












































































































































































































































































































































































































































Refer to this appendix when you
want to use the PowerBook File
Assistant that came with your
computer to synchronize files.

M Appendix B

Using the PowerBook File Assistant

The PowerBook File Assistant is software that synchronizes files on your
PowerBook and desktop Macintosh by automatically updating files whenever
you make changes. With File Assistant, you can always be sure that the file
you are working on is the current version.

What is file synchronization?

As a user of both a desktop Macintosh and a PowerBook, you may often have
the same file or folder on both computers. But you may have a problem
keeping track of what files are on what computer.

The PowerBook File Assistant keeps the most recent version of a file or
folder on both your desktop Macintosh and your PowerBook. The process of
updating the files on both computers is called file synchronization. With the
PowerBook File Assistant, you can synchronize individual files or folders.
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Starting the PowerBook File Assistant

Once you have installed the PowerBook File Assistant, you are ready to
decide which files you want to synchronize.

m Double-click the PowerBook File Assistant icon.

&4

PowerBook File Assistant

The File Assistant Setup window appears:

g

File Assistant Setup =————P5]

| ;
s o |
no item selected no item selected

Status: No items have been selected
Last Synohronized: Never

=

Linking files or folders for synchronization

Appendix B

Before you can synchronize files or folders, you need to link them. Linking
joins two identical copies of a file or folder together so that when one file or
folder in the pair is modified, the linked file or folder is also changed.

IMPORTANT Files cannot be linked if they are not identical copies.

Before linking, make sure that each computer’s clock is set for the same time
and date. See the Macintosh Reference book that came with your computer for
information on how to set the time and date on your computer’s clock.



To link files or folders, follow these steps:

Drag an icon of the folder or file you want to link to a selection box in the File Assistant

Setup window.

File Assistant Setup

i =
no itemn selected

Status: No items have been selected

Last Synchronized: Never

The item selection box is this area
on either side of the arrow

Drag the icon of the file you want to

JEE """ Desktop Macintosh =

synchronize to the item selection box.

25 items 63.9 MB in disk

12.9 MB available

System Folder @ Applications

Memo to Jeff Hokit 1994 Budget Files K. Hester's Salary Review

Drag the matching icon to the other selection box.

Once you have two matching files or folders in the Setup window, you have a
linked pair. Another pair of selection boxes appears. Repeat steps 1 and 2 to

link more pairs of files or folders.

The setup screen grows as you add to the list of linked pairs. Use the scroll
bars on the right of the screen to see the part of the list that is not in view.

Using the PowerBook File Assistant
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.

Setting the direction of the link

Notice the arrow between the two linked files; this is how you can tell the
direction in which the files are linked. Normally the PowerBook File
Assistant synchronizes files in both directions, but you can set the direction to
be one way, from either left to right or right to left.

A one-way link is helpful if you want to receive updated versions of a
document from a file server on a network.

1  Click the pair of linked files you want to synchronize one way to highlight it.
Click in the item selection box for either file or folder in the pair.

2  Choose the direction you want from the Synchronize menu.

Synchronize Now 380

v Manual #EM
Automatic #T

Choose two-way | g==b Two Way 3=

synchronization
1o update either |,/ wey Left To Right %]
file when the | Choose one-way synchronization to update
corresponding file in ¢== Right To Left 3¢[| | afile onyour hard disk from a network server.

the pair changes.

The direction of the arrow between the two linked files in the Setup window
changes to reflect your choice.

The arrow changes to indicate the direction of the link.

Letter to Romero Letter to Romero

3 Desktop Macintosh 3 PowerBook

Status: The items have not been synchrenized
Last Synchronized: Never

Appendix B



Linking non-matching folders

PowerBook File Assistant lets you synchronize folders that have different
names and contain different files.

1 Choose Preferences from the File Menu.

The following dialog box appears:

@ PowerBoaok File Assistant Preferences

Click here to be able | —CAllow non-matching folder names
to link folders with Warn when can't synchronize

different names. Warn before deleting

2  Click the checkbox to allow non-matching folder names.

3  Click OK.

Now you can link folders that have different names and contents. The first
time you synchronize a pair of non-matching folders, PowerBook File
Assistant copies all the files from one folder to the other folder, so that the
folders have identical contents.
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Deleting a linked pair

If you don’t want to synchronize a linked pair anymore, you can delete the
linked pair from the Setup window.

Click the pair you want to delete to select it.
To select more than one pair, hold down the Shift key and click other pairs.
To select all pairs, choose Select All from the Edit menu.

Choose Delete Pairs from the Edit menu.

Delete Pairs
Select All %A

The pairs you selected are deleted from the Setup window.



Synchronizing linked folders or files

The name of the disk __|

appears here.

To synchronize files or folders you linked in the Setup window, you must do
two things:

= Connect the disks containing the files you are synchronizing.

= Open the PowerBook File Assistant.

Now you are ready to synchronize the linked files or folders. Any time you
make a change to either item, the same change is made to the linked item. If

an item is deleted, you'll be asked to confirm that you want to delete the
corresponding file or folder.

Information about each linked pair is displayed in the Setup window.

I}

[ File Assistant Setup “mwmg

1993 Budget Updates 1993 Budget Updates
— 22 PowerBook &2 Desktop Macintosh

Status: The items have been synchronized
Last Synohronized: Mon, May 3, 1993, 2:47:46 PM

If the files have been
synchronized, the time

: and date appear here.
(=3
Letter to Romero Letter to Romero
Status: The items have not been sxdmhrw:dz._!ﬂ

Last Synchronize

You can set PowerBook File Assistant to synchronize files either manually or
automatically. You choose which you want when you link the items.
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Manual synchronization

When you choose manual synchronization, you decide when you want to
update a linked pair.

Select a pair, then choose Manual from the Synchronize menu.

Click the arrow in the File Assistant Setup window.

Click the arrow to synchronize the pair.

N 111 N
=

1993 Budget Updates i 1993 Budget Updates

A message appears telling you that the files are being updated.

You can also manually update files that are linked by selecting the pair and
then choosing Synchronize Now from the Synchronize menu.

Automatic synchronization

To update linked files automatically whenever a change is made to either of
the linked files:

s Select the pair and then choose Automatic from the Synchronize menu.

A message appears whenever files are being updated. You can also set
pairs to be updated every time you connect with another disk. See “Setting
Completely Automatic Synchronization™ later in this Appendix.



Understanding the alert messages

As you synchronize linked pairs, the PowerBook File Assistant displays alert
messages about the synchronization. You can turn off the alert messages by
following these steps:

1  Choose Preferences from the File menu.
A dialog box appears.

2  Click the “Warn when can’t synchronize” checkbox to deselect it.
The messages do not appear.

If you don’'t want the alert message to appear when a file or folder is put in
the Trash, click the checkbox next to “Warn before deleting” to deselect it. Be
very careful if you turn off the alert message that warns you when files are
put in the Trash. Items are put in the Trash during synchronization whenever
a linked item is deleted or renamed.

3  Click OK.

Alert messages are turned off. If you want to turn them back on, choose
Preferences from the File menu and click the checkboxes again to reselect
them.

To turn alert messages off temporarily, hold down the Option key. While you
hold down the Option key, the alert messages for any commands you execute
are turned off.
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Setting completely automatic synchronization

.

.
.

Appendix B

The PowerBook File Assistant needs to be running in order to synchronize
your files. To set up your system to automatically synchronize linked files:

Select the pair and then choose Automatic from the Synchronize menu.
Use the AutoRemounter control panel to reconnect to shared disks.

See Chapter 7 for instructions on automatically reconnecting (“remounting”)
to shared disks.

Drag an alias of the PowerBook File Assistant icon to the Startup Items folder.
The Startup Items folder is in your PowerBook’s System Folder.

See the Macintosh Reference book for help on creating an alias.

=== System Folder S
Size Kind Label

P O Apple Menu Items — folder - |4
PowerBook File Assisdand,

[ O Control Panels - folder
P O Extensions ~ folder
. D Finder S92K file
“e.| b [ Fonts

~ folder
folder

Now whenever AutoRemounter mounts your volumes and the PowerBook
File Assistant is running, all automatically linked pairs are synchronized.



Refer to this appendix for
information on using the Macintosh
PC Exchange program that came
with your computer.

Appendix C
Exchanging Files With DOS or Windows

Macintosh PC Exchange is software included with your computer that lets
you easily exchange documents between your Macintosh and a DOS or
Windows computer. You can use Macintosh PC Exchange to create floppy
disks compatible with DOS computers.

Macintosh PC Exchange at a glance

You can open, edit, and save DOS documents using
your favorite Macintosh application programs.

Using the & File Edit Uicw Lavel Special @ a8
PC EXChange control ATHT < T nn[?u!rﬁ.mé F=F 4R ==
panel, you can specify 1 | Monthly Sales Report s You can use and create
WhICh Macm‘osh : PC Exchange Eiaue—— B DOS-fOI’I’T\at dISkS.
5 sch agsigniment belew determines whi BLDGET
programs are used to 3 S iﬁ“&%'ﬁfn’:ﬁ":“a‘%
open DOS documents. 3 €O ! oo sume_saatptin ragam SRS
18 ThisMonth | o Y adobe ustrater® 30 [ epsr [
i — Widgets | B
] Sprocksts | can £ cnvssm30 B e
For example, DOS i Cogs |
documents whose 0 er
names end with L m .
thls SUﬁFX e as i$ HMicrasofl Excel .0 TERT
[ pdd.. ] (rhange... ] (Capmove )
... are fo be opened T
by this program . ..
... as this type of document.
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Using DOS-format disks on your Macintosh

Appendix C

The format of a disk refers to the way the computer prepares the disk to
receive information. Macintosh computers and DOS computers use different
disk formats, but with Macintosh PC Exchange installed in your Macintosh
system, your Macintosh can read disks of either format.

To use a DOS-format disk on your Macintosh, simply insert the disk into your
computer’s floppy disk drive. The disk’s icon appears on the desktop. You can
open the disk by double-clicking its icon—the same way you would open an
ordinary Macintosh disk.

Macintosh HD

rg1 When you insert a DOS-format
@ floppy disk, you see this icon.

If you see a message that the disk is unreadable, see Chapter 12 of this book.




Creating a blank DOS-format disk

When you erase or initialize a disk on the Macintosh, you can choose its
format—either Macintosh or DOS.

To create a blank DOS-format disk on your Macintosh, follow these steps:

Insert a floppy disk.

= If the disk has not been initialized, a dialog box appears in which you can
specify the disk’s name and format.

[==] This disk is unreadable by this Macintosh.
Do you want to initialize the disk?

Nome:

Format: [ Macintosh 1.4MB i |

[ Eject || [initiatize ]

u If the disk has already been used, you'll need to erase it. Select the disk,
then choose Erase Disk from the Special menu.

Special
Clean Up Desktop
Empiy Trash..

Eject Disk #®E
Erase Disk...

Restart
Shut Down
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A dialog box appears in which you can specify the disk’s name and format.

[==] Completely erase disk named
“Homework” (internal drivel?

Name:

Format: [ Macintosh 1.4MB -]

| cancel || [ Erase )

Type a name for the disk.
Choose the disk format you want from the Format pop-up menu.

The list of available formats varies depending on your disk drive and the
capacity of the disk. Choose DOS if you plan to use the disk on both
Macintosh and DOS computers.

Completely erase disk named
“Homework” (internal drive)?

Format: | Macintosh 1.4MB |
I Cancel I Erase

Click Erase (or Initialize).

If you're initializing a disk, an alert box appears. Click the Continue button.
The Macintosh prepares the disk in the format you chose.
Usually it takes less than a minute to initialize or erase a floppy disk.

However, if portions of the disk have been damaged, the initialization process
may take several minutes.

If you changed the disk’s format, the disk’s icon will change when you
re-insert the disk.



Opening DOS documents on your Macintosh

Opening a document from within a Macintosh program

The surest way to open a DOS document on the Macintosh is to use the Open
command from within an application program.

1  Open the program you want to use.

2  Choose Open from the File menu.

A directory dialog box appears.

[= Aidus superpaint 3.0 ¥

0 B EPS Files = Hard disk
O Color EPS Files

O Read Me Folder
O Sample Images

Ejact

Desktop

O SP Pouch
3 Tutorial Files

i

Cancel

Many programs have buttons or pop-up
Sglacted-type; menus that let you open or import
[ Formats... } documents of a particular file format.

3  Select the document you want, and click Open.
If you have problems opening the document, see Chapter 12 of this book.

Opening a document by double-clicking its icon

Before you can open a DOS document by double-clicking its icon, you need
to use the PC Exchange control panel to specify which Macintosh application
programs will open DOS documents, as described in the next section.
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Assigning Macintosh programs to DOS documents

DOS documents
whose names end
with this suffix...

Appendix C

Using the PC Exchange control panel, you can assign Macintosh application
programs to DOS documents. For example, you can specify that all DOS
documents whose filenames end with the suffix XLS are to be opened in the
Macintosh program Microsoft Excel.

The figure below shows the PC Exchange control panel with some
assignments already created.

E0E==— PC tuchange |

program...

Each assignment below determines which
Macintosh application program is used when
you open DOS documents with a particular suffix,
DOS Suffix  Application Program Document Type
poc & Hicrosoft Vord & woen D
PM4 @» PageMaker 4.0 D hLBfl
THY 4B simpleText . TexT
K3 BB Lotus 1-2-3 LWKS
— s 3% Hicrozoft Excel ns
=
Add...| ] (fhacge... ] ((Bemope ]
...are to be opaned ...as this type
by this Macintosh of document.



Before you can assign a Macintosh program to a group of DOS documents,
there are three questions you need to answer:

What suffix do the documents have in common?

Many DOS programs automatically add a three-letter suffix (or filename
extension) to a document’s name. For example, these PageMaker documents
all share the suffix .PM4:

NEWS.PM4
REPORT.PM4
RESUME.PM4

What Macintosh application program do you want to use to open the documents?

Each Macintosh document has a creator—that is, the Macintosh program
used to create the document. When you double-click a documents icon,
the Macintosh opens the program that created the document.

Using the PC Exchange control panel, you can assign Macintosh programs
to DOS documents as “creators.”

What type of document is it?

Most programs are able to open or import some, but not all, types of
documents. A document’s type is a three- or four-letter code (such as
TEXT or PICT) that tells a program whether or not it can recognize the
document. A program displays documents of types it can recognize in its
directory dialog box.

Unless you specify otherwise, the Macintosh assumes that all DOS
documents have the document type TEXT. You can assign different types
to some DOS documents. See the next section.

A document’s type is different from its file format, which refers to the way
information within the document is encoded. If a program is unable to
accurately interpret a document’s file format, the document’s formatting may
be displayed incorrectly. (To find out which file formats a program can
understand, refer to the documentation for the program.)

Exchanging Files with DOS or Windows
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Recommended assignments for some widely used application
programs

The information in this section will help you assign documents from some
widely used DOS/Windows programs to some widely used Macintosh
programs. (For more information, see the documentation for your application
programs.)

AMI Pro (Windows), version 2.0

Documents in AMI Pro (Windows) version 2.0 are automatically saved with
the suffix .SAM.

To open these documents on the Macintosh, add one of the following
assignments to the PC Exchange control panel:

DOS Suffix Macintosh application Document type
SAM @ MacWrite® Il (version 1.1) TEXT
SAM @ Microsoft Word (version 5.0) TEXT
SAM g WordPerfect (version 2.0) ﬁ' TEXT
SAM @ WriteNow (version 2.2) TEXT

Lotus 1-2-3 (Windows), version 1.0

Documents in Lotus 1-2-3 (Windows) version 1.0 are automatically saved with
the suffix .WK3.

To open these Lotus 1-2-3 documents on the Macintosh, add one of the
following assignments to the PC Exchange control panel:

DOS Suffix Macintosh application Document type
WK3 E Lotus 1-2-3 (version 1.0) D TEXT
WK3 2% Microsoft Excel (version 3.0) TEXT



Microsoft Excel (Windows), version 3.0

Documents in Microsoft Excel (Windows) version 3.0 are automatically saved
with the suffix .XLS.

To open these Microsoft Excel documents on the Macintosh, add one of the
following assignments to the PC Exchange control panel:

DOS Suffix Macintosh application Document type
XLS % Lotus 1-2-3 (version 1.0) D TEXT
XLS 5% Microsoft Excel (version 3.0) TEXT

Microsoft Word (Windows), version 2.0

Documents in Microsoft Word (Windows) version 2.0 are automatically saved
with the suffix .DOC.

To open these documents in Microsoft Word (Macintosh) version 50, add the
following assignment to the PC Exchange control panel:

DOS Suifix Macintosh application Document type
.DOC @, Microsoft Word (version 5.0) @ WDBN

PageMaker (Windows), version 4.0

Documents in PageMaker (Windows) version 4.0 are automatically saved with
the suffix .PM4.

To open these documents in PageMaker (Macintosh) version 4.0, add the
following assignment to the PC Exchange control panel:

DOS Suffix Macintosh application Document type
PM4 ﬂ PageMaker (version 4.0) ALB4

Exchanging Files with DOS or Windows
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Quattro (DOS), version 3.0

When saving documents in Quattro (DOS) version 30, be sure to save them
with the suffix .WK1 (rather than the default suffix, .WQ1). Quattro saves
documents ending in .WKI in the Lotus 1-2-3 file format, which can be
interpreted by many Macintosh spreadsheet programs.

To open these Quattro documents on the Macintosh, add one of the following
assignments to the PC Exchange control panel:

DOS Suffix Macintosh application Document type
WK1 [+ Claris Resolve™ (version 3.0) TEXT
WK1 E Lotus 1-2-3 (version 1.0) D TEXT
WK1 S$ Microsoft Excel (version 3.0) =] TEXT

Ventura Publisher (Windows), version 3.2

Documents in Ventura Publisher (Windows) version 3.2 are automatically
saved with the suffix .CHP.

To open these documents in Ventura Publisher (Macintosh) version 3.2, add
the following assignment to the PC Exchange control panel:

DOS Suffix Macintosh application Document type

CHP f Ventura Publisher (version 3.2) VCHP

WordPerfect (DOS), version 5.1

WordPerfect (DOS) version 5.1, does not automatically add a suffix to the
names of documents. The easiest way to open WordPerfect (DOS) documents
on the Macintosh is by choosing the Open command from within an
application program.
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Adding an assignment to the PC Exchange control panel
To add an assignment, follow these steps:

Choose Control Panels from the Apple (@) menu.

The Control Panels window opens.

Open the PC Exchange control panel.

Double-click the PC Exchange icon, or select the icon and choose Open from
the File menu.

il

FC Exchange

The PC Exchange control panel appears.

[[O======= ¢ tnchange e

Each assignment below determines which
Macintesh application program is used when
you open DOS documents with & particular suffix,

DOS Suffix Application Program Docurnent Type

&=

<l

Add... [ hange... | Haemape ]

Exchanging Files with DOS or Windows
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'3 Click the Add button.

Add...

A dialog box appears in which you can specify a DOS suffix and its
corresponding Macintosh application program and document type.

Assign an application to a DOS suffin:
— D03 Suffix

Application Program

Document Type

IS_‘ @(No!specmed)' v_‘

(&3 Applications folder ¥ | = Hard disk

0 Claris Software

I CompuServe

O Design ‘89
0 Disinfectant folder
1 Fourth Dimension

0 Mac In Tar

@ Macllrite
< Microsoft Excel

=)

Type a three-letter DOS suffix in the DOS Suffix box.

Assign an application to a DOS suffin:

Docurnent Type
v

To specify which Macintosh program will open DOS documents with no
suffix, click inside the box to set the insertion point, but leave it blank.

Application Program

DOS Suffix
\7 @ (Not specified)
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6

Select a Macintosh application program from the lower section of the dialog box.

Assign an application to a DOS suffin:

— DOS Suffix Document Type

&\ rocwrita : T v

Application Program

<3 Applications folder ¥ |

— Hard disk

O Claris Software _
O CompuServe m
3 Design '89 Desktop
O Disinfectant folder
1 Fourth Dimension

O Mac In Tax

# Macllrite
< Microsoft Excel

Choose a document type from the Document Type pop-up menu.

Assign an application to a DOS suff

Application Program

DOS Suffix
[ Hacwrite

Document types are indicated by icons and four-letter codes whose meanings

are seldom obvious. For help choosing the correct document type, see the
information in the previous section, “Recommended Assignments for Some

Widely Used Application Programs.”

If you don’t know which document type to choose, try TEXT.

Once you've specified a DOS suffix, a Macintosh application program, and the

appropriate document type, click OK.

The assignment is added to the list in the control panel.

Exchanging Files with DOS or Windows
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To sort the list of __L DOS Suffix  Application Program

assignments, click
a category.

Appendix C

Trying out an assignment

To try out an assignment you've added to the PC Exchange control panel,
follow these steps:

Insert a DOS-format floppy disk and open its icon.

PC Exchange assignments take effect when you insert a floppy disk, or when
you open a DOS-format floppy disk. (If the disk window was already open,
you need to close it and open it again.)

Double-click the icon of a DOS document whose filename ends with the suffix you
specified.

The document is opened by the appropriate Macintosh application program.
(You might see a message that the document’s file format is being converted.)

If you have problems opening documents, see Chapter 12 of this book.

Editing the list of assignments

You can change, remove, and sort assignments in the PC Exchange control
panel.

FO=—==== FC fnchang:

Each assignment below determines which
Magcintosh application program is used when

Document Type

voc @ Hiorosaft Vord M ovoen [
Fiis &8 Pagerrsker 40 ALBs
TXT &8 simpleText TEAT
ﬁ'% Lotus 1-2-3
LS $€ Microsoft Excel XLs
<]
(Add... ) [cnange...) [ Remove J—1 Toremove an assignment, select it

in the list, then click Remove.

To change an assignment, select
it in the list, then click Change.



Sharing assignment lists with other users

The list of assignments is stored in the PC Exchange Preferences file. This
file is stored in the Preferences folder inside the System Folder.

B

FC Exchange Preferences

You can make sure that every licensed user of Macintosh PC Exchange in
your office uses the same assignments. Make copies of the PC Exchange
Preferences file and place one copy in the Preferences folder (inside the
System Folder) of each licensed user’s Macintosh.

Do not change the name of the PC Exchange Preferences file.

Saving documents onto a DOS-format disk

You save documents onto a DOS-format disk the same way you save them
onto a Macintosh disk—by choosing the Save command from the File menu.

IMPORTANT Be sure to leave at least SK of extra disk space when you save or
copy files onto a DOS-format floppy disk. (The Macintosh needs this space to
store Macintosh-specific information about files on the disk, such as the
location of icons and windows on the Macintosh desktop.)
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The Save As dialog
box may include
buttons or pop-up
menus for choosing

a file format. _| _[File Format...| Normal

Appendix C

Choosing a file format

In some programs you'll have the choice of saving the document in one of
several file formats.

<) To-prod V'

03 Brt List <

O fueens To Production I

0O Screens (100%)

O Screens (with callouts) ||

ke

Save Current Document as: = Hard disk
]Memo.dnc | 2119K available

O ¥nst save [JMake Backup | Save l Fjact

A document’s file format refers to the way information within the document is
encoded. If a program cannot accurately interpret a document’s file format, it
may display the document incorrectly (as in the figure below).

(=== Untitled ===
0000000A document’s file format refers to the
way information within the document is encoded. If
a program cannot accurately interpret a document’s
file format, 1t may be unable to open the document,
or i1t may not be able to accurately interpret the
formatting codes in the document (as in the figure
below). 00000 0|

]

When you save a document that you plan to use with another program, be
sure to save it in a file format that the other program can understand. (To find
out what file formats a program is able to open, import, and save, see the
documentation you received with the program.)

Naming files for use on both Macintosh and DOS computers

On DOS computers, filenames are limited to eight characters (plus a three-
letter suffix) and may not contain spaces. The rules for naming Macintosh
files are less restrictive. Therefore, when working on the Macintosh, it’s
possible to give a file a name that would be “illegal” on DOS computers.



For example, suppose you created a file on your Macintosh named
July Budget.DOC

If you viewed the same file on a DOS computer, its name would be
JULYBUD.DOC

The exclamation mark (!) indicates that the name has been shortened.

A file can thus have two names: a long name (for when the file is displayed
on the Macintosh) and a short name (for when it’s displayed on a DOS
computer).

While using a DOS-format floppy disk on the Macintosh, you can see a
document’s short name by selecting the document, choosing the Get Info
command from the File menu, and clicking the document’s name in the Info
dialog box. (For this procedure to work, you must have the File Sharing
Extension installed.)

Long name Short name

EJ== July|Budgel.lUKS Info =

=
= uungUD poc
=

Kind : MacWrite document
Size: 10K on disk (9,783 bytes used)

EO= Julg_llﬂudgel.l.l.lKS Info =

Julggudge! poc

Kind : MacWrite document
Size: 10K on disk (9,783 bytes used)

Viewing the contents of a disk on your DOS computer

When you view the directory of a disk on your DOS computer, you might
notice additional directories named RESOURCE.FRK. These directories
contain important information, known as resources, which are contained in
some Macintosh documents.

WARNING Do not delete or move any directories named
RESOURCE.FRK, and do not move any files out of these directories.
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About This Macintosh (Apple
menu) 110
AC power 63
Active windows 31, 37
ADB devices
connecting 108
power consumption of 108
ADB port 105, 108
Airline travel, security and
restrictions 85
Alert messages (PowerBook File
Assistant) 145
AMI Pro 2.0 (Windows) 154
Apple Desktop Bus. See ADB
Apple HDSC Setup icon 133
AppleTalk 127. See also networks
Phase 1 and Phase 2 protocols for
Ethernet 112
printing on 84
turning connection on and off 61-62
AppleTalk Switch module (Control Strip)
61-62, 127
Application menu 42

Application programs
assigning to DOS documents
152-160
opening documents from within 38
opening DOS documents from within
151-152
troubleshooting 128
Arms, discomfort in 51
Arrow keys 43
Assigning Macintosh programs to DOS
documents 152-154
Audio input and output 108
Automatic file synchronization 146
Automatic power conservation,
controlling 74
Automatic sleep 7, 64, 70
messages prior to 64
recharging batteries after 68
troubleshooting 119
AutoRemounter control panel 77

Backing up System Folder 130
Backlight dimming. See screen dimming
Balloon Help 53

165



Batteries 46, 56, 58, 63-74. See also
Control Strip; power
burns from 67
caring for 47
charge level of 56-58, 64
charge, life of 57, 63, 69-70, 72-73
charging 1, 57, 63
conservation settings 69, 71, 73-74
conserving power of 59, 68-70,
72-73
consumption rate of 57
damage to 65, 67
discarding 67
discharging 68
door on 66
environmental hazards from 67
estimated work time remaining 57
handling 45, 47
hard disk consumption of 59
low-power messages 64
recharging 45-46, 63, 65-66, 68
recycling 47, 67
removing or replacing 66—68
SCSI disk mode and 95
transporting 85
troubleshooting 119
Battery Conservation section
(PowerBook control panel)
68-70, 72-73
adjusting settings 69-71
Custom options 72
customizing 73
Battery icons 57
Battery Monitor module (Control Strip)
56-58, 65-66, 68
customizing 58
Battery terminal, short-circuiting 46
Blinking question mark icon 5, 120,
129,134
Brightness control 5
Burns from batteries 67

C

Cables
Ethernet 113-114
HDI-30 SCSI System Cable 87,
91-92
safety and 45, 91
SCSI Disk Adapter cable 93-95
SCSI peripheral interface cable 91-92
video 99
Cancel button 31
Caps Lock key 43
Care and safety instructions 45
Chair, position of 50
Character key 42
Charging batteries 1, 4547, 57, 63, 65
troubleshooting 119
Chooser 126-127
Cleaning the PowerBook 47
Close box 21, 31
Close command (File menu) 38
Closing
Control Strip 12, 54
documents 25, 38
windows 31, 36
Clues on your screen 30-31
Command key 43
Connecting
ADB devices 108
to Ethernet 111-114
external modem 106-107
external monitor 98
mouse 108
power adapter 1-2
PowerBook between two devices on
Ethernet 112
printer 107
SCSI devices 87-96
SCSI disk adapter cable 94-95
sound input devices 108-109
sound output devices 109
Connectors 46
Conserving battery power 59, 68-69, 71,
73-74



Contrast control 5
Contrast, screen 5, 51
Control key 43
Control panels (Apple menu)
AutoRemounter 77
Battery Conservation options 69-74
for external modem setup 106-107
for RAM disk setup 78-81
for set as SCSI disk 93-94
Memory control panel 78-81
Monitors control panel 99-101
opening 69
PowerBook Display control panel 103
PowerBook Setup control panel
93-94, 106-107, 125
processor cycling options 73
Startup Disk control panel 81
Trackpad control panel 76
vs. Control Strip 54
Control Strip 53-56, 58-62. See’also
batteries; power
appearance of 53
AppleTalk Switch module 61-62, 127
battery conservation settings 58
Battery Monitor module 56-58,
65-66, 68
closing 12, 54
customizing 58
File Sharing module 60
HD Spin Down module 59
hiding and showing 55
location of 12
moving 56
opening 54
power 53
Power Settings module 58, 69, 7274
purpose of 53
rearranging modules in 56
resizing 55
Sleep module 70-71
Sleep Now module 59
Sound Volume module 61
Video Mirroring module 62, 103
vs. control panels 54

Copying
floppy disk contents 40
icons 35
CPU, processor cycling and 73
Creating
documents 22-27
files 22-24, 26-27
folders 26, 41
Cumulative trauma disorders (CTDs) 48
Custom options for battery conservation
70, 72-73
Customizing
Battery Conservation section
(PowerBook control panel)
72-74
Battery Monitor module (Control
Strip) 58
PowerBook 75-76, 83-84
system software 135-136

D

Delete key 43
Deleting items from hard disks
28-29, 36
Desktop
appearance of 20
organizing 41
removing Control Strip from 55
Dialog boxes, keyboard shortcuts in 42
Dimmed commands 42
Dimming screen
on external monitor 102
on PowerBook 69, 71
Directory dialog boxes, keyboard
shortcuts in 42
Discarding batteries 67
Disk drives
external, using PowerBook as 94
troubleshooting 122
Disk First Aid icon 131, 133
Disk formats 148
Disk Tools disk 130-131, 133
Disk Tools icon 130, 133

Index
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Disks. See also floppy disks; hard disk;

RAM disk; shared disks
menus of 39
opening higher levels of 37
troubleshooting 122—123
working with 4041
Display. See also monitor, external;
screen
angle of 3
opening 3
Documents 38-39. See also files
closing 25, 38
creating 22-27
deleting with Trash 28-29, 36
DOS 147
naming 23-24, 39
for use on Macintosh and DOS
computers 162
opening 38
saving 23-24, 39, 125
in folders 39
onto a DOS-format disk 161
storing in folders 26-27
types of 153
working with 38-39
DOS documents
assigning Macintosh programs to
152-158, 160-161
opening on a Macintosh 151
DOS, exchanging files with 147
DOS-format disks 148-150
erasing 149-150
formatting 150
icon for 148
initializing 149-150
repairing 148
saving documents onto 161-162
viewing contents of on DOS
computer 163
DOS suffixes 152-156, 158-159
Double-clicking 13, 38
changing speed of 76

Dragging

Control Strip 56

Control Strip modules 56

icons 35

items from screen to external
monitor 97

items to folders 27

items to Trash 28

window size box 36

E

Editing text, with Delete key 23
Ejecting floppy disks 40
troubleshooting 124
Electrical hazards 45
Electromagnetic emissions 52
Emptying Trash 29, 36
Erase Disk command (Special menu) 41
Erasing floppy disks 41, 149-150
Erasing items from hard disk 28-29, 36
Error messages 94, 126. See also
troubleshooting
after connecting SCSI chain 94
system error 7
when printing 126
Errors, correcting with Delete key 23
Escape key 43
Ethernet 111-114
Ethernet adapter 111-114
Ethernet cable 113-114
Ethernet network 111-114. See also
networks
connecting directly to printer
with 114
connecting PowerBook between two
deviceson 112-113
connecting PowerBook to end of 113
protocols for 112
Ethernet port 105, 107, 111-112, 114
EtherTalk 111-112
Exchanging files with DOS or
Windows 147



External modem. See modem, external
External monitor. See monitor, external
Eye fatigue 49

F G

Fatigue, avoiding 52
File sharing 60
File Sharing module (Control Strip) 60
File Sharing Setup control panel 60
File synchronization
alert messages for 145
automatic synchronization 144, 146
deleting a linked pair 142
linking files or folders for 138-139
linking non-matching folders 141
manual synchronization 144
purpose of 137
setting the direction of the link 140
synchronizing linked folders or
files 143
Files
closing 25, 38
creating 22-27
deleting with Trash 28-29
DOS 147
opening on a Macintosh 151
exchanging with DOS or
Windows 147

linking for synchronization 138-139

locked 124

naming 23-24, 39, 162

opening 38

saving 23-24, 39, 125

onto a DOS-format disk 161

sharing 60

storing in folders 26-27

synchronizing between PowerBook
and desktop Macintosh
137-146

Finder
keyboard shortcuts in 42
returning to 30

Floppy disk drive, troubleshooting 123
Floppy disks 40-41
as startup disk 129
copying contents of 40
copying contents to another disk 40
DOS-format 147, 149-150. See also
Macintosh PC Exchange
ejecting 40
troubleshooting 124
erasing 41, 149-150
initializing 149-150
locking/unlocking 125
restarting from 117
troubleshooting 122
working with 4041
Folders
creating 41
dragging items to 27
icons for 34
linking for synchronization 138-139
menus of 39
naming 26
opening 27, 39
opening higher levels of 37
placing icons inside 41
saving documents in 26-27, 39
storing work in 26-27
synchronizing between PowerBook
and desktop Macintosh
137-146
Fonts, troubleshooting 126
Format, disk 148
Formatting DOS-format disks 149-150
Function keys 43

H

Hands, discomfort in 51
Hard disk
as startup disk 129
built-in terminator for 90
copying contents of to floppy disk 40
copying floppy disk contents to 40

Index
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deleting items from 28-29, 36
external 129
installing system software on
129-136
power consumption of 71
spinning down 59, 71
storing documents on 23-24
troubleshooting 122, 129
turning off when not in use 59
using PowerBook as 93-95
Hard disk icon 20, 34
Hard disk sleep, controlling 71
Hard disk windows. See windows
HD Spin Down module (Control
Strip) 59
HDI-30 SCSI Disk Adapter 93
HDI-30 SCSI System Cable 87, 91-92
Headphones 105, 109
Health-related information 48-52
Help menu 42, 53
Hiding and showing Control Strip 55
Highlighted commands 42
Highlighting text 24

l,J

I-beam pointer 83

Icons 34-36
Apple HD SC Setup 133
blinking in menu bar 120
blinking question mark 5, 129, 134
copying 35
deselecting 34
Disk First Aid 131, 133
Disk Tools 130, 133
DOS-format disks 148
dragging to Trash 28
folder icons 34
hard disk icon 20, 34
lightning bolt 65
moving 35
naming and renaming 35
opening 35

placing inside folders 41

PowerBook File Assistant 138

putting away 36

RAM disk 79

recovering from Trash 29

removing with Trash 28, 36

SCSI 94

SCSI port 87

selecting groups of 34

selecting lists of 34

Trash 28-29

video port icon 99, 104

working with 34
ID numbers. See SCSI ID number
Initializing DOS-format disks 149-150
Install Me First disk 130-131, 134135
Installer 130-131, 134-135
Installing

PowerBook File Assistant 138

software drivers 88

system software 129-136
Internal hard disk. See hard disk
Internal modem. See modem, internal
International power requirements 85

K

Keyboard
angle of 51
position of 50
special keys on 43
Keyboard shortcuts 42
Keys, special 43

L

Laser printer
networks and 84
Lightning bolt icon 65
Locked disks 125
Locked files 124
Lotus 1-2-3 version 1.0 (Windows) 154
Low-power messages 64



M

Macintosh
opening DOS documents on 151
synchronizing files between
PowerBook and desktop
Macintosh 137
synchronizing files with 137-145
Macintosh Basics tour 9-10, 12-15
Macintosh PC Exchange 147-148,
152-163
assigning Mac programs to DOS
151-158, 160-161
control panel
adding assignments to 152,
157-158
editing assigment lists 160
trying out assignments in 160
opening DOS documents with 151
Preferences file 161
purpose of 147
saving documents onto DOS disks
with 161-162
Macintosh programs, assigning to DOS
documents 152-163

MacTCP 112
Maintenance 45
Memory

insufficient amount of 121
persistent RAM 75
protecting contents of 64
upgrading 110
virtual memory 69, 110
Memory control panel 78-81
Menu bar 30
blinking icon in 120
displaying on external monitor 101
Menus, working with 42
Messages. See alert messages; error
messages; low-power messages
Microphone 109
Microprocessor, processor cycling
and 73

Microsoft Excel 3.0 (Windows) 155
Microsoft Word 2.0 (Windows) 155
Modem, external
connecting 106-107
troubleshooting 125
Modem, internal 106-107
power consumption of 69
troubleshooting 125
Modem/Printer port 105
Modules 53
Monitor, external 97-104. See also
screen
activating 100
as extension of PowerBook screen 97
connecting 98
disconnecting 104
displaying menu bar on 101
position of 98
power adapter and 98
presentations and 103
troubleshooting 122
trouble with 100
working with 102-103
Monitors control panel 100-101
Mouse
adjusting tracking speed of 83
adjusting track length of 83
connecting 108
position of 51
Moving
Control Strip 56
icons 35
pointer with Trackpad 10
Musculoskeletal discomfort 48-49

N

Naming
documents 23-24, 39
files for use on both Macintosh and
DOS computers 162
folders 26
icons 35

Index
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Networking services 111
Networks 111-114
AppleTalk 61-62, 84, 112
automatically connecting to shared
disks 75,77
Ethernet, connecting to 111-114
installing system software on
130, 132
passwords and 77
Print Later option 75, 84
troubleshooting 127
zones 126-127
New Folder command (File menu)
26,41
Nickel-metal-hydride (NiMG) batteries.
See batteries

0

Open command (File menu) 38
Opening
Control Panels 69
Control Strip 54
display 3
documents 38
DOS documents on a Macintosh 151
files 38
folders 27, 39
higher levels of folders or disks 37
icons 35
Trash 29
windows 36
Option key 43
Overseas power requirements 85

P

PageMaker 4.0 (Windows) 155
Passwords 77

Persistent RAM disk 75, 78
Plug adapters 85

Pointer

I-beam 83

improving display of 75, 83
moving 10
troubleshooting 120

Ports 105

ADB port 105, 108

Ethernet port 105, 107, 112, 114
EtherTalk port 111
modem/printer port 105-107
power adapter port 105

SCSI port 87,91, 105, 107
serial port 105-107

sound input port 105, 109
sound output port 105, 109
video port 97, 99, 104-105

PostScript laser printer, networks and 84
Power 64-70, 72-74. See also batteries;

Control Strip; power adapter
AC 63
ADB devices and 108
batteries 63-73
battery charge level, monitoring 64
battery life, maximizing 68-73
battery removal or replacement 66, 68
conserving 59, 63-75, 78
disconnecting 1
external monitor and 98
hard disk and 59, 71
international requirements 85
low-power messages 64
management of 63-70, 72-73
microprocessor and 73
modem and 69
screen and 68, 71
SCSI disk mode and 95
sources of 63
troubleshooting 116, 118
virtual memory and 69

Power adapter 1-2, 57, 63-65, 67, 69

connecting 1-2
external monitor and 98



other adapters, damage from 1, 46,
65, 109
plug adapters and 85
troubleshooting 5
Power adapter cable 2
Power adapter port 2, 65, 105
Power On key 4-5, 43
Power Settings module (Control Strip)
58, 69, 72-74
Power source, selecting 74
Power strip 1, 98
PowerBook Display control panel 103
PowerBook File Assistant 137—138,
140-141, 146
alert messages in 145
automatic synchronization with
144, 146
installing 138
linking files or folders with 138, 141
purpose of 137
starting 138
synchronizing linked files or
folders 143
PowerBook Setup control panel 93-94,
106-107, 125
Practice session 22-31
Presentations, external monitor and 103
Printer
connecting 107
connecting directly to with
Ethernet 114
network and 84
troubleshooting 125-126
Printing on network 84
Problems. See error messages;
troubleshooting
Processor cycling 73
Programs. See application programs
Put Away command (File menu) 36

Q

Quattro (DOS) 3.0 156
Quick reference 8, 33-42
Quit command (File menu) 25
Quiz on basics 16-19

R

RAM, protecting contents of 64
RAM disk 78-82, 121
as startup disk 69, 75, 82
losing contents of 79, 116
persistent RAM 75, 78
saving contents in System Folder 75
setting up 78-81
using 82
RAM Disk Backup folder 78
RAM disk icon 79
Recharging batteries 1, 45-47, 63,
65-66, 68
troubleshooting 119
Recycling batteries 47, 67
Removing
batteries 66-67
items from hard disk. See Trash
Renaming icons 35
Repairing DOS-format disks 148
Repetitive stress injuries (RSIs) 48
Replacing batteries 67—68
Reset key combination 6, 116
Resizing Control Strip 55
Restart command (Special menu)
6-7, 31
Restarting the PowerBook
from floppy disk 117
troubleshooting 116117
with reset key combination 6
with Restart command 7, 31
Return key 43
Review of basics 16-19

Index
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S

Safety instructions 45-47
for travel 85
Save command (File menu) 23-24, 39
Save As command (File menu) 39
Saving documents 39
onto a DOS—format disk 162
troubleshooting 125
Screen. See also external monitor
angle of 51
brightness and contrast of 5, 51
dimming 68,71
on external monitor 102
external monitor as extension of 97
power consumption of 68, 71
troubleshooting 119, 122
Scroll arrow 21, 36
Scroll bar 21, 36
Scroll box 36
Scrolling windows 25, 36
SCSI chain 87-88, 90-96
connecting cables 91-92
length of 92
number of devices in 87
setting SCSI ID numbers for 88-89
terminating 90
troubleshooting 121
SCSI devices 87-96
connecting 87-96
definition of 87
installing software for 88
troubleshooting 121
turning on first 92
SCSI disk, connecting PowerBook as
93-94
SCSI Disk Adapter cable 93-95
SCSI disk mode 93-96
battery consumption in 95
connecting PowerBook as a SCSI disk
93-94
quitting 95-96
simplifying connection process 95

SCSlIicon 94
SCSI ID number, setting 88-89
SCSI ID number indicator 89
SCSI ID number switch 89
SCSI peripheral interface cable 91-92
SCSI port 87,91, 105, 107
SCSI port icon 87
SCSI System Cable 87, 91-92
SCSI terminators 90
Selecting icons 34
Serial port 105-107
Service and support 86
Setting up the PowerBook 1-8
Shared disks
automatically connecting to 77
troubleshooting 127
Sharing files 60
Shift key 43
Shortcuts. See keyboard shortcuts
Show Balloons (Help menu) 53
Shut Down command (Special menu) 6
SimpleText program
opening 22
quitting 25
Size box 21
Sleep
automatic 7, 64, 68, 71, 119
battery conservation settings
corresponding to sleep 71
controlling 71
hard disk sleep 71
prevented by external monitor 102
putting the PowerBook to 6-7, 59—60
reconnecting to shared disks after 77
troubleshooting 119
waking from 7, 60, 70
Sleep command (Special menu) 6, 60, 70
Sleep module (Control Strip) 70
Sleep Now module (Control Strip) 59
Software. See application programs;
Macintosh PC Exchange;
PowerBook File Assistant;
system software



Software drivers, installing 88
Sound, changing volume of 61
Sound input devices, connecting
108-109
Sound input port 105, 109
Sound output devices, connecting 109
Sound output port 105, 109
Sound Volume module (Control
Strip) 61
Speakers, external 109
Spills 46
Spinning down hard disk 59, 71
Starting the PowerBook 4-5, 7, 116, 121
Startup disk
floppy disk as 129
hard disk as 129
RAM disk as 69, 75, 82
Startup Disk control panel 81
Storage folder 135
Storing documents. See Save command;
Save As command
Storing PowerBook 86
Summary of basic skills 33-42
Synchronizing PowerBook and desktop
Macintosh files 137
System error message 7
System failures 116
System Folder
backing up 130
System software 129-136
customized 135-136
damaged 133
installing 129-136
installing customized version of
135-136
installing for the first time 130-132
on a network 130
purpose of 5, 129
reinstalling 133-135
troubleshooting 133

T

Tab key 42
Temperature range 47, 86
Text
highlighting 24
typing and correcting 23
Title bar 21, 24
Tracking speed, changing 76
Trackpad
adjusting 76
button 10, 13
moving pointer with 10
position of 50
tips for using 11
Trackpad control panel 76
Transporting
batteries 85
PowerBook 85
Trash 28-29
bulging 28
deleting files with 28-29, 36
dragging items to 28
ejecting floppy disks with 40
emptylng 29, 36
opening 29
recovering items from 29, 36
Trash icon 29
Traveling with PowerBook 85
Troubleshooting 115-128
application programs 128
batteries 67, 118-119
damaged PowerBook 86
disk drives and disks 122-125
external monitor 100, 122
memory 121
modems 125
networks 127
power 5,118
PowerBook 116-118
printers 125-126
RAM disk 79

Index
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screen 119-120, 122
SCSI devices 121-122
turning the PowerBook on 116, 121
what to do if you are stuck or lost 31
Turning external monitor on 100
Turning SCSI devices on 92
Turning the PowerBook off 6
with reset key combination 6
Turning the PowerBook on 4-5. See also
restarting the PowerBook
after system error 7
troubleshooting 5, 116, 121
Turning video mirroring on and off
62, 103

U

Unlocking

files 124

floppy disks 125
Upgrading memory 110

v

Ventura Publisher 3.2 (Windows) 156
VGA monitors 97. See also monitor,
external
Video cable 99
Video mirroring 62
later 103
Video port 97, 99, 104-105
Video port icon 99
Virtual memory 110, 121
power consumption of 69
Volume, changing 61

WXYZ

Waking from sleep 6-7, 60-61, 70
Warranty, voiding 46
Windows 36-37

activating 31, 37

closing 31, 36

hidden 120

opening 36

purpose of 36

scrolling 25, 36

viewing contents of 37
Windows, Microsoft

exchanging files with 147
WordPerfect 5.1 (DOS) 156
Work environment 48, 50-52
Wrists, discomfort in 51
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