy wi(h large programs or wich several programs 
open a( o nce. 

Becoming familiar wi(h (he amount of memory your Macinrnsh 
has and (he memory requirements of the primary programs you 
use can help you rake full advantage of the computer's 
capabili(ies. 
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MultiFinder's memoJY Your computer muse have l megabyte (MB) of RAM co use 
requirements MultiFinder. One megabyte usually allows you to open one 

program and one or more desk accessories, or two programs char are 
nor too complex (and drns do nor require a large amount of 
memory). 

Checking the amounr of 
RAM in your i\facintosh 

If you wane co use t\'VO or more complex programs at the same time, 
your Macintosh probably should have ar least 2 MB of RAM. Most 
Macintosh models can use 4 MB of system memory or more; 
consulr che Special Features bookler or che Handbook for your model 
for its memory specifications. 

You can check the amount of RAM in your system with rhe About 
rhe Finder command. 

1 To check the RAM, 
choose About the Finder 

from the Apple menu while 
using the desktop. 

The About window appears, 
displaying derails about rhe 
Finder. 

About the Macintosh® Finder'M 2 Click the dose box to 
dose the About window. Finder : 6.1 .6 

Systom : 6.0.6 

RA,\ I in this - -Tohl Momory : 

computer ~ Finder 

( 1 02~1\ = I ~ Ill ) 
~ System 

1,024K 

l~nr-y, John, Ste-ve, illnd Bruce 
@)App lo Computor, Inc. 1983-90 

963K m ::::::::::::-:-:::.::;:::::::::-:::::::::::::::::::1 

161K lllJ 

Consult your authorized Apple representative if you want to expand 
the RAM in your Macintosh. 
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Checking the RAM 
available for programs 

in MultiFinder 

The Finder's Abour window also displays a graph depicting how 
much RAM is available for programs and how much memory each 
open program is currendy using. 

Tht: b rgest block of 
memory a1·ailable 

fur a program 

About the Macintosh'lll Finder™ 

1 To find out how much 
RAM is available for 

programs, choose About the 
Finder from the Apple menu. 

The About window opens, 
displaying a bar graph char 
indicates memory allocation. 

Finder : 6 .1 .6 
Sys tom : 6 .0.6 

L~rry , John, Ste•ve, aind Bruce 
@) Appl• Computer, Inc. 1983-90 

2 Click the close box to 
close the About window. 

Tohl Memory : 

~ 5uperP•int 2 .0 

5,120K L• rgest Unusod Block : 2 ,~20K 
700K ::.:'.::::::::::f -

~ M>er osofl 'tlo... I ,024K ••••IE::-.J··:·:"]::::§)::;:;J 

51 f indff I 60K II] 

5J Systtm 416K ~ 

i----;-- Thl' bars show 
memory :ll"ailabk 
for e;1ch open 
program: the 
dark areas ~how 
how much i> 
currently in ust:. 

Clearing system memo1y 
for efficient operation 

If you' re using MulciFinder and have opened and closed a number 
of programs, your Macintosh memory can become fragmented so 
char you can't open a large program. You may be able to al leviate 
this problem by quitting all the programs you have open, then 
starring chem again. 

Chaptl'r j: \forking With Aprlic:uion Programs 
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Changing the memory 
allocation for a program 

On rare occasions yo u may need ro allocate additional memo1y 
for a program. You can do this by adjusting rhe program's 
memo1y size in the Get Info window. 

Nc~w FolliN 
Open 
Print 
[ il)SC~ 

:)[:N 

:!CO 

Get Info :le i 

Info 

Lochd 0 
Suptr"P•inl 2.0 
Suptr"P•inl \le,..lon 2.0 

Kind : 1pplfc•lion 
Slzo : 526 ,367 bytes used, 5 1 SK on disk 

,_,h"re- : Main disk, SCSI 5 

C•eated : '"'•d, May 24, 1989, 12:00 PM 
Modified : Thu, Ocl 5, 1989,9:12PM 

\le•s lon : 2 .0 , © 1986, 1988, 1989 Silicon 
Bu ch Soft'W~n, Inc . 

1 To change the memory 
allocation for a program, 

first click the program's icon 
to select it. 

The program must not be in 
use when yo u reallocate 
memory. 

2 C hoose Get Info from 
the File menu. 

T he Info window appears. 

3 Drag across the number 
in the small box at the 

bottom of the window to 
select it. 

Program 
manufacturer's 
sugges1cd 

Suggest ed Mem••y Size (K) : 700 -- 111ClllOr)' size 
ApplluUon Memo<y S ize ( K) : jfM•• I I Current memory 

allocation 
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Su99utod Homory Sizo (K) : 700 

Applic~tion Memory Sizo (IC) : ~ 

Info 

SuperP a int 2 .0 
SuperPaint I/er: 

Kind: application 
Size : 526 ,36 7 bytes 

4 Type the new number 
for the memory you want 

to allocate. 

5 Close the Info window 
to complete the 

allocation. 

\ Important: Do not set the memory allocation fo r a program to a 
size that's smaller than the manufacturer's suggested size. T his 
could cause the program to function improperly o r not at al l. 

Adjusting the RA~1l cache The number of programs and desk accessories you can use at the 

same time in MultiFinder is also affected by the size of the RAM 
cache, if yo u are using it. 

The RAM cache is a specified amount of memory that helps 
programs work mo re qui ckly and efficiently. The memory 
assigned to the RAM cache is not available to MultiFinder, 
however. 
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The maximum size of RAM cache depends on how much memory 
is available at a given time. If the available memo1y is less than the 
RAM cache size you have set, the system will temporarily reduce the 
RAM cache to the maximum allowable size. 

To maximize MultiFinder's ability to handle multiple programs, 
turning off the RAM cache or setting it to a vety small size-such 
as 32K-is advisable. 

You set the RAM cache in the General C ontrol Panel. (See 
Figure 3-11). 

Gener:d iron --+-fiil 
selectecl I Ilia 

Rate of Insertion 
Point Blinking 

(the Comrol Panel Gl§.1411! ::= 1=::· 
O®O that opens 

automatically) 

Keyboard 

... ,_ 

OJ 
Mouse 

<]>)~ 
Sound 

Desktop Pattern 
Slow Fast 

Menu Blinking Time (9 
9:29:54 AM 

@ 12hr. 0 24hr. 

0 0 0 @ Date IIfiJ 
Off 1 2 3 10/4/90 

7 -
6 -
5 -
4 -
3 

RAM Cache f32KI (;I 0 On Speaker 

Size of RA,\.I cache -i=====I:::====~=----~®~o~if.::~L"~v'.::o':'.::lu':'.'.'.m:'.::e j-RAM cache is 
(prcscl 10 32K) prese1 10 Off 

Figure 3-11 General Comrol Panel showing presel RAM cache status 
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Rbout the Finder ... 

Rlarm Clock 
Calculator 
Chooser 

Size increases or ----- --, 
decreases in ~-

increments preset at RAM Cache [@ llJ @ On 
the factory O Off 

Clean Up Window 
tmptq Trnsh 
[rnS(~ rn~k 

Set Startup ... 

1 To check the RAM 
cache, choose Control 

Panel from the Apple menu 
while on the desktop. 

T he General Control Panel 
appears. 

2 Click the up or down 
arrow to adjust the size of 

the RAM cache, or click Off 
to turn it off. 

It 's a good idea to close the 
Control Panel. 

3 Choose Restart from 
the Special menu. 

The adjusted RAM cache rakes 
effect when the Macintosh 
restarts. 
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Ending a 
work session 

Quitting an 
application program 

W hen yo u've fi nished yo ur wo rk- with a p rogram or for the 
day-it 's a good id ea to do some housekeep ing before leaving 

the computer. 

If yo u are fi nished using a program, use the Q ui t command to 
return to the d esktop. 

Saue As ... ~ 

New 
Open ... 
Close 
Saue 
Saue As .. . 
Delete ... 

Page Setup ... 

~N 

~o 

~w 

~N 

~o 

~w 

~s 

Print ... ~P 

Quit ~Cl 

Ending a 11·ork session 

1 To quit, first save any 
work done since you last 

saved the current d ocument. 

Even though the program will 

prompt you ro save if you try 
to q uit before saving new 
wo rk, it's good practice to save 
yo ur work regu larly, rather 
than rely ing on the p rogram's 

safeguards. 

2 C hoose Qui t fro m th e 
File menu. 
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Backing up the 
session ·s \\·ork 

Shutting clown 
the computer 

If yo u haven' r made backup copies of your work as pan of rhe 
saving process, be sure to copy any imporram documents you've 

revised during rhe sessio n. T he safesr backup practice is to copy 
your wo rk on a disk diffe rent fro m rhe o ne on which rhe 

o riginal documents are sco red. 

------

• ilt$ii@lk4-i 
(' ...... 

, .. .. , 
~ ............ . 

.. ™lliiiiiii-iiPI ... 

1 To back up your work, 
first insert a backup disk 

in one of the system's disk 
drives. 

2 Copy the new files by 

dragging their icons to the 
icon of the backup disk. 

You ca n back up on a hard 
disk, of course, b ur making 

separate co pies o f your work 
on fl oppy d isks is advisable as 
well. 

See nlso: • "Backing Up a D isk" in Chaprer 6 
• "Backing Up a H ard Disk" in Chapter 6 

When you have finished wo rk fo r the day and have backed up 
your work, yo u can rum o ff the Macintosh. (Many peo ple leave 

their com puters turned o n co ntinuo usly by preference; it's a 
good idea ro rurn off the computer if yo u will no r be using it fo r 
a few days.) 

T he p rocedure fo r turnin g off rhc Macin tosh varies somewhat 
d epending on the model you use, bur you should not simply 
turn off th e power switch . 
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~ Important: Always use the Shur Down command before 
turnin g off your Macimosh. T his command prepares the system 
software for shutdown. 

Clean Up Window 
rmptq Irnstl 
Erase Disk 
Set Startup ... 

Restart 
Shut Down 

Power '11111h 

1 Choose Shut Down 
from the Special menu. 

You ' II sec a message on the 
screen tell ing you that it's all 
right to turn off the switch. 

2 If your model turns off 
with a switch, turn it off 

now. 

Macintosh TI models that a re turned off by the Shut Down 
command can be turned on with the Power On key at the top of 

the keyboard. 

> Sr·r· riLw: • "Using Special Keys and lndicarors on rhe Keyboard" in 
C haprt:r I 

• "Turning rhc Macinrosh O n and Off" in C hapter I 
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Getting ready 
to print 

Chapter 4 

Printing Documents 

h e Macintosh prnvidcs scmal diffoent ways to pcinr 
documents, w herher you are using a p rogram o r working on rhe 
deskrop. 

T his chaprer explai ns rhc preparations you make for prin ting, 

sum marizes the options yo u can choose for paper, im age size, 

and print q uality, a nd prcscnrs brief instruct io ns for each 
prin ti ng operation. 

Befo re you can pri n t a d ocu me nt, yo u m ust co nnect a p ri nter ro 

your Macin rosh and prepare the system software to use the 

p rinter. 

> See also: • "Connc.:cting a Prin tc.:r" in Chaprn 9 
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Placing printer dri,·ers 
in the System Folder 

You musr place a primer driver in your System Folder fo r each type 
of primer you wanr ro use. Figure 4- 1 shows rhe printer drivers 
provided wirh Macin rosh sysrcm software. 

Connects d ircct!r Connects via A.EJ?lcTalk" 

(EJ 
: ~t 

I~ 

:~ 
Lascr\Vritcr ! ~ L.:s:::et- Pt-ep L.:s:::ff'w't·it.er 
................................. 1 ....................... rmn ......................... 1 ...... ........................................................ .. 

: ~ : 
Laser\\'riter SC j Pet-:::cin.:s 1 L.:s:::et-'w'rit.er SC l 

T ~ T § . 
lrnage\\'ritcr LQ l LQ lm.:sge'w'rit.er ~ u:1 AppleT.:slk lm.:sge'w'ritet-
································r···························································:································································ 

~ ~. 
lmage\\'riter lm.:sge\•/ritet- Apple T.:s lk lm.:sge'w't-it.e t· 

' C:tbk in irnn indir:lle~ w n1K·ction to Applc'E1lk nel\\ork. 

Figure 4-1 Printer dril'l:rs supplied 11·i1h system sofrw:m.' 

If you've insrallcd the system sofuvare with the Installer, you can 
skip chis procedure; the Insraller's standard installation copies the 
primer drivers to the Sysrem Folder. 

·:· Color pri11ti11g: You must use a special version of the LaserWri ter 
drivers ro prinr with a color prinrer that is compatible wirh the 
Laser Writer. I nscructions fo r using these drivers appear larer in 
this chaprer. ••• 

Chapter 1: Print inµ Don1111enh 
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.. 

; ; .......... r 
.......... .-----J~. 

! IMiiMM 
•Mfia.fi 
[}] PrintMonitor 

SiJ stem Folder 

--iiiiiiill 
-· ··········r· 
~ . ....... i... . ~"""""'''''''1 

~·,_T, 
IMI· 1 • r~ · - *«·: ...... W~: ...... , 

·<::: :~· ·· .. ······j 
L.·.·.·.·.·.·.·.·.! .......... ?, 

, .... --.·-. ·: ....... , 
: E:I : :.... - ....... , 
S1.1s em Folder 

1 To put printer drivers 
in the System Folder, select 

the icon or icons for the printer 

drivers you need. 

You'll find these drivers in the 
Printing folder on the System 
Additions disk. (If you are 
updating your system sofrware 
with an upgrade kit, you' ll 
find the printer drivers on the 
Printing Tools disk.) 

2 Drag the driver icons to 
the System Folder on your 

startup disk. 

If you have multiple startup 
disks, repeat this process for 
each one. 

> See also: • "Priming Color or Gray-Scale Oocumenrs" in this 

chapter 

11) 
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Choosing a printer Yo u can have several output device:i~ such as prinrers, connected 

co your Macinrosh-dircccly or by network. You select rhe 
prinrcrs and ocher devices you wanr ro use with rhc C hooser. 

(Sec Figure 4-2.) 

Figure 4-2 Th.: Chooser 

Ch:1ptcr I : l'rintill).! DornlllL'llh 

1 To designate a primer, 
select the Chooser in the 

Apple menu. 

The C hooser w indow opens. 

"" 



... 

AppleTalk I... lmage\'/riter 

Las er'.iriter LO App le Ta 1. .. 

CC4- 5th/Nortt1 
CC4- 5th/South 
CC4-6th/Nortt~ 
CC4- 6th/Soulh 

Se 1 eel a LaserWri ter: 

Fonlsgalore 
Graphi cs 
Qui ckndi r ty 
Steadystn:~m 

Gelling ready to print 

2 Click the icon for the 
type of prin ter you want 

to use from che upper-left 
area of the Chooser. 

3 If necessary, select che 
network zone in which 

you want co choose a printer 
in the bottom-left area. 

4 Select che name of che 
printer you want to use in 

the cop-right area of che 
Chooser. 
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Seleclino Paoe 
b b 

Setup options 

Your choice rakes effect immediately. it's a good idea to close the 
C hooser window when yo u've chosen a printer (although you 
can leave it o pen if yo u prefe r). 

·:· Choosing an Image Writer: W hen you use the C hooser to 
choose an TmageWriter that is connected directly tO your 
Macintosh, you follow rhe steps above, except rhar you don' t 
select th e name of a printer. Instead , you speci fy which of the 
computer's rwo connection areas, called ports, the printer 
uses. T he Chooser disp lays a d ialog box in wh ich you select 
the icon for the port to which your lmageWriter is 

connected. ·•· 

:>- See nlso: • ;,Connecring a Primer" in Chaprer 9 

T he Page Setup dialog box provides a number of choices fo r 
paper size and printing enhancements. 

§.0 New branch 2190 ~ 1 First, prepare the 
document you want 

Name Earliest Start 

Start 3 /4/87 

Investigate 3/4/87 

Investigate loans 3/4/07 

New :1€N 
Open •.• :1€0 
Close :1€W 
Saue ws 
Saue As ••. 

Chapter 1: Priming lx>cumenh 

Lat es 
to print. 

2 To select Page Setup 
options, choose Page 

Setup from the File menu. 

T he preset cho ices (or those 
selected most recently) are 
d isplayed when the dialog box 
opens. 



_Lo_s.erw ..... r_He• r-P•a•ge• S•e-tu•p--------------------- fi OK J) 
Paper: ® US Leiter O A4 Letter 

Q US Legal 0 BS Leiter OI Tabloid (Cancel J 

Reduceor 9 3 Enla rge: ~ 
Printer Effects: I Op tions) 

3 Select the paper size and 
printing enhancements you 

want and click OK. 
Orlentotlon 

mtl~ 

Paper size 

(8J Fon t Substitution? 
!8l Te11t Smoothing? 
(8J Graphics Smoothing? 
181 roster Oltm~p Printing? 

~ 

Figure 4-3 shows the Page Setup options for the LaserWrirer. 

LaserWrlter Poge Se tup [I OK JI 
Paper: ® us Letter O M Letter 

O us Legnl O BS Le tter 0 I ToblOld I Cancel J 

Printed copy as _ .__ __ Reduce orq3 Printer Effects: [Options I-- Clicking 1he 

l)l'r('l'lll of original Enlarge: ~18) Font Substitution? ~ 0 ,. I 
Orientation 18) Tout Smoothing? ~ P IOlh lllllOll 

on screen t ~ fjQJQ l8l Graphics Smoothing? OJX!llS :t dialog box 
U ~ 181 rost er Oltmop Printing? for selerling 

enhano:ments 10 

l':lpcr position Enhanc:cmenb lO 1hc ' lll'ed and the primed image. 

(1-erti(~tl or horizontall quality of primed copy 

Figure 4-3 Page Setup dialog box for thl' Lt~l·r\\'ritcr 

The enhancements provided in the Options dialog box include 

a flipped image (vertical or horizontal) • 
• 
• 

• 

• 

an inverted image (black-white reversal) 

alignment of bit-mapped areas (provides greater image 
resolution bur reduces rhe image by 4 percent) 

a larger print area (which uses more printer memory and 
therefore Ii mies rhe number of downloadable fo nts) 

unlimited downloadable fo nts 

(Downloadable fonts are type styles sto red separately from the printer 
and transmitted co it at the rime of printing.) 

Gl'lling readr to print 119 
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Figu re 4-4 shows rhe Page Setup options fo r the lmageWrirer. 

1mageWr1ter l( OK IJ 
l':lpt-r 'IZl' - Paper: ® US Letter 0 04 Letter 

O us Lcgol O lntemollonol ronfold [ cance l ] 
0 Computer Poper 

1':1p1:r po,ilion - Orientotlon Special [ ffects:rO Tall Adjusted 
!1t·nic1l or IR fE§il f-Q so '7. Reduction 
horizolll:tll ~ !el ?No Gaps Between Pages 

Image adjustmrnts 

Figure 4-4 l':igc Setup dialog hox for the lm:tgc\\'ritcr 

Eli111in:11io11 o l top 

:111d honom 
margin' Hor 
rnmpult'r p:1pcr l 

T he lmageWrirer LQ provides two additional cho ices: paper size 
includes a # I 0 envelope, and images can be reduced to 33 
percent and 66 percenr of o riginal size. 

You ' ll see different options for each rype of printer you use. 
Some programs provide addit ional options in their versio n of 
Page Sern p. 

Selections made in the Page Setup dialog box remain in effecr 
until you change them. 

Printing your work Printing wh ile using an app li cat io n program is probably the 

most com mon method, bur the Macin tosh also lets yo u print 
on e or mo re documents from the desktop. In addi tion , yo u 
can print documents on any colo r printer that can use rhe 
LaserWrirer drivers. 

Wherever you initiate printing (by choos ing rh e Prinr command 
from the File menu), you use rhe Prinr dialog box ro specify 
printing opt io ns. Figu re 4-5 shows the Print dialog box fo r the 
Laser Writer. 

Ch:1ptu 1: Printing Dorunwnh 
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Page range (dicking :\II prints thl· t:ntirl' 
duntllll'lll: cnlt:ring 1x1gl· numh<:r> in till' 
From and To hm<:~ print, tho'l' page' unlyl 

' " ' " lomW"'" "W•""""' " I 6 rs ([ OK J] 
'l;umhcr nl wptc' - Copies:W Pages: @ Rll O From: To: ~~=~ 

. . . [I ~ [ Cancel ) 
Dcx:umull rcpon - Couer Page: @No O First Page O last Page 

l':lpl·r·k'l'd ml'lhod _[_I Paper Source:@ Paper Cassette O Manual Feed 
Help 

Figure 4-5 The Prirn dialog box for the l.aserWritl'r 

The Image Writer models offer some different oprio ns fo r 

printing. T hese include 

• print quality (best, faster, draft-a choice that affects p rinting 

speed as well as quality) 

• bidirectional printing (ImageWrite r LQ only)-the printing 
element prints continuously as it moves back and forrh across 
the paper, making for very fast output 

• cut sheet feeder use (Image Writer LQ on ly) 

Some programs offer additional printing options, such as 
printing from first to lasr page or from lasr ro first page of a 

document. 

Prinlino 1·nur 11·ork 
.~ . 
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Printing from 
\\·ithin a program 

You can easily print a documenr wh il e wo rking in a program's 
act ive window. 

New 
Open ... 
Close 
Saue 
Saue As ... 

Page Setup ... 

Quit 

1 To print from w ithin a 
program, choose Print 

from the File menu. 

T he Prine d ialog box appears. 

LnserWrller "Wellesley - ~ 

Coples:[lllJ Pages:@ Rll o rrom:LJ lo: D [ Cancel I 
Couer Page: ® No O Firs t Poge O Last Pngc ~ 

Poper Source:® Paper Cau elle O Manuel f eed 

2 Select the options you 
want in the Print dialog 

box, then click OK. 

A fter a moment, a status box 
appears and remains on the 
screen un ti l p rinting is 
completed. 

·:· Keyboard shortcuts for printing: You can use the keyboard 
sho rrcuc Command-P to initiate prinring in most programs, 
and you can p ress Return instead of clickjng O K in the Print 
dialog box. ·:· 

Ch:1pll'r 1: l'rinting DorulllL'llb 
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Printing from the desktop You can print o ne or m ore documenrs creared in the same 

applicarion program from rhe dcskrop- without starting rh e 
program first . 

• wmum 

• Ro ce 's ex enses 

~ 
~ 

laserWriler "Wellesley " ~ 

Coples:[lllJ Pages:® nu 0 From: D To: D ( Cancel l 
Couer Page: @No O First Page O Last Page ~ 

Paper Source:@ Paper Coss'ette O Monuol Feed 

1 To print from the 
desktop, select the 

documents you want to print. 

The group of documents must 
all be created by the same 
program and must res ide on 
th e deskrop or in the same 
folder. 

2 Choose Print from the 
File menu. 

The program starts 
auromatically after you choose 
the Prine command; rhen the 
Prinr d ialog box appears. 

3 Select the options you 
want in the Print dialog 

box, then click OK. 

The printing status box 
appears, remaini ng o n rhe 
screen until p rin ting is 
complete. The program closes, 
and you see the deskrop again. 

·:· Return key shortcut fa r p rinting: You can press Return instead 
o f clicking OK in the Print dial og box. ·:· 

l'riniino rour \\·ork 
"· 
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Printing a directory of 
disk or folder contents 

~o 

D credit unfon r"ates 

D dealer notes 

D insurance 

D mortgage chart 

D old records 

D service diagram 

D tax info 

IOI 

Yo u can prinr a d irectory of the fil es in rhe open wi ndow on the 

desktop. Figu re 4-6 shows a d irectory arranged by the nam es of 
i rems in a folder. 

-0 

Cl credit union r"ates 

D d••ler notes 

D insurance 

New Car 
Siz:e Kind 

18K documt?nt 

ISK documE-nt 

14K document 

12K document 

E!lj 
Le.st Modified 

Mon, Jun 19, 1~ 
Fri, Jun 16, l ~t;;c 

~~~~~~
0

1~: ·1 ~ ij!j: D mod9a9• chart 

D old r ecords folder Sun, Nov 19, 1 mr 
SOK HyperCard document Mon, Aug 7 , 1 ~ jij~· 
1SK document Tue, Jul 18, 1 ~ 

D service dia~;ir ~m 

D tax Info 

Figure 4-6 Dircoory arr:1nµed lw n:unc 

The prin ted di rectory is a "snapsho t" of the w indow's entire 

co ntents, sh owing icons o f fold ers and docu ments in th eir 
relat ive positions or a lisr of rhe ite ms in the sa me o rder rhar 

they appear in the window. 

New Car 
Siu Kind 

1 SK document 

l SK document 

14K document 

12K document 

folder 

Last Modified 

SOK H1Jpe,·Car d document Mon., Aug 7, 1 <; rm 
1 SK document Tue / Jul 18 1 1 ~ 

Ch:iptl'r 1: Printing Documents 

Make sure that the 1 directory you want to 

print is displayed in the active 
window on the desktop. 

,.. 



New Folder 
Open 
Print 
Close 

3€N 
3€ 0 

3€W 

hf~ t Priuil~~qf~s :)[:p 
Get Info 3€ 1 
Ouplic<i1 e :)(:!) 

Put HW!H.4 

Page Setup ... 
Print Directory ... 

laserWrlter "Wellesley " CE!J) 
Coples:[gl] Pnges: ®All 0 From: LJ To: LJ ( Co nee I ] 

Couer Pnge: ®No O First Page O last Poge ~ 

Paper Source:® Poper Cossette O Monuol Feed 

2 To print a directory, 
choose Print Directory 

from the File menu. 

T he Prine dialog box opens. 

3 Select the options you 
want from the Print 

dialog box, then click OK. 

T he direcro ry is primed in the 
fo rmat currently displayed. 

•!• Return key shortcut for printing: You can press Return instead 
of cl icking OK in the Print dialog box. •!• 

)>- See also: • "Displaying Documents by Name, Size, Dare, Kind, or 
Color of Icon" in Chapter 5 
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Color or 
gray-scale printing 

Installing the LaserWriter 
drivers for color 

or gray-scale printing 

Some Macin tosh models can create and display documents in color 
o r in multiple shades of gray (called !}"fl)' smfe). You can print these 
documents on any color prin ter that can use the LaserWriter 

drivers. 

To prinr color or gray-scale documcms, you must use special 
versions of the Laser\X'riter drivers; these fi les are version 6.0 

(or later) of Laser Prep and version 6.0 (or la ter) of LaserWriter. 
You drag these drivers to your System Folder to install chem. 

Two secs of LaserWriter d rivers are supplied as pan of the system 
software with most Macintosh models; only those with version 
numbers 6.0 (or later) can be used for color printing. T he d rivers 
for color or gray-scale printing are on the System Additions d isk, in 
a folder nam ed "Apple C olor." (If you're updating your system 

software with an upgrade kit, you'll find the Apple Color folder on 
the Printing Tools disk. ) 

_j. Important: If you use the 6.0 versio n of the Laser Writer d rivers, 
make certai n that eve1y one wh o uses the sam e printer you're using 
has installed the 6 .0 drivers. D ifferent d river versions will cause the 
p rinter to reinitialize frequen tly. ~ 

--~ ····r 
. ~ ..... 

1M1$Ed 

Chapter ·I: Priming Docurrn.:n1s 

1 Select the icons for the 
LaserWriter drivers you 

plan to use for color printing . 



Version number 

New Folder :l€N 
Open 
Print 
Close 

.. , 

3€0 

:l€W 

$-~ In fo ::I locked 0 
Laser Prep 

1 1 S1jstem Softw•r t Version 6.0.S 

Kind : Laser'w'r1ter document 
S i z• : 32,581 bljtes usM, 32K on disk 

Yhtre: Printinc;i Tools, internal dr"ive 

Cruted: Mon, Jan 15, 1990, 12 :00PM 
M odified: Mon, Jan 15, 1990, 12 :00PM 
Yers ion76.0.1, Cop~right Apple Computer 

lne. 1983-90 

I' I 
Applic~tion Memory Si•• (K) : ~ J 

Color or gray-scale printing 

2 C hoose Get Info from 
the File menu. 

W hen several icons are 
selected , a n In fo window 

o pens for each o ne. 

3 Check the version 
number of each 

LaserWriter driver. 

Veri fy that the version 
numbers are 6 .0 or later fo r 
the rwo LaserWriter fi les and 

1.3 o r later for PrinrMoniror. 
Close the Info window fo r 

each file after you check its 
number. 
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Printing color or 
gray-scale documents 

ID 

Repl8ce Items with the s:Bme names 
with the selected Items? 

4 If necessary, drag the 
correct versions of the 

LaserWriter drivers to the 
System Folder of your startup 
disk. 

If your System Folder already 
contains LaserWriter drivers, 
a message will appear asking 
you co confirm char you want 
to replace the drivers in the 
folder. 

5 Click 0 K co confirm 
that you want the new 

drivers placed in the System 
Folder. 

You prim color or gray-scale documents in much the same way as 
black-and-white ones. 

Tniln new s taff/ I 

Chapter 4: Printing DocunH;nts 

1 Prepare the color or 
gray-scale document you 

want to print and display it in 
the active window. 

Alternatively, you can print 
from the desktop by selecting 
the icon of the document or 
documents you want to print. 



.... 

Coloroplion is 
available only in 1he 

6.0 1~1scrWri1cr 
drin.:r(ora 

bier wr~ion). 

New 3€N 
Open .•• 3€0 
Close 3€W 
Saue 3€S 
Saue As .•. 

Page Setup ... 

LaserWrlter "LaserWrlter" ~ 

Coples:W Poges : ® All 0 f rom: ,_--,To: ,_--, rr.;:;:;;;J 
~ L_J L_J~ 

Couer Poge: ®No O firs t Poge O lost Page ~ 

Poper Source:® Poper Cossette O Manuol feed 

Print: --.®Color/ Graysca le O Black & While 

2 Choose Print from the 
File menu. 

The Prinr dialog box appea rs, 
showi ng options fo r 
color/gray-scale and black and 
wh ite. Color/gray-scale is the 
preser selecrion . 

3 Select the options you 
want, then click OK. 

If you are not p rinting a color o r gray-scale document, it's a 
good idea to select the black-and-white option in the Print 
dialog box, because printing is faster when this oprion is 
selected. 

If you print a color document on a printer that prints only in 
black and white, the document wi ll be produced in a halftone 
format; thar is, it will be composed of patterns of dots that vary 
in intensity according to the colors they represent in the 
document. 

> See also: • "Insralling 32-Bir Quick Draw fo r Enhanced Color 
Images" in Chapter 2 
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Printing while 
using the computer 

for other work 

By using MulriFinder, you can prim on a Lase rW rim· wh ile 
continuing to work wirh one or more programs. Th is fearure, 
known as background printing, doesn'r work wirh rhe 
lmageWrirer. 

> See also: •"Managing Multip le Programs Usi ng Multi Finder" in 
Chapter 3 
• "Using a Prinr Server" in Chapter 7 

Using background printing W irh M ulriFinder in effecr, you use rhe Chooser to rum on 
background pri nting. 
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'=ii 
T 

-~--
AppleSh•r• iiififMfji 

Chooser 

Se 1 eel B LaserWrlter: 
i • ~ I 

Capri 
Honolulu 
London 
Paris 

Option for -Jt=====::::Js~~========~=-~~ hack ground 
printing App leTalk Zones: 

CC4 Upper 
CC4-5t h/North 
CC4-5th/South 

CC4-6th/Sou th 

I 
User Name: 

@Active 
AppleTalk 0 lnoctive 

Chaprcr <J: Printing Docurm:nts 

1 To use background 
printing, select the 

Chooser from the Apple 
menu. 

T he Chooser window opens. 

2 Make sure that a 
LaserW riter is selected , 

then click the On button in 
the middle area of the 
window co turn on 
background printing. 

A LaserWrirer must be selected 
in rhc Chooser fo r the 
Background Printing option to 

be displayed . 

Ir's a good idea to close the 
Chooser befo re you activare 
the window containing rhe 
documenr you want to print. 



New a€N 
Open ... 3€0 
Close a€W 
Saue a€S 
Saue As ... 

Page Setup ... 
Print. .. ['> a€P 

3 Print a document 
as usual. 

Select the icons of documents 
you want to print on the 
desktop, or display a 
document in the active 
window of a program, and 
then choose the Print 
command from the File menu. 

T he Print dialog box appears; 
select the options you want 
and click OK. 

Background printing is under way as soon as the p riming status 
box disappears. Yo u may notice an occasional pause as you 
continue your wo rk while the Macintosh processes the 
document for pri m ing. 

Managing printing jobs You can control background printing with PrinrMonitor, a 
resource supplied with the system software. (See Figure 4-7 .) 

PrlntMonitor 

Name of the --IM-::0M4i1iidfimlfll&m1 
dOCUllll'nl being 

printed and primer 
l'llffCllliy in USC 

1 '2:l Reed Me Iii> Welles ley 
2 '2:l Banana Slug Lyr1 cs @I Welles ley Documcms 10 he primed 

ncx1 (selecied i1e111 c111 he 
remoYed from !isl l 

Clicking ran~·eJqhe --- ( cancel Print ing J 
rnrrenc pnnung iob. ~ 

. . Printing Status: Sea Lio 

~ Clickingopensadi:1log 
lute box to et the prim time. 

lksrnpuon and - One Pege To Print 
'l:tlu> of 1he current stotus: sterling j ob 

joh appear here. 

Figure 4-7 Print~lonitor window 

Printing ,,·hilc using the computer !'or olher work 131 
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Along wirh rhe appropriare prinrer driver, PrinrMonitor musr be 
in the System Folder of your startup disk. (You can drag ir ro rhe 
fo lder or use rhe Installer ro copy it in your System Folder. ) 

PrinrMo ni ror lers you 

• moniror the sracus of priming 

• ca ncel a d ocument currently p ri nting or waiting to prinr 

• set printing rime (dare, hour) or postpone a job indefi nitel y 

• mo niror paper supply (PrinrMoniror's icon bl inks over the 
Apple symbol ar the left of the menu bar when rhe primer is 
o ur of paper) 

• signal when ro feed paper manually (PrinrMoni ror's icon 
blinks over rhe Ap ple symbol ro signal rhat you musr confirm 
rh c manual operation) 

PrintMonitor 

Chapt<.:r 1: Print ing Doc:umenb 

1 To manage print jobs, 
make sure that 

PrintMonitor is in the System 
Folder of your startup disk 

and that background printing 
is turned on in the C hooser. 

,. 
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About Microsoft Word ... 

Alarm Clock 
Colculotor 
Chooser 
Control Panel 
Find File 
Key Cops 
Scrapbook 

About Multifinder ... 

PrlntMonllor 

2 After you have started 
printing a document, 

choose PrintMonitor from the 
Apple menu. 

The PrinrMonitor window 
opens. (PrimMoni tor is 
available only when background 
priming is under way.) 

!•~1--m.1~m~111 I 3 Select the option you 
want, then click the close 

box. __llli!W'l.!I. 
I '2l Reed Me~ Wellesley IQ 
2 '2l Bonene Slug Lyr ics ~ Wellesley 

Yo u can cancel printing of the 
current document o r select 
one of rhe documents waiting 
to print. (The Cancel bm ron 
changes to Remove fro m List 
when a waiting document is 
selected.) You can set a time 
and dare fo r printing a selected 
document by clicking rhe Ser 
Print Time bmton and 
entering the rime and dare in 
rhe dialog box rhar appears. 

~ 
[ Cancel Printing l ( Set Prin t Time ... l 

PrlntinQ Stotus·Seo_l ion Solute 
One Poge To Print 
s totus: s t erling job 

·:· PrintMonitor shortcut: You can also open rhe PrinrMoniror 
window by clicking rhe MulriFinder icon in the top-right corner 
of the menu bar until the PrinrMonitor's icon appears. ·:· 

> See also: • "Managing Mu lei pie Programs Using Multifi nder" in 
C hapter 3 

• "Using a Prin t Server" in C hapter 7 

Printing 11·hile using the computer for other work 133 





Chapter 5 

Organizing Documents 

t e Macintosh desktop simulates an office filing sysrem
wich icons representing documents, folders, and even a Trash 
container. O cher icons represent application p rograms, disks, 
and ocher types of fi les. 

The computer's electronic environment permits rapid handling 
of in fo rmation, and Macin tosh system sofrware provides a 
number of cools fo r storing and locating documents easily 
and effi cien tly. 

T hese include 

• sim ple, versati le methods fo r naming and renaming 
documents and folders 

• a "visual" filin g system chat's easy to move through by 
opening containers such as fo lders or d isk icons 

• a powerful desk accessory, Fi nd Fi le, to locate items by name 
or parrial name 

• directories of disk or fo lder contents arranged by icon, name, 
date, size, o r type of document. 

• easy d isplay of important in fo rmation about a document 
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Handling 
documents 

You use scandard Macintosh operations co name and rename 
documents, copy them , and move their icons. In addition , you 
can make one or more duplicates of any document without 
changing its nam e or location. 

All these operations rake place on the desktop. 

Moving a document You drag a document to move it. 

i a 
•@!@Kil 

~ 
~ 

Chapter 5: Organizi:1g Documents 

1 To move a document, 
first point to its icon. 

2 Drag the document's 
icon to the new location. 

As you d rag, an o utline of rhe 
icon moves wirh rhe pointer. 
When you release the mo use 
burron, rhe icon appears at the 
new locatio n. 

,.. 



Copying a document 
onto another disk 

You drag the document's icon to the icon o.f a disk to copy it 
onto that disk. 

~ 
logo 

r::tii ::l -
,.., ........• 
mm ~ L_R,.. .. lifiiiiilkiill1j•a 

Flies/ Folders remaining to be copied: C=:IJ 
Writing: logo 

[Cancel ) 

Handling documencs 

1 To copy a document 
onto another disk, first 

point to its icon. 

2 Drag the document's 
icon to the icon of the 

disk onto which you want to 
copy it. 

As yo u drag, an outline of the 
document's icon moves wi th 
the pointer. 

3 Release the mouse 
button when the disk icon 

becomes highlighted. 

W hen yo u release the button, 
the document is copied on the 
disk. A dialog box reports the 
statlls of copying. 
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Copying a document 
on the same disk 

You can make a copy of a documenr on the same disk by using 
the Duplicate command. 

New Folder 3€N 
Open 3€0 
Print 
Close 3€W 

Get Info 3€ 1 

1 To make a copy of a 
document on the same 

disk, first select the 
document. 

2 C hoose Duplicate from 
the File menu. 

The documenr is dupl icated; it 
has the original's name, 
preceded by "Copy of." A dialog 
box reports copying status. 

files/ folders remaining to be copied: C=:!J 3 If necessary, rename the 
document or move it to 

another location on the d isk. 
Writing: Copy of m ap 

[ Cancel J 

You can't give the du plicate 
exactly the same name as the 
original if you keep borh o f 
them o n the desktop or in the 
same folder. 

•!• Duplicating shortcut: You can also use the keyboard sho rtcut 
Command-0 to duplicate a selected document. ·:· 

Chapter 'i: Organizing Documents 
,.. 
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Renaming a document You use the standard desktop editing techn iques to change a 
document's name. 

m•w 

~~ 
Electronic Art List 

Handling docun11.:nts 

1 To rename a document, 
first select it. 

2 Type the new name for 
the document. 

W hen you begin ryping, the old 
name disappears and an 
insertion point blinks to the 
right of the characters you rype. 

3 Click anywhere outside 
the document's icon. 

T he inserti on po in t disappears 
when you click, and the icon is 
deselected. 
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Using folders to 
organize your work 

Like traditional filing systems, the Macintosh uses fo lders to 
store and organize documents. Unlike a bulky paper fil ing system, 
however, the Macintosh lets you easily place folders inside 
one another to create multiple levels of organization. And you 
can move folders around, changing the order in which they 
are nested. 

Figure 5-1 shows an example of a floppy disk that contains three 
levels of folders. 

Oflio: 
\km<h 

'l).,ll:lll 

l'okkr 

l'mp<h,tl Rt·iix·d 
l'ropm.11 

\\ork in 
Prog,rl'!'i" 

Roy:thr 
\\ork 

'Io Do 
Li>t 

Figure 5- 1 Thn.T lcn:ls of folders :ind docum.:111:; on :1 Jl)ppy di~k 

Whether you use a hard disk, which can store hundreds of folders 
and documents, or floppy disks for your files, you can establish an 
efficient fi ling system with folders. 

Chaptn 5: Organizing Documents 



Creating and You use the New Folder command ro create a new folder. 
naming folders 

Open 
Print 
Close 

II 
Em ty folder 

0 
~ Expenso;. reports 

1 Choose New Folder 
from the File menu. 

A new fo lder named "Empry 
Folder" appears in the active 
window; ir is already selected, 
so you can easily rename ir. 

2 Type a name for the 
folder. 

When you begin ryping, the old 
name disappears, and an 
insertion point blinks ro the 
right of the characters you type. 

3 Click anywhere o utside 
the folder's icon. 

T he insertion po int disappears 
when you click, and rhe ico n is 
deselected. 

·:· New folder shortcut: You can also use the keyboard shortcut 
Command-N ro create a new folder on the deskrop. ·:· 

L:sing folders lO organize your work 1·11 
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Placing documents You drag documents to place chem in fo lders. 

inside folders 

D 
Caspar map 

I 111 
......... ~ 

. : ....... ~... . . : ...... ~ li!QWWW& -.......................... : 

Chapter 5: Org:inizing Documents 

1 To place a document 
inside a folder, first point 

to the document's icon. 

2 Drag the icon to the 
folder. 

An o utl ine of the document's 
icon moves with the pointer as 
yo u drag. 

3 Release the mouse 
button when the folder's 

icon becomes highlighted. 

The document d isappears 
inside the folder whe n you 
release the mouse bu tton. You 
can ve rify ch is acrio n by 
openi ng rh e fo lder and 

. . . 
v1ewmg its contents. 



Nesting folders You can store folders inside other folders to create multiple levels of 
storage. You nest folders by dragging them. 

D 
Oct. '89 

• 11am1 

Lising folders to organize your \\·ork 

1 To place a folder 
inside another folder, 

point to the first folder's icon. 

2 Drag the first folder's 
icon to the folder in 

which you want to nest it. 

An outline of the first folder's 
icon moves with the pointer as 
you drag. 

3 Release the mouse 
button when the 

destination folder's icon 
becomes highlighted. 

The first folder disappears 
inside che destination folder 
when you release che mouse 
button. You can check this 
action by open ing the folder 
and viewing its contents. 

1-13 



Locating docun1ents 
and folders 

Finding clocuments by name 
or partial name 

Macintosh sysrem sofrware provides a desk accessory called Find 
File for locaring documents and folders anywhere on a disk. When 
you're working wirh documents in a program, some dialog boxes 
provide menus rhar show levels of folders. 

>- See 11/so: • "Insrall ing a Desk Accessory·· in C haprcr 8 

You can use the desk accessory Find File ro locare a document or 
folder anywhere on a djsk. lr is insral led as parr of the standard 

sysrem sofrware for all Macin tosh models with an internal hard disk 
drive. 

Find File lets you specify the word or phrase for which it will search, 
reporting all documents and folders whose nan1es contain the search 
text. Then, when you selecr a document from those listed, Find File 
shows that document's location. (See Figure 5-2.) 

~iQ~~~~~~ii~~F~in~d£r1~·1e~~~~~~~~~j The stop bunon 
Oisk searched __c:, horddisk l'lliiill+-- is highliglued 

I 1 \\'he~ th~ search 

144 

search for. I Caspar 
Search text ftl I is complete. 

~ Search button 

t 

Documems found 

Details of selected 
documelll 

~ 
D CUJ>¥m"' 
D Cup.trm.flP 

D Cupar m~ ln word procusor 
D Cupar b xes 12n / 98 

II .· 

-{ Created : Thu, Apr 6, 1989; 7 :57 AM 6l Mort gage/ house 
Modified: Sat , Ap' 15, 1989; 11 :59 PM eil Matching deuel. 
Size: 2048 btJ tes; 

el HyperCord 2K on disk 
= horddlsk 

Figure 5-2 Find File showing search report and location of 
selected document 

Chapter 5: Organizing Documents 

en: 
A 

I"'-

~ 

(clicking it 
begins :t search) 

Location of 
selected 
document (icons 
represent levels 
of nested folders 
and disk 
searched) 
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~o 

~maindisk 

Search for: ~ 

0 

= harddisk 

Search for: IJHI 
~ 

~ 

0 

= harddlsk 
~ 

Search for: IJHJ 

"" 

About the Finder. .. 

Alarm Clock 
Calculator 
Chooser 
Control Panel 
Disk Info 

Find File 

Find Fil e 

Find Fiie 

Locating documents and folders 

]II 
~ 

I~ 

m 
I [I] 

1 To search for a file, first 
choose Find File from the 

Apple menu. 

The Find File window opens. 
A blinking insertion poi nr is in 
rhe rexr box. 

2 If necessary, click the 
disk icon at the upper-left 

corner of the window to 
switch disks for searching. 

3 Type the text you want 
to locate. 

The text can be rhe complere 
name or a parrial name. 

4 Click the search button 
(the icon of a walking 

figure). 

Find File searches fo r rhe rexr, 
and then displays the names of 
documenrs and fo lders char 
conrain rhe rexr. 
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a .M st•tus· 1987 

Cl .M sb tus:· 19:99 
Cl .M's u lf-rnlt''W 10112/88 

0 S t•tus •ddnss hsh..li 

5 Select the document yo u 
want to locate (scrolli ng 

if necessary). 
I) , "I 1· ·I " I { er .. ,,. vt0.0et 28, t987; 7 ts AM ~el Jll status/ memos 

ll.11"0 ~t: t:Cle'( ModifM1:i rrt,Oct 30, 1987,e 12...,.., ~ Matching deucl. 

document 8
" ' ~~ ';;:~~. o Hyper cnrd = horddisk 

rokh:r krcb 10 

documclll 

Informat ion abou r the 
doc umenr a nd irs locatio n are 
d isplayed in rhc borrom panes 
of the Find Fil e wi ndow. 

Moving quickly through 
levels of folders when 

usmg a program 

About Find File ... 

Search Here... 3€H 
Moue to Desktop 3€M 

6 (Optional) To move the 
selected document or folder 

to the desktop immediately, 
choose Move to Desktop from 
the Find File m enu. 

The Find Fi le menu, which 
appears to rhe right of other 

m enu titles in rhe menu ba r, is 
available on ly whe n the Find 

File window is open. 

•!• Another searching.feature: Find File also allows you to limit a 
search to a fold er's contenrs with its Sea rch Here com mand. 
T his command is also ava ilable in the Find File menu. •!• 

> See 1t!so: • ·' Putting Away I rems on rhc Deskwp"' in rhis chaprcr 

W hen yo u' re wo rking in a program and wane to open or save a 
document , you have a qui ck way to move arou nd in m ult ipl e 
levels o f fo ld ers on :i disk: a directo1y dialog box rhar lers you 
chan ge levels of nest ing and even switch d rives and eject d isks. 
(See Figure 5-3.) 

ChaplL"r 'i: Org:1 11izi11g Documcrns 
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Op.:n lokkr < 1i1li: of 
p >p-up menu ) 

Dcx:um..:nh 

I Select a Document: 
= 

I 

f I i esi To be phoned I 

~ """' Ql ciharddisk 
2nd coll 6898K ouailable 
rorm letter 

([ llf)t'll ll j ( Ejed ) 1 '"""'"' ( Cancel J , ( Dril•Cl J 

Q 
! 

Figure 5-3 J\ din.:ctory dialog box showing a folder's contents 

If rhe documenr used mosr recently is in a folder, rhe folder's 
name in rhe dialog box is actually rhe ri de of a menu char "pops 
up" when you place rhc poinrer on ic and press rhe mouse burcon. 

The folder "To be phoned" in Figure 5-3 and Figure 5-4 is 
nesced inside ocher levels of fo lders. Figure 5-4 shows chose 
levels of folders; "To be phoned" is inside '"89 overdue," which 
is inside "Oct. unpa id ," and so on. T he lase level in rhe pop-up 
menu is che disk. 

Select a Document: 

= horddisk 
6898K auailable 

(~J i ( t:jec t ] 
I 

(Cancel J j ( lhil•e J 

Figure 5-4 Open pop-up menu ~ho\\ ing le1·els of folders :md di-.k 

Lor:i1i11g dolllllk'llb :111d foldl'r' 



\Jm·ing ro :1 nC\\. folder 
le\·el with a pop-up menu 

When a pop-up men u is available in the directory d ialog box of 

an application program, you can use it ro move rapidly ro 
another level of your fi ling system. 

Select a Document: 

'5l To be phoned 
D 1st esJ '89 ouerdue~ 
D 2n~ '5l Oct . unpaid 
D fo~ '5l Oct. '89 
D no~ a lnuoices '89 

C) hard disk 

Select a Document: 

5l To be phoned 
D 1 s OJ '89 ouerdue 

D 2n 
D fo 

1 To move to a new level, 

first open the pop-up 
menu by pointing to its title 
and holding down the mouse 
button. 

T he pop-up menu opens, 
showing the levels of fo ld ers 
and the disk name. 

2 Drag the pointer to the 
name of the folder or disk 

to which you want to move. 

II Select a Document : 
Currl'lll folder level _...,[l!-1----fl a:;::;:;•1::n::u::o;:ic::e::s:-:';o8:nl9 I 

0 Rpril '89 

3 Release the mouse 
button to move to the 

new level. 

When you release the button , 
the folder or disk name you 
chose appears as the title of the 
pop-up menu in rhe d ialog box. 

Conh:nts of 
lhl' foldl'r 

cum:mll' open 

" 

0 Rug. '89 
D Dec. '89 
0 Feb. '89 
D Jan. '89 
D July '89 
D June '89 

Chapter 5: Organizing Dorn1111:nts 



Putting away items 
on the desktop 

Often rhc s irnplesc way ro use a program , docum en t, or folder is 
to drag its ico n out of a window onto rhe desktop. T hen rhe 
icon s tays on rhc desktop unt il you remove the disk on •vhich 
the program, d ocumenr, or folder acrually is stored . 

If you 'vc placed an icon on rhe d esktop, you can replace ir in irs 

original locario n quickly and easily wirh rh e Pur Away command. 

N(~Hl fol!iPr :)[:N 

Open ~o 

Print 
[!OS(~ 

bP t Priuih~!.F~S :)(:? 

Get Info ~ I 

Duplicate ~D 

Put Rway 

Locating donnrn:nls :tncl folders 

1 To put an item away, 
first select its ico n. 

2 Choose Put Away from 
the File m enu. 

The selected irem disappears 

from the desktop and is put 
back ar the level where it 
originated . (You can check that 
the item has been put away by 
looking in its original locarion.) 
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Getting directory 
inforn1ation 

Displaying documents 
by name, size. elate. 

kind, or color or icon 

The Macintosh provides q u ick access to derails about rhe 
documents and disks it manages. 

The View menu, which is always available from the desktop, 
offers severa l d ifferent ways ro view rhe contents of a disk or 
fo lder. Two o rher commands-Ger Info and About-present 

derai ls about indi vidual documents and applications. 

Using rhc View men u, you can list the contents of a wind ow 
according to name, size, dare, kind, or color of icon, in ad dition 
ro by icon or small ico n. 

An icon view is useful when yo u want to move and select icons 
frequently. A directory arranged by name, size, dare, kind of 
document, or color of icon is usefu l when one of those attributes 
is rhe key info rmation you need about the documents in rhe 

window. For example, listing documenrs by the dare and rime of 
their most rece nr modification makes backing up a large number 
of files an orderly task. 

. ~--------. 
..lby Small Icon 

by I con 
by Name 
by Date 
by Size 
by Kind 

1 T o ch an ge the way you 
view a window's contents, 

first open the View m enu by 
po inting to its t itle and 
ho lding down the m o use 
button . 

The View menu opens, 
showing the ch oices available. 
A check mark indicates the 
view currently vis ible in the 
active wind ow. 

,.. 



D Apdl '89 

D AU<j '89 

D D•c. '89 

D F•b. '89 

D Jan. ·99 

D Jul~ ·99 

IQI 

Getting information 
about an icon 

by Date 
by Size 
by Kind 

l nuoices '89 
Size Kind 

-- folder 

-- folder 

-- folder 

-- folder 

-- folder 

-- folder 

Last Modifi~ 

'tied, 'lo IQ 
'tl.O, No!
'tied, No 

'rled, No 
'rled, No 

'tied, No':!Q 

2 Drag unti l the view you 
want becomes 

highlighted . 

3 Release the mo use 

butto n co change to the 
new view. 

W hen you release rhe button , 
rhe view in rhe acri ve window 
changes ro rhc ircm you chose 
from rhe View menu. 

The Ger Info command displays informarion abour a single 
irem on rhe deskrop or in an open window. 

Si.i stem Folder 

Gl'lling din.:ctory i11for111a1ion 

1 To get in fo rmatio n , 
firs t select the icon for 

w hich you wa nt details. 

l'il 
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Tc\I hm for 
.1ddiO)! llOll'' 

New Folder OO N 
Open 000 
Print 
Close OO W 

Ouplicate 

Info 

Systtm Folder 

Kind : foldor 
Siu : 1,397,914~~t .. us•d,1,313Koo 

d",<er3t mu 
Vht>rtt : h•rdduk, extKm1l har4 d1Sk dr1vt 

Crt!'atnt : Fr1 1 Au~31 , 1990, 12:00PM 
Hodlfled : Fri , Au9 31, 1990, 12 .00 PM 

2 Choose Get Info from 
the File menu. 

T he Info window appears, 
displaying informa rion abour 
rhe selecred icon. 

3 Click the close box to 

close the Info wi ndow 
when you're finished. 

·:· Get Info shortcut: You can use rhe keyboard shoncut 
Command-! ro display information abom the selecred irem. •!• 

·:· A1101her use for the IJJfo window: You can also use rhe Info 
window ro lock rhc contents of a document. ·:· 

>- Sc('(ilso: • "Prorccring lnformarion on a Disk" in Chaprcr 6 

Chapll·r 'i: Org:111i1.ing Document:-



G~tting information 
about a program 

You use rhc Abour command in rhe Apple menu to ger in fonnarion 
abour rhe program currenrly in use. From rhc dcskrop, rhc Abour 
command provides derails about the Finder. 

Alarm Clock 
Calculator 
Chooser 
Control Panel 

!;[ Abou t the Mocintos h• f inde r'" 
. . I l ..... 

\;:NOil lllllll )1.'.fS __ F;nd•" 6 .1 6 l~rr, , J chn, S t•ve, •• d Brue• 
OAppl• Comp•t•r. Inc . 1903-90 I Syshm: 6 .06 

RA~ I in this --ToWH• ,.•ru : 1.02<K 

computer :~~::~m~.::~~~~~-r-::~=~:-

1 
;;;~;;;-e;;;::;:;,,;;;~:;:;~;;;,~:;:;,~_;::;.,c.;;:,"';;-,, ---1 

and al';1ilaille <lightl 

Geuing directory information 

1 To get information 
about a program, choose 

About from the Apple menu. 
(The program's name is part 
of d1e command.) 

The Abour window appears, 
displaying derails about the 
program. 

2 Click the close box to 

close the About window 
when you're finished. 
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Managing Disks 
and Disk Drives 

Chapter 6 

Disks are the Macintosh's principal sto rage med ium. Every 
Macinrosh model has at least o ne internal floppy disk drive, and 
many models offer an internal hard disk as well . 

The system software and mosr applications are supplied on 3 .5-
inch floppy disks, which are ideal for rransporring data and 
backing up important work. 

Hard disks offer the advancagcs of large storage capacity and 
speed of operation, although they are not as easily rransporred as 
floppy disks. 

l 'i) 



Using floppy disks 

Disk capacities 

[) (J 

T he floppy d isks used in a Macintosh are flexible plastic d isks (the 

source of the name "floppy") inside a hard plastic case 3.5 inches 

wide. A metal shutter at one end of the disk slides to one side when 

the disk is in the drive, exposing the flexible plastic on which 

information is srored. T he plastic is coated with a magnetic layer 

similar ro rhar of recording rape (such as in rape casserres) . 

The amounr of information a floppy disk can srore depends on the 

rypc of disk drive in which ir is used and on rhc way rhe d isk is 

initialized-that is, rhe way irs magnetic surface is electronically 

prepared to store data. 

Macinrosh disks have one of three capacities: 

• 400 kilobytes (K) 

• SOOK 

• 1.4 megabytes (MB) 

Consult the Special Features booklet or the Handbook char came 

with your computer for the capacity of floppy disks used in your 
Macinrosh model. 

Chapter 6: .\ b 11:1ging Disks and Disk Dri1·es 
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High-density disks 
and SuperDrive 

D isks with a capacity of 1.4 MB are high-density disks and are 
used in the Apple SuperD ri ve'" high-density d isk d rive. High
d ensiry d isks usually have the letters "HD" on thei r case or 
metal shutter. High-density disks also have an extra hole in th eir 
plast ic case (on the opposite s ide from the disk-locking rab), 
wh ich allows the SuperDrive to recognize them. 

~ Important: Use high-density d isks in the SuperDrive on ly. You 
cannot use these d isks in d rives that accept only SOOK o r 400K 
disks. (See Figu re 6-1.) 

~ ~ 
htr:i hokin 
&;k CISe 

Sup<?rDri1 l' 

1lXl l\ clrin.: 

Figure 6-1 Proper use of lloppy disk-; 

The Super Drive accepts all duee ty pes of fl oppy d isks-400K, 
SOOK, and 1.4 MB. T his drive can also read 3.5-inch disks fro m 
computers that use the MS-DOS operating system. 

)-- Sec also: • "Locking a Floppy Disk" in rhis chapter 
• Appendix C, "Exchanging Disks and Files Wirh 

MS-DOS Compurers" 
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Inserting a disk 

158 

._JH 's home disk 

1 Slide the disk, metal end 
first and label side up, 

into the drive. 

The disk snaps into place. 

2 Check the screen to be 
sure that the disk has been 

recognized . 

T he screen will show ei th er an 
icon for the disk or a dialog 
box reporting that the disk is 

unreadable. 

> See also: • " Initializing and Naming a Disk" in rh is chaprer 
• "Tesring and Repairing a Disk" in C haprcr I() 

Ch;1pter G: :\fanaging Disks and Disk Drivl'S 
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Ejecting a disk You can easily eject a floppy disk from the desktop. 

from the desktop 

. JH's home disk 

• JH's home disk 

1 Point to the icon of the 
disk you want to eject . 

2 Drag the disk icon to 
the Trash icon. 

W hen the Trash icon becomes 
highli gh ted , release the mouse 
butron . T he d isk is then 
ejected. 

·!· Other ways to eject a disk: You can also select a fl oppy disk 
and choose Eject from the File menu , or use either of two 
keyboard shortcuts ro eject a floppy disk. Command-£ ejects 
the selected fl o ppy disk; Command-Sh ift- I ejects the disk in 
the internal drive (the first drive if there are two); Command

Shifr-2 ejects the disk in the second internal drive or an 

external floppy disk d rive. ·:· 

> 5f'f' 11/so: • "lnirializing and Nam ing a Disk" in rhis chaprer 
• 'Tcsring and Repairing a Disk" in Chaprcr I 0 
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Ejecting a disk from 
within a program 

Current di,k 

Eject button 
is u11:1\·:1 il:1bil' 

for :1 hard disk. 

You can eject a di sk when you' re wo rking in a program by using 
a command, such as Open or Save As, that displays a direcrory 
dialog box. 

II 

I= Scott ie' s 110 I ~Scottie's 110 QI fl~fll<llink 5.0 
D flpf•IC!l.lllk llel11 

I l:jl'CI I u 11pp11ctiuons 
Cl Art !dens c:Jfrfu) CJ art - 10/ 4 
D n,u kllP Ill chap J - ... Ji:1 

Soue this document as: I S<tt1<~ I 
I 

llID data 2/ 90 I 
Q 'S l)' l"Cl•i~ell 
a s 110 
Q S- 481 

Saue this document ns: 

( cancel ) 

IQ; C5J dato 2/90 

~~) 
( Drlue ] 

( Concel 

Ch:1ptl'r 6: ,\l:tmging Di,b :ind Di~k Drin:' 

1 With the directory 
d ialog box displayed in a 

program, click the Drive 
button to locate the disk you 
want to eject. 

Skip this step if the displayed 
disk is the one you want. 

2 Click the Eject button 
to eject the current disk. 

The disk is ejected. You can 
then insert a different floppy 
disk. (The Eject button is 
dimmed, and thus doesn't 
operate, when a hard disk is 
selected.) 



initializing and 
naming a disk 

You name a disk when you initialize it. i nitializing (also called 
formatting) prepares a new disk ro sro re in fo rmatio n; if a disk 
already conrains data, initializing it erases that data. 

A Warning: Be sure that any d isk yo u plan ro in itialize contains 
no information you want ro save, because you 'll lose that 
information duri ng initialization . .& 

I' - •I This disk is unreadable: 

Do you want to initialize i t? 

([ Eject JJ [ Initialize~ 

Hioh-densitv disk ,., . 

r:?Jl This disk is unreadable: 

LJ Do you w ant to initialize it? 

n Eject J) (One- Sided] (Two- Sided] 

8001' disk 

l"sing floppy disks 

1 After placing a new disk 
in the disk drive, click 

Initialize (if the disk is a high
density one), Two-Sided (for 
an SOOK disk), or One-Sided 
(for a 400K disk). 

A second d ialog box appears, 
advis ing you chat initializing 
wi ll erase the disk. (If the disk 
has already been initialized 
and is not damaged , neither 
dialog box wi ll appear-you'll 
just see the disk icon.) 

You can click Eject if you don' t 
want ro initialize the disk. 
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I.\ This process will erase all m information on this disk. 

Cancel n Erase J 

@.! 
LJ 

Please name this disk: 
. , 

([ OK ll 

Please name this disk: 

!Tim's backup 

2 Click the Erase button 
to continue initialization. 

You can click Cancel co avoid 
erasi ng the disk. 

If you click Erase, a third 
dialog box appears, asking you 
co name che disk. 

3 Type the name you 
want for the disk. 

If you don' t name the disk, it 
will have the name "Unrirled" 
when it is initialized. 

4 Click OK to complete 
the initialization process. 

Initialization proceeds, with a 
status box reporting its 
progress. W hen the process is 
complete, the disk icon 
appears on the desktop, with 
the name you ryped . 

:>- See also: • Appendix C, "Exchanging Disks and Files Wich MS-DOS 
Compurers" 
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Erasing a disk Inirializing a disk erases any informarion o n it. To erase an 
already initialized disk, use the Erase Disk command in the 
Special menu; rhis command actually reinirializes the disk. 

ljlfiMjWI 

Restart 
Shut Down 

r-gi[1 Completely erase disk nomed 
D "Files for Kole " (internal 

dri11e)? 

([ Concel JJ (one-Sided ] ~~ 

Using floppy disks 

1 To erase a disk, first 
select the icon of the disk 

you want to erase. 

2 Choose Erase Disk from 
the Special menu. 

An alert box appears, giving 
you a chance ro cancel rhe 
erasure and askin g you ro 
selecr the capaciry of the disk 
afrer iris erased. 

3 Click rhe button for rhe 
disk capacity you want. 

The disk is erased and 
inirialized for the selecred 
capaciry (o ne-sided is 400K, 
rwo-sided is SOOK). A status 
box o n rhe screen reports the 
progress of chis procedure. (If 
you' re initializing a high
densiry disk , the buttons are 
named Cancel and Inirialize. 
Click lnirialize.) 
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Renaming a disk You can easily rename a disk. 

• lnscnion poilll ------:---,-;.,......-'-:-;-::-:: 
(blinking) ArchiVE-S 1 /9(~ 

It [ci 
Archives 1 /90 

Chapter 6: \lanaging Dhk~ :ind ()bk Drires 

1 To rename a floppy 
disk, first select its icon. 

2 Type a new name for 
the disk. 

W hen you begi n typing, the 
pointer d isappears. T he 
insertion point b links at the 
end of rhe text you type. 

3 Click anywhere outside 
the disk icon. 

W hen you click, the insertio n 
point d isap pears and the icon 
is deselected. 



Backing up a disk Although floppy disks are designed to last th rough thousands of 
hours of use, they ca n become damaged o r worn. So it' s wise to 

make backup copies of important work and applica tion 
programs, especially if you use only floppy disks with your 
Macintosh. 

You can make backup cop ies of indivi dual documents as 
necessary, bur you probably will want to back up such essential 

disks as startup disks, system software mas ter disks, and program 
master disks. 

la 
lflP startup 

• 
··= Jr) ; ..... : 

l "sing lloppl" disks 

1 To make a backup copy, 

first point to the icon of 
the floppy disk you want to 
back up (the source disk). 

2 Drag the icon of the 
floppy disk you want to 

back up to the icon of the disk 
on which the copy will be 
made (the destination disk). 

The destination disk can be 

ei ther a floppy d isk (as 
pictured) or a hard disk. If rhe 

destinatio n disk is a floppy 
d isk, an alerr box appears, 
asking you to co nfirm that the 
information being copied will 
replace the contents of the 
destinatio n disk. 

I6'i 
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Rre you sure you want to completely 
replace contents of 3 Read the message to 

make sure you're making 
the correct decision, then 
click OK to begin the backup 
procedure. 

"backup WP " ( eHte rna l llriue ) 

with contents of 
" WP startup " (internal driue)? 

n OK ~ n ( Cancel ) Yo ur disk is backed up; a 
d ialog box reporrs the progress 

Using a hard disk 

of co pying. 

(If you click Cancel rather than 
OK, no backup takes place.) 

·:· One floppy disk drive: If your Macintosh has only one floppy 
disk drive (and no hard disk), you can use this backup 
p rocedure, but you'll h ave to swap disks a number of times. ·:· 

>- See also: • "Backing Up a Hard Disk" in this chapter 

A hard disk consists of metal d isks permanently sealed inside a 
drive comparrmenr. T he drive's sealed environment permits 

extremely fast reading and w ri t ing of in fo rmation , and the 
multiple disks inside a drive sto re 20 co 160 megabytes, or even 
mo re. 

Chapter 6: \bnaging Disks and Disk Drircs 



..... Hard disk precautions Because the components inside a hard disk drive arc very close 
together and moving very fast when the drive is turned on, these 
drives should be handled w ith care. 

Observe these precau tions when wo rking with a hard disk: 

• Avoid jostling or rough handling of the drive (and thus of the 
Macintosh with an internal hard disk). Never move a 
Macintosh when the hard disk drive is operating. 

• Some models of the Macintosh are designed to operate either 
sitting flat or turned on one side. Setting Up Your Macintosh 
for your model includes special instructions if your model 
can be placed on one side. Do not place the computer on its 
side unless it is designed to o perate this way; it could affect 
hard disk operation. 

• Always keep the drive on a sturdy, level su rface. 

• Operate a hard disk at temperatures between 50 and I 04 degrees 
Fahrenheit and at a relative humidity of 20 to 80 percent. 

• Avoid spilling any liquids o n o r near the drive. 

• Do not expose the drive to hazardous vapo rs, such as those 
fro m cleaning solvents. 
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Initializing and 
naming a hard disk 

for the first time 

You use the Apple HD SC Setup program, supplied o n o ne of 
the system softwa re disks, to initialize and name a hard disk fo r 
the first time. Initializing (also called formattin/Y prepares the 
disk's surface to store in fo rmation. 

The internal hard disks in many Macintosh models are 
ini tialized at the facto ry; these drives do not have to be 
ini tialized again befo re you use the computer. If the disk in your 
compute r has been ini tialized, you' ll see the disk's ico n o n the 
desktop when yo u first rnrn o n the computer. 

A Warning: If you received a hard disk with A/UX on it, do not 
initialize that disk; doing so will erase A/UX. Instead, sec the 
A/UX documentati on fo r instructio ns. A 

1 .-'~ 
App le HD SC Setup 

SCSI device _,___~"P~P_le_tm_s_c_se_tu~p-~ 

number of the [ tnlllollze ) ""' 
current hard disk scst Deuice: o 

( Update ) 

( Partition ) ~ 

( Test ) 

Ir au11 ll 
~ The uotume nome ts Channing's 
~disk 

. \kss:ige arc::i 
,;holl'ing tlw name of 
the currl'nt h:1rd di,;k 

Charier 6: ~ lanaging Disks :111d Disk Drives 

1 To initialize a hard disk, 
start Apple HD SC Setup 

by double-clicking its icon. 

The program's main dialog 
box appears. 

2 If necessary, click the 
Drive button co select the 

disk you want co initialize. 

T he current disk's SCSI device 
number is displayed above the 
Drive butto n; the disk's name 
is shown in che message area at 
the bottom of the dialog box . 



Appl e HO SC Setup 

[ lnitlnllze~ 
( Updo te J 

( Portllion J 

( Test J 

Ir ou11 JI , 

SCSI Deuice: 5 

~ 

Ion The uolume name Is Hord disk 

[.t;;;,j "2 

Initializing will erase all of the data 
on this disk. Do you w ant to 
in itialize this disk? 

([Cancel Jl [ lnit ~ ] 

Lsing a hard disk 

3 When the number and 
name of the hard disk you 

want are displayed, dick 
Ini tialize to begin initializing. 

A dialog box appears in w hich 
you must con firm or cancel 

your decision ro initialize. 

4 C lick lnit to initialize 
the hard disk. 

W hen you click, the po inter 
beco mes a spinning beach ball 
a nd the message area of rh e 

dialog box reports the srarus 
of initialization. After a short 
w hile, the computer's alert 
sound signals the end of rhc 
process, a nd a message repo rts 
successful ini t ializatio n. (If 
you sec a report that 
initialization h as fa iled , begin 

the process again. ) 

A d ialog box appears, asking 

you to name the disk. 



Please name this disk: 

([ OK I) 

Apple 110 SC Setup 

[ lnlllollzc J 

[ Updnte ) 

[ Partit ion J 

[ Tes t J 

K Quit it n 

SCS I Ooulco: 5 

~ Drlue lnlllollznllon 
~ successfully completed. 

5 If necessary, type a name 

for the hard disk, then 
click OK. 

If rhe d isk has been initialized 
previously, rhe naming dialog 
box will nor appear. 

6 C lick Quit when the 
message reports successful 

initialization. 

> See also: • "Scrring the SCS I Di.:vict umber" in Chaprer 9 
• "Tcsring and Repairing a Disk" in Chaprcr I 0 

Partitioning a hare! disk You partition a hard d isk- rhar is, divide irs storage area into 
rwo or mo re separate sectio ns-so rhar rhe disk ca n be used by 
different types of compute rs, such as rhe Macintosh and rhe 

Apple Iles®, o r by d ifferent operating systems, such as the 
standard Maci ntosh syste m and A/UX. 

~ Important: Apple recommends that, whenever possible, a 
separate hard disk be used fo r each di fferent operating system. 
T h is srraregy is preferable ro parririon ing a single hard disk for 
use by rwo operating sys tems. 

Chapter 6: .\lanaging l)j,b :111d Di~k DriH·~ 
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The instructions that follow provide a summary of the 
partitioning process; be sure ro consult the documentation for 
the other operating system or systems you will use on the 
partitioned ha rd disk for details regarding your choice of 

. . 
parm10 111ng optio ns. 

A Warning: If you received a hard disk with A/UX on it, do not 
partition that disk; do ing so will erase A/UX. Instead , see the 
A/UX documentation for instructions on partitioning. • 

~ 
c~ 

App le HD SC Setup 

SCSI dcvic.: ---tl--::=A=P=P'=" ~uo_s-;-c_s_ct_up_~ 
numh1:r of the [ lnltlollze) ""-. . scs I oeulce: o 

current hard disk [ Update ] 
( Partition J ~ 
[ Te•t J 

t Quit n -·-------- -----·-IE The uolume name Is Andy 's 110 

l'sing :i hard disk 

Mess:1ge area 
showing the name of 
1hc rnrrem hard disk 

1 To partition a hard disk, 
first start Apple HD SC 

Setup by double-clicking 
its icon. 

The program's main dialog 
box appears. 

2 If necessary, click the 
Drive button to select the 

disk you want to partition. 

The current d isk's SCSI device 
number is displayed above the 
Drive button; the disk's name 
is shown in the message area at 
the bottom of the dialog box. 

Il l 



St111d:1rd p:1nitions 
( m :1\' 1:1ry) 

] -, ) ,_ 

Bu non to di,pl:iy 
:1 di:tlog box 
r'or :1dju,ting 
p:initinn 'i1.i: 

---: 

Opple 110 SC Setup 

( lniliali2e J 
SCS I Oeuice: S 

( Upda te J , 

( Partition ~ 

( Test J 

(! Quit H 
~ The uolume nnme ts Harcl disk 

~ #2 

Select a predefined disk partitioning scheme and click OK to partition 
the entire disk. Or select Custom to make your own porlltlons. 

rl MllHimum Macintosh IQ llord dis k 112 
Minimum Mnclntosh 
503 Macintosh 
n/Ull BOSC t2 Macintosh) 
O/ UH I 60SC t20 Moclntosh) 

( Cus tom J O/ UH I 60SC t40 Macintosh) 
L-j O/ UH i 60SC (60 Macintosh) /-

I ~ ~ ltEa) 

Chapter 6: ,\lan:tging Disks and Di~k Dri 1·i:~ 

3 When the number and 
name of the hard disk you 

want are displayed, click 
Partition to begin the 
partitioning process. 

4 Select a standard 
partition from the list, or 

click Custom to adjust 
partition size, then click OK 
to partition the hard disk. 

Consulr rhe documenrarion 
fo r rhe other operating system 
you plan ro use for specific 
parririoning instructio ns. The 
standard partitio ns available 
may vary; the list shown here 
. . 
1s representanve. 

W hen you click OK, a dialog 
box appears giving you a 
chance to confirm or cancel 
your decision to partition. 

,.. 



A The data on SCSI driue number '5' will be 
U lost dur ing the repa rtitioning process. 

Press OK to repar tition. 

( OK ~ J ([ Cancel )J 

Rpple HO SC Setup 

[ lnilla llze J 

[ Up<lotc ) 

[ Porlltlon J 

[ Tes t J 

11 ou11 ~ JI 

SCS I Oe uice: 5 

~ 

5 Click O K to parti t ion 
the hard disk. 

When you cl ick OK, rhe 
pointer becomes a wrisrwarch 

and the message area of rhc 
d ialog box reports rhe srarus of 

parririoning. After a short while, 
the computer's alert sound 

signals rhc end of rhe process, 
and a message reports successfi.J 
partitioning. (I f you see a repo rt 
rhat parti tioning has fa iled , 
begin the process again.) 

6 Click Quit when the 
message reports successful 

partitioning. 

> See also: • "Serting rhe SCSI Device N umber" in C haprer 9 
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Erasing a hard disk Yo u can erase a hard disk using rhe Erase Disk co m mand. T his 

command rein irializes the d isk. 

Restart 
Shut Down 

c:::::J Completely erase disk named 
" Walthrop " (eHternal hard disk 

drive)? 

([ Cancel JJ [ I nitializ(llJ 

Chapter 6: .\l:111agi11g Disks :ind l)j,k Drirc, 

1 To erase a hard disk, 
first select the icon of the 

disk you want to erase. 

2 Choose Erase Disk from 
the Special menu. 

An alerr box appears, ask ing 
you ro confirm rhar you wanr 
ro in irialize rhe d isk and giving 
you a chance ro cancel rhe 

erasure. 

3 Click the Initialize 
button. 

T he disk is erased and 
reinirialized . A sraws box on 
the screen repo rrs che progress 
of this proced ure. 

(Clickin g Cancel rather than 
Initialize cancels the erasu re.) 



Renaming a hard disk You rename a hard disk with rhe standard ed iting steps. 

1. ... 
Sarah ·'s disk ~ 

1 To rename a hard disk, 
first select its icon. 

2 Type a new name for 

the disk. 

W hen you begin typing, the 
po inter d isappears. T he 
insertion po int blinks at the 
end of th e text you cype. 

3 C lick anywhere outside 
the disk ico n. 

When you cl ick, the insertion 
po int disappears and the ico n 
is desel ected . 

Backing up a hard disk You can back up the work you store o n a hard disk by copying 
individ ual fil es in the usual way (dragging thei r ico ns to the icon 
of another disk). 

You can also use a commercial backup program to copy some o r 
all fil es from a hard disk to another hard d isk, to a rape drive, or 
to a series of Aoppy disks. 

Whatever method you use, be sure ro back up i1n porrant fil es 
and programs o n your hard d isk regularl y. 

)o- Sec rtlso: • "'Backing Up a Disk" in this chaprcr 
• "Backing Up the Session's \Xlo rk" in Chapter 3 
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Startup disk 
sequence 

T he Macintosh follows a set procedure, called the scanning order, 
to locate a startup disk. The computer always looks first in the 
floppy disk drives, then it looks at external and internal hard disks. 

You can specify which device will be the first hard disk in the 
computer's scanning order by using the Startup Device section 
of the Control Panel. 

The scanning order The Macintosh scans d isk d ri ves fo r a Startup disk in the 
for a startup disk following order: 

• internal fl oppy disk drive 

• second internal fl oppy drive 

• external fl oppy d rive 

• startup device set in the Cont rol Panel 

• internal SCSI hard disk (the computer waits 15 seco nds for 
the internal drive to warm up) 

• external SCSI hard d isk (if more than o ne, in d escending 
o rder of device numbers) 

• internal hard disk (the computer returns to this d rive and 
waits another 15 seconds) 

• flo ppy d isk d rive (if no startup disk has been recognized , the 
compucer displays a blinking question m ark over a fl oppy 
disk icon and waits fo r a startup disk robe inserted in a 

fl oppy drive) 

~ See also: • "Specify ing !rems ro Be Opened ar Srarrup" in 
C hapter 2 

• "Setti ng the SCSI Device Number" in C hapter 9 
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Designating a hard disk 
as the startup device 

If you use more rhan one hard disk with your Macintosh, you 
should specify which o ne is the startup disk. You use the Startup 
Device section of the Control Panel for chis cask. (See Figure 6-2.) 

[o Control Panel 

c:J -Jose's • 1 111111 

··o 
Moose 

.,.; :· .· : . ·. ·. · . · · : ·. : : : :: : :::::- > 

Figure 6-2 The Starrup Device section of the Control Panel 

W hen you des ignate a startup device, it precedes all ocher 
devices except fl oppy disks in the scanning o rder. 

Rb out the Finder ... 

Rlarm Clock 
Calculator 
Chooser 

S1:in up disk sequence 

1 To set a startup device, 
first choose the Control 

Panel desk accessory from the 
Apple menu. 

The General Control Panel 
appears. 
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Control Panel 

-Jose ' s #J 
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2 Scroll if necessary, then 
select the Startup Device 

icon in the left area of the 
Control Panel. 

The Startup Device section 
appears. 

3 Click the icon of the disk 
you want to be the 

startup device. 

4 Click the close box to 
close the Control Panel. 

Ir's a good idea to close the 
Control Panel, although you 
can leave its window open. 

,... 



Protecting 
infonnation 

on a disk 

Clean Up Window 
rmpti.~ Trnsti 
[rnS(~ rH~k 

Set Startup ... 

5 Choose Restart from the 
Special menu. 

T he computer restarts, using 
the d isk you specified as the 
startup device. 

> See also: • "T he Scanning Order for a Sra rru p Disk" in rh is 
chaprer 

You can protect all the information on a d isk by locking the disk 
itself, or you can lock individual documents and applications in 
the Info window. 

T he info rmation in a locked document or disk can't be changed 
or thrown away; it can usually be opened or copied, however. 

Locking a floppy disk You adj ust a cab on the disk's plastic case ro lock ir. 

Unlocked Locked 

Protect ing information on a disk 

1 To lock a floppy disk, 
first locate the tab at the 

top-left corner on the back of 
the disk. 
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2 Slide the tab upward 
with the tip of a ballpoint 

pen (or a similar tool). 

T he disk is locked when rh c 
cab is in rhe up per position 
and an opening is visible in the 
disk's case below the tab. 

Sl iding rh e tab down (covering the opening in rhe case) unlocks 
a fl oppy disk. 

Locking documents You use the Ger Info command ro lock a document. 

I 
iii&$®) 

New Folder 3CN 
Open 3€0 
Print 
Close 3CW 

Ch:iptl."r <>: \l:111:1ging Disk~ and Oisk Dril'e., 

1 To lock a file, first 
select its icon. 

2 C hoose Get Info from 
the File menu. 

The In fo window opens. 



0 Info = 

From Amy 
locked~ 

Kind : CoptJ of 'w'r'"iteUow d~t 

Siu : 1,024 byl•s USM, I Kon disk 

,.,here: .irchives, internal drive 

_[ii! Info 

r;i11 ~ From Amy 
locked !8J 

3 C lick the Locked box in 
the upper-right corner. 

4 C lick the close box to 

close the Info window. 

T he document is now locked. 

You can also lock a p rogram using rhe Info window (to prevent 

rhe program's being erased, for exa m ple), bur locking a program 
may affect its operation. 

·:· l ocki11gJofders: You ca n' t use Ger In fo to lock folders; 
however, you can protect the conrencs of folders on an 
AppleShare file server by using rhe Access Privileges desk 
accessory in the Apple menu. ·:· 

)o- Sel' 11/so: • "Creating Privare hies 0 11 a File Server" in Chapter 7 
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Adding the 
.Nlacintosh to 

a network 

Chapter 7 

Using the Macintosh on a 
Computer Network 

All Maci ntosh models have builc- in circuicry fo r conneccing 
ro a LocalTalk'·" net\¥ork. LocalTalk is o ne of che net\\fork cypes 
available in che AppleTalkCli> nen vork syscem-a means ro 
connecc compucers, prinrers, and ocher devices so rhac rheir 
users can share informacion and resources. Some Macinrosh 
models can use expa nsio n cards rhar provide conneccions fo r 
ocher cypes of AppleTalk nct\\forks in addicion ro LocalT alk. 

T his chapcer provides an introducrion ro using the Macinrosh as 
part of a n.et\\fork and instructions for using the parts of the 
system soft\\fare chat are designed for network operations. 

You can easily co nn ecc ch e Macinrosh ro a network that uses ch e 
compucer's bui lt- in LocalTalk circuitry. If yo ur Macintosh mod e 

has sloes fo r expansion cards, you can inscall a card to provide a 
conneccion to a d ifferent cype of net\\fork, such as Echern ec. 
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Connecting ro an existing 
LocalTalk nem·ork 

You can add your Macinrosh to an exisri ng LocalTalk neC\vork, 

or you can connecr one or more LocalT alk d evices to rhe 
Macin tosh and create yo ur own small nerwo rk. 

D 
1 ~1 

:i 

The inscrucrions thar fo llow provide a summary of procedures 
fo r connecr ing roan exisri ng nerwork. Consult rhe 
documentatio n prov id ed with rh e Loca lTalk con necto r and 
cable fo r a mo re detai led rrearmenr of th is task. 

To make the LocalTalk connection, you use a built-in connecto r 

o n the Macinrosh- the printer port- and a LocalT alk cable (o r 
a compatibl e cable). 

~ Important: If you are adding the Macintosh roan existing 
neC\vo rk , noti fy the other compute r users on rhat network, and 
arrange to make your connection ar a time rhat won'r d isrupt the 
network's operarion. ~ 

1.ocilT:ilk 
( Ol11ll'l'i<ll" ht1X 

2-m<:l<:r tahl<: 

1 To connect to an 
existing LocaJT alk 

network, first assemble the 
components you need: 
LocaJT aJk connector box and 
cable, exrender and extra 

cable if necessary, and the 
Macintosh. 

2 Unplug the LocalTaJk 
cable from the LocalT alk 

connector box of the device 
that will be next to your 
Macintosh on the network. 

C:il:1pl<:r 7: I '.sing till' ~ lacin1osil on a Compull'r \L'lwork 
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Printer icon ---t1 

D IC~l'"'""' 
I I 8 

n L lkrnnncctcd 

-~rf.~,,_ ~-~--= cable hcrl' 

D 
I I 

n......-- Ne\\' 1\lac 01 
8 ~ 

Ii 

~ \"e11· ca bk q 
' :machcd here 

Adding the .\lacintosh to a net\l"ork 

3 Plug the cable end of 
the LocalT alk connector 

box into the Printer port on 
the back panel of the 
Macintosh. 

You can recognize the Printer 
pon by the icon above it on 
the case. 

4 Plug the cable you 
unplugged earlier into one 

of the sockets in the the 
LocalT alk connector box now 
attached to your computer. 

If the cable isn' t long enough, 
you can attach a cable extender 
and addi tional cable ro it. 

5 Plug one end of your 
LocalTalk cable into the 

second socket in the 
LocalT alk connector box 
attached to your Macintosh. 

If rhe cables aren't long 
enough, you can at tach a cable 
extender and addi tional cable 
to one or both of rhem. 
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D'"'"'" 6 Plug the ocher e11d of 

your LocalT alk cable into 

the empty socket of the 
LocalT alk connector box 

attached to the compu ter next 
to yours on the network (the 
one from which you originally 
detached a cable). 

Now your Macintosh is parr of 
rhe network . 

W hen you've completed the network cable co nn ections, it's a 
good idea ro make sure chat all cables and dev ices you worked 

with have bee n rcconnecrcd to a LocalT alk connector box. Two 
cables should be attached to the connector box for all devices on 
the nerwork except fo r those at eirher end of the network. 
D evices at the end should have only one cable in their connector 
boxes. (Sec Figure 7- 1.) 

D Q D ( Y= I I I 

C,. x 
Figure 7- 1 .\ l.oc ilT:ilk 11<:1\\ork 11i1h 011.: 100 m:111y c1hl.:.' 

As norcd, some Macinrosh models can also co nn ect ro orher 
rypes o f Apple Talk ncrwo rks. I nsrrucrions for rhese connections 
are provided with rheir specia lized hardware and sofovarc. 

Chapll'r - : l \ i11g till' ,\laci1110 . .,h 011 :1 C:ompult·r :\l'twork 



Preparing rhe 
1\facintosh system soft\\·are 

for net\\·orkinu 
b 

The system sofrware supplied w ith the Maci nrosh contains 
clcm enrs for some nerwork operarions. D epending on whar 
devices you r Macinrosh netwo rk uses, yo u may need ro install 
some or all o f these parts of rhe system sofrware on your 
startup d isk: 

• LaserWri ter printer drivers-LaserPrep and LaserWriter 

• 1 mageWriter printer driver-AppleT alk Image W riter 

• Image Writer LQ printer driver-LQ Apple Talk Image Writer 

• AppleSha re driver (fo r using an AppleShare fil e server o r 
pri n r server) 

• Access Privileges desk accessory (for checking your access ro 
fi les on a n App leShare fi le server) 

• any special software supplied with networking cards o r other 
nerwork devices, such as Ethernet sofrwarc if you insrall an 
Ethc rTalk® card. 

You also need to be sure that Apple Talk is turned on if you 
want yo ur Macintosh rouse rhe services of an App le Talk 
nerwork system. 
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; ; .......... r 
.......... ,__,.,,.._, 

! !@iitMM 

~a.a 
LlJ PrintMonitor 

Sy stern Folder 

App leShat·e 

1 To prepare the Macintosh 
system software for network 

use, first place all the drivers for 
your network's Apple Talk 
devices in the System Folder of 
your startup disk. 

You can copy these drivers by 
dragging them into the System 
Folder of your startup disk, or 
you can use the Installer to add 
them to you r system. T hey 
include the printer drivers. 

2 If necessary, install the 
AppleShare resource by 

following any special 
AppleShare instructions 
supplied w ith your 
Macintosh model or by 
dragging it to the System 
Folder of your startup disk. 

If no special instructions fo r 
AppleShare installation are 
provided with your Macintosh 
and yo u plan to use an 
AppleShare file server, be sure 
to place the AppleShare 
resource in your System Folder 
by dragging its icon or by 
using th e Installer program's 
C ustom option. 
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Active bu1ton 
selected indic tl<:s 

that AJlpleT:ilk is on. 

~ 
~ 

EtherT.alk 

Q Font 
Mouer 

@ Desk Accessory 

Rlorm Clock ~ I « '""'ij D Chooser 
I- ( Remoue ) Control Panel 

Find File 

[; 8683 bytes 
!QI selected 

System I , Recess Priuileges 
on Jody's hard disk 

1 

( Help ) I on Jody's hard disk 
3080K free : 30BOK free 

( Close ) I ( Quit I i I Close l ------------------

Chooser 

~ ~ ~ I I ApflltT•lc:l .. ~'w"nt"" 

:x ~ 
LutrYrttf'f" LO AppltT.al. I 

I User Name 
I .. 

I 
@ Active 

I l2l ! AppleTolk 0 lnecllve 

I 
I 

3 Copy or install any 
other necessary software 

for network devices on your 
startup disk. 

C onsulr rhe documenrarion 
for rhar software fo r specific 
. . 
1nsrrucnons. 

4 If you are using an 
AppleShare file server, use 

the Font/DA Mover to install 
the Access Privileges desk 
accessory. 

Skip this step if you are not 
using an AppleShare fi le server. 

5 Confum that Apple Talk 
is turned on in the Chooser. 

If it's not, click the Active button 
co turn it on. 

)I-- See fllso: • "Creating a C uswm i1.cd Sysrcm" in Chaprcr 2 
• " lnstalling a Desk Accessory" in C haprer 8 
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Changing from 
one network to 

another network 

If you have insralled a card and sofrware for a nerwork orhcr 
than LocalTalk, you have a Netvvork section in the Conrrol 
Panel. You use this secrion to designare which type of network 
you wa nr to use and to change from one network to ano rher. 

Rbout the Finder .. . 

Rl arm Clock 
Calculator 
Chooser 

.. . .,, 
c 

Mouse 

1 T o change from one 
type of network ro 

another, first choose Control 
Panel from the Apple menu. 

The C ontrol Panel opens, with 
rhe G eneral secrio n d isplayed . 

2 Scroll if necessary ro 
locate the Network icon, 

then click it ro display the 
Network section. 

T he Network Conrrol Panel 
appears, with the icon of the 
network currenrly in use 
selecred. The po inrer becomes 
a crosshair when you place ir 
in rhe area where the network 
icons are located . 
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Crosshair pointer 

Icon representing 
the built-in 

:\pplcTalk circuitry 

([ 

J;;[ Control Panel 

I e Ml\ "~ :!.! 

"""'' Ethtf"hk 

I ' ~~ 
ll!D!llD 

<I»» .....,. 

h [ffi1 
Stwtup O.v ic.~ In 

. .. . .. , , ,,, , ·.···· · · .. 

Recess to current network services 
will houe to be re- established. Rre 
you sure you wont to change the 
Rpp leTalk connection? 

OK It]) Cancel 

3 Click the icon for the 
network you want to select. 

W hen yo u select the icon, it 
beco mes highlighted. You may 
rhen see a message alerti ng 
you that you will lose your 
connection with the devices 
o n your currently connected 
network. 

4 Click the OK button to 
confirm the change of 

networks. 

If you aren' t sure that you 
want to change networks, click 
Cancel and consult the 
network administrato r or the 
documcnration for the 
network products yo u're using. 

After you close the Control Panel , your choice remains in effect 
unr il you choose a different netwo rk . 

:\clcling thl' \l:1cin1osh to a net11·rn'k 191 



192 

Using a printer on 
the network 

Like the Macintosh, most models of the LaserW riter printer have 
built- in Apple T alk circuiny a nd connectors. The ImageWriter 
and lmageWriter LQ printers can also be used on a network if 
they co ntai n an Apple Talk adapter. If your Macintosh is part of 
a network chat has more than o ne printer, you can use any of 
those p rinters. 

If you r ncrwork is linked cogerher with ocher Apple Talk 

networks, you may have access co printers on ocher nenvo rks. 
W hen multipl e networks are inrerconnecred, the resulting 
inter11et may be divided inro Apple T alk zones for easier 
management. You can select a ny zone listed in rhe C hooser co 
use p rin ters and servers available in that zone. 

You specify the zone and the printer you want co use with the 
C hooser. (See Figure 7-2.) 

--·········r 
-~~. 

AppleShare lfQ$4fMd 

App leTelk Zones: 
,,. 

Chooser 
Select 6 LeserWr iter: 
Fontsgalor e 
Grephics 
Qui ckndi r ty 
Steedystreem 
Tol edo 

Beckground Print i ng: 

Thi; pan of the Chooser - CC4-5th/ North 
docs m~ appear if the CC4-5th/South 

nc1work b not pan of an CC4- 6lh/ North 
i111crrn1111\!ctecl group. CC4-6th/South AppleTelk 

@Active 
O Inactive 

Figure 7-2 The Chooser showing zones and LaserWriter printers 
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""'! Choosing a net\\'Ork printer You use the Chooser ro designate boch necwo rk primers and any 

Icon~ for the type 
of device you 

want to use 

connected di reccly ro your Macinrosh. 

[:![ Choos er -

~~ 
Select o me server 

~ 
I 

App\tSh.lr• L1.1..-... ,.1t..-

I I 

~ (QEJ 
AppleTolk Zones· - - ---.. User Name 
CC4-Slh/Norlh I- I CC4-Sl h/Soul h t-
CC4-6lh/North 

IQ I AppleTolk @ Active 
CC4-6l h/Soul h 0 lnoc t1ve 

l'sing a printer on the nct\\·ork 

~ 
I 

1 To specify a network 
printer, first select the 

Chooser &om the Apple menu. 

The C hooser opens. 

2 If necessary, locate the 
icon for the type of 

printer you want to use, then 
click the icon to select it. 

Yo u may have to scroll to 

locate the icon. W hen yo u 
select a different type o f 
device, che list in the box o n 
the upper righc changes to the 
names of available devices. 
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~ Chooser 3 If necessary, locate the 

name of the zone in which 
you want to use a printer, then 

click that zone to select it. 

! 

~ -- 1!£1 

1 

Selecl o Loserwrlter· 
~ Font sgolore 

~ -· Graphics 
..... si..r. lm!rlmlll Qu1ckndirty 

St eodyslreom 
jQj Toledo 

jQj 
Bockgrouna Prtnltng @ On 0 011 

AppleTelk Zanes - - --" . User Nome 
CC4·Sth/North h Ill.[;· ' I CC4·5th/South I-' 
CC4·6th/Norttlt 
CC4·6th/Soulh r; Appl eTolk 

@Acti ve 
O 1noct1ve 

Chooser 

~ ~ IQ Sel ect o Loserwrtter 
Borcelono Ir! Copn ........... m!lrlill!!ll 
Honolulu I-

Londo\ 

~ Pons 

~ 
Background Printing @ On Q Oll 

AppleTol k Zones. - ---CC4 Upper E User Nome 
CC4·5lh/Nor th I " ' I CC4·5th/South I-

·• AppleTolk 
@ Active 

CC4· 6 th/South O 1noct1ve 

You may have to scroll to 

locate the zone yo u want. 
When you select J d iffere nt 
zo ne, rhe printer names 

change in the upper-right part 
of the window. 

4 Click the name of the 
pnnter you wane to use. 

You may have ro scroll ro 
locate the name. 

Your choice rakes effect immediately and remains in effect un t il 
you choose a di ffe rent printer. (Ir's a good idea ro close rhe 
C hooser window.) 

Printing your '\York 
on a nem·ork printer 

Once you have designated the printer you wanr ro use (with the 

C hooser), you sim ply print yo ur documents in rhe usual way
by using the Print command in an ap plication program o r by 
selecting o ne o r more docum enrs on rhe desktop and choosi ng 
Print fro m the File menu . 

)I-- See nlso: • "Prinring Your Work" in Chaprcr 4 
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... Using a print server A print server is a co mbination of hardware and software that 

manages princing jobs sent ro ir by a number of computers o n a 
network. A print server is often called a spoole1~ a term that is 
general ly used as pan of its nam e o n the netwo rk. 

If your Mac intosh is part of a network thar conta ins a prinr 
server, yo u ca n send pri nting jobs ro it and make the most 
efficient use of your computer fo r othe r work. Yo u may wish to 
turn off background priming if you use a print server. 

Selec t a Laser Writer: 
ACOT Express Spooler 
Duck Dodgers 
Shane's Shfne 
Med Helter Spool er ~ 

Mushroom 

1 To use a print server, 
first open the C hooser 

desk accessory in the Apple 
menu. 

2 Follow the regular steps 
for choosing a printer, but 

select one that has Spooler in 
its name. 

You may have to scroll to 
locate the nam e. 

W hen you pri nt a docume nt, the prinring status box appears fo r 
a few moments, then closes. You ca n now use yo ur Macin tosh 
for other wo rk while printing. 

)o- See nlso: • "Using Background Prinring" in Chaprcr 4 
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Using an AppleShare 
file server 

If yo ur Macin rosh is part of a nerwo rk chat has an AppleShare 
file server, you can expand yo ur access to programs and d ata 
significantly w ithout adding a ny compo nents ro you r own 
computer. Yo u can also create private fi les o n the server and 
d esignate who w ill have access to them . 

196 

In addition, a file server allows yo u ro exchange in fo rmation 
with anyo ne else on your netwo rk o r in a zone that yo u ca n 
reach from your compu ter. 

Gaining access to an 
AppleShare file server 

You co nnect to a fil e server w ith the C hooser. 

The instructio ns that follow summa rize the connecti on process; 
consult the A ppleSha re file server d ocumentation fo r a complete 
explanation of all options. 

El[ 

~ ::I 
V ltShart LiSK'Yr it..-

~ 

.IQ 
AppleTalk Zones ... 
CC4·5lh/ Norlh r 
CC<l·:S th /Soutn I-
CC4·6lh/ North 

]Q CC4-6lh/Soul h 

Chooser ::;: 

I ~ 
Background Prinung @ On 0 011 

User Name 

I .. ' I 
AppleTa lk @ Aclfve 

0 Inac tive 

1 To gain access to an 
AppleShare file server, 

first select the C hooser from 
the Apple menu. 

The C hooser opens. 

2 C lick the AppleShare 
icon to select it. 

W h e n you select a type of 
device, the nam es of the 
devices available appear in the 
upper-right list box. 
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D Chooser 

~ 
Select a f113 server 

1' =r Ootabase dOwnlooos ~ Electronic tool s 
~l.iSft"'W'rlttf" Graphics server H 

More grophics 
]QJ Bollerplote mes 

JQj CEJ Appl eTolk Zones .. User Nome 
CC4-5lh/ North I- Im I CC4-5th1Soulh I-
CC4-6th1Nort~lt 

~ AppleTal k 
@Active 

CC4- 6th1South 0 lnoctlve 

ll[ = Chooser -= 

JQ1 
Sel ect • tile server 

Jff ~ Art group [Q 
Buoget s 9 1 & 9 \ 

~ luH'W'f'lttf" Morketlng plans 
Oolo archives 

~ 
JQj OD AppleTalk Zones 

CC4 Upper ~ I User Nome: 
CC4- 5th/North I- I • . I CC4-5th/South I-

AppleTal k ®Active 
CC4-6th/South IQ I 0 Inactive 

llE Chooser 

jQj 
Selecl o f ile server; .. ~ Ar~oup IQI 
Lm• · 

~ Lu.t''w'l'ittr Morketlng plons 
Dato orchlves 

, 
JQj 

JQj CE]) 
AppleTolk zones: ------------CC4 Upper 

~ User Nome· 
CC4-5th/North I I CC4-5lh/South J-

Appl eTol k ®Active 
CC4-6th/South IQI 0 lnocttve 

L ·~ing :111 i\ppk:Shan: fi l~ sern:r 

3 If necessary, click the 
name of the zone in which 

you want to use a file server. 

You may have co scroll co 
locate the zone you want. 
W hen you select a different 
zone, the server names change 
in the list box at the upper
right side of the window. 

4 Click the name of the 
file server you want to use. 

You may have co scroll co 
locate the name. 

5 C lick 0 K when the 
name of the file server you 

want to use is selected. 

A d ialog box appears when 
you click OK, in which you 
provide information fo r 
connecting co the server. 
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Guest d0t:s not 
n.x1uire n:tl11l' or 

passiYord (but ma y ~~~nee! lo Ille file •eruer "Budgets 91 & 92" 

lia1·c li111i1ed :1rccss . 
. . /} (1\H!>l 

to 111for111a11011 ). ~ ,,.-® negi•lered U•er 

lkgi,l<:r.:d user's L Nome: =I J::::•:=du:=L::::•:r•::::•n::::::::::::::::::::::::::::::::::::::::::::= 

11:1111c and p:1ssii-ord Password: h I I I I I HI (Scrambled) 

must 111:1td1 tl10sc in 
:1 111:1,;tcr Ilk: on till' 

'\LT\'l.'r or acc'-""'·..., 
will he denied. 

cc;;meo [Se t Password ) OU 

Connecl lo lhe Ille seruer "Oudgels 9 1 & 92 " 
as: 

0 Gue•l 
® Regl•t ered User 

Nome: I Jody Larson 

Possword: h I I I I I HI (Scrombled) 

[ Cancel ) (Set Password J lt:::filC~J 

6 To connect to the server 
as a Registered User, type 

or correct your name if 
necessary. (Your name must 
match the form with which 
you are registered.) Then, type 
your password . If you're not a 
registered user, click the Guest 
button, if it's not dimmed. 

Your name will be inserted 
automatically if you 've 
supplied a user name in rhe 
C hooser. When yo u rype your 
password , you won' t see the 
characters on the screen (for 
securi ty), so type carefully. 

If the Gucsr oprion is dim med 
and you 're not a registered 
user, you wo n' t be able to 

connect to the server. 

7 Click OK. 

When yo u click OK, another 
dialog box appears, in which 
you select the portions of the 
file server you wan t to use. 
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!'onions of the file cill 
M:IYcr<callcd ~ Oudgets 21 fr 92 

l'OirllllC'.\) :l\·ailable Select the seruer uolumes you wont to use: 

to this user+-{ Operations FY9t -gi
0

r@ 

II 
Operotoons FY92 lJJ 

~l'iL'CtL·d rnlumc ll1' ' l 'j 

II 

llo1jllJond1~r O]QJ 
.· .. 1

. . I) Checked uolumes (18] ) will be opened at 
A jlI I\ .He ( C 1mmec - system stnrtup time. 

\'()illlllC ltO \\'hich 0 Soue My Nome Only 
thh Ll~C[ doesn't ® Sou e My Nome ond Possw ord 

h:I\ L' :ll'CL'SS) Ou it U on; ll 

r5lj 
,-=r, 
Staffing 

... --!- .... , 
, _;i._,: : 

MlfUtMt::::::::~~~ 
L ......... fl 

11111 

Using :Ill :\ppleSharc file server 

8 Select the name or 
names of the volumes you 

want to use, then click OK. 

You may have ro scroll ro 
locate the volu me or volu mes 
you want. W hen you click 
OK, the di alog box closes and 
the selecred volume or 
volumes appear as ApplcShare 
icons on your desktop in rhe 
area where disk icons appear. 

9 Use a file server 
volume as you would a 

disk, opening it and using the 
documents and folders in its 
window or creating new 
documents on it. 

10 When you're 
finished using a file 

server volume, drag its icon to 
the Trash to disconnect your 
Macintosh from it. 
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Storing and retrieving You use programs, documents, and fo lders on a file server in much 
information on an the same way you use them on a d isk in a drive that is pan of your 

AppleShare file server Macintosh system. 

Because an AppleShare file server provides a means oflimiting access 
to programs and files, you may not be able ro use some server 

volumes and some folders on the volumes that are available to you. 

You' ll recogn ize the volumes, fo lders, and documents co which 
you do not have access because their icons (or their names in a 
list) arc dimmed in the server w indow. 

With the exception of dimmed items, you ca n copy items from 
the fi le server to your d isks, create and edit docume nts o n the 

server, use progra ms on the server, and copy or save items from 
your Maci nrosh to the server. 

Consult the AppleShare file server documentation or see the 
netwo rk adm inistrato r fo r yo ur wo rk group for more derailed 
in fo rmation about fi le server use. 

Creating pri\·ate files When you arc co nnected to a file server as a registered user, you 

on a fi le se1Yer ca n c reate and assign access privileges to folde rs. Thar is, you 
designate w ho can use a folder and what the users can do w ith 
tts contents. 

In brief, the access privileges you ca n assign include 

• three catego ries of users-owner (you), group (any gro up 
registered on the server by the administrator), and everyo ne 

(all registered users and guests who have access to the server) 

• three types of privileges fo r each of these user categories-the 
privilege to see any folders inside the folder you created; the 
privllege to read or copy any documents or programs in the folder 
(bur not to change any); and the privilege to make changes to any 
of the folder's contents, incl uding deleting items from it 

Consul t the AppleShare file server docum entation o r th e 
network admin istrator for your work group fo r mo re derailed 
information about AppleSharc's access privileges. 
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Connecting to 
another cornputer 

via moden1 

You can obtai n a great deal of electroni c in fo rmatio n by usi ng a 
modem-a device that converts computer signals for 
transmission over telephone lines-to commun icate with other 
computers. 

You can connect to numerous commercial information services 
and free bulletin boards by modem, and you can also connect 

directl y with another individual computer user if that person's 
sys tem is equipped with a co mpatible modem and con troll ing 

softwa re. 

You need a communications program to di rect the modem's 
operations and a telephone line th at is relatively free of stat ic or 
other interference. T he docum entat ion for a modem and for 
communicat ions programs can provide specific instructions for 
connecting with other computers via m odem. 

O nce you've made a connection with a nother com puter, you can 
use the commun ications program to send and receive files and 
to perform many activities on the o ther computer. 

>- See also: • "Connecting a Modem" in Chapter 9 
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Personalizing Your 
Macintosh Work Space 

Chapter 8 

The Macintosh is designed co lcr you adjust some aspects of irs 
operation and its screen's ap peara nce. These custom izable items 

include 

• m ouse operanon 

• keyboard operatio n 

• sound and volume 

• rime and d are 

• rhe look of rh e desktop 

• colors o r shades of gray 

• fonts and desk accesso ries 

Most of rhese adjustments arc made in rhe Control Panel. Some 
use desk accessories or o th er parts of rhc system so ftware 
supplied with the Macincosh. A few adjustmen ts, such as screen 
brightness and monitor position , are made with rh c hardware. 
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Adjusting 111ouse 
operation 

Yo u can modi fy two aspects of mo use operation- pointer 
movement and d ouble-clicking speed-in the Mouse section of 
the Control Panel. (See Figure 8- 1 ). 

=o 

n 
~ 

Control Panel 
M ouse Tracking 

Figure 8-1 The J\ louse Comrol Panel 

Setting the correlation The correl atio n between mo use and po inter movement, called 

between mouse and mouse tracking, can be adjusted so that the poin ter moves che 

pointer movement same dista nce o n the screen as the mouse moves, or so that the 
po inter moves up co two times as fa r o n the screen as che mouse 
moves, d epending o n how fast yo u move the mo use . 

Mo use crackin g is preset to slow when you install the system 
software. T he optio ns fo r t rackin g are 

• Slow- th e mouse and the poin ter move che same distance 

• Fast- the pointer moves twice as fa r as the mouse 

ChaptL'r 8: Persrni;dizing Your .\bcintosh \\'ork ~p: 1 cl' 



• Buttons between Slow and Fast-graduations between one
for-one and two-for-one pointer and mouse movement 

• Very Slow/Tabler-the pointer moves at a constanr speed 
when the mouse is moved, a useful setting for drawing with 
the mouse or using a graphics rablet 

About the Finder. .. 

Alarm Clock 
Calculator 
Chooser 

D 

ITT 
I~ 

General 

Keyboard 

Adjusting mouse opera1ion 

1 To set mouse tracking, 
first choose Control Panel 

from the Apple menu. 

The Control Panel opens, with 
the General section displayed. 

2 Scroll if necessary to 
locate the Mouse icon, 

then click it to display the 
Mouse section. 

The Mouse Conrro l Panel 
appears. The po inter becomes 
a crosshair when you place it 
in the Mouse T racking area. 
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Mouse Tracking 3 
Click the button for the 
tracking option you want. 

Crosshair pointer --~<~Ta=b~le\~) __ ~<M~o=us~e)~ T he new tracking option is in 
effect; you can rest it by 
moving the mouse. 

Setting the 
double-clicking speecl 

0 @00& 
Very Slow Slow Fas\ 

After you close the Control Panel, your cho ice remains in effect 
until you choose a diffe rent tracki ng option. 

You can adjust the double-clicking speed of th e mouse button 
by changing the interval between clicks. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

1 
To set the double
clicking speed, first 

choose Control Panel from 
the Apple menu. 

The Control Panel opens, with 
the General section d isplayed. 

Chaptl'r 8: l'L'rso11:1l izing Your ~l:tcinto~h \\"ork ~pact.: 
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D 

rFll 
8 

General 

Keyboard 

The spare between --...--~,___.,[+ + + 
arrows corresponds + 0 + ® + el>" 

to the interl'al Double-Click Speed 

between clicks. 

.\ louse button highlights 
twice at the inte1Yal selected 
wh..:n rou click :1 button. 

Crosshair pointer 

2 
Scroll if necessary to 

locate the Mouse icon, 
then click it to display the 
Mouse section. 

The Mouse Control Pa nel 
appears. The pointer becomes 
a crosshair when you place it 
in the do uble-click area. 

3 
C lick the double
clicking speed you want. 

When you cl ick, the mouse 
buccon on the screen is 
highlighted twice at the 
interval you selected. 

Your cho ice remains in effect until you choose a different 
double-clicking speed. 
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Adjusting keyboard 
operation 

You can adjust the rate of character repetition w hen a key is held 
down as well as the delay befo re the cha racter begins repeating. 
T hese adjustmenrs ca n be made w ith any Maci ntosh n10del and 
keyboard. 

You make these adjustmenrs in rhc Keyboard Con trol Panel. 
(See Figure 8-2.) 

~o 

n 
~ 

Control Panel 

Key Repeat Rate 

000®0 

.-------,.-,-- Option' for dd:1)· 1 
Delay Until Repeal 

1 
h<.:fO!\' diar:it'll' f 

0 ® 0 0 0 rcpl'tilion: thl' Oil 

Option' for -;;--~G=en=er=a~l _ 

rha r:1c'lt'r-rcpc.:t ii ic m 

..!.Slow Fas~ 
. .. .. ... ....... . . . . . . . . . . . . . . . . . . . 

Off Long Short IJUllon lllrll> c 1ff h·r 
rl'p<:tilion 

spct:d 
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... ., 
OJ 

Mouse 

Sound 
. . .... .... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Figure 8-2 The Keyboard Control Panel 

Chapter 8: 1'<.:r:;onalizing Your Macintosh \Vork Space 



Setting the keys· repeat rate O n all Macinrosh keyboards, holding down mos( keys causes 

the character co appear repeatedly on (he screen umil you 
release (he key. You can adjust the rare of repe(i(ion from very 

slow co quite fasc. 

C:rosshair pointer 

Rbout the Finder ... 

Rlarm Clock 
Calculator 
Chooser 

ITT 
~ 

Gener.al 

@l·Iii'·' 

Key Repe.at R.ate 

O@OOCb 
Slow F.ast 

1 To set the repeat speed 
for a key held down, first 

choose Control Panel from 
the Apple menu. 

T he Control Panel opens, wirh 
the General section displayed. 

2 Scroll if necessary to 
locate the Keyboard icon, 

then click it to display the 
Keyboard section. 

T he Keyboard Control Panel 
appears. T he po imer becomes 
a crosshai r when you place it 
in (he Key Repea( Rate area. 

3 Click the button for the 
repeat rate you want. 

Yo ur choice remains in effect unril you choose a d ifferem key 
repea( ra(e. 

Adjusting kerboard operation 209 
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Settinu the clelav b , 

before keys repeat 
You can adj ust the keyboard's operation ro your "rouch" by 
setting the delay before a character begins repeating when a key 
is held down. 

About the Finder .. . 

Alarm Clock 
Calculator 
Chooser 

rn 
8 

Gener.al 

••.. , 

1 To set the delay until 
characters repeat when a 

key is held down, first choose 
Control Panel from the Apple 
menu. 

The Contro l Panel opens, with 
th e General sectio n d isplayed. 

2 Scroll if necessary to 
locate the Keyboard icon, 

then click it to display the 
Keyboard section. 

The Keyboard Control Panel 
appears. The pointer becomes 
a crosshair when you place it 
in the Delay U nril Repeat area . 

Delay Until Repeat 
Crosshair poi111er --=---c-.1 -© o ® o 3 

Click the button for the 
repeat delay you want. 

The Off huuon / 
turns off n:pc::lling Off Long Short 

C licking the Off button 
overrides th e character-repeat 
featu re. 

characters. 

Your choice remains in effect until you choose a d ifferent delay 
opno n. 
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Adjusting sound 
and volun1e 

You use the Sound Control Panel to set the speaker volume and 
to choose the sound che Macintosh makes when it signals you. 
(See Figure 8-3.) 

[D 

n 
~ 

Control Panel 

Figure 8-3 The Sound Control Panel 

If your Maci111osh 
has sound input 
capability. you 'II ~t.:t.: 

an additional control 
here: for information 
on using this control. 
sec Speci(I/ fratures 
of! 'our ,\/aciutos!t. 

Setting the speaker volume You can choose one of eighc volume settings for the Macintosh's 
built-in speaker. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

Adjusting sound and volumt.: 

1 To adjust the speaker 
volume, first choose 

Control Panel from the Apple 
menu. 

T he General Control Panel 
appears. 
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D 
···:. 

C] 
Mouse 

2 Scroll if necessary to 

locate the Sound icon, 
then click it to display the 
Sound section. 

The Sound Con trol Panel 
appears. The po in ter becomes 
a crosshair when you place it 
in the Speaker Volume area. 

Crossh:iir poi111cr ------;-,. 

3 Using the crosshair 
pointer, drag the bar to 

the number you want for the 
level of speaker volume. 

ll:tr indicating------+---"--\,~ 
When you release the mouse 
button , the alert sound plays 
at the volume level you 
selected. 

rnlumelcvd 

Speaker 
Volume 

Yo ur choice remains in effect until you choose a d ifferent level 
fo r speaker volume. 

·:· Speaker volume in two sections: Yo u can also set th e speaker 
volu me in the General Control Panel. ·:· 

> 5£'e r1lso: • "Seering rhc Alen Sound" (next secrion) 
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Setting the alert sou nd Many programs are designed to play a sound when an alert 
message is displayed or when you ny to give a command rhar 
che Macintosh cannot recognize. You can choose one of several 
options for che alert sound. 

Crmsh:1ir pointer 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

D 

··~ 

Mouse 

Alert Sound Sett ing 

Boing 
Clink-Klank 
Monkey =t 

~15Iil'l 

Adjusting sound :md volume 

IQl 

IQ:j 

1 To sec the alert sound, 
first choose Control Panel 

from the Apple menu. 

The General Control Panel 
appears. 

2 Scroll if necessary to 
locate the Sound icon , 

then click it to display the 
Sound section. 

T he Sound Control Panel 
appears. The poinrer becomes a 
crosshair when you place it in 
che Alert Sound Setting area. 

3 Scroll if necessary, then 
click the name of the 

sound you want. 

When you release che mouse 
buccon, rhe selected sound 
plays. 
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Setting tin1e 
and elate 

Your cho ice remains in effect until you choose a different ale rt 

sound. 

•!• Fin sh instead of sound: W hen rhe speaker volume is set ro 

zero, rhe menu bar Aashes in place of an alert soun d. ·:· 

)ii- Sec nlso: • "Sc.:rring rhc Speaker Volu me" (previous sc.:crion) 

T he Macintosh has a n in ternal clock rhac runs co nt inuo usly. A 
battery inside the co n-1purer main tains ch e rim e and dare when 

rhe machine is turned off. 

You sec the rime and dare in the General Conrrol Panel. (See 

Figure 8-4.) 

Keyboard 

... , 
~ 

Mouse 

Sound 

Ra\e of Insertion 
Poin\ Blinking 

·:::1:::· 
O®O 

S low f as \ mm.._ ___ _.,. ___ .__ _ __,,_. __ 
mm Menu Blinking Time (9 -+-----;- Tiirn.:-Sl'.lling :m::t 

mm ~ 5: 14:53 PM 

1:~ ==~-:::;:= 

',Ill, 1--!<f>=12
=h=r=. Q=2=4=hr=·~-;,--~-r- Opiion~ for 12-hour 

mm 0 0 0 ® Date ~ 20~ ~- I or l + hour dock 
@: Off 1 2 3 6/21 /90 =IUI ''''''1------1 _ _:_..::...__:..~~l--":;>'--T- D:Ht:·SClling arc:1 
mm 

RAM Cache ~ I;) Q On 
1----...U'-f @Off 

Speaker 
Volume 

Figure 8-4 The Gener.ti Control P:inel sho\\'ing time and date areas 

)ii- See nlso: • "lnsralling a Desk Acccsso1y" in rhis chaprer 
• "Changing rhc Clock Barrcry" in Chaprcr 10 
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Changing the time You can specify a scandard 12-hour clock (showing A.M . and P.M. 

with the cime) or a 24-hour clock when you sec che cime. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

Cmsshair poi111er _ _ ..,;--___ _ 

@) 1 2hr. (!) 24hr. 

Time (9 
9t°B:19 AM 

Setting time and date 

1 To sec the time, first 
choose Control Panel 

from the Apple menu. 

The General Concrol Panel 
appea rs. The poincer changes 
to a crosshai r when you place 
it in che rime area. 

2 If you want to change 
the type of clock selected 

(12-hour or 24-hour), click 
the appropriate button. 

The rime changes in the T ime 
area to reflccc rhe type of clock 
selecced. 

3 C lick the part of the 
time you want to change 

(hours, minutes, or seconds). 

T he part of che rime you click 
becomes highlighted, and 
small up and down arrows 
appear at the right. 
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Time (9 
Selected M.:ction ---+-_.:::9..:.i:tm)..,l.,.ii :3 1 AM :i 

of the time 

Time ~ 
9:~:3 1 AM lil 

4 Click repeatedly on the 
up or down arrow until 

the time you want is 
displayed. 

T he selecred pa rt of rhe rime 
changes in rhe direction of rhe 
arrow each rime you cl ick. 

You can also rype a new 
number For rhe rime when ir is 
selecred. 

5 To save the new time, 
click the clock icon. 

T he clock icon becomes 
highlighred briefl y, rhen rhe 
new rime is displayed. 

After you close rhe Conrrol Panel , rhe ri me you sec remains in 
effecr unril you change ir. 

·:· Another way to set the time: You can also sec rhe rime, as wel l 
as an alerr rime, in rhe AJarm Clock, a desk accessory rhar is 
pan of rhe sysrem software suppli ed wirh rhe Macinrosh. ·:· 
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.... Changing the elate You change the dare in much rhe same way as you change rhe rime . 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

Date ~ 
Crossh:1ir poimer - --;-___,1;-/

2 
l /gQ 

Selling time :incl cl:ite 

1 To set the date, first 
choose Control Panel 

from the Apple menu. 

The Gener al Control Panel 
appears. The pointer changes 
to a crosshair when you place 
it in rhe Dare area. 

2 Click the part of the 
date you want to change 

(month, day, or year). 

The part of rhe dare selected 
becomes highlighted , and 
small up and down arrows 
appear ar rhe right. 

3 C lick the up or down 
arrow repeatedly until the 

date you want is displayed. 

The selected part of rhe dare 
changes in rhe direction of rhe 
arrow each time you click. 

You can also type a new 
number for rhc dare when ir is 
selected. 



Cros-;h:iir poi1m:r ---r---~;-,,, 
Date IIift 

IB/21 /go fll 
4 To save the new date, 

click the calendar icon. 

The calendar icon becomes 

highlighted briefly, then the 
new dare takes effect. 

After yo u close the Control Panel , the date you set remains in 

effect until you change it. 

·:· Another way to set the date: You can also set the date in the 
Alarm C lock, a desk accessory that is pa rt of the system 
software supplied with the Macin tosh. •!• 

Setting an alert time with You can set the Macintosh Alarm C lock desk accessory to alert 

the Alarm Clock you at a predetermined time. 

T he Alarm C lock is part of rhe system software and is usually 
insralled when you install the system softv.rare. If necessa1y, you 
can install it with the Font/DA Mover. 

1 
To set an alert time, 
first choose Alarm C lock 

from the Apple menu. 

T he Alarm C lock appears at 
the top right of the screen, just 
below the menu bar. Tr 
displays the current tim e o n 
rhe system clock. 

Chaptl'r 8: l'l'rson:i lizing Your Macintosh \\"mk Sparl' 

.. 



"" 

.. 

The highliglucd 
area indicates 

the item dispbycd 
in the middle 

row-the date. 
in tl:is example. 

D 

tJ 3:52:40 PM ! 

6/21/90 

011~1 ~~ 

f o 3:53:34 PM ! 

S..:Vunset but1on --+---{!lt-
for the alarm ~ 

~~ 
8:21 :00 AM 

~ 

lo"~'"",, '"'"" • 

Sett ing lime and elate 

2 Click the upward
pointing lever to the right 

of the time . 

The lever points downward , 
and the Alarm C lock expands 
to its full size. 

3 If necessary, click the 
alarm clock icon in the 

lower-right area to select it. 

The alarm clock area is 
highligh ted when you select it. 
(Skip chis seep if the alarm 
clock is alread y highlighted. ) 
The t ime showi ng in the 
middle row is the last time to 

which the alarm was sec. 

4 Click the button to the 
left of the time in the 

middle row to turn the 
alarm on . 

T he pointer becomes a 
crosshair when you place it in 
the middle row. W hen you 
click, the button moves up and 
the alarm cl ock icon changes 
to show a ringing alarm, 
indica ting char the alarm is 
rnrned on . (Clicking again 
moves the bunon down and 
rnrns the ala rm off) 
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lluuon in lh<: upper 
posi1ion indic:11es 

1ha1 1he ab rm is on. 

D 3:53:34 PM t 

~ 8:2tt:OO AM 

Q) ~ 

~"' ringing alarm 

D 3:53:34 PM t 

D 3:53:34 PM 
8 

5 Click the part of the 
time you want to change. 

The part of the time selected 
becomes highlighted, and 
small up and down arrows 
appear to the right of the time. 

6 Click the up or down 
arrow repeatedly until the 

time you want is displayed. 

The selected part of the time 
changes each time you click. 

7 Click the lever at the 
right side of the top row 

to compress the Alarm Clock. 

The alarm will not go off 
unless you click the lever to 

return to the compact clock, 
select another area of the 
clock, or click the close box. 
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lf"iJ 3:53:34 PM o 1...!;!t, __ _ 8 Click che close box to 
close the Alarm Clock. 

W hen the system clock reaches the rime set for the alarm, rhe alert 
sound plays once (the menu bar flashes once if the speaker volume 
is set to zero) and an alarm clock icon blinks alternately with rhe 

Apple icon at the left side of the menu bar. (See Figure 8-5.) 

·f±j· File Edit Uiew Special 

21 ,342K in disk 

Figure 8-5 The alarm clock icon in the menu bar 

After rhe alarm has gone off, you must open rhe Alarm Clock 

and turn the alarm off to stop the alarm clock icon blinking in 
the menu bar . 

·:· Setting the time and date: Yu u can abu set the system cluck's 

rime and dare in the Alarm C lock, by first selecting the rime 
o r dare icon and then changing the numbers. ·:· 

)Iii>- See also: • "Insralli ng a Desk Accessory" in 1his chaprer 

Selling time and date 
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Changing the look 
of the desktop 

You can modify several aspeccs of che deskcop's and screen's 
appearance wich the Control Panel as well as with controls on 
the Macintosh o r its mo nicor. 

T hree of these items-the desktop pattern, b lin king of a chosen 
menu item, and blinking of the insertion point-are adjusted in 
the General Con trol Panel. (See Figure 8-6.) 

~~~~~~~~~~~~~~~~~~~i- Areas for displaying 

Keyboard 

Rate of Insertion 
Point Blinking 

-::: I:::· 
O ® O 

and ediiing <n·ailable 
deskiop panerns 

:>&------.-- - -L.::'=Sl=ow:::;;r==Fa=s=t =' :t- Oplions for selling 

::,::: Menu Blinking Time (9 7 _ :::~ :::~~;i:~71 r~~l~;f 
:rn:: ~ ~:1~:r

5

~::hr. E Oplion~ for Sl'lling _J!.._~·..!;::·~:=!.-~l'j:lllilJ.· ,.....::=====-~t----:=----1 3 -
the numh<.:r of Mouse ""!! b 0 0 @' Date ~ 2 

blinks of :1 sdtcted :m:! off 1 2 3 6/2 1 / 90 
menu it<.:lll <I >~ :::rn----""""""-------i 

':':': RAM Cache I 32K I !;) 0 On 
1-----"""""-I @ Off 

Sound Spe•ker 
Volume 

Figure 8-6 The General Control Panel showing desktop adjustments 
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Changing the pattern 
displayed on the desktop 

You can choose from a variety of parrerns provided for the 
Macintosh deskrop, or you can create your own design by 
ediring one of rhe parrerns supplied. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

Crosshair pointer--~------~ 

Panern·ediiing area --~1 
(magnified view 

of panern l 

Minialure deskiop --~-~~~ 

~aaaaaaaaaaaaaaaaaaa~ ................................................. ,,. ......... . , .......................................................... .. ............................................................ 
....................... "I . ... ................................ . . , ...................................... . 

Control Panel 

Desktop Pattern 

Changing ihe look of the desktop 

1 To adjust the desktop 
pattern, first choose 

Control Panel from the Apple 
menu. 

The General Control Panel 
appears. The poinrer changes 
to a crosshair when you place 
it in the Desktop Pattern area. 

2 To see the patterns 
available, click either small 

arrowhead at the top of the 
miniature desktop on the right 
side of the Desktop Pattern 
area. 

The pattern changes each time 
you click. Clicking the 
opposite arrowhead reverses 
rhe order of patterns displayed. 

3 When you see a pattern 
you like, click the 

miniature desktop to see the 
new pattern on your full 
screen. 

T he new parrern replaces the 
current pattern for rhe 
deskrop . lf you decide nor to 
keep rhat pattern , begin rhe 
selecrion process again. 
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Desktop Pattern 

4 To edit a pattern, place 
the crosshair pointer in 

the pattern-editing area, then 
click w here you want to make 
a change. 

T iny squares (called pixels) turn 
from black to white or white to 
black (or change colo r) when 
clicked. T he changes you make 
when editing a pattern are 
displayed immediately in the 
miniature desktop. 

5 When you have finished 
edit ing, click in the 

miniature desktop to display 
the new pattern on your full 
screen. 

After yo u close the Control Panel, the new pattern you selected 
or created remains in effect until you change ir. 

>- See nlso: • "Changing rhe Colo rs or Shades ot Gray in rhe Deskrop 
Parrern" in this chapter 
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Adjusting the bl inking Menu items are preset to blink three times when you choose 
of a selected menu item them. You can reduce or eliminate the blinking of a chosen 

menu item in the General Control Panel. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

Menu Blinking 

Crossh:1ir poinler -----;..~ Q Q @ 

Off 1 2 3 

1 To adjust the blinking 
of a chosen menu item, 

first choose Control Panel 
from the Apple menu. 

The General Control Panel 
appears. T he pointer changes 
ro a crossha ir when you place 
it in the Menu Blinking area. 

2 Click the button for the 
number of times you want 

the men~ item to blink. 

C licking th e Off button 
prevents a menu item from 
blinking. 

After you close the Control Panel, the bli nking option you 
selected remains in effect until you change it. 
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Adjusting the blinking 
of the insertion roint 

Yo u can change rhe blinking rare of rhe insercion poim- used to 
des ignare rhc place in a documem or an icon name where you 
will add or change rhe comem- in rhe Genera l Comrol Panel. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

Rate of Insertion 
Point Blinking 

ln'it'nion poim. . .
1

..-

hlinking at the I ·::: :::· 
rate ~elected I ~ @ Q 

Crossh:tir pointer --Y S~·/ Fast 

1 To adj use che blinking 
race of the insertion po inc, 

first choose Control Panel 
from che Apple menu. 

The General Control Panel 
appears. The inserrion po inc is 
blinking ar rhe rare currently 
selecred. The po incer changes 
to a crosshair when you place 
ir in rhe Rare of lnsercion 
Point Blinking area. 

2 Click the button for the 
race of blinking you wane. 

W hen you click, rhe inserrion 
poinc changes ro rhe rare of 
blinking you selecred. 
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Indicating the 
relatire positions or 

multiple monitors 

If yo u use two or more monitors, you must ind icate their 
relative positions so that the po inter can move from one monitor 
to another. You specify monitor positio ns in the Monitors 
C ontrol Panel. (See Figu re 8-7 .) 

Control Panel Clicking Options opc.:n~ 
. a dialog box that l i~h 

The poi mer lllOl't'' Characteristics of selected monitor : the l)'lle of video card 10 
lrom oncmonitorto @Grays : o· ; which!he selected 
the.: mher ami.-s !Ill· General 0 Colors: 

4 ~ 111onitor is connc.:ttcd. 
"border" whc.:rc.: ihl· ~II 
11vo monitor icons 
IOuch. (The :ic!u:Li l• I Drag monitors and menu bar lo rearrange them. .1.1 II I . 

I 
• le ~ma 1r Hie menu 

monitor.-. do no! llm:m!!ll /-r Im indicates 1he main 
Inn~ 10 touch.~ -;..-----.;..~-----.. ~ 11 111onitor. on which the m 111enu bar is located. 

Startup Device 
Icons for ihc.: t---- -r.- The.: dark line mound 

111oni1ors connc.:nc.:d -t-i----+~-iir-----'---1.::;;;.. __ _. an icon indicale5 
10 the ~lacinio,h. that ii is ·elected. 

5howing their 1iiii~~~~~:IE~~iJ numbers ancl ilu.:ir ( Ide ntify µ,.._ Clicking the ldc111ify 
I I 1 hutlon displa)'S cad1 relative positions . . 

I ~ . 111onitor's numlx:r 
Colors 111 1l11s hox rnrrc;,pond 
to the mnnl11:r of rn!or' on ib screen. 
'l·k·rted for 1hc.: monitor. 

Figure 8-7 The Monitors Control l'anel sholl'ing two monitors 

The number of each monitor is determ ined by the location of 
the video card or bu il r- in video socket to which it is connected . 
The moni tor numbers remain the same unless you change the 
locatio n of their video connections . 
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About the Finder .. . 

Alarm Clock 
Calculator 
Chooser 

.. e 
Mouse 

1 To specify monitor 
positions, first choose 

Control Panel from the Apple 
menu. 

The General Concrol Panel 
appears. 

2 Scroll if necessary to 
locate the Monitors icon, 

then click it to display the 
Monitors section. 

T he Monito rs Control Panel 
appears . 

Chapter 8 Pl:r~on:tlizing four \l:teintosh \X-ork Space 
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~ ( Identify~ 

Dr"~ monitor's: .and menu bAr to re.art" • them. 

Icon outline ---'-------~ 

Crosshair pointer 

Changing 1he look of the desktop 

3 If necessary, check the 
numbers of your monitors 

by placing the pointer on the 
Identify button at the lower
right corner of the Control 
Panel and holding down the 
mouse button. 

A large number appears in the 
center of each monitor's screen 
while the mouse button is held 
down; that number corresponds 
to the number of the icon in 
the Control Panel. 

Skip this step if you don' t 
need to verify the monito rs' 
numbers. 

4 Drag the icon of the 
monitor whose position 

you want to adjust to a 
location on the screen that 
corresponds to that monitor's 
actual position. 

Because you' re adjusting the 
monitor's position relative to 
the other monitor or monitors 
near it, you can' t move the 
icon away from the other icon 
or icons. IF you drag the icon 
to an isolated location on the 
screen, it will snap back to 

border on the closest other 
icon when you release the 
mouse button. 
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Border between monitors: the 
pointer moves from one monitor to 
the othcr only along this border on 
the actual monitors. 

Clean Up Window 
[mptiJ "frnstl 
[ms(~ m~k 

Set Startup ... 

5 Release the mouse 
button when the outline 

of the icon you're 
repositioning is where you 
want it. 

T he icon appears ac or near 
where you dragged irs outli ne, 
with one side bordering rhe 
closest ocher icon. 

If necessary, repear seeps 3 
through 5 co adjusr rhe relative 
positions of ocher monitors. 

6 Choose Restart from the 
Special menu to 

implement the new monitor 
pos1t1ons. 

You don' t have co close the 
Control Panel before choosing 
the Rescan command. 

The monitor positions yo u specified remain in effect uncil you 
change chem. 

After you have specified the monitor positions, the poincer 
moves from one screen co another across rhe borders where rhe 
mon itors' icons couch in the Concrol Panel. 
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Designating a You can designace a main monicor, where che Finder's menu bar 
main monitor will always be displayed. 

·:· Monitors of different sizes: Ir's a good idea co make you r larger 
monicor che main monicor. If the smaller one is the main 
mon iror, some programs will restrict che wi-ndow size ro the 
size of the smaller moniror. ·•· 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

• llffiMMl4 

··~ 

Mouse 

Changing the look of the desktop 

1 To designate a m ain 
monitor, first choose 

Control Panel from the Apple 
m enu. 

T he General Concrol Panel 
appears. 

2 Scroll if necessary to 
locate the Monitors icon, 

then click it ro display the 
Monitors section. 

The Monitors Cancro! Panel 
appears. 
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~ ( Identify~ 

Drag monitors and menu bar to rearrange them . 

Outline of ----r----:== 
the menu bar 

3 If necessary, check the 
numbers of your monitors 

by placing the pointer on the 
Identify button at the lower
right corner of the Control 
Panel and holding down the 
mouse button. 

A large number appears in the 
center of each monitor's screen 
while the mouse button is held 
down; that number corresponds 
to the number of the icon in 
the Control Panel. 

Skip this step if you don' t need 
to verify the monitors' 
numbers. 

4 Drag the white menu 
bar from the top of one 

monitor icon to the icon of 
the monitor you want to be 
your mam one. 

An outline of the menu bar 
moves with the crosshair 
pointer as you drag. 
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Changes won't take effect until restart. 

Clean Up Window 
fmptq ·rrnstl 
rrns~~ m~k 

Set Startup ... 

5 Release the mouse 
button when the menu 

bar's outline is where you 
want it. 

T he menu bar appears across 
the top ot the icon for rhe new 

. . 
main moniror. 

6 Choose Restart from 
the Special menu to 

implement the new main 
monitor. 

You don'c have ro close rhe 
Control Panel before choosing 
the Restart command. 

The moniror you specified will be the main one until you 
change it in the Mon irors Control Panel. 
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Adjusting screen 
brightness 

You can adjusc the screen brighmess of most Macimosh models 
with a concrol on the computer or on the monitor. (If your 
Macintosh modei does not have a brightness control, it has a 
special seccion of the Control Panel that lees you adjust screen 
brightness. For instructions on using the Brightness Control 
Panel, see Special Features of Your Macintosh.) 

11rightncss ~;;;;;:;;;;;;;;;;;:;;;;;;;;:~ 
control ' 0 

Con11~1st cont rol 
1 Locate the brightness 

control or controls on 
your Macintosh model or 
monitor. If your Macintosh 
has a separate monitor, check 
the monitor's manual for 
specific instructions. 

Certain com pact models 
(Macintosh Plus, M acintosh 
SE models) have one control 
on the front of the computer. 
M odular Macintosh models 
usually have two co ntrols
brighcness and con trast-on 
one side of the mo nito r. Some 
of these controls are marked 
with an icon of a sun. 

2 Turn the control dial or 
dials until the screen's 

appearance is satisfactory. 
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Designating colors 
or shades of gray 

Specifying the number of 
colors or shades of gray 

If your Macincosh model and its monitor can display color or 
multiple shades of gray, you can designate the number of colors 
or shades of gray co be displayed and then specify how the 
available colors or shades of gray will be used in highlighting, in 
the desktop pattern , and in icons. 

You use the Monitors Control Panel co specify the number of 
colors or shades of gray displayed on your Macincosh. (See 
Figure 8-8.) 

Options for the 
number of colors or 

Control Panel shades of gray 
Characteristics of selected monitor: displayed on the 

flunons for _, _ _,_..,._---;,...-nl~ 4 I @Grays: r:JMU'Mlll] selected monitor 

specifying color or General Lo Colors : [Options ... }- Bunon for . 
shades of gray for d1splaymg a hst of 

liJ video cards and the selected monitor Drag monitors and menu bar to rearrange them. 
connections in use 

lllml!I 

Startup Device 

---~------.,...,-- Icons representing 
monitors connected 
to the Macintosh 

------~ (Identify L Button to identify 
the selected monitor 

Figure 8-8 The Monitors Control Panel 
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The number of colors or shades of gray your Macintosh m odel 
can display depends on rhe rype of video capabiliry ir has. Some 
Macinrosh models require a video card ro connecr a moniror. 
Orher models don 'r requi re a video card (because rhey have a 
buil r-in video connecror), bu r rhey can use a video card if one is 
insralled. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

1 To specify the number 
of colors or shades of gray 

to be displayed on a monitor, 
first choose Control Panel 
from the Apple menu. 

The General Conrrol Panel ' 

··~ 

Mouse 

appears. 

2 Scroll if necessary to 
locate the Monitors icon, 

then click it to display the 
Monitors section. 

The Monirors Control Panel 
appears. The pointer becomes 
a crosshair when you place ir 
in rhe monitor-posirion or 
monitor-characterisrics area. 

Chapter 8: Personalizing Your ~l:tcintosh Work Space 
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Or.1;9 monitors and menu bar to reart"ange them. 

Characteristics of selected monitor : 

"®colors: i6 [options ... ) 
@ Grays=o· 

256 

Characteristics of selected monitor : 

Q Gray•=o· 
® colors : i66 (Options ... ) 

3 If you have more than 
one monitor, click the 

icon of the monitor for which 
you want to specify the 
number of colors or shades of 
gray. 

T he monito r is selected. 

4 Click the Grays or the 
Colors button to specify 

the characteristics of the 
selected monitor. 

5 Click the number of 
colors or shades of gray 

you want displayed on the 
selected monitor. 

T he number of colors or shades of gray you specified remains in 
effect until you change it. 
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Chanui1w the ('I b 

hiahliuht color 
b b 

I lighlight color 
,qu:1n.: (sholl"s new 

sdcction in top half. 
nirrcnt rnlor in 

bo110111 half) 

\lumbers 
correspond to color 
on the• rnlor ll"hcd: 

they c:1n he :1djustcd 
to sd ect the 

highlight color. 

You can change the colo r of the highlight on your screen, using 
the Color Control Panel and the colo r wheel dialog box. (See 
Figures 8-9 and 8-10.) 

Keyboar d 

n1 
~ 

Figure 8-9 The Color Comrol l'anel 

Select o highlight color. 

B rN.~.-----l'i'~?.., -;;-- Dot indicatL'S 

~
•. selected color 

Hue 2 0996 00 
Soturo tlon 3605 1 00 
Brightness 50229 00 

Red 35933 00 
Green 50229 00 

Blue 22598 (;) [ Concel J (I OK JJ 

Figure 8- 1 o 1\ simulation of the color \\"IK:cl uialog box 
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l3rigluness 
cornrol 

____,,,,.,,....;,__ Color ll"hed 

Ill ~~:;:~~E::,: I colors or gr:1ys 
arc selected. 
le11ers appear in 
the ,,·hed. 
indicning color 
nlucs) 

r 



To change rhe highlight color, the number of colors or shades 
of gray selected in rhe Monitors Conrrol Panel must be fou r 
or more. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

D 

Key board 

Crosshair point\.'r - -+=============::::::;:-----, 
limarml[ Ch11ng.fco1or) 

Oesign:ning the color or ~had\.'., of gray 

1 To change the highlight 
color, first choose Control 

Panel from the Apple menu. 

T he General Control Panel 
appea rs. 

2 Scroll if necessary to 
locate the Color icon, 

then click it to display the 
Color section. 

The Color Control Panel 
appears, showing an example 
of rhe current highlight color. 
T he pointer becomes a 
crosshair when you place it in 
the color changing area. 

3 Click the Change C olor 
button to display the 

color wheel dialog box. 

The color wheel dialog box 
opens, showing rhe currenr 
highl ight color and brightness. 

2.~9 
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4 If necessary, change the 
brightness of the color 

wheel by dragging the scroll 
box up or down. 

Scrolling up makes rhe color 
wheel brighrer; scrolling down 
makes ir darker. 

5 Place the pointer 
on rhe color wheel and 

click to select a new color or 
shade of gray. 

T he pointer is ci rcul ar when it 
is o n the color wheel. 

The new color or shade of gray 
is displayed in the top half of 
rhe square at rh e upper left of 
rhe dialog box. The currenr 
highlight color or shade 
remains in rhe borrom half of 
rhe square fo r comparison. 

Chapin 8: Personalizing Your Macin1osh Work Space 
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Select o highlight color. 

'ewly ~li.:ricd --- ,....,....,......,.,,,.....,~ 6 To experiment with 
other highlight colors or 

shades, drag the pointer 
around the color wheel or 
click at another point on the 
wheel. 

color 

Current highlight __ _ 
color 

Hue 20996 [;J 
Soturotlon 36051 i;J 
Brightness 50229 (;] 

( Concel ) n OK\ ll 

A new color or shade is 
displayed in che upper half of 
che square as you d rag or each 
rime you click. 

7 When you are satisfied 
with the highlight color 

or shade, click OK to confirm 
your choice. 

T he d ialog box closes, revealing 
che Color Control Panel with 
the new highlight color 
displayed in the Example box. 

After you close che Control Panel , the highlight color or shade 
of gray you specified remains in effect un cil you change it. 

> See also: • "Specifying the Number of Colors or Shades of Gray" 
in chis chapter 
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Chanoino the colors or 
0 t"> 

shades of gray in the 
desktop pattern 

You can change the colors or shades of gray displayed in che 
deskcop pattern in rhe General Control Panel. You change colors 
in the paccern by edicing one of che scandard paccerns provided, 
using the colors or shades of gray d isplayed in rhe Concrol Panel 
to replace che original colors or shades in char paccern. 

About the Finder ... 

Alarm Clock 
Calculator 
Chooser 

1 To change the colors or 
shades of gray in the 

desktop pattern, first choose 
Control Panel from the Apple 
menu. 

The General Control Panel 
appears. The pointer becomes 
a crosshai r when you place it 
in the Desktop Paccern area at 
che top cencer of che panel. 

cro,,hair poimer j~~~]c~o~n~t~r~o~l~P~a~n~e~I }-~~ 2 To see the patterns 
available, repeatedly click 

either small arrowhead at the 
top of the miniature desktop 
on the right side of the 
Desktop Pattern area. 

P:mcrn-cdi1ing area ---:
(magnified 1·icw 

of p:llll'rn) 

,\lini:llurt· d..-,kiop ---:-----.J 
Desktop Pattern 

Simul:1tion of 
rnlor ha r for 

select ing rnlor or 
shades of gmy Sdecied color (heavy 

linl' across lop) 

The pattern changes each time 
you click. Clicking the 
opposite arrowhead reverses 
rhe order of pacterns displayed. 
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Desktop Pattern 

cro~~hair pointer 

Desktop Pa Hern 

Panern edited with __ ..___, 
one rnlor • 

Designating rnlors or shades of gray 

3 When you see a patteri1 
you want to edit, click the 

color or shade of gray with 
which you want to replace 
some or all of the originaJ 
colors. 

The selected color or shade is 
indicated by a heavy line at its 
top edge. 

4 Click in the pattern
editing area where you 

want to make a change. 

The dark or light squares 
(called pixels) change to the 
color you've selected when you 
click them. T he changes you 
make when editing a pattern 
are displayed immediately in 
the miniature desktop. 

5 If you want to edit with 
another color or shade of 

gray, select that color or 
shade, and then click the 
pixels you want to change to 

that color or shade. 

C licking a pixel once changes 
it to the selected color or 
shade; clicking ir a second 
t ime restores its original color. 



Dcsionatino the b b 

color of icons 

Desktop P aHern 

6 When you have finished 
editing, click in the 

miniature desktop to display 
the new pattern on your full 
screen. 

After you close the Control Panel, the number of colors or shades 
of gray you specified remains in effect unti l you change it. 

)ii- See also: • "Changing rhe Pattern Displayed on rhe Desktop" in 
rhis chaprer 

You can easily change an icon's color or shade of gray in the 
Colo r menu. This m enu is available only if yo ur Maci ntosh is 
capable of displaying colo r or shades of gray and if you have 
specified at least 16 colors or shades of gray in the Monitors 
Conrrol Panel. 

1 To change an icon's 
color or shade of gray, 

first click the icon to select it. 

T he icon becomes high lighted. 
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2 Choose the color or 
shade of gray you want 

from the Color menu. 

The icon's color or shade 
changes to the one selected. 

The icon retains the new color or shade of gray until you 
changeir. 

·:· Viewing icons by color: Macintosh models that can display 
color or shades of gray include an option for organizing files 
by icon color in the View menu. ·:· 

>- See also: • "Specify ing che Number of Colors or Shades of Gray" 
in rhis chapter 

• "Displaying Documents by Name, Size, Dare, Kind, or 
Color of Icon" in Chapter 5 
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Moving fonts and 
desk accessories 

The Macintosh system software includes several desk accessories 
and a selection of type fonts. Independent manufacturers and 
user groups o r computer bulletin boards provide many 
additional fon rs and desk accessories. 

When you install rhe system software, a core set o f fonts and 
desk accessories is installed . You can add more desk accessories 
or fo nts-or remove any of the ones already installed-with the 
Font/DA Mover, another part of rhe system software supplied 
with you r Macin tosh . 

Figure 8-1 1 shows rhe Font/DA Mover's prima1y d ialog box. 

Dc~k :icccs~oric~ :ilre:1dy 
in,1:11lcd in 1hr Sy,tcm Ille ~l:lrkcr' ~howing 

I Chooser [ « Copy « ] r:A"""la_r_m_C_l_o c-k---,...,.ni r~
"' '""'"''di" ~ ~::~ ,,£°" :::::; .. , 
!
Control Panel Calculator 

Sizi: of the ( Remoue J Chooser 

iti:m >dcctcd 1 1 it Desk 
accessories 
available to 

for installation 11944 bytes 
_ select ed 

Buuon to displa) System ' • 

install 

Desk accessory 
selected for bric.J ins1ruc1ions II on Trees [ Help ] i on Trees 

J_/c3443K free i 3443K free 
[ l [ l [ installation 

Spare a1'a1lable on Close ! Quit i Close ] '"'·"''"'''' 1--------------r """'""'' 
Figure 8-1 I The Font/DA Mover showing desk accessories 
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Installing a font T he Font/DA Mover and a file of fonts are supplied on the 
system software dis ks with the Macintosh. (See hgure 8-12.) 

F cint. /DA Mover 

.~ 

I~_ :\II fonts and font 
l4JJ fik:s h:tl'e 1his icon. 
F cints rl'gardk:ss of 

their names. 

Figure 8-12 The Font1D:\ \lm·er and fonts file 

Locate the disk or disks containing these fi les (or the font file you 
want to use) if you do not have them on your startup disk already. 

~ 
F cint/L) A Mov er 

~ loring fonts and desk accessories 

1 To install a font, 
first open the Font/DA 

Mover by double-clicking its 
!COil. 

T he Font/ DA Mover opens, 
with the Font option selected 
in its window. T he box on the 
left shows a list of the fonts 
currently installed in the 
System file of the startup disk. 

If you want to install a font 
onto a different disk, click the 
C lose button, then use the 
O pen button that replaces it 
to open the System file on the 
other disk. 
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Fonts installed in 
the System file 

(numbers i ndic:n~ 

type size for 
screen display) 

-

@ Font 
Mauer O Desk Accessory 

Geneua I O ~I [opt.I 'D Geneua 12 
Geneun 14 HI nemDur I 
Geneun 18 H 
Geneun 20 H 
Geneun 24 

tQ Heluetlcn 9 

System 
on Mein Disk 

11 
Help 

I I I 626DK free 
( Close ) I Quit ) ( Open ... ~) 

I~ font/ OR Mauer Folder I 
~mmiiiiiiiiiiliiil~ c:> Main 01sk 

Eject 

[ Orlue ] 

~~J 
[ New ) 

L-________ _..tQ~ [ Cnncel ) 

2 C lick the Open button 
below the empty list box 

on the right side of the 
window. 

A direccory dialog box appears, 
with wh ich you locate and 
open a fonts file. 

3 If necessary, use the 
Drive, Eject, and Open 

buttons to locate the fonts file 
you want, select the file's 
name, then click Open. 

The dialog box closes, and the 
fonts in the fi le are listed in 
the box at the right side of the 
Font/DA Mover window. 
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@ ront 
Mou er O Desk Accessory 

Geneuo 10 
~· ( [OIJ\j I Courier 12 

~· Geneuo 12 Courier 14 
Geneua 14 l'J.;; ( lh~mo1rn I Courier 18 ~ Geneuo 18 ·' Courier 2 ~ 
Geneuo 20 

~ 
Geneuo 10 ! Geneuo 24 Geneuo 12 

lteluetlco 9 ta Geneuo 14 

sys1em ronts 
on Main Disk I ( Help 

I I on Main Disk 
16 1491( free 161491( free 

( Close l ( Quit l [ Close l 

Fonts available 
in the fonts file 
just opened 

@ Font Mouer 
O Desk Accessory 

~G-en-e-uo~l o--~ ( « Copy « 1.,J 
Geneuo 12 
Geneuo 14 ( Aemoue ) 
Geneuo 18 
Geneuo 20 
Geneuo 24 

Size of the -'--""""e""lu.:.et;.;.clcc;:.•..:..9 __ .=._,, 

9574 bytes 
selected 

courier 12 
courier 14 
courier 18 

I.![• 

Geneuo 10 
Geneuo 12 
Geneuo 14 

I I r Sys1em I I se ectec 1ont on Main Disk ( ·Help ] on Moln Disk 
161491( free I 161 49K f ree 

( Close ) , ( - _Q_u_lt _ _ ) ( Cl ose ) 

ronts 

~! h i 

~ 
f& 

Sample of the _ _ courler 24: The quick brown f ox j 
selected font 

Moving fonts and desk accessories 

4 Scroll if necessary, then 
select the font you want 

to install by clicking its name 
in the list on the right. 

Small markers appear o n the 
Copy button, showing the 
direction that the selected item 
will move. A sample of the font 
appears in rhe message area at 
the bottom of the window, and 
the amoum of disk space 
occupied by the font is 
displayed berween the rwo list 
boxes. If you select more than 
one font from the list (by 
Shift-clicking), the combined 
size of your selection is 
displayed , bur no sample 
appears in rhe message area. 

5 C lick the Copy button 
to add the selected font or 

fonts to your System file's 
fonts. 

The name or nam es of the 
new fo nts appear in the list on 
the left in alphabetical order 
when copying is completed. 

249 



250 

@Font 
O Desk Accessory Mouer 

i\cwly installed fom --~ro-c-ou-n=-er""""2'""'4---,\Q= ( «Copy« 
6eneua I O 

Courter 12 
Courier 14 

6eneua 12 ( Remoue Courier 18 
6eneua 14 l-
6eneuo 18 I- 9574 bytes 
6eneua 20 r,,, selected 

.._6_en-'e_ua_2_4 __ -=-~ 

6eneua 10 
Geneua 12 
Geneua 14 

on ~::~~lsk I ( Help I I 
16139K free 

( Close ] ( Qull 11;] -====__:_ 

fonts 
on Mnln Disk 
16 139K free 

[ Close J 

~ 

r-

fQ 

couner24: The quick b rown fox j 

Clean Up Window 
E:mpt1_4 lrnst1 
[rnS(~ Di~k 

Set Startup ... 

6 Click the Quit button 
at the bottom center of 

the window when you have 
finished installing fonts. 

7 If you're using 
MultiFinder, choose 

Restart from the Special menu. 

By restarting, you ensure that 
the new fonts wil l be available. 
You can skip this step if you're 
not using MultiFinder. 

•!• Copying fonts from one file to another: You can also copy 
fonts from one System or fonts file to another System or 
fonrs fil e. ·:· 

> Seen/so: • "Managing Mulriple Programs Using MulciFinder" 
in Chapter 3 
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Remo\'ing a font You may need to remove o ne or more fonrs to make more room 
o n a startup disk. You use the Foor/ DA Mover to remove fonrs. 

If you' re using MultiFinder, you can' t remove fonts from the 
System of the startup disk. Start up with a d ifferenr system disk, 
then use the Font/ DA Mover co open the System of rhe disk 
from which you wane ro remove fonts and proceed according to 

the seeps char follow. 

·:· Saving a font when you remove it: If you want to remove a 
font and be certain char you sti ll have a copy of ir, you can 
use rhe ·Font/DA Mover to copy chat irem ro a separate fonts 
fi le, and then remove it from rhe System. ·:· 

:.101·ing fonts and desk accessories 

1 To remove a font, first 
open the Font/ DA Mover 

by double-clicking its icon. 

The Font/DA Mover's window 
opens, with rhe Font option 
selected. T he box on rhe lefr 
shows a list of rhe fo nts 
currently installed in the 
System fi le of rhe startup d isk. 
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Selected font 

Disk space occupied 
by the selected font 

Sample of the 
selected font 

-

@Font 
Mouer O Desk Accessory 

Times 12 

~ 
( Copy ID Uenlce I •I\-

Zopf Dingbat s IO 
~!,~ I Ul\mom~ I 

Zopf Dingbat s 12 ' Zopf Dingbats 14 
H Zopf Dingbats I 0 

Zopf Olngbots 24 1Q 
System 

I I on Moln Disk Help 

11 I 6074K free 

I t ( Close ) Quit ) ( Open ... ) 
-

®Font Mouer O Desk Accessory 

Times 12 ( Cop~ ID p 
Zopr Olngbots ID 

~ 
[ 11-nemoue ) 

Zopf Dingbots 12 
Zopf Dingbots 14 
Zopf Dlngbots 18 4180 bytes 
Zopr Ol~bets 24 !;:; •el ect ed 

SySlcm I 1 ) ! on Main Disk Help 
I 6074K free I I 

( Cl ose I I t Quit ) i ( Open ... ) 
·- -- _ ,,_.._ ____ 

-··~·----···-·~~· - -----· 
,..__ Uenlce 14: 'JTte quicR. brown Jox. jumps over the lGZlJ 

2 Scroll if necessary, then 
click the name of the font 

you want to remove in the list 
on the left. 

A sample of the font is 
displayed in the message area 
ar the bottom of the window, 
and rhe space the irem 
occupies on the disk is 
displayed between rhe two lisr 
boxes. If you select more than 
one font from the lisr (by 
Shift-cl icking), the combined 
size of your selection is 
displayed, but no sample 
appears in rhe message area. 

3 Click the Remove 
button to remove the 

selected item or items from 
your System's fonts. 

An alert dialog box appears, 
asking you to confirm or 
cancel the action. 
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The fon1 name 
no longer appears 

in the Ii ·1. 

The available disk 
space is increased. 

-

Rre you sure you wont to 
remoue the selected items? 

([Cancel Jl 

@ Font 
Mouer O Desk Accessory 

Times ID IQ ( COPlj ID F.- Times 12 
( I Znp f Dingbnts I 0 Rt•mout• 

Zopl Dingbats 12 r 
Zepf Dingbats 14 t-
Zopf otngbots 18 
Zopf Dl~bets 24 JQ 

System 

I I on M ein Disk I ( Help 
16070K free 

( Close l ( ~ Quit l ( Open ... ) 

4 Click the OK button to 
proceed with removal of 

the selected font. 

If you change your mind, you 
can use the Cancel button to 
stop the action. 

5 Click the Quit button 
at the bottom center of 

the window when you have 
finished removing fonts. 

> See also: • "Crcaring a File of Desk Accessories or Fon rs" in 

th is chapter 

Installing a desk accessory The Font/DA Mover and a file of desk accessories are supplied on 
the system software disks with the Macintosh. (See Figure 8-13.) 

Font/D A Mover 
00

---- All desk accessories 
m:R and desk accessory 
EHH files ha1·e this icon. 

Desk Accessories regardless of 
their names. 

Figure 8- 13 The Folll/DA i\ I01-cr and desk accessories file 
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Thl' Font DA .\lo\'l.:r 
a 11,·a ys opl'ns with 

Font seleCled. 

Fonts already 
installed in 
the SystL'lll 

The name of 
the open Ille. the 

disk. and free 
space on the disk 

-I 

-

Symbol 9 
Symbol 12 
Symbol 18 
Symbol 24 
Times 9 
Times 10 
Times 12 

Locate rhe disk or disks conraining these files (or rhe desk 
accessory fil e you wanr to use) if you do nor have rhem on your 
startup disk already. 

Fon\~!ver 

~ Font 
~Desk Accessory 

Mouer 

~( (OPll ID I nemoUl' I 
h 

~ 

1 To install a desk 
accessory, first open the 

Font/DA Mover by double
clicking its icon. 

T he Fonr/DA Mover opens, 
wirh the Fonr option selecred 
in irs window. The box on the 
lefr shows a lisr of rhe fo nrs 
currently installed in rhe 
System of the srarrup disk. 

2 Click the Desk 
Accessory button at the 

top of the window. 

1-C, System 
on Trees 

I ( 3764K free 
Help 

11 

The list on the left changes to 
the desk accesso ries cu rren tly 
installed in the System file on 
the startup disk. I Close 

------ ) ( Quit ) 
--- ·- --··-·-

( Open ..• 
-·--·-· --

) 
-·----

If you wa nr to install a desk 
accessoiy on a different disk, 
click the Close button, then 
use the Open button that 
replaces it ro open the System 
file on rhe other disk. 
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... 
Desk accessories 

rum:ntly installed 
in tht Sy>wm 

-

0 Font Mouer ® Desk Accessory 

Chooser ]Q ( (Ollll ID Control Panel 
[ llPOIOUl' l 

~ 
System 

I t on Trees He lp ) I 3764K free 

I 1 I Close l Quit l I Open ... ~] 
----·-- ----- ---·-u--------

lei Font / On Mou er Folder I 
D Desk Accessories = Trees 

( (P.C I 

llrlue I 

Open II; ) 

New 

Cnncel 

~ lovi ng fonts and desk accessories 

3 Click the Open button 
below the empty list box 

on the right side of the 
window. 

A directory dialog box appears 
with which you locate and 
open a fi le of desk accessories. 

4 If necessary, use rhe 
Drive, Eject, and Open 

buttons to locate rhe desk 
accessories fi le you want, 
select rhe file's name, and 
then click Open. 

T he dialog box closes and the 
desk accessories in the fil e are 
listed in the box at the right 
side of the Fonr/DA Mover 
window. 

) -_ )) 
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Arrows i ndic~te 
direction of 

copying-from the 
desk accessory file 

to the System 

Size of the desk 
:1cccssory selected 

0 Font Mouer ® Oe•k nccessonJ 

Chooser ~I (OP!j ) Rlorm Clock --:::i ~ 
Control Panel Calculator 

( R•moue ) Chooser 
Control Ponel 
find flh~ 

fil 
Key Cop 

fil Note Pod 

System 

1 I Desk Accessori ts 
on Trees I I Help on Trees 

3443K free 

1 I 3443K free 
( Close l I Quit I Close 
-

Desk <1Cccssories in 
the file just opened 

Q font Mouer 
® Desk necessary 

Chooser ~ [«Cop~«~) Rlorm Clock ~ 
Cont rol Panel Calculator r. ( Remoue ) Chooser 

Cu11l1u l Panel " 

' 
11944 bytes Key Cops 

:n selected Note Pod ~ 
System I Desk Accessories 
on Trees I ( Help i I on Trees 

3443k f ree 3443K free 
( Clo•e ) ( Quit l I ( Clo•e ) 

-

5 Select the desk accessory 
you want to install by 

clicking its name in the list on 
the right. 

Small markers appear on the 
Copy button, showing the 
direction that the selected item 
will move. The size of the item 
is displayed between the two 
list boxes. If you select more 
than one desk accessory from 
the list (by Shift-clicking), the 
combined size of yo ur 
selection will be displayed. 

6 C lick the Copy button 
to add the selected item or 

items to your System's desk 
accessones. 

The item or items are copied 
into the System . The name or 
names of the new desk 
accessories appear in the list o n 
the left in alphabetical o rder. 
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The n:ime of the __ 
de:;k :KCC>oOIY 

installed in the 
Sysern appears in 

the list when 
copying is 

completed. 

O Font M ou er @ Desk Accessory 

Chooser l91 ( « Copl! « I Alarm Clock IQ 
7 Click the Quit button 

at the bottom center of 
the window when you have 
finished installing desk 
accessories. 

Control Punel Culculutor I-' 
Find File I Remoue ) Chooser 

I 

&J 
system I 

on Trees i ( 
3443K free I 

Close ) ! I 

Control Panel 

' 
11944 bytes Key Cops 

~ selected Note Pod 

) I 
Desk Accessories 

He lp on Trees 
3443K free 

Quit ~ ) ( Close ) 
- ------

Clean Up Window 
[mp tq °frnsti 
En~s(~ m~k 

Set Startup ... 

8 If you're using 
MultiFinder, choose 

Restart from the Special 
menu. 

By restarting, you ensure that 
the new desk accessories will 
be available in the Apple 
menu. Skip this step if you' re 
nor using MulriFinder. 

·:· Starting the Font/DA Mover with the Desk Accessory option 
selected: If you hold down the O ption key when you start the 
Fonr/DA Mover, the Desk Accessory option is automatically 
selected. ·:· 

> See also: • "Managing Mulriple Programs Using MulriFinder" 
in Chaprcr 3 
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Removing a desk accessory You may need to remove one or more desk accessories ro make 

more room on a startup disk. You use the Font/DA Mover to 

remove desk accessories. 
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The Font/DA Muv..:r 
always opens with 

Font selected. 

Fonts installed 
in the System 

-

symbol 9 
Symbol 12 
symbol 10 
Symbol 24 
Times 9 
Times ID 
Times 12 

•!• Saving a desk accessory when you remove it: If you want to 

remove a desk accessory and be certain that you still have a 
copy of it, you can use the Font/DA Mover to copy that 
item to a separate desk accessories file and then remove it 
from the System. ·!· 

~ Font /IJ A Mover 

-<;!>Font 
<N; Desk Accessory 

Mouer 

JQ1 [ [O(llj ID ( lh:>m DUt.\ ) 

H 

~ 

1 To remove a desk 
accessory, first open the 

Font/DA Mover by double
clicking its icon. 

The Fonr/DA Mover opens, 
with the Font option selected 
in its window. T he box on the 
left shows a list of the fonts 
currently installed in the 
System of the startup disk. 

2 Click the Desk 
Accessory button at the 

top of the window. 

Syst em 

I ( i I 

T he list on the left changes to 

the desk accessories currently 
installed in the System fil e on 
the startup d isk. 

on J's h8rd disk Help 
~407K f ree 

( Close ) ( Quit l I ( Open ... ) 
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Q Font 
®Desk Rccessory 

Mauer 

i
=-morm C:::-:--lock -----,;><]~ [ Cop4 l D 
Chooser 

Desk acces-;ork;, Con trol Ponel ~ Remoue I 
. I . , f rind Fiie 
111 t lC ~)'MClll 0 Key Co~ . 
the ;,tanup di,k Not e Po~ 

Size of the selected 
desk acn:ssory 

on J'~Y~!~: disk I ' Help ) I 
3407 K free '----'=""--~ 

[ Cl ose J I Quit J Open ... 

Q font M auer 
® Desk nccenory 

Rlorm Cl ock !fl ( [OP!J ID Chooser 

I Cont rol Panel [ i., nemoue 
rind Fiie 

~!!JP P•~ 
/2728 by tes 

IQ setect"d 

System 

11 on J's hard disk I ( Help 
l407K f ree 

( Cl ose I ( Quit l I ( Open ... l 
-

,\ lol"ing fonts and desk acce sories 

3 Select the desk accessory 
you want to remove by 

clicking its name in the list on 
the left. 

T he size of the item is 
displayed between the two list 
boxes. If you select more than 
one desk accessory from the 
list (by Shi ft-cl icking), the 
combined size of yo ur 
selection will be d isplayed. 

4 C lick the Remove 
button to remove the 

selected item or items from 
your System's desk accessories. 

An alert dialog box appears, 
asking you to confirm or 
cancel the action. 
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Alnrm Clock 
Chooser 
Control Ponel 
Fi nd Fiie 
Note Pnd 

Q Font 

Are you sure y ou won t to 
r emoue the selected Items? 

® Desk Accessory Mouer 

jQ [ [OPlj 'D ll~ll\Olll~ I 

]Q 

5 Click the OK button co 
proceed with removal of 

the selected desk accessory. 

If you change your mind , you 
can use the Cancel button to 
stop the action. 

6 Click the Quit button 
at the bottom center of 

the window when you have 
finished removing desk 
accessones. 

System 

I [ I I on J's hard disk ltelp 
3409K f ree 

I Close 

Creating a fil e of desk 
accessories or fonts 

I I ! Quit .. ) I Open ... 

W hen you move desk accessories and fonts into and out of the 
System on a startup disk, you can easily create the special types 
of files used to store these irems. Figure 8-14 shows the icons fo r 
a desk accessories fi le and a fo nts file. 

1:1D m 
Desk Accessories Fonts 

Figure 8-14 The icons for a dl:~k :tm:~sories file and a fonts file 

You use the Font/DA Mover to create these files . 
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~ 
Font/L>A Movet" 

®Font 
~ Desk Accessory 

Mouer 

"'R-,-Go_r_om_o_n-,-d """n.-.. -,-ID"""'IQ""' ( (up11 ] D 
RGoramond n ... 12 
RGoramond R ... 14 ( llemoue I 
0 RGaramond ... ID 
9 A Garam ond ... 12 
B RGoramond ... 14 fd 
Chicago 12 IQI 

Syst em I ,---...,..,...-,- --.. 1 
on Lissy's hard disk 

1 

( Help ] 
3367K f ree j 

( Close J [ Quit J Ope n ... 

Mol'ing fonts and desk accessories 

1 To create a fonts file, 
first open the Font/DA 

Mover by double-clicking its 
icon. 

The Fo nc/DA Mover opens, 
with the Font option selected 
in its window. T he box on the 
left shows a list of the fonts 
currently installed in the 
System file of the startup disk. 

2 If you want to create a 
desk accessories file, click 

the Desk Accessory button. 

Skip this step if yo u want to 

create a fonts file. 
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Q Font 
Mou er 

® Desk Accessory 

Olorm Clock JQ [ Copq 

'D Chooser 
Control Panel RP moue I 
rind rne 
No te Pod 

~ 
System 

on Lissy's hard disk ( Help 
3367K free I 

[ Close l ( Quit Open ... 11: ) 

lei fon t/DA Mauer Folder I 
= Lissy's Ii. .. 

!ject 

llnue 

Open 

~] 
~--------~ [ Cnncel ) 

lo Font/ DA Mauer Folder I 
D Oe~k Ac( es~oru~s 
D Cutrn lonts 
<JI root:on '1011<J1 
D Fonts 

New Desk necessary Fiie 

\l'll' Ill.: name --:EHtro on~ 
Insertion point II 7 '------' 

~tJ ~ 

= Lissy's ... 

l,f1n;1 

( Drlue 

3 Click the Open button 
below the empty list box 

on the right side of the 
window. 

A direcrory d ialog box 
appears, in which you specify 
rhc file ro open. 

4 Click the New button 
co create a new file. 

Another directory dialog box 
appears, in which you name the 
new file. An insertion point is 
blinking in the name box. 

5 Type a name for the 
new file, then click Create 

co create the new file. 

T he dialog box closes, again 
revealing the Font/DA Mover 
window. The new fi le is open 
on the right side of the window. 
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Rlnrm Clock 
Chooser 
Control Panel 
Find File 
fili " 

Q Font 
® Desk Accessory Mou er 

IQ 

~ 

( »Copy » ll;)D 
( Rcmoue } 

26DS bytes 
select ed 

system I [Hirn DAS 
on Lissy 's hard disk ( Help } .

1

. on Lissy 's hnrd disk 
3367K lree 3367K free 

I Close , I Quit I [ Close I 

6 Copy the item or items 
you want co move into the 

new file. 

If yo u don' t copy at lease one 
fonr or d esk accessory into rhe 
new file, rhar fil e will nor be 
saved when you finish using 
rhc Fonr/ DA Mover. 

When you have finished copying the item or items you wane to 
store in rhe new fil e, remove any of rhcm you no longer wanr in 
the System, then quir the Fonr/DA Mover. 
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Connecting 
SCSI devices 

Expanding Your 
Macintosh System 

Chapter 9 

t e Macincosh is the hean of a powerful and vcrsadle 
computer system. This system can include such external devices 
as disk and tape dri ves, printers, multiple moni rors, a scanner, a 

modem, a graphics tablet , and aud io devices. All of these d evices 
can be connecred co rhe computer when it is originally set up or 
added later co expand its power. 

The Macintosh can be expanded internal ly by insta ll ing 
add itional memory and- in some models-coprocessor cards, 
specialized video and graphics cards, memory cache ca rds, and 
communications cards. 

T h is chapter provides an overview of hardware co nnectio ns and 
compo nent installation fo r all Maci ntosh models. W hen you are 
co n nect ing a specific device to your Macinrosh, be su re co follow 
the derailed instructio ns char came with your Macin tosh model 
and with the device itself. 

All Macintosh models have a socket, or port, for connecting devices 
that use the Small Computer System !nte1fo.ce (SCSI). The SCSI port 
permits high-speed communicarion berween rhe co mputer and the 
device. (SCSI is commonly pronounced "skuh-zee.") 
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Among the SCSI devices that are com monly used wirh rhe 

Macintosh are internal and external hard disk drives, rape 
backup drives, C D-ROM drives, scan ne rs, and primers. 

Because SCSI devices can be co nnected co one another, o r daisy
chained, rather than having co be connected d irectly co rhe 
com purer, che Macin tosh can support up co seven of rhese 
dev ices, includ ing one internally. 

Setting the SCSI Each SCSI d evice has an ID number from 0 ro 7 rhar you can 

elev ice number change if necessary. Apple assigns each type o f SCSI device ir 
manufactures a number ac che facto ry; in mosr insrances, you 

should nor need co change rhe nu mber un less rwo of rhe d evices 
in your system have che same number. 

T he Macintosh uses rhe ID number ro assign each device a priority 
on a chain of SCSI devices. The higher the number, the h igher rhe 
device's priority; che com purer itself is number 7 and an Apple 
internal hard disk is num ber 0 (so nothing else ca n have rhose 
numbers) . The devices you use most often should have che highest 
priority numbers . 

.A. Warning: Be sure ro change rhe ID number of one device if you 
have rwo SCSI devices wi th rhe same ID number. You could lose 
information on one or borh devices if you ny co use two SCSI 
devices with the same ID number. .A 

ID numbl'r switch ID m1111her indir:llor 

Chapter 9: Expanding Your ~l:Kinto~h ;:,~·~tcm 

1 With the SCSI device 
turned off and unattached 

to anything, locate the ID 
number and the ID number 
switch on the back panel of 
the device. 

T he p reset number is showing. 



2 Insert the point of a 
pushpin or an opened 

paper clip into the ID 
number switch and push 
gently until the number you 
want is showing. 

The number increases to 7, 
then starts over at 0. Some 

d evices have blank spaces 
between the numbers 7 and 0. 

Daisy chaining SCSI devices can be linked together by cabl es to form a chain. 

SCSI devices T he arrangement of devices in a SCSI chain does not determine 
their priority in communicating with the Maci ntosh; the 
devices' l D n um be rs determine prio rity. 

To assure accurate transmission of information to and from the 

computer and th e SCSI devices connected to it, yo u must place 
special co nnectors, SCSI cable terminators, at each end of a 

SCSI chai n. (See Figure 9- 1 ). 

Figure 9- 1 SCSI cable terminator 

Eve ry Macintosh that has an internal Apple hard disk has a 
bu ilt-in SCSI terminator. For most models, the computer's 
internal terminator serves as the terminator fo r one end of the 
SCSI chain. If you have a Macintosh Portable, consult the 
Macintosh Portable Handbook for instructions about using 
terminato rs. You may need to use an add itional terminator if 
yo u con nect an external SCSI device to the Macintosh Portable. 
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You use rerminarors wirh SCSI cables, which connect rhe first 
device co the computer and other devices in a chain co each other. 

Table 9-1 shows how ro arrange the SCSI cables and terminators 
with several different configurations of equipment. 

Table 9- I Guidelines for u~ing tcrmin:11ors \\·hen connecting SCSI dc1·ices 
to the ~lacintosh 

If ~ then =C> ~ 
If ~ then =C> no action needed 

If ~ then =C> ~ 
If ~ then =C> ~ 
If 0 LS LS then =C> no anion needed 

If ~ then =C> ~ 
If ~ then =C> no action needed 

If ~ then =C> ~ 
If ~ then =C> no :Kt irni needed 

If ~ then =C> ~ 

0 .\ l:1cintosh without 0 .\facintosh with 
:1n internal J1:1rd dbk an internal hard disk 

c::J Peripher.il 1Yithou1 LS Peripher.il with 
:1n intenul tcrmin:ilor :m internal terminator 

Q:=J Add h.:nninator lie111t·en c:::::::9 Add tcnninatorlo connector 
dt·1·1ce and cabh: into de1·icc not thed for r:1hle 

C::P Remove tcrmin:11or 
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W hen you connect a SCSI cable to th e Macintosh, yo u place the 
cable in the SCSI port on the computer's back panel. Yo u can 
recognize the SCSI port by its icon, shown in Figure 9-2. 

· '' ~I 

Figure 9-2 The SCSI icon 

~ Important: Always turn on your SCSI device before turning o n 
you r computer. _.:::. 

Connecting 
non-SCSI devices 

Connecting a printer 

The Macinrosh has several ports ro which you can connect other 

types o f peripheral devices . Each port is marked by a d istinctive 
icon o n the back panel of the computer and on the Apple cable 

th at con nects th e approp riate device ro it. 

You connect most primers ro the Macintosh th rough the printer 
port. This port is a serial port, meaning that it transmits the bits 
that make up the compu ter's information in single fi le, o r serially. 

Some princers, such as tl:e LaserW ri ter IlNT and LiserW ri ter IlNTX, 

are d esigned for use on the App le T alk netwo rk system . Others, 
such as the lmageWriter II and ImageWriter LQ, can operate 
either as stand-alone p rin ters for one Macin tosh or as Loca!Talk 
devices. (locaLTaLk is the name for work-group networks thar 
are part of the Apple Talk netwo rk system.) 

All these printers connect ro the computer's printer port. Exceptions 
arc the Personal LiserWriter SC and the LiserWriter IIsc, which 
con nect to the SCSI port. 

If necessa ry, a p rinter can be connected ro the modem port, 
w hich is also a serial port. You ind icate the port ro which a 
printer is connected in the C hooser. 
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Primer 

2-mcier c:1hk 

l.oca!Talk 
connecior box 

!'rimer icon ---~l, 

1 Assemble the 
components you need: 

printer, appropriate cable, 
LocalTalk connector box if 
needed, and setup instructions. 

2 Attach the larger 
connector on the printer 

cable to the printer, or attach 
one end of the LocalT alk 
cable to the printer. (Consult 
the printer's setup 
instructions for details.) 

3 Attach the small, round 
connector on the printer 

cable to the printer port on 
the back panel of your 
Macintosh, or attach the 
LocalT alk connector to the 
printer port and plug the 
LocalTalk cable into the box. 

You c;111 eas ily recognize the 
printer port by its icon. 

>- See also: • "Choosing a Prinrer" in C haprcr 4 
• "Choosing a Ncrwork Primer" in Chaprcr 7 
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Connecting a modem T he modern port on rhc Mac i nrosh back panel is a serial po rt 

char is almosr idenrical co rhe primer pore. You use ir co connecr 
an exrern al modern, a device char converrs rhe compurer's s ignals 
for rransmission over telephone lines. 

T his port is preferable for modem connection because th e 
compu ter gives ir prioriry over the prinrcr port when checking 
for acriviry, whi ch helps co assure that the modem's 

commun icarions link will remain inracr. 

If necessary, yo u can connecr a printer to the modem port or a 
modem to rhe printer port, however. 

Connecting non-SCSI devices 

1 Assemble the 
components you need: 

modem, appropriate cable, 
and setup instructions. 

2 Attach the appropriate 
connector on the modem 

cable to the modem. (Consult 
the modem's setup 
instructions for details.) 
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\lcxk1n irnn---~ 3 Attach the small, round 
connector on the modem 

cable to the modem port on 
the back panel of your 
Macintosh . 

You can easily recognize rhe 
modem porr by its icon of a 
telephone handset. 

Connecting an external Some Macinrosh models have a disk drive port, to which yo u can 
floppy disk dri\·e attach a fl oppy disk drive. 

You c.w also connect a non-SCSI hard disk such as the Apple HD 20 
(no longer manufactured or supported with system software). 

1)1,k dri1t· pon irnn ----1 0 
2 
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1 Make sure tha t your 
Macintosh has a disk 

drive port, then assemble the 
components you need: 
external drive, appropriate 
cable, and setup instructions. 

2 Attach the free end of 
the disk drive cable to the 

disk drive port on the back 
panel of your Macintosh. 

You can recogn izc the disk 
dri ve port by its icon of a d isk. 



Connecting Apple 
Desktop l3us cle,·ices 

On most Macintosh models, you co nnecr rhe mouse and the 
keyboard to Apple Desktop Bus'" (ADB) pons. T hese pons 
allow yo u to use a variety of inpu t devices with your system , 
such as a graphics tablet , a specialized keyboard , a trackball , a 

light pen, or a barcode read er. 

You can daisy-chain ADB d evices and thereby connect several to 
each AD B porr on the co m pu rer's back panel. Most Macintosh 
keyboards also co ntain an ex tra AD B po rt, and some monito rs 
have an AOB port. 

T he number of in p ut devices you can connect to the compu te r 

is lim ited by the combined powe r rhey require and by their 
performance. The practical lim it of devices is probably six

ch ree for each ADB po rt o n the Mac imosh . Perfo rmance of che 
devices is likel y co be un acceptabl y slow wirh mo re d evices tha n 

three per po rt. 

~ Important: Do not exceed the Apple D esktop Bus power 
requirements when using ADB input devices. T he co mbined 
power used by all devices musr no r exceed 500 mA 
(milliam peres) . Be sure ro check the power required fo r each 
device you use and make certain tha r rhe rotal needed is less 
than 500 mA. Consult the Special Features booklet or the 
Handbook for your model fo r mo re in fo rmation. ~ 
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Apple Desktop Bus device conncclcd to a Macintosh 

ADB icon ~ 

ADUJX>rt-~ 

Chapter 9: Expanding Your Macintosh System 

1 Confirm that the device 
meets AD B power 

requirements, then assemble 
the components you need: 
keyboard, mouse, or other 
device; ADB cable; and setup 
instructions. 

2 Attach one end of the 
AD B cable to the device, 

if necessary. (Consult the 
device's setup materials for 
any special instructions.) 

3 Attach the other end of 
the cable to the ADB port 

on the back panel of your 
Macintosh. 

You can recognize the ADB 
pore by its icon. 



Appk: Desktop Bus device daisy-chained to another ADB device 

ADii icon ~ 

Al111pon-~ 

1 Confirm that the device 
meets ADB power 

requirements, then assemble 
the components you need: 
mouse, graphics tablet, or 
other device; ADB cable; and 
setup instructions. 

2 If necessary, attach one 
end of the cable to the 

AD B port on the device you 
are adding. (Consult the 
device's setup materials for 
any special instructions.) 

3 Attach the other end of 
the cable to the A!)B port 

on the device at the end of the 
daisy chain. 

You can recognize the ADB 
port by its icon. The icon may 
not be located directly above 
the socket as shown here. 

·:· Macintosh Plus mouse and keyboard: The Macintosh Plus 
does not have ADB ports; its mouse connects to a mouse pore 
on the back panel of the computer and its keyboard plugs 
into the from of the computer. ·:· 
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Connecting audio de\·ices You ca n attach an audio d evice, such as an amplifie r or 

headpho nes, ro the aud io jack o n the back of the Macintosh . 
The audio jack accepts a stan dard stereo min iplug, like that used 
ro attach headphones to a portable ste reo player. 
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Adding an 
additional 1nonitor 

\ udioprk --(Q) 
Connect the audio device to 
the audio jack on the back 
panel of the Macintosh, using 
a stereo miniplug. 

Yo u can recognize the audio 
jack by its icon of a speaker. 

Yo u can use two d ifferent monitors simultaneously with most 
Maci ntosh models. 

On some modular Macintosh models, such as the Macintosh flex, 
you connect the add itional monitor to a video card installed in the 
computer. O n other models, such as the Macintosh Tlci, yo u can 
connect the additional monitor to a video card or to the 
computer's buil t- in video port. 
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Connecting a monitor 
to a built-in video port 

Some Macinrosh models provide a built-in video port to which 
you can attach the first or second monitor for your system. 

~ Important: If you're connecting a monitor to the built-in video 
port of your Macinrosh, make certain that the compu ter is 
wrned off before connecting the monirnr. If it is turned on 
while the monitor is connected, no system RAM will be reserved 
for the built-in v ideo. 

Adding an additional monitor 

1 Assemble the 
components you need: 

monitor, appropriate cable, 
power cord, and setup 
instructions. 

2 Attach one end of the 
monitor cable to the 

monitor. tConsult the 
monitor's setup materials for 
special instructions.) 
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3 Attach the free end of 
the monitor cable to the 

video port on the back panel 
of your Macintosh. 

You can recognize the video 
port by its icon. 

4 Attach the power cord 
to its socket on the 

monitor, then plug the other 
end into a grounded outlet. 

You can plug one monitor into 
the back panel of the 
Macintosh; a second monitor 
must be plugged direccly into 
an outlet. 

, 



Connecting a monitor 
to a video card 

You can connecr a monitor to a video card insralled in the 
Macin tosh. The card musr be installed in the computer before 
you connecr the moniror. 

Adding an additional monitor 

1 Assemble the 
components you need: 

monitor, appropriate cable, 
power cord, and setup 
instructions. 

2 Attach one end of the 
monitor cable to the 

monitor. (Consult the 
monitor's setup materials for 
special instructions.) 
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3 Attach the free end of 
the monitor cable to the 

port on the video card at the 
rear of your Macintosh. 

Mosr video cards do nor have 
an icon t0 identify the video 
porr. Consult your dealer or 
Apple represenrarive if you are 

unsure abour the purpose of the 
port on a card in the computer. 

4 Attach the power cord 
to its socket on the 

monitor, then plug the other 
end into a grounded outlet. 

You can plug one moniror into 
the back panel of the 
Maci n rosh; a second monitor 
must be plugged d irectly into 
an ourler. 

•!• Additional monitorfor compact models: O n models that have 
a built-in monitor and can also use an exte rnal mon itor, such 
as the Macintosh SE, the external moni tor is connected t0 an 
adapter that must be installed by an authorized Apple 
represen tanve. •!· 
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Positioning monitors When you ' re using Mo monirors, you may need ro positio n 

them ro avoid inrcrfcrencc o n the screen o f one monitor caused 

by signals from the other. 

.A. Warning: W hen setting up your monitors, be sure not w cover 
the ventilatio n openings o n the mo nito rs or on the Maci ntosh. 

C heck the setup guide for your Macintosh model and the 

Installing 
expansion cards 

monitor's docum entation for special instructions. • 

> See 11/so: • " Indic:iring rhe Rd:i ti ve Positions of Multiple 
Moni to rs" in Chapter 8 

Macinrosh II fa m ily computers contain slo ts in to w hich you can 
insta ll expansio n cards. The interface through w hich these cards 

exchange signals with the computer 's mi croprocessor is the 

N uBus"" interface; consequently, the cards arc know n 

collecti vely as uBus cards, and the expansion slots are called 

N uBus slots. 

Most vid eo cards used w ith mo nirors are NuBus c:1rds; other 

N uBus expa nsion cards incl ude memo ry cards, specialized 
g raphics and video cards, coprocesso r cards, and network 

interface cards. 
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The number of N u Bus expansion slors varies among rhe 

Macinrosh II models, rho ugh mosr have eirher rhree or six slots. 

Figure 9-3 shows rhe expansion slo ts in some Macinrosh II-family 
co mpurers. 

I

- ll:tck p:tnd openings are 
uncm·en:d ll'h<:n cards :1rt.: 
mstalkcl. 

Figure 9-3 The three '\uUu~ ~lob in :1 .\l:trinto~h llri 

~ Important: If yo u are insralling fewer cards than rhe number of 

expansion slo rs in your Macintosh , posirion the cards for 
maximum airflow and cooling: leave an em pty slor berween 

cards, and use rhe slo t closest to rhc fan last. 2 
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The insrrucrions rhat follow summarize insrallarion of a NuBus 
expansion card. Sec rhc guide Setting Up Your Macintosh for 
your Macintosh model for more derail ed insrrucrions. The 
illuscrarions in this summary show the Macincosh Hex. 

Installing expansion cards 

1 Take the lid off your 
Macintosh and remove 

the plastic cover plate from 
the end of the slot into which 
you will install a NuBus card. 

2 Gently slide the NuBus 
card, with the gold-tipped 

connector pointing 
downward, into the slot. 

Hold che card carefully ac che 
outside cop edges. Press the 
card down co be sure char it's 
seared in the sloe. 

As you posirion rhe card , cake 
care co fir rhe connector on che 
end of che card inco che sloe on 
the computer's back panel. 
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3 Replace the lid on the 
computer. 

4 Attach the appropriate 
cable or cables to the 

connector on the NuBus card. 

C onsul r rhe docu menrarion 
for rhe card and the device to 
be connec ted to it fo r detailed 
. . 
1 nstrucnons. 



.. Using inultiple 
expansion cards 

PO\Yer requirements 
and limitations 

If you use two o r more Nu Bus expansion cards in your 
Macin tosh, you must observe the fo ll owing precautions to 
assure safe operation of rh e computer. 

The combined power consumption of all NuBus cards in your 
Macintosh must not exceed th e limits established fo r char model. 

Expansion cards ca n draw three types of power from a Nu Bus 

slot: 

• +5 volt current 

• +12volr current 

• - 12 volt current 

Each card may draw from these currents in varying am ounts. 
Consult rhe Special Features booklet for your Macintosh 
model and the specifications fo r each ca rd char you use to 
d etermine the combined power consumption for each rype o f 
current. Then make certain that rh e totals d o nor exceed the 
recommended limits. (You can calculate the roral li mits by 
multiplying rhe recommended limit per card by rhe number of 

slots in yo ur model. ) 

Type of current 

+5 volt 

+ 12 volt 

- 12 volt 

Recommended 
limit per card 

2.0 amps 

0.1 75 amps 

0.100 amps 

.A. Warning: Exceeding rhe power lim its co uld damage one o r 
m ore N uBus cards o r the computer. .A. 
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Assuring adequate 
ventilation 

Installing cards in 
a special slot 

When operating, NuBus cards generate heat. If you use several 
cards in your Macintosh, make certain char you position chem to 
allow max imum air circulation around the cards. 

For example, if your Macintosh has six N uBus sloes and you are 
using three cards, place the cards in rhe second, fourth , and sixth 
sloes (counting from rhe end opposite the disk drive) co assure 
the maximum amount of air circulation. 

Some Macintosh models can use a type of expansion card that 
does nor use the N uBus interface. This card fits into a special slot, 
called che memory cache slot in som e models and the processor
direct slot in ocher models. 

~ Important: If you plan to use a card in a special sloe, make 
certain char the card yo u install is designed for your Macinrosh 
m odel. Installing a card designed for chis slot in a different 
model could damage the card and rhe computer. -i 

lnsrrucrions for installing a card in the memory cache sloe or the 
processor-direct slot vary among the models char use these cards. 

Consul t Setting Up Your Macintosh and che Special Features 
booklet or the Handbook for your Macintosh model for details. 
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Expanding 111en101y 
on the n1ain 
circuit board 

The RAM in most Macintosh models is provided in packages 
called Single Jn-line .Memory Modules, or SIMMs. Each SIMM 
consists of a group of RAM chips on a circuit board that has 
electrical contacts along o ne edge. This board is plugged into a 
SIMM socket o n the computer's main circuit board. 

The RAM in your Macincosh can be expanded by adding co the 
SIMM modules already installed or exchanging the modules for 
ones that contain chips with greater storage capacity. (The 
system RAM can also be expanded by installing a N uBus 
memory card.) 

If you plan to expand the computer's memory, make certain 
that the chips or SIMMs used are the correct ones for your 
Macincosh model. Consult the Special Features booklet or the 
Handbook for your Macintosh model for information about 
the RAM chips and SIMMs . 

.A. Warning: RAM expansio n on the main circuit board should 
o nly be done by an authorized Apple representative or another 
qualified technician. Modification or expansion by anyone 
except qualified personnel voids the equipment's warranty and 
could cause damage. • 
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Chapter 10 

Macintosh Maintenance 
and Troubleshooting 

Yur M acintosh computer is sturdy and requires little 
maintenance. Bur like any piece of electrical equipment, it 
sho uld be handled carefully and positio ned in accordance with 
irs design and specifications. 

T his chapter provides some general precautions for secring up 
and wo rking wirh rhe computer, as well as guideli nes for 
main tain ing a safe operating environment for the Macin tosh, 
insrrucrio ns fo r clean ing sysrem compo nen ts, and a nore about 
Apple service and support. 
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Safety and 
general care 

All system components 

Follow the suggestions in this section co ensure chat your Macintosh 

stays in good operating condition. 

When setting up and using the computer and its components, be 
sure co 

• H andle all equipment with care and always place components 
on a stu rdy, Aat surface. 

• Follow the setup instructions provided with your Macintosh and 
its components precisely. 

• Always hold a cable by the connector at one end when attaching 

it to or removing it from a component; don't force a connector 
into a socket or plug on the Macintosh or a component. If you 

can't get che pieces co join easily, consult your Apple dealer or a 
technician fo r help. 

• Turn off the computer and all components before adding or 
removing any pare of the system. If you add or remove a 
component or its cable while the computer is on , you may 
damage the Macintosh, the component, or both. 

• Keep food and liquids away from the immediate area of your 
Macintosh if possible, and be extremely careful not to spill any 
liquid on the computer, keyboard , mouse, or other components. 

• If you do spill food or liquid into the computer, be sure to turn 
it off and unplug it before attempting to deal with the situation. 

A Warning: Plug the power cords fo r the computer and its 
compo nents only into three-prong, grounded outlets. The 
Macintosh's grounding-type plug is a safety feature; do not defeat 
the purpose of this plug. Disconnect the power plug if ic becomes 
frayed or otherwise dan1aged. .&. 
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A Warning: Your power supply is a high-voltage componenc and 
should nor be opened for any reason. There are no serviceable parts 
inside. If you think that your power supply needs servici ng, please 
concacc your authorized Apple service provider. .& 

Monitor Whether your Macintosh has a builc-in screen or a separate 

monitor, be sure to 

• Turn down che brightness control on the screen if you 
leave the computer turned on for extended periods; if the 
brightness is noc turned down, the image on the screen could 
"burn in" and permanently damage che screen. (If your 
M acintosh model does nor have a brightness control, ic has a 
special section of che Control Panel char lees you adj use screen 
brightness. For instructions on using che Brightness Control 
Panel, see Special Features of Your Macintosh.) 

Yc " n h ou can use a screen-saver program co remove o r vary c e 
image on the moniror's screen when che computer is turned on 
but idle for a specified period of rime. These program s are 
available from independenc suppliers or user groups. 

• If your Macincosh has a separate monitor, position che monitor 
so chat none of its ventilation openings are covered or 

obscrucced. 

• Follow positioning instructions for a monitor precisely- don' t 
pm it on any surfuce nor strong enough to support it. Some large 
monitors, such as che Apple Two-Page Monochrome Mon itor, 
cannot safely be placed on cop of the main unit of a modular 
Macincosh. 
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Keyboard Take special care nor to spill any liquid on che keyboard or to get 
greasy or sticky substances on ir. 1f you should spill a liquid on the 
keyboard and it stops working, fo llow these procedures: 

• If the liquid is thin and clear, try unpl ugging rhe keyboard, 
turning it upside down to !er the liquid drain our, and drying it 
fo r 24 hours at room temperature. If rhe keyboard still doesn' t 
work, rake ir to your authorized Apple dealer for repair. 

• If the liquid is sweet or sticky, unplug the keyboard and rake it 
to your authorized Apple dealer for repair. 

Floppy disk drives Whenever you transport the Macintosh or an external floppy disk 
drive, be sure to 

• Place the plastic disk-shaped piece (placed in rhe drive ar the 
facrmy) in rhe internal Aoppy disk drive and in any external drives 
when you move them. If your Macintosh model has a 
SuperDrive, you don't need rouse a plastic disk- SuperOrives can 
be moved wirhour rhe protector. 

floppy disks Figure I 0-1 summarizes rhe correct and incorrect ways to handle 
Aoppy disks. 

\\,I ) O"t t IO 'Cl 

Figure l 0-1 Dos and don· ts of handling lloppy disks 



Operating 
envirorunent 

The Macintosh is designed co operate reliably in a sui table 
environment. To maintain chis environment: 

• Keep the Macintosh and components out of direct sunlight and 
free from exposure ro rain or ocher moisture. 

• O perate rhe Macinrosh o nly at temperatures between 50 degrees 
and either 95 or I 04 degrees Fahrenheit (l 0 degrees and either 

35 degrees or 40 degrees Centigrade), dependi ng on rhe m odel, 
and at a humidity ranging from 5 percent co 95 percent. (See 

rhe Special Features book.lee o r rhe Handbook for your model 

for derails.) 

• Be certain char all components are positioned so char none of 
their ventilation areas are blocked or partially blocked. D o nor 

put papers, disks, or ocher items over the air c irculation areas of 
rhe system, even temporarily. Preventing proper air circulation 

could result in overhearing of a component and possible damage 

or unreliable operation. 

• lf your Macintosh and components are positioned so chat 

you see interference on rhe moni tor's screen or see or hear 

inrerference on a nearby television or radio, move rhe affected 

components further apart. 
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Cleaning syste111 You can clean rhe exrerior of most Macintosh system components, 

co111ponents the monitor's screen, and the mouse's mechanical pans. 

Computer and To clean the case of your Macintosh or a peripheral device: 

Peri1)heral-dericc cases 
• Use a damp, soft, lint-free cloth to clean the computer's 

exterior. Avoid getti ng moisture in any openings. 

• Don' r use aerosol sprays, so lvents, o r abrasives when cleaning 
the computer or ocher componems. 

~ lonitor Follow th is guideline when cleaning rhe mon itor's screen: 

• Put household glass cleaner on a soft cloth and wipe the 
screen. Don' t spray th e cleaner directly on the screen , because 
che liquid may drip into the mo ni tor's or compu ter's interior. 

i\Jouse The mouse contains a small ball char rolls as you move the 
device. You can keep this ball free of dirt and grease by using the 
mouse on a clean , hard surface a nd cleani ng it occasionally. 
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Power switch 

Cleaning system component~ 

1 To clean the mouse, 
first turn off the 

Macintosh. 

You should always turn off 
electrical equipment before 
disassembling any pare. 

2 Turn the mouse over 
and open the plastic ring 

on the bottom that holds the 
ball. 

Macin rosh models use two 
different types o f rings on the 
mouse; one is opened by 
turning the ring counter
clockwise, che ocher is opened 
by pulling th e ring straight 
down until it snaps . 

3 Remove the ring and the 
ball beneath it. 

You may be able co lift off rhe 
ring while holding the mo use 
upside down; if nor, turn the 
mouse over while holding one 
hand underneath it to catch 
the ring and ball. 
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4 Clean the three small 
rollers inside the mouse 

with a cotton swab moistened 
with alcohol. 

Rotate the ro llers co clean all 
their surfaces. 

5 Wipe the mouse ball 
with a clean, soft, 

dry cloth. 

Don' t use any liquid co clean 
rhe ball. 

6 Gently blow into the 
mouse case to remove any 

dust that h as collected then:, 
then replace the ball and ring. 
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Testing and 
repairing a disk 

Both fl oppy disks and hard disks can become d amaged from 
repeated use and handling. The Macintosh system software 
provides some cools for testing disks and repairing some types of 
damage or wea r. 

If you see a message reporting that a disk is damaged or 
unreadable, these cools may help to diagnose and co rrect the 

problem. 

Using Disk First Aid to test You can tesr and repair either type of disk with the D isk First 

or repair a fl oppy disk Aid"' applicatio n, supplied with system software. 

or a hard disk 

~ 
Disk First Aid 

archiues 

(Internal Floppy Driue) 

Driue ( Cancel ) 

Eject n Open J) 

Testing and repairing a disk 

1 To test or repair a disk, 

start Disk First Aid by 
double-clicking its icon. 

The application opens and 
presents a dialog box for you 
co select a d isl<. 

2 Select the disk you 

want to test and repair, 
using the Drive and Eject 

buttons as necessary. Then 
click Open. 

T he disk you selected is the 
volume listed , and a message 

reports chat Disk Fi rst Aid 
is ready. 
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Uolume: Rrchlues 
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s File Edit 

Ready to sta 
'--~~~~~~~----' 

Uolume: Archiues 

Start 

0 ' . 

Start JI:: ) ~top 

( Ac•uml' J 

Edit Options 

Start 

3 If you want automatic 
repair, choose Repair 

Automatically from the 
Options menu. 

4 Click Start to begin 
testing 'the disk. 

A message at rhe top of rhe 
screen reports resting and 
repair progress and results. 

5 When testing and repair 
are completed, choose 

Quit from the File menu. 

Alternatively, to rest another 
disk, choose Close from the 
File menu, then select and 
open the disk and follow steps 
3 and 4 above. 
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Using HD SC Setup 
to test a SCSI bard disk 

You can test a SCSI hard disk with the HD SC Setup 
application , supplied with the system software. 

~ 
App le HD SC Setup 

Apple 110 SC Setup 
The disk·s c.51 ~f-:===---=----~ 
device number ( lnlllollze J SCS I oeuice\ 

I Update ) 
~ I P~11111on J 

( Test It ) 

n ou1t u 

-
_,__rE_--Th-e-uo-lu_m_•_n_,om/e Is Hard Disk 

The disk's name . 

Testing the disk will take seuernl minutes and 
A\ cannot be interrupted. II will not affect any data 
ill on the disk. Do you w ant to continue? 

([ Cancel J) [ OK 1\- J 

Testing and repairing a disk 

1 Start HD SC Setup by 
double-clicking its icon. 

2 Select the disk you 
want to test, using the 

Drive button if necessary. 
Then click Test. 

The disk's SCSI device 
number is displayed above the 
Drive button; the disk name is 
displayed in che message box 
at the bottom of the screen. 

3 An alert box appears 
before testing begins, 

asking you to confirm or 
cancel the test. Click 0 K to 
continue. 

Testing begins; che spinning 
beach ball icon indicates that 
testing is under way. 
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Changing the 
clock battery 

Macintosh Plus 

Apple HD SC Setup 

( Initialize J 

[ Upda te ) 

( Portition ] 

( Tes t ] 

If Quit It: JJ 

SCS I Ocuice: 0 

~ 

la Testing was success ful . 

4 When a dialog box 
appears telling you that 

testing is complete, click 
Quit. 

All Macin tosh model s have a system clock that runs 
continuously. When the computer is turned off, a battery 
maintai ns the time. 

You can change the clock bauery in the Macin tosh Plus and 
earlier models. 

r. 

Ila Hen 
l'l)lllpanmem 

1 To change the clock 
battery, first locate the 

battery compartment on the 
back right side of the 
computer and open it by 
p ressing the latch. 

Remove rhe cover of the 
battery comparrmenr. 
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2 Remove the battery 
from the compartment 

and replace it with another 
battery of the same type, in 
the same position. 

The battery you need is a 4.5-
volt unit- the Eveready 523 
or its equivalent. 

3 Replace the cover on the 
battery compartment. 

Other Macintosh models T he clock battery on all other Macinrosh models is located 
inside the computer's case. If your system clock begins co keep 
inaccurate rime or scops when rhe computer is turned off, have 
your authorized Apple dealer o r represem arive replace the 
battery. 
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11-oubleshooting Ar some rime you may experience a problem wirh your Macinrosh. 

A\'oicling data loss 
or damage 

The descriprions of problems and possible solurions thar fo llow 
should help you in rroubleshooting difficulties with your 
Macintosh's operation. 

Be sure ro check Special Features of Your Macintosh for additional 
troubleshooting information. If you have a M acintosh Portable, you 
should consulr the Macintosh I'ortabk Handbook. 

In recenr years, many computer users have experienced problems 
w ith viruses---malicious programs that damage files o r erase disks. A 
virus could be introduced into your Macintosh system from a disk 
you or someone else puts in irs drive, from a network device such as 
a fil e server, o r from an electron ic bullerin board service. 

ChL·ck regular!\' for riruscs 

You can use <Ul)' of several virus-detection and el imination programs 
ro check your Macintosh disks for viruses. Such programs are 
available from user groups, computer bulletin boards, and dealers. 

Even if you don'r norice problems with your computer's operation 
or the information on your disks, you should check for viruses 
frequently if you exchange d isks or info rmation with other users. 
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A good virus strategy includes these elements: 

• C heck you r primary disk o r disks regularl y wi th a virus

d etection program and co rrect any problems it finds. 

• W henever you get a d isk from anyo ne-even co mmercial 
software-check it for viruses before using it o r copying 
anything from it to your system. 

• If your Macintosh is o n a network o r you use a modem to 

connect with informat io n services or bullet in boards, check 
for viruses as often as it's practical-ideally after each time 
you copy any information from an o utside sou rce. 

• If you are part of a wo rk group thar includes a number of 
Macin tosh users, set up a "virus-detection station" that 
everyone ca n use to check d isks (and to copy the latest 
version of virus-d etectio n sofrware if your group has a site 
license fo r it). 

• If you give information ro other Macin tosh users on disk or 

send information elect ronically, make certain that there are 
no viruses o n your system before distribu ting the 
informat ion. 

Troubleshc)()ling 
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Computer operation H ere are so me pmenrial problems, likely causes, and sugges ted 

solutions. 

The computer is Lurned on but the screen is dark 

Cause: T he Macintosh is noc getting power, or the screen isn' t 
getting light. 

Try chese accio ns: 

• C heck that the power cord is plugged in and firmly 
co nnected to the computer and that the electrical socket has 
power. 

• C heck che screen's b rightness co ntrol and turn it up if 

necessary. 

• If you use a screen-saving program, press a key o r move the 
mouse to activate the screen's image. 

When you sta rt up. the screen is bright hut the desktop doesn't 
appear 

Cause: The system softwa re is noc o n che disk or the disk drive 
is not operating properly. 

W hen yo u cum o n the Macintosh and insert a d isk (if you r 

system doesn' t have an internal hard disk), you should see one of 
the icons shown in Figure 10-2. (If you turn on the Macin tosh 
and don' t insert a disk, you 'll see the disk icon with the blinking 
questio n mark. ) 
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-11:1ppy .\l:irint<hh- ---[I ~_· 1) [I ""_"Ii---- ·:.ad ~l:ici111osh" 
indicate' 1h:11 the indirntes :1 problem 

~1'>lem soft\\'are i-; \\'ith the >1·sw111 
being lo:1dcd. !>Ofl\\'are <;r 

the computer. 

Figure I 0-2 Icon:-: tltc ~'iarintoslt might displ:rl' al startup 

Try rhesc acrio ns: 

• If you sec rhe "happy Macinrosh" icon, you don' r need ro do 
anything. T he system sofrware is being loaded. 

• If yo u see a disk icon wirh a bli nking question ma rk on it, 
your system is waiting for you ro insert a startup disk. If your 
Macincosh has an incernal hard disk, rhis ico n means thar rhe 
computer doesn' t recogn ize chat <l isle 

If rhis happe ns, use a srarcup disk to srarr up and check to 

see if the hard disk icon appears o n th e desktop. (If not, see 
your d ealer. ) 

• If you see rhc disk icon wirh an X on ir, you need co insert a 
srarrup disk-one char conca ins an installed System Folder. 

• If you see rhe "sad Macincosh" icon , there's a problem wirh 
rh e system software on the disk or possibly with rhe 
computer. 

Eject the d isk (by wrning off the compu ter, then ho lding 
dow n the mouse bu non whi le you turn the computer on 
again) . T 1y scarring up with a differenr srarrup disk. If the 
"sad Maci ntosh" icon appears again, see your dealer. 
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The rnou:-;e mores but the pointer docsn·t mm·e 

Cause: T he mouse is not connected properly or its signals are 
not reaching the computer. 

Try these acrions: 

• C heck the co nnection of the mouse cable. 

• Sec whether rhe mo use needs clean ing, and if so, clean it. 
(See the instructions in this chapter.) 

• Restart the Macintosh with a different startup disk. If the 
poi nter st ill doesn' t move, consult your dealer. 

"!\ping on the kcd1oard produces nothing on rhe screen 

Cause: T he keyboard is not connected properly or its signals are 
not reach ing the computer. 

Try these actions: 

• C heck the connection of the keyboard cable at both ends. 

• If the connections are secure and typing still yields no resul ts, 
shut d own and turn off the Macintosh, th en unplug the 
keyboard cable. Place the computer end of the cable in the 

other Apple Desktop Bus port o n the computer a nd the 
keyboard end in the other AOB port on the keyboard. (You 

may have to unplug the mouse to do th is.) If typing st ill 
shows nothi ng on the screen, the problem is most likely in 
the keyboard itsdf 

• Restart the Macin tosh with a different startup disk. If typing 
sti ll does n' t produce text on the screen, consult your d ealer. 
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You can·t sa \ e anyth ing onto a lloppy & .. k 

Cause: The disk can'c accepc in fo rmarion, ic is damaged or 
locked, o r rhe disk d rive is nor wo rking pro perly. 

Try these actions: 

• If yo u sec a message repo rting char the disk is nor initialized, 
and you know char it has been ini rialized , eject rhe d isk and 
carefully inserr ic again. If the same m essage appears, che disk 

is probably damaged. (You may be able to recover the 
info rmation on ir with a disk-recovery program.) 

• If you sec a message char the d isk is full , eject char disk a nd 
inserr another thac has adequate space for your document, o r 
erase some unneeded data from rhc d isk. If you see chis 
message while working in a program, you can eject the d isk 
by choosing the Save As com mand fro m the File menu and 
using the buttons in the dirccro1y dialog box. 

• C h eck th e disk fo r obvious damage to the plas tic case o r the 
slid ing metal shutter. 

• Make sure the locking cab o n the back of the disk at the top 
left is in rhe down (unlocked) positio n. Sec C hapter 6 for 
mo re in fo rmation. 

• Insert a different disk and rry saving again. If you can't save 
on the seco nd disk, the problem may be w ith the d isk d rive. 

• Befo re co ncluding char the disk d rive is the problem, save 
yo ur fi les o nto a d isk in a different drive, if you have one, and 
then resrarc the Macinrosh. Try sav ing so mething o n a d isk 
yo u know is no r damaged placed in the suspecc drive. See 
you r dealer if saving fai ls again . 

Trouhll.'~h<>< >l ing 
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You can·l eject a floppy disk 

Cause: T he signal to eject rh e disk is nor reach ing the computer 
or rhc disk or d rive is damaged. 

Try these actions, in the order presented here: 

• Hold down rhe C ommand and Shift keys a nd press the 
number l key in the top row of rhe keyboard to eject a d isk 
in rhe internal drive; press Command-Shift and the number 
2 to eject a d isk in an external fl oppy d rive or the seco nd 
internal drive. 

• If rhe preceding action does n' t work, turn off the Macin tosh, 
then hold down the m ouse button whe n yo u rurn it on 

agam. 

• If neither of the p receding actions works, locate the small 
hole to the right of rhe disk drive's o pen ing, and carefu lly 
insert rhe end of an stra ightened paper cl ip into ir. Press 
gen tly unti l the disk is ejected , bur do not force it. (Sec 
Figure I 0-3.) This m ethod of eject ing a disk should be used 
only when th e other suggested methods do not wo rk. If this 
method doesn' t work, take the compu te r o r disk dri ve to your 
dealer ro have the d isk removed. 

Figure I 0-3 Ejecting :t disk ll'ith a straightened paper dip- a l:1st re~ml 
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You can't start up from a hard disk or see its icon 

Cause: The compu rer did nor recognize rhe d isk's signals or rhe 

disk drive is nor working properly. 

Try chese accions: 

• If che hard disk drive is an exrernal o ne, make sure ic is 
rurncd on and ics cable is connecred fi rmly, rhen rescan che 
Macincosh. 

• If che disk drive is an internal one, rurn off che Macincosh, 

wair at lease 10 seconds, then cum it on aga in. 

• If the hard disk is your scarcup disk, scare up w ich a differenc 
disk and reinsrnll rh e system sofrwarc on the hard disk. 

• If the hard disk is nor your scarrup disk and you have more 
chan one hard disk in your Macintosh syscem , check the SCSI 
ID number of each external hard disk and all ocher SCSI 
devices connected co your computer. If two devices have che 
same ID number, one of rhe devices will nor be recognized by 
the computer. C hange the duplicare number co a number nor 
cu rrenrly used. Sec Chaprer 9 fo r more informatio n. 

> See also: • "Testing and Repairing a Disk" in this chapter. 

A dialog box with a bomb appears 

Cause: Your system has a software problem. 

Try chese actions: 

• C lick rhe Rescan buccon on rhe screen (if one is displayed as 
pare of the m essage) . The computer may start up normally. 

• If no Rescarc buccon is displayed (or clicking ic doesn't work), 
use che power swirch ro rum off che Macincosh, wait ac lease 
10 seconds, rhen turn ir o n again. T he system may scare up 
normally. 
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• If rhe Macinrosh doesn' r resrarr wirh rhe same sra rrup d isk, 

rry ro starr up wirh a differenr starrup disk. 

• lf rhe Macinrosh starrs up with a different d isk, check the 
starcup d isk and program you were using when rhe bomb 

message appeared . You may have been using elemenrs of the 
system so frware thar were incompatible with each other or 

with rhe program you were using. For example, if you used 
the newest version of the System and Finder with an old 
version of the Font/DA Mover, you could get the bomb 
message. Reinstall ing the system sofrware may correct the 
problem with the first starrup d isk. 

• Sometimes incompatibl e desk accessories can cause the 
sysrem ro d isplay a bomb message. T ry removi ng any recen cly 
installed desk accessories ro see if the compu ter works all 
righr. 

• Occasionally ir's necessary to pull the plug, if the power 
switch doesn' t succeed in curring power ro the compucer. 

- Important: Always be sure to u pgrade all parts of your system 
software when you install a new version of the Maci ntosh system 

sofrware, and always verify that the p rograms you use are 
compatible with rhe version of sysrem software you have 
installed. 
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The pointer 'illtklenly ··freeze:-.. on the :--creen 

Cause: Your system has a software problem. 

T ry rhese acrions: 

• Turn off the Macintosh with the powe r switch on the back, 
wait ar lease I 0 seconds, then cum iron again. The system 

may scare up no rmally. 

• If the M acin tosh doesn' t rescan with the sa me system d isk, 
try co scare up with a d ifferent startup d isk. 

• If the Macin cosh starts up with a di fferent d isk, check the 
startup d isk and progra m you were using when the system 
froze. Yo u may have been using elements of rhe system 
sofrware chat were incompatible with each ocher or with the 
p rogra m you were using. Reinstalli ng rhe system sofrware 
may correct the problem with the first d isk. 

• Occasio nally rhe system may freeze when yo u arc usi ng 
MulriFinder. W ith the sam e combination of programs 
o pen, check rhe allocatio n of system memory in the About 
rhe Finder window. See "Managing System Memo ry" in 
C hapte r 3 fo r more info rm ation . 

Important: Always be sure co upgrade all parts of your system 
sofrware when you install a new version of the Maci ncosh system 
sofrware, and always veri fy char rhe programs you use are 
comparible with the version of system sofrvvare you have 
installed. 
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Printer operation If you have a printer connected to your Macintosh , you migh t 

encounter one of the fo llowi ng situations. 

You give the command 10 prinl a document and Lhe printer 
doesn 'L respond 

Cause: T he command isn' t reaching the p rinter o r rhe printer 
isn' t working properly. 

T 1y these actions: 

• C heck that rhe printer is turned on and warmed up (if ir's a 
LaserWrirer, ir sho uld have printed the sample page) . 

• C heck the cable co nnectio ns to the printer. 

• If your printer is an Image Writer, make su re that the Select 
light is on. (Press the Select button to turn the light on. ) 

• C heck that the pri nte r is selected in the C hooser. See 
"Choosing a Printer" in C hap ter 4. 

• If the Chooser does nor show an icon for the rypc of printer 
you want to use, place the driver or drivers for that prin ter in 
the System Folder of your startup disk and resrarr the 
Macintosh. Sec C hapter 4 for more in fo rmat ion. 
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You prinr a clocumenr on a ner~rnrk printer and it causes the 
printer co restart or to display an error message 

Cause: The prinrer has received conflicting signals. 

T ry rhese actions: 

• Make sure rhar you are using the same version of the prinrer 
d river as al l other people o n your network. (If nor, place rhat 
d river in your System Folder and restart rhe Macintosh.) 

• Tf you see an error message staring rhar rhe printer could 
not print yo ur document, tu rn off the printer for at least 
I 0 seconds, then turn it on again and wait for the printer 

to warm up before trying co print again. 

General tips If yo ur Macintosh or a component is not working properly but 
its problem is not described in rhis chapter, yo u can rry some 
general measures that may so lve the problem. 

Sran over 

Often you can eliminate a problem simply by cl ea ring rhe 
computer's memory and starting over. 

• If possible, save any open documents in which you've made 
new changes before restarting the Macintosh . (If yo ur system 

is frozen or you have a bomb message on the screen , saving 
wo n' t be possible.) 

• C hoose Restart from the Special menu, if possible, or turn off 
the Macintosh, wait at least 10 seconds, then turn it on 

again. 

• If your problem is with a peripheral device, such as a printer 
o r external hard disk, rnrn ir off for 10 seconds or more, rhen 
turn it on again and restart the Macintosh. 
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.\bkl' certain that all parts or thl' -;y.'>tl'l11 so!hrarl' :ire from lhl' 
same rersion 

These tips help keep your system software in good working order: 

• W hen you install a new version of system software, be sure to 
copy it on all startup disks rhar you use, to avoid inadvertently 
working with rwo d ifferent system versions later. 

• If the System Fold er becomes damaged on o ne of your 
startup d isks, either reinstall the software on that disk or copy 
the System Folder from a good d isk onto rhe disk with rhe 
damaged folder. 

• W hen you install a new vers ion of system software, verify that 
the new versions of drivers fo r the printer and other rypes of 
devices you use are in the System Folde r of your startup disks . 

.\bkc certain that ~-our program-; :tre in good n-orking order 

Herc are tips for keeping your appl ication p rograms working 
effectively: 

• If you have p roblems with an application program, make 

a nother working copy of that program from the original 
program d isk. 

• If a new copy of the application program doesn't correct the 
problems with it, check with the program's manufacturer to 
make sure that rhe versio n of the program you have is 
com patible with the version of the Macintosh system 
so ftware you are using. (You can often upgrade to a newer 
version of the program fo r a modest fee.) 
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• If you use a hard d isk, be sure to keep only one System Folder 
and only one version of each application program on your 
disk. 

• If you use any special programs that cuscom ize yo ur System 
file (these programs are usually called IN/Ts, Control Panel 
devices, or CDEVs), always check with rhe sources or 
developers of those programs before you install them to make 
sure that they are compatible with the versio n of Macintosh 
system software you ' re using. 

Create free space on the stanup disk 

Occasionally you may see an error message reporting that the 
Macintosh doesn't have enough memory to start up. 

Try these actions: 

• Starr up with another disk, then open the startup disk that 
didn't work and remove some items from it. 

• lf your Macintosh starts up from a hard disk, you can use a 
program that reduces the fragmentat ion of data on the disk. 
This procedure makes disk operation faster and creates larger 
areas of free space for startup. (You can obtain a util ity 
program ro reduce fragmentation from your Apple dealer.) 
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Take your time 

When yo u see an error message o n the screen, you d on' t have to 

take an actio n immediatel y. T he message wil l stay on th e screen 
unt il you click th e burron rhar's part of ir o r turn off the 
Maci n rosh . 

T o help you diagnose and correct the problem , cry to gather as 

much information about the situation as you can before 

sta rtt ng over: 

• Make a note of exactly what you were doi ng when the 
problem occu rred. Write down rhe message o n the screen and 
its ID number. (Th is in formation will help a service person 
diagnose rhe problem sho uld you need to rake rhe computer 
to your authorized Apple dea ler for repair.) 

• C heck rhe screen fo r any clues char arc visible-a menu ride 
selected, rhe program and document ico ns char are open , and 
anyth ing else char seem s relevant ro rhe current situation. 

• If you were writing new text, and were not able to save it 
before the problem occurred, yo u ca n wri te down rhe parts of 
the text still visible on the screen so that so me of yo ur work 
will be easy to replace. 

• Ask other experienced Macintosh users about rhe problem 
yo u' re having; rhey may have a solution for ir. 
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Rebuild your deskrop once a year 

A process known as "rebuilding rhe deskrop" helps your 
Macinrosh keep rrack of dara on your sranup disks. 

• To rebui ld rhe deskrop of a sra n up disk, hold down rhe 
Oprion and C ommand keys while srarring up your computer. 

• Follow rhe rebuilding procedure fo r each of your startup 
disks o nce a year. 

I3ack up your work and your programs frequently 

T o ensure rhar rhe info rmarion and rhe programs you use wirh 
your M acinrosh will always be available, back up your work 
regularly and back up each program when you begin using it. 

• If you use a hard disk fo r mosr o f your work, be sure ro make 
copies of all key programs and files on floppy disks. 

• T o prorecr essenrial informarion , such as business archives 
and fi nancial records, consider making duplicare backup 
copies on floppy disks and sroring rhem in a locarion 
differenr from your regular Macin rosh work place. 
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Service and SU ppo1t To help you gee the best performance from your Macintosh, Apple 

Computer, Inc. has established a worldwide network of fuJl-supporr 

authorized Apple dealers. If you need answers ro technical questions 

or information about produce updates, your authorized Apple deaJer 

can help you. Apple's Technical Support organization backs each 
deaJer and international technical support group via AppleLink®, a 

scace-of-che-arc on-line electronic information service, ro ensure 

prompt, reliable assistance. 

Your dealer has the latest in formation on new hardware and 

software produces as well as produce updates. If you w ish co 
upgrade your system, your dealer can help you select compatible 

compo nents. 

If your Macintosh or a peripheraJ device requires service, your local 
authorized Apple deaJer is trained and ready co suppo rt you. Apple 

provides facrory-quaJ ity pares and the latest available diagnostic 

equipment co che more than three thousand authorized Apple 
service centers throughout the world . Apple guarantees pans and 

warranty labor. (Regulations in each country determine rhe length 
of warran ty. Som e restrictions may apply, depending on the country 

of original purchase.) 

If for some reason you cannot return co che auchorized dealer from 

whom you purchased your system, go co che nearest service 
location. For the location nearest you, in che United Scares 

call (800) 538-9696; in Canada, caJI (800) 268-7796 or 

(800) 268-7637. For locatio ns in ocher countries, either call che 

Apple headquarters in your country or write co 

Apple Computer, Inc. 

Customer Relations 
20525 Mariani Avenue 

C upertino, CA 950 14 
USA 

or Apple Canada, Inc. 

7495 Birchmounr Road 
Markham, Ontario 

L3R5G2 

Canada 
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Apple also offers service options designed to meet your needs. 
One of these is the Apple Care® Service Agreement (available in 
the United States, Canada, and Australia only), which extends 
full warranty coverage up to three years. Your AppleCare 
contract will be honored at any participating authorized Apple 
dealer within the counny of purchase-an added benefit if you 
relocate. Local service means time saved in getti ng your Apple 
system back to work. 

You can purchase Apple Care at any time, bur ir' s a good idea to 
purchase it wirh your system, or at least before your warranty 
has expired, to avoid an owner-paid inspection. 

There are also self-service plans designed to allow large 
installations to repair their own equipment. Whether you use 
your computer at home, in the office, o r ar school, Apple has a 
low-cost service plan for you. For detai ls, please see your 
authorized Apple dealer. 

Service and support 319 



Appendixes 



Appendix A 

Keyboards and 
Character Sets 

Along with the' mouse, you use the keyboard to communicate 
with your Macintosh. You can choose from several keyboards for 
use with most Macintosh models; che layouc and selection of keys 
varies somewhat among the different keyboards. 

No matter wh ich keyboard you use with your Macintosh, you 
can use certain keys, such as Option, Command, and Shift, to 

type optional characters. The Key Caps desk accessory shows che 
location of optional characters for each font installed in the 
System file. 

Keyboard la you ts T he ill uscrations chat follow show the layouts of the 
Macintosh Plus keyboard (used only with chat model) and the 
keyboards chat can be used for ocher Macintosh models. 

'.>- See also: • "Using Special Keys and Indicators on rhe Keyboard" in 
Chapter l 

• Appendix B, "MacroMaker Command Files" 
• Appendix D, "Special Aids for Using rhe Mouse, 

Keyboard, and Screen" 
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Macintosh Classic/ 
Macintosh LC 

keyboard 

Tab key: .\lo\"\:~ the in~crt ion point horimnt:illy 
to the next '>topping pbce (such as :t tab ~lop or 

data fit· kl in :1 dialog box or progr:un l. 

Caps lock key: :\ locking Shift ke1· fo1 
l eller~ only (number\ and symbols 

:1ren·1 affee!<:d). 

Shift key: Produce~ uppercase leuers 
(or the upper character on the key). 

Control key: Like: the Comm:111d key. \1-ork' 
in n m1hin:1tion 11 ith other keys to prol'ide 

shortcuts or modify other actions. 

Power On key: On 'omc ,\ l:tcinto~h nuxl<:b. 
.. . . 1·ou prl·ss th is kc1· to s11·itd1 on 

your rn111puter. On the: ~lacimosh 
c1:i~.,ic. 1hi~ key ha~ no runction.

1 

~ 0 (< T I 
I 

-[ 

LJ [ j~ ~ [[ [[ [[ [2 [ 
~J [a ' ~] [2 ~ [IJ ~ ~ J 

--.. 

~ [s "' ~J ~ GJ GJ -~caps 
lock J J 

I 

~ ~ ~ ~] ~ 
r 

[ shift J ~ 

~ 
r ) 

~ [ I l option I 

~ 

Option key: Command key: Works with 
Produces an other kc1·s :i~ :t shortrnl to 
opliOn:il \Cl of chcxi-ing .1 111enu comnt1nd or 
special ch:1r.1ctcr., (in '0111e pmgr.1111~) c:inccling 
when prc:sst·d in :1n opcr:llion in progrc~s. 
co111hin:1tion 11·i1h .;uch a., printing. 
otht:r kt:~' · 

.122 Figure A- 1 The .\ l:1rinto-,h Cb" ic .\l.tcinto~h l.C kc:yho:trd 
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~ 

Delete key: Deletes any text 
currently ~lected. or wh:ucrcr 

char:lctl.'r is to the left or the 
insenion point 

[] [J ~ [delete-

Return key: 
p:1ragr:1ph and mol'<.:s the insertion 
point to the beginning of the next 
line. In a dialog box. pressing 
Return is the same ;i, dicking 
the outlined button 

& 

Numeric keys: 
produce numlll:rs and 
mathcmatictl symbols: 
some programs designate 
tlll''l' key' as special 
function ker' .. 

~ 
-r 

~c/ed [J ~ I _J J ) * '-- ..J 

~ l2 ~ ~ II:--r ~ J [2 G 
' ,....--

l L I -
~ 

J rl] fl [J ~urn 
------.., 

~ _) 

u [] [] r shift 

--., 

I 

l 
~ 

l esc ~ ·g Q 

Esc ke y : be stands 
for Escrtpe: thl.' function 
or this key dcprnds (in 
the program you·re using. 

lil EJ 
Arrow ke s: /l lol"C: y 
the insenion point. 
as an al tcrnat i\"l' 

to u-,ing the mou,e. 

r 4 
' 
r 

7 

lo 

l L2 '61 
~ 

l + ~ L__ -

J [J Cl [,,1 
~ D 
Clear ke 1: Deletes the ) Enter k 
current selection. ju.-,1 as th.: 

ey: In a dialog 
box. pres,ing Enter is 
the same as clicking 
the outlined hu11on (or 

pressing Return): some 
programs require that 
you use Enter (not 
Return) to ptH data into 
.,pccific fields. 

Delete key docs. In some 
prog1:1111s. Clear 111:1y han.• 
other functions. 



Apple Keyboard 

Esc key: [ ,r '1:111d, for [,c1pe: 1he funnion 
of 1hi' ~c:y th:pends on Ill<' program you're: using. 

~ lU 

Power On key: Wi1h mml nuxlular 
~lacimosh models. you press 

1his key 10 tum on your sys1em 
ll'hen ii's been 1urned oil 

l~ 

ltJ lLJ lU LU ~ 
Tab key: .\lm·c:., 1hc: insenion poinl horizontally 
10 !he: nc:x1 'lopping pl:1rc: ( 'udt :1s a 1:1h .;1op or 

d:11:1 lldd in a program). 

~ lJ LJ ~ ~ LJ L 

32·1 

Control key: Like 1hc Command key. \\'Orks 
in rnmhin:11ion ll'ilh 01hc:r key, 10 provide 

.;lu >11nt1' or nuxlify 01hcr :ir1ions. 

Shift key: Produce:' uppercase lcners 
!or li tl' upper ch:11:K1er on 1he ker). u 

l control 

l shih 

~ 'ock 

7 
7 

Caps Lock key: A locking Shif1 
key for k-1 11.:r' only ( numlx:r' 
:ind "ymlxil, :m:n·1 :iffcncdJ. 

J ~ lJ lJ ~ lJ 
J ~ LJ lJ LJ ~ 

l option, u 
~ 

LJ l 

t ~ 
Option key: Produces 
an oplion:il set of special 
char.1r1 c:~. in comhin:llion 
ll'ilh 01her key~. 

Command key: Combines will 
ano1her kcr as a shortcu1 to 
choosing a menu command or 

! in some programs) Gtncding 
an opernlion in progress. 
such as priming. 
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J LU 

Delete key: Delc1es any 1c~1 

currently selec1ed. or wh:1te1·er 
ch:1rac1er b 10 !he ler! or !he 

insenion poinl. 

lU 8 lU l delete 

Return key: ~ lol'es 1he 
irm:nion poilll 10 1he beginning 
or 1he next line. In a dialog box. 
pressing lleturn is the sam1: as 
cl icking the outlined hu11on. 

--------
~ l clear J lJ 

Numer ic keys: Tlll·'e key;. 
pmduc« numh<·rs :ind 
m:uhem:uic:rl symhob. 

---LJ L 

~~~~t:I j 
~ u ~ lJ ~ 
l±-u LJ lJ bJ 

~ tJ tJ 
_J lU bJ 

lLJ 
bJ 

l shift J 

lLl l!J 

Arrow keys: ~lo1·e 

the imenion point. 
as an :1hcrn:1ti1·e 
to using the mouse. 

~ u lJ ~ 
lo J LJ 

Clear key: Dd 1:tc' the 
current sdection. jtbt as till' 
[)efct1: key dcx-,. In ' ome 
progr~uns . Ck :rr m:1r h:11T 
other functions. 

enter 
'-----j 

Enter key: In :i di:1log 
box. pressing Enter is 
1h.: >:line :"dicking 
1h.: ou1lined hu11on (or 

Jl'""'ini.: lk turn ): some 
prow:mi- rcquir.: that 
~ ou u>e Ellll 'r (not 
Return ) to put data into 
>P<'Cilk fickl,. 

3r _ ) 



Apple Extended 
keyboard 

Esc key: F't 'und, lor E'Lijl<:: th1.· lunction 
ol thi' k.:1 dqwnd' on th<" progr.nn y>u r.: thing. 

Tab key: \Im._., th..- i1i-t-rtion p1>111t hon10111ally 
lo th..- 11..-xt 'lopping pl:ic..- r ,ud1 "' :1 uh 'top or 

d.11.1 fidd in :1 progr.nnl. 

C1ps Lock key: \ hx:king ..,hilt kt'\ lor lt·ner' 
c >nil- 1 numl>t·r, and ,1 mill,,, .11\·1i"t .1ffn 1..-d I. 

Shift key: l'rodtK\·, upp1.·rc:1'" h:nrr~ 
I or 1h1.· upp1.-r d1.1r:1<tt:r on th..- k.:r I. 

Comrol key: 1.ik1.• th<.' Co111111.111d ke\. 11-ork~ 
in rn111h111:11 ion 11 it h oi lll'r 1-«y ' to prm ide 

'honrnh or Ill• idffy otht"r actio11'. 

Function kcvs: Dc,ig11L'd to 11ork in :1lt.:rn:11ire op<.'r.llino "°'lenh >urh :t> ". 
A 1 ·:-; nr ~ IS-DOS. With th.: hdp of 1h1.· ,\bcro,\ lak.:r utility prowam. 

you r:111 u'<' these k<.'y' in the .\lacmto>h Oper.ning System to 
produn: recorded rh:tr.ictt:rs and command,. 

~ 

0 --------------- l: 
~ IF! I 

~ bJ ~ bJ IFS I 
l:..:__) ~ ~ 

LJ I LL lL liJ % LJ l1_J ~ li_J 2-J 

~ ~ ~ l£__j ~ LJ ~ lJ L 
L I ~ ~ ~ LJ G I ~ LJ I 

---' ~ '--

l shih 
' LJ ~J lJ lJ lJ ~ lJ 

l control J ~ n 0 ~J l _I 

Option key: Produt\·, .111 <•ption:tl Command key: Comhin.:, with 
,,.1 of 'iX'l°i:tl 1. h:1r:1rn.:rs. in a1101h1.·r key :1s :t 'hortcut to 

comhin:uion 11ith oth1.·r key,. d1cx>,icg :t menu wmmand ur 
<in 'c 11111.· progr.mi-1 c1ncding 
:111 01wr.uinn in prC>gre.''· 
,ud1 ·''priming. 
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Delete key: lkkh:' :111~ lL'\l 
currc111l1 \CleCled. or 11 h:111:1w 

char.1cll'r i., IO 1he lef1 of1lu: 
i1N:rtio11 poi111. 

~ ,Flo J b lF12 J 

Special keys: Thl',L' kL'Y' are 
<k-ig1ll'd 10 11ork in :thern:niw 
OJ)(:r.llillg '~'IL'lll'. ill lll<h( 
Ct'e'. lhl' fUll((iOll of lhL''l' kl')"' 

depl'nds 0111hc operating '"''L'lll 
:111d progr.1111 rnu·r.: u,ing. 

tf,Jj lft4 J l:J 

Numeric keys: These keys 
produce numhc~ :ind 
111:11hem:11ic1l ~rmhoJ,: 
1hcir :1rr.1ngemen1 m:11d1,, 
th:tl on the C:ilrnl:11or 
dl''" acn:S'iOIT. 

Power On key: \X'i th 
1110<;1 modular .\bcintosh 
modds. rou pre:; 1his key 
lo lurn 011 your syslcm 11·hc11 
ii"s h1:en 1urne< I off. 

0 - - - ~ num caps scroll 
lock lock lock 

~~ 
J EJ lU l delete J G_J rp 

~ lJ lL LJ ~ 
LJ LJ l re/um . ---1 

~ L l shift ~ 
u ~ n l control ld ----

Return key: .\Im·e, lhc· in,l'nion 
point 10 lhl' 1)(.'ginning of 1he nc·\I 
line. In :1 di:1log hm. prL'"ing 
HL·lum j, 1he ' .lllll' .h <licking 1h1· 
ou1lined hunon. 

[11ome, ~ rp 

~ ~;J down 

uJ 
lLJ ~ 

Arrow keys: 
\Im,. 1hc· 11hcnio11 
poml. :h :111 .1hc·rn:11i1 l' 
10 u'ing tlw 1110lhl'-

n;;m 
llJCI, 

clear ~ LJ lJ 
~ 
~ 
L 
lo 

J lJ L bJ 
J lJ L bJ 
J ~ lu u ~ 

Clear key: 
Ddelt'' 1he 
UIITL'lll ,e1ec1ion. 
jlhl :h 1hc· Odtll' 
h·1 doc·'· In '0111c· 
progr:11n'. Ck:1r 
111.1~ lu1c- olht:r 
lu1111i11n'. 

Elllcr key: In :1 dialog hox. 
prt:"ing Enter is lilt' ':tllll' ;1, 
dirking 1he ou11ined hu110n 
!or pre,-;ing Rerurn>: <ome 
prog1:11m rt:quire 1h:11 1 ou lhe 
E111,·r I 1101 lk1urn l 10 pu1 da1:1 
il1lo 'JX:cific fldd' 



Optional 
characters 

Viewing optional characters 
with Key Caps 

328 

Yo u can produce a variery of optio nal characters by pressing the 

Option key or O ption-Sh ift keys in combination with cerrain 

character and num ber keys. 

The Key Caps desk accessory shows you th e standard and optional 
character sets produced when modifier keys are pressed, such as the 
Shift and Option keys. Key Caps is supplied with the Macintosh 
system software and insraJled as part of the standard desk 
accessories o n all Macintosh models with an internal hard disk. 

You start Key Caps like any d esk accessory-by choosing its 
name from the Apple menu. 

Figure A-4 shows the Key Caps window with each of rwo sets o f 
optio nal characters avail able in the C hicago fo nt when the 
Optio n key is pressed and when O ption-Shift is pressed on the 
Macintosh Plus keyboard . 
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Test lx>x: charart<:rs 
appear hi:n: \\'hen 

you trv keys out by 
pn:ssing them on the 
keyboard or clicking 
them in the \\'indow. 

The highlighted key 
in the Kcl" C:1ps 

window represents 
the key held do1111 
on the keylxxird-

in this case. th<: 
Option key. 

Option key 

0 
7 8 9 -

4 5 6 

1 2 3 

0 0 

7 8 9 -

4 5 6 

1 2 3 

0 0 

Spcx i:1l d1:1ractc:r.' 
;ll"ail:tblc in tbt· 
Chicago font 
11hen the Option 
key is pressed 

Special char.1ctt:r' 
al'ailablc wh..:n 
Option-Shift 
is pressed 

Figure A-4 Special characters displayed by the Key Caps desk accesso1y 

The Control key available on some keyboards also produces 

opr io nal characters for some keys. 

Optional characters 329 



You can display rhe character secs for ocher fonts insralled in your 
Sysrem fi le by choosing rhe nam e of the font from rhc Key Caps 
menu when che Key Caps window is open. (See Figure A-5.) 

Athens 
Auant Garde 
B Auant Garde Demi 
B Garamond Bold 
B Heluetica Bold 
Bl Auant Garde OemiOblique 
Bl Garamond Boldltalic 
Bl Heluetica BoldOblique 
Cairo 

v"Chicago 

Figure A-5 The Ke\· C:ips menu (available \Yhen Key Cap~ i~ in usd 

Typing accented characters Using rhe O prion key wich certa in ocher keys lers you enter 

incernario nal language characters. T able A- l shows chc accent 
m a rks and rhe key combinations char produce rhe m. 
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Table A- I Option-key combinations for accent ma rks 

Accent mark Key combination 

Gra,·e accent ( • ) 

Acute :1ccent ( • ) 

Circumflex (A) 

Tilde(-) 

L'mlaut ( ·· l 

The letter c \\"ith a cl.'cl illa (\ ) 

Option- . then trpe the ch:tr:teter to be 
accented 

Option-e. then type the ch:1r:1c1cr 

Option-i. then type the char:tctl.'r 

Option-n. then type the ch:11~ 1c ter 

Option-u. then type the ch:1 r:1cter 

Option-c 
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MacroMaker 
Command Files 

Appendix B 

! e MacroMakc/" utiliry progcam provided with the 
Macin tosh sys(em sofrware le(S yo u record keysuokes and 

commands in special fil es called scripts o r macros, and assign (he 
scripts to a key or a combination of keys on the keyboard. When 

yo u press che key or co mbination of keys chat has a MacroMaker 
script, the script is "played. " 



.m 

Installing 
MacroMaker 

MacroMaker is supp lied in the MacroMaker Fo lder on the 
System Additions disk. (If yo u are updating your system 
software wi t:h an upgrade kit, you' ll find MacroMaker on 
Utilities Disk 2.) Figure B-1 shows the icons of the three fi les 
in the MacroMaker Folder. 

II k ip file Fill: of ~cri pls: 1hc 
~ snip1s prol'itk·d 

/ a>.,ign 1hc Lindo. 
~ Cul. Copy. and l'as1e 

-f[~ ~ 
Prog1:1111 irnn Id V (ffe.'f:!J) rnnunands 10 tW funuion keys Fl 

1hrough F·1 on an 
cx1 c:ndl'cl keyboard. Macrotvfaker MacroMaker Help Mai:;ros 

Figure B- 1 Icons for the .\lacro~laker program. plus help and scrip! files 

To install MacroMaker, follow rhese seeps: 

I. Drag the icons for the program, its help file, and (if you 
have an extended keyboard ) the script file "Macros" to the 
System Folder of your startup disk. 

2 . Restart the Macintosh. 

O nce the program is install ed , a M acroMaker menu appears to 

the right of the other menus in the menu bar. T he MacroMaker 
menu's ride resembles a cassecre tape. (See Figure B-2.) 

r s File Edit Uiew Special lc:wl- .\lacro~lakl·r 
menu Kon 

Figure B-2 The 1ape icon that idemifics 1he ,\lacroi\laker menu 

You remove MacroMaker by dragging its icons o ur of the 
System Folder of your startup disk and restarting the computer. 
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Creating n1acros You create a macro in the MacroMaker window. (See Figure B-3.) 

with MacroMaker 

Info ho;.. with 
description of 
loaded n~1cro 

Keystroke line 
(with Option-S for 

this macro) 

Name line 
(selected hen.:) 

signature 
onfo : Fun...,.. ond litlo fO<" tiusr..ss letters J.i,t of macros. 

di~played 
according to the 
1·k:w indicated 
hdow 

'---+~ When a macro 
is sc:kctcd in the 
list. dicking this 
hunon erases it. 

macro. 

Clicking 
here swres 
the current 
macro. 

Whrn a macro in 
thr list is selected, 
d icking this 
hullon loa(L<; ii. 

Views available 
(sliding indicator 
ch:1nges the list 
:1hovc) 

Figure B-3 The MacroMakcr windcl\r 

Follow these steps to create a macro. 

L Open a new document in the program you're using. 

If you're working on rhe desktop (which means you're 
using the Finder), you can skip this step. 

2. O pen rhe MacroMaker window by choosing Open 
MacroMaker from rhe MacroMaker menu. 

3. T ype a name for rhe macro on the Name line. 

T he name can be up to 16 characters long. 

4. If you want to add a description of the macro, click to 
select rhe Info box and type the info rmation. 

Creating macros with t\ lacro~lakcr 
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5. Click the Keystroke line to select it and type the keystroke 
or key combination that you want to trigger the macro. 

..:::::.. 
CJ 

You can include modifier keys, such as Command, Oprion, 
and Shifr, in your keysrroke; MacroMaker displays a symbol 
to represenr each of rhese keys. (See Figure B-4.) 

Caps Lock 

8€ Command 
0.> Conrrol 
[illJ . Numeric keypad 

r;;;;~ Option 
{t Shi fr 

Figure B-4 'ymbols for modifier key~ used in keystrok1.:s for macros 

6. Click the Record button. 

MacroMaker returns you to the current program. The 
cassette icon blinks in the menu bar to remind you that all 
keystrokes, mouse clicks, and menu commands you use will 
be recorded until you stop recording. 

7. Enter the script you wish to record by typing, clicking, and 
choosing menu commands. 

If you make a mistake while typing, use the Delete 
(Backspace) key to remove the incorrect characters. 

8 . To stop recording, choose Stop Recording from the 
MacroMaker menu. 

Recording stops, and rhe MacroMaker window opens. 
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9. If you want to check your script, click the Play button. 

MacroMaker recurns you to the program in which you 
recorded the script, repeats the script, then reopens the 
MacroMaker window. 

10. If you want to change the script, you can record it again 
without changing the name or keystroke. 

11. C lick the Store button to save the macro and move it into 
the macro list on the right side of the MacroMaker window. 

If the list already contains a macro wi th the same name o r 
keystroke, you' ll see a dial og box asking if you want ro replace 
the existing macro with the new o ne or to cancel the srore 
command. If you cancel, you can rename the macro or 
change the keystroke and then sto re ir. 

If you don' t store a macro and you close the MacroM aker 
window, you 'll see a message asking if you want to store the 
macro before closing. If you don't srore it, the macro will be 
lost. 

·:· Creating a global macro: You can c reate a global macro , which 
is available regardless of the program you' re using, by 
selecting Global M acros from the pop-up menu above the 
macro list box on the right side of the MacroMaker window, 
then following the regular steps ro make a macro. Because 
menu commands va1y amo ng programs, it's a good idea to 
avoid using them in a global macro unless you' re certain that 
they are provided on the same menu, at the same position, in 
all programs. ·:· 

)o- 5,.c also: • "Using Special Keys and Ind icators on the Keyboard" in 
Chapter I 

•Appendix A, "Keyboards and Characrer Sers" 
• Appendix D, "Special Aids for Using rhe Mouse, 

Keyboard, and Screen" 
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Appendix C 

Exchanging Disks and Files 
With MS-DOS Computers 

S ome Macintosh models have rhe Apple SuperDrive as rhe 
internal floppy d isk d ri ve. T he SuperDrive can read and 
initialize 3.5-inch disks for both Macintosh computers and for 
computers that use the MS-DOS operating system. 

You use the utili ty program Apple File Exchange to initialize 
disks in the MS-DOS fo rmat and to convert files from 
MS-DOS computers fo r use in a Macintosh computer. 



Using Apple File 
Exchange for 

MS-DOS cl is ks 
and files 

Apple File Exchange is supplied on the System Additions disk 
provided with Macintosh system software. (If you are updati ng 
your system software with an upgrade kit, you' ll find Apple File 
Exchange on Utilities Disk 2.) The program and o ne or more 
special translator fil es, which convert files, are scored in the 
Apple File Exchange Folder. 

Figure C -1 shows the Apple File Exchange icon. 

App le File Exchange 

Figure C- 1 The Apple File Exchange icon 

Initializing an MS-DOS disk To initialize a 3.5-inch disk in MS-DOS format, follow these 
in <I SuperDrive steps: 

I. Start Apple File Exchange by double-clicking its icon . 

T he program's window o pens, showing a d ireccory dialog 
box that lists the contents of the active wi ndow on the left 
side and has an empty list box on the righr side. 
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2. Place a blank high-density disk in the SuperDrive. 

A dialog box appears, reporting that the program can't read the 
disk and aski ng if you wane to initialize it. Th is dialog box 
shows the names of formats available in Apple File Exchange, 
including Macinrosh and MS-DOS. (See Figure C-2.) 

(You can initialize a disk chat is not blank by inserting it, 
clicking the drive buno n until its name appears above the 
right list box in the Apple File Exchange window, and 
choosing Erase Disk fro m th e File menu .) 

I ligh-density disk dialog box i-lor111:1l-dcnsity dbk di:ilog lx>x 

read this disk. Do you wish to 
lnltlallze It? 

lg) Apple file CHchonge connot 
read this disk. Do you wish to 
lnlllollze 117 

11· lg) Apple file EHchange cannot 

o I 44DK Di>k ra p:tl'ily ---+.-® 
is tlw ,:1111i: IC>r 
~lacinlosh and 
~IS-DOS high

Macintosh 
II 

ProOOS 

~ 

~ 

Q 400K Macintosh JQI 
Q OOOK II 

o 720K ProOllS 
JQj 

dl'l1>il)' di,k,, [ lnltlolize Jlf Eject ~ 
!= 

[ Ini tialize HI CJect ~ 

Figure C-2 Dialog boxes for initializing high-density and normal-density disks 

3. C lick MS-DOS, then click the Initialize button. 

T he disk is init ialized in MS-DOS format. When 
initializatio n is completed , a d ialog box appears, asking you 
co name the disk. 

4 . Type a name for the disk, then click OK. 

The name must be valid for MS-DOS- up co 11 characters, 
with no period. 

T he dialog box closes, and the name of the disk you 
initialized appears in the Apple File Exchange window, above 
an empty directory. T his disk's icon doesn' t appear on your 
M acintosh screen (because it is in MS-DOS format). 
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Com'erting riles to and from 
1\JS-DOS format 

5. Choose Q uit from the File menu when you are fi n ished 
using Apple Fi le Exchange. 

·:· Initializing a normal-density disk in MS-DOS format: You 
can also use Apple File Exchange to ini t ialize a regular 
(normal-density) 3.5-inch disk fo r M S-DOS fi les. Follow the 
p receding steps, but place an 800K disk in a SuperD rive and 
cl ick 720K in the dialog box that asks whether you want to 
in itial ize. (See Figure C-2.) ·:· 

·:· 5.25-inch disks: Some M acintosh models can use an external 
5.25-inch flo ppy disk drive that can read data fil es from 
MS-DOS disks. An internal adapter o r expansion card is 
req uired to connect a 5.25-inch d isk drive to the Macintosh. 
Apple File Exchange can cranslate fi les from these d isks and 
store fi les o n them. ·:· 

Apple File Exchange converts Macintosh files into MS-DOS 
format and MS-DOS fi les in to Macintosh format. The program 
provides rwo built-in methods of translation-text translation 
fo r use with text files, and binary translatio n, which copies a fi le 
in binary fo rm. 

In add ition, Apple File Exchange can use separate translator files 
designed to convert files into fo rmats fo r specific programs. O ne 
translator fi le p rovided with Apple File Exchange is the D CA
RFT/MacWrite fil e, which converrs documents berween 
MacWrite fo rmat fo r the Macintosh and D ocument Content 
Architecture/Revisable Form Text format (used by many word 
processing programs) fo r MS-D OS. 
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Figure C-3 shows the Apple File Exchange window with a 
Macinrosh hard disk on rhe left and an MS-DOS disk on the right. 

Di>k n:11nc . · = Hummer 

Sp:tcc :iv:tibble ~o9qK bytes auallable 

on the disk :J I 01mn I ! I Orluu I I 001"' ) 11 Drluo 

(New Folder] j ( Cject .-:LJ. (New rolder] ' ( f Jee I ] 

. : . ·;.... . : . : ·~ ': . . . . ... 

I Uuttons to open and create folders. switch 
disk drives. and eject floppy disks 

Figure C-3 The Apple File Exchange ,,·indol.\· and menu bar 

Follow these steps to translate a fi le: 

1. Start Apple File Exchange by double-cl icking its icon. 

The program's window opens, showing a directory dialog box 
that lists the contents of the active wi ndow on the left side 
and has an empty list box on the right side. 

2. Use the Open, Drive, and Eject buttons, if necessary, to 
display the files you want to translate and the destination 
disk or folder where you want to store the translated files. 
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3. Click the name or names of the files or folders you want to 
translate to select them. To select multiple files or folders, 
hold down the Command key and click each name. You may 
have to scroll to locate the names of some files or folders. 

4. Open the translation menu for the kind of file translation 
you want by pointing to its title and holding down the 
mouse button. 

ff you are translating MS-DOS files in to Macintosh files, 
open che MS-DOS co Mac menu. This menu shows che 
DCA-RFT/MacWrice translator provided in the Apple File 
Exchange Folder, the built-in "T ext translation" and "Default 
translation" (binary translation) , and any ocher translators 
yo u've added. (See Figure C-4.) 

v"'DCR-RFT to MacWrite 

,\cri>< '""''"°' --{I~~~~i~~;~:f ~~l:~~~~~ .. -1 Three""'' io 

Th" i<om P"~"'' ! Other Irons lei ions... T m<m• iodim" 
a dialog box for rhar a dialog box 

adding translators to appears when rhe 
a t~insl:nor menu item is chosen. 

Figure C-4 The MS-DOS to Mac translator menu in Apple File Exchange 

5. Make sure that all translators for the types of files you've 
selected are active; if not, select them. 

An active translator has a check mark beside it or, for the 
default rranslaror, a diamond (indicating chat it's always 
active) . (Selecting an active translato r makes it inactive.) 
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6. Compare the size of the files or folders selected for 
translation with the space available on the destination disk. 

The total space for the items selected appears between the 
two directory lists; the space available o n the destination d isk 
appears below the name of the destination disk. 

7. If the size of the selected items is greater than the space 
available on the destination disk, then either deselect some 
of the items selected, select and remove some files on the 
destination disk (using the Remove button), or change disks 
in the destination drive (using the Eject button). 

8 . When sufficient space is available for the selected items, 
click the Translate button. 

If Apple File Exchange finds two o r more acti ve 
translators-ocher than T ext o r D efault-capable of 
translating any selected file, ic presents a dialog box aski ng 
you to select the translato r you want from a list o f accive 
cransla to rs. 

If che names of destination files or fo lders conflict wich 
existing fi les or fo lders, o r with each ocher, Apple File 
Exchange presents a dialog box in which you can rename the 
destination file. 

ff a translator requires you to select options before a file is 
cranslaced , ic presents a dialog box in which you select che 
options. (Translator names followed by rhree docs in a 
translator menu present an options d ialog box.) 
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9. If necessary, select che appropriate translacor from the list, 
and then either click the Concinue button in the dialog box, 
rename the destination file and click Translate, or select che 
options you want and chen click OK. 

The selected files or folders are translated. A dialog box 
reporcs the starus of copying, showing a horizontal bar that 
fills progressively with a gray pattern as the translation is 
completed. 

If Macintosh files are being translated into MS-DOS files, 
the names of translated fil es are shortened to conform to the 
naming conventions of MS-DOS (maximum 11 characters, 
with a period berween the eighth and ninth). 

10. When all translations are finished, choose Quit from che 
File menu. 

•!• Converting MS-DOS files on a file server: Some file servers 
can score information created by Macintosh computers and 
MS-DOS computers. For example, the AppleShare PC 
program allows MS-DOS computers to score and translate 
fil es on an AppleShare file server. ·:· 
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Orher fi le-co1wersion 
options 

Apple File Exchange provides several other options to assist you 
with fil e co nversions. Figure C-5 shows the progra m's File menu, 
where you choose th ese options. 

·n1e program keeps a ---;-- Show User Log 
log of all files tr.111slated: Close 
it shows the date. time. 
and type of conversion. Saue User Log As ... 

The log c:111 he saved, Clear User Log 
dcarcd, or printed 

wht:n it's open. 

You can rename 
destination files even if 

Restore settings from.. . }-1- The active translators and the 
Saue settings as... optionsforeach tr.111sbtorcan 

.......... -...................................................................................... be sa1·ed in a ~pccial file with 

Page Setup... the ·save setting;; as· 
Print User Log... command. You can then use 

them any time by choosing th<: 

names don't rnnfl ict. ---t- Rename Destination Files ... 
"Restore S<:ll ings from" 
command and opening the file. 

The program dims the v'Show Only Eligible Files SCE 
namesof filcsthatcan't Erase Disk ... --------+-- ·111e Er.ts<: Disk 

command kl> )'OU 

reinitialize a disk in any 
of the formats available. 

bc conrcned by the 
active translators when 

this item is checked. Quit 

Figure C-5 The File menu options in Apple: File Exchange 
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More inrormation about Apple File Exchange options 

The program itself con rains explanations of the translators it 
uses. C hoose About the Apple File Exchange from the Apple 
menu to see the list of translators, select an item in the list , then 
click rhe About burron for information about char item. (Click 
rhe Done butron ro return to the program's window.) 

Com·ening Apple fl files \\'ith Apple File Exchange 

You can also translate files to and from the format for the 
ProDOS® operating system for Apple II computers. Apple File 
Exchange converts ProDOS files to and from Macintosh format 
and MS-DOS format. You can obtain translators for ProDOS 
and ocher operating systems from your authorized Apple dealer. 
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Appendix D . 

Special Aids for Using 
the Mouse, Keyboard, 
and Screen 

t e Macintosh system sofrware includes util ity progcams 
des igned co assist users who have difficul ty using the keyboard 
or the mouse or reading the monicor's screen. These programs 
are Easy Access, which provides alternative ways w use the 
mouse and keyboard, and C loseViewTM, which magnifies the 
images displayed on the screen. 



Keyboard and 
n1ouse assistance 
with Easy Access 

Easier keyboard use 
with Sticky Keys 

Easy Access is a fil e in your System Folder chat provides two 
fearures-"Sricky Keys" and "Mouse Keys." T hese features assist 
people who have difficulry ryping with both hands or with 
manipulating the mouse. They' re also useful to anyone who 
wants to use the keyboard with one hand or to make very fine 
movements of the pointer with better control. 

The Sticky Keys feature of Easy Access lees you rype 
combination keystrokes, consist ing of a modifier key and 
another key, without actually pressing the keys simultaneously. 
The modifier keys covered by Sticky Keys are 

• Shift key 

• Command key 

• Option key 

• Control key (not on the Macintosh Plus keyboard) 
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Easier mouse use 
,,·ith Ivlouse Keys 

To use Sticky Keys, follow these steps: 

1. Press the Shift key five times without moving the mouse. 

(If you bump or move the mouse during this sequence, begin 
again.) 

When you turn Sticky Keys on, its icon appears at the far
right end of the menu bar. (See Figure D-1.) 

2. Press the key combination you want to use. 

Wh en you press a modifier key, the Sticky Keys icon changes 
to indicate that the modifier key is set or locked. (See 
Figure D-1.) Pressing a modifier key once sets it; pressing the 
key twice locks ir. 

3. To turn off Sticky Keys, press the Shift key five times again. 

You can also turn off Sticky Keys by pressing any two 
modifier keys at the same time. 

Sticky Keys 

r oll. 

~ 
A modifier key 

1 

has been pressed. 

-F'i--J..~_l_ A mudiller key is 
~ ...,. locked (pressing the 

key twice locks it for 
repeated use). 

Figure D-1 Icons for the Sticky Keys feature of Easy Access 

The Mouse Keys fea ture of Easy Access lets you manipulate the 
pointer using the numeric keypad on your keyboard instead of 
the mouse. You can click, drag, and perform all the usual mouse 
activities, and yo u can gain precise control of mouse movements 
when needed. 
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To use Mouse Keys, follow these steps: 

1. To turn on Mouse Keys, press Command-Shift-Clear. (You 
can use Sticky Keys for this combination if you wish.) 

2. Use the numeric keypad to move the pointer and to click, 
drag, and make other mouse movements. 

Figure 0 -2 shows the poin ter movement produced by 
pressing keys on the numeric keypad. The 5 key serves as the 
mouse butron: press once to click; press twice to double
cl ick. The 0 key locks the mouse button down fo r dragging. 
The decimal po int key (to the right of O) unlocks the mouse 
burron. 

3. To turn off Mouse Keys, press Command-Shift-Clear 
again. 

ldear J lJ LJ LJ 
~ ~ ~ hJ 
tJ ~ ld bJ 
~ ltlJ ~ u [o J LJ 

Figure D-2 Pointer mo\·emcnts :ind mouse control \Yith \lou~e l\c\'5 tu rned on 

>- See also: • "Using Special Keys and Indicators on the Keyboard" in 
C hapter I 

• Appcndix A, " Keyboards and C haracter Sets" 
• Append ix B, "MacroMaker Command Fi les" 

l\cybo:ird :tnd mouse :tssisunce \\'ith Lts\· Access 
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Easier screen 
vie'Nin er \Ni th b 

Close View 

Close View is a utility program supplied 
with Macintosh system software that 
makes the screen easier to view or read 
for people who have difficulty with 
standard-sized screen images. 

You install Close View by dragging its 
icon to the System Folder of your 
startup disk. (See Figure D-3.) 

Figure D-3 The Close View icon 

You turn Close View on and select its 
features in the Control Panel. With 
the General Control Panel open, 
locate and click the Close View icon to 
display the Close View Control Panel. 
(See Figure D-4.) Then select the 
options you want to use. 
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Control Panel 

() On1 c::::-..c '3€ 0 
1~1 Off-'--l _··.:::i_ .. _ _ ._ Turns 

Close View 
on or off 

Inverts --1[(~ Black on 'w'hite 
screen image 

() '•1.'hite on Bl.:ic:k 

Magnification 
.- - - - ,___ Turns 

() Onj magn ification 
--- c::: ... c ':}€' H on or off (or (i··, Off "·:::i ._ .J 

__ J use keystroke) 

Turns --+- f<ey bi:1an:I 1:~) On 

~1·.·.1 keystrokes Shodcuts () Off 
on or off L2...2J C:::::: :~: •.i .. 

1--------......li.----~---------t- Alrn,,·s change 
magnification 

.............................................. 
c::::~ = Option 

1[) 1 '38:3 I 1 '3813 I 

App le C6mputer) Inc. 

r. ··~· ... -~· .... c~ ~:~~:~;~-.~ ~;.j ·· · ·~ 
: .............................................. : 

developed by 
Bed~e ley Sy stems.• Inc 

Figure D-4 Close View Control Panel 

power (or use 
keystroke). 

When Close View is on, you'll see its frame (a 
heavy box covering a portion of the screen). 
The frame moves when you move the pointer 

on the screen. 
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When the frame is displayed, you can 
turn magnification on with the 
keystroke Option-Command-X. (The 
same keystroke turns magnification off.) 

To increase or decrease the power of 
magnification, use the keystroke 
Option-Command-Up Arrow 
(increase) or Option-Command
Down Arrow (decrease). 
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Appendix E 

Where to Get 
More Information 
About Your Macintosh 

A you increase your knowledge of compurers and develop 
new uses for your M acintosh , you may wanr to learn more about 
program ming, hardware design, or ocher technica l cop ies. Or 
you may simply want co know what ocher Macincosh users in 
yo ur area are doing with thei r computers. 

The information presented in chis appendix provides a scarring 
point fo r you co expand your Macintosh knowledge and 
conracrs, no matter what your interests. 



:\'it 

i\llacintosh 
user groups 

Technical 
infonnation 

W hatever your level of computer experience, you ca n get lots of 

supporr by jo ining a Macintosh user group. Macintosh user 
groups are co mposed of people who work with Macintosh 
computers and who enjoy sharing what they know with others. 

Act ivit ies may include new product dem onstrati ons, 
information question-and-answer sessions, and regular classes on 

using popular programs or learning to write your own programs. 
Many user groups have special beginners' meetings. 

Ask your authorized Apple d ealer for the nam e of the Macintosh 
user group nearest yo u, o r call 1-800-538-9696 for more 
information. For user groups ours ide the Un ited Scates, or if 
you' re interested in starring your own user group, contact 

Berkel ey Maci ntosh User Group or 
1442-A Walnut Street, #62 
Berkel ey, CA 94709 
(4 15) 849-9 11 4 

Bosto n Computer Society 
O ne Center Plaza 
Bosto n, MA 02 108 
(6 17) 367-8080 

A variety of technical documen tat ion is available fo r the 

Macintosh. Apple C omputer releases techn ical information 
through th ree primary outl ets: the Apple Technical Lib rary and 

the Apple Commun icati o ns Libra ry, both publ ished by 
Add ison-Wesley Publishing Company, and APOA'". 
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Apple Technical library The Apple T echnica l Library includes comprehensive technical 
documentation for all Macintosh compurer models and che 
mulciple-volume guide co rhe Macin tosh operating syscem for all 
models, Inside Macintosh. 

Apple Communications 
Libra1y 

Ocher books in the Apple T echn ical Library cover design of 
expansion cards and programming of device drivers for the 

Macincosh , programming for the Macintosh , and design ing che 
user incerface for Macintosh programs. 

You ' ll find che App le Technical Library in most well-stocked 
bookstores. 

The Apple C ommunications Library offers complete technical 
informatio n about Macintosh communications produces and che 
Macintosh in a netwo rk environment. The library includes an 
incroductory volume, Understanding Computer Networks, and 

che comprehensive guide to th e Apple T alk nerwork system , 

Inside Apple Talk. 

The books in che Apple Communications Library are ava ilable 

ac bookstores. 

APDA APDA provides a wide range of techn ical produces and 
documentation , from Apple and ocher suppliers, for 
programmers and d evelopers who work on Apple equipmenr. 
For information about APOA, contact 

APDA 
Apple Computer, Inc. 

Mailstop 33-G 
20525 Mariani Avenue 

C upertino, CA 950 14 

1-800-282-APDA ( 1-800-282-2732) 
FAX: (408) 562-397 1 
Telex: 17 1-576 
AppleLink: APDA 

Technical infonmtion 



Assistance for harchYan: and 
soft\\·are clerelopers 

:i')(J 

If you plan ro develop hardware or software products for sale 
thro ugh retail channels, you can get valuable support from 
Apple Developer Programs. Wri te to 

Apple Developer Programs 
Apple Computer, Inc. 
Ma ilsrop 75-2C 
20525 Marian i Avenue 
Cupertino, CA 950 14-6299 
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Appendix F 

Glossary 

A 
acti\·e application The applicarion program currenrly 

being used. With MultiFinder, a number of 
application programs can be open, bur only one 
of them is the active application. The active 
application is represenred by a small icon ar rhe 
rop-righr corner of the menu bar. You can swirch 
from one application to another by clicking the 
icon. 

actire \\·inclm,· The frommosr window on the 
deskrop, where rhe next action will rake place. 
An active window's tide bar is highlighted 
(with a series of lines). 

§0 - 0ee's disk-0;;. Ti1leh:1r 
5 items 38 ,337K in disk 

~ 
Cartoons 

AD 13 See Apple Desktop Bus. 

Alarm Clock A desk accessory rhar displ;:iys the 
currenr rime and date, and can be set ro function 
as an alarm. 

alert box A box that appears on the screen to give a 
warning or ro report an error message during use 
of an application program. Its appearance is 
usual ly accompanied by a beep. 

~ Ttlts proceu tulll erase nll 
~ lnrormetton on lhls disk. 

IQfilil 

Apple Desktop Bus (Abbreviated ADB.) Builr-in 
circuiny of Apple computers. Apple 

~ Desktop Bus ports are on rhe computer's 
U back panel and marked with a 

"branching" icon. You use them ro 
attach the keyboard, mouse, and other 
devices, such as graphics tablets, hand 
controls, and specialized keyboards. Sec 
also bus. 
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Apple menu The menu fothcsr to rhc lefr in rhe 
menu bar, indicated by an Apple symbol, from 
which you choose application programs and desk 
accessones. 

About the Finder ... 

Alarm Clock 

Apple Talk ner\\·ork The AppleTalk connectors, 
cables, cable cxrcnders, and sofrw:u-e that link 
computers and peripheral devices-such as 
primers or file servers-rogether in a network. 
Apple Talk capabili ry is built inro every 
Macintosh and most LaserWriter models. 

application program A program wrirren for some 
specific purpose, such as word processing. 
database m:rnagcmenr, graphics, or tele
communication. Most applicarion programs are 
represented by icons that show a hand working 
wirh a documenr. 

~ 
~ 

Mac Write 
~~ 

FullPaint MacDraw II 

audio j:1ck A connector on the back panel of che 
Macintosh marked with a "sound" icon. 

~ ))\ You use rhe audio jack to. acracl~ 
~ headphones or orher audio devices. 

B 
hack panel The rear surface of rhe computer, which 

includes the power switch, the power connector, 
and ports for peripheral devices. 

hack up (v) To make a copy of a d isk or of a file on a 
disk. Backing up your files and disks ensures that 
you won't lose information if the original is lost 
or damaged. 

hit A contraction of binmy digit. The smallest unir of 
information thac a computer can hold. The value 
of a bit ( I or 0) represents a si m pie rwo-way 
choice, such as on or off, true or false, black or 
white, and so on. 

hi1111ap A set of bits chat represents the graphic image 
of an orioinal document in memory. Used by the 

" Macintosh ro consrrucr graphic images and 
rypefaccs. 

hi1111apped character A character rhar exists in a 
computer fi le or in memo1y as 
a bitmap, is drawn as a pixel 
patrern on rhe graphics screen, 
and is sent co rhe printer as 
graphics dara. Sec also pixel. 

hit111apped font A font made up of birmapped 
characters. For example, fonts scored in a 
Macintosh Sysrem fi le are birmapped fonts. 

buffer A "holding area" in memory where 
info rmarion can be srored by one program or 
device and rhen read ar a different rare by 
another. For example, some printers have buil r-in 
memory to store rexr coming from the com purer 
faster than ir can be printed. This memory is 
called a prilll buffer. 

bus C ircuits inside rhe com purer that transmir 
information from one part of a compurer sysrem 
ro anorher; for example, rhe Apple Deskrop Bus. 
Jn a network, a bus is a line of cable wi[h 
connectors linking devices rogerher. 
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button A pushbutton-like image in dialog boxes 
which you click ro designate, confirm, or cancel 
an action. Compare mouse bunon. 

lm e 

c 

n OK D ( Cancel l 
(Options J ( Help J 

A unit of information consisting of a fixed 
number of bits. O ne byte usually consists of a 
series of eight bits, and represents one character 
(such as a lerrer, numeral , or punctuation mark). 
See also kilobyte, megabyte. 

cache See memory cache, RAM cache. 

C:dculator A desk accessory that works like a four
function pocket calculator. Calculation results 
can be cur and pasted inro your documents using 
rhe Cur and Paste commands from the Edit 
menu. 

Cancel button A button that appears in some dialog 
boxes. Clicking it cancels the com mand just 
chosen. 

centra l processing unit (Abbreviated CPU) '!'he 
"brain" of the com puter; the microprocessor that 
performs che actual compurarions. See also 
processor, coprocessor. 

character Any symbol that has a widely understood 
meaning and ch us can convey information, such 
as the letters, numerals, and punctuation marks 
indicated o n the computer's keyboard. 

check hox A small box associated with an option in a 
dialog box or window. When you click the check 
box, you may change the option or affect related 
options. 

Printer Effects: 
0 Font Substitution? 
181 TeHt Smoothing? 
D Graphics Smoothing? 
181 Foster Dltmop Printing? 

chip See integrated circuit. 

choose To pick a command by dragging through a 
menu. You normally choose a com mand after 
you 've selected something for rhe com mand to 

acr on. 

Chooser A desk accessoiy rhat lers you designate 
devices, such as printers, rhat your Macintosh 
will use. 

Clear A command in the Edit menu that removes 
selected material withour placing it o n the 
Clipboard. You can use rhe Undo command 
immediarely afrer using C lear if you change your 
mind. C ompare Cur. 

click To position the pointer on something, and then 
to press and quickly release the mouse button. 
C licking is normally used to select an icon, a 
word or object in a document, a cho ice in a 
window, or to confirm a choice in a dialog box. 
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Clipboard An area in rhe computer's memory thar 
funcrions as a holding place for whar you lasr cur 
or copied. lnformation on the Clipboard can be 
pasted into documents. 

Cut or copied to Clipho:1rd 

T..:xt or gr:1phic ···/ P:i>to.:d from 
Clipboard 

close ho:-: T he small whire box on rhe left side of an 
active window's tide bar. Clicking ir 
closes rhe window. 

color \\'heel A feature rhar appears in a dialog box 
when you click rhe C hange Color burron in rhe 
Conrrol Panel desk accessory. The color wheel 
lcrs you adjust hue, sarurarion, and brighrness of 
rhe highligh r color. Ir is also used ro adjusr shades 
of gray. 

command An insrrucrion rhar causes rhe com purer 

Clear 

:i(10 

3€ H 

3€ U 

ro perform some acrion. 
The mosr common form of 
Maci nrosh commands arc 
rhe commands lisred in a 
menu. These are chosen by 
using the mouse and 
pointer. Others can be 
ryped from a keyboard. 

configuration (I) A general-purpose computer term 
thar can refer ro rhe way you have your computer 
ser up. (2) The combined hardware 
componenrs-compurer, moniror(s}, keyboard, 
and peripheral devices- that make up a 
com purer sysrem. (3) The software settings thar 
allow various hardware componenrs of a 
compurer sysrem ro com municate wirh each 
orher. 

Control P:1nel A desk accessory dut lets you change 
various Macinrosh feamres, such as speaker 
volume and keyboard repeat speed and delay. 

About the Finder ... 

Alarm Clock 
Ca lculator 
Chooser 

coprocessor An auxiliary processor designed to 

rel ieve the demand on d1e main processor by 
performing a few specific rasks. Generally, 
coprocessors handle ra.~ks rhat could be performed 
by rhe main processor bur much more slowly. 

Copy A command in rhe Ecli r menu rhar copies 
selecred marerial and places ir on rhe Clipboard, 
wirhour removing rhe material from rhc original 
documenr. See also Clipboard. 

copy-protect To make a disk uncopyable. Software 
publishers somerimes copy-protect rheir disks ro 
prevenr rhem from being illegally duplicated. See 
also lock 

(·.1il · Sec central processing uni t. 

currcnr application See active application. 

.\prx:ndi~ F: Glo~ . .,:try 



current srarrup disk The disk that comains the 
System file the computer is currently using. T he 
starrup disk icon always appears in the upper
right corner of the desktop. 

cursor See pointer. 

Cur A command in the Edit menu that removes 
selected material and places iron rhe Clipboard; 
from there you can paste it elsewhere. Compare 
Clear. See also Clipboard. 

cur and pasre To move somethi ng fro m one place in 
a document to another in the same document or 
a di fferem one. Ir's rhe computer equivalent of 
using scissors to dip somerhing and glue ro paste 
the clipping somewhere else. 

D 
data disk A disk that comains your work-letters, 

budgets, pictures, and so on- in rhc fo rm of 
documents. 

default A value, action, or setting that a computer 
system assumes, unless you give it a different 
instruction. (Also called preset.) 

deselecr To change a selected item, such as an icon, 
so char iris no longer selected. O n the desktop, 
you deselect highlighted icons by pressing rhe 
Shift key and clicking rhe icon you want to 
deselect, or by selecting something else without 
pressing the Shift key. 

desk accessories "Mini-application programs" char 
are available from the Apple menu at all rimes, 
regardless of the program you' re using. Desk 
accessories provided with rhe Maci ntosh 
include the Alarm Clock, Calculator, C hooser, 
Control Panel, Find File, Key Caps, and 
Scrapbook. You use the Fonr/DA Mover to 
install desk accessories. 

About the Finder ... 

Alarm Clock 
Cal culator 
Chooser 
Control Panel 

deskrop Your working environment on the 
computer-the menu bar and the bad~roW1d area 
on the screen. You can have a number of docwnems 
open on the desktop ar the same rime. 

~---------------,=-- ~lc.:nu bar 
S File Edit 

1:;::=:::::::::::::::;:;::-·::, .. z:: .. ,:::·,,::, :-:;:-::;: ... :: .. ~· ::T"::'':'°' ' ?,,=-, - Desktop 
1----M_ar~q_ue_s_a_s ___ --1::~.:.:.=,::: .. = . . ~ 

t!!m!, Slu Kind 

[; 0 Applelink 5 0 

0 0.s'9" 89 

D Oui9n 89 Word Setting ... 

(J HyptrC•rd & St~ 

-- (oldtr 

- - foldtr 

3K Microscj 

-- foldtr 

rat or. 

~lr•IOf B' 

11.o 

clesrination The disk or folder rhat receives a copied 
or translated fi le, as in destination disk. 

dialog box A box thar contains a message, often 
requesting more information from you. 
Sometimes rhe message is accompanied by 
a beep. 

Replace eKisting 
"Gloss.3" ? 

Yes J n No 0 
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dimmed A cerm used co describe words or icons char 
appear in gray. For example, men u commands 
appear dimmed when chcy arc unavailable. A 
dimmed icon represcnrs :m opened disk or folder, 
or a disk diac has been ejecced. Double-clicking a 
dimmed disk or folder icon causes che window 
for d1e disk or folder co become me fronrmosr, or 
accive, window. 

fi!_o ____ :J_::_z ..... 1 ___ Dimmed rnmm:md 

!HF Superpaint Docs. 

LJSuper Paint 
Dimmed li>lder 
icon 

~-------- Dimmed pn>g1~1n1 
itlMl 

directorr A lisc of me conrenrs of a folder or a disl<. 
By.using commands from me View menu, you 
can sec a directory window ro presenr this lisr 
pictorially, alphaberically, chronologically, or 
according ro size. 

director~· dialog ho\ A rype of dialog box you use 
ro locarc files :md change disks from wichin an 
applicarion program. Dirccco1y dialog boxes 
appear whenever you choose che Open or Save 
As commands from wirhin an applicacion 
program. 

disk A Aar, circular, magnecic surface on which 
informarion can be recorded in me form of small 
magnetized spots, in a manner similar ro chc way 
sounds arc recorded on rape. See Aoppy disk, 
hard disk. 

cli:-.k capacity The maximum <Unounr of daca a disk 
can hold , usually measured in ki lobytes (K) or 
megabyres (M 13). for inscancc, Apple 3.5-inch 
disks rypically have a disk capaciry of 400K, 
SOOK, or 1.4 MB. Hard disks can hold from 
20 MB co 160 MB, and some even more. 

di:-,k drire T he device thac holds a disk, retrieves 
informarion from ir, and saves informarion on ic. 
All models of Macinrosh compurers conrain ar 
lease one builr-in disk drive. 

document W harever you creace wich an applicarion 
program. Documems are 

~ usually represenred by icons 
~ derived from rhe icons of the 

document icon programs char cre:ucd chem. 
See also file. 

double-click To posirion chc poinrer on an objecr, 
such as an icon, and then press and release rhc 
mouse burron twice in quick succession wichouc 
moving che mouse. Double-cl icking an icon 
opens rhc documem, applicacion program, or 
disk char rhe icon represenrs. 

drag To posicion rhe poinrer on somerhing, press and 
hold chc mouse burron, move rhe mouse, and 
release chc mouse burron. When you release che 
mouse butron , you either confirm a selection or 
move an objecr ro a new locarion . 

drin~r A syscem program char allows che 
microprocessor ro direcc che operacion or a 
peripheral device, such as a primer or scanner. 
(Also called a resource.) Drivers are represenred by 
icons; ro begin using drivers wich chc devices 
connecced ro your Macinrosh, you usually drag 
meir icons ro your Sysrem Folder and rescan rhe 
com purer. 

JiLQ !b --- Driver icon' 

lmageWriter LO lmage\•/riter 
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E 
Easy :\CCl'SS A feature ot Macincosh sysrem sofrwarc 

rhar assisrs people who have difficulry ryping on 
rhc keyboard or manipularing rhe mouse. 

Edit menu A menu rhar is available in mosr programs 
and listS edi ring commands- such as Cut, Copy, 
and Pasre. 

IJnlio :)[:2 

Cut SCH 
Copy sec 
Paste 3€U 

eject To remove a disk from a disk drive. 

error messagl' A displayed message rhar rclls you of" 
an error or problem in rhe execution ot a 
program or in your communication wi th the 
computer system. An error message is often 
shown in an alerr box and accompanied by a 
sound. 

expansion card A removable circuit board that plugs 
inro expansion slots in some models of 
Macintosh compurers. fapansion cards enable 
rhc computer ro use some rypes of devices or ro 
perform special functions. 

expansion slot A long, rhin socket on the main 
circuit board of some Macinrosh models inro 
which you can install an expansion card that 
expands the computer's capabiliries. 

F, G 
file se1Yer A cornbinarion of a mass-sroragc device 

(such as a hard disk) and software thar allows 
computer users ro share common fi les and 
application programs through a network. 

file Any named, ordered collection of inform:uion 
srored on a disk. Applicuion programs and 
documents arc examples offiles. You make a fi le 
when you create rcxr or graphics, give the 
marcrial a name, and save it on a disk. 

File menu A menu rhar lists commands thar affect 
whole documencs-commands such as Save, 
Prine, and Quir. 

New 3€N 
Open ... 3€0 
Close 3€W 
Saue 3€S 
Saue As .. . 
Oelete .. . 

Page Setup ... 
Print ... 3€P 

Quit 3€Q 
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Finder A part of Macintosh system sofrware that's 
always ava ilable, creating the desktop 
environment. You use the Finder to manage 
documents and application programs, and to get 
information to and from disks. 

• File Edit Uiew Special ~ 

Info 

~ 
lock•d 0 7 ,663K .avail< 

finder 
System Softw¥e Vernon 6.0.5 3.9d 

Kind : $\lsh-m docurMnt 
S iu·: 110 ,914by\ttustd, 109Kondbk vM<mo 

Yht-rP : Hird t>isk, SCSI 0 •r 4-. 

f ind Fi le A desk accessory that enables you to find 
any folder or file on a disk. 

floppy disk A disk made of Aexiblc plastic that stores 

Dl .
. computer dara. The 3.5-inch disks 

used in Macintosh disk drives are 
Aoppy disks housed in rigid, plastic 
containers for support and 
protecnon. 

folder A holder for documents, programs, and other 
folders on the desktop. Folders let you organize 
information in any way you want. 

fonr 

00 CJ 
System Folder Utilities Folder 

A collection oflerters, numbers, punctuation 
marks, and other typographical symbols with a 
consistent appearance; the size and style can be 
changed readily. 

This is New York font. 

This i s Geneva font. 

Font ID A Mover 

A ucility program, supplied with 
Macintosh system software, that 
lets you add or remove fonts and 
desk accessories from a disk's 
System fi le . 

format See initialize. 

H 
hard disk A disk made of metal :rnd permanently 

sealed into a d rive or cartridge. A hard disk 
stores ve1y large amounts of information 

I, J 

(20 MB-160 MB) and operates much faster than 
a floppy disk. 

I-beam A type of pointer shaped like the capital lerrer 
'I' and used for entering and 

ICO!l 

stationly T 

1-beanJ 

edi ting text. See also 
insertion poin t. 

An image that represems an object, a concept, 
or a message. For example, an unopened 
1-lyperCard stack's icon looks like a stack of 
cards; a Aoppy d isk's icon is a miniarure of that 
type of disk. 

~ 
D 

Document 
i 
Trash Floppy D isk Hy perCard Stack 

initialize To prepare a blank disk to receive 
information by organizing its surface into tracks 
and sectors; same as .formflt. 
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input Informarion rransferred inro a computer from 
some external source, such as the keyboard, the 
mouse, a d isk drive, o r a modem. Compare 
output. 

insertion poinr The place in a document where 
something will be added; iris 
placed by cl icking ar the spor 

stati on~ry where yo u wanr m make rhe 

I 
change and is represenred by a 

Jmmion point blinking vertical bar. 

Insta ller A program that lers you insrall or updare 
your sysrem so ftware or add 

<:v resources. 

Ins taller 

integrated circu it (IC) An elecrronic circuit enrirely 
contained in a single piece of semiconducting 
marerial, usually silicon. O ften referred to as a 
chip. 

interface The poinr of communicarion between a 
person and a computer. O ften referred to as the 
computer's human inte1foceor user interface. 

K 

K See kilobyte. 

Key Caps A desk accesso1y thar shows you the 
optional character set available for a given fonr 
family. 

keyboard equiraknt A combination of key presses 
rhat you can use instead of a mouse action to 

perform a task. Keyboard equivalents almost 
always include the C ommand key, and are 
convenienr alternatives to using rhe mo use to 
choose menu commands. Also called a 
Command-key equivalent or keyboard shortcut. 

Select All :lflR _._I _ _ KeylxxmiL'CJUi\:dern 

Show Clipboard 

kilobyte A unit of measurement consisting of 1024 
bytes. See also byte, megabyte. 

L 

LocalTalk cable system A sysrem of cables, cable 
extenders, and co nnector boxes rhat connect 
com purers and network devices as parr of the 
Apple Talk netwo rk sysrem. 

lock To prevent fi les or disks from being al tered . 
Ind ividual fi les are locked wirh 
software commands. A d isk can 
be physically locked by sliding the 
smal l rab on rhe back of the plastic 
case o f a 3.5-inch d isk toward the 
edge of the disk. 

1\II 

main logic bo:1rd A large circuit board that holds 
R.AJ\.1, ROM, rhe microprocessor, custom
integrared circuirs, and other co mponents thar 
make the computer work. 
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main rne11101Y T he parr of a computer's memory 
whose contents arc d irccdy accessible to rhe 
microprocessor; usually synonymou5' with 
random-access memory (RAM). Program s are 
loaded into mai n memory, where the com purer 
keeps informario n while you' re working. 
Sometimes simply called mem01y. Sec also 
random-access memory, read-only memory. 

llK'gah~TC: ( .\ 113 ) A unir of measurement equal to 
1024 kilobytes, or 1,048,576 byres. See also byre, 
kilo byre. 

memory A hardware component of a com purer 
system that can srore information for brcr 
retrieval. Sec main memory, random-access 
memory, read-only memory. 

memory cache: Memory rhat is dedicared ro 
increasing rhc efficiency and operaring speed of 
rhe com purer. Some models of Macintosh 
computers offer an inrcrnal connector for an 
oprional memo1y cache card. Compare RAM 
cache. 

111l'llll A list of acrions from which you can choose. 
Menus com monly appear when you point to and 
press menu rides in the menu bar or in a dialog 
box. You choose a command by dragging 
through rhe menu and releasing rhe mouse 
burton when rhe command you want becomes 
highlighred. 

111l'llll har The whire strip across the rop of your 
screen rhar contains the rides of the menus 
available ro you. 

~ s File Edit Uiew Special ~ 
~ : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : : 

llll'llll title A word, ph rase, or icon rhar is in the 
menu bar and thar designates one menu. 
Positioning the pointer on a menu ride and 
holding down cl1c mouse burron causes the ride 
to be selecred and its menu to appear below ir. 
You then drag to choose a command. 

s File 
. . . . . . . . . .. ..... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ... ..... . . . . . . . . 

Uiew Special 

::::::::;:;::::: ....................................................... ::: . . . . .. . . . . . . . . . . ........ ....... . 

·1 : 
Cut 
Copy 
Paste 
r1., .... 

modern Shorr for modulatorldemodukuor. A device 
rhar links your compmer ro other computers and 
in formarion services over relepho nc lines. 

modem porr A connecror on the computer's back 
panel marked by a telephone icon. A 
porr thar you can use ro anach a modem 
to the computer, or to connect the 
com purer to the Apple Talk nerwork 
sysrem. 

monitor See video monitor. 

lllOLISL' A small device thar controls a poinrer o n the 
screen. When you move the mouse 

~ on a Aat surface, the poinrer 
~moves. 

lllOLbl' bu econ The mechanical burton on rop of the 
mouse. In general , pressing the mouse burron 
initiates some action on wharever is under the 
poinrer on rhc screen, and releasing the burron 
confirms the action. 

,\ lou:-ie Keys An Easy Access feature rhar lers you use 
keys on d1e numeric keypad to move the pointer. 
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~ IS-I )QS An acronym for Microsofr Disk Operacing 
System. T h is is the operacing sysrem for 
computers manufaccured by many compucer 
comp:m 1cs. 

MultiFinclcr A part of Macin tosh syscem software 
chac allows che computer to use multiple 
programs s i 1m~ltaneously by al~ernacing between 
programs. An icon at the rop-nght corner of the 
menu bar shows the currenr application program. 
C licking the icon changes applications. 

N 
net\vork A collectio n of inrerconnectcd , individually 

conrrolled computers, rogether with che hardware 
and software used ro connect them. A network 
lers users share data and peripheral devices such as 
printers and fi le servers, exchange electronic mail , 
and so on. 

I\orc Paci A desk accessory rhar lcrs you cnrcr and ed it 
small amounts of rexr while working o n another 
document. 

>!u Bus An address bus and dara bus incorporated 
into the Macinrosh II line of compurers. NuBus 
lets you acid a variety of componenrs co rhe 
computer system, through expansion cards 
installed in NuBus expansion slots inside rhe 
com purer. See expansion slot. 

numeric keypad A calculator-style keypad, to the 
right of the main keyboard , rhat 
you can use to rype numbers. 
T he layout of numbers on rhe 
keypad makes ir easier and fus ter 
ro use than rhe rhe number keys 
on the regular keyboard. Some 
applicarion programs designate 
the kevs on the numeric keypad 
as spe~ial funct ion keys. 

0 
open To make available. You open fi les in order to 

work with them. Opening an icon causes a 
window co come into view, revea ling rhe 
document o r appl ication program tht: icon 
represents. You may then perform further actions 
on rhe contents of the window. 

operating system A program rhar organizes rhe 
inte rnal activities of the computer and its 
peripheral devices; an operating sysrcm performs 
basic rasks such as moving data ro and from 
devices, managing information in memory, and 
so on. 

output Information transferred fro m rhe com puter's 
microprocessor to some external device, such as 
the dispby screen, a disk drive, a printer, or a 
modem. Compare input. 

P,Q 
password A secret word that gives you, bur no one 

else, access ro your data or to messages senr to 
you through electronic mail o r an information 
service. 

Paste A command in the Edit menu rhat puts che 
contents of the Clipboard-whatever was last cut 
o r copied-ac the insertion point. Sec also 
C lipboard. 

peripher;tl ck:\·icc A piece of hardware-such as a 
video monitor, disk drive, prinrcr, or modcm
uscd wirh a com purer and under rhe com puter's 
control. Peripheral devices arc often (bur nor 
always) physically separate from rhe computer 
and connccrecl ro ir by cables. 
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pixel Shorr for picture element. T he visual 
represenration of a bir on rhe screen (whire if the 
bic is 0, black ifir's 1). Also a locarion in video 
memory thar corresponds to a point on the 
screen. See also bit. 

pointer An arrow o r orher symbol on the screen rhar 
moves as you move the mouse. You 
use rhe pointer to choose commands, 
move data, and draw in graphics 
programs. 

pon A socker on rhe back panel of the compurer 
where you can plug in a cable to connecr a 
peripheral d evice, another computer, or a 
network. 

printer pon A con nector o n rhe computer's back 
panel marked with a printer icon. A J- I} serial port that you can use to attach a 
printer to rhe computer, o r to serve as 
an attachment point for an Apple Talk 
connector. 

processor The com pure r hardware component that 
performs rhe actual computations directed by 
software commands. In microcompurers such as 
the Macintosh, rhe processor is a single integrated 
circuit called a microprocessor. See also cent ral 
processing unit. 

program A ser of instructions describing ;ictions for 
a computer to perfo rm to ;iccomplish a rask, 
conforming to rhe rules and conventions of a 
parricul;ir programming language. Com purer 
programs are collectively referred to as software. 

pull-clO\rn menu A menu chat is hidden unril you 
move the pointer to its tide and press the mouse 
button . See also menu, menu bar, and menu 
title. 

R 
RA_\[ See random-access memory. 

HA.\ I cache A portion of the Macintosh main 
memory (RAM) that you can sec aside for special 
use. You use the Conrrol Panel to turn the RAM 
cache on or off Compare memory cache. 

random-access rncrnotY (Abbrevi:ited RAM.) 
Memory in wh ich i;1formarion can be referred ro 
in an arbitrary or random order. RAM usual ly 
means the part of memory avai lable for programs 
and documents char rhe computer reads from a 
disk; rhe contents of RAM are lost when the 
computer is rurned off Compare read-only 
memory. 

Read \i[e document A document rhat is included on 
some application program :ind system software 
disks to provide you wirh late-breaking 
information abour the producr. 

reacl-onlr mcrnorr (Abbreviated ROM.) Memo1y 
wh~se contcn.rs can be read, but nor changed. 
Information is placed into read-only memory 
only once, during manufacturing. The contents 
of ROM arc nor erased when the computer's 
power is turned off. Compare random-access 
memory. 

resource A file that is contained in the System Folder 
and that the computer uses for its operations. 
System files and drivers are examples of resources. 

RG B monitor A rype of color mo nitor that receives 
separare signals for each color (red , green, and 
blue). 

1~0.\1 See read-onJy memory. 
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s 
SJ\'e To store information by transforri ng it from 

main memory (RAM) to a disk. Work nor saved 
disappears when you turn off the computer or 
when rhe power is inrerrupred. Ir's a good idea ro 
save your work frequently so rhar you lessen rhe 
risk oflosing data. 

scanning order T he order in which the operating 
system searches rhe disk drives fo r a startup disk. 
See also startup disk. 

Scr~1phook A desk accesso1y in which you can save 
frequently used pictures or passages of texr. The 
Scrapbook can store multiple images. You can 
cue, copy, or paste images from che Scrapbook 
into documents created wich most application 
programs. Compare Clipboard; see also cut and 
paste. 

screen forns The fonrs provided wirh Macinrosh 
system software; also known as bitmapped fon ts. 
You use a version of the font for each size of rype 
you wanr co display on the screen. (A differenr 
version of fonts is used for printing.) 

scroll To move a document or clirecto1y in irs 
window so rhat a di fferent part of 
ir is visible. To scroll through 
a documenr or di rectory, you use 
the scroll arrows, scroll bars, or 
rhe scroll box. 

SCSI Sec Small Computer System Interface. 

SCSI cable terminator A device used in a SCSI chain 
to main tain rhe integrity of rhe signals passing 
along che SCSI chain. A SCSI chain should 
always have two terminators, one at each encl of 
the chain. With some devices, rhe rerminator is 
built-in. 

SCSI chain A group of SCSI devices linked to one 
another through SCSI peripheral in terface cables 
and linked co the SCSI port on the computer 
through a SCSI system cable. 

SCSI porr 

,;!"' " ., 
o/ 

T he con nector on the back panel of the 
computer to which you connect SCSI 
devices. 

select To designate vvhere the next action will cake 
place. To select something wich a mouse, you 
click an icon or drag across text or graph ics. 

selection T he information or items rhat will be 
affected by rhe next command. A selected item 
is usually highlighted. 

serial pons T he connectors fo r peripheral devices 
tbar receive data in a serial format (char is, one bit 
at a ri me), such as che primer and modem pores 
on rhe Macintosh. 

Shift-click A technique char allows you to extend or 
shorten a selection by holding down rhe Shi fr key 
while you select (or deselect). You can also Shi fr
click multiple items in a list or group to select 
chem all. 

Shift-drag A technique char allows you ro select 1wo 
or more groups of objects by holding down rhe 
Shift key while you drag diagonally to enclose 
each group of objects in a rectangle. 
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SIA-I~·) An acronym for Singk In-line Memory 
Module, :i circuit board that contains eight RAM 
chips. SIM Ms acrach ro SIMM sockets on the 
computer's main circuit board. See also random
access memory, 

size box A box on the bottom-right corner of some 
active windows. Dragging rhe 
size box resizes the window. 

Small Computer S~-.~rem lntl'rf:ice (Abbreviated 
SCSI.) A specification of mechanic:il, electrical, 
and fu nctional srandards for connecting 
peripheral devices such as certain kinds of hard 
disks, printers, and optical disks ro small 
computers. Macintosh computers use the SCSI 
interfuce for hard disks and other peripheral 
devices. 

source The disk or fo lder thar holds rhe original of 
a file ro be copied or translated, as in so11rct• 
disk. 

starrup clisk A disk with all the necessary progr:im 
fi les-such as rhe Finder and System fi les 
contained in the System Folder-to set rhe 
computer inco operation. 

stanup clri\'l' The disk drive from which you st:irt 
your computer system. 

Sticky Key~ An Easy Access fcarurc char Ices you rype 
combination keystrokes without acruaJly pressing 
the keys simultaneously. Sticky Keys are especially 
helpful for users with imp:iired motor skills. 

System rile A fi le th:it Macintosh computers use 

ITT! 
~ 

Sy stem 

System Folder 

to start up and to provide 
sysremwide information. The 
System fi le must be in the 
System Folder. 

A folder containing the software that 
Macintosh computers use ro 
start up. A disk that contains a 
System Folder is a startup disk. 

Sy stem Folder 

S\'Stem soft\Y<ll'l' Software components char support 
application programs by managing system 
resources- such as memo1y-and inpur and 
output devices. Also known as the operati11g 
system. 

T 
'l\;:ichlnt A uriliry program on the System Toolr disk 

that functions as a limited word-

a 
"</ 

Teach Text 

processing program. 

tL'l'l11inator See SCSI cable terminator. 

:).)-inch disk A Aexiblc, plastic disk measuring 3.5 
inches in di:imcter and having a rigid plastic 
jacker. On the M:icinrosh, 3.5-inch disks are che 
standard type of floppy disk used. These disks 
store 400K, SOOK, or 1.4 MB of information, 
depending on rhe rype of disk drive and 
formarring used. Sec also kilobyte, megabyte. 



ritlc bar T he horizonral bar, ar the rop of a window, 
char shows the name of the window's conrenrs. 
When rhe window is acrive, the ride bar is 
highlighted with a series of horiwnral lines. 

Trash An icon on the deskrop that you use ro discard 
documenrs, folders, and 

i application programs. You can 
]]]] also drag disk icons inro rhe 

Trash Trash ro ejecr disks. 

u 
unlock To remove the resrricrion on rhe use of a disk 

or a document so rhar it can once again be 
changed, deleted, or renamed. See also lock. 

user group A com purer club where computer users 
exchange rips and in formation. 

user interface See inrerface. 

ut il i t ~ programs Programs you use ro perform special 
operations, such as installing or updating 
sofrware, seeing a magnified version of rhe 
screen's conrents, and so on. 

v 
\·er.-.ion A number indicating the release edi tion of a 

particular piece of software. 

r icleo monitor A display device char can receive video 
signals by direct connection only, unlike a 
television set, which can receive broadcasr signals. 
Sometimes simply called a mo11itor. 

\·irus A malicious program rhar damages files. Virus 
programs can be spread rhough networks and 
bullerin board services as well as on disks. Virus
derecrion and eliminarion programs arc available 
rhrough dealers and user groups. 

,·olumc A gener;il rerm referring ro a srorage device; a 
source of or a destinarion for informarion. 
O ften used in reference ro hard disks and file 
servers. A volume can be an enri re disk or only 
parr of a disk. 

W, X, Y 

windO\r The area rhar displays informarion on the 
deskrop; you create and view a documenr 
through a window. You can open or close a 
window, move ir around on rhe desktop, and 
sometimes change its size, scroll through it, and 
edir its conrenrs. 

wrire T o transfer informarion Ii-om the computer ro a 
desrination exrernal ro rhe com purer (such as a 
disk d rive, primer, or modem), or from the 
compurer's processor ro a desrinarion external ro 
rhe processor (such as main memory) . 

z 
zoom box A small box in the rop-righr corner of rhe 

title bar of some windows. 
Clicking rhc zoom box expands 

36K available the window ro irs maximum size; 
clicking it again returns the 
window ro irs original size. 
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~umeric Entries 

12-hour clock 
setting and location 2 14, 21 5 

24-hour clock 
setting and location 214, 2 15 

3 .5-inch d isks (MS-DOS). See also devices; disks 
initializing 337 
reading with Apple Super D rive 336 

32-Bit QuickDraw 
installi ng 64 

5.25-inch disks (MS-DO S). See also devices; d isks 
reading from an external Aoppy drive 339 

720K 

A 

M S-DOS normal-densiry Aoppy d isk size, 
inirializing 339 

N UX. See also alrernative opera ring sysrems; Apple 
File Exchange 

Function keys, use with 326 
setti ng up a hard d isk ro run with 170 
warn ings about hard disks contain ing 48, 168 , 

17 1 

Index 

About co mmand (Apple menu) 
Apple File Exchange, invest igating options 345 
displaying information about application 

programs with 150, 153 
Finder, veri fying memory amount with 103 

accen t 
accute (') 330 
grave (') 330 

access. See also security 
privi leges, on a file server 200 

accessing. See also opening 
fl le servers 

on AppleShare 196 
privare fi les on 200 

menus 20,21, 23, 24 
Access Privileges (desk accessory). See also file 

servers; networks 
ApplcShare fi le server and 187 
protect ing folder contents with 18 1 

access protection. 
See passwords; securi ty 

act ivat ing . See also selecting 
windows 12 

active window 12 
acute accenr (') 

entering with Option-e 330 



ADB. See Apple Desktop Bus 
adding. See also connecring 

desk accessories 253 
devices 265-287 
fonrs 249 
Macinrosh to a network 183-193 

adjusting. Seechanging 
air circularion. See also mainrenance; venri lation 

imporrance for heat dispersion 293 
alarm 

serring and rurning off 2 18- 220 
Alarm Clock. See also desk accessories 

desk accessory, serring ala rm , dare, and rime 
wirh 2 16, 218-220 

icon, on menu bar 22 1 
turning off the alarm 22 1 

al err 
boxes, using 28 
Aashing, setti ng rhe 2 14 
sound, serring the 213 
rime, serring wirh the Alarm Clock desk 

accessory 216 
alignment. See also graphics; prin ting 

of bir-mapped areas, wirh LaserWrirer 11 9 
allocating memory. See memory 
alrernarive opera ring systems. See also AIUX; MS

DOS; ProDOS 
conven ing fl ies from 336- 345 
Special keys, use with 327 

ampli fier. See also devices; sound 
attaching to the audio jack 276 

APDA 355 
Apple 

service and support in formar ion 3 18 
technical in fo rmation available from 354 

Apple Care Service Agreemen r 
characrerisrics of 319 

Apple Communications Library 
descriprion 355 

37-i 

Apple Desktop Bus (AD B) 
devices, connecring 273- 276 
ports 

connecrin g devices ro 273 
diagnosing input problems 306 

power requi remenrs 273 
Apple Developer Programs 

description 356 
Apple Extended Keyboard 

key descriprions (figure) 326 
Apple File Exchange. See also networks 

use wi th MS-DOS fi les and disks 336-345 
Apple H D SC Serup program 

using 168- 170 
Apple rrcs 

sharing a hard disk wi th (parti tioning) 170 
Apple Keyboard 

key descriptions (figure) 324 
Apple menu. See also menus 

About command 
as clue ro where you are 94 
for application programs 20, 150, 153 

About the Apple File Exchange command 345 
About the Finder command, veri fying memory 

amount with I 03 
C hooser desk accessory 39- 4 1 

fi le server connection with 196 
outpu t devices, selecting 11 6 
primers, designating in 116-118 
prinrers, network setup 192 
printers, setting up background 130 
prinrers, solving problems with 312 

fi nding active programs 95 
Find File desk accessory 144-146 
General Conrrol Panel location in 36 
Key Caps desk accessory 328, 329 
Scrapbook desk accessory, editing operations in 

9 1 
top line of, as clue to where you are 94 

Index 



AppleShare. See also nerworks 
driver, installing as preparation for networking 

187 
fi le server 196-200 
fi le server, using MS-DOS files on 343 

AppleShare PC program 
convening MS-DOS fil es with 343 

Apple Talk nerwork 183-20 l. See also LocalT alk; 
nerworks 

activating with the Chooser (figure) 4 1 
connecting pri nters ro 269 
selecting devices on with the Chooser 39 
zones, listed in the Chooser window (figure) 4 1 

Apple Technical Library 
description 355 

application programs. See also desk accessories; 
software; system software 

active, finding our which is 95 
copying, as installation method 72 
creating new documents from within 74 
displaying information about 153 
ejecting disks from within 160 
importance of keeping only one version on hard 

disks 315 
installing 72 
in use, effect on discarding icons 15 
managing multiple 97 
memory 

changing allocation for I 05 
checking al location for I 04 

open 
at srarrup, specifying 66 (table), 98- 100 
finding out which are 95 

opening 73, 76, 101 
operations common ro all 7 1- 1 11 
printing from 122, 194 
quirting 74, 109 
relationship with system software 48 
rerurning ro desktop from 96 
starring 73, 76, 10 I 
switching with Multif inder 100 

arrow keys. See also keyboard 
alternative to mouse for pointer movement 323, 

325,327 
primary use, in summary of special keys (figure) 

42 
arrow(s) 

pointer as 2 
scrol l, displaying window contents with 16 

attaching. See co nn ecting 
audio devices. See also devices; sound 

connecting ro audio jack 276 
automaric repair. See also troubleshooting 

with Disk First Aid 297 

B 
background. See also Multi finder 

editing desktop pattern 223, 242 
prinnng 

controll ing with PrinrMon iror program 13 1 
turning on and off in rhe Chooser (figure) 

41 
using a print server with 195 

backing up. See also security; viruses 
data, by saving documents 84-93 
date view useful for 1 50 
devices for, SCSI tape d rives as 266 
disks 165 , 175 
documents, by copying individually 137 
files 11 0 
srraregies for 3 17 

Backspace (Delete) key 
deleting selected texr 33, 323 

barcode readers 273. See also Apple Desktop Bus 
devices; devices 

battery. See also maintenance 
clock, changing 300 

beep. See also sound 
changing 

Index 

rype of sound 2 13 
volume of sound 2 1 1 

3 5 



Berkeley Macinrosh User Group 
address 354 

binary rranslarion 
Apple File Exchange use for 339 

bits 269 
blinking. See also Conrrol P:rncl; cusromizing 

alarm icon in menu bar, meaning of 22 1 
command, meaning of 22 
menu item, changing speed of 225 
question mark icon , meaning of 305 

BMUG 
See Berkel ey Macintosh Users Group 

bomb icon 309. See also troubleshooting 
boor. See starrup 
Bosron Compurer Society 

address 354 
brightness control. See r1lso monirors; screen saving 

adjusting 234 
diagnosing moniror problems with 304 
screen saving with 29 1 

bulletin boards. See also networks 
accessing with a modem 20 I 

c 
cables. See also devices 

daisy chai ning SCSI devices with 267 
handling precautions 290 
LocalTalk ncrwork 185 

calendar icon 
changing date wi th 2 17 

canceling. See also deleting 
background prinring jobs 132 
ediring actions 83 

Caps Lock key 
keyho;i rd diagrams (figu res) 322, 324, 326 

cards. See also devices 
expansion, install ing and use 28 1-285 

cassette tape icon (MacroMakcr) 332 
CDEV (Conrrol Panel devices) 

376 

as potential cause of software incompatibiliry 
315 

CD-ROM drives. See also devices; disks 
connecring 266 

cedilla (<;:) . See also characters 
entering wirh Option-c 330 

changing. See also addi ng; delering; installing 
beep 

rype of sound 2 13 
vol ume of sound 21 I 

blinking 
insertion poinr, speed 225 
menu irem, speed 225 

Chooser settings 4 1 
clock battery 300 
Conrrol Panel 38, 203-263 
dare 38, 217 
deskrop 

appearance 22 1 
parrerns 238, 23, 242 

disks 
from rhe deskrop 159 
from wirhin a program 160 

documenrs, saving afrer 86 
General Conrrol Panel 37, 38 
highlight color or gray shade 244 
ICOn 

color or gray shade 244 
name 29-34 

MacroMakcr scriprs 335 
memory allocarion for a program I 05 
mouse operation 204- 207 
networks 190 
poinrer movement between multiple monirors 

227 
programs, in Multi Finder I 00 
RAM cache size I 06 
screen brigh rness 234 
sound 2 11-214 
speaker volume 38 
srarrup disk 176 
rime of day 38, 2 15 
windows 11 

Index 



characters. See also customizing; editing 
deselecting 31 
entering 

in re rnationa1 330 
oprional 328 

repeating, adjusting the rare of 209 
manipulating {appendix) 32 1 

checking 
Clipboard contents 78 
installed system software 49 
memory available I 04 

Chooser desk accessory 39-4 I . See also desk 
accessories 

fi le server connection with 196 
output devices, selecting 116 
printers 

designating in I 16-118 
network setup 192 
solvi ng problems with 3 12 

printing, serting up background 130 
choosi ng. See also selecting 

commands 7, 21 
fonr name, for Key Caps display 330 
printers 1 16-118 

circumflex("). See alw characters 
enrering with Oprion-i 330 

classes 
Macintosh, where to find 354 

cleaning. See also maintenance 
mouse 294, 306 
system componenrs 294-296 

Clear command (Edit menu). See also Cur 
command 

delering 
selected text in an icon name with 33 
rexr and images permanently 82 

wirh Scrapbook, use of 93 
Clear key 323, 325, 327 
cleari ng. See also deleting 

icons from the deskrop 14 
system memory I 04 

cl icking 4. See alw double-clicking; mouse; selecting 
double-cl icking, descri ption of 5 
in scrollbar l9 
selecting objects by 8 
in window ro make it active 13 

Clipboard. See also editing 
checking conrenrs of 78 
copying text and images to 77 
Cur command use of 33 
deleting (cutt ing) rexr and images to 82 
inserting text and images inro a document from 

78 
clock 

battery, changing 300 
icon, clicking to change rime 215 
internal 2l4 
system, purpose of 300 

Close box 
closing windows with 13 
(figure) 9 

Close com mand {File menu) 
closing windows wirh 13 

CloseView Conrrol Panel 350, 351 
closing. See also opening 

wi ndows 13 
cloverleaf. See Command key 
color. See also gray shade; monitors 

desktop patterns, edi ting 224, 242 
display of, designating 235 
highlighr, changi ng 244 
how to USC 235 
icons 

designaring and viewing by color 244, 245 
listing rhe conrenrs of a folder by l 50 

images, enhancing with 32-Bir Q uickDraw 64 
numbers of 235 
prinring, install ing drivers for 11 4 
wheel dialog box 238, 240 

Color bar (Desktop Parrern area of General 
Control Panel) 242 

Index 



Color burron (Monirors Conrrol Panel) 237 
Color Control Panel 

co mponenrs of (figure) 235 
Colo r menu 

changing icon colors with 244 
Co mmand key 

menu equivalenr use of 22, 322, 324, 326 
primary use, in summary of special keys (fi gure) 

42 
Sticky Keys combinations 347 

C ommand-C (Copy command, Edit menu) 78 
Command-0 (Duplicare command, Edir menu) 

138 
Command-£ (Eject command , File menu) 159 
Com mand-I (Ger Info command, File menu) 152 
Command-Q (Quit command, File menu) 74 
Cornrnand-S (Save command, File menu) 86 
Corn rnand-Sh i fr- I 

ejecting, Aoppy disks with 159, 308 
Command-Shifr-2 

ejecting, external Aoppy disks with I 59, 308 
Command-Shi ft-Clear 

turning Mouse Keys on and off with 349 
Command-V (Paste command, Edit menu) 79 
Command-X (Cut command, Ed it menu) 82 
Co rnmand-Z (U ndo comm and, Edit menu) 83 
commands. See also keyboard shortcuts, specific 

378 

command names 
choosing 7 , 21 
core, list of (figure) 20 
creating macros for 33 1 
dimmed, meaning of 22 
dots following, meaning of 26 
highl ighted, meaning of 22 
initiated , blinking as indicator of 22 
keyboard equivalents, displayed in menu 22 
special keyboard keys for 42 

commercial information services 
accessing wi th a modem 201 

commu nications. See also AppleShare; networks 
link, establishing 27 1 
programs, directing modem operation with 201 

corn pact Maci n rosh models 
attaching addi tional monitors to 280 
turning on 44 

corn puters 
networks, using the Macin rosh on I 83-20 I 
operation, problems 304 
sharing 

with hard disk partition 170 
by use of a network 183 

configuration 
hardware, recommended minimum 5 1 

connecting. See also adding; installing 
Apple Oeskrop Bus (ADB) devices 273- 276 
audio devices 276 
computers wi th a modem 20 I 
keyboard 273 
Macin tosh to a net\vork 183-193 
m oderns 27 1 
m oni tors 276-281 
m ouse 275 
non-SCS I devices 269 
primers 269 , 271 
SCS I devices 266 

Control key 
generaring oprional characters with (figure) 

329 
primary use, in summary of special keys (figure) 

42 
Sticky Keys combinations 347 
use similar to Command key (figure) 324, 326 
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Control Panel desk accessory 203-263. See also 
customizing; desk accessories 

C loseView C ontrol Panel 35 l 
Color Conrrol Panel, compo nenrs of (figure) 

235 
customizing the work space with 203-263 
General Control Panel 214 

changing, blinking of insertion point, m enu 
item 225, 226 

changing, desktop pattern 223-224 
changing, desktop pattern in color o r gray 

shades 242-244 
changing, networks 190 
changing, RAM cache I 06 
changing, sectio ns and settings 37, 38, 

203-263 
changing, spea ker volume 212 
description and use {figure) 35- 38 
designating a srarrup disk from 177 
open ing 36 
position in startup scanning order 176 
setting date and rime 214 
settings char may be adjusted, list of 36 

Keyboard Control Panel , adjusti ng character 
repetition with 208-2 10 

Monitors Control Panel 
specify ing main moni to r with 23 1-233 
specifying number of colors o r g ray shades 

with 235 
specifying relative mon itors positio n with 

227 
Mouse Control Panel 204, 206 
Network Contro l Panel , changing networks 

with 190- 19 1 
Sound Control Panel 

ad justing sound volume with 21 I 
setting alert sound with 2 13 

Control Panel devices (CDEV) 
as potencial cause of software incompatibility 

315 
convennons 

clocumenr vers ion naming 88 
convemng 

Apple 11 files w ith Apple File Exchange 345 
Macintosh fi les into MS-DOS format 339 
MS-DOS fil es 339, 345 

coprocessor cards 
insrall ing on M acintosh II models 281 

Copy button (Fon t/DA Mover) 256 
Copy co mmand (Edit menu) 

application programs use of (figure) 20 
copying text and images 77, 79 
Scrapbook use of 93 

copyi ng. See also C lipboard ; edi ting; Scrapbook 
desk accessory 

application programs, as installation method 72 
desk accessories, from o ne file to another 258 
disks, as backup method I 65 
documents 

be tween disks 137, 90 
o n the same disk 88, 138 

fi les 
as backup procedure 110, 175 
fro m a fi le server 200 

fonts, from one fi le to another 250 
images 77, 79, 9 1 
nenvork sofovare onto a startup disk 188 
selected graphics or text , effect on conten ts of 

C lipboard 77 
rext 

between application programs 91 
between documents 78, 79 

correcti ng. See also changing 
problems, strategies for 313 
typing errors 85 
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crash. See also maintenance; securiry 
sysrem, srraregies for handling 309 

crearing. See also changing; ediring 
documenrs 

and savi ng them 85 
hierarchy of 143 
mulriplc versions of 88 
procedures for 74 

files of desk accessories and fonrs 260 
fo lders 141-143 
log, rranslared fil es 344 
macros 33 1-335 
starrup disks 60-63 
systems 

cusromized 56-60 
small 62 
srandard 52 

crosshair poinrer. See poinrers 
currenr (elecrric). See power 
cursor. See also poinrers 

movemenr, arrow keys as mouse alternative 42 
cusrommng 

hardware by adding devices 265-287 
work ing environment 203-263 

Cur command (Edir menu). See also editing; Paste 
command 

application programs use of (figure) 20 
compared with Clear command 82 
deleti ng 

selected rext in an icon name with 33 
rext and images without losing them 82 

Scrapbook use of 93 
cur sheer feeder use. See also prinrers 

serring for l rnageWriter 121 

D 
daisy-chaining. See also devices 

ADB devices 273, 275 
descriprion 266 
SCSI devices 267 

380 

data. See also application programs; editing; 
hierarchical file sysrern (HFS) ; rranslaring 

avoiding loss 302 
backing up, by saving documenrs 84-93 
deleting 161 , 168, 174 
prevenring damage ro 302 
sending ro other compurers by moderns 20 I 

dare. See also rime 
listing rhe conrenrs of a folder by 150 
secring 38, 221, 2 17 

DCA-RFT/MacWri te translaror file. See also fi les 
converring MacWrite and MS-DOS files 339 

delaying key repeat inrerval 210 
Delete key 

compared wirh, Clear key 327 
correcring ryping errors wi th 85 
deleting 

characters to the left of insertion point wi th 
325,327 

selecred texr in an icon name with 33 
rext and images permanently 82 

primary use, in summary of special keys (figure) 
42 

delering. See also C lear command; Cur command; 
eras111g; removi ng 

desk accesso ries 258 
fi les 161, 168, 174 
fonrs 251 
from rhe Scrapbook 93 
icons 14 
images 82 
selected items 77 
texr 

111 an icon name 33 
in a documenr 82 

deselecting. See also selecring 
active translarors 34 I 
characters 3 I 
icons 30, 33 
selected objects 8 
texr 3 J 
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designating 
icon color 244 
main moniror 23 1- 233 
printers 40, 192 
zones 192 

designing expansion cards 355 
deskrop 

changing 221-234 
pattern 38, 223, 242 

cleari ng icons from 14 
components of (figure) 9 
ed iting, basic procedures 29 
moving around the 9 
opening 

documents from 76 
programs from using MultiFinder l 0 I 

pattern 223, 242 
printing from 123 
purring away items on the 149 
rebuilding, avoid ing problems by 317 
renammg 

disks from the 164 
documenrs from the 139 

returning ro 96 
desk accessories. See also Apple menu; application 

programs; fonts; software; system sofrware; 
specific desk accessories 

creating file of 260- 263 
descript ion 35 
incompatible, as potential cause of system crash 

3 10 
list of requi red and optional 63 
managing 253-263 
moving 246 
removing from System Folder 62 
sources of 246 
specifying for starwp (table) 66 
switching with MultiFinder 100 

destination disk 
specifying in Apple File Excha nge procedures 

340 
dest roying. See deleting 
detecting viruses 302 
devices. See also Apple Desktop Bus (AD B) devices; 

cables; disks; d rivers; modems; monirors; 
output devices; printers; resources; srorage 
devices 

adding 265-287 
connecnng 

non-SCSI 269 
SCSI 266 

selecting 40 
diagnosing problems. See also troubleshooti ng 

d isk 297 
strategies for 

general 313 
virus 302 

dialog boxes 
alert boxes as a type of 28 
description and use (figure) 26 
pop-up menu use in (figure) 24 

dimmed com mands 
mean ing of 22 

direcrories. See also fil es; folders; hierarchical fi le 
system (HFS) 

obtaining in forma tion about 150 
printing 124 

directory dialog box 
for saving files (figure) 84 
moving around folder hierarchy with 146 
using a 26 

discarding. See also deleting 
icons 14 

disconnecting. See also connecting 
from a file server volume 199 

Disk First Aid 
repairing disks with 297 
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disk(s). See also Aoppy disks; hard disks; high-

382 

densiry disks 
backing up 165, 175 
creating startup 60-63 
drives 

installing system software on a one-drive 
system 60 

managing 155-181 
port, co nnecting floppy disk drives co 273 

ejecting 159, 160 
erasing 16 1, 163, 168, 174 
exchanging, with MS-DOS computers 

336-345 
5.25-inch disks 339 
Aoppy 

characteristics and use 156-166 
creating small systems on 62 
installing system software on 60 

fragmenration, reducing 3 15 
hard 

characteristics and use 166-175 
ini t ializing 168-170 
partition ing 170 
renaming 175 

initializing 16 1, 168 
insralling fo nts on d iffere nr 247 
locking, to protect informat io n 179 
managing 155-181 
movmg 

desk accessories between 254, 258 
fonrs between 250 

naming 29, 162, 164, 168 
partitioning, hard 170 
problems, causes and suggested solut ions 307 
repairing 297 
startup, designating a 176 
testing 297 
3 .5-inch 288, 289 

displaying 
background patterns, avai lable 223 
character secs for fonrs 330 
documenr con tenrs 5 
fi les, informat ion about 150 
folders, info rmation about 150 
icon conrenrs 5 
information, wi th Ger Info command 151 
messages on the sc.:reen 26 
window contents by the screenfu l 19 

Documenr Content Archirecru re. 
See D CA-RFT 

documenrs. See also application programs; editing; 
fonts; rext 

changing, names 29 
copying 

berween disks 90, 137 
on the same disk 138 
text and im ages between 79 
co di ffe rent folders on the same disk 88 

creating 74 
hierarchy of 143 
multiple versions of 88 

displaying rhe contents of 5 
editing 76-83 
find ing 144 
handling, Macin tosh cools for 136-1 53 
icons, double-clicking, to start an application 

program 74 
moving 136 
narnmg 

correcting typing errors in 85 
in application programs char automatically 

save 86 
new 85 
version conventions 88 

open mg 

Index 

from the desktop 76 
from within an application program 75 
in a directory d ialog box 27 



documents (continued) 
organizing 135- 153 
pasting, text and images into 78 
placing in folders 142 
printing 113-133 

failure, causes and suggested solutions 312 
on the network 194 

renaming 139 
when saving 87 
without retaining a version 88 

replacing, Alert box verification 89 
saving 84-93 
specifying for startup 66, 98-100 
version handling 88 

dotted rectangle 
significance of 7 

double-cl icki ng. See also selecting 
icons, to start an application program 73, 74 
saving new deskrop patterns with 224 
speed, setting 206 
windows, to make them active 13 

downloadable fonts. See also characters; fonts; 
pnnnng 

description 119 
dragging. See also moving 

correcting typing errors with 85 
documents 136 
ejecting floppy d isks by dragging to Trash icon 

15 
objects 5 
pomter 

to choose a submenu 23 
in menus 22 

resizing windows with 11 
scroll box 18 
selecting part of an icon's name by 30 
windows JO 

drawing. See also graphics 
with the mouse, adj usting mouse tracki ng for 

205 
drivers. See also devices 

adding by copying into System Folder 50 
finding a list of system-supplied 52 
installing, as preparation for networking 187 
printer, installing 11 4 
programming, where to find help with 355 
removi ng from System Folder 62 
system resources in the System Folder (figure) 

49 
Duplicate command (Fi le menu) copying 

documents with 138 
duplicating. See also copying 

files 138 

E 
Easy Access program 

characteristics and use 347- 349 
Easy Install option (Installer program) 52-55 
editing. See also adding; C lipboard; copying; 

creating; deleting; Scrapbook desk 
accessory 

canceling most recent action 83 
desktop 

basic procedures 29 
changing document names with 139 
patterns 223, 242 
renaming disks 164 

documents 76-83 
on the file server 200 

reversing Undo command 83 
Scrapbook contents 93 
text 77- 83 

actions common to all application programs 
76-83 

selecting while 7 
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Edir menu 
applicarion programs use of (figure) 20 
Clea r command 

delering selecred rexr in an icon name wirh 
33 

deleting text and images permanencly 82 
Scrapbook use of 93 

Copy command 
copying text and images with 77, 79 
Scrapbook use of 93 

Cur command 
compared wich Clear command 82 
delecing selected texr in an icon name wirh 

33 
deleting texr and images without losing rhem 

82 
Scrapbook use of 93 

Pasre command 
copying rexr and images with 81 
inserring rext and images inro a documenr 

fro m 78 
Scrapbook use of 93 

Show Clipboard command 78 
Undo command, cancel ing ediring actions with 

83 
Eject command (File menu) 

ejecring Aoppy disks wirh 159 
ejecring Aoppy disks 159-160 

after display of "sad Macinrosh" icon 305 
fa ilure, causes and suggesred solutions 308 
from wirhin a program 160 

elecrrical safcry. See nlso mainrenance; 
croubleshoocing 

precaucions when serring up 290 
Empry T rash command (Special menu) 

erasing icon conrencs wirh 14 
ending 

macro record ing 334 
work sessions, good mer hods for 109- 1 11 

38-1 

en larging. See also resizing 
paper size, implicarions of I 19 
windows 11 

enrering. See also characrers 
optional characrers 328 

Enrer key 
iniciaring accions wich 324, 325, 327 
primary use, in summary of special keys (figure) 

42 
env1 ron men r 

cl ues to find ing our where you are 94 
Erase Disk command 

(File menu, Apple File Exchange), erasing non
Macinrosh disks 344 

(Special menu), erasing disks wich 163, 174 
erasi ng. See also delering; editing; removing 

disks 
Aoppy 161 
hard 168, 174 
non-Macinrosh 344 
wirh Erase Disk command 163 

macros (figure) 333 
error messages 26. 

See also problems 
errors 

See changing; correcting; ed icing; misrakes 
Escape 

See Esc key 
Esc key 

primary use, in summary of special keys (figure) 
42 

program-dependenr function key 324, 327 
Erherner 

connecting Macincosh ro 183 
installing 187 

everyone 
file server access privi lege, description 200 
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exchanging 
disks and files, with MS-DOS compurers 

336-345 
ftles, reading MS-DOS 3.5-inch disks on 

SuperDrive 157 
memory modules, as expansion method 287 

expansion 
cards 

designing 355 
installing 281-285 

slors, NuBus in Macintosh II models 281, 282 
extending 

selecred rexr 3 1 
external floppy disk drives 

ejecting floppy disks from 159 
reading MS-DOS disks with 5.25-inch drives 339 

F 
File menu 

application programs use of (figure) 20 
Close Command, dosing windows with 13 
Duplicate command, copying documents with 

138 
Ejecr command, ejecting floppy disks wirh 159 
Get Info command 

changing memory allocation for a program with 
105 

displaying information abom icons with 15 1 
locking application programs and documents 

with 152 
New command, creating new documcnrs wirh 74 
New Folder comn1and, creating and naming 

folders with 141 
Open command 

opening icons with I 0 
srarring programs wirh 74 

Page Setup command, options, choosing 118-120 
Prim command 

appl ication programs use of 194 
options 121 
printing on a nerwork 194 

Print Directory command 125 
Put Away command 149 
Quit command 74, 109 
Save As command, saving revised documents, by 

changing rhe document name 87 
Save command 85, 86 

filc(s). See also application programs; documents; 
folders; hierarch ical file system (HFS); 
nerworks 

backing up I I 0, 150 
copying desk accessories berween 258 
exchanging 

reading MS-DOS 3.5-inch djsks with 
SuperDrive 157 

with MS-DOS compurers 336-345 
font 

copying fonts from one fi le to another 250 
using 247 

managing, methods for 84-93 
naming 85, 86, 88 
opening in a directo1y dialog box 27 
organizing, with View menu 150 
printing a direcrory of 124 
private, creating on a file server 200 
receiving across a netvvork 201 
renaming 139 
saving 84-93 

rusk problems, causes and suggested solutions 
307 

in application programs 84-93 
Scrapbook, handling 93 
sending across a nerwork 20 I 
servers 

selecting with the Chooser 39 
using 196-200 

sharing across a net\.vork 183 
translating 

creating a log 344 
non-Macintosh files 339 

versions 88 
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fi le system 
managing documents with 140-1 53 

Finder. See also MultiFinder; system software 
obtaining in formation about 103 
specifying items to be opened under 66 

Find File desk accessory. See also desk accessories 
Apple Menu, using 144-146 

finding. See also organizing 
documents 144 
fi les, limiting search 146 
fo lders 144 

5.25 inch disks (MS-DOS) . See also devices; disks 
reading from an external floppy drive 339 

flipped image 
LaserWriter Page Setup option 11 9 

floppy d isks. See also devices; disks 
capacities 156 
characteristics and use 1 56-166 
creating small systems on 62 
drives 

connecting 273 
protecting during transport 292 

ejecting 15, 159 
5.25-inch 339 
handling precautions 292 
installi ng system software on 60 
locking 179 
managing 156-166 
MS-DOS format, in itializing 3.5-inch 337 
repairing 297 
testing 297 

folders. See also documenrs; files; hierarchical fi le 

386 

system (HFS) 
conrenrs, viewing 150 
moving through levels of 24 
open ing in a directory dialog box 27 
organizing documents wi th 140- 149 
protecting the conren ts of 181 

Font/DA Mover. See also desk accessories; fonts; 
system software 

creating files of fonts and desk accessories 260 
installing, desk accessories with 189, 253 
moving fonts and desk accessories with 

246-263 
remov111g 

desk accessories with 258 
fonts with 25 1, 252 

window layout description (figure) 246 
fo nts. See also desk accessories; documents; editi ng; 

text 
downloadable 1 I 9 
managing 246-263 
removing, from System Folder 62 
substi tution, LaserWriter Page Setup option 

11 9 
form atted disk. 

See initializing 
fragmentation 

disk, reducing 3 15 
memory, handl ing I 04 

freezing pointer 
causes and suggested solutions 3 11 

Function keys 

G 

Apple Extended Keyboard, alternative operating 
system use of 327 

creating macros for, using MacroMaker 33 1 
primary use, in summary of special keys (figure) 

42 

General Control Panel. 
See Control Panel, General 

Ger Info command (File menu) 
changing memory allocation with I 05 
displaying information about icons with 150, 

15 1 
locking application programs and documents 

wi th 152 
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global macros 335. See also MacroMaker 
glossary 

term and concept defi ni tions 357-371 
graphics. See also Apple Deskrop Bus (A DB); 

images; rexr 
cards, NuBus, installi ng 281 
rablers 

adj usting mouse tracking for operation with 
205 

connecting 273 
graphic smoothing 

LaserWri rer enhancement I 19 
grave accent (') 

entering wirh Option- ' 330 
grayed-our commands 

meaning of 22 
gray shades. See also color; monirors 

changing 242 , 244 
specify ing the number of 235 
viewing icons by 245 

grounding. See also maintenance 
electrical, importance of 290 

group. See also security 
fi le server access privi lege, description 200 

guidelines 

1I 

programming and user interface design for rhe 
Maci n rosh, where ro find 355 

handicapped 
physically, Easy Access features for 346-349 
visually, aids for 350-352 

" happy Macintosh" icon 
mean ing of 305 

hard disks. See also devices; disks 
connecting non-SCS I 273 
connecting SCSI 266-269 
drives 266 
managing 166-175 
problems, diagnosing 309 
repairing 297 
rest ing 297 

hardware. See also devices; software 
design, finding info rmatio n o n Macinrosh 355 
developers, ass istance fo r 356 

H D SC Setup program 
resting SCSI hard d isks wirh 299 

headphones. See also Apple Desktop Bus (AD B) 
devices; sound 

connecting to rhc Macinrosh 276 
help 

Macintosh organizations, user groups, and 
literatu re 354 

technical information 354 
H FS. 

See hierarch ical file system 
hierarchical file system (HFS). See also direcrorics; 

fi les; folders; organizing 
using 140-1 49 

high-density disks. See also devices; disks 
characteristics and use 157 

highlighted commands 
meaning of 22 

highlighting. See also selecting 
color 

brightness of 240 
changing 244 

objects 5 
removing 8 

hooking up. See connecting 
horizontal rab character. 

See characters 
humidiry. See also maintenance 

o p timal fo r Macintosh operarion 293 
H yperCard 

auromaric save feature of 86 

I. J 
I-beam pointer. See also pointers 

descrip tion 30 
inserting rexr wi rh 34 
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icons. See also user interface 
Apple Desktop Bus 274 
application program, starring by double-clicking 

73 
bomb, causes and suggested solutions 309 
color 239, 244 
deselecting 30, 33 
dimmed, meaning of 9 
discarding 14 
disk 

with blinking question mark 305 
with X character 305 

disk drive port 272 
displaying the contents of 5 
exam ples of (figure) I 
listing the contents of a folder by 150 
modem (figure) 272 
name 

changing 29-34 
deleting selected text in 33 
inserting text in 34 
selecting text in 29 

opening 9 
retrieving fro m the T rash 15 
selecting 6 

color or gray shade for 235 
mu ltiple icons 7 

viewing by color 245 
images. See also graphics 

copying 77, 79, 9 1 
deleti ng 82 
inserting, from Clipboard into a document 78 
pasting, into a document 78 
saving, Scrapbook desk accessory use for 91 

lmageWri ter printers. See also devices; Laser Writer 
printers; printers 

background printing nor available on 130 
choosing 118 
connecting to 269 
netwo rk use of 192 
pri nting options for 120, 121 
problems, causes and suggested solutions 3 12 

INlT files 
as potential cause of sornvare incompatibility 

3 15 
initializing disks 

floppy 161 
hard 168 
MS-DOS 3.5 inch 337 
normal-density, in MS-DOS format 339 

initiating. See scarring 
input devices. See also devices 

connecting 273 
inserting 

floppy disks, in a disk drive 158 
text, in an icon name 34 

and images, into a document 78 
insertion point. See also pointers 

arrow keys as alternative to mouse for moving 42 
changing rhe bli nking speed 225 
deleting character ro the lefr of wirh Delere key 

325 
description 29 

Installer program 
Customize options 56-60 
Easy Install option 52-55 
options fo r 51 

install ing. See also connecting; devices; mainrenancc; 
software 

32-Bit QuickDraw 64 
application programs 72 
CloseVicw 350 
customized systems 56-60 
desk accessories 253 
expansion cards, on Macintosh II models 28 1 
fo nts 247 
MacroMaker 33 1 
memory cache cards 286 
network sornvare 188 
NuBus cards, procedures and ventilation 

warnings 282 
printer drivers 114 
system software 5 1-56 

on fl oppy disks 60 
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insurance. See also securi ty 
saving documents as 84-93 

interface 
NuBus, description 28 1 

interference. See also maintenance 
radio and television 293 

international language characters. See also 
characters 

ryping 330 
internet. See also networks; zones 

con necting multiple networks in ro 192 
in verred inuge 

laserWriter page setup oprion 11 9 

l\ 
keyboard. See also Apple Desktop Bus (A DB) 

devices; Control Panel 
adjusting character repetitio n 209 
connecting 273 
Control Panel, changing keyboard parameters 

with 208-210 
diagnosing cable problems 306 
equivalents, for com mands, d isplayed in menu 

22 
handicapped assista nce 347 
handling spills 29 1 
layouts and character sets 321-330 
Macin rosh Plus, connecting ro the Macintosh 

275 
one-handed use 347 
problems, d iagnosing 306 
shorrcuts 

Copy command (Command-C) 78 
Get Info command (Command-I) 152 
D uplicate command (Com mand- D ) 138 
New Folder command (Command-N) 14 1 
Paste command (Comma nd-V) 79 
Prim command (Command-P) 122 
printing wi th Rerurn key J 23 
Q ui t command (Command-Q) 74 
Rerurn key, shorrcut for Save butron in Save 

dia log box 87 

Save command (Comrnand-S) 86 
Undo command (Command-Z) 83 

special keys, using (figure) 42 
keys. See also specific keys 

arrow, al ternative to mouse fo r pointer 
movement 323, 325 

Mouse Keys 348-349 
repeati ng by holding down 209 

Key Caps desk accessory 
using 328 

L 
LAN (local area nerwork). 

See LocalT alk; networks 
languages 

enrering internatio nal characters 330 
laser Writer p rinters. See also devices, l mageWriter 

printers; printers 
connecting 269 
nerwork use of 192 
Page Serup o ptions for (figure) l 19 
problem s, causes and suggested solutions 312 

ligh t pens. See also Apple Deskrop Bus (ADB) 
connecting 273 

ligh ts 
locking key indicators, (fi gure) 42 

li nking. Seeconnecting 
list 

selecting items in a 7, 8 
loading . See also insta lling; starring 

macros (figure) 333 
local area nerwork (LAN). 

See LocalT alk; nerworks 
LocalT alk. See also Apple Talk; networks 

connecting to 184- 186 
description 

as an AppleTalk netvmrk type 183 
as a work group network 269 

locating. See findin g 
locatio n 

cl ues to 94 
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locking. (an.cl unlocking). See also prorecring; securiry 
applicanon prog rams, wirh Ger Info command 

152, 180 
disks 

as cause of inabiliry ro save ro disk 307 
ro prorecr information 179 

documents 
effect on discarding icons 15 
wirhGerlnfocommand 152, 180 

implications of 179 
log 

.VI 

translated files, crearinu 344 0 

Macintosh 
expanding rhe system 265-287 
format, converting non-Macintosh files and disks 

to 345 
o perations, description of standard 1-4 5 
ready ro run , how ro recounize 49 

. 0 
semng up the system 47-69 
shutt ing down I I 0 
startup, specifying items ro auromatically open o n 

65-69 
technical help, where ro find 354 
turning on and off 43-45 
user groups, names and addresses 354 

Macro Maker 
command fi les, creating and using 33 J-335 

macros. See also cusrom izin u 
. d 0 

creatmg an using 331-335 
M acWri te format 

converting ro and from MS-DOS 339 
magnetic tape. See also devices 

connecting ro the Macintosh 266 
magnification 

screen, increasing and decreasing with Close View 
352 

maintenance. See also securiry 
avoiding trouble, posirionino of monirors 28 1 

. . . 0 
ma1nta1111ng a safe and reliable operatinu 

. 0 
environment 289-3 19 

390 

managi!1g . . See also maintenance; organ izing 
applicanon programs 7 1-1 11 
desk accessories 253- 263 
disks and disk drives 15 5-18 1 
fi les 84- 93 
fonts 246-263 
multiple application p rograms 97 
printing jobs 

with a spoo ler 195 
with PrintMon itor 131- 133 

system memory 102 
work environm ent 

backing up fil es 11 0 
maintaining a safe and reliable operating 

environment 289-319 
manipulating 

mouse, Mouse Keys as al te rnative ro 348 
manual paper feed . See also prinrin u 

handling with PrintMoni ror 13l 
mathematical symbols 

Numeric keys used for 325 
memory. See rtLso devices 

allocating for prog rams 105 
cache cards, instal ling 286 
cards, installi ng on a Macintosh II-family 

computer 28 1 
expanding on the main circuit board 287 
fragm entation , hand ling 104 
installing 287 
insufficien t 

Multi Finder alert rhar reports 102 
suggested sol urio ns 314 

M ultiFinder 
checking rhe amount available 104 
RA~ cache, adjust ing for effic ient use 106 
requirements 97, 103 

sys rem 
clearing I 04 
managing 102 
reserving for addi t ional monitors 277 

verifying rhe amounr in your system 103 
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where you :ire on rhe Macin tosh 
finding our 94 

windows. See also user interface 
activating 12 
dunging shape of 11 
closing 13 
components of (figure) 9 
enlarging with zoom box 12 
listing rhc con renr.~ of 150 
moving 9, 12 
opening 5 
printing a direcro1y of the files in 124 
resizing 11 
scrolling 16 
viewing conrems by scrolling 16 

work groups. See also networks 
connecting primers to networks 269 
setting up virus-detection stations in 303 

work sessions. See also maintenance; managing 
good methods for cndi ng 1 09-1 I 1 

world . See also protecting 
fl lc server :icccss privilege, descrip tion 200 

wriscwatch. See also pointers 
pointer change to, during save operation 86 

write-prorecr. See lock ing 

x. y 
X ch:iracter. See also troubleshooting 

on disk icon 305 

z 
zones (nccwork). See also networks 

dividing a multiple network inccrnet into 192 
me:rning of (figure) 39 
selecting 40 

printers within I 17 
sharing fl ies th rough 197 

zoom box 
enlarging windows with 12 
meaning of (figure) 9 
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t 
umlaut n 

entering using Option-u 330 
Undo command (Edit menu). See also editing 

canceling editing actions wirh 83 
Unix. See NlJX 
unlocking. See locking 
unreadable disk 

repairing with Disk First Aid 297 
updating 

system software 63, 3 10 
uppercase letters 

typing with Caps Lock key 322 
user i nrerfacc. 

See desktop; icons; menus; mouse; ri rle bar; 
windows 

user name 
changing with rhe Chooser (figure) 4 1 

v 
venti lation. See also maintenance 

monitor, warning against blocking 291 
NuBus cards 282, 286 
opening, warning against blocki ng 281 

verifying 
memory amount in a parcicular system 103 
System Folder contents 49 

versions. See also editing; saving 
document, creating 88 
Scrapbook, handling of 93 

video. See also color; graphics; gray shades; monitors 
capability, effect on number of colors and gray 

shades 236 

102 

cards 
connecting a monitor ro 276, 279 
listing those in use 236 
mon itor number determined by 227 
NuBus, installing 281 

port, connecting a moni tor to 276 
socket, monitor number determined by 227 

viewing. See also organizing 
desk accessoiy sizes 256 
fonts and font sizes 249 
icons by color 245 
optional characters wirh Key Caps 328 
window contents 16, 150 

View menu 
d isplaying information about directory contents 

with 150 
viewing icons by color 245 

viruses. See also maintenance; security; 
troubleshooting 

strategies for prevention and elimination 302, 303 
vision. See also handicapped 

aids fo r visually handicapped 350 
volume. See also sound 

sound, changing 2 1 I 

warnings. See also maintenance; troubleshooting 
alert box use fo r 28 
NUX, against initializing disk 48 
automatic emptying ofTrash 14 
dara loss during disk initialization 161 
disk progran1s, diagnosing with Disk First Aid 

297 
electrical 290, 295 
Aoppy drives 292 
hard disk care 167 
memory expansion 287 
overwriring documents 89 
moni tors, position of large 29 1 
power requirements, NuBus cards 283 
screen damage 29 1 
Su perDrive, plastic placeholder should nor be used 

292 
system software upgrade, importance of 310 
ventila tion, importance of 281 , 282 

for monitors and Macintosh 281 
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rerm111:1.t1ng 
work sessions, good merhods fo r I 09-l I I 

re rm 1 nators 
connecting SCSI devices with 267 
guidel ines for using with SCSI devices (rable) 

268 
resting. See also mainrenance 

disks 297 
rext. See al.so documenrs; editing 

copying 77, 79, 91 
deleting 33, 82 
desktop editing operarions 29 
editing 77 

icon name 29 
extending selected 31 
inserting, in an icon name 34 
pasting, in to a documenr 78 
saving, Scrapbook desk accessory use for 9 1 
selecting, while editing 7 
smoothi ng, LaserWri ter capability 11 9 
rranslarion , Apple File Exchange use for 339 

32-Bir QuickDraw 
installing 64 

3.5 inch disks (MS-DO S). See also devices; disks 
initializing 337 
reading with Apple Super Dri ve 336 

throwing away. See also delering 
unwanred applicarions, documents, and icons in 

Trash 14 
ri lde (- ). See also characters 

entering wirh Option-n 330 
rime. See also dare 

changing 38, 215, 2 16 
setring alerr wirh Alarm Clock desk accessory 

218 
ride 

pop-up menus, meaning of 24 
ride bar. See also user inrerface 

meaning of 9 
moving windows with 10 

trackbal l. See also Apple Desktop Bus (AD B); 
devices 

connecri ng 273 

rracking 
mouse, adjusring 204 

transferring. See copying 
u anslati ng 

fil es 339 
rranslaror. See also Apple File Exchange 

active 34 I , 344 
fil es, description 337 
oprions, saving 344 
selecting a 343 

rransmission. See also networks 
of dara, by modems 20 I 

Trash 
discarding icon conrenrs wirh 14 
d isconnecring from a file server wirh 199 
ejecring Aoppy disks by dragging co 15, 159 
icon meaning 14 

triangle 
in menu, meaning of 23 

rroubleshooring. See also maintenance 
keyboard, handling spills 291 
maintenance and 289-319 
problems, causes and solutions 302-3 17 
strategies 302 

rurning off 
alarm 221 
Macintosh 43, 45 

effect on T rash 14 
turning on 

alarm 2 18 
Macintosh 43 
Mulri Fi nder 98 

12-hou r clock 
setting and location 2 14, 215 

24-hour clock 
setting and location 2 14, 2 15 

type fonrs, sources of 246 
ryping. See al.so characters 

accented characters 330 
difficulties, using Easy Access to help with 347 
errors, correcting 85 
touch, adjusting for 2 10 
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scoring 
documents, in folders 142 
files, on che file server 200 
Aoppy d is ks 292 
folders, within folders 143 
macros (figure) 333 

strategies. See also maintenance; problems, 
troubleshoocing 

problem solving 3 13 
submenus. See also menus 

opening and using 23 
sunlight. See also maintenance 

precaution against 293 
SuperDrive 

characrerisrics and use 157 
support. See also troubleshooting 

Apple, information about 318 
swapping 

disks 160 
Scrapbook files 93 

switching 
applicarion programs or desk accessories, with 

Muki Finder 100 
disks 160 

sys rem 
clock, purpose of 300 
componencs, serring up 290 
crash, strategies for handling 309 
crearmg 

cuscom ized 56- 60 
small 62 
srandard 52 

fi les 
find ing a list of sysrem-supplied 52 
system resources in the System Folder (figure) 

49 
veri fying whar you need 49 

memory 
clearing 104 
managing 102 

System Additions disk 
needed for inscallacion 5 I 

Syscem 6.0 
minimum recommended configuration 51 

System Folder 
contents 

description and verificacion 49 
for a Macintosh with a separare monicor 

(figure) 50 
driver insrallation, primers 11 4 
imporrance of having only one version on hard disks 

315 
PrintMonicor locacion 132 

system software. See also application programs; desk 
accessories; sofiware 

installing 48, 49, 51-56 
network, using 183 
preparing for use 48 
updating 63 
upgrade, imporrance of 310 

System Startup disk 
needed for inscallarion 51 

T 
Tab key 

moving the inserrion point horizontally co the right 
322,324,327 

tablet. See also Apple Deskcop 13us (ADB); devices 
graph ics, adjusring mouse tracking for operarion 

with 205 
cape backup. See also devices 

connecting co rhe Macincosh 266 
technical documentation 

Macincosh, where co find 354 
telecommunications. See also networks 

connecting with another computer by 201 
linking the Macintosh in telephone networks 271 

relephonc 
lines, sending dara to ocher computers by 201 
networks, linking che Macintosh into 271 

television. See also maintenance 
inrerfcrcnce on, handling of 293 

temperature. See also maintenance 
safe range 293 
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shurring down. See also screen saving; rurning off 
effect on Trash 14 
procedures for 11 0-1 11 

SIMM (single-in-line memory module) 287 
SIZC 

box 
resizing windows with I I 
(figure) 9 

desk accessories, obtaining the 256 
fonts, obtaining the 249 
I isting folder conrents by l 50 
windows, changing the 11 

slots 
NuBus, description of 28 1 

socker. 
See port 

software. See also :ipplication programs; desk accessories; 
system software 

developers, assistance for 356 
problems 

bomb icon, causes and suggested solutions 309 
poinrer freezing, c:iuses and suggested solmions 

311 
version, incompatibilities as source of problems 

314 
sound 

changing 
volume 21 1 
type of al err 2 I 3 

connecting audio devices 276 
Conrrol Panel, changing sound serrings with 

2 11-214 
speaker. See also sound 

bu ilt-in, adjusti ng the sound volume of 211 
volume, changing (figure) 38 

Special keys 
Apple Extended Keyboard , alterna tive operating 

system keys 327 
Special menu 

Empry "fr:ish command, erasing icon conrents 
wirh 14 

Er:ise Disk command I 63, 174 

Restart comm:ind, changing startup device with 
179 

Ser Srarrup command 
speci~1ing items to be opened with (figure) 

65-69 
turning Multi Fi nder on with 98 

Shur Down command 45, I 11 
specif)1ing. See design:iting 
spooler I 95. See also printers; PrinrMon iror 
st:ming. See also startup; stopping 

application programs 5, 73 
by opening documents 76 
with Multi Finder 101 

Font/DA Mover with Desk Accessories option 
selected 257 

Macinrosh 
preparing system for use 47-69 
with MultiFinder on 98-100 

macro script recording (figure) 333 
operations with the mouse 2 
prin ting 120 

st:mup. See also st:irring 
disks 

addi ng network software to 188 
creating 48, 60-63 
designati ng 176 
making more room on 258 
removing fonrs restrictions 25 1 

problems wi th, causes and suggested solutions 
309 

speci~1ing, items robe opened on 65-69 
stereo mini plug. See also devices; sound 

connecting audio devices with 276 
Sticky Keys. See also handicapped 

turning on and off 348 
stopping. See also starring 

macro recording 334 
work sessions, good methods for l 09-1 I 1 

storage devices. See devices 
storage media 

disks, managing 155- 18 1 
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SCSI (Small Compurer Sysrems lnrerface) devices. 
See also devices 

connecting 266-269 
TD number duplicated, as cause of fai lure ro 

recognize a hard disk 309 
Search Here command (Find File menu) 146 
searching. See also Find File command 

for docu menrs 144-146 
security. See also access protection; locki ng; passwords 

password prorecrion in AppleShare 198 
selected 

menu item, blinking rare, adjusring rhe 225 
objecrs, deselecting 8 
rext, extending 3 I 

selecring. See also choosing; designaring; ediring 
colors, number 235 
com mands 21 
devices 40, I 16 
foms to install 249 
gray shades, number of 235 
icons 6 

colors 244 
list 

group of items in a 7 
separate irems in a 8 

monitors 23 1-233 
multiple 

desk accessories 256 
files for translation 341 
icons and objecrs 7 
srarrup 1rems 68 

networks 190 
objects 6 
printers 40, 193 
text 

111 an icon name 29 
while editing 7 

translators 343 
sending. See also networks 

data to other computers by modems 201 
files across a network 201 

serial 

398 

ports, description 269, 27 1 
transmission 269 

service 
Apple, information about 318 

setting. See also changing; Control Panel 
SCSI device number 266 

Ser Srarrup command (Special menu) 
specifying items to be opened with (figure) 65-69 
turning MulriFinder on with 98 

setting up 
mon irors 28 1 
networks 183 
pages 118 
printers 114. 187 
system componenrs 290 
sysrem software 48 

720K 
MS-DOS normal-density floppy disk, inirializing 

339 
sharing 

computers and other resources wirh network users 
183 

files 183, 196 
shift-clicking 8. See also selecting 
Shifi:-Left Arrow 

deselecring characters wirh 31 
Shi rr-Right Arrow 

exrending selecred rext with 3 l 
Shi ft key 

deselecting objects with 8 
entering optional characters with 328 
producing uppercase letters 322, 324, 327 
Stick}' Keys combinations 347 

shorrcuts 
keyboard. See keyboard shortcuts 

Show Clipboard command (Edit menu) 78 
Shur Down command (Special menu) 111 
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Return key 
Enter key use for some functions 42 
keyboard shortcut for Save button in Save dialog 

box 87 
moving rhe insertion poinr to the next line 323, 

325,327 
reversing. See also edi ting 

Undo command use for 83 
revised. See also editing 

documenrs, saving mcrhods 86 
RGB monitor. 

See color; monitors 
ringing alarm icon 

significance of 220 

s 
"sad Maci ntosh" icon 

meaning of 305 
Save As command (File menu) 

saving revised documenrs by changing the 
documenr name 85, 87 

Save command (File menu) 
saving new documenrs with 85 
saving revised documents, by overwriting previous 

versions 86 
saving. See also backing up; ediri ng 

automatically, HyperCard foarure 86 
desktop patterns 224 
desk accessories 258 
documents 84-93 
Illes 

disk problems, causes and suggested solutions 
307 

on the file server 200 
fonrs 251 
icon name changes 30-32 
images, Scrapbook desk accesso1y use for 9 I 
information for quick retrieval. See Clipboard 
macros 335 
text, Scrapbook desk accessory use for 91 
translator setti ngs 344 

version handling 
documenrs 88 
Scrapbook Il les 93 

scanner. See also devices; SCSI 
connecting to rhe Macintosh 266 

scanning order I 76 
Scrapbook desk accessory. See also desk accessories 

ediring 
contents of 93 
operations in 91 

saving text and images in 91 
version handling 93 

screen. See also devices; monitors 
changing 

brightness level 234 
highlight color on 244 

cleaning 294 
designating color or gray shade 235 
magnification wirh CloseView 352 
messages 

displaying 26 
responding to 26 

moving pointer on, adjusting the speed 204 
problems, causes and solutions 304 
savmg 

precautions 29 1 
programs for 304 
rurning down brightness control 234 

v1ewmg 
enhancing through magnification 350 
icons by color 245 

scripts 331. See also MacroMaker 
initiating recording of (figure) 333 

scroll arrows 
displaying window contents with 16 

scroll bar 
cl icking ro display window contents I 9 
description and use 16 

scroll box 
dragging to display window comenrs I 8 

scrolli ng 16. See also user interface; windows 
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propeller key or symbol. 
SeeCommand key 

protecting 
dara. See backing up; copying; locking; saving 
hardware. See maintenance 
software. See backing up; locking; securi ty; viruses 

pull-down menus 21. See also menus 
pulling rhe power plug. 

See rroubleshooring 
Pu r Away command (File menu) 

purring away items on rhe desktop with 149 

Q 
question mark 

on disk icon, meaning 305 
Quit command (File menu) 

copying bmveen application programs, use of 80 
quirting application programs wirh 74, 109 

qu itting 
application programs 74, 109 

R 
radio 

interference, handling 293 
RAM (random access memo1y). See also memo1y 

chips, SIMMs as a group of 287 
expanding 287 

RAM cache 
MulriFinder use 106 
setting in General Control Panel I 06 

random access memo1y. See RAM 
rebuilding. See also maintenance 

desktop, avoiding problems by 317 
receiving. See also networks 

files across a network 20 1 
recording. See also MacroMaker 

keystrokes in a macro 331 
recovery. See also troubleshooting 

crash 309 

3% 

rectangle 
dotted, significance of 7 

reducing. See also printing 
paper size I 19 

removing. See also deleting; erasi ng 
desk accessories 62, 258 
device drivers, from System Folder 62 
floppy disks 14 
fo1m 62, 25 1 
highlighting 8 
icons 14 
MacroMaker 332 
resources, from System Folder 62 

renaming. See also naming 
disks 164, 175 
documents 86, 139 
non-Macintosh files 344 

repairing. See also troubleshooting 
disks, with Disk First Aid 297 

repeating characters. See also characters; cusromizing 
serring rhe rare and delay before 209 

replacing. Se<' also copying 
desktop patterns, without saving 224 
documenrs, Alert box verification 89 
selected text, in an icon name 32 

resizing. See also windows 
windows I 1, 19 

resources. See also devices; drivers 
description (figure) 49 
removing from Sysrem Folder 62 
sharing by use of a network 183 

Restart command (Special menu) 
changing srarrup device wirh 179 

Restore settings command 
(File menu, Apple File Exchange) 344 

restoring. See also maintenance; troubleshooti ng 
editing acrions 83 
translator settings 344 

remev111g 
files on rhe fik server 200 
icons from rhe trash 15 
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primers. See al.so devices; Image Writer primers; 
LaserWrirer printers 

choosing 40, 11 6, 193 
color, installing drivers for 1 14 
connecting to rhe Macinrosh 266, 269 
drivers 

installing 114, 187 
supplied with system software (figure) 1 14 

network use of 187, 192, 193, 194 
Page Setup options 118-120 
port 

connecring printers to 269, 27 1 
connecting ro a Loca!Talk nerwork through rhe 

184 
print 

area, implicitions oflarge I 19 
qualiry setting for lmageWrirer 12 l 
server descri prio n 195 

problems, causes and suggested solutions 312 
sharing by use of a nerwork 183 

priming. See al.so documents 
background priming 

procedures for 130 
turning o n and off (figure) 4 1 

direction of, serring for Image Writer 12 l 
direcrories 124-125 
documenrs 11 3-133 

on a network primer 194 
keyboard shorrcm , 

Command-P 122 
monitoring the status of 132 
options 122 
problems, causes and suggested solutio ns 312 
rime, setting the l 32 

PrinrMoniror. See also MulriFinder 
using 13 1-133 

print server 195 
pnonry 

modem pore compared with the printer pore 27 1 
SCS l devices, serri ng the 266 

privileges. See also access protection; password; 
pro rec ting; securiry 

fi le server access, description and use 200 
problems. See al.so troubleshooting 

computer operation, causes and suggested solutions 
304 

desktop doesn' t appear, causes and suggested 
solutions 304 

disk not initialized message 307 
disk unusable, causes and suggested solutions 307 
d isk won't eject, causes and suggested solutions 

308 
Aoppy disks, causes and suggested solutions 308 
hard disk, causes and suggested solutions 309 
keyboard, causes and suggested solutions 306 
memory, not enough 314 
mouse doesn't move the pointer, causes and 

suggested solutions 306 
po inter freezing, causes and suggested solutions 

3 11 
pri nrers, causes and suggested solutions 312 
screen, causes and suggested solut io ns 304 
software, symproms, causes and suggested 

solutions 309 
startup, causes and suggested solutions 309 
strategies for solving 3 13 
viruses, strategies for prevenring 302 

processor-direct sloe. See al.so cards; cusromizing 
instal ling memory cache cards in 286 

Pro D OS operating system. See also al tern a rive 
operarmg systems 

for Apple II computers, converting files from 34 5 
products 

new, where ro see demonstrations 354 
program. 

See appl ication programs; system sofrware 
program1111ng 

help with 355 
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Paste command (Edit menu) 
appl ication programs use of (figure) 20 
copying text and images w ith 81 
inserting text and images into a document from 

78 
Scrapbook use of 93 

pasting. See Paste command 
pattern (desktop). See also customizing 

changing 
bic pattern 223 
colors and gray shades 242 
(figure) 38 

displaying available 223 
personalizing. 

See customizing 
pixels 

background, editing the color of 243 
descriptio n 224 

playing 
macros (figure) 333 

pomters 

39~ 

arrow 2 
crosshai r, use in changing Control Panel 

parameters (figures) 209-24 5 
diagnosing p roblems 306, 311 
d raggi ng 

to choose a command 22 
to open a submenu 23 

freezing, causes and suggested solutions 306, 
311 

I-beam 
descriptio n 32 
inserting text with 34 

manipulating pointers with Mouse Keys 348 
movement 

between mo nitors, changing 227 
changing the speed of 204 

picking up mo use, effect on 4 
wriscwacch, indicator of save o peratio n 86 

pomnng 
description o f 3 

pop-up men us. See also menus 
moving to a new folder level w ith 148 
o pening and usin g 24 
seeing items tha t extend up from the title 25 

ports. See also Apple Desktop Bus (A DB); devices 
modem 269, 27 1 
non-SCS I, how to recognize 269 
printer 184,269,27 1 
SCS I descriptio n 266 

pos1non1ng 
monitors 28 1 

power (electric). See also insralli ng; maincenance 
consumptio n, N uBus cards 283 
limi ts, Nu Bus cards 283 
requirements 273, 283 
switch , location of o n different models 43 

powering down. See also shutting down 
effect o n Trash 14 

Power On key 
Macin tosh 11 model , turning o n com puter with 

45 
primary use, in summary of special keys (figure) 

42 
starting sysrem with 324, 327 

precau tions. See also mainrenance; managing; 
problems; troublcshoor ing 

electrical 290 
fl o ppy disks 292 
power requirem ents, NuBus cards 283 
system upgrade, importance of 310 

prevencing virus damage 302 
Print command (File menu) 

application programs use of 194 
o ptions 121 
priming o n a network 194 

Prine Directory com mand (File menu) 124-125 
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opening. See also closing; starring 
appl icarion program (s) 

icons 73 
with MulriFinder IOI 

Chooser 39 
documenrs 75, 76 
General Conrrol Panel 36 
icons 9 

with Open command in File menu 10 
on srarrup, specifying 65-69 

menus 21 
pop-up menus 24 
submenus 23 
windows, by double-clicking 5 

o perating systems. See also alternative operating 
systems 

multiple, running o n the Macintosh 170 
operatio ns 

ini tiating with the mouse 2, 3 
sta ndard Macintosh 1-45 

Option key 
primary use, in summary of special keys (fi gure) 

42 
special characters 

C hicago fonr (figure) 329 
producing 322, 324, 328 

start ing Fonr/ DA Mover with 257 
Sticky Keys combinations 347 
typi ng accented characters with 330 

Option-' 
grave accent, entering with 330 

Option-c 
cedilla (c;:), entering wirh 330 

Option-Command-Down Arrow 
decreasing screen magn iflcarion wirh 352 

Option-Command- Up Arrow 
increasing screen magnification with 352 

Option-Com mand-X 
turning screen magni fi cation on and off with 

352 
Option-e 

acute accent, enrering with 330 

Oprion-i 
circumflex (A), entering with 330 

Option-Shi fr key combinarion 
entering optional characters wi th 328 
special characters produced in C hicago font 

(figure) 329 
Option-u 

umlaut ("),entering wirh 330 
o prio11al cl1araut:rs. See also characters 

enrering 328 
organ izing. See also hierarchical fi le system (H FS); 

managmg 
documents 135-153 
flies 

by icon color 245 
with V iew menu 150 

outline 
of object , significance of 5 

o utput devices. See also devices; printers 
sel ecting 116 

overhearing. See also main tenance 
precaurions on 293 

overwriting. See also replacing; saving 
documents 86, 89 
selected rext in an icon name 32 

owner 
file server access privilege, description 200 

p 

Page Serup command (File menu) 
choosing oprio ns 118- 120 

paper. See also printing 
clip, as a hardware troubleshooting rool 308 
position ing, LaserWriter page serup oprio ns for 

119 
size, Image Writer LQ optio ns 120 
supply, m on itoring the 132 

partitioning 
hard disks l 70 

passwo rds. See also access p rotection; securi ty 
entering in AppleShare 198 
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M S- DOS. See also alte rnative operating systems 
3.5-inch disks 

reading on rhe SuperO rive 157 , 336 
converting files 

o n a file server 343 
to and from Mac W ri te format 339 

MulriFinder 
capabilities 97 
clues to find ing our where you are 94 
copying berween appl ication programs 80 
installing 

desk accesso ries 25 7 
fonts 250 

memory requirements and availability I 03, I 04 
pointer freezing, possible cause 3 11 
priming from rhe background 41 , 130 
RAl\il cache, adjusting fo r effi cient MulriFinder 

use I 06 
required for 

printing from rhe backg round 41 , 130 
running multiple applica t ions 97, I 0 1 
scarring up wirh multiple open documents 

68 
specifying icems to be o pening under 66 
tu rning o n and off 98- 100 

multiple applicat ion programs 
managing, wirh Mul rif inder 97 

naming. See also renaming 
disks 162, 168 
documents 85 
folders 14 1 
ico ns 29 

nesting. See also hierarchical fi le system (HFS); 
organ1Z1ng 

folders 143 

.:192 

ncrworks 183-201. See also AppleSharc; 
communications; modems 

Apple Talk, selecting devices wirh rhe C hooser 
39 

Control Panel , changing netwo rks w irh 190 
devices, selecting wirh rhc C hooser 40 
ErherTalk cards, installing 187 
files, sharing o n 196 
interface cards, installing 187, 28 1 
LocalTalk 185 
pnnrers 

connecting to 269 
p rin t spoo lers o n 195 
select ing within zones 40, 117 
specifying with rhe Chooser l 93 

sofrware, insralling 187, 188 
virus prevention when using 303 

New command (File menu) 
creating new documenrs wi th 74 

New Folder command (File menu) 
creating and naming fold ers wich 14 1 

Nu Bus. See also hardware 
cards, installing 282- 285 

numeric keypad 

0 

keyboard descriptions 324, 325, 327 
Mouse Keys defined on 348 

objects 
manipulating 5 
selecting mult iple objects in 

one area 7 
separate areas 8 

office fi ling system 
Macintosh metaphor, componen ts of 135 

Open command (File menu) 
dialog box, (fi gure) 26 
opening icons with 10 
starring p rograms with 74 
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menu bar 
clues co finding our where you are (figure) 94 
us ing 20-21 

menus. See nlso user interface 
accessing 20-21 

pop-up 24 
pull-down 2 1 

application programs use of (figure) 20 
choosing commands from 7, 21 
commands, avoid using in global macros 335 
in d ialog boxes, recognizing 26 
submenus, usi ng 23 

m essages 26. See also problems; rroubleshooring 
microprocessor 

exchanging signals wi th 28 1 
misrakes. See nlso problems 

straregies for correcring p roblems 3 13 
ryping, correcting 85 

modem porr 
connecnng prin ters to 269 
use and advantages 27 1 

m odems. See also devices; networks 
connecti ng 201, 27 1 

modifier keys. See also keyboards 
en tering optional characters with 328 
including in a macro 334 

modi fy ing. Seechanging 
m onitors. See also Control Panel; devices; graphics; 

video 
adding additional 276 
adjusting the brighrness of 234 
connecting co 

compact Macin tosh models 280 
video cards 279 

Co ntrol Panel, changing monitor parameters 
w irh 227-245 

maintenance of 29 1, 293 
multiple 

avoiding interference among 28 1 
changing pointer movement berween 227 
designating the main monitor 231-233 
indicating relative positions of 227 

specifying color characteristics of 237 

mouse. See also Apple Desktop Bus (ADB); 
pointers 

a rrow keys as alrernarive for moving rhe mouse 
42,323 

butto n 
description of 2 
double-cl icking speed 206 

changing mouse operatio n 204-207 
cleaning the 294 
Contro l Panel , changing mouse o peraro n with 

204-207 
Macintosh Plus, connecting to rhe Macin tosh 

275 
Mouse Keys, as alte rnative ~o 348 
moving (figu re) 2 
picking up, effect on pointer 4 
pointer 

changing mo use movement relationship 204 
moving mouse relative to 2 
picking up mouse, effect on pointer 4 

pore 
connecting mouse to Apple Desktop Bus 

(ADB) porr 273 
Macintosh Plus different fro m the Apple 

Desktop Bus (ADB) port 275 
problems, diagnosing 306 
cracking, optio ns for 204 

Mouse Keys 348 
moving. See also dragging; shift-cl icki ng 

around the 
desktop 9 
folder hierarchy 146 

desk accessories 246 
documents 136, 142 
folders 143 
fonts 246 . . . 
111semon po111t 

horizontally, w ith Tab key 327 
to the beginning o f the next line wi rh Rerurn 

key 325 
objecrs on the screen, by dragging 5 
pointer (figure) 2 
ro a new folder level 148 
windows 10, 12 

391 



Saving 
screen images 

Ejecting 
floppy disks 

Printing 

To sa\·e the current screen as 
an editable and printable paint 
document" 

To print rhe content of 
the active \r indO\\' on 
an [ rnage\Xlri tcr~> printer'' 

T() pri;~ t an ii~1,;ge of the cur;·ent 
screen on an Image\\ riter printer• 

~-Shifr-3. The document is placed 
on the sta11up disk. You can take up 
ro 10 screen shots (automatically 
named Screen Q[hrough Scree11 9). 
or more if you rename these. 
-· ·-··· .. 
~-Shifr-4 

With Caps Cock' clown, 
~-Shift-4 " 

' 011·11e1:> o( 11111d11/11r \/11w1/11sli 111/)dels: This 11wks only in 2-color modt;. (Sdel:t color~ in the 
\ loni1or' Co111rol 1':111d.) 

To eject a selccrcu 
(use one of these 1. 

To eject a d is i~· fro111 
rhe fi rst drive 

To eject a disk from 
the second drive 

To eject a disk. from 
a third dri\-e 

ocls) 

To eject disks \\'hi le using 
a directory dialog bo~ 

To eject all floppy disks 

To cancel a priming job in 
progress ';\·hen not using 
background printing 

To cancel a printing job 
in progress \\·hen using 
background printing 

• ~-E 

• Choose Eject from the 
File menu. 

• Drag rhe disk icon to the 
Trash. (This also re1 11uves 

the disk icon.) 

~-Shi ft-1 

~-Shifr-2 

~-Shift-0 

Click Dri\·e until rhe name of rhe 
disk appears abm·e the burrons. 
Then cl ick Eject. 

Choose Shut Dmn1 from the 
Special menu. 

~-Period(.) 
. L.. ( 

. ._ i 1'.)fL 

"'•,rri J; :J~r: ., a 
110! 

j11,. ,, 

•tMonitor (by using the 
·1u or clicking the icon at 
de of the menu bar) and 
·Printing. 
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Keyboard shortcuts 
on the desktop 

I "® Macintosh~ Quick Reference Card 
From the File me11u From the Edit meuu 

. ... ....... ... ... 
To create a ne,,,.· folder ~-N To undo the most recent 

To open a selected icon ~-0 edit/Change ~-Z 

To close the To cut an item 

active window ~-W to the Clipboard ~-X 

To get information 
about a selected icon ~-! 

To copy an item 
to the Clipboard ~-C 

To duplicate 
selected icons ~-D 

To paste an item 
from the Clipboard ~-V 

To eject a selected 
floppy disk ~-F. 

To select all items in 
the active window ~-A 

Managing windows To close all ~\·indO\\·s 
on the desktop 

Press Option while you choose 
Close from the File menu or click 
the acti\·e ,,·inclow·s close box. 

To mo,·e an inactire \Yinclo"'· 
"·ithout making it active 

To act irate a window hidden 
behind other \Yindows 

To align all icons left to right. top 
to bottom in the active window 

To close all windows upon 
returning to the deskrop from 
a program• 

To open nested folders without 
cluttering the desktop 

' .\ lultiFindl'r0
' must ht: turned off. 

©Apple Computer. lnr.. 1990 

Press ~ "'·hile you drag the 
,,·inc.lo,,· by its tit le bar. 

Fine! the dimmed icon related to 
the hidden \rinclmr (a disk or 
folder icon). then double-click 
the dimmed icon. 

Pres · Option ,,·hile you choose 
Clean up from the Special menu. 

Press Option ,,·hile you choose 
Quit from the File menu. 

Press Option while you open 
successive Je,·els of folders. 
As you open each new folder. 
the previous folder's wine.low 
automatically closes. 

Applt:. lht: Apple logo. lmageWriler. .\.fadnlosh. :ind ,\h1hiFindc.:r :ire registered tr:1dc111:1rb 
of Applt: Computt:r. Inc. 
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14. Ho\\' useful were the illustrations in the ,\/acinlosll 
Reference for performing step-by-step actions·! 
not at all 1 2 3 4 5 6 very useful 

15. How useful ~·as the index in the .\laci11tosh 
Refere11ce? 
1 haven't used it 

2 couldn't find what I needed 
3 found some infonnaiion I needed 

4 usually find what I need 
5 always find what I need 

16. I low useful was the glos~ary in the .\/aci11/osh 

Refere11ce? 
1 haven·1 used it 

2 couldn't find what I needed 
3 found some information I needed 

4 usually find what I need 
5 always find what I need 

17. I la\ e you kept the Special Features of l"o11r 
.lfoci11osh booklet? 
1 no 2 yes 

18. If you could make one sugge lion for impro,·ing 
your ~lacintosh computer. what would it be~ 

• Contact your authorized Apple dealer when you have 
questions about Apple products. Dealers are trained by 
Apple Computer and are given the resources to handle 
service and support. If you need the name of an Apple 
dealer in your area, call toll-free 800-538-9696. 

Thank you! 

~l'J. 
s-

, '•· 
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• . Tell Apple about your Macintosh 
and the documentation you received with it by answering the 
questions below. Detach, fold, and seal this postage-paid 
fonn and mail it to Apple. 

Please circle the number of your answers below. If you 
have more than one aru.wer to a question, circle all the 
numbers that apply. 

1. With which model of Macintosh computer did you 
receive the .\Jaci11tosh Refere11ce(and this 
questionnaire)? 
1 Macintosh Classic 
2 Macintosh SE 
3 Macintosh SE/30 
4 Ma9intosh LC 
5 Macintosh !Isi 

6 Macintosh Ilci 
7 Macintosh Hex 
8 Macintosh llfx 
9 Macintosh Portable 

2. HO\\' would you rate your .\lacimosh O\·erall? 
poor 1 2 3 4 5 6 excellent 

3. Which Apple computer model did you O\rn bef 
buying this Macintosh? 
1 none 

2 Apple TI family 
3 Macintosh family 

4 other 

4. Ho~· long have you been using Macinrosh compu1 
1 less than 1 month 4 1 to 2 years 

2 1 to 6 months 5 2 to 3 years 
· 3 6 months to 1 year 6 more than 3 yt 

r-
) . I lo\\' would you rate your level of expertise wirh 

~lacinto ·h computer!>? 
beginner 1 2 3 4 5 6 expert 

6. How much memory (lti\i\I} do you hm·e in your 
\lacintosh computer? 
1 1 to4 MB 2 5 to 8 MB 

3 more than 8 MB 4 don't know how much 

7. What rype and size hard disk drives are part of your 
J\lacinrosh system? 
1 none 6 8(' MP hard disk 
2 internal hard disk 7 or1 .1ard disk 
3 external hard di-.' ; s storage 
4 20 MB hard disk 
5 40 MB hard disk 

/) 
; 

8. \\'hat type of expansion cards are installed in your 
~lacintosh? 

1 none 
2 video 

3 memory 
4 coprocessor 

; perfonnance accelerator 
6 communications or network 

7 other 
8 don·t know 

9. 'lb what type of network is your Macintosh connected? 
1 none 4 Token'falk 

2 LocalTalk ; other 
3 EtherTalk 6 don't know 

10. If you share infonnation electronically. \Yhat method 
do you use? 
1 don·t share electronically 

2 electronic mail 
3 AppleShare file server 

4 TOPS 
5 other 

6 don·t know 

11. I low did you learn to use your J\lacimosh? 
1 Macintosh Basics tour disk 

2 Gelling Stai1ed With Yo11r Macintosh 
3 Macintosh Reference 

4 knowledgeable friend or co-worker 
; other non-Apple documentation 

6 class 
7 trial and error 

12. \\'hen you hm·e questions as you \\·ork with your 
~ lacintosh. where do you go for help? 
1 Gelling Started \ '(litfl Your Macintosh 

2 Macintosh Reference 
3 knowledgeable friend or co-worker 

4 application software manual 
5 other non-Apple documentation 

6 authorized Apple dealer 

13. If you used the Maci11tos/J Basics tour disk, how much 
did it help you learn to use your computer? 
not at all 1 2 3 4 5 6 very he I pf ul 
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Tuck end flap inside back 
cover when using manual. 





The Apple Publishing System 
This Apple' manual '' ,1s \\Titten. edited. 
and composed on a desktop publishing 
~-ystem using Apple ~lacintosh 
computer.. and \ licrosoft \\'ord Proof 
pages ''"ere ae,ucd on Appk· 
La.'crW'riter primers and the Q\IS 
ColorScript l 00. Final pagcs wcn: 
produced in Quark?-.l>re . .,s and output 
direct!}' to film on a l.inotronir ~CO. Linc 
art and chapter openers \\efl' created 
using Adohe Illustrator RR 

Display type is Apple\ corpornte font. ;1 

condensed ver~ion of Garamond Text 
type is Adobe Garamond. Ornamt•nts arc 
ll'C Zapf Dingbats. 

PostScript. the l.ascr\'\'riter pagl'
description language, \\a~ dcrdcpcd by 
Adobe System~ Incorporated 
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