






























































































































































































































































































































































































































































































































































































































































































































































































































































balloons Small boxes containing text identifying objects on the

@

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

Help menu

| Use this menu to get
= information that helps
4 you use your computer.

bit Binary 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 buffer.

bus Circuits inside the computer that transmit information from
one part of a computer system to another. For example, the
Apple Desktop Bus 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 vou

click to designate, confirm, or

cancel an action, Compare
mouse button.
[options | [ Help |

byte A unit of information consisting of a fixed number of bits.
One byte usually consists of a series of eight bits. See also
kilobyte, megabyte.

C

cache See memory cache, disk cache.

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

central processing unit (CPU) The “brain” of the computer;
the microprocessor that performs 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 associated with an option in a dialog box
or window. You click the checkbox to turn the option on or
off. An option 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 that lets you designate devices, such as
o J E‘) '
printers and shared disks on a network, for your Macintosh
LO use.

Clear A command in the Edit menu that removes selected
material without placing it 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 to press and quickly release the mouse button.

Clipboard An area in the computer’s memory that functions as
a holding place for what you last cut or copied. Information
on the Clipboard can be pasted into documents.

close box The small box on the left end of the title bar of
an active window. Clicking it closes the
window.
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color wheel Available on computers with color capability, the
color wheel dialog box lets you adjust hue, saturation, and
brightness of the highlight color and other color choices. It
is also used to adjust shades of gray.

command An instruction that causes the computer to perform
some action.

configuration (1) The way you have your computer set up.
(2) The combined hardware components—computer,
monitors, keyboard, and peripheral devices—that make up a
computer system. (3) The software settings that allow
various hardware components of a computer system to
communicate with each other.

control panels Programs that let you change various Macintosh
features, such as sound, mouse movement, and keyboard
options. Control panels are located 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 calculations.

Copy A command in the Edit menu that copies selected material
and places it on the Clipboard, without removing the
material from the 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.)

destination The disk or folder that receives a copied or

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 vou can add

to your system. Desk

F accessories (DAs) are often
About This Macintosh... ) .
installed in the Apple menu.
& RAlarm Clock e
B calcuiotor Thn:sc pmvlldul with the
1S Chooser Macintosh include the Alarm
= Control P I ~ ~
K:; et Clock, the Calculator, the
Note Pad 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.

% File Edit View Label Special

Macintosh HD
3 ftems 3918 i disk 34.1 HB avatlable |
System Folder 1 DL'.‘Clej)
8 ttems 5.9 M8 gk 341 MB avatlible
Apple Flena tems Extansions Control Panels  Finder

& @)

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.

s Dimmed command

Dimmed folder icon

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 vou 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.

270 Glossary

disk cache A portion 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 megabytes (MB) or kilobytes (K).

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

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

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

drag o 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 resource.)

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 expansion card A removable circuit board that plugs into one
of the expansion slots in some models of Macintosh
Easy Access A control panel that you use to adjust the keyboard computers. Expansion cards enable the computer to use a
so that you can control the pointer from the numeric special device or to perform an additional function.
keypad, type keyboard shortcuts without having to press the
keys at the same time, and type very slowly. You also can expansion slot A long, rectangular socket on the main circuit
make these keyboard adjustments without opening the board of some Macintosh models into which you can install
control panel. an expansion card that gives the computer additional
capabilities.

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

eject To remove a disk from a disk drive.

F

file Any named, ordered collection of information stored on a
disk. Application programs and documents are examples of
files. You create a file when you type text or draw graphics,

error message A message displaved 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. give the material a name, and save it on a disk.

EtherTalk A type of network connection (provided by EtherTalk File menu A menu that lists commands that affect whole
software installed in vour Macintosh) that allows you to use documents and other files—commands such as Save, Print,
AppleTalk network services on an Ethernet network. and Quit.

Everyone A category of users for whom you can set access - file server A computer with special software that allows network
privileges to shared folders and disks. The category refers to users to store and retrieve files on the hard disks or other
anyone who connects to a computer as a guest or registered storage devices attached to it.
user.

file sharing The capability of sharing files among computers on
a network.
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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 (800K), 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
tvpographic design. See also
bitmapped font, outline
font, TrueType font.

This is New York font.

This is Geneva font.

format See initialize. ‘

G

guest A person that connects to another computer on a network ‘
without having 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.

272 Glossary

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.

L]

I-beam A type of pointer shaped like the capital letter I, used
for entering and editing text. See also
iy insertion point.

stationBy | — I-beam

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

=)

Document Trash Floppy Disk




initialize 'To prepare a disk to receive information by organizing
its surface into tracks and sectors; also known as format. 1f
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
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
vertical bar.

staﬁ::-rb
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 & 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.

I~
=1

3
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menu bar The white strip across the top of your screen that
contains the names of the menus available to you.

lock To prevent files or disks from being changed or deleted
(but they can still be opened or copied).

M

main logic board A circuit board that holds RAM, ROM, the
microprocessor, custom integrated circuits, and other menu name A word, phrase, or icon in the menu bar orin a
components that make the computer work. dialog box that gives you access to the menu. Pressing the

menu name opens the menu.
main memory See random-access memory.

modem  Short for modulatoridemodulator: A device that links

megabyte (MB) 1024 kilobytes, or 1,048,576 bytes. See also your computer to other computers and information services
byte, kilobyte. over telephone lines.
member A registered user on a network who belongs to a modem port A socket on the computer’s back panel marked by
group. a telephone icon, used to connect a modem to your
Macintosh.

memory A hardware component of a computer system that can
store information for later retrieval. See also main monitor See video monitor.

memory, random-access memory, read-only memory.
mouse A device that controls the pointer on the screen.

memory cache Memory that is set aside to increase the

efficiency and operating speed of the computer. Compare mouse button The mechanical button on top of the mouse. In
disk cache. general, pressing the mouse button initiates some action on
whatever is under the pointer on the screen, and releasing
menu A list of items from which you can choose. Menus the button confirms the action.
commonly appear when you press menu names in the
menu bar or in a dialog box. You choose a command by Mouse Keys An Easy Access feature that lets you use keys on the
dragging through the menu and releasing the mouse button numeric keypad to control the pointer.

when the command you want is highlighted. See also

MS-DOS  Microsoft Disk Operating System, a commonly used
pop-up menu. i .

computer operating system.
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network A collection of devices such as computers and printers
that are connected together. A network is a tool for
communication that allows users to store and retrieve
information, share printers, and exchange information.

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

network service A capability such as file service or print service
provided by special software 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 11
family and some other Macintosh computers. NuBus 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. You 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 showing 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 owner 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 owner 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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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 under
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
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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port 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
Applelalk 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.

- [ menu (usually in the menu bar) whox

ull-down menu A lly 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
RAM  See random-access memory.

random-access memory (RAM) The part of a computer's
memory available for programs and documents, also known
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 information about the product.

read-only memory (ROM) Memory whose contents the
computer can read, but not change. Information is placed
into read-only memory only once, during manufacturing.
The contents of ROM 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 Scrapbook 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.

[S%]
=
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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
dlata 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 SIMM
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
window. Dragging the size box resizes the
window.

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 sowrce 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 stationery document, a copy of the document is
created and opened. The original remains unchanged.

Sticky Keys An Easy Access feature 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 Extensions folder in the System
Folder.

System file The file that Macintosh computers use to start up
and to provide systemwide information,
including fonts, sounds, and keyboard layouts.
The System file must be in the System Folder.

System

System Folder A folder containing the programs that Macintosh
computers use to start up and operate. A
disk that contains a System Folder is a
SystemFolder  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
systen.

i
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 (800K), and single-sided (400K).
See also floppy disk.
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title bar The bar at the top of a window that shows the name of
the window. When the window is active, the title bar is
highlighted with horizontal lines.

i

Duane S—=——1 |—"'“fc bar

206K available |

To Do

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

TokenTalk A type of network connection that allows you to use
AppleTalk services on a Token Ring network.

Trash Anicon on the desktop that you use to discard
programs, documents, and folders.

Trash

Tru€lype font A type of outline font supplied with the
Macintosh system software. See also outline font. Compare
bitmapped font.
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U

unlock To allow a locked disk or document to be changed,
deleted, or renamed. See also lock.

user group A computer club where 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 this identification is
complete, the user is a registered user and can connect to
that computer as such.

\%

version A number indicating a program’s chronological position
relative to previous and subsequent releases of the program.

video monitor A display device that can receive video signals by
direct connection. Also known as a monitor:



virtual memory Hard disk space sct aside and used as an W.XY

extension of the computer’s main memory. . , , ,
window A rectangular area that displays information on the

virus A program designed with malicious intent to damage files. desktop. You create and view documents through windows,
Virus programs can be spread though networks and and you view the contents of disks in windows.
bulletin board services as well as on disks. Virus-detection
and -elimination programs are available through dealers 7

and user groups.
zone  Zones are set up by a network administrator and are used

volume Space on a hard disk or a file server that’s d ¢ : -
olume  Space on a hard disk or a file server that's defined and to group the devices on the network for easier access.

named as a place to store files. A hard disk is usually a single
volume, but it can be partitioned into several volumes. zoom box A small box in the top-right corner of the title bar of
the active window. Clicking the zoom box
=——HEl resizes the window so that you can see all
SR svalabe ) ofits contents (if possible); clicking it

| ) . : :
again returns the window to its previous
size.
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Index

A

About This Macintosh (Apple menu) 154
accent marks, typing 234-233
accessing. See also opening

files on other computers 183—187

Macintosh while away from it 202-203
access privileges (networks) 187-189,

204-211

checking 207

setting 205-206

strategies for 206
activating. See also disabling; opening

Alarm Clock 133-134

AppleTalk 59, 162, 180

CloseView 152

file sharing 190

Finder 45-46

Help Balloons 80

Mouse Keys 136

program linking 210

Slow Keys 137

software programs 42, 98, 246

Sticky Keys 137

32-bit addressing 159

Trash icon 14-15

virtual memory 157-158

windows 14-15, 4547, 240

active desk accessory 98
active software program 246
identifying 45—47, 98
multiple 45-47, 98
opening documents in 46, 50, 70
quick reference for 246
switching between 4547, 98
active window, closing 14-153, 33, 4547, 240
adapting Macintosh to your own use
125-159
ADB devices 218
ADB port 218
adding
alert sounds 140
device drivers to System Folder 214
files to folders 71-72
folders to folders 114
fonts to System Folder 172
items to Apple Menu 117, 126
adjusting
blinking of menu items 143
disk cache 150
keyboard 91, 135-136, 137
mouse operations 1341335
speaker volume 139
virtual memory 157-158
agreements about software use 96, 192, 263

Alarm Clock, setting 133—134
alert sounds
customizing 139-141
disabling 139
installing 140
recording and removing 140141
Sticky Keys and 137
aliases 72=74, 116-117. See also documents;
files; folders
connecting to shared disks with 186
creating 116
definition of 73
getting information about (Get Info) 117
locating original of 117
locking 108
opening 116
opening at startup 126
purpose of 116
trouble with 116
APDA 262-2063
Apple Communications Library 262
Apple Desktop Bus devices
connecting 218
power requirements of 218
Apple Desktop Bus port 218
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Apple Extended Keyboard II 91, 252-253
Apple File Exchange 256-200. See also
networks
converting files to and from MS-DOS or
ProDOS with 258-260
initializing MS-DOS or ProDOS disks with
250257
Apple HD SC Setup program
icon for 102, 112
initializing hard disks with 102-103
testing hard disks with 112
Apple Keyboard 250-251
Apple Keyboard I 91, 248-249
Apple menu
About This Macintosh 154
Alarm Clock 133-134
Chooser 57-39, 161-164, 180
Control Panels 105, 128-151, 156-159,
182
installing items in 117, 126
Key Caps 254-255
removing items from 117, 126, 127
Apple Menu Items folder 117, 126
Apple Programmers and Developers
Association 262-203
AppleShare 184. See also AppleTalk; networks
Applelalk 179, See also AppleShare; networks
activating 59, 162, 180
choosing printer for 163—164
inactive 38, 162
zones 58-39, 163, 184
Apple Technical Library 262
Apple 1l computers, exchanging disks and
files with 256—260
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Application menu 42, 4647, 98-99, 243
Finder command 46
Hide Others command 99
icon for 42, 98
Show All command 99
application programs. See software programs
arranging icons on desktop 113
arranging vour office 89
arrow keys 22, 245, 249, 251, 253
arrows, scroll arrows 17, 20-21, 241
attaching. See connecting
audio ports 140, 219
A/UX 93, 102

B

background printing 164, 169-170

backing up files 61-62, 108, 247. See also
copying

backspacing with Delete key 43

backup disks 96

Balloon Help 80-81

battery, clock 227

beeps. See alerts

bitmapped fonts 171-172, 229-230

black and white 147, 148

blinking insertion point, changing 144

blinking menu items, adjusting 143

blinking question mark disk icon 233

bomb error message 231, 235

borders, window, changing colors of 148

brightness
of color wheel 147-148
of screen 151, 224, 232
Brightness control panel 151
Brightness icon 151
bulletin boards. See also networks
folders as 205
viruses and 97
bus. See Apple Desktop Bus
By Label command (View menu) 146

C

cables
handling 223
LocalTalk-compatible 179
SCSI peripheral interface cable 215
SCSI system cable 215
cable terminators, built-in 216
cache. See disk cache; memory
calendar, setting 129—131
canceling
initialization 104
printing 170
Caps Lock key 248, 250, 252
cards
expansion cards 220-222
memory expansion cards 222
NuBus expansion cards 220-221
video cards 220
CDEVs 126. See also Control Panels
CD-ROM discs, sharing over networks
191-192
chains. See daisy chains



changing
alert sounds 139-141
Apple menu 126
blinking rates 143
clock battery 227
colors
in color wheel 147-148
in Label menu 128-129
in Monitors control panel 149
desktop pattern 142-143
documents 50-56
icon names 66—67
icons, appearance of 145-146
keyboard layout 136
keyboard operation 135-136, 137
keyboard shortcuts with Sticky Keys 137
Label menu items 128-129
memory used by software 99-100
mouse operations 134—135, 136-137
paper size 164
passwords 188, 203
screen brightness 151
speaker volume 139
system startup 126
window color 147-148
window displays 144-145
character keys 137, 245
characters, non-English and special symbols
254-255
character sets 248-255. See also fonts;
keyboards

Chooser (Apple menu) 57-59, 161-165
activating AppleTalk with 180
connecting to shared disks with 184
choosing printer with 161-165
networks and 163—164

choosing
items from menus 244
items from submenus 244
printers 57-59, 161-165

cleaning system components 225-227

Clean Up command (Special menu) 12, 113

Clear command (Edit menu) 55

clearing memory 231

Clear key 249, 251,253

clicking. See also choosing; mouse; opening;

pointer; selecting
clicking with mouse 9, 237-238
clicking with numeric keypad 136
double-clicking 50, 56, 238
changing speed of 135
with keypad 136
Shift-clicking 54

Clipboard 54

clock
battery, changing 227
setting 129-130

close box for windows 23, 33, 241

Close command (File menu) 246

CloseView 152-153

Close Window command (File menu) 25, 33

closing. See also quitting
documents 47
Trash 25, 37
windows 23-25, 33, 241
Color control panel 147, 148
color documents, printing 167
color, monitor, turning on 149
colors, changing
desktop pattern 142
highlight 147-148
icons 146
in color wheel 128—129, 147-148
in Labels control panel (Label menu)
128-129
windows 147-148
Command key 22, 248, 250, 252. See also

keyboard shortcuts
commands. See also menus or specific
command
choosing from menus 12
dimmed 243

help for 80-81

shortcuts for. See keyboard shortcuts
communication. See networks
communications products, System 7 and 212
Communications Toolbox 212
components. See also peripheral devices or

specific component

connecting 213-220

handling 223-225
computers. See specific computer or topic
computer viruses 97
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configuring
Macintosh for networks 179-182
multiple monitors 130-151

connecting 213-220
ADB devices 218
external floppy disk drive 218
hard disks 213-216
headphones 219
LocalTalk cables 179
microphone 219
modem 217
monitors 220
printers 217
safety tips for 223
SCSI devices 213-216
speakers 219
to network 179180
to shared disks 184-185
trackballs 218

connectors, handling 223

contrast control 151

Control key 248, 250, 252

Control Panels (Apple menu) 105
Brightness control panel 151
Color control panel 147, 148
Date & Time 129
File Sharing Monitor control panel 200
General Controls 142
Keyboard control panel 135-137
Labels control panel 128-129
Memory control panel 156159
Monitors control panel 149-151
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Control Panels (continued)
Mouse control panel 134-135
Network control panel 180-181
Numbers 138
Sharing Setup control panel 182, 190, 210
Sound control panel 139-141
Startup Disk control panel 105-106
Users & Groups control panel 190-191,
193, 194-195, 196, 197, 198,
202-203, 211
Views control panel 144-145
controlling pointer from keyboard 136-137
converting
documents to stationery pads 122
DOS and ProDOS disks and files 258—260
copying
disk contents 108, 245
documents
to backup disk 61-62, 108, 247
to or from shared disks 187
with Duplicate command 66, 247
with Save As command 68-69, 247
with shortcur 247
graphics 145
icons 61-62, 239
from one disk to another 61-62,
238
on same disk 239
onto another disk 239
restrictions on 263
software licensing agreement 96, 192, 263
software onto hard disk 31-33, 38-39

copyright laws 96, 192, 263
correcting mistakes. See editing
creating
aliases 72-74, 116
documents 43
folders 71,114
on shared disks 187, 189-191
stationery templates 75-77, 122—123
currency 138
current startup disk. See startup disk
cursor. See pointer
customizing 125-159
alert sounds 139-141
Apple menu 126, 127
blinking rates 143
colors or grays 128-129, 148
desktop pattern 142-143
highlight colors 147-148
icon appearance 145-146
keyboard 135-137
keyboard shortcuts 137
Label menu 128-129
menu items, blinking of 143
mouse operations 134-135
screen 151-153
System Folder 126-127
system software 92, 94-95, 126-127
system startup 126
window display 144-145
Cut command (Edit menu) 54. See also
deleting; editing; erasing; Paste
command
cutting text 54



D

daisy chains 214-216, 218
damaged disks 108
darkened icons. See highlighted icons
Data Access Language (DAL) 212
date and time 129-134
Date & Time control panel 129
default network zones 181
Delete kev 43, 51, 53, 249, 251, 253
deleting. See also Clear command; Cut
command; editing; erasing;
removing; Trash
files from System Folder 127
fonts from System Folder 127, 172
items from Apple menu 127
items from disks (Trash) 36-37
System Folders, extra 39
text 54-55
deselecting icons 239
designating startup disk 105-106
desktop. See afso files; Finder; folders or
specific desktop element
activating windows on 240
arranging icons on 113
changing how icons are displayed on
(View menu) 124, 242
changing icon names on 66—67
changing window display on 144-145
cleaning up 12,113
copying icons on 239
creating folders on 71, 114

desktop (continued)

description of 5, 18-19

disks and 245-246

displaying window contents on (View
menu) 124, 242

dragging icons on 238

failure to appear 233

folders and 19, 70-72, 114, 240, 242

hiding and showing windows on 98

icons and 18, 237-240

introduction to 7-25

key commands and 22, 245

menus and 19, 243-244

moving icons on 239

moving items to 118

moving windows on 23-25, 241

naming folders on 114

naming icons on 6667

opening higher-level folder windows on
242

opening icons on 13, 239

pattern, changing 142-143

printing files from 167

printing window contents from 168

quick reference for 237-247

rebuilding 232

removing hard disk icon from 109

removing icons from 36-37, 240

renaming icons on 104, 239

selecting icons on 237-238, 239

shortcuts for 245

software and 246-247

Trash and 19, 36-37, 238, 240

windows and 14-21, 23-25, 240-242

developers, assistance for 262-263
device drivers
installing 126, 162-167, 214
networking 127
printer 162, 163, 165-167
removing from System Folder 127
scanner 126
device numbers. See SCSI ID numbers
devices. See peripheral devices or specific
device
diacritical marks, typing 254—255
dialog boxes 115, 245. See also menus
dimmed commands 243
directory dialog boxes. See also menus
purposc of 115
shortcuts for 245
disabling
Alarm Clock 134
alert sound 139
CloseView 152
Empty Trash warning 154
file sharing 199
Mouse Keys 136
Slow Keys 137
Sticky Keys 137
disconnecting
from shared disks 185
network users 201
discs. See CD-ROM discs
disk cache, adjusting 156. See also memory
disk drive port 218
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disk drives. See also floppy disks drives; hard
disks
accessing with Drive button 102
care and maintenance of 225
connecting 218
diskettes. See floppy clisks
Disk First Aid program 111
disk icons 18,233
blinking question mark on disk 233
Xon disk 233
disks 28-39, 101-112. See also CD-ROM
discs; floppy disks; hard dlisks;
icons; initializing; startup dlisk
backup disks 96
care and maintenance of 110, 225
copying 245
damaged 97, 108
directories of 115
Disk Tools 96,102, 111, 112
ejecting 34, 62, 109, 246
exchanging with MS-DOS and Apple II
computers 256260
5.25-inch (MS-DOS) 257
handling 225
initializing 101-104
in MS-DOS or ProDOS format 256-257
inserting into drive 28, 245
introduction to 28-39
locking/unlocking 35, 106—108, 246
opening. See icons, opening
Printing disk 165
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disks (continued)

privacy and 206

protecting information on 106

quick reference for 245-246

reference for 101-112

saving files on. See saving

shared 18, 183-192

startup disk, purpose of 5

switching between 103

testing and repairing 110-112
Disk Tools disk 96,98, 111, 112
displaying

folder contents 242

fonts 174

menus 243

numbers and currency 138
documents. See also files; icons; software

programs; text

adding to folders 71-72

alias 7274, 108, 116—117

backing up 108, 247

changing 50-52, 53, 54-56

closing 47,246

copying with Duplicate command 66

creating 43

creating templates for 122-123

empty 43

erasing with Trash 36-37

getting information about (Get Info)

7677, 123—124

locked, searching for 121

locking 107-108, 123

naming 43-44, 65

documents (continued)
opening
atstartup 126
by double-clicking 50, 238
with Open command 13, 14, 17
organizing 6377, 113-124
printing 59-60, 161-176
purpose of 19
saving
aliases of 72-74
as stationery pads 76, 122
different versions of 68-69
on different disk 61-62
trouble with 108
with Duplicate command 66
with Save As command 68-69, 247
with Save command 43—44, 53, 246
searching for 118-121
sharing over networks 187-201
stationery pad 75-77, 122-123
unlocking 121
“untitled” 43
DOS. See MS-DOS
double-clicking 50, 56, 238. See also clicking;
mouse
changing speed of 135
with numeric keypad 136
double-sided floppy disks (800K). See also
disks; floppy disks
description of 28-29
initializing 103-104
downloading fonts 173-174. See also fonts



dragging
icons 10-11, 238
from Trash 37
on a single disk 238
to another disk 108, 238
to desktop 118
to System Folder 126-127
to Trash 238
with keypad 136-137
over text 51
size box 16
window title bar 23-24
Drive button, switching disks with 103
drivers. See device drivers
Duplicate command (File menu) 66, 247
duplicating documents 6466, 247. See also

copying
E
Easy Install option (Installer) 93
editing

desktop pattern 142-143
text 42, 50-52, 34-56
Edit menu
Clear command 55
Cut command 54
Paste command 55
800K floppy disks. See double-sided floppy
disks; floppy disks
Eject Disk command (Special menu) 109

ejecting disks
shortcut for 109
with Eject Disk command 109
with Put Away command 34, 62, 109, 246
with Trash 109
electrical grounding 224
electronic bulletin boards 97, 206. See also
networks
empty documents 43
Empty Trash command (Special Menu) 37
disabling 154
Erase Disk command (Special menu) 105
erasing
floppy disks
during initialization 30-31, 101, 104
with Erase Disk command 105
with Trash 3637, 240
text
with Clear command 55
with Clear key 249, 251, 253
with Cut command 54
with Delete key 55, 249, 251, 253
error messages 231, 235. See also
troubleshooting
Escape key 249, 250, 252
EtherTalk networks 179-180. See also
networks
exchanging disk and files with MS-DOS and
Apple Il computers 256-260
expanding
Macintosh system 213-222
memory 222
expansion cards 220-221

expansion slots 220-221
Extended Keyboard I 252-253
external devices. See also peripheral devices
or specific device
connecting 213-216
turning off 6
turning on 4
external floppy disk drives. See afso disk
drives; floppy disk drives
connecting 218
ejecting disks from 109
external hard disks. See afso disks; hard disks
connecting 213-216
ensuring recognition of 106
SCSI ID number for 110
turning off 6
turning on 4, 106
eyestrain, avoiding 90

F

fatigue, avoiding 90
File menu
Close command 246
Close Window command 25, 33
Duplicate command 66, 247
Find Again command 119-120
Find command 118-121
Get Info command 76, 100, 107, 117, 123
Make Alias command 73, 116
New Folder command 71, 114
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File menu (continued)

New User command 193

Open command 13-14, 17, 33

Page Setup command 164165

Print command 59-60

Print Window command 168

Put Away command 34, 37, 62, 109, 118,
185

Save As command 6869, 122

Save command 43—44, 53

Sharing command 205

files. See also directories; documents; folders;

icons; software programs; system
software; text

accessing on other computers 183187

adding
to folders 71-74
to system software 94

aliases for 72-74, 108, 116-117

arranging on desktop 113

backing up 61-62, 108, 247

closing 47

converting to and from MS-DOS or
ProDOS 258-260

copying 61-62, 66, 239

creating 43

damage from viruses 97

directories of 115

erasing with Trash 36-37, 240

exchanging with MS-DOS and Apple I
computers 256—260

finding 118-121

folders and. See folders
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files (continued)
getting information about (Get Info)
7677, 123-124
graphics 230
installing in Apple menu 117,126
locked 121
locking 107-108, 123
moving
on desktop 239
to desktop 118
MS-DOS 256-260
naming 43—44, 65, 66-67
networks and 177-212
opening
at startup 126
by double-clicking 50, 238
with Open command 13, 14, 17
organizing 63-77, 113-124
PostScript 176
printing 63, 161-176
ProDOS 256-260
protecting 106
removing
from disk 36-37, 240
from System Folder 127
renaming on desktop 6667
saving. See saving documents
searching for 118-121
sharing over networks 187-201
storing in more than one folder 72-74
unlocking 121
“untitled” 43
viewing on networks 204

file servers. See also networks
aliases and 116
converting MS-DOS files on 260
definition of 183
system software and 93
viruses and 97
file sharing 183, 187-201. See also networks
activating 189-190
disabling 199-200
software licensing agreement 96, 192, 263
monitoring activity of 200
File Sharing Monitor control panel 200
filing system. See desktop; files; Finder;
folders
Find Again command (File menu) 119-120
shortcut for 119
Find command (Filc menu) 118-121
shortcut for 118
uses for 121
Finder. See also desktop
activating 4546
icon for 45,98
printing documents from 167
printing window contents from 168
purpose of 4546
shortcuts for 245
Finder command (Application menu) 46
finding files or folders
with aliases 116-117
with Find command 118-121
5.25-inch disks (MS-DOS) 257
fixed-size fonts 171-172



floppy disk drives. See also disk drives; floppy
disks
care and maintenance of 225
connecting 218
ejecting disks from 34, 62, 109, 246
external 109,218
inserting disk into 28, 245
SuperDrive 28, 34
floppy disk icon 18, 32
floppy disks 101-112. See afso disks; floppy
disk drives; hard disks
as startup disks 92, 96
capacities of 29
care and maintenance of 36, 225
compared with hard disks 32
copying contents of 31-34, 108, 245
damaged 108
description of 29, 32
double-sided (800K) 28-29
ejecting
shortcut for 109
with Eject Disk command 109
with Put Away command 34, 62,
109, 246
with Trash 109
erasing
during initialization 30-31, 104
with Erase Disk command 105
with Trash 3637, 240
5.25-inch (DOS) 257
full 108
handling 225
high-density (1.4 MB) 28-29, 35

floppy disks (continued)
initializing 30-31, 101-104
in MS-DOS or ProDOS format 256257
inserting into drive 28, 245
labeling 28
locking/unlocking 35, 106-108, 246
naming 104
older Macintosh computers and 29
1.4 MB 28-29, 35
quick reference for 245-246
reference for 101-112
removing from drive 246
renaming on desktop 104
saving files on. See saving
testing and repairing 110-112
types of 28-29
untitled 104
folders. See also files; icons; software; System
Folder
access privileges and 187-188, 205-2006
adding files to 71-74
aliases and 72-74, 116
Apple Menu Items folder 117, 126
as bulletin boards 206
creating
on desktop 71, 114
on shared disks 187-189
directories of 115
dragging icons to 240
erasing with Trash 36-37
finding with Find command 118-121
higher-level, opening 242
locking 108

folders (continued)
naming 71, 114
nesting 114
networks and 187-189, 205-206
opening 13, 242
organizing icons in 70-72
outline views of 242
owned 187-189, 198, 204
privacy and 206
purpose of 19, 114
scarching for 118-121
shared 191-192
Startup ltems folder 126
storing files in more than one 72-74
“untitled” 71
viewing contents of 242
viewing on networks 204
fonts 171-176
adding to System Folder 172
appearance of 229-230
bitmapped 171-172, 229-230
definition of 171
displaying 174
downloading 173174
installing 172
outline 171-172, 173, 229-230
PostScript 173
printing 229-230
list of 174
samples of 174
removing from System Folder 127, 172
software programs and 174
transferring to LaserWriter 173-177
TrucType 171,230
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forms. See stationery pads
“frowning” Macintosh icon 233
[rozen system 231, 235

full disks 108

function keys 22, 252

G

General Controls (Apple Menu)
changing blinking of insertion point with
L4
changing desktop pattern with 142—143
changing menu item blink rate with 143
setting time and date with 129-134
Get Info command (File menu) 76, 100, 107,
117,123
aliases and 117
reference for 123—124
shortcut for 123-124
graphics
copying 145-146
pasting 146
graphics files 230
graphics programs 145
gray-scale printing 167
gray shades, customizing 149
grounded outlets 224
Group icon 195
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guest network users
access privileges for 190-191, 204
connecting to shared disks 184185
denying access to 197-198
linking to programs 211
sharing owned folders with 187

H

halftone printing 167
handling system components 223-225
*happy Macintosh” icon 5, 233
hard disk drives. See hard disks
hard disk icon 18, 32
removing from desktop 109
hard disks 101-112. See also disks; floppy
disks
as startup disks 92, 105-106
A/UXand 93
compared with floppy disks 32
description of 32
external 32
connecting 213-216
Macintosh recognition of 106
SCSIID number for 110
turning off 6
turning on 4
hard disk space as memory 157-158
initializing 102—103, 175
installing software on 31-33, 38-39, 96

hard disks (continued)
internal, built-in terminator for 216
naming 103
precautions for 110
reference for 101-112
SCSIID numbers of 102-103
sharing over networks 183, 191-192
testing 110112
volume names of 103
hardware developers, assistance for 262-263
hardware, setting up 87-91
HD SC Setup. See Apple HD SC Setup
program
headphones, connecting 219
Help icon 80
Help menu 243
Hide Balloons command 81
Show Balloons command 80, 165
Help System 80-81, 243
Hide Balloons command (Help menu) 81
Hide Others command (Application menu)
99
high-density disks (1.4 MB). See also floppy
disks
description of 28-29
initializing 30-31, 103104
locking/unlocking 35
highlight colors, changing 147-148
highlighted icons 9, 13, 31
highlighted text 51



LJ

I-beam pointer 50
IBM-compatible disks and files. See MS-DOS
icons 239-240. See also desktop; disks; files;
folders
ADB port 218
adding to folders 71
Alarm Clock 133
alias 73
Apple HD SC Setup 102, 112
AppleShare 184
Application menu 42, 98
arranging on desktop 113
assigning colors to 146
Brightness 151
Calendar 129-134
changing appearance of 145-146
changing name of 6667
clicking 9, 237-238
CloseView 152
copying 61, 239
deselecting 239
device driver 214
dimmed 98
disk 18
disk drive port 218
double-clicking 50, 238

icons (continued)
dragging 10-11, 238
from Trash 37
on a single disk 238
to another disk 108, 238
to desktop 118
to System Folder 126-127
to Trash 238
with keypad 136137
Finder 45, 98
floppy disk 18, 32
folders and 70-72, 192, 240
getting information about (Get Info) 76,
100, 107, 117, 123-124
Group 195
“happy Macintosh” 5, 233
hard disk 1-5, 18, 32
Help 80
highlighted 9, 13, 31
Keyboard 135
labeling 146
Labels 128
Memory 156, 157-158
modem port 217
Monitors 149
naming 6667
Network 180
New Group 194
opening 13, 50, 238, 239
organizing 70-72

icons (continued)

pointing to 8
pressing 9

printer 58, 162
Printer port 217
purpose of 18,239

question mark (?) disk 5,92, 233

quick reference for 239-240

removing 240

renaming 6667, 104, 239
“sad Macintosh” 233
SCSI 213

selecting 239

by clicking mouse 9, 237-238
by clicking with keypad 136
more than one by Shift-clicking 238

shared folders 192
Sharing Setup 182, 190
Sound 139

sound input 140, 219
sound output 219
Stationery pad 122

Trash 14-15, 19, 24, 36-37
types of 18

Views 144-145

X disk 233

ID numbers. See SCSI ID numbers
images. See also icons

inverted 153
reduced 164
snapshots of 230
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ImageWriter printers. See also printers;
printing
connecting 217
Page Setup dialog box for 164
Select light on 168
initializing disks 101104
floppy disks 30-31, 101104, 256257
hard disks 102-103, 175
MS-DOS or ProDOS disks 256-257
INITs 126
inserting
floppy disk into drive 28, 245
text 51-52
insertion point. See also pointer
changing blink rate of 144
definition of 50
Installer 92-95
Customize option 94-95
Easy Install option 93
Minimal software option 95
networks and 93
updating printer drivers on networked
computers with 165-167
installing
alert sounds 140
CloseView 152
drivers 126, 162-167, 214
expansion cards 220-221
files in System Folder 125-126
fonts 172
items in Apple menu 117, 126
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installing (continued)
printer drivers
in System Folder 163—104
on networked computers 165167
soltware on hard disk 31-33, 38-39, 96
system software 92-93
customized system 94-95
small system 95
standard system 93
interference, radio and TV xiii, 220, 224
internal floppy disk drive. See floppy disk
drives; SuperDrive
internal hard disks. See disks; hard disks
international kevboards 136
interrupt and reset switches 231
inverting images on screen 153

K

Keyboard control panel 135-137
kevboard files, removing from System Folder
127
Keyboard icon 135
kevboards. See also keyboard shorteuts; keys
adjusting
for slow typing 137
position of 90, 91
Apple Extended Keyboard 11 252253
Apple Keyboard 230-251
Apple Keyboard 11 248-249
care and maintenance of 224

keyboards (continued)
character sets and 248-255
customizing 135-136, 137
description of 248-255
international use of 136
layout, changing 136
non-English characters and 234-235
special characters and 254255
spills on 224
trouble with 234
keyboard shortcuts
CloseView and 153
customizing with Sticky Keys 137
ejecting floppy disks 109
Find Again command (38-G) 119
Find commancd (8-F) 118
Finder and directory dialog boxes 245
Get Info command (38-1) 123
Print (88-P) 167
purpose of 53
Quit command (38-Q) 60
Save (88-S) 33, 246
Key Caps (Apple menu) 254-255
kevboard commands 22
keypad, numeric
controlling pointer with 136-137
description of 249, 251, 253



keys. See also keyboards; keyboard shorteuts;
kevpad

arrow keys 22, 245, 249, 251, 253
Caps Lock 248, 250, 252
character keys 137, 245
Clear 249, 251, 253
Command 22, 248, 230, 252
Control 248, 250, 252
Delete 51, 53, 249, 251, 253
Enter 249, 251, 253
Escape 249, 250, 252
function keys 22, 252
lavout of, changing 136
modifier keys 22, 137, 254-255
numeric keys 249, 251, 253
Option 113, 248, 250, 252
Power On 4, 249, 251, 253
repetition rate of 135-136
Return 249, 251, 253
Shift 22, 53, 248, 250, 252
Tab 245, 248, 250, 252

L

labeling. See also naming

floppy disks 28

icons 146
Label menu, changing items in 128-129
Labels icon 128

LaserWriter Font Utility 173-176
downloading fonts with 173—174
finding out about fonts with 174
initializing hard disks with 175
restarting LaserWriter with 176
transferring PostScript files with 176
turning sample page on or off with 175

LaserWriter printers. See also printers;

printing
background printing with 169—170
connecting 217
LaserWriter Font Utility and 175-176
LaserWriter [INT 217
Personal LaserWriter SC 58, 162, 217
Print dialog box for 167
restarting 176
transferring fonts to 173—174
transferring PostScript files to 176

linking programs over networks 208—211

LocalTalk networks 179, See also networks

locating files or folders 118-121

locked files, searching for 121

locking
files 107108, 123
floppy disks 33, 107, 246
folders 108
mouse button with keypad 136

M

Macintosh. See also specific model or topic
adapting to your own use 125-159
basic skills for 1-83
care and maintenance of 223-227
connecting components to. See

connecting
expanding 213-222
naming for network use 182
networks and 177-212
obtaining additional information about
261-263
operating environment for 227
reference for 81-203
restarting 231
setting up 87-100
starting 4-5
“talking™ 10 12
trouble with. See troubleshooting
turning on and off 4-6
viruses and 97

Macintosh Classic
monitors and 220
turning on/off 4, 6

Macintosh desktop. See desktop

Macintosh 1.C
expansion slot in 221
sound input and 140
turning on/off 4, 6
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Macintosh 1[
NuBus slots and 221
turning on/off 6
Macintosh Ilci
expansion slot in 221
monitors and 220
Macintosh IIfx
cable terminator for 216
monitors and 220
Macintosh 11si, slot adapter for 221
Macintosh user groups 261
magnifying screen images 152-153
maintenance 223-227
cleaning components 225-227
floppy disks 36
keyboard 224
monitor 224
spills, dealing with 224
Make Alias command (File menu) 72, 116
Make Changes access privilege 204
managing memory 154—159
manual paper feed 170
memory 154-159
checking use of 154-155
clearing 231
disk cache 156
expanding 222
hard disk space as 157-158
managing 154—159
memory cache expansion slots 220-221
Memory control panel 156-159
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memory (continued)
memory expansion cards 220221
networks and 155
RAM 154-159
software programs and 99-100
32-bit addressing 159
video and 149
virtual memory 157-158
Memory icon 156, 157-158
memos. See stationery documents
menu bar, appearance of 5
menus 18-19, 243244
changing blinking rate of items in 143
choosing items from 12, 244
dimmed icons in 98
displaying 243
opening 238
pop-up 115, 243244
pull-down 243-244
purpose of 18-19
quick reference for 243-244
submenus 244
titles 243
viewing options in (pressing) 9
working with 243-244
microphones 140-141, 219
modem port 58, 162, 217
modem port icon 217
modems, connecting 217
modifier keys 22, 137, 254-255. See also keys

monitors. See also screen
additional 150-151, 220
care and maintenance of 224
configuring multiple 150-151
connecting 220
icons for 149-150
ID numbers for 150
interference on 220
large 220, 224
position of 89
trouble with 232-235
turning on/off 4, 6
Monitors control panel 149-151
Monitors icon 149-150
mouse
button
changing double-click speed of 135
locking and releasing with
keypad 136
cleaning 226-227
clicking (selecting) objects with 9,
237-238
controlling with keypad 136-137
customizing operation of 134-135
double-clicking (opening) objects with 50,
56, 238
dragging objects with 10-11, 238
holding 10
pointing at objects with 8, 237
pressing objects with 9, 238



mouse (continued)
quick reference for 237-238
Shift-clicking (selecting) objects with 54,
238
techniques for 8-11, 237-238
trouble moving pointer with 234
Mouse control panel 134-135
Mouse Keys, controlling pointer with
136-137
moving
icons (dragging) 10-11, 238
items to desktop 118
text 54-55
windows 23-24, 241
MS-DOS 256-260
converting files to and from 258-260
initializing disks for 256—257
multiple monitors, configuring 150-151

N

naming
documents 4344, 65
floppy disks 104
folders 71, 114
groups of network users 194-195
hard disks 103
icons 239
Macintosh and owner for network use 182
registered network users 193
users to link programs 211

network administrator 179, 181, 183
Network control panel (Apple menu)
180-181
network drivers, removing from System
Folder 127
Network icon 180
networks 177-212
accessing Macintosh while away from it
202-203
access privileges and 187-189, 204-211
AppleTalk 5859, 163, 179-180, 184
capabilities of 177-178
choosing printer for 163-165
configuring Macintosh for 179182
connecting to 179-180
copyright laws and 192
disconnecting users on 201
EtherTalk 179-180
groups of users on 194-198
guest users on 184-185, 187, 190-191,
197-198, 204, 211
Installer and 93
installing printer drivers on 165-167
LocalTalk 179
memory and 155
naming Macintosh and its owner 182
passwords and 182, 185, 187, 188, 203
printers and 58—59
privacy and 192, 206
registered groups on 189, 204-205

networks (continued)
registered users on 185, 187, 189, 192,
193, 194, 204-205
restricting access to 197
selecting network connection 180
setting up Macintosh for 179-182
shared disks and 18, 182189
sharing files and folders on 187-192
software programs and 207-211
TokenTalk 179, 180
viruses and 97
zones 58-59, 181
default 181
selecting 59, 163, 181, 184
New Folder command (File menu) 71, 114
New Group icon 194
New User command (File menu) 193
non-English characters 254-255
NuBus expansion cards and slots 220-221
Numbers control panel 138
numeric keypad, controlling pointer with
136-137
numeric keys 249, 251, 253

0

office, arranging 89

on/off switch 4,6

1.4 MB floppy disks. See floppy disks; high-
density disks

Open command (File menu) 13-14, 17,33
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opening
aliases 116
documents 50, 70
files
at startup 126
by double-clicking 50, 238
with Open command 13, 14, 17, 70
folders 13, 242
icons 50, 238, 239
menus 238
software programs 42, 98, 246
stationery pads 122-123
System Folder 17
Trash 37
open software programs. See active software
program
operating environment for Macintosh 227
operating systems. See also system software
A/UX 93, 102
MS-DOS 256-260
ProDOS 256260
System 6 95, 171, 212
System 7 95, 96, 154, 212
Option key 113, 248, 250, 252
organizing files 113-124
organizing your work 63-77
outline fonts 171-172, 173, 229-230
outline views of folders 242
owned folders 187-189, 198, 204
transferring ownership of 189, 198
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P

Page Setup (File menu) 164-165
paper. See also printing
feed, manual 170
sizes, changing 164
supply, monitoring 170
passwords. See also networks
changing 188, 203
setting 194
typing 182, 187
unaccepted 185
Paste command (Edit menu) 55
pasting
graphics 146
text 35
pattern of desktop, changing 142-143
peripheral devices. See also specific device
connecting 213-221
handling 223-225
peripheral interface cable. See SCSI
peripheral interface cable
Personal LaserWriter SC 58, 162, 217
phono jack adapters 140
pictures. See graphics
pointer
arrow 8
controlling from kevboard 136-137
controlling with mouse 8-11, 237
I-beam 50
trouble moving 234, 235

pointing at objects with mouse 8, 237

pop-up menus 115, 243-244. See also menus

ports
ADB port 218
definition of 213
disk drive port 218
modem port 38, 162, 217
printer port 58, 162, 179, 217
SCSIport 213,215
sound input port 141, 219
sound output port 219
video port 220
PostScript 173
files, transferring to LaserWriter 176
fonts 229-230
printers 230
power
requirements
of ADB devices 218
of NuBus expansion cards 221
trouble with 232
turning on/off 4-6
Power On key 4, 249, 251, 253
power supply 225
power switch 4, 6, 232
preparing disks for use. See initializing
pressing objects with mouse 9, 238
Print command (File menu) 59-60, 167
shorteut for 167
printed circuit boards. See cards



printer drivers. See afso system software
installing in System Folder 163164
installing on networked computers
165167
printer fonts. See fonts
printer port 58, 162, 179, 217
Printer port icon 217
printers. See also printing or specific printer
choosing 57-39, 161-165
connecting 217
drivers for 162, 163, 165-167
icons for 58, 162
ImageWriter 162, 164, 167, 168, 217
LaserWriter 38, 162, 164, 167, 175-176,
217
networks and 58-59
PostScript 230
telling computer which to use 57-59,
161-164
trouble with 168
Printer Update document (Printing disk) 165
printing 5900, 161-176. See also printers
background 164, 169-170
canceling 170
color or gray-scale documents 167
fonts 171-176, 229-230
from Finder 167
learning about 59-60
manual paper feed 170
monitoring status of 170
options for 164—165, 167, 168

printing (continued)
reduced images 164
reference for 161-176
sample pages 175
setting print time 170
several documents 170
while using computer for other work 164,
169-170
window contents 168
Printing disk 165
PrintMonitor 164, 169-170
Print Window command (File menu) 168
problems. See troubleshooting
processor-clirect expansion slots 220-221
ProDOS 256-260
converting files to and from 258-260
initializing disks for 256157
programs. See software programs
protecting disks. See locking
pull-down menus 243-244. See also menus
Put Away command (File menu)
disconnecting from shared disks with 183
ejecting disk with 34, 62, 109
moving items to desktop with 118
restoring ‘Trash items with 37

question mark (?) disk icon 3,92, 233
Quit command (File menu) 60, 247
quitting software programs 60, 247

R

-adio interference xiii, 220, 224
RAM (random-access memory). See also
memory
checking use of 154-155
expanding 222
managing 154-159
rearranging icons on desktop 113
recording sounds 140141
recovering items from Trash 37
reduced images, printing 164
registered network groups. See also networks
access privileges for 204-2006
giving folder ownership to 189
registered network users. See also networks
access privileges for 204-206
connecting to a shared disk 184—185, 187
giving folder ownership to 189
naming 193-195, 196, 198
removing membership of 197-198
reinstalling system software 92-95
releasing mouse button with keypad 136
removing. See also deleting; erasing
alert sounds 140
disk from drive 34, 62, 109, 246
files from System Folder 127
fonts from System Folder 172
icons from desktop 240
items from Apple menu 117, 126, 127
System Folders, extra 39
users from a network 197-198
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renaming icons 66—67, 104, 239
repairing disks 110-112
reset and intercupt switches 231
resizing windows 16-17, 45, 241
Restart command (Special menu) 231
restarting

LaserWriter 176

Macintosh 231
restricted network access 187, 197
restrictions on copying software 96, 192, 263
Return key 249, 251, 253
rules about copying software 96, 192, 263

S

“sad Macintosh” icon 233
sample pages, printing 175
Save As command (File menu) 68—09, 122,
247
compared with Save command 69
Save command (File menu) 4344, 53, 246
compared with Save As command 69
shortcut for 53, 246
saving documents
as aliases 72-74
as stationery pads 76, 122
different versions of 68—69
on different disk 61-62
trouble with 108
with Duplicate command 66
with Save As command 6869, 247
with Save command 43—44, 53, 246
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scalable fonts 171-172
scanners, drivers for 126
screen. See also monitors
brightness control 151, 224, 232
burn in, avoiding 151, 224
capturing “snapshot” of 230
changing colors and gray shades on
147-149
cleaning 225
contrast control 151
damage to 151
dark 232
interference on 220, 224
inverting images on 153
magnified images on 152-153
trouble with 232, 234-235
screen saver programs 151, 224, 232
scroll arrows 17, 2021, 241
scroll bars 17, 20-21, 241
scroll box 21, 241
SCSI cables 215
SCSI chains 214-215
SCSI devices 213-216
built-in terminators for 216
chains of 214-215
connecting 213-216
turning on 216
types of 214
SCSI hard disk, testing 112
SCSIicon 213
SCSIID number indicator 215

SCSIID numbers
hard disks 102-103, 110
monitors 150
setting 214-215
SCSIID number switch 215
SCSI peripheral interface cable 215
SCSI port 213,215
SCSI terminators 216
searching for files and folders 118-121
See Files access privilege 204
See Folders access privilege 204
selecting
disks or folders to share 191-192
icons
by clicking mouse 9, 237, 238
by clicking with keypad 136
by Shift-clicking 238
multiple items 54, 238
programs for linking 210
text
by double-clicking 56
by dragging and highlighting 51-52,
54-56
by Shift-clicking 54
Select light (ImageWriter printer) 168
setting
Alarm Clock 133-134
alert sounds 139-141
date and time 129-134
network access privileges 204—207
network passwords 188, 194, 203
numbers and currency 138
print time 170
SCSIID numbers 214-215



setting up §7-100
for networks 179-182
hardware 87-91
system software 92-96
shared disks 18, 183-192. See also networks
access privileges and 187, 204—207
connecting to 184—187
at startup 186-187
with aliases 186
copying files to or from 187
copyrights 96, 192, 263
creating folders on 187-189
disconnecting from 185
limited access to 183
privacy and 192, 206
sharing files and folders on 187-189
shared files 189-203. See also networks
shared folders 191--192. See also networks
Sharing command (File menu) 205
Sharing Setup control panel 182, 190, 210
Sharing Setup icon 182, 190
sharing software 96, 192, 263
Shift-clicking
to select multiple items 238
to select text 54
Shift key 22, 53, 248, 250, 252
Show All command (Application menu) 99
Show Balloons command (Help menu)
80, 165
Shut Down command (Special menu)
disconnecting from shared disks with 185
shutting down Macintosh with 6

silent alerts 139
SIMMs (Single In-Line Memory modules) 222
size box for windows 1617, 45, 241
slots. See expansion slots
Slow Keys 137
Small Computer System Interface. See SCSI
small system software, installing 95
smiling Macintosh icon 5, 233
software developers, assistance for 262-263
software programs. See also documents; files;
menus; system software
activating 42, 98, 246
active  45-47, 50, 70, 98, 246
aliases for 116
backing up 96
copying restrictions 96, 192, 263
documents and. See documents
folders and 114
fonts and 174
graphics programs 145
installing
in Apple menu 117, 126
on hard disk 31-33, 38-39, 96
licensing agreement 96, 192, 263
locking 107-108
memory usage, changing 99100
networks and 207-211
opening 42, 98, 246
purpose of 19
quick reference for 246-247
quitting 60, 247
saving documents in. See documents,
saving

software programs (continued)
screen saver 151, 224, 232
setting up 27, 39
switching 45—47, 98, 246
trouble with 235-236
types of 46
upgrading 96
virus-detection/elimination 97
working with several at once 98
Sound control panel 139-141
Sound icon 139
sound input devices 140-141
sound input port 141,219
sound output port 219
sounds
customizing 139-141
recording 140—141
removing from System Folder 127
speakers, connecting 219
speaker volume, changing 139
Special menu
Clean Up command 12, 113
Eject Disk command 109
Empty Trash command 37, 154
Erase Disk command 105
Restart command 231
Shut Down command 6, 185
special symhols 254-255
spills, dealing with 224
starting up Macintosh 4-5
startup. See startup disk; system startup
Startup Disk control panel 105
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startup disk. See also disks; System Folder;
system software; system startup
bypassing internal hard disk as 106
floppy disks as 96
hard disks as 105-106
purpose of 3, 32
rebuilding desktop of 232
removing extra System Folder from 39
search sequence for 106
setting up 92-96
System Folder and 39
virtual memory and 157
viruses and 97
Startup Items folder 126
stationery pads  75-77, 122123
creating 75-77
icon for 122
opening 122-123
saving 76, 122
Sticky Keys 137
straightening up files 113
submenus 244
SuperDrive 28, 34. See also disks; floppy disk
drives
switches. See on/off switch; reset and
interrupt switches; SCSI ID switch
System 6 95,171,212
System 7 95, 96, 154, 212
system cable. See SCSI system cable
system extensions 126
System file, installing alert sounds in 140
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System Folder. See also startup disk; system

software

adding alert sounds o 140

adding fonts to 172

Apple Menu Items folder 117

customizing 126-127

danger of using more than one 95

dragging items to 126-127

fonts and 170-176

installing device drivers in 162-163, 214

installing files in 126-127

installing printer drivers in 162—163

on software program disks 96

opening 17

purpose of 32,92

removing extra 39

removing files from 127

removing fonts from 127, 172

setting up 92-96

Startup Items folder 126

system software. See also software; startup

disk; System Folder

customizing 126-127

fonts and 171-176

installing, reinstalling, updating 92-96
customized system 94-95
small system 95
standard system 93

networks and 93

purpose of 46

trouble with 233

virtual memory and 156

system startup. See also startup disks
connecting to shared disks during
186-187
customizing files for 126
floppy disks and 96
trouble with 233

T

Tab key 245, 248, 250, 252
“talking” to Macintosh 12
technical information, obtaining 262—263
television interference xiii, 220, 224
templates (stationery pads) 75-77, 122-123
terminators. See cable terminators
testing and repairing disks 110-112
text. See also documents
accent marks and special characters
254-255
cutting 54
dragging over 51
editing 42, 50-52, 5456
erasing
with Clear command 55
with Clear key 249, 251, 253
with Cut command 54
with Delete key 55, 249, 251, 253
highlighted 51
I-beam pointer and 50
inserting 51-52
moving 54-55
pasting 55



text (continued)
selecting 51-52, 54-56
by double-clicking 56
by dragging and highlighting 51-52,
54-56
by Shift-clicking 54
typing 43
32-bit addressing 159. See also memory
3.5-inch disks. See floppy disks
time
setting Alarm Clock 133-134
setting system clock 129-132
tips and troubleshooting 229-236
title bar for windows 23-24
TokenTalk networks 179, 180. See also
networks
tracking speed (mousc), changing 135
transferring
fonts to LaserWriter 173-177
PostScript files to LaserWriter 176
translating MS-DOS and ProDOS files
258-260
Trash 36-37
activating 14-15
closing 25, 37
deleting items with 3637, 240
disconnecting from shared disks with 185
dragging icons to 238
ejecting floppy disks with 109
emptying 37; warning, 154
opening 37
purpose of 19
recovering items from 37

troubleshooting 229-236

aliases 116

Apple menuitems 117

dark screen 232

desktop fails to appear 233

disks 110-112

error messages, responding to 231

expansion cards 220-221

frozen system 231

monitors 232

network passwords 185

pointer does not move 234, 235

printing 168-169

saving files on floppy disk 108

software program quits unexpectedly 236

system software 233

system startup 233

typing produces nothing on screen 234
Tru€Type fonts 171, 230. See also fonts
turning Alarm Clock on/off 133-134
turning AppleTalk on 180
turning CloseView on/off 152
turning external devices on/off 4, 6
turning external hard disks on 106
turning file sharing off 199-200
turning file sharing on 189-190
turning Macintosh on/off 46
turning monitor on/off 4,6
turning SCSI devices on 216
wrning Slow Keys on/off 137
turning Sticky Keys on/off 137

turning 32-bit addressing on 159
turning virtual memory on 157
TV interference xiii, 220, 224
two-sided disks. See double-sided floppy disks
typefaces. See fonts
typing. See also keyboards; keys; text
non-English characters and special
symbols 254-255
practice for 43
slow, adjusting keyboard for 137
trouble with 234

U

unlocking
files 121
floppy disks 33, 106—108, 246
untitled
disks 104
folders 71
windows 42, 43
updating system software 92, 95
user groups for Macintosh 261. See also
registered network user groups
Users & Groups control panel (Apple menu)
accessing your remote computer with
202-203
linked programs and 211
naming users with 193, 194-195
restricting access with 197
setting passwords with 194
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Vv

variable-size fonts 171-172
video, built-in 149

video cards 149, 220-221
View menu 124, 144145, 242
Views control panel 144-145
Views icon 144

virtual memory 157-158. See also memory

viruses 97
volume, changing 139
volume names of hard disks 103
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W

windows
activating 1415, 45-47, 240
border color, changing 148
closing 23-25, 33, 241
color, changing 148, 149
customizing display of 144145
displaying contents of (View menu) 124
hiding and showing 99
highlight color, changing 148
moving 23-24, 241
printing contents of 168
purpose of 18-19
quick reference for 240-242
scroll bars 241
scrolling 17, 20-21, 241
size, changing 1617, 45, 241
title bar 2324, 241
untitled 42, 43
viewing contents of 14-21
viewing in outline form 242
zoom box and 16—17, 241
work groups, viruses and 97
work space. See desktop

XY
X disk icon 233

Z

zones, Applelalk 58-59
zoom box 16—17, 241. See also windows



The Apple Publishing System

This Apple manual was written and edited on a desktop publishing system
using Apple Macintosh computers and Microsoft Word. Proof pages were cre-
ated on Apple LaserWriter printers and on the QMS ColorScript 100 color
printer. Final pages were produced in QuarkXPress and output directly to
separated film on a Dolev PS imagesetter. Line art and chapter openers were
created with Adobe [llustrator. Screen shots were created and modified with
system software, Exposure, and SuperPaint.

Text type is Apple’s corporate font, a condensed version of Garamond.
Ornaments and hardware icons are custom symbols designed for Apple
Computer and incorporated into the Applelcon font. Some elements, such
4s computer voice, are set in Apple Couricr, a fixed-width font.

PostScript®, the LaserWriter page-description language, was developed by
Adobe Systems Incorporated.
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