




















































































































































































































































































































































































































































































Cleaning the mouse 

The mouse contains a small ball that must roll smoothlv for the 
mouse to work properly. You can keep this ball free or'dirt and 
grease by using the mouse on a clean, lint-free surface and 
cleaning it occasionally. 

You need a few cotton swabs, alcohol, and a clean. soft. lint-free 
cloth. 

1. Turn off your Macintosh. 

2. Turn the mouse upside down and remove the plastic 
ring on the bottom that holds the ball. 

The plastic ring comes in two types. You remove one by 
turni.ng it counterclockwise; you remove the other by pulling 
the nng downward until it pops out. 

222 Chapter 15: Care and :Vlaimenance 

3. Turn the mouse right side up with one hand and catch 
the ring and the ball with your other hand. 

4. Clean the three small rollers inside the mouse with a 
cotton swab moistened with alcohol. 

Rotate the rollers to clean all around them. 



5. Wipe the mouse ball with a clean, soft, dry, and lint-free 
cloth. 

Don't use any liquid to clean the ball. 

6. Gently blow into the mouse case to remove any dust 
that has collected there. 

7. Put the ball and the ring back in place. 

Maintaining the proper operating 
environn1ent 
In generaL any conditions in which you are reasonably 
comfortable should be fine for your Macintosh. 

• See the setup book that came \Vith your computer to find out 
the range of temperature and humidity that your Macintosh is 
designed to operate within. 

• Protect the Macintosh and its components from direct sunlight 
and rain or other moisture. 

• Keep all ventilation openings clear and unobstructed. Without 
proper air circulation. components can overheat, causing 
damage or unreliable operation. 

Changing the clock battery 
Every Macintosh computer has a clock that runs continuously. 
When the computer is turned off, a battery keeps the clock 
running. 

If your clock begins to keep time inaccurately, have your 
authorized Apple service provider replace the battery. 
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Service and suppo1t 
To help you get the best performance from your system. Apple 
Computer has established authorized Apple dealers who offer full 
suppo1t. If you need answers to technical questions or 
information about product updates, your authorized Apple dealer 
can help you. Apple's technical support organization backs each 
dealer and international technical support group via an 
AppleLink~ network. a state-of-the-a1t on-line electronic 
information service, to ensure prompt, reliable assistance. 

Your dealer has the latest information on new hardware and 
software products as 'veil as product updates. If you wish to 

upgrade your system, your dealer can help you select compatible 
components. 

If your product requires service, your local authorized Apple 
dealer is trained and ready to support you. Apple provides facto1y­
quality parts and the latest available diagnostic equipment to the 
more than three thousand authorized Apple service centers 
throughout the world. Apple guarantees parts and warranty labor. 
(Regulations in each country determine the length of \Yarranty. 
Some restrictions may apply, depending on the country of original 
purchase.) 
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If for some reason you cannot return to the authorized dealer from 
whom you purchased your system, go to the nearest service 
location. For the location nearest you. in the United States or 
Canada, call or write to one of the following: 

Apple Computer, Inc. 
Customer Relations 
20525 Mariani Avenue 
Cupe1tino, CA 95014-6299 
C.S.A. 
800-538-9696 

Apple Canada, Inc. 
7 495 Birchmount Road 
Markham, Ontario, L3R 5G2 
Canada 
800-268-7796 or 
800-268-7637 

For locations in other co.untries, either call the Apple headqua1ters 
in your country or write to the United States address given above. 

Apple also offers service plans designed to meet your needs. One 
of these is the AppleCare"' 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 country of purchase-an added benefit if you relocate. Local 
service means time saved in getting your Apple system back to 
work. 

You can purchase AppleCare at any time, but it's a good idea to 
purchase it with your system, or at least before your warranty has 
expired, to avoid an inspection at your own expense. 
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Tips and Troubleshooting 
Jn th is chapter 

• Gell ing the best-looking fonts 

• ·1;1king a "snapshot'' or the screen 

• \X'hen mu run into trouble 

'fake your time 

Start orer 

Rebuild your desktop regularly 

Solutions to common problems 

Getting the best-looking fonts 
To h;l\·e fonts look their best on the screen. install bitmapped fo111s 
in the sizes you use most often. And for the closest march between 
displayed fonts and printed fonts. install the corresponding 
bitmappecl fonts when you install PostScript outline fonts. 

Your Macintosh looks for either outline fonts or bitmappecl fonts 
to use depending on 

• \\·hether the font is displayed on the screen or printed on a 
printer. and 

• \\·hether (if the font is printed) the printer is equipped lo 
handle Postscript (a programming language that describes the 
characters. symbols, and images appearing on each page of a 
clocu ment) 



\'\'hen you print a document on a Postscript printer (such as the 
LaserW'ritcr IINT). the system sofnYare looks for the fonts you use 
in the following places. in order: 

1. PostScript outline fonts in the printer's permanent mem01y 
(ROM) 

2. Postscript outline fonts in the printer's tempora1y mem01y 
(RAM) 

3. Postscript outline fonts in any hard disk connected to the 
printer 

4. PostScript outline fonts in your System Folder 

5. lh1eType outline fonts in your System Folder 

6. bitmapped fonts in your System Folder in the correct size 

7. hitmapped fonts in your System Folder in a different size that 
can he reduced or magnified to roughly approximate the 
correct size 

226 Chapter 1(1: Tips and Troubleshooting 

\Vhen you print a document on a printer that does not recognize 
Postscript (such as the Personal LaserWriter SC), and when the 
l\-facintosh displays fonts on the screen, the system software looks 
for the fonts as follows: 

1. bitmapped fonts in your System Folder in the correct size 

2. lh1eType outline fonts in your System Folder 

3. bitmapped fonts in your System Folder in a different size that 
can he reduced or magnified to roughly approximate the 
correct size 

Taking a "snapshot" of the screen 
1ou can capture the image on the screen by pressing 3€-Shift-3. 
The image is sa\·ed as a graphics file. which can be opened in 
many programs that handle graphics (including the Teach'lext 
program that's supplied with the system software). 

The graphics files arc named ··Picture 1, .. '·Picture 2," and so on. 
The number of screen images you can take is limited only by 
available disk space. 

When you n1n into trouble 
For specific troubleshooting information related to a particular 
procedure. go to the chapter that describes the procedure. 



Take your time 
When you see an error message, you don~t have to take action 
immediately. The message stays on the screen until you click the 
OK button or turn off the Macintosh. 

To help diagnose and correct the problem, gather as much 
information about the situation as you can before starting over: 

• Make a note of exactly what you -vvere doing when the 
problem occurred. Write down the message on the screen and 
its ID number (if any) as well as the programs you 1\\rere using 
and the names of any items you know have been added to the 
System Folder since the system software was installed. (This 
information will help a service person diagnose the problem 
should you need to take the computer to your authorized 
Apple dealer for repair.) 

• Check the screen for any clues. Is a menu selected? What 
programs and document icons are open? Note anything else 
that seems relevant. 

• If you were typing text and were not able to save it before the 
problem occurred, you can write down the parts of the text still 
visible on the screen so that some of your work will be easy to 
replace. 

• Ask other Macintosh users about the problem you're having: 
they may have a solution for it. 

Start over 

Often you can eliminate a problem simply by clearing the 
computer's memory and starting over. 

If you can, save any open documents before restarting the 
Macintosh. If your system is "frozen" and does not respond to any 
input, or if you have a "bomb'' message on the screen, saving may 
not be possible. You can t1y pressing x-Option-Esc to quit the 
program in use when the problem occurred; if this works, you can 
then save the documents open in other programs before restarting. 

To restart your Macintosh, tty the following steps: 

1. If you can, choose Restart from the Special menu or 
from the dialog box that's on screen. 

2. If you can't choose Restart, hold down the x and 
Control keys while you press the Power On key. 

3. If nothing happens, look for the reset and interrupt 
switches on the front or side of your Macintosh and 
press the reset switch (the one marked with a triangle). 

Not all Macintosh models have reset and interrupt switches, 
'\vhich are usually installed as a unit when the computer is first 
set up. 

Pressing the reset switch is like nirning the power S'\Vitch off 
and on. (The interrupt switch is intended for use by 
programmers who have debugging software installed.) 

COlllillW!S ..... 
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4. H pressing the reset switch does nothing or if your 
Macintosh does not have a reset switch, turn off your 
computer using the power switch, wait at least 10 
seconds, then turn it on again. 

5. If the power switch doesn't turn off the computer, 
unplug your Macintosh. 

If you suspect that the problem is with a peripheral device, such 
as a printer or external hard disk, turn it off for 10 seconds or 
more, then turn it on again and restart the Ylacintosh. 

Rebuild your desktop regularly 

A process known as "rebuilding the desktop'' helps your 
Macintosh keep track of data on your startup disks. 

• To rebuild the desktop of a startup disk, hold down the Option 
and X keys while starting up your computer. Keep holding 
down the keys until you see a message asking whether you 
want to rebuild the desktop. Click OK. 

• Rebuild the desktop of your startup disks once a month or so. 
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Solutions to common problems 

The computer is turned on but the screen is dark 

The .Macintosh or the monitor is not getting power~ or the screen is 
adjusted too dark. 

• Check that the power cord is plugged in and firmly connected 
to the computer and that the electrical outlet has power. 

• If you have a separate monitor, check that the monitor is 
turned on. 

• Check the screen's brightness control and turn it up if 
necessary. 

• If you use a screen saver program, press a key or move the 
mouse to turn off the screen saver. 



When you start up, an icon appears in the middle of the 
screen and the desktop doesn't appear 

The system software is not installed on your hard disk or your 
hard disk is not working properly. 

When you turn on the Macintosh, one of these icons appears in 
the middle of the screen: 

• The "happy Macintosh'' icon indicates that your Macintosh 
has found a startup disk (which has the system software 
installed in the System Folder) and is starting up. 

• The disk icon with a blinking question mark indicates that your 
Macintosh cannot find a startup disk. If you inserted a floppy 
disk, or if you have a hard disk installed, your ~facintosh 
doesn·t recognize that disk as a startup disk. 

Use the system software disk labeled Disk 1bols to start up your 
lvlacintosh. (Sec "Starting Up With a Floppy Disk" in Chapter 8, 
"Setting Up Your Macintosh System,,. and ''Testing and 
Repairing Disks" in Chapter 9. "'Hard Disks and Floppy Disks,'! 
for instructions on sta1ting up with a floppy disk and repairing 
damaged disks.) 

• The disk icon with an X appears when your Macintosh ejects a 
floppy disk that is not a startup disk. 

• The "sad Macintosh" icon appears when your l'vlacintosh 
cannot sta1t up because of a problem with the system software 
or possibly the computer hardware. 

Eject any floppy disks by turning off the computer and then 
holding down the mouse button while you turn the computer 
on again. 'Ily starting up \\·ith a different startup disk. If the 
.. sad j,facintosh .. icon appears again. see your service provider. 
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The pointer doesn't move when you move the mouse 

The mouse is not connected properly or its signals are not 
reaching the computer. 

• Turn off the computer using the pmwr S\vitch. then check that 
the mouse cable is connected properly. 

• Clean the mouse. (See Chapter 15, "Care and "faintenance ... ) 

• Resta11 the Macintosh with a different startup disk. If the 
pointer still doesn't move. consult your service provider. 
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Typing on the keyboard produces nothing on the screen 

The insertion point hasn ·r been set. no text is selected. the 
keyboard is not connected properly. or its signals are not reaching 
the computer. 

• Make sure the program you want to type in is the active 
program. 

• Place the pointer in the active window and click to set an 
inse11ion point or drag to select text (if applicable). 

• lltrn off the computer. then check that the keyboard cable is 
connected properly at both ends. 

• If the connections are secure and typing still yields no results, 
shut down and turn off the Macintosh, then unplug the 
keyboard cable. Connect the cable to the other Apple Desktop 
Bus port on the computer and the other ADB po11 on the 
keyboard. ('rhu may have to unplug the mouse to do this.) If 
typing still shows nothing on the screen, the problem is most 
likely in the keyboard itself. 

• Restart the Macintosh with a different startup disk. If typing still 
doesn ·r produce te;.a on the screen. see your service provider. 



A dialog box with a bomb appears 

Your system has a software problem. 

• Write clown what you were doing when the message 
appeared, and write down the number on the message, if there 
is one. 

• Resta1t your Macintosh (see .. Start Over"' earlier in this chapter). 

• Check the sta1tup disk and program you were using when the 
message appeared. Make sure that all programs. desk 
accessories, and system extensions you're using are compatible 
with the system software. Reinstalling the system software may 
correct the problem. 

• Sometimes incompatible system extensions or control panels 
can cause system sothvare problems. Rescan while holding 
dmvn the Shift key: this disables all system extensions. If 
startup is nonnal with this method, then remove all extensions 
and put them back into the System Folder one at a time, 
staning up after you add each extension. This procedure 
should iclenti~~ any incompatible extensions. 

The pointer "freezes'' on the screen 

four system has a software problem. 

• Press X-Option-Esc to dose the program in use when the 
problem ocrnrred. If this works, you can then save the 
documents open in other programs before restatting. 

• Restart your Macintosh (see ''Start Over" earlier in this chapter). 

• Check the startup disk and program you were using when the 
message appeared. Make sure that all programs, desk 
accessories. and system extensions you're using are compatible 
with the system software. Reinstalling the system software may 
correct the problem. 
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Your program quits unexpectedly 

The program needs more memory than your Macintosh has 
available. or the program requires a floating-point unit (FPU and 
your .Macintosh doesn't have one. 

• Quit from the programs that you have open and then open the 
program you want to use, or restart your Macintosh. 

• Check the documentation that came with the program to find 
out if the program requires a Macintosh with an FPU, and 
check the setup book that came with your Macintosh to find 
out if your computer is equipped with an FPU, or if an FPC can 
be installed. Consult your authorized service provider for 
information about installing an FPC in your computer. 
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Summaty 

Working on the 
Macintosh Desktop 
Jn th is chapter 

• Using the mouse 

• \'\forking wirh icons 

• Working wirh windows 

• Working with menus 

• Keyboard shortcuts in the Finder 
and in directory dialog boxes 

• Working with disks 

• Working with programs 

Using the mouse 

Point 

• Point to an object on screen by moving the mouse so 
that the pointer is over that object. 

When rhe pointer is an arrow, the tip of the arrow must be over 
rhe objecr. 

Click 

• Click an object on screen by pressing and quickly 
releasing the mouse button while the pointer is over 
that object. 

Clicking an object selects it. 
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Drag 

• Drag an object on screen by pointing to that object and 
holding down the mouse button while you move the 
mouse. 

Dragging an object from one disk to another copies it, 
dragging an object from one place to another on a single disk 
moves it within that disk without making a copy, and dragging 
an object to the Trash throws it away. 

Press 

• Press by holding down the mouse button without 
moving the mouse. 

Pressing a menu name opens the menu. 
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Double-dick 

• Double-click an object on screen by pointing to the 
object and clicking twice in rapid succession, without 
moving the mouse. 

Double-clicking is a common shortcut for opening an icon or 
the selected item in a directory dialog box. 

Shift-dick 

• Hold down the Shift key while clicking. 

Shift-clicking is a way to select more than one icon or item 
in a list. 



Working with icons 
Icons qn the Macintosh desktop represent disks (floppy disks and 
hard disks) and files (programs and documents). When you open 
an icon, its window appears, showing you what's "inside" the disk 
or file. 

Selecting icons 

To do this 

Select an icon 

Deselect an icon 

Select multiple icons 

Deselect an icon in a 
group of selected icons 

Select multiple icons 
that are near each other 

Select contiguous icons 
in a list 

Select text in an icon's 
name 

Take these steps 

Click the icon. 

Click anywhere except the selected icon. 

While holding down the Shift key, click 
each icon. 

While holding down the Shift key, click 
the icon. 

1. Place the pointer at one corner of the 
group of icons. 

2. Drag diagonally to select the icons, then 
release the mouse button. 

1. Place the pointer to the left of the top icon 
or the bottom icon. 

2. Drag up or down the list. releasing the mouse 
button when the pointer is left of the last icon. 

1. Click the icon ·s name to selea it. 
2. Place the pointer at one end of the text 

to be selected. 
3. Drag to select the text. then release the mouse 

button. 

Opening an icon 

You open an icon by selecting it and choosing Open from the File 
menu or using the keyboard shortcut X-0 or X-Down Arrow. Or 
you can double-dick the icon. 

Moving, copying, and renaming an icon 

To do this 

Move an icon 

Copy an icon onto 
another disk 

Copy an icon on the 
same disk 

Rename an icon 

Take these steps 

Drag the icon to where you want it. 

Drag the icon to the icon of the other disk {or to 
an icon or window that belongs to that disk). 

1. Click the icon to select it. 
2. Choose Duplicate from the File menu, or 

press X-D. 
3. lf you wish, rename the icon and drag it to a 

new location. 
'\bu can also make a copy by holding down the 
Option key while you drag the file's icon to 
where you want the copy. 

1. Select the icon ·s name by clicking the name 
{not the icon). 

2. Type a new name and press the Return key. 
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Storing icons in a folder 

Drag the icons to the folder until both the icons and the folder are 
selected, and then release the mouse button. 

Removing an icon 

You remove an icon from the desktop or any Finder window by 
dragging it to the Trash. To erase the contents of the icon from 
your disk, you choose the Empty Trash command from the Special 
menu. 

The Trash displays a warning before its contents are discarded. 
You can't throw away a locked file or an item that's currently in 
use. 
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Working with windows 
A window appears when you open an icon to show you what's 
"inside" the icon. 

Making a window the active window 

You make a window active by clicking inside it. You may have to 
move or resize other windows if the one you want to make active 
is covered by other windows. You can also make a window active 
by clicking its icon (even though it's dimmed) and choosing Open 
from the File menu, or by double-clicking the dimmed icon. 



Moving a window and changing its size 

To do this 

Move a window 

Resize a window 

Close a window 

Take these steps 

~ -
~ 
~--

Drag the window's title bar (at the 
top of the window) to the new 
location. 

Drag the size box (in the 
lower-right corner). 

Or click the zoom box (in the 
upper-right corner). 

Click the close box (in the 
upper-left comer). 
Or choose Close from the File 
menu. 
Or press X-\Y/. 

Scrolling through the contents of a window 

Ill Trees'" 
I L511l in dtsk 7 .51-S ovoillbJ. 

Li] 
Svsttm Fold•r 

CJ 
Fo.-Chlmin9 

EJ 
Notts-K•tt 

CJ 
From Andy EJ 

Saroh's rfl'O'I 

CJ 
Rtpo.-ts/Lisa 

CJ 
~ 

TtothTtxt 

For Mimi 

I Scroll arrow (used 
to view the content 
beyond the 
window's borders) 

CJ 
Appl1cot~1 

~.._Scroll box (shows relative 
location in window) 

I Eveiy window has two scroll bars, one for venical 
scrolling and one for horizontal scrolling. (A grny 
scroll bar indicates more content bevond window's 
borders; a clear bar indicates all content is visible.) 

• Click the up, down, left, or right scroll arrow. 

• Click the vertical or horizontal scroll bar (when it's 
gray). 

• Drag the vertical or horizontal scroll box along its 
scroll bar. 
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Opening higher-level folder windows 

You can open a higher-level folder window (whose contents 
include the active window) from a pop-up menu in the active 
window's title. 

1. Hold down the ~ key as you press the active window's 
title. 

A pop-up menu of the higher-level folders (and disk) appears. 

2. Drag to choose a higher-level folder (or the disk), and 
then release the mouse button. 

The folder (or disk) window you chose appears as the active 
window. 

Open pop-up menu with the 
name of the active windo,,· 
at the top ('·Old repons") 

~ ~ Kind 
D Doeum•nt• l=======r'7'1 

D Eliz•b•th 4 / 4 

D Jerom~ '• St tus 6/20 

Act ive window shO\\·ing 
the coments of the folder 
named ··old report ··· 

This folder coma ins the folder "Old rcpons.·· 

If you hold down the Option key as well as the ~ key, the old 
window closes when the·new window appears. 
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Using the outline form in list views 

Any list view you choose from the View menu (that is, any view 
except the icon and small icon views) shows the contents of the 
active window in outline form. You can see tl1e contents of a 
folder without opening the folder in its own window. 

Open folder (with contellls 
indented belo\\') 

Ill JH data/2 ell 
t;.,,,. S~• Kind 

v DArt mu •• foldf't'" ~ 
0 11sl't'iot 11t 7K documoHl1 

I"" L scrffn shots - foldtt' 
D S«t«11 l • k doeu"rltnt 

t>~ C:.iispM""m.ps - fo1d+r 

tj cr'+dit un""'~<o...nt i7K dc>curn.nt 
q Rudt'lf' IK Tt~hhxt doc 

t>S Scree-ns 3k -lliH 

~ Tt~l•x-1 43K ~l~ttOn pr~ 

IQL :..... . I~ l't!l 

Open folder inside 
a nothcr folder 
(with contents 
indemcd below) 

A downward- ointinu trian .,le indicates t r 0 g hat the folder"s 
contents are displayed; a right-pointing triangle 
indicates that the folcler·s comems are not displayed. 

Click the triangle next to a folder name to display or hide d1e 
folder's contents in the active window. 

If you double-click a folder. it opens in its own window, and its 
outline view closes. 

·:· Shortwts: When a folder is selected in an outl ine view, 
pressing ~-Right Arrow displays the list of its contents and 
~-Left Arrow hides the list of its contents. ·:· 



Working with menus 
Macintosh menus come in two types: pull-down menus and 
pop-up menus. The menus in the menu bar are pull-down menus. 

Menu bar (you 
pull down menus 
from here) 

Dimmed command 
(not available) 

The Help menu, which 
you use to display 
information about items 
on the screen 

The Application 
menu, which 
shows the 
programs that are 
currently open 

Menu commands affect 
whatever vou'vc selected­
in this case, "Hard disk #2. '' 

Pop-up menus often appear in dialog boxes that you use to set 
options or preferences. You can recognize a pop-up menu by a 
small solid ttiangle, pointing clown, next to its name. The name 
shows the current option or preference. 

J 
Pop-up menu <closed) 

Select a Document] 

[c:::::> Wallhrop ..,1 Clicking the triangle 
displays the menu (hut 
does not allow you to 
choose a menu item). 

•1tm!1&!1.• 
c:i Art ideas 
c:i ort-10/4 
c:i Car info 
c:i Caspar maps 
O credit union accoun~ 
Cl E11uelopes 
Cl Glossary 
c:i JH as writer 

c:::::>Wallhrop 

~ 
(Desktop) 

·-·~---~--

ff open J 
~ 

Clickin the menu title or ti g 1e icon displays 
the menu and selects the title (allowing you 
to choose a menu item by dragging to ie). 
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Choosing an item from a menu 

To choose a command from a menu, point to the menu name, 
press to "pull down" or "pop up~' the menu, drag to the item you 
want to choose so that it's highlighted, and then release the mouse 
button. 

Choosing an item from a submenu 

Some menu items are submenus. A submenu name has a small 
solid triangle next to it, pointing to the right. The submenu opens 
when the submenu name is highlighted. 

To choose an item in a submenu: 

1. Point to the menu name and press to pull down or pop 
up the menu. 

2. Drag to the menu item so that the submenu appears. 

Italic 
Underline 
mrnoanmca 
~[i)fD(il(!l[!!J 
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3. Drag sideways to the submenu, drag down to the 
submenu item you want to choose so that it's 
highlighted, and then release the mouse button. 

Underline 
mrnonnm© 
~[i)fD(il(!l[!!J 



Keyboard shortcuts in the Finder and 
in directory dialog boxes 
Key 

Up, Down, Left, 
or Right Arrow key 

Tab key 

Character 
key (a, b, c ••• ) 

X-Down Arrow 

Action 

Selects the next item in the direction of the 
arrow 

Select~ the next item alphabetically (except in a 
directory dialog box and the Chooser) 

Selects the first item whose name begins with 
that character (or the character following 
closest to it in the alphabet) 

Opens the selected icon 

X-Option-Down Arrow Opens the selected icon and closes the current 
folder 

X-Up Arrow Opens the folder that contains the current folder 

X-Option-Up Arrow Opens the folder that contains the current 
folder and closes the current folder 

Return or Enter In the Finder: Selects the selected icon's name 
for editing or saves the edited name 

In a dialog box: the same as clicking the button 
with the bold outline around it 

Working with disks 
See Chapter 9, "Hard Disks and Floppy Disks," for more 
information about using disks. 

Inserting a floppy disk 

1. Hold the disk between thumb and forefinger, with the 
label facing upward and the metal shutter pointing away 
from you. 

2. Gently push the disk into the floppy disk drive, label 
side up and metal shutter first, until the disk drive pulls 
the disk in the rest of the way. 

Copying the contents of a disk 

1. Click the disk icon to select it 

2. Drag the disk icon to the icon that represents the disk 
where you want the copy made until both disk icons are 
selected. 

3. Release the mouse button. 

Respond to any messages that appear by clicking the 
appropriate buttons. 
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Removing a floppy disk from the disk drive 
1. Click the disk icon to select it. 

2. Choose Put Away from the File menu. 

3. When the floppy disk drive ejects the disk, remove it 
from the disk drive. 

You can also drag the disk icon to the Trash. This action ejects the 
disk; it does not erase the disk. 

Locking and unlocking a floppy disk 
1. Hold the disk between thumb and forefinger, with the 

label facing upward and the metal shutter pointing away 
from you (as if you were going to insert the disk into a 
drive). 

2. Find the square hole in the lower-left corner of the 
floppy disk. 

3. Lock the disk by sliding the tab on the back side of the 
disk so that the square hole is open. 

Unlock the disk by sliding the tab back so that the 
square hole is blocked. 
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Working with programs 
For specific information about a particular program, go to the 
manuals that came with the program. 

Saving your work 
• Choose Save from the File menu, or hold down the 

X key as you press the S key. 

Switching programs 
• Click anywhere in a window to make it the active 

window and its program the active program. 

You can also choose the program from the Application menu. 

Closing a document 
• Click the close box of the document window near the 

left end of the title bar, or choose Close from the File 
menu. 

Respond to any messages that appear by clicking the 
appropriate buttons. 



Quitting a program 

• Choose Quit from the File menu, or hold down the 
X key as you press the Q key. 

Respond to any messages that appear by clicking the 
appropriate buttons. 

Backing up your files 
1. Click to select the icon of the document or program you 

want to back up. 

2. Drag the icon to the disk icon where you want to store 
the backup copy until both icons are selected, then 
release the mouse button. 

Respond to any messages that appear by clicking the 
appropriate buttons. 

Making a copy of a file 
1. Click to select the fde icon. 

2. Choose Duplicate from the File menu. 

Saving another version of a document 
1. Open the document 

2. Make the changes you want in the new version. 

3. Choose Save As from the File menu. 

4. Type the name of the new version. 

5. Click Save. 
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Appendix A 

Keyboards and 
Character Sets 
This appenclL'\ shO\YS the layout of the \ lacin1osh Classic and 
Macintosh LC sranclarcl keyboard. the Apple Keyboard. and the 
Apple Extended l\eyboard II. 

·Typing :\on-Engl ish Characters and Special Symbols" is at 
the encl of this appendix. 

Macintosh Classic and Macintosh LC 
standard keyboard 
For instructions on adjusting the height of th is keyboard. go 10 

Chapter 8. "Setting t.;p Your .\ lacinrosh System ... 

Tab key: .\ love~ the insenion poim 
horizomally to the next ~topping 
pbce (such a' a iab 'IOP or data 

field in a dialog box or program). 

Caps Lock key: :\ locking Shift ke\' 
for letters only (numbers and 

symbols aren't :dkcrecl). 

Shift key: Prcxlure'> upperc1se letters 
(or the upper character on the key). 

Control key: Like the 3l: ke\'. 
\\'orks in combination with mher 

kers to pro1·ide shoncuts 
or modi!\· other actions. 

Option key: Produce;. an optional 
~er of sp1:cial ch:11xr1:rs 11·hen 

pre~sed in combination 
11 ith other key~: also 

modifie~ other anions. 

l]i1 l 
~ 

-=_J I ~ I 
# 

I 3 
'--

l tab __, la lw l 
l caps 
lock _J l~J ~ 

I 

shih II_ x 

ctr! I option I ~ ~J 

L_ 
7x (Command) ke : \\'orks 11·ith y 

Olh1:r keys as an altcrnatirc to 
choo~ing a menu command or 
Cin 'ome program~! canceling 

:1n operation in progres~. 

such as printing. 



Power On key: On 
Macintosh II models. 
pressing this key 
turns on the computer. 
On the Macintosh Classic. 
this ker has no function 

Delete key: Deletes any material 
currentlv selected. or whatever 

ch;m~cter is to the left of the 
insertion point 

Return key: Moves the insenion 
point to the beginning of the next 
line. In a dialog box. pressing 
Return is the same as dicking 

Numeric keys: These keys 
produce numbers and 
mathematical symbols; 
some programs allow you to 
use these keys as function 
keys to initiate an action. the outlined button 

I ~ I I ~I I : I I (_ I I J_ I L I + I I 

~ L__1 li_J l!_J l_U ~Ji~ di_ele_te __ 

J LJ ~J lJ :~ lJ lLI liJ ll_J 
lJ ~ LJ ~I [_J LJ LI [return I 

J ~ l~ l~ [_J I~ ~~ lshih .J 

-~ [esc! bJ ~I~ it I 

Escape key: The function 
of this key depends on 

the program you're using. 

-------...----
Arrow keys: ~lore 
the insertion point. as an 
alternative to using the mouse. 
ln some programs. the arrow 
keys hare other functions. 

~~ l.___,a I !,_9 .1 t-=-J 

1~6: lJ 

1 .. _,__o ___ 

1 

I._· 

1 

Clear key: Deletes the 
current selection. just as 
the Delete key does. In 
some programs. Clear 
has other functions. 

Enter key: In a dialog 
box. pressing Enter is the same 
as clicking the outlined button (or 
pressing Return): some programs 
require that you use Enter (not 
Return> to confim infonnation 
you have provided. 
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Apple Keyboard 
This keyboard has no height adjustment. 
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Escape key: The function of this key 
depends on the program you're using. 

Tab key: Mores the insettion point 
horizontally to the next stopping 
place (such as a tab stop or field 

in a dialog box or program). 

Control key: Like the 3€ key. works 
in combination with other keys to pro\'ide 

shrntcuts or modify other actions. 

Shift key: Produces upperca:-;e leners 
(or the upper character on rhe keyl. 

Caps Lock key: A locking Shift 
kcv for letters onlr (numbers 
an~l symbols an.~1i'·1 affected l. 

Option key: Produces 
special characters \\·hen 
pressed in combination 

\\'ith other keys: also 
modifies other actions. 

~~J 
r I 

LJ l!J lJ 
l tab 

I l~J ~~ 
l control J ~ ~ 
lshih J ~ 

~ ~ 

l=J ~'!J ~ 
...:.. 

~ 
3€ (Command) ke y : Combines with 

another key as an alcernacin:' co 
choosing a menu command or 
(in some programs) canceling 

an operacion in progress. 
such as printing. 



Power On key: On 
Macintosh II models. 
pressing this key 
turns on the computer 

J 

Delete key: Deletes any material 
currently selected. or whate\"l'r 

character is to the left of the 
insertion point 

Return key: \f m·es the 
inscnion point to the beginning 
of the next line. In a dialog box. 
pressing Return is the same as 
clicking the outlined hulton 

l lJ LU LlJ lll ~ ~ ~ ldelete 
1 

!~ l::__, :L __ . 

~~L_lJlJl~JLlLJ 
lJ ~ lJ lJ l~ ILJ LI I~ 
J ~ lJ ~ tJ Li lLJ} l._shih __ _! 

___ J l_J ld I~--~) lLJ LLJ 
ILJ u 1~~ 
lP_~ __ _, I_._ _: 

Numeric keys: These keys produce 
numbers and mathematical 
symbols: some programs allo\\" 
you to use these keys as function 
ke\'S to inifrlle an action. 

I I 

L~_, 

I I 

l< I 
i 

enter 
~ .... __ ...... ____ ......... __ .......... __ _,1 

:r 

Arrow keys: Mo\"e the insertioJ 
point. as an alternatire to using 
the mouse. In some programs. 

the arrm\· keys have 
other functi<>11s. 

Clear key: Deletes the 
current selection. just as 
the Delete key does. In 

some progi~uns. Clear has 
other functions. 

Enter key: In a dialog box. pressing 
Enter is the same as clicking the outlined 
hunon (or pressing Return l; ~ome 
programs require that you use Enter 
(not Return l to confirm information 
you hare prorided. 
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Apple Extended Keyboard II 
A reversible plastic template that comes "·ith this keyboard fits 
over the row of function keys. You can label the function keys by 
writing on the template (in pencil, not pen or marker). 

For instructions on adjusting the height of this keyboard, go to 
Chapter R "Setting Up Your Macintosh System." 
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Function keys: Some programs allow you to use 
function keys to give commands. You can assign 

commands or action sequences to function 
keys with special utility programs. 

Escape key: The function of this key____, __ __... 
depends on the program you're using. 

Tab key: ~lm·es the insenion poinc 
horizontally- to the next stopping 
place (such as a tab stop or field 

in a dialog box or program). -l----1-I 

Caps Lock key: A locking Shift key -~-"' __ ; ______ _ 
for letters onlv (numbers and -i--__...1 

symbols ~ren't affected). __ :t/ __ ___ ._ _________ ..........., ____ _ 
Shift key: Produces uppercase letters j 

(or the upper character on the key). ,_sh._ih ___ _. 

a--------------------.~ 
Control key: Like the 3€ key. works-l-----a.. 

in combination \\'ith other keys to pro\'ide 
shortcuts or modi~· other actions. 

Option key: Produces special 
characters "·hen pressed in 

combination \\'ith other kevs: 
also modifies other actio;1s. 

3€ (Conunand) key: Combines 
\\'ith another key as an altemati\"e 

for choosing a menu command or 
(in some programs) canceling 

an operation in progress. 
such as printing. 



Delete key: Deletes any material Special keys: The function 
currently selected, or whatever of these keys depends on the 

character is to the left of the opernting system and program 
insertion point. you're using. 

Numeric keys: 
These keys produce 

numbers and 
mathematical symbols. 

Power On key: On 
.\facintosh lI models. 
pressing this key 
turns on the computer. 

0 

I=' I 1- l 
~~ 

- -num caps scroll 
lock lock lock 

Return key: Moves the insertion 
point to the beginning of the next 

line. In a dialog box, pressing 
Return is the same as clicking the 

outlined button. 

Arrow keys: Move the 
insertion point. as an 

alternative to using 
the mouse. In some 

programs. the arrow 
keys hare other 

functions. 

bJ L_i LJ 
LJ ... LJ .. bJ 

LJ.l~J u 
'----1----'. LJ enter 

Clear key: 
Deletes the 
current selection, 
just as the Delete 
key does. In some 
programs, Clear has 
other functions. 

Enter key: In a dialog box, 
pressing Enter is the same as 
clicking the outlined button 
(or pressing Return); some 
programs require that you use 
Enter (not Return) to confirm 
information you have provided. 
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Typing non-English characters 
and special sy111bols 
You can type a variety of non-English characters (with diacritical 
marks) and special symbols by pressing the modifier keys (such as 
Shift, Option, and Control) in combination with certain letter and 
number keys. 

The Key Caps program, which is instctlled with the system 
sofrware, shows you the characters produced ,,·hen you type 
certain keys and key combinations in the fonts you have (choose 
Key Caps from the Apple menu. then choose the font rrom the 
Key Caps menu). 

Ch;1racters appear here when you press keys 
on the keyboard or dick them in the windo\\·. 

- Ke Caps 

f--'--,--'-,.-'-,....._,_...,_.....,... ................................ ..-'--,.--'-r-'-r-----1 : I <I· . · 1 ~ I 8 9 -

l--.--''-T-1-l-"--'-'-l...:...L.'-..L.._L-'--l-,--L.:.._+~---1 .• 1 :_·!·Fl . p ~ 0 ~ ~ • 

Characters ;l\·ailabk: in the 
Monaco font (on the Apple 

Extended Keyboard II ) 
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Key Caps 

The highlighted key represents the 
ker held down on the kerboard­
in ihis case. the Option key. 

Special characters available 
in the \lonaro font \\·hen 
thc Option key is prcssed 



To type a character with a diacritical mark (such as an acute accent 
or an umlaut), you press the Option key with a specific letter key, 
then you type the character. 

Diacritical mark 

Grave accent (') 

Acute accent ( , ) 

Circumflex (A) 

Tilde(-) 

Umlaut(") 

The letter c with a cedilla(<,:) 

Key combination 

Option-', then type the character 

Option-e, then type the character 

Option-i, then type the character 

Option-n, then type the character 

Option-u, then type the character 

Option-c 

If the character appears ajierthe diacritical mark (rather than 
with it), then the marked character is not available in the font 
you're using. 
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Appendix B 

Exchanging Disks and Files 
With MS-DOS and Apple II 
Computers 
Apple File Exchange is a file format com·ersion program that is 
supplied on the system software floppy disks. The program and 
three special translator files are stored in the Apple File Exchange 
Folder. 

You can use the program to initialize a disk in ~ IS-DOS or 
ProDOS® (Apple II) format and convert files to and from MS-DOS 
or ProDOS. (Apple File Exchange cannot open converted files: 
you need to use an application program that recognizes the 
converted files to open them.) 

Apple File Exch.:inge 

Initializing a disk in MS-DOS 
or Pro DOS f orn1at 
1. Locate the Apple File Exchange icon and open it. 

Apple File Exchange is supplied on the system software disks. 

The program's window opens. The contents of the active 
window are listed on the lefr side and an empty box appears 
on the right side. 

2. Place a blank disk in your floppy disk drive. 

A dialog box appears. reporting that the program can't read the 
disk and asking if you \\·ant to initialize ic. This dialog box 
shows the names of formats available in Apple File Exchange, 
including Macintosh. MS-DOS, and ProDos. 

(You can initialize a disk that is not blank by inserting it, 
clicking the Drive bunon until its name appears in the window, 
and choosing Erase Disk from ci1e File menu.) 

3. Click MS-DOS or ProDOS. 



4. If necessary, click the capacity (in K) of the disk you 
inserted. 

If you want to initialize a high-density disk in MS-DOS format, 
1440K is the only option and is already selected. If you 
inserted a double-sided disk, click 720K. 

rem! Rpple File EHchange cannot 
lDJ read this disk. Do you wish to 
__ 1n_1t_1a_11z_e_it_1 _______ Disk capacity is the 

• 1440K Meclntosh B! same for Macintosh 
and MS-DOS 

Pro ODS lo high-density disks. 

( lnitlollze Jll Eject ll 

5. Click the Initialize button. 

When initialization is completed, a dialog box appears, asking 
you to name the disk. 

6. Type a name for the disk, then click OK. 

MS-DOS file names can have up to eight characters, followed 
by an optional period and up to three characters. 

The dialog box closes, and the name of the disk you initialized 
appears, above an empty window. This disk's icon doesn't 
appear on your Macintosh screen (because the Macintosh 
cannot recognize a disk in MS-DOS or ProDOS format). 

7. Choose Quit from the File menu when you are finished 
using Apple File Exchange. 

Apple File Exchange cannot initialize a high-density disk in 720K 
format, nor can it read a double-sided disk that has been 
initialized in the high-density (1.4 MB) fom1at. 

·:· 5.25-inch disks: Some Macintosh models can use an external 
5.25-inch floppy disk drive that can read files from MS-DOS 
disks. An internal adapter or expansion card is required to 
connect a 5.25-inch disk drive to the Macintosh. Apple File 
Exchange can translate files from these disks and store files on 
them. ·:· 
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Conve1ting files to and from MS-DOS 
or Pro DOS f onnat 
Apple File Exchange provides nvo methods of file conversion­
text and binarv. You use text translation for text files. and binarv 

J • 

translation for other files. 

In addition, Apple File Exchange can use special translator files 
designed to convert files into formats that specific programs can 
use. One of these special translator files is provided ·with Apple 
File Exchange: DCA-Rff/MacWrite, which converts documents 
between MacWrite'F) format for the Macintosh and Document 
Content Architecn1re/Revisable Form Text format (used by many 
word-processing programs) for MS-DOS. 

• 

File selected 
for translation 

l 
File Edit Mac to MS-DOS 

= 
T 

MS-DOS to Moc 

= 
ovnl.'..":O"' Apple File EHthllll_[e ·-

IG92i l(g) MSDOS.jjhl 

•mi ,. D BUDGET.90 
Cl Disk lmnges I »Translate») 

D BUDGET.91 
D labels () BUDGET .OUW 

I Re moue ) 

27K 
bytes 

selected 
.IE: 

=Humme;J 
:I 

(g) MSDOS.JJhf 

5094K bytes ou11il11ble I 324K bytes ouailable 

( fllHrn ) I Oriue ) ( 0!)1'11 l ~ 
(New Folder) ! r jc~c t ) (New Folder) ~ 

.\lenus of 
translator 
files 

Directory 
title or c.t'isk 
name 

Disk name 
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Follow these steps to translate a file: 

1. Locate the Apple File Exchange icon and open it. 

Apple File Exchange is supplied on the system software disks. 

The program ·s ·window opens. The contents of the active 
window are listed on the left side and an empty box appears 
on the right side. 

2. Insert the floppy disk that contains the ftles you want to 
translate. 

3. Use the Open, Drive, and Eject buttons to display the 
fdes you want to translate and the disk or folder where 
you want to store the translated fdes. 

4. Click the names of the ftles or folders you want to 
translate . 

To select multiple files or folders, hold down the Shift key and 
click each name. You may have to scroll to locate the names of 
some files or folders. 

The appropriate translation menus (one for translating from 
Macintosh format and another for translating to Macintosh 
format) appear on the menu bar when you select either 
MS-DOS or ProDOS files. 



5. Open the translation menu you want by pressing its 
name. 

6. Make sure that the translators for the types of files 
you've selected have checkmarks; if not, choose them so 
that checkmarks appear next to them. 

An active translator has a checkmark. The default translator has 
a diamond (indicating that ifs always active). Choosing an 
active translator makes it inactive. 

7. Compare the size of the files or folders selected for 
translation with the space available on the destination 
disk. 

The total space required appears between the lists; the space 
available on the destination disk appears below it'i name. 

If the size of the selected items is greater than the space 
available on the destination disk. deselect some of the items 
(by Shift-clicking them), remove some files on the destination 
disk (using the Remove button), or change to another 
destination disk (using the Eject button). 

8. Click the Translate button. 

If Apple File Exchange finds t·wo or more active translators­
other than Text or Default-capable of translating a selected 
file~ it presents a dialog box asking you to select the translator 
you want. 

If the names of files or folders on the destination disk are the 
same as those of files or folders being translated, Apple File 
Exchange presents a dialog box asking you to rename the file 
being translated. 

If a translator requires you to select options before a file is 
translated, it presents a dialog box in which you select the 
options. 

9. Respond to any dialog boxes presented by selecting a 
translator, renaming the file, or selecting options. 

The selected files or folders are translated. Messages report the 
status of copying. 

If Macintosh files are being translated into MS-DOS files, the 
names of translated files may be shortened to conform to the 
naming conventions of MS-DOS. 

continues 1iJ1J-
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10. When all translations are ftnished, choose Quit from 
the File menu. 

•!• Converting MS-DOS.files on a file se1ver: Some file servers can 
store information created by both Macintosh computers and 
MS-DOS computers. For example, the AppleShare PC program 
allows MS-DOS computers to store and translate files on an 
AppleShare file server. Consult your authorized Apple dealer 
or representative for more information about using a file 
server and MS-DOS files. ·:· 

Other file-conversion options 

Apple File Exchange's File menu provides several other options to 
assist you with file conversions. 
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The program keeps a log of all files translated, 
showing the date, time, and type of conversion. 

Show User Log 
[ h)S(~ 

S<W<~ lh·f~r t O~j fl~,,, 
[ h~t~r Us<~r Lot_i 

The active translators and 
the options for each 
translator can be saved in 
a special file with the 
··save settings as" 
command. You can then 
use these options any time 
by choosing the "Restore 
settings from" command Restore settings from ... 

Saue settings as ... --- and opening the file. 

Page Setup ... 
Print Us<~r Lot.l ,,, 

th~nt~mf~ lh~sHrH~Hon nh~s "' 
'Y""Show Only Eligible Files 38E 

Erase Disk ... 

Quit 38Q 

You can reinitialize a disk in any 
available format with this command. 

)bu can rename destinacion 
(lrJnslated) files. 

The names of files that can't 
he converted by the active 
translators are dimmed 
when this item is checked. 

More information about Apple File Exchange options 

lb see explanations of the translators Apple File Exchange uses, 
choose About the Apple File Exchange from the Apple menu. 
Select a translator in the list that appears, then click the About 
button for information about that item. (Click Done to return to 
the program's window.) 



Appendix C 

Where to Get More 
Information About 
Your Macintosh 
As you increase your knowledge of computers and develop new 
uses for your Macintosh. you may want to know what other 
Macintosh users in your area are doing i;>.·irh their computers, or 
you may want to learn more about programming, hardware 
design, or other technical topics. 

The inforrnation in this appendix provides a starring point for you 
to expand your Macintosh knowledge and contacts. 

Macintosh user groups 
Whatever your level of computer experience, you can get lots of 
support by joining a .\lacimosh user group. Macimosh user groups 
are composed of people who work with Macintosh computers 
and who enjoy sharing what they know with others. Activities may 
include demonstrations of new products. question-and-answer 
sessions, and classes on using popular programs or learning to 
write your own prograrns. Many user groups have special 
beginners' meetings. 

Ask your authorized Apple dealer for the name of the Macintosh 
user group nearest you, or call 800-538-9696. For names of user 
groups out'iide the United Stares, or if you're interested in starting 
your own user group, conract 

Berkeley Macintosh User's Group 
1442-A Walnut Street. =62 
Berkeley, CA 94709 
U.S.A. 
415-549-81\·I ·c (415-549-2684) 

or Boston Computer Society 
One Center Plaza 
Boston, MA 02108 
U.S.A. 
617-367-8080 
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Technical information 
A variety of technical documentation is available for the 
Macintosh. Apple Computer releases technical information 
through three p1imary outlets: the Apple Technical Library and the 
Apple Communications Library, both published by Addison­
Wesley Publishing Company, and the APDN~· developers· source. 

Apple Technical Library 

The Apple Technical Library includes comprehensive technical 
documentation for all Macintosh computer models and the 
multivolume guide to the Macintosh operating system for all 
models, Inside 1Hacintosh. 

Other books in the Apple Technical Library cover designing 
expansion cards and programming device chivers for the 
Macintosh, writing application programs for the Macintosh, and 
designing the user interface for Macintosh programs. 

You'll find the Apple Technical Library in most well-stocked 
bookstores. 
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Apple Communications Library 

The Apple Communications Library offers complete technical 
information about Macintosh communications products and the 
Macintosh in a network environment. The library includes an 
introductory volume. lJ11dersta11di11g Compuler Networks, and the 
comprehensive guide to the AppleTalk network system, Inside 
Apple1lllk. 

The books in the Apple Communications Library are available at 
bookstores. 



APDA 

APDA (Apple Programmers and Developers Association) offers 
worldwide access to a broad range of programming products, 
resources, and information for anyone developing on Apple 
platforms. You'll find the most current versions of Apple and third­
party development tools, debuggers, compilers, languages. and 
technical references for all Apple platforms. To establish an APDA 
account, obtain additional ordering information, or find out about 
site licensing and developer training programs, please contact 

APDA 
Apple Computer, Inc. 
20525 Mariani Avenue, M/S 33-G 
Cupertino, CA 95014-6299 

800-282-2732 (United States) 
800-637-0029 (Canada) 
408-562-3910 (International) 
Fax: 408-562-3971 
Telex: 171576 
AppleLink address: APDA 

If you provide commercial products and services, please call 
408-97 4-4897 for infonnation on the developer support programs 
available from Apple. 

Assistance for hardware and software developers 

If you plan to develop hardware or software products for sale 
through retail channels, you can get valuable support from Apple 
Developer Programs. Write to 

Apple Developer Programs 
Apple Computer, Inc. 
Mailstop 51-\Y/ 
20525 Mariani Avenue 
Cupertino, CA 95014-6299 
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Glossary 

A 

access privileges The ability ro see folders. see files. or make 
changes to a shared disk or folder. Access pri\·ileges are 
granted by the owner of ci1e shared item and are used to 
determine what other network users can do with the disk or 
folder and its contents. 

active program The program you·re currently using. You can 
have several programs open at a time, but only one of them 
is the active program. Open programs appear in the 
Application menu at the right end of the menu bar, with a 
checkmark next to the name of the active program. The 
menu icon changes to indicate which program is the active 
program. 

active ~vinclow The winclO\\. that 's on top of all others on the 

§0 Dee's disk E!l§ 
5 items 36 MB in disk 

~ 
Q 

Teach Text 
Q 

IQ.I LQ '2J 

ADB See Apple Desktop Bus. 

Macintosh desktop. The active 
window has solid lines 
running across its title bar and 
it "belongs" to the active 
program. 

Alarm Clock A desk accessory program (an Apple menu item) 
that works like a digital alarm clock. 

alert box A box that appears on the screen to give a warning or 
other message, sometimes accompanied by an alert sound. 

Ji\ This process will erase all 
ffi info rm ation on this disk. 

Cancel n Erase J) 
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alias A file that stands for and points to a file, folder, or disk that 
you use as if it were the original. When 

~ you open an alias, you're actually opening 
TedehText.?11.i-s its original. 

Apple Desktop Bus (ADB) Input circuiuy built into most 
:::=-.' Apple computers. You use ADB ports (marked 
c{---::. with the ADB icon) to attach the keyboard, the 

mouse, and other devices, such as graphics tablets 
and bar-code readers. See also bus. 

Apple menu The menu at the left end of the menu bar. indicated 

About This Macintosh ... 

~ Alarm Clock 
mill Calculator 
~Chooser 

by the Apple symbol. You 
choose items from this 
menu to get information 
about programs· memory 
use and open items 
placed in the Apple Menu 
Items folder (in the System 
Folder). 

AppleShare file server A Macintosh computer running 
AppleShare File Server software that allows network users to 
store, retrieve, and share files and application programs on 
that computer. 
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AppleTalk network A combination of devices, cables, and 
software that operate according to the protocols (rules) 
developed by Apple Computer. A communications 
environment in which many different kinds of computers, 
peripherals, and software can work together. Uses LocalTalk, 
EtherTalk, or TokenTalk network connection types. 

Application menu The menu at the right end of the menu bar 

Ill 

Hide Finder 
Hide Others 
Show HH 

./~Finder 
~TeachTeHt 

Cits icon changes to indicate which 
program is the active program). You 
choose items from this menu to hide 
wine.lows belonging to open but 
inactive programs and to make an 
open program the active program. See 
also active program. 

application program A program that you use to do your work 
on the computer, such as word processing. database 
management, graphics, or telecommunication. 

B 
back panel The back of the computer, '"here you find the 

power switch and po1ts for attaching external devices. 

back up To make a copy of a disk or of a file on a disk. Backing 
up your files and disks ensures that you \von't lose 
information if the original is lost or damaged. 



halloons Small boxes containing text identifying objects on the 

............... . . . . . . . . . . . . . . . . 
: ~ Help menu 

: : Use this menu to get 
: : information that helps 
: ~ \I ou use \I our computer. 

screen and explaining their 
use. You can hide or show 
balloons by choosing the 
appropriate command 
from the Help menu. 

bit Binal)' digit. The smallest unit of information that a computer 
can hold. The value of a bit (either 1 or 0) represents a 
two-way choice (on or off true or false, black or white). 

bitmap A set of bits that represents a graphic image. 

bitmapped character A character in a font that's rendered as a 
bitmap and drawn as a pixel pattern on the screen. See also 
font, pixel 

bitmapped font A font in a single point size made up of 
bitmapped characters (also called fixed-size font). Some 
fonts stored in the Macintosh System file are bitmapped 
fonts. Compare outline font, TrueType font. 

buffer A "holding area" in memory where information can be 
stored by one program or device and then read by another. 
For example, some printers have built-in memory to store 
text that comes from the computer faster than it can be 
printed. This memory, which frees the computer for other 
work while the printer is printing, is called a print bujje1~ 

bus Circuits inside the computer that transmit information from 
one part of a computer system to another. For example, the 
Apple Desktop Hus transmits information about mouse 
movement or keyboard input. In a network, a bus is a line of 
cable with connectors that link devices together. 

button An image, sometimes resembling a pushbutton, that you 
click to designate, confirm, or 

I[ ]II cancel an action. Compare 1 oK, [ cancel ) 
mouse button. 

(Options ) ( Help ) 

byte A unit of information consisting of a fixed number of bits. 

c 

One byte usually consists of a series of eight bits. See also 
kilobyte, megabyte. 

cache See memory cache, disk cache. 

Cancel button A button that appears in most dialog boxes. 
Clicking it cancels any command or options you might have 
chosen and closes the dialog box. 

central processing unit (CPU) The ''brain" of the computer; the 
microprocessor that perfonns the actual computations. See 
also processor, coprocessor. 

character Any symbol that has a widely understood meaning 
and thus can convey information (letters, numerals, 
punctuation marks, and other symbols). 
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checkbox A small box associaced with an opcion in a dialog box 
or window. You click the checkbox co turn the option on or 
off. An oprion is "On .. when there's an X in the checkbox. 

chip See integrated circuit 

choose To give a command by dragging through a menu and 
releasing the mouse button when the command is 
highlighted. 

Chooser A program char lets you designate devices, such as 
printers and shared disks on a network. for your Macintosh 
to use. 

Clear A command in the Edit menu that remo,·es selected 
material without placing ic on the Clipboard. You can use the 
Undo command immediately after using Clear if you change 
your mind. Compare Cut. 

click To position the pointer on an object on the screen. and then 
co press and quickly release the mouse button. 

Clipboard An area in the computer's memo1y that f unccions as a 
holding place for what you last cm or copied. Information 
on the Clipboard can be pasted into documents. 

close box The small box on che left end of the title bar of 
an accive window. Clicking it closes the 

~ window. 
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color wheel Available on computers wich color capability, the 
color wheel dialog box lets you adjust hue, saturation, and 
brighmess of the highlight color and other color choices. It is 
also used to adjust shades of gray. 

command An instrnction thac causes che compucer to perform 
some action. 

configuration (1) The way you have your compucer sec up. 
(2) The combined hardware components- computer, 
monitors, keyboard. and peripheral devices-that make up 
a computer system. (3) The software seuings that allow 
various hardware components of a computer system to 
communie<ne wich each other. 

control panels Programs that let you ch11nge various Macinrosh 
features. such as sound. mouse movemenc. and keyboard 
options. Control panels are locaced inside the System Folder. 

coprocessor An auxiliary processor designed to relieve the 
demand on the main processor by performing a few specific 
tasks. Generally, coprocessors handle tasks that would be 
performed much more slowly by the main processor, such 
as mathematical calculacions. 

Copy A command in the Edit menu that copies selecced material 
and places it on che Clipboard, withouc removing che 
material from che original document. See also Clipboard. 



copy-protect To make a disk difficult if not impossible to copy. 
Software publishers sometimes copy-protect their disks to 
prevent them from being illegally duplicated. See also lock. 

CPU See central processing unit 

current application See active program. 

current startup disk The disk that contains the System Folder 
the computer is currently using. The startup disk icon 
appears near the upper-right corner of the desktop. 

cursor See pointer. 

Cut A command in the Edit menu that removes selected material 
and places it on the Clipboard; from there you can paste it 
elsewhere. Compare Clear. See also Clipboard. 

cut and paste To move text, graphics, or other material from one 
place in a document to another place in the same or a 
different document. 

D 
default A value, action, or setting that a computer system 

assumes, unless you give it a different instruction. (Also 
called preset.) 

deselect To change a selected item, such as an icon, so that it is 
no longer selected. In the Finder, you deselect highlighted 
icons by pressing the Shift key and clicking the icon you 
want to deselect, or by selecting something else. 

desk accessories Small application programs that you can add 

About This Macintosh ... 

~ Alarm Clock 
l!lli) Calculator 
~Chooser 
1§1 Control Panels 
~Key Caps 
~Note Pad 

to your system. Desk 
accessories (DAs) are 
often installed in the Apple 
menu. Those provided 
witl1 the Macintosh include 
the Alarm Clock, the 
Calculator, the Chooser, 
control panels, Key Caps, 
and the Scrapbook. 

desktop Your working environment on the computer (the menu 
bar and the background area on the screen), on which you 
work with icons and windows. 

• rue Edit utew Label ~pec1a1 CD SI 1- Menu bar 
l'P=~=======M=ac=in=tos=hH=O:::zz===::::::::;J:---~---:7.~. •N•) 

3 •t..,,,s 3.9 Ha.._ dts.k )4 1 t'8 •¥.ullblf. l . :::- . C:i::J 
,_,ID!L· - - · -#A§§ system rolde .. '·"··"·;•H"' 211 :.:~.· .... · .... "'.' .. ~ ....... ·.··· .. ~I- Desktop 

8 ,t.ms 3 9 MO tr. dt:sk 34_1 r1l n.u1.abW : :.: 

LQ] ~ 9 
0 tc::J 
Fi ·-==.~~d DtJk. Too 

b1itnstons Contrclf>.,...b fw.dff' 

r©l liil 

destination The disk or folder that receives a copied or 
translated file, as in destination disk. 
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dialog box A box that contains a message~ often requesting 
more information from you or allowing you to select 
options. 

dimmed Gray or filled in with a pattern of dots, indicating that 
an icon is already open or a menu. menu item, or other 
option is not available. 

~~(~z=t-- Dimmed command 

111111111!1!1!-! ---Dimmed folder icon 

·iii!llllliii!::-= ---Dimmed program icon 

directory A list of the contents of a folder or a disk. 

directory dialog box A dialog box that lets you see the contents 
of disks and folders so that you can save a document in a 
particular folder or disk, or open a document that ·s in a 
particular folder or disk. A directory dialog box appears 
when you choose Save or Open from a program's File 
menu. 

disk A flat, circular object with a magnetic surface that computers 
use to store files (programs and documents). The files are 
stored as magnetic signals, similar to the way sounds are 
recorded on tape. See also floppy disk, hard disk. 
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disk cache A po11ion of the computer's random-access memory 
(RAM) that is set aside for programs to store frequently used 
instructions. You use the Memory control panel to adjust the 
size of the disk cache. Compare memory cache. 

disk capacity The maximum amount of data a disk can hold, 
usually measured in megab}1es (MB) or kilobytes (K). 

disk drive The device that holds a disk, retrieves information 
from it. and stores information on it. 

document Whatever you create with an application program. 
See also file. 

double-click To position the pointer on an object, such as an 
icon, and then to press and release the mouse button twice 
in quick succession without moving the mouse. 

drag To position the pointer on an object, press and hold the 
mouse button, move the mouse, and release the mouse 
button. 

driver A program that the computer uses to direct the operation 
of a peripheral device, such as a printer or scanner. (Also 
called a reso11rce.) 

drop folder A shared folder with access privileges that don't 
allow network users to open it but do allow network users 
to place files or folders into it. 



E 
Easy Access A control panel that you use to adjust the keyboard 

so that you can control the pointer from the numeric keypad, 
type keyboard shoncuts without having to press the keys at 
the same time, and type ve1y slowly. You also can make these 
keyboard adjustments without opening the control panel. 

Edit menu A menu that is available in most programs and lists 
editing commands-such as Cut, Copy, and Paste. 

eject To remove a disk from a disk drive. 

error message A message displayed on the screen that tells you 
of an error or problem in a program or in your 
communication with the computer system. 

Ethernet A high-speed, widely used network type. 

EtherTalk A type of network connection (provided by EtherTalk 
software installed in your Macintosh) that allows you to use 
AppleTalk network services on an Ethernet network. 

Everyone A category of users for whom you can set access 
privileges to shared folders and disks. The category refers to 
anyone who connects to a computer as a guest or registered 
user. 

expansion card A removable circuit board that plugs into one of 
the expansion slots in some models of Macintosh 
computers. Expansion cards enable the computer to use a 
special device or to perform an additional function. 

expansion slot A long, rectangular socket on the main circuit 
board of some Macintosh models into which you can install 
an expansion card that gives the computer additional 
capabilities. 

extension See system extension. 

F 
file Any named, ordered collection of infonnation stored on a 

disk. Application programs and documents are examples of 
files. YOu create a file when you type text or draw graphics, 
give the material a name, and save it on a disk. 

File menu A menu that lists commands that affect whole 
documents and other files-commands such as Save, Print, 
and Quit. 

file server A computer with special software that allows network 
users to store and retrieve files on the hard disks or other 
storage devices attached to it. 

file sharing The capability of sharing files among computers on 
a network. 

Glossary 267 



Finder Part of the system software, the Finder is the program that 
creates the Macintosh desktop and keeps track of your files. 

floppy disk A disk made of flexible plastic that stores computer 
data. The 3.5-inch disks used in .Macintosh floppy disk 
drives are floppy disks housed in rigid plastic shells for 
support and protection. Floppy disks come in three types: 
high-density (1.4 MB capacity), double-sided (SOOK), and 
single-sided ( 400K). 

folder A container for documents, programs. and other folders 
on the desktop or in directory windows. 

font A collection of letters, numbers, and symbols in a distinctive 
typographic design. See also 

This is New York font. bitmapped font, outline 

This is Geneva font. 
font, TrneType font. 

format See initialize. 

G 
guest A person that connects to another computer on a network 

without havi.ng to give a name or password. 

guest access A type of access to a computer that permits any 
network user to connect to the computer for the purpose of 
file sharing or program linking. Each Macintosh owner can 
control whether guest access is allowed on that computer. 
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group A set of registered users on a network for whom you set 
access privileges as a unit. Groups are a convenient way for 
a person who is sharing files to control access privileges for 
a number of users at once. 

H 
hard disk A disk made of metal and permanently sealed in a disk 

drive or cartridge. A hard disk can hold much more 
information than a floppy disk, and a hard disk spins much 
faster. 

highlighted Visually distinct, usually because the colors are 
reversed. 

I,J 
I-beam A type of pointer shaped like the capital letter I, used 

for entering and editing tex't. See also I insertion point. 
stationlyl- I-beam 

icon A small pictorial representation of a file, disk, menu, option, 
or other object or feature. 

I bl 
Document Trash Floppy Disk 



initialize To prepare a disk to receive information by organizing 
its surface into tracks and sectors; also known as format. If 
you initialize a disk with information on it, the information is 
erased. 

input Information transferred into a computer from some 
external source: such as the keyboard, the mouse, a disk 
drive, or a modem. Compare output. 

insertion point The place in a document where text you type 

I 
will be added; you set it by clicking at the spot 
where you want to make the insertion. The 
insertion point is marked with a blinking 

statioi\, vertical bar. 

I Insertion point 

Installer A program that you use to install or update your system 
software or to add resources such as networking software. 

integrated circuit (IC) An electronic circuit entirely contained in 
a single piece of semiconducting material, usually silicon. 
Often referred to as a chip. 

interface The way a computer communicates with external 
devices, such as a printer (through its printer port, or printer 
interface), or with you (through its user interface or human 
interface). 

K 
K See kilobyte. 

keyboard equivalent See keyboard shortcut. 

keyboard shortcut A combination of key presses that you can 
use to give a command or set an option. Keyboard shortcuts 
always involve the use of at least one modifier key, such as 
the X key or the Option key. 

Key Caps A desk accessory that shows you the characters 
available for each font in your system. 

kilobyte 1024 bytes. See also byte, megabyte. 

L 
label A word or short phrase that you can assign to an icon by 

using the Label menu. (You can also assign the color that's 
associated with a label if your Macintosh displays color.) You 
can change labels and their associated colors in the Labels 
control panel. 

LocalTalk A built-in network connection that allows a Macintosh 
computer to participate on an AppleTalk network. 

LocalTalk cable system A system of cables, cable extenders, and 
connector boxes that connect computers and network 
devices to an AppleTalk network system. 

lock To prevent files or disks from being changed or deleted (but 
they can still be opened or copied). 
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M 
main logic board A circuit board that holds RAM, ROM. the 

microprocessor, custom integrated circuits. and other 
components that make the computer work. 

main memory See random-access memory. 

megabyte (MB) 1024 kilobytes, or 1,048.576 bytes. See also 
byte, kilobyte. 

member A registered user on a network who belongs to a group. 

memory A hardware component of a computer system that can 
store information for later retrieval. See also main memory, 
random-access memory, read-only memory. 

memo1y cache Memory that is set aside to increase the 
efficiency and operating speed of the computer. Compare 
disk cache. 

menu A list of items from which you can choose. Menus 
commonly appear when you press menu names in the 
menu bar or in a dialog box. You choose a command by 
dragging through the menu and releasing the mouse button 
when the command you want is highlighted. See also 
pop-up menu. 
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menu bar The white strip across the cop of your screen that 
contains the names of the menus available to you. 

a File Edit Uiew Label Special 
::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: 
::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: 

menu name A word, phrase, or icon in che menu bar or in a 
dialog box thac gives you access to the menu. Pressing the 
menu name opens the menu. 

modem Short for modulator/demodulat01: A device that links 
your computer to other computers and information services 
over telephone lines. 

modem port A socket on the computer's hack panel marked by 
a telephone icon, used to connect a modem to your 
Macintosh. 

monitor See video monitor. 

mouse A device that controls the pointer on the screen. 

mouse button The mechanical button on top of the mouse. In 
general. pressing the mouse button initiates some action on 
whatever is under the pointer on the screen, and releasing 
the button confirms the action. 

J\fouse Keys An Easy Access f ea tu re that lets you use keys on the 
numeric keypad to control the pointer. 

!VIS-DOS Microsofr Disk Operating System, a commonly used 
computer operating system. 



N 
network A collection of devices such as computers and printers 

that are connected together. A network is a tool for 
communication that allmvs users to store and retrieve 
information, share printers, and exchange information. 

network administrator A person responsible for setting up, 
maintaining. or troubleshooting your network. 

network service A capability such as file service or print service 
provided by special sothvare on the network. 

network user A person whose computer is connected to a 
network. 

Note Pad A desk accessory that lets you enter and edit small 
amounts of text. 

NuBus An address bus and data bus used in the .Macintosh II 
family and some other Macintosh computers. >JuHus lets you 
add a variety of components to the computer system. 
through expansion cards installed in NuBus expansion slots 
inside the computer. See expansion slot. 

numeric keypad A calculator-style keypad. to the right of the 
alphabet keyboard, that you can use to type numbers. Some 
application programs designate the keys on the numeric 
keypad as function keys. 

0 
open To make available. Ybu open files in order to work with 

them. Opening an icon usually causes a window to appear, 
revealing the document or application program the icon 
represents or sho\\fog you the contents of a folder or disk. 

operating system A program that organizes the internal activities 
of the computer and its peripheral devices. An operating 
system performs basic tasks such as moving data to and 
from devices and managing information in memory. 

outline font A font that describes each character mathematically 
as a set of formulas. The mathematical description adjusts 
itself to render the character in different sizes. See also 
TrueType font, bitmapped font, font. 

output Information transferred from the computer!s 
microprocessor to some external device, such as the screen, 
a disk, a printer, or a modem. Compare input. 

owner The O\Yncr of a Macintosh is named in the Sharing Setup 
control panel. On a network, the owner of a shared folder or 
disk is named in the Sharing dialog box, identifying the 
person who can set or change the access privileges assigned 
to the shared item. 

owner name The name of the mvner of a shared folder or disk 
that appears in the Sharing dialog box. The owner can be 
the Macintosh owner. a registered user. or a registered 
group. The owner can set or change the access privileges of 
the shared item. 
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P,Q 
password A unique word or set of characters that must be 

entered before a network user can gain access to a computer 
that he or she is registered on. 

Paste A command in the Edit menu that places the contents of 
the Clipboard-whatever was last cut or copied-at the 
location of the insertion point. See also Clipboard. 

peripheral device A piece of hardware-such as a monitor. disk 
drive, printer, or modem-used ·with a computer and u~der 
the computer's control. 

PICT A file format used by a number of graphics and page layout 
programs. 

pixel Picture element. The smallest dot that the computer and 
monitor can display, or the representation on the screen of 
the value of a bit. Also, a location in video memory that 
corresponds to a pixel on the screen. See also bit. 

pointer An arrow or other symbol on the screen that moves as 
you move the mouse. 

pop-up menu A menu (usually in a dialog box) in which the 
selected option is shown next to a 

Tabloid ... solid triangle and inside a box with a 
shadow around it. The rest of the 
menu "pops up" when you press the 
box. Compare pull-down menu. 
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p01t A socket on the back panel of the computer where you can 
plug in a cable to connect the computer to another device. 

printer port A socket on the computer's back panel marked with 
a printer icon, used to connect a printer or an AppleTalk 
network connector to the computer. 

privilege See access privileges. 

processor The computer hardware component that performs the 
computations directed by software commands. In 
microcomputers such as the Macintosh, the processor is a 
single integrated circuit called a microprocessor. See also 
central processing unit. 

program A set of instructions describing actions for a computer 
to perform to accomplish a task, conforming to the rules and 
conventions of a particular programming language. 
Computer programs are collectively referred to as software. 
See also application program. 

program linking The ability of an application program to 
exchange information directly with another program over a 
network. To use program linking, both programs must have 
the capability. 

pull-down menu A menu (usually in the menu bar) whose 
name or icon is shown. You "pull down" the menu by 
pressing the name or icon. Compare pop-up menu. 



R 
RANI See random-access memory. 

random-access memory (RAM) The part of a computer's 
memory available for programs and documents, also knmvn 
as main memory. The contents of RAM are lost when the 
computer is turned off. Compare read-only memory. 

Read .Me document A document that is included on some 
application program and system software disks to provide 
you with late-breaking infonnation about the product. 

read-only memory (ROM) Memo1y whose contents the 
computer can read, but not change. Information is placed 
into read-only memory only once, during manufacturing. 
The contents of RO.\i1 are not erased when the computer's 
power is turned off. Compare random-access memory. 

registered group A group of registered users that is listed on a 
computer on a network. 

registered user A network user whose name and password are 
listed on a computer on the network. Usually. registered 
users have greater access privileges to shared folders and 
disks than do guest users. 

resource A file that is contained in the System Folder and that 
the computer uses for its operations. System files and device 
drivers are examples of resources. 

RGB monitor A type of color monitor that receives separate 
signals for each primary color (red, green, and blue) and 
uses these signals to display color images. 

ROM See read-only memory. 

s 
save To store information by transferring it from main memory 

(RAM) to a disk. Work that is not saved disappears when 
you turn off the computer or if the power is interrupted. 

scanning order The order in which the Macintosh searches the 
disk drives for a startup disk. See also startup disk. 

Scrapbook A desk accessory in which you can save frequently 
used pictures or passages of text. The Sera pbook can store 
multiple images. You can cut or copy images from the 
Scrapbook and paste them into documents created with 
most application programs. Compare Clipboard. 

scroll To move a document or directory in its window so that a 
different part of it is visible. You scroll using the scroll 
arrows, scroll bars, or scroll box. 

SCSI See Small Computer System Interface. 
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SCSI cable terminator A device used in a SCSI chain to maintain 
the integrity of the signals going through the chain. With 
some devices, such as the Apple internal hard disk, the 
terminator is built in. 

SCSI chain A group of SCSI devices linked to one another 
through SCSI peripheral cables and linked to the SCSI port 
on the computer through a SCSI system cable. 

SCSI port The socket on the back panel of the computer to 
which you connect SCSI devices. 

select To designate which object will receive the next action you 
take. Selecting is usually done by clicking or dragging. 

selection The selected object or objects. A selected object is 
usually highlighted. 

serial ports The connectors for peripheral devices that receive 
data in a serial format (that is, one bit at a time). The printer 
and modem ports on the Macintosh are serial ports. 

shared disk A hard disk, CD-ROM disc, or other medium whose 
contents can be retrieved over the network. A disk can be 
shared by a file server or a Macintosh computer that has file 
sharing turned on. 

shared folder A folder that is available to some or all network 
users over the network. 
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Shift-click To click the mouse button while holding down the 
Shift key. used to extend or shorten a selection and to select 
more than one item. 

Shift-drag To drag while holding down the Shift key, used to 
select two or more groups of objects by holding down the 
Shift key while you drag diagonally to enclose each group of 
objects in a rectangle. 

SIMM Single In-line Memory Module, a circuit board that 
contains eight RAM chips. SIMMs are connected to SI.MM 
sockets on the computer's main circuit board. See also 
random-access memory. 

size box A box on the bottom-right corner of the active 

mmiH J ::~~~:: Dragging the size box resizes the 

Slow Keys An Easy Access feature that lets you set a delay 
before each keystroke is accepted by the computer. 

Small Computer System Interface (SCSI) A specification of 
mechanical, electrical, and functional standards for 
connecting peripheral devices such as hard disks, printers, 
and optical disks to small computers. 

sound output port A socket on the back panel of the .Macintosh 
marked with a speaker icon, used to connect headphones or 
speakers to your Macintosh. 



source The disk or folder that holds the original of a file to be 
copied or translated, as in source disk. 

startup disk A disk with all the necessary program files-such as 
the Finder and System files contained in the System 
Folder-to set the computer into operation. 

startup drive The disk drive from which you start up your 
computer system. The disk in this drive must contain a 
System Folder. 

stationery A document that serves as a template. When you 
open a stationeiy document, a copy of the document is 
created and opened. The original remains unchanged. 

Sticky Keys An Easy Access f ea tu re that lets you type 
combination keystrokes ·without actually pressing the keys 
simultaneously. 

system extension A program that expands the capabilities of 
system software (for example, device drivers). System 
extensions are stored in the E:x1ensions folder in the System 
Folder. 

System file The file that Macintosh computers use to start up 

In 
~ 

System 

and to provide systemwide information, 
including fonts, sounds, and keyboard layouts. 
The System file must be in the System Folder. 

System Folder A folder containing the programs that .Macintosh 

~ 
System Folder 

computers use to start up and operate. A 
disk that contains a System Folder is a 
startup disk. 

system software Software components that support application 
programs by managing system resources (such as memory) 
and input and output devices. Also known as the operating 
system. 

T 
TeachText A program provided with the Macintosh system 

software that functions as a limited word-processing 
program, used primarily to open Read Me documents. 

terminator See SCSI cable terminator. 

3.5-inch disk A flexible, plastic disk measuring 3.5 inches in 
diameter encased in a rigid plastic shell. These disks come in 
three types: high-density (1.4 MB capacity on the 
Macintosh), double-sided (SOOK), and single-sided ( 400K). 
See also floppy disk. 
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title bar The bar at rhe top of a \rindow that sho\\"S the name of 
the windo\Y. \\ihen the ~,· indow is acti,·e. the title bar is 
highlighted with horizontal lines. 

= Duane Title bar 
206K •vall• bl• 

To Do 

Token Ring A widely used network type originally developed by 
International Business Machines Corporation. 

Token Talk A type or network connection that allo\\"s you to use 
AppleTalk services on a Token Ring net\rork. 

'fotsh An icon on the desktop that you use to discard programs, 
documents. and folders. 

mm 
Trash 

'frueType fonr A type of outline font supplied \rith the 
Macintosh system software. See also outline font. Compare 
bitmapped font. 
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u 
unlock To allo,,· a locked disk or document to be changed. 

deleted. or renamed. See also lock. 

user group A computer club \rhere computer users exchange 
tips and information. 

User/Group A category of users for whom you can set access 
privileges to shared folders and disks. Can be any user or 
group that is registered on the computer containing the 
shared folder or disk . 

user interface See interface. 

user name The name chosen by a Macintosh owner or network 
administrator to identify a user. After th is identification is 
complete, the user is a registered user and can connect to 
that computer as such. 

v 
version A number indicating a program's chronological position 

.rela tive to previous and subsequent releases of the program. 

video monitor A display cle,·ice that can receive video signals by 
direct connection. Also known as a monitor. 



virtual memo1y Hard disk space ser aside and used as an 
e:\.1ension of rhe compurer"s main memory. 

virus A program designed '"irh malicious inrenc ro damage files. 
Vims programs can be spread though networks and 
bulletin board services as well as on disks. Virus-detection 
and -elimination programs are available through dealers 
and user groups. 

volume Space on a hard disk or a file server that"s defined and 
named as a place to store fil es. A hard disk is usually a single 
volume, but it can be partitioned into several volumes. 

W, X,Y 
window A rectangular area that displays information on the 

desktop. You create and view documents through windows, 
and you riew the contenrs of disks in \Yindo\\"s. 

z 
zone Zones are set up by a network administrator and are used 

to group the devices on the network for easier access. 

zoom box A small box in the top-right corner of the title bar of 
the active window. Clicking the zoom 
box resizes the windo"· so that you can 
see all of its contents (if possible); 
clicking it again returns the window to its 
pre,·ious size. 
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Index 

A 

About This ~lacintosh (Apple 
menu) 148 

accent marks. typing 250-251 
accessing. See also opening 

files on other computers 
175-180 

\lacintosh while awav from it 
195-1 96 . 

access privileges (nem·orks) 
180-181, 197- 207 

checking 202 
setting 199- 201 
strategies for 200 

activating. See also disabling: 
opening 

Alarm Clock 127-128 
AppleTalk 56. 155. 172 
CloseView 1 '16 
file sharing 183-184 
Finder 43- 44 
Help 13alloons 78 
Mouse Keys 130 
program linking 205 
Slow Keys 132 
software programs 40. 94, 

242 
Sticky Keys 131 

activating ( co11/ imted) 
32-bit addressing 152 
·ri·ash icon 14-15 
virtual memory 151 
,,·indm,·s 14-15. 43-45, 236 

acrive desk accesso1y 94 
active sofmrare prog;·am 242 

identi~·ing -13- 45. 9-1 
multiple 43-45, 9LI 
opening documents in 44. 

~8.68 
quick reference for 242 
S\\'itching bet\\'een 43-45. 

9-i 
active window, closing 14- 15, 

31. 43-45. 236 
adapting Macintosh to your own 

USC 121 -152 
ADB dc,·ices 21'1 
ADB port 21 4 
adding 

alert sounds 13'1 
device drivers to System 

Folder 210 
files to folders 69 
folders to folders 1 I 0 
fonrs to S\·stem Folder I 6!i 
items to Apple \lenu I 13. 

122 

adjusting 
blinking of menu items 137 
disk cache 149 
keyboard 87, 129-130. 132 
mouse operations 128-129 
speaker volume 132-133 
virtual memory 150-151 

Alarm Clock. setting 127- 128 
alert sounds 

customizing 132-135 
disabling 133 
installing 133 
recording and removing 134 
Sticky Keys and 131 

aliases 70-72, 112- 113. See also 
documents: files: 
folders 

connecting to shared disks 
\\'ith 179 

creating 11 2 
definition of 71 
getting information about 

(Get Info) 113 
locating original of 113 
locking 104 
opening 112 
opening at startup 122 
purpose of 112 
trouble with 112 

APDA 259 
Apple Canada 22!i 
AppleCare Service Agreement 

224. See also 
maintenance 

Apple Communications Libra1y 
258 

Apple Computer. Inc., Customer 
Relations 224 

Apple Desktop Bus devices 
connecting 21 4 
power requiremems of 214 

Apple Desktop 13us port 21-1 
Apple Extended Keyboard II 87, 

248- 249 
Apple File Exchange 252-256. 

See also ner,vorks 
converting files to and from 

~IS-DOS or ProDOS 
with 254-256 

initializing MS-DOS or 
ProDOS disks with 
252-253 

Apple HD SC Setup program 
icon for 98, J 08 
initializing hard disks with 

98 
testing hard disks with 108 
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Apple Keyboard 87, 246-247 
Apple menu 

About This ~facintosh 148 
Alarm Clock 127-128 
Chooser 54-56, 153-156, 

172 
Control Panels 101, 124-145, 

149-154, 174 
installing items in 113. 122 
Key Caps 250-251 
removing items from 113, 

122-123 
Apple Menu Items folder 113, 

122 
Apple Programmers and 

Developers 
Association 259 

AppleShare 176. See also 
AppleTalk; networks 

ApplcTalk 171. See also 
AppleShare; networks 

activating 56, 155, 172 
choosing printer for 155-157 
inactive 55, 156 
zones 55-56, 155. 177 

Apple Technical Libral)' 258 
Apple II computers, exchanging 

disks and files with 
252-256 
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Application menu 40. 4-L 9'!-95, 
239 

Finder command +i 
Hide Others command 95 
icon for 40, 94 
Show All command 94 

application programs. See 
software programs 

arranging icons on desktop 109 
arranging your office 86 
arrow keys 23, 241. 245, 247, 

249 
arrmvs, scroll arrows 16-17. 20, 

237 
attaching. See connecting 
audio ports 13-L 215 
A/CX 89, 98 

B 
background printing 156. 

160-162 
backing up files 58-59, 243. See 

also copying 
backspacing with Delete key 41 
backup disks 92 
Balloon Help 78-79 
battery. clock 223 
beeps. See alerts 
bitmapped fonts 162-163. 

225-226 

blinking insertion point, 
changing 137 

blinking menu items. adjusting 
137 

blinking question mark disk icon 
229 

bomb error message 227, 231 
borders, window, changing 

colors of 142 
brightness 

of color wheel 141 
of screen 145. 220. 228 

Brightness control panel 1,15 
Brightness icon 145 
bulletin board~. See also 

networks 
folders as 201 
viruses and 93 

bus. See Apple Desktop Bus 
By Label command (View 

menu) 140 

c 
cables 

handling 219 
Locallhlk-compatible 171 
SCSI peripheral interface 

cable 211 
SCSI system cable 211 

cable terminators, built-in 212 
cache. See disk cache; memory 
calendar. setting 125-126 
canceling 

initialization 100 
printing 161-162 

Caps Lock key 244, 246, 248 
cards 

expansion cards 216-218 
memo1y expansion cards 

218 
NuBus expansion cards 

216-217 
video cards 216 

CDEVs 122. See also Control 
Panels 

CD-ROM discs, sharing over 
networks 175, 
184-185 

chains. See daisy chains 
changing 

alert sounds 132-135 
Apple menu 122 
blinking rates 137 
clock battery 223 
colors 

in color wheel 141 
in Label menu 124-125 
in Monitors control panel 

142-143 



changing (continued) 
desktop pattern 135-136 
documents 48-53 
icon names 64-65 
icons, appearance of 

139-140 
keyboard layout 130 
keyboard operation 

129-130, 132 
keyboard shortrnts with 

Sticky Keys 131 
L1bel menu items 124-125 
memory used by software 

95-96 
mouse operations 128-131 
pa per size 156 
passwords 181. 196-197 
screen brightness 145 
speaker volume 132-133 
system startup 122 
window color 140, 142 
window displays 138 

character keys 131, 241 
characters, non-English and 

special symbols 
250-251 

character sets 244-251. See also 
fonts; keyboards 

Chooser (Apple menu) 54-56. 
153-156 

activating AppleTalk with 
172 

connecting to shared disks 
with 176 

choosing printer with 
153-156 

networks and 155-157 
choosing 

items from menus 240 
items from submenus 240 
printers 54-56, 153-157 

deaning system components 
221-223 

Clean Up command (Special 
menu) 12. 109 

Clear command (Edit menu) 53 
clearing memory 227 
Clear key 245, 247, 249 
dicking. See also choosing: 

mouse; opening: 
pointer; selecting 

clicking with mouse 9. 
233-234 

clicking with numeric keypad 
130-131 

double-dicking 48, 53, 234 
changing speed of 129 
with keypad 131 

Shift-dicking 51 

Clipboard 52 
clock 

bane11·. changing 223 
setting 125-126 

close box for windmvs 21-22. 
31. 237 

Close command (File menu) 
242 

CloseView 146-147 
Close Window command (File 

menu) 22. 31 
closing. See also quitting 

documents 4 5 
lh1sh 22, 35 
windows 21-22. 31, 237 

Color control panel 140. 142 
color documents. printing 159 
colors, changing 

desktop pattern 136 
highlight 140-141 
icons 140 
in color wheel 124-125. 141 
in Labels control panel (Label 

menu) 124-125 
windows 140. 142 

Command key 23. 2.:t4. 246. 
248. See also keyboard 
shortcuts 

commands. See also menus or 
specijlc command 

choosing from menus 12 
dimmed 239 
help for 78-79 
shortcuts for. See keyboard 

sh01tcuts 
communication. See networks 
communications products, 

System 7 and 208 
Communications Toolbox 208 
components. See also peripheral 

devices or spec{fic 
component 

connecting 209-217 
handling 219-221 

computers. See specific 
computer or topic 

computer viruses 93 
configuring 

Macintosh for networks 
172-175 

multiple monitors 143-144 
connecting 209-216 

AD B devices 214 
external floppy disk drive 

214 
hard disks 209-212 
headphones 215 
Local'falk cables 171 
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connecting (cu11tinued) 
microphone 215 
modem 213 
monitors 216 
printers 213 
safety tips for 219 
SCSI devices 209-212 
speakers 215 
to network 171-172 
to shared disks 176-178 
trackballs 214 

connectors, handling 219 
contrast control 145 
Control key 244, 246, 248 
Control Panels (Apple menu) 

101 
Brightness control panel 14 5 
Color control panel 140, 142 
File Sharing Monitor control 

panel 194 
General Controls 125-126, 

135. 137 
Keyboard control panel 

129-130 
Labels control panel 

124-125 
Memory control panel 

149-152 
Monitors control panel 

142-144 
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Control Panels (continued) 
Mouse control panel 

128-129 
Network control panel 

li3-174 
Sharing Setup control panel 

174, 183.205 
Sound control panel 132-135 
Startup Disk control panel 

101 
Users & Groups control panel 

185-187. 191. 195.206 
Views control panel 138 

controlling pointer from 
keyboard 130-131 

converting 
documents to stationery pads 

118 
DOS and ProDOS disks and 

files 254-256 
copying 

disk contents 104, 241 
documents 

to backup disk 58-59, 
101,243 

to or from shared disks 
180 

with Duplicate command 
64. 243 

with Save As command 
66-67, 243 

with shortcut 243 

copying ( collfinued) 
graphics 139 
icons 58. 235 

from one disk to another 
58, 234 

on same disk 235 
onto another disk 235 

software onto hard disk 
29-31.36-37 

copyright laws 185 
correcting mistakes. See editing 
creating 

aliases 70-72. 112 
documents 41 
folders 69. 110 

on shared disks 180-182 
stationery templates 72-75. 

118-119 
current startup disk. See stam1p 

disk 
cursor. See pointer 
customizing 121-152 

alert sounds 132-135 
Apple menu 122-123 
blinking rates 137 
colors or grays 124-125, 

142-143 
desktop pattern 135-136 
highlight colors 140-141 
icon appearance 139-140 

customizing (continued) 
keyboard 129-132 
keyboard shortcuts 131 
Label menu 124-125 
menu items, blinking of 137 
mouse operations 128-129 
screen 145-147 
System Folder 122-123 
system software 90, 122-123 
system startup 122 
window display 138 

Cut command (Edit menu) 52. 
See also deleting: 
editing; erasing; Paste 
command 

cutting text 52 

D 
daisy chains 211-212, 214 
damaged disks 104 
darkened icons. See highlighted 

icons 
Data Access Language (DAL) 

208 
date, setting 125-126 
default network zones 174 
Delete key 41. 49, 53, 245, 247, 

249 



deleting. See also Clear 
command: Cut 
command; editing; 
erasing: removing: 
'Irash 

files from System Folder 123 
fonts from System Folder 

123, 1·64 
items from Apple menu 123 
items from disks (Trnsh) 

34-35 
System Folders, extra 37 
text 52-53 

deselecting icons 235-236 
designating startup disk 

101-102 
desktop. See also files: Finder; 

folders or spec[(ic 
desktop element 

activating windows on 236 
arranging icons on 109 
changing how icons are 

displayed on (View 
menu) 120, 238 

changing icon names on 
64-65 

changing window display on 
138 

cleaning up 12 
copying icons on 235 
creating folders on 69, 110 

desktop (continued) 
description of 5, 18 
disks and 241-242 
displaying window contents 

on (View menu) 120, 
238 

dragging icons on 233 
failure to appear 229 
folders and 19, 68-69. 110. 

236, 238 
hiding and showing windows 

on 94 
icons and 18, 233-236 
introduction to 7-24 
key commands and 23. 2-t 1 
menus and 19, 239-240 
moving icons on 235 
moving items to 114 
moving windows on 21-22, 

237 
naming folders on 110 
naming icons on 64-65 
opening higher-level folder 

\vinchws on 238 
opening icons on 13. 

234-235 
pattern. changing 135-136 
printing files from 159 
printing \Vindow contents 

from 160 
quick reference for 233-243 

desktop (cu11ti11uedJ 
rebuilding 228 
removing hard disk icon from 

105 
removing icons from 34-35, 

236 
renaming icons on 100. 235 
selecting icons on 233, 235 
shortcuts for 241 
software and 242-243 
Trash and 19, 34-35, 234, 

236 
windows and 14-22, 

236-238 
developers, assistance for 259 
device drivers 

installing 122. 15<1-159. 210 
networking 123 
printer 154-155. 157-159 
removing from System Folder 

12.3 
scanner 122 

device numbers. See SCSI ID 
numbers 

derices. See peripheral devices 
or specific device 

diacritical marks. typing 
250-251 

dialog boxes 241, 111. See also 
menus 

dimmed commands 239 

directory dialog boxes. See also 
menus 

purpose of 111 
shortcuts for 241 

disabling 
Alam1 Clock 128 
alert sound 133 
CloseView 146 
Empty Trash warning 148 
file sharing 193 
Mouse Keys 130 
Slow Keys 132 
Sticky Keys 131 

disconnecting 
from shared disks 178 
network users 194 

discs. See CD-ROM discs 
disk cache, adjusting 149. See 

a/so memory 
disk drive po1t 214 
disk drives. See also floppy disks 

drives: hard disks 
accessing with Drive button 

99 
care and maintenance of 221 
connecting 214 

diskettes. See floppy disks 
Disk First Aid program 107 
disk icons 18, 229 

blinking question mark on 
disk 229 

X on disk 229 
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disks 26-37, 97-108. See also 
CD-ROM discs; floppy 
disks: hard disks: 
icons; initializing: 
startup disk 

backup disks 92 
care and maintenance of 

106, 221 
copying 241 
damaged 93, 104 
directories of 111 
Disk Tools 92. 98. 107 
ejecting 32, 59. 105, 242 
exchanging with MS-DOS 

and Apple II 
computers 252-256 

5.25-inch (MS-DOS) 252 
handling 221 
initializing 97-100 

in MS-DOS or ProDOS 
format 252-253 

inserting into drive 29. 241 
introduction to 26-37 
locking/unlocking 102-104. 

242 
opening. See icons, opening 
Printing disk 157 
privacy and 201 
protecting information on 

102 
quick reference for 2-11-242 
reference for 97-108 
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disks ( conti11uedJ 
saving files on. See saving 
shared 18. 175-185 
sta1tup disk. purpose of 5 
switching between 99 
testing and repairing 

106-108 
Disk 1bols disk 92. 98. 107 
displaying 

folder contents 238 
fonts 166 
menus 239 

documents. See also files; icons: 
software programs; 
text 

adding to folders 69 
alias 70-72, 104, 112-113 
backing up 104. 243 
changing 48-53 
closing 45, 242 
copying with Duplicate 

command 6~ 
creating 41 
creating templates for 

118-119 
empty 41 
erasing with Trash 34-35 
getting infonnation about 

(Get Info) 74, 119-120 
locked. searching for 117 
locking 103. 119 

documents r col//i1111edJ 
naming 41-42, 63 
opening 

at startup 122 
by double-clicking 48, 

234 
with Open command 

13-14, 16 
organizing 61-75. 109-120 
printing 56-57, 152-168 
purpose of 19 
saving 

aliases of 70-72 
as stationery pads 73, 118 
different versions of 

66-67 
on different disk 58-59 
trouble with 104 
\\'ith Duplicate command 

64 
with Save As command 

66-67. 2·13 
with Save command 

41-42. 51. 242 
searching for 114-117 
sharing over networks 

182-187 
stationery pad 72-75. 

118-119 
unlocking 117 
"untitled .. -! 1 

DOS. See MS-DOS 
double-clicking 48, 53, 234. See 

also clicking; mouse 
changing speed of 129 
with numeric keypad 131 

double-sided floppy disks 
(800K). See also disks: 
floppy disks 

description of 26-27 
initializing 99-100 

downloading fonts 165. See also 
fonts 

dragging 
icons 10-11, 234 

from Trash 3 5 
on a single disk 234 
to another disk 104, 234 
to desktop 114 
to Trash 234 
to System Folder 122-123 
with keypad 130-131 

O\'er text ~9 
size box 15 
window title bar 21-22 

Drive button~ switching disks 
with 99 

drivers. See device drivers 
Duplicate command (File menu) 

64,243 
duplicating documents 64-67, 

243. See also copying 



E 
Easy Install option (Installer) 89 
editing 

desktop pattern 135-136 
text 41. 48-49, 52-53 

Edit menu 
Clear command 53 
Cut command 52 
Paste command 52 

800K floppy disks. See <louble­
sidcd floppy disks: 
floppy disks 

Eject Disk command (Special 
menu) 105 

ejecting disks 
shortcut for 105 
with Eject Disk command 

105 
with Put Away command 32, 

59~ 105,242 
"'ith Trash 105 

electrical grounding 220 
electronic bulletin boards 93. 

201. See also networks 
empty documents 41 

Empty Trash command (Special 
Menu) 35 

disabling 148 
Erase Disk command (Special 

menu) 101 
erasing 

floppy disks 
during initialization 

28-29. 97. 100 
with Erase Disk command 

101 
with Trash 34-35, 236 

text 
with Clear command 53 
·with Clear key 245, 247, 

249 
with Cut command 52 
with Delete key 53. 245. 

247. 2"19 
error messages 227, 231. See 

also troubleshooting 
Escape key 245-246, 248 
EtherTalk networks 172-173. 

See also nem·orks 
exchanging disk and files with 

MS-DOS and Apple II 
computers 252-256 

expanding 
Macintosh system 209-218 
memory 218 

expansion cards 216-218 
expansion slots 216-217 
Extended Keyboard II 248-249 
external devices. See also 

peripheral devices or 
specijlc del'ice 

connecting 209-212 
turning off 6 
turning on 'l 

external floppy disk drives. See 
also disk drives: floppy 
disk drives 

connecting 214 
ejecting disks from 105 

external hard disks. See also 
disks: hard disks 

connecting 209-212 
ensuring recognition of 102 
SCSI ID number for 106 
turning off 6 
turning on 4. 102 

eyestrain, avoiding 86 

F 
fatigue, avoiding 86 
File menu 

Close command 242 
Close Window command 22. 

31 
Duplicate command 64 
Find Again command 

115-116 
Find command 114-117 
Get Info command 74. 95, 

103, 113, 119-120 
Make Alias command 70. 

112 
New Folder command 69, 

110 
New User command 186 
Open command 13-14, 16. 

31 
Page Setup command 

156-157 
Print command 56-57 
Print Window command 160 
Put Away command 32, 35, 

59. 105. 114, 178 
Save As command 66-67. 

118 
Save command 41-42, 51 
Sharing command 199 
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files. See also directories; 
documents; folders; 
icons; software 
programs; system 
software; text 

accessing on other 
computers 175-180 

adding 
to folders 69-72 
to system software 90 

aliases for 70-72, 104, 
112-113 

arranging on desktop 109 
backing up 58-59, 104, 243 
closing 45 
converting to and from MS­

DOS or ProDOS 
254-256 

copying 58-59, 64, 235 
creating 41 
damage from vimses 93 
directories of 111 
erasing with Trash 34-35, 

236 
exchanging with MS-DOS 

and Apple II 
computers 252-256 

finding 114-117 
folders and. See folders 
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files (conti11uedJ 
getting information about 

(Get Info) 74, 119-120 
graphics 226 
installing in Apple menu 

113. 122 
locked 117 
locking 103, 119 
moving 

on desktop 235 
to desktop 114 

MS-DOS 252-256 
naming 41-42, 63-65 
networks and 169-208 
opening 

at startup 122 
by double-clicking 48, 

234 
\Vith Open command 

13-14, 16 
organizing 61-75, 109-120 
Postscript 168 
printing 56-57. 152-168 
ProDOS 252-256 
protecting 102 
removing 

from disk 34-35, 236 
from System Folder 123 

renaming on desktop 64-65 

files (co111i11ued) 
saving. See saving documents 
searching for 114-117 
sharing over networks 

180-197 
storing in more than one 

folder 70-72 
unlocking 117 
"untitled" 41 
viewing on networks 198 

file servers. See also networks 
aliases and 112 
converting MS-DOS files on 

256 
definition of 175 
system software and 89 
vimses and 93 

file sharing 175, 182-189. See 
also networks 

activating 183-184 
disabling 193 
monitoring activity of 

194-195 
File Sharing Monitor control 

panel 194 
filing system. See desktop; files: 

Finder; folders 
Find Again command (File 

menu) 115-116 
shortcut for 115 

Find command (File menu) 
114-117 

shortcut for 114 
uses for 117 

Finder. See also desktop 
activating 43-44 
icon for 43, 94 
printing documents from 159 
printing window contents 

from 160 
purpose of 43-44 
shortcuts for 241 

Finder command (Application 
menu) 44 

finding files or folders 
with aliases 112-113 
with Find command 114-117 

5.25-inch disks (MS-DOS) 252 
fixed-size fonts 162-163 
floppy disk drives. See also disk 

drives; floppy disks 
care and maintenance of 221 
connecting 214 
ejecting disks from 32, 59, 

105,242 
external 105. 214 
inserting disk into 26, 241 
SuperDrive 26, 32 

floppy disk icon 18, 30 



floppy disks 97-108. See also 
disks; floppy disk 
drives; hard disks 

as startup disks 88, 92 
capacities of 27 
care and maintenance of 34, 

221 
compared with hard disks 30 
copying contents of 29-31, 

104, 241 
damaged 104 
description of 27, 30 
double-sided (800K) 26-27 
ejecting 

shortcut for 105 
with Eject Disk command 

105 
with Put Away command 

32, 59, 105 
with Trash 105 

erasing 
during initialization 

28-29, 100 
with Erase Disk command 

101 
with Trash 34-35 

5.25-inch (DOS) 252 
full 104 
handling 221 
high-density (1.4 MB) 26-27, 

33 

floppy disks (continued) 
initializing 28-29, 99-100 

in ~IS-DOS or ProDOS 
format 252-253 

inserting into drive 26, 241 
labeling 26 
locking/unlocking 33, 

102-104. 242 
naming 100 
older Macintosh computers 

and 27 
1.4 MB 26-27, 33 
quick reference for 241-242 
reference for 97-108 
removing from drive 242 
renaming on desktop 100 
saving files on. See saving 
testing and repairing 

106-108 
types of 26-27 
untitled 100 

folders. See also files; icons; 
software: System 
Folder 

access privileges and 
180-181. 199-201 

adding files to 69, 70-72 
aliases and 70-72. 112 
Apple Menu Items folder 

113, 122 

folders (continued) 
as bulletin boards 201 
creating 

on desktop 69, 110 
on shared disks 180-182 

directories of 111 
dragging icons to 236 
erasing with Trash 34-35 
finding with find command 

115-117 
higher-level. opening 238 
locking 104 
naming 69, 110 
nesting 110 
networks and 180-182. 

199-201 
opening 13. 238 
organizing icons in 68-69 
outline views of 238 
owned 180-182. 192. 197 
privacy and 201 
purpose of 19, 110 
searching for 114-117 
shared 184-185 
Sta1tup Items folder 122 
storing files in more than one 

70-72 
"untitled" 69 
viewing contents of 238 
viewing on networks 198 

fonts 162-168 
adding to System Folder 164 
appearance of 225-226 
hitmapped 162-163, 

225-226 
definition of 162 
displaying 166 
downloading 165 
installing 164 
outline 162-163, 165, 

225-226 
Postscript 165 
printing 225-226 

list of 166 
samples of 166 

removing from System Folder 
123, 164 

software programs and 166 
transferring to LaserWriter 

165-166 
TrueType 163, 226 

forms. See stationery pads 
"frowning .. Macintosh icon 229 
frozen system 227 
full disks 104 
function keys 23. 248 
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G 
General Controls (Apple Menu) 

changing blinking of 
insertion point with 
137 

changing desktop pattern 
with 135-136 

changing menu item blink 
rate with 137 

setting time and date with 
125-126 

Get Info command (File menu) 
74, 95, 103, 113, 
119-120 

aliases and 113 
reference for 119-120 
shortcut for 119-120 

graphics 
copying 139 
pasting 140 

graphics files 226 
graphics programs 139 
gray-scale printing 159 
gray shades. customizing 

142-143 
grounded outlets 220 
Group icon 188 
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guest network users 

H 

access privileges for 186, 
197-198 

connecting to shared disks 
17i 

denying access to 191-192 
linking to programs 206-207 
sharing owned folders with 

180 

halftone printing 159 
handling system components 

219-221 
"happy Macintosh'' kon 5, 229 
hard disk drives. See hard disks 
hard disk icon 18. 30 

removing from desktop 105 
hard disks 97-108. See also 

disks; floppy disks 
as startup disks 88, 101-102 
A/UX and 89-98 
compared with floppy disks 

30 
description of 30 

hard disks ( co11ti11uedJ 
external 30 

connecting 209-212 
Macintosh recognition of 

102 
SCSI ID number for 106 
turning off 6 
turning on 4 

hard disk space as memrny 
150-151 

initializing 98-99, 167 
installing software on 29-31. 

36-37.92 
internal, built-in terminator 

for 212 
naming 99 
precautions for 106 
reference for 97-108 
SCSI ID numbers of 98-99 
sharing over networks 175, 

184-185 
testing 108 
volume names of 98 

hardware developers. assistance 
for 259 

hardware, setting up 85-87 

HD SC Setup. See Apple HD SC 
Setup program 

headphones, connecting 215 
Help icon 78 
Help menu 239 

Hide Balloons command 79 
Show Balloons command 

78-79 
Help System 78-79. 239 
Hide Balloons command (Help 

menu) 79 
Hide Others command 

(Application menu) 95 
high-density disks ( 1.4 MB). See 

also floppy disks 
description of 26-27 
initializing 28-29, 99-100 
locking/unlocking 33 

highlight colors, changing 
140-141 

highlighted icons 9, 13, 31 
highlighted text 49 



I, J 
I-beam pointer 48 
IBM-compatible disks and files. 

See.MS-DOS 
icons 235-236. See also 

desktop; disks; files; 
folders 

ADB port 214 
adding to folders 69 
Alarm Clock 127 
alias 70 
Apple HD SC Setup 98. 108 
AppleShare 176 
Application menu 40, 94 
arranging on desktop 109 
assigning colors to 140 
Brightness 145 
Calendar 126 
changing appearance of 

139-140 
changing name of 64-65 
clicking 9, 233-234 
CloseVicw 146 
copying 58, 235 
deselecting 235-236 
device driver 210 
dimmed 94 
disk 18 
disk drive port 214 

icons (co11ti1111edJ 
double-clicking 48, 234 
dragging 10-11. 234 

from Trash 35 
on a sirigle disk 234 
to another disk 104. 234 
to desktop 114 
to System Folder 122-123 
to ll"ash 234 
with keypad 130-131 

Finder 43, 94 
floppy disk 18. 30 
folders and 68-69, 185, 236 
getting infom1ation about 

(Get Info) 74. 95. 103. 
113, 119-120 

Group 188 
"happy Macintosh'' 5. 229 
hard disk 1-5, 18, 30 
Help 78 
highlighted 9. 13, 31 
Keyboard 129 
labeling 140 
Labels 124 
Memory 149-150 
modem port 213 
:i.Ionitors 142-143 
naming 64-65 
\etwork 173 
New Group 187 
opening 13, 48, 234-235 

icons f continuedJ 
organizing 68-69 
pointing to 8 
pressing 9 
printer 54. 154 
Printer port 213 
purpose of 18, 235 
question mark(?) disk 5, 88. 

229 
quick reference for 235-236 
removing 236 
renaming 100, 235 
"sad Macintosh.. 229 
SCSI 209 
selecting 235-236 

by clicking mouse 9, 
233-23~i 

by clicking with keypad 
130-131 

more than one by Shift-
clicking 234 

shared folders 185 
Sharing Sen1p 174, 183 
Sound 132 
sound input 134, 215 
sound output 215 
Stationery pad 118 
Trash 14-15. 19, 22, 34-35 
types of 18 
Views 138 
X disk 229 

ID numbers. See SCSI ID 
numbers 

images. See also icons 
inverted 147 
reduced 156 
snapshots of 226 

lmage\Vriter printers. See also 
printers; printing 

connecting 213 
Page Setup dialog box for 

156 
Select light on 160-161 

initializing disks 97-100 
floppy disks 28-29, 99-100. 

252-253 
hard disks 98-99, 167 
MS-DOS or ProDOS disks 

252-253 
INils 122 
inserting 

floppy disk into drive 26, 211 
text 49 

insertion point. See also pointer 
changing blink rate of 137 
definition of 48 
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Installer 88-91 
Customize option 90 
Easy Install option 89 
Minimal software option 91 
networks and 89 
updating printer drivers on 

networked computers 
with 157-159 

installing 
alert sounds 133 
CloscView 146 
drivers 122, 154-159, 210 
expansion cards 216-217 
files in System Folder 

122-123 
fonts 164 
items in Apple menu 113, 

122 
printer drivers 

in System Folder 154-155 
on networked computers 

157-159 
software on hard disk 29-31, 

36-37,92 
system software 88-91 

customized system 90 
small system 91 
standard system 89 
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interference. radio and TV xiii, 
216,220 

internal floppy disk drive. See 
floppy disk drives; 
SuperDrive 

internal hard disks. See disks: 
hard disks 

international keyboards 130 
interrupt and reset switches 227 
inverting images on screen 147 

K 
Keyboard control panel 

129-130 
keyboard files. removing from 

System Folder 123 
Keyboard icon 129 
keyboards. See also keyboard 

shortcuts; keys 
adjusting 

for slow typing 132 
position of 86-87 

Apple Extended Keyboard II 
248-249 

Apple Keyboard 246-247 
care and maintenance of 220 

keyboards fco11ti11uedJ 
character sets and 244-251 
customizing 129-130, 132 
description of 244-251 
international use of 130 
layout, changing 130 
Macintosh Classic 244-245 
non-English characters and 

250 
special characters and 250 
spills on 220 
trouble with 230 

keyboard shortcuts 
CloseVicw and 147 
customizing with Sticky Keys 

131 
ejecting floppy disks 105 
Find Again command (X-G) 

115 
Find command (X-F) 114 
Finder and directory dialog 

boxes 241 
Get Info command (X-D 119 
Print (X-P) 159 
purpose of 51 
Quit command (X-Q) 57 
Save (X-S) 51, 242 

Key Caps (Apple menu) 
250-251 

keyboard commands 23 

keypad, numeric 
controlling pointer with 

130-131 
description of 245, 247, 249 

keys. See also keyboards; 
keyboard shortcuts; 
keypad 

arrow keys 23, 241, 245, 247, 
249 

CapsLock 244,246,248 
character keys 131, 241 
Clear 245, 247, 249 
Command 23, 244, 246, 248 
Control 244, 246, 248 
Delete 40, 49, 53, 245, 247, 

249 
Enter 245, 247, 249 
Escape 245-246, 248 
function kcvs 23, 248 
layout of, changing 130 
modifier keys 23, 131, 

250-251 
numeric keys 245, 247, 249 
Option 109, 244, 246, 248 
Power On 4, 245, 247, 249 
repetition rate of 129 
Return 245, 247, 249 
Shift 23. 51. 244, 246, 248 
Tab 241.244, 246.248 



L 
labeling. See also naming 

floppy disks 26 
icons 140 

Label menu, changing items in 
124-125 

Labels icon 124 
LaserWriter Font Utility 165-168 

downloading fonts with 
165-166 

finding out about fonts with 
166 

initializing hard disks with 
167 

restarting LaserWriter with 
168 

transferring PostScript files 
with 168 

turning sample page on or 
off with 167 

LaserWriter printers. See also 
printers; printing 

background printing with 
161-162 

connecting 213 
LaserWriter Font Utility and 

167-168 
LaserWriter IINT 213 
Personal LaserWriter SC 55, 

154, 213 
Print dialog box for 159 
restarting 168 
transferring fonts to 165-166 
transferring Postscript files to 

168 
linking programs over networks 

202-207 
LocalTalk networks 171. See 

also networks 
locating files or folders 114-117 
locked files, searching for 117 
locking 

files 103, 119 
floppy disks 33, 242 
folders 104 
mouse button with keypad 

131 

M 

Macintosh. See also specific 
model or topic 

adapting to your own use 
121-152 

basic skills for 1-81 
care and maintenance of 

219-223 
connecting components to. 

See connecting 
expanding 209-218 
naming for network use 

174-175 
networks and 169-208 
obtaining additional 

information about 257 
operating environment for 

223 
reference for 83-259 
restarting 227 
setting up 85-96 
starting 4-5 
"talking" to 12 
trouble with. See 

troubleshooting 
turning on and off 3-6 
viruses and 93 

Macintosh Classic 
monitors and 216 
turning on/off 4, 6 

.Macintosh desktop. See desktop 
Macintosh LC 

expansion slot in 217 
sound inpur and 134 
turning on/off 4, 6 

Macintosh II 
NuBus slots and 217 
turning on/off 6 

Macintosh Ilci 
expansion slot in 217 
monitors and 216 

Macintosh Ilfx 
cable terminator for 212 
monitors and 216 

Macintosh Hsi, slot adapter for 
217 

Macintosh user groups 257 
magnifying screen images 

146-147 
maintenance 219-223 

cleaning components 
221-223 

floppy disks 34 
keyboard 220 
monitor 220 
spills, dealing with 220 
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Make Alias command (File 
menu) 70. 112 

.\lake Changes access privilege 
198 

managing mcmo1y 148-151 
manual paper feed 162 
memory 148-152 

checking use of 148-149 
clearing 227 
disk cache 149 
expanding 218 
hard disk space as 150-151 
managing 148-151 
memory cache expansion 

slots 216-217 
Memoiy control panel 

149-152 
memory expansion cards 

218 
networks and 149 
RAM 148-151 
software programs and 

95-96 
32-bit addressing 152 
video and 143 
virtual mcmmy 149-151 

Memory icon 149-150 
memos. See stationery 

documents 
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menu bar, appearance of 5 
menus 18-19, 239-240 

changing blinking rate of 
items in 137 

choosing items from 12, 240 
dimmed icons in 94 
displaying 239 
opening 234 
pop-up 111, 239-240 
pull-down 239-240 
purpose of 18-19 
quick reference for 239-240 
suhmenus 240 
titles 239 
viewing options in (pressing) 

9 
\Yorking with 239-240 

microphones 134. 215 
modem port 55, 154, 213 
modem port icon 213 
modems. connecting 213 
modifier keys 23. 131. 250-251. 

See also keys 
monitors. See also screen 

additional 143-144, 216 
care and maintenance of 220 
configuring multiple 

1-B-144 

monitors ( co11ti1111ed) 
connecting 216 
icons for 1-13 
ID numbers for 144 
interference on 216 
large 216, 220 
position of 86 
trouble with 230-231 
turning on/off 4. 6 

Monitors control panel 142-14~1 
Monitors icon 142-143 
mouse 

button 
changing double-click 

speed of 129 
locking and releasing with 

keypad 131 
cleaning 222-223 
clicking (selecting) objects 

with 9, 233-234 
controlling with keypad 

130-1.31 
customizing operation of 

128-129 
double-clicking (opening) 

objects with 48, 53, 
Zlt 

mouse ( cuntinuecV 
dragging objects with 10-11. 

234 
holding 10 
pointing at objects with 8, 

233 
pressing objects with 9. 234 
quick reference for 233-234 
Shift-dicking (selecting) 

objects with 51, 34, 
234 

techniques for 8-11. 
233-234 

trouble moving pointer with 
230 

Mouse control panel 128-129 
.Mouse Keys. controlling pointer 

with 130-131 
moving 

icons (dragging) 10-11, 233 
items to desktop 114 
text 51-53 
windows 21-22. 237 

MS-DOS 252-256 
converting files to and from 

254-256 
initializing disks for 252-253 

multiple monitors. configuring 
143-144 



N 
naming 

documents 41-42, 63 
floppy disks 100 
folders 69. 110 
groups of network users 

187-188 
hard disks 99 
icons 235 
Macintosh and owner for 

network use 174-175 
registered network users 186 
users to link programs 207 

network administrator 171, 174, 
176 

Network control panel (Apple 
menu) 173-174 

network drivers, removing from 
System Folder 123 

Network icon 173 
nemurks 169-208 

accessing Macintosh while 
away from it 195-196 

access privileges and 
180-182. 197-207 

AppleTalk 55-56, 155-157, 
171-172, 177 

capabilities of 170-171 

networks rco111i1111ed) 
choosing printer for 155-157 
configuring Macintosh for 

172-175 
connecting to 171-1 i2 
copyright laws and 185 
disconnecting users on 194 
EtherTalk 172-173 
groups of users on 187-192 
guest users on 177. 180, 186. 

191-192. 197-198. 
206-208 

Installer and 89 
installing printer drivers on 

157-159 
Local'Ialk 171 
memory and 149 
naming Macintosh and its 

O\Yner 174-175 
passwords and 175, 177, 

180-181. 196-197 
printers and 55-56 
privacy and 185, 201 
registered groups on 182, 

197-199 
registered users on 177, 180, 

182, 185-186, 191, 
197-199 

restricting access to 191 

net\YOrks (cu11ti11uedJ 
selecting network connection 

173 
setting up .\lacintosh for 

171-175 
shared disks and 18. 

175-182 
sharing files and folders on 

180-187 
software programs and 

202-207 
TokenTalk 172-17 3 
viruses and 93 
zones 55-56. 173-174 

default 174 
selecting 56. 155, 

173-174, 177 
:\ew Folder command (file 

menu) 69, 110 
New Group icon 187 
New User command (file menu) 

186 
non-English characters 250-251 
NuBus expansion cards and 

slots 216-217 
numeric keypad, controlling 

pointerwith 130-131 
numeric keys 245, 247. 219 

0 
office, arranging 86 
on/off switch 4. 6 
1.4 MB floppy disks. See floppy 

disks; high-density 
disks 

Open command (File menu) 
13-14, 16, 31 

opening 
aliases 112 
documents 48. 68 
files 

at starn1 p 122 
by double-clicking 48. 

234 
with Open command 

13-14, 16. 68 
folders 13. 238 
icons 48, 234-235 
menus 234 
software programs 40. 94, 

242 
statione1y pads 118 
System Folder 16 
Trash 35 

open software programs. See 
active software 
program 
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operating environment for 
Macintosh 223 

operating systems. See also 
system software 

A/UX 89, 98 
MS-DOS 252-256 
ProDOS 252-256 
System 6 91, 163, 208 
System 7 91, 148, 208 

Option key 109, 244, 246, 248 
organizing files 109-120 
organizing your work 61-75 
outline fonts 162-163, 165, 

225-226 
outline views of folders 238 
owned folders 180-182, 197 

transferring ownership of 
182. 192 

p 

Page Setup (File menu) 156-157 
paper. See also printing 

feed, manual 162 
sizes, changing 156 
supply, monitoring 162 
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passwords. See also networks 
changing 196-197 
setting 187 
typing 174-175, 180 
unaccepted 177 

Paste command (Edit menu) 52 
pasting 

graphics 140 
text 52 

pattern of desktop, changing 
135-136 

peripheral devices. See also 
specific device 

connecting 209-217 
handling 219-221 

peripheral interface cahle. See 
SCSI peripheral 
interface cable 

Personal LaserWriter SC 55, 154, 
213 

phono jack adapters 134 
pictures. See graphics 
pointer 

arrow 8 
controlling from keyboard 

130-131 
controlling with mouse 

8-1 L 233 
I-beam 48 
trouble moving 230-231 

pointing at objects with mouse 
8.233 

pop-up menus 111, 239-240. 
See also menus 

ports 
ADB poll 214 
definition of 209 
disk drive port 213 
modem port 55, 154, 213 
printer port 55, 154. 171, 213 
SCSI port 209. 211 
sound input port 134, 215 
sound output port 215 
video port 216 

PostScript 165 
files, transferring to 

LaserWriter 168 
fonts 225-226 
printers 226 

power 
requirements 

of AD B devices 214 
of NuBus expansion cards 

217 
trouble with 228 
turning on/off 4-6 

Power On key 4, 245, 247. 249 
power supply 221 
power switch 4, 6, 228 

preparing disks for use. See 
initializing 

pressing ohjects with mouse 9, 
234 

Print command (File menu) 
56-57, 159 

shortcut for 159 
printed circuit boards. See cards 
printer drivers. See also system 

software 
installing in System Folder 

154-155 
installing on networked 

computers 157-159 
printer fonts. See fonts 
printer port 55~ 154, 171, 213 
Printer port icon 213 
printers. See also p'rinting or 

specific printer 
choosing 54-56, 153-156 
connecting 213 
drivers for 154-155, 157-159 
icons for 54, 154 
ImageWriter 156, 159-162, 

213 
LaserWriter 55, 154, 167-168, 

213 
networks and 55-56 
Postscript 226 
telling computer which to 

use 54-56, 153-156 
trouble with 160-161 



Printer Update document 
(Printing disk) 157 

printing 56-57, 152-168. See 
also printers 

background 156, 160-162 
canceling 161-162 
color or gray-scale 

documents 159 
fonts 162-168, 225-226 
from Finder 159 
learning about 56-57 
manual paper feed 162 
monitoring status of 162 
options for 156-157, 

159-160 
reduced images 156 
reference for 152-168 
sample pages 167 
setting print time 161-162 
several documents 161 
while using computer for 

other work 156. 
160-162 

window content'> 160 
Printing disk 157 
Print.Monitor 156, 161-162 
Print Window command (File 

menu) 160 

problems. See troubleshooting 
processor-direct expansion slots 

216-217 
ProDOS 252-256 

converting files to and from 
254-256 

initializing disks for 252-253 
programs. See software 

programs 
protecting disks. See locking 
pull-down menus 239-240. See 

also menus 
Put Away command (File menu) 

disconnecting from shared 
disks with 178 

Q 

ejecting disk with 32, 59, 105 
moving items to desktop with 

114 
restoring Trash items with 35 

question mark(?) disk icon 5, 
88 

Quit command (File menu) 57. 
243 

quitting software programs 57, 
243 

R 

radio interference xiii, 216. 220 
RAM (random-access memory). 

See aLm memory 
checking use of 148-149 
expanding 218 
managing 148-151 

rearranging icons on desktop 
109 

recording sounds 134 
recovering items from Trash 35 
reduced images, printing 156 
registered network groups. See 

also networks 
access privileges for 197-201 
giving folder ownership to 

182 
registered network users. See 

also networks 
access privileges for 197-201 
connecting to a shared disk 

177, 180 
giving folder ownership to 

182 
naming 185-186 
removing membership of 

191-192 
reinstalling system software 

88-91 

releasing mouse button with 
keypad 131 

removing. See also deleting; 
erasing 

alert sounds 134 
disk from drive 32, 59, 105, 

242 
files from System Folder 123 
fonts from System Folder 164 
icons from desktop 236 
items from Apple menu 113, 

122-123 
System Folders, extra 37 
users from a network 

191-192 
renaming icons 64-65, 235 
repairing disks 106-108 
reset and interrupt switches 227 
resizing windows 43, 237 
Restart command (Special 

menu) 227 
restarting 

LaserWriter 168 
Macintosh 227 

restricted network access 
180-181, 191 

Return key 245, 247, 249 
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s 
"sad tvlacintosh ·· icon 229 
sample pages, printing 167 
Save As command (File menu) 

66-67, 118, 243 
compared with Save 

command 67 
Save command ffile menu) 

41-42, 51, 242 
compared with Save As 

command 67 
shortcut for 51. 242 

saving documents 
as aliases 70-72 
as stationery pads 73, 118 
different versions of 66-67 
on different disk 58-59 
trouble with 104 
with Duplicate command 64 
with Save As command 

66-67, 243 
with Save command 41-42, 

51. 242 
scalable fonts 162-163 
scanners, drivers for 122 
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screen. See also monitors 
brightness control 1 •6. 220, 

228 
burn in, avoiding 220 
capturing "Snapshot" of 226 
changing colors and gray 

shades on 140-143 
cleaning 221 
contrast control 145 
damage to 115 
dark 228 
interference on 216, 220 
inverting images on 147 
magnified images on 

146-147 
trouble with 228. 230-231 

screen saver programs 145, 220. 
228 

scroll arrows 16-17. 20, 237 
scroll bars 16-17. 20, 237 
scroll box 20. 237 
SCSI cables 211 
SCSI chains 210-211 
SCSI devices 209-212 

built-in tem1inators for 212 
chains of 210 
connecting 209-212 
turning on 212 
types of 210 

SCSI hard disk. testing 108 
SCSI icon 209 
SCSI ID number indicator 211 
SCSI ID numbers 

hard disks 98-99. 106 
monitors 14•! 
setting 211-212 

SCSI ID number switch 211 
SCSI peripheral interface cable 

211 
SCSI pott 209, 211 
SCSI terminators 212 
searching for files and folders 

114-117 
See Files access privilege 198 
See Folders access privilege 198 
selecting 

disks or folders to share 
184-185 

icons 
by clicking mouse 9, 

233-234 
by clicking with keypad 

130-131 
by Shift-clicking 234 

multiple items 51, 234 
programs for linking 205 
text 

by double-clicking 53 
by dragging and 

highlighting 49-50 
by Shift-clicking 51 

Select light (lmageWriter printer) 
160-161 

service agreement 224 
setting 

Alarm "Clock 127-128 
alert sounds 132-135 
net\vork access privileges 

199-201 
network passwords 187 
print time 161-162 
SCSI ID numbers 211-212 
time and elate 125-126 

setting up 85-96 
for networks 171-175 
hardware 85-87 
system software 88-92 

shared disks 18, 175-185. See 
also networks 

access privileges and 
180-181. 199-201 

connecting to 176-180 
at startup 179-180 
with aliases 179 

copying files to or from 180 
creating folders on 180-182 
disconnecting from 178 
limited access to 176 
privacy and 185. 201 
sharing files and folders on 

180-182 



shared files 182-197. See also 
networks 

shared folders 184-185. See also 
networks 

Sharing command (File menu) 
199 

Sharing Setup control panel 
183,205 

Sharing Setup icon 174, 183 
Shift-clicking 

to select multiple items 234 
to select text 51 

Shift key 23, 51, 244, 246, 248 
Show All command (Application 

menu) 94 
Show Balloons command (Help 

menu) 78-79 
Shut Down command (Special 

menu) 
disconnecting from shared 

disks with 178 
shutting down Macintosh 

with 6 
silent alerts 133 
SIMMs (Single In-Line Memory 

modules) 218 
size box for windows 15, 17, 43, 

237 
slots. See expansion slots 

Slow Keys 132 
Small Computer System 

Interface. See SCSI 
small system software, installing 

9i' 
smiling Macintosh icon 5, 229 
software developers, assistance 

for 259 
software programs. See also 

documents; files: 
menus; system 
software 

activating 94. 242 
active 43-45, 48, 68, 94, 242 
aliases for 112 
hacking up 92 
documents and. See 

documents 
folders and 110 
fonts and 166 
graphics programs 139 
installing 

in Apple menu 122 
on hard disk 29-31, 

36-37,92 
locking 103 
memory usage, changing 

95-96 
networks and 202-207 

software programs (continued) 
opening 40,94,242 
purpose of 19 
quick reference for 242-243 
quitting 57, 243 
saving documents in. See 

documents, saving 
screen saver 145, 220, 228 
setting up 25-37 
switching 43-45, 94, 242 
trouble with 231-232 
types of 44 
upgrading 92 
virus-detection/elimination 

93 
working with several at once 

94 
Sound control panel 132-135 
Sound icon 132 
sound input devices 134 
sound input port 134, 215 
sound output port 215 
sounds 

customizing 132-135 
recording 134 
removing from System Folder 

123 
speakers, connecting 215 
speaker volume, changing 

132-133 

·special menu 
Clean Up command 12, 109 
Eject Disk command 105 
Empty Trash command 35, 

148 
Erase Disk command 101 
Restart command 227 
Shut Down command 6, 178 

special symbols 250-251 
spills, dealing with 220 
starting up Macintosh 4-5 
startup. See startup disk; system 

startup 
Startup Disk control panel 101 
startup disk. See also disks; 

System Folder; system 
software; system 
startup 

bypassing internal hard disk 
as 102 

floppy disks as 92 
hard disks as 101-102 
purpose of 5, 30 
rebuilding desktop of 228 
removing extra System Folder 

from 37 
search sequence for 102 
setting up 88-92 
System Folder and 37 
virtual memory and 151 
viruses and 93 
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Startup Items folder 122 
stationery pads 72-75, 118 

creating 72-75 
icon for 118 
opening 118 
saving 73, 118 

Sticky Keys 131 
straightening up files 109 
submenus 240 
SuperDrive 26, 32. See also 

disks; floppy disk 
drives 

support and service 224 
switches. See on/off switch; reset 

and interrupt switches; 
SCSI ID switch 

System 6 91. 163. 208 
System 7 91-92, 148, 208 
system cable. See SCSI system 

cable 
system extensions 122 
System file, installing alert 

sounds in 133 
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System Folder. See also stam1p 
disk; system software 

adding alert sounds to 133 
adding fonts to 164 
Apple Menu Items folder 113 
customizing 122-123 
danger of using more than 

one 91 
dragging items to 122-123 
fonts and 162-168 
installing device drivers in 

154-155. 210 
installing files in 122-123 
installing printer drivers in 

154-155 
on software program disks 

92 
opening 16 
purpose of 30, 88 
removing extra 37 
removing files from 123 
removing fonts from 164 
setting up 88-92 
Startup Items folder 122 

system software. See also 
software; startup disk; 
System Folder 

customizing 122-123 
fonts and 162-168 
installing, reinstalling, 

updating 88-92 
customized system 90 
small system 91 
standard system 89 

networks and 89 
purpose of 44 
trouble with 229 
virtual memory and 151 

system sta1tup. See also startup 
disks 

connecting to shared disks 
during 179-180 

customizing files for 122 
floppy disks and 92 
trouble with 229 

T 
Tab key 241, 244, 246, 248 
''talking" to Macintosh 12 
technical infom1ation, obtaining 

258 
television interference xiii 
templates (stationery pads) 

72-75. 118-119 
terminators. See cable 

terminators 
testing and repairing disks 

106-108 
text. See also documents 

accent marks and special 
characters 250-251 

cutting 52 
dragging over 49 
editing 41, 48-49, 52-53 
erasing 

with Clear command 53 
with Clear key 245, 247, 

249 
with Cut command 52 
with Delete key 53, 245, 

247,249 
highlighted 49 
I-beam pointer and 48 



text (continued) 
inserting 49 
moving 51-53 
pasting 52 
selecting 49-51 

by double-clicking 53 
by dragging and 

highlighting 49-50 
by Shift-clicking 51 

typing 41 
32-bit addressing 132. See also 

memory 
3.5-inch disks. See floppy disks 
time 

setting Alarm Clock 127-128 
setting system clock 125-126 

tips and troubleshooting 
225-232 

title bar for windmrs 21-22 
TokenTalk networks 172-173. 

See also networks 
tracking speed (mouse). 

changing 129 
transferring 

fonts to Laser\\;'riter 165-166 
Postscript files to LaserWriter 

168 
translating MS-DOS and ProDOS 

files 254-256 

lhish 34-35 
activating 14-15 
dosing 22. 35 
deleting items with 3-:i-3i 

236 
disconnecting from shared 

disks with 178 
dragging icons to 234 
ejecting floppy disks with 

105 
emptying 35: \varning, 148 
opening 35 
purpose of 19 
recovering items from 35 

troubleshooting 225-232 
aliases 112 
Apple menu items 113 
dark screen 228 
desktop fails to appear 229 
disks 106-108 
error messages, responding 

to 227 
expansion cards 217 
frozen system 227 
monitors 228 
network pass,rords 177 
pointer does not move 230-

231 
printing 160-161 

troubleshooting ( conti1111edl 
saving files on floppy disk 

10~1 

software program quits 
unexpectedly 232 

system soft\rare 229 
system sta11up 229 
typing produces nothing on 

screen 230 
lh1el)'pe fonts 163. 226. See 

also fonts 
turning Alarm Clock on/off 

12i-128 
turning AppleTalk on 172 
turning CloseView on/off 146 
turning external cb·ices on/off 

4.6 
turning external hard disks on 

102 
turning file sharing off 193 
turning file sharing on 183-184 
turning ~lacintosh on/off 4-6 
turning monitor on/off 'l. 6 
turning SCSI devices on 212 
turning Sluw Keys on/off 132 
turning Sticky Keys on/off 131 
turning 32-bit addressing on 152 
turning virtual memory on 151 
TV interference 216. 220 

two-sided disks. See douhlc­
sided floppy disks 

typefaces. See fonts 
typing. See also keyboards: keys: 

text 

u 

non-English characters and 
special symbols 
250-251 

practice for 41 
slow, adjusting keyboard for 

132 
trouble with 230 

unlocking 
files 117 
floppy disks 33. 242 

untitled 
disks 100 
folders 69 
\Yinclcm·s 40-41 

updating system software 88-92 
user groups for Macintosh 257. 

See also registered 
network user groups 

Index 299 



Users & Groups control panel 
(Apple menu) 

accessing your remote 
computer with 195 

linked programs and 

v 

206-207 
naming users with 185-188 
restricting access with 191 
setting passwords with 187 

variable-size fonts 162-163 
video, built-in 143 
video cards 143, 216 
View menu 120, 140, 238 
Views control panel 138 
Views icon 138 
virtual memory 149-151. See 

a/so memory 
viruses 93 
volume. changing 132-133 
volume names of hard disks 98 

300 Index 

w 
windows 

activating 14-15. 43-45, 236 
border color, changing 142 
closing 21-22, 31, 237 
color. changing 140, 142 
customizing display of 138 
displaying contents of (Viev.r 

menu) 120 
hiding and showing 94 
highlight color, changing 142 
moving 21-22, 237 
printing contents of 160 
purpose of 18-19 
quick reference for 236-238 
scroll bars 237 
scrolling 16-17, 20, 237 
size. changing 15-17, 43. 

237 
title bar 21-22, 237 
untitled 40-41 
viewing contents of 14-20 
viewing in outline fom1 238 
zoom box and 15-16, 237 

work groups, viruses and 93 
work space. See desktop 

XY 
' 

X disk icon 229 

z 
zones, AppleTalk 55-56 
zoom box 15-16, 237. See also 

windows 



The Apple Publishing Sysrern 

Tl11s _\ppk· manual wa' wrim::n and 1:dired on a de:.klop puhlishmg ~ysLl'm 
using Apple \lacimosh rnmputtrs and \lirro~oft Word. Proof pages were 
creatL'ti on Apple Laser\\.riLer primer' and on the QW1 ColorStrip1 100 color 
primer. Final pages wen: produced in QuarkWress and ourpur dirc<.:tly to 
sepamed film on :1 Uob PS irnagesener. Line :in and chaprer openers w t:rt 
creared wirh A<lohc fllustr:nor. Screen shnrs w·ert: cre:itcd :incl modified wi1h 
system -.oftware. Exposure. and SuperPaint. 

Texl rype is \ppl6 corpor:lle fom. a condensed \·ersion of Garamond. 
Ornament· are ITC Zapf Uingba1.~ and cusrom ~1mbols designed for ,\pp!.: 
Computer. Some clemems. such as rnrnpurer roice. arc se1 in .\pple Courier. a 
fixed-width fonr. 

Pos!Stript . 1he Laser\\'riter page-<lescnption language.\\ :is dereloped by 
\dobe Systems lncorporJted. 
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