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4. The document will stay in the Hard Disk level, because the destination 
folder is not highlighted. 

9th Encounter 
1. a. Duplicate the file and drag the copy to the destination folder; 

b. Option-drag the file to the destination folder. 

2. Perform a More Choices Find to locate all document files that are 
older than a certain date, checking the all at once checkbox. If those 
documents can be deleted, drag them all to the Trash in one move or, 
copy them to a floppy disk as an archive of important files and then 
trash the copies on the hard disk. 

3. Search for all files whose modified date is today's date, checking the 
all at once checkbox. Drag the found files to the other volume. 

10th Encounter 
1. Both are programs that have their own menu bars, appear in the 

Applications menu, and modify the About item in the Apple menu. 

2. Desk accessories generally occupy much less RAM than applications; 
they also occupy a single window on the screen and do not have 
multiple document windows, as applications may provide. 

3. a. Click the window of the inactive desk accessory to activate it; 
b. Choose the desk accessory item in the Applications menu; c. Re­
choose the desk accessory from the Apple menu. 

4. a. Look for the name of the program appended to About in the Apple 
menu; b. Look for the check mark next to the program's name in the 
Application menu. 

5. Only Information Manager, the active application, is visible on the 
screen; all others are open, but hidden. 
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11th Encounter 
1. It's up to the program designer. Often, a visual clue is an active Open 

menu command while another document is already open. 

2. The total usually depends on the amount of memory assigned to the 
program and in your Macintosh. 

3. Document windows are resizable and usually sport places for scroll 
bars. A zoom box is not a prerequisite. 

4. Try in the following order: a. typing a few characters to see whether 
they reach the window; b. look for a New command in the File menu; 
c. look for a tools palette and select a tool to use with the pointer; d. 
look for menus that lead to dialog boxes; e. read the manual. 

1 2th Encounter 
1. File menu 

2. Save assumes that the document already has a name and location in a 
folder, so it doesn't query you for naming the document; Save As leads 

to a dialog box requesting a file name and folder location. 

3. True 

4. Use the Finder to copy the document; using Save As changes the name 
of the current document to the name of the backup document-the 
next Save will be to the backup, not the original. 

5. You haven't made any changes to the document since it was last saved. 

6. The command triggers the Save As command. 

7. Each time you reach a point at which you don't want to re-do work 
because the power went out or the computer hangs. 
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13th Encounter 
1. File menu 

2. Don't Save: discards all changes and closes the document or program; 
Cancel: takes back the quit command, leaving you at the same spot 
you were before issuing the command; Save: saves the current state of 
the document before closing the window. 

14th Encounter 
1. The Scrapbook can contain many pieces of information, but the 

Clipboard contains only one; the Clipboard is wiped clean when the 
Mac shuts down, but the Scrapbook stores its contents on the hard 
disk. 

2. Cut and Copy 

3. Paste 

4 . Select the old text and start typing the new. 

5. You can' t. You need the Clipboard to move information into and out 
of the Scrapbook. 

6. a. Select the paragraph with a click at the beginning and Shift-dick at 
the end; b. Choose Cut from the File menu; c. Position the text 
insertion pointer at the desired location; d. Choose Paste from the File 
menu. 

15th Encounter 
1. The printer driver selected in the Chooser. 

2. a. Choose Print from the File menu; b. Tab to the range fields and 
type 5 and 10 into the fields; c. Click the Print button. 

3. Background printing sends information to the printer page by page as 
the printer is able to accept data, but you can go about doing other 
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tasks. You can be working in a different program while a long docu­
ment prints. 

16th Encounter 
1. Choose Control Panels from the Apple menu to view the folder 

window containing all control panel files; then double-dick the panel 
of your choice. 

2. a. Open the General Controls control panel; b. Click on the hours 
digits; c. Type the number for one hour ahead of the time displayed 
there; d. Click the small clock icon to set the internal clock. 

3. The computer or a program that's running wants your attention, either 
because you tried to do something that isn't allowed at that moment or 
because your input is required to complete a task. 

1 7th Encounter 
1. Double-density and high-density diskettes, respectively. 

2. A message tells you how much space needs to be emptied to allow the 
file to be copied. 

3. Absolutely. A floppy disk is like any volume. 

4. Drag an individual file to the Trash to delete the file from a floppy. To 
erase a diskette, select the diskette icon and choose Erase Disk from the 
Special menu. 

1 8th Encounter 
1. a. Select the folder; b. Choose Sharing from the File menu; c. Click the 

Share this i tern and its contents checkbox; d. Close the dialog box; 
e. Click the Save button. 
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2. a. Open the Chooser; b. Click the AppleShare icon; c. Double-dick 
the name of your colleague's Mac; d. Click the Guest button and the 

OK button; e. Double-dick the name of the volume; f. Close the 
Chooser. 

3. c, a, b 

19th Encounter 
1. Extensions are programs that automatically load upon startup and run 

in the background independent of your actions; control panels, some 

of which load into memory during startup, give you control over 
settings that affect your system or external devices. 

2. Extension: An alert that says you can't open the item; Control panel: 

The control p~nel window opens; Font suitcase: A text listing of font 
files packaged together in the suitcase; Font file : A window showing 
samples of the font in various sizes; Desk Accessory: The desk acces­
sory window 

3. The System File also consists of many pieces, some of which we can 

drag into and out of the file as objects (e.g., sounds). 



Symbols 
• (buller), 16 
. . . (ellipsis) , 65 

A 
Abour desk accessory name (Apple menu) 

command, 163 
Abour program name (Apple menu) 

command, 165 
Abour This Macintosh (Apple Menu) 

command, 89 
accessing Sysrem Folder, 113-114 
acrivaring, see launching 
acrive 

programs, 167-168 
windows, 100-101 , 33 1 

Adobe Sysrem PosrScript fonts, 295 
aliases, 261-265 , 331 

files, 149 
replacing original files , 267 

Index 

Apple menu, 331 
commands 

About desk accessory name, 163 
About program name, 165 
About This Macintosh, 89 
aliases, 264 
Control Panels, 256 

Apple Menu !rems folder, 114-115, 
172-173, 332 

placing aliases in, 264 
AppleTalk, 332 

LaserWriter settings, 244 
Application menu, 332 

commands 
desk accessory name, 163 
Hide Ochers, 171 
program name, 165 

application programs, 122, 162-163, 332 
see also programs 

Applications folder, 125 
arrow buttons, scroll bars, 105-107 



arrow keys, 221, 334 
automatically launching programs at 

startup, 265 
autoscrolling windows, 130, 332 

B 
background printing, 245-246, 332 
backups, 332 

documents, 200, 205 
files, on floppy disks, 281 
regularly, 324 

Balloon Help (Help menu) command, 185 
basics, searching, 15 5 
batteries, sys tem unit, 266 
beep sounds, 260-261, 269-270, 332 
bitmaps, 230-231, 332 
bombing system, 298, 332 
booting 

Macintosh, 22-27, 332 
programs, see launching 

Brightness control panel, 261 
brightness, screens, 261 
bugs, programs, 3 17-320, 332 
bullet (•) , 16 
buttons, 197, 332 

c 

default, 198 
mouse, 338 

Calculator DA, 173-174 
Central Point Software's Disk Tools 

program, 312-313, 327 
character styles, 10-17 
checking Macintosh hardware, 25-26 
Chooser, 333 

selecting 
printer zones, 244 
printers, 242-243 

settings, 250 
cleaning mouse/trackballs, 54 
clicking mouse, 46-48, 55, 333 
Clipboard, 224-226, 237, 333 

in different programs, 232-233 

clock, internal, 257-258 
setting date, 268 
setting time, 268-269 
troubleshooting, 266-267 

close box, windows, 103, 333 
Close Window (File menu) command, 187 
closing 

document windows, 186-187 
documents, 190 
windows, 103, 333 

keyboard shortcuts, 116 
Command key, 9-17, 333 
command-key equivalents, 68-69, 333 

see also keyboard shortcuts 
commands 

. .. (ellipsis), 65 
About desk accessory name (Apple 

menu) , 163 
About program name (Apple 

menu) , 165 
About This Macintosh (Apple 

Menu), 89 
aliases (Apple menu) , 264 
Balloon Help (Help menu), 185 
Close Window (File menu), 187 
Control Panels (Apple menu) , 256 
Copy (Edit menu), 224, 333 
Cut (Edit menu), 224, 334 
desk accessory name (Application 

menu) , 163 
dimmed, 66-67, 334 
Duplicate (File menu) , 147-149 
Eject Disk (Special menu), 281-283 
Empty Trash (Special menu), 149 
Find (File menu), 144, 202, 335 
Find Again (File menu), 145, 154, 335 
Get Info (File menu) , 123 
Hide Others (Application menu), 171 
Icon view (View menu) , 108 
Make Alias (File menu), 262 
Name view (View menu), 114 
New Folder (File menu) , 126-127 
Open (File menu), 165, 187-188, 220 
Page Setup (File menu), 246-247, 338 



Paste (Edit menu), 225, 338 
Print (File menu), 247-248 
program name (Application menu), 165 
Quit (File menu), 210, 215-216 
Save (File menu), 199, 340 
Save As (File menu), 194-200, 340 
selecring, 64-65 
Show Clipboard (Edit menu) , 234-235 
Shut Down (Special menu), 70 
Small Icon view (View menu), 108 
Undo (Edit menu), 73, 226, 342 

Control key, 8-17, 333 
control panels (cdevs), 256, 333 

launching, 256 
Brightness, 261 
General Controls, internal clock, 

257-258 
Mouse, 259 
settings 

changing, DOS versus 
Macintosh, 266 

troubleshooting, 267 
Sound, 260-261 
SuperClock, 293 
troubleshooting, 313 

Control Panels (Apple menu) 
command, 256 

Control Panels folder, 256 
Copy (Edit menu) command, 224, 333 
copying 

documents to other locations, 197-199 
files, 333 

to floppy disks, 280-281 
to hard disk, 147-149 

floppy disks, 286-287 
Finder, 281-283 

text, 224-226, 237 
to other programs, 234-235 

crashes, 333 
creating 

aliases, 262 
folders, 126-127, 134-135 

current view, windows (scroll bars), 
105-107 

cursor keys, 221, 334 
cursor, 221, 341 

Index 

Cut (Edit menu) command, 224, 334 
cutting text, 224-226, 237 

D 
database programs, 183, 334 
date, setting, 257-258, 268 
dead systems, 308 
default buttons, 198 
defaulcs, 196, 334 
Delete key, 226 
deleting 

files 
emptying Trash, 149 
restoring, 151-152 

text, 226-227 
desk accessories (DAs), 162-163, 334 

launching, 163, 173 
behavior differences from 

applications, 164 
Calculator, 173-17 4 
Chooser, 242-244, 250, 333 
Scrapbook,228,236-237, 340 
switching between Finder and, 17 4 
versus TSR programs in DOS, 168 
viewing, 172-173 

desk accessory name (Application menu) 
command, 163 

Desktop, 30-31, 334 
elements, 32-35 
hard disk icon, 33 
mounting volumes, 86 
organizing, 137-138 
patterns, 37 
rebuilding, 327 
removing volumes, 86 
sizes, 31 
Trash, 33, 341 
versus Finder, 37 

diagnosing 
problems, see troubleshooting 
system components, 306-307 
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dialog boxes, 24, 65, 334 
Get Info, 123, 336 
offering to quit inactive programs, 169 
Open File, 220-221, 279-280, 338 
Print, 339 
Save File, 194-200, 279-280, 340 
undoing selections, 73 

dimmed commands/menus, 66-67, 334 
Disk First Aid program, 311-313 
Disk Tools program (Central Point 

Software), 312-313, 327 
diskette drives, 334 

location, 274-275 
diskettes, see floppy disks 
documents, 122, 334 

backups, regular, 324 
closing, 190 
contents, 180 
icons, 88 
multiple 

opening, 211 
using, 187-188 

naming, 201 
numeric entering, 182 
opening, 220-221, 233 
printing, 241 

landscape mode, 251 
saving, 194 

backups, 200, 205 
first rime, 194-197, 202-203 
overwriting, 202 
revisions, 200 
to other locations, 197-199 
work in progress, 199, 204-205 

spreadsheets, 182 
TeachText, 190 
terminology, 180 
text 

copying, cutting and pasting, 
224-226, 237 

deleting, 226-227 
DOS versus Macintosh, 231 
entering, 182 
selecting, 222-224 
typing, 221, 233-234 

windows, 180, 334 
closing, 186-187 
elements, 185 
new, 181 

Documents folder, 125-126 
double-clicking mouse, 51, 57, 334 
double-sided floppy disks, 334 
drag-and-drop, 50-51 , 57, 334 

moving 
files or folders, 129 
multiple items, 137 

to Trash 
icons, 149 
selected folders, 156 

dragging, 49, 57, 335 
folders in different views, 135-136 
items in windows, auroscrolling, 130 
windows, 101 

draw objects, 230, 335 
drivers, printer, 339 
drives 

diskette, 334 
inserting floppy disks, 275 
location for floppy disks, 274-275 

Duplicate (File menu) command, 147-149 
duplicating folders, 154 

E 
Edit menu, 335 

commands 
Copy,224,333 
Cur, 224, 334 
Paste, 225, 338 
Show Clipboard, 234-235 
Undo, 73, 226, 342 

Eject Disk (Special menu) command, 
281-283 

ejecting floppy disks, 279-280, 335 
in a freeze, 284-285 
saving windows locations, 288 

ellipsis( ... ), 65 
emergency system floppy disks, 326 
Empty Trash (Special menu) 

command, 149 
Enter key, 7, 335 



entering rexr in documents, 182, 190 
enrirlebarmenr, 100-101 
erasure, prorecring againsr, 149 

locking rabs, 276 
Escape key, 9-1 7, 335 
expanded searching, 15 5-156 
Exrended keyboards, 10-17 
exrensions, 292-293, 335 

conflicring, 298 
rroubleshooring panels, 313 

Exrensions folder, 292 
primer driver files, 242-243 

exrernal devices, rroubleshooring, 315 

F 
FAX modems as primers, 242 
fields, 198, 335 
File menu, 335 

commands 
Close Window, 187 
Duplicare, 147-149 
Find, 144, 202, 335 
Find Again, 145, 335 
Ger Info, 123 
Make Alias, 262 
New Folder, 126-127 
Open, 165, 187-188, 220 
Page Serup, 246-247, 338 
Prinr, 247-248 
Quir, 210, 215-216 
Save, 199,340 
Save As, 194-200, 340 

file servers, 36, 335 
icons, 86 

files, 122, 335 
aliases, 149 
backups 

floppy disks, 281 
regular, 324 

control panels, see conrrol panels 
copying, 333 

ro floppy disks, 280-281 
ro hard disk, 147-149 

delering, 149 
fonr suircases, 295 

Index 

informarion abour, displaying, 123 
moving, 129, 150 
opening, 220-221, 233 
organizing merhods, 124-126 
overwriring, 202 
primer driver, 242-243 
real-world versus compurers, 122-123 
recovering, 151-152, 326-327 
searching, 146-14 7 

conrinuing, 153-154 
successful, 15 3 
unsuccessful, 152 

searching for, 144, 201-202, 204 
selecring, 146-14 7 
Sysrem, 294 
rransferring by floppy disks 

(Sneakerner), 281 
filing floppy disks, 287-288 
Find (File menu) command, 144, 202, 335 
Find Again (File menu) command, 145, 

154,335 
Finder, 30, 35-36, 336 

copying floppy disks, 281 
Deskrop, see Deskrop 
opening floppy disks, 278 
searching for files, 144 
swirching berween desk accessories 

(DAs) and, 17 4 
tracking hard-disk free space, 84-8 5, 91 
rroubleshooring, 315 
windows, 100 

hiding all windows excepr, 175 
resizing, 111-112 
scroll bars, 10 5 
ride bars, 100-101 
viewing conrenrs, 107-108 

floppy disks, 336 
backup files, 281 
capaciries, 281 
care, 283-286 
copying, 281-283, 286-287 

files ro, 280-281 
renaming copies, 282-283 

double-sided, 334 
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ejecring, 279-280, 335 
Ejecr Disk (Command-E) , 281-283 
in a freeze, 284-285 
saving windows locarions, 288 

emergency sysrem, 326 
filing, 287-288 
handling, Mac versus DOS, 283-284 
high-densiry, 337 
inirializing, 276, 286 

bad inirializarion, 285 
inserring in drives, 275 
locking, 327-328, 337 

locking rabs, 275-276 
opening wirh Finder, 278 
reading DOS formars, 284 
rransferring files, Sneakerner, 28 1 
rypes, 278 

folders, 87, 336 
Apple Menu !rems, 172-173, 332 

placing aliases in, 264 
Applications, 125 
Conrrol Panels, 256 
crearing, 126-127, 134-135 
Documenrs, 125-126 
dragging ro Trash, 149, 156 
duplicaring, 154 
Exrensions, 292 
Fonrs, 294 
moving, 129, 136 

in differenr views, 135-136 
naming, 91, 126, 132-135 
organizing levels, 133 
renaming, 128 
replacing DOS subdirecrories, 90-91 
Srarrup !rems, 340 

aliases, srarring programs from, 265 
Sysrem, 84, 87, 298-300, 341 

dragging special-folder irems ro, 297 
versus subdirecrories, 132 
viewing conrenrs, 115 

fonts, 294, 336 
adding, 296 
DOS versus Macinrosh, 297 
PostScript, 295, 339 
primer, 295 , 339 

screen, 295 , 340 
suircase files, 295, 336 
TrueType, 295, 34 1 

Fonrs folder, 294 
forced quit, 316, 336 
free hard disk space 

keeping available, 329 
tracking, 84-85, 91 

freezing, 213-214, 298, 336 
escaping via power switch, 214 
removing floppy disks, 284-285 
resrarring, 213-214 

full hard disks, 92 
Funcrion keys, 336 
FWB Sofrware, lnc.'s Hard Disk Too!Kit 

Personal Edirion program, 312-313 

G 
General Conrrols panel, inrernal clock, 

257-258 
Get Info (File menu) command, 123 
Get Info dialog box, 123, 336 
graphics 

draw objecrs, 335 
program rools, 183 
programs, 183, 336 
selecting, 230-231 

grayed commands/menus, 66-67 
grow box, 102, 113-114, 336 

H 
hanging, see freezing 
Hard Disk window, 113-114 
Hard Disk ToolKir Personal Edition 

program (FWB Sofrware, Inc.), 312-313 
hard disks, 30, 336 

available space versus assumed 
capaciry, 91 

copying files ro, 147-149 
free space 

keeping available, 329 
rracking, 84-85, 91 

full, 92 
icons, 33 



startup disk, 33 
troubleshooting, 310-312 
versus RAM storage, 90 

hardware 
checking, 25-26 
mouse, 44 
self-test troubleshooting, 309 

Help menu, 337 
Balloon Help command, 185 

Help! program (Teknosys), 316 
hidden program windows, bringing to 

top, 169 
Hide Others (Application menu) 

command, 171 
hiding 

all except Finder, 175 
program windows, 171 

hierarchical menus, 69-70, 337 
high-density floppy disks, 337 

1-J 
icon view, 126 

System Folder, scrolling, 115-116 
Icon view (View menu) command, 108 
icons, 337 

launching, 48 
documents, 88 
file servers, 86 
folders, 87 
hard disks, 33 
Macintosh, 22-27 
programs, 88 
System Folder, 87 

dragging special-folder items to, 297 
Trash, 33 
volumes, 85-86 

Image Writers, 242, 337 
fonts , 296 

initializing floppy disks, 276, 286, 337 
bad initializations, 285 

INITs, see extensions 
inserting floppy disks in drive, 275 
insertion pointer, 221, 341 
installing RAM, 92 

Index 

internal clock, 257-258 
setting date, 268 

K 

setting time, 268-269 
troubleshooting, 266-267 

keyboard shortcuts 
Clear settings (Command-Option-P-R), 

267, 311-313 
Close all windows (Option key-active 

window close box), 116 
Copy (Command-C), 237 
Cut (Command-X), 237 
Duplicate (Option-drag to new 

location) , 148-149, 154 
Eject Disk (Command-E), 281-283 
Find Again (Command-G), 154, 156 
Force Quit (Command-Option-

Escape), 213-214, 316-320 
New Folder (Command-N), 126 
Paste (Command-V), 237 
Quit (Command-Q), 210, 215-216 
rebuild Desktop (Command-Option), 

327 
Restart with extensions off (Shift key), 

317-320 
Save (Command-5), 199 
Start programs (double-click), 211 
Undo (Command-Z), 235 
Unfreeze (Command-. [period]), 

213-214, 316-320 
keyboards 

Extended, 10-17 
layour, 4-6 
Macintosh, 4 
maintaining, 12-17 
practicing typing, 13-14 
types, 4-6 

keys 
Command, 9-17, 333 
Control, 8-17, 333 
cursor (arrow), 221, 334 
Delete, 226 
Enter, 7, 335 
Escape, 9-17, 335 
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Function, 336 
modifier, 8-17, 338 
Option, 8-17, 338 
Return, 7, 339 
Shift, 8- 17 

kilobytes (K), 88, 337 

L 
landscape printing, 247, 337 
laser printers, 242 
LaserWriters, 242, 337 

fonts, 295-296 
settings, Apple Talk, 244 

Launcher, 35 
launching programs, 166 

launching, 337 
control panels, 256 
desk accessories (DAs) , 163, 173 
icons, 48 
Macintosh, 20-21, 26-27 
portable Macs, 21 
programs, 165-166, 174, 184-185 

automatically at startup, 265 
DOS versus Macintosh, 168 

locating, see searching 
locking floppy disks, 327-328, 337 
locking tabs, floppy disks, 275-276 

M 
Macintosh 

booting, 22-27, 332 
Finder windows, 100 
graphic booting process, 24 
hardware, checking, 25-26 
icons, 22-27 
keyboards, 4 
launching, 20-21 , 26-27 
restarting, 339 
startup, 22-27, 340 
turning off, 70 

before plugging/unplugging 
cables, 328 

unplugging during electrical storms, 
328-329 

windows sryles, 112 

maintaining 
floppy disks, 283-286 
keyboards, 12-17 

Make Alias (File menu) command, 262 
megabytes (M, MB, or Megs), 84, 88, 337 
memory, 337 

checking on amounts, 89 
RAM (Random Access Memory), 

88-89, 339 
installing, 92 
versus disk storage, 90 

menu bar, 32, 338 
menus, 62 

Apple, 331 
dimmed, 66-67 
DOS versus Macintosh, 71 
Edit, 335 
File, 335 
Help, 337 
hierarchical (submenus), 69-70, 337 
pop-up, 339 

Save File dialog box, 195-196 
pull-down, 62, 339 
scrolling, 72 
selecting commands, 64-65 
standard to all programs, 65-66 
undoing selections, 73 
viewing, 63 

modifier keys, 8-1 7, 338 
mounting volumes, 86, 338 
mouse, 44, 338 

cleaning, 54 
clicking, 46-47, 55 , 333 
DOS versus Macintosh, 53 
double-clicking, 51, 57, 334 
dragging, 57, 335 
moving, 52, 55 
operations, 44 
text selection speedcuts, 223-224 
troubleshooting, 53-54 

mouse button, 46-47, 338 
releasing, 50-51 

Mouse control panel, 259 
mouse pointer, changing speed, 259, 269 



moving 
files, 129, 150 
folders, 129, 136 

in different views, 135-136 
items with same name, 132-133 
mouse, 52, 55 
multiple items, 137 
screen pointers, 46-47 
scroll bars, 106-107 
text, 224-226 

multiple 

N 

documents, 187-188 
opening, 211 
viewing, 188 

items, moving, 137 
programs, 167-168 

Name view (View menu) command, 114 
naming 

documents, 201 
folders, 91, 126, 132-135 
see also renaming 

networks 
AppleTalk, 244, 332 
file servers, 36, 335 

icons, 86 
new document windows, 181 
New Folder (File menu) command, 

126-127 
Norton Utilities for the Macintosh 

(Symantec Corp.), 312-313, 327 
numeric entering, spreadsheets, 182 
numeric keypad, 338 

0 
On/Off switch, 20-21 
Open (File menu) command, 165, 

187-188, 220 
Open File dialog box, 220-221 , 

279-280, 338 
opening 

documents, 220-221, 233 
programs, see launching 

Option key, 8-1 7, 338 
organizing 

Desktop, 137-138 
files, methods, 124-126 
folder levels, 13 3 

overlapping windows, 130, 338 
overwriting 

files, 202 
text, 227 

p 
Page Down control, moving scroll 

bars, 107 
Page Setup (File menu) command, 

246-247, 338 

Index 

Page Up control, moving scroll bars, 107 
palettes, 166, 338 
Paste (Edit menu) command, 225, 338 
pasting text, 224-226, 237 
patterns, Desktop, 37 
Perform as 

backing up System Folder, 324 
Documents folder, 126 
Launcher, 35 

launching programs, 166 
pixels, 31, 338 
pointers, 32, 339 

mouse speed, changing, 259, 269 
screen 

freezing, 5 3-54 
moving, 46-47 

text insertion, 221, 341 
pop-up menus, 146-147, 339 

Save File dialog box, 195-196 
portrait printing, 247, 339 
ports, SCSI, 309 
PostScript fonts , 295, 339 
power 

button, portable Macs, 2 1-27 
problems, 308 
surge protectors, 328, 341 
switch, restarting, 317 

PowerBooks, 44 
avoiding extreme temperatures, 329 
trackballs, 44, 47 
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practicing keyboard typing, 13-14 
preventing problems 

avoiding extreme temperatures for 
PowerBooks, 329 

backups, 324 
emergency system floppy disks, 326 
file recovery programs, 326-327 
keeping hard-disk free space 

available, 329 
loading constantly-run programs 

first, 329 
locking floppy disks, 327-328 
rebuilding Deskrop, 327 
surge protectors, 328 
turning off Macintosh before plugging/ 

unplugging cables, 328 
unplugging equipment during electrical 

srorms, 328-329 
virus detection software, 325 

Print (File menu) command, 247-248 
Print dialog box, 339 
printer driver files, 242-243 
printer drivers, 339 

as system-wide functions, 248 
spooling, 245-246 

printer fonts, 295, 339 
printers 

Apple Image Writer, 242, 337 
Apple LaserWriter, 242, 337 
Apple StyleWriter, 242, 341 
FAX modems, 242-243 
laser, 242 
Mac compatibility, 242 
page variations, 246-247 
parameters while printing, 247-248 
ports, 243-244 
selecting, Chooser, 242-243 
troubleshooting, 249 

printing 
background, 332 
documents, 241 
landscape (sideways), 247, 251 , 337 
portrait (vertical), 247, 339 

PrintMoniror spooling software, 246 

problems, see troubleshooting 
program name (Application menu) 

command, 165 
program windows 

hidden, bringing ro top, 169 
hiding, 171 

programs, 162, 339 
active, 167 -168 
application, 122, 162-163, 332 
booting, 332 
bugs, 317-320 
Calculator DA, 173-17 4 
Chooser, see Chooser 
constantly-run, loading first, 329 
database, 183, 334 
desk accessories (DAs) , 163-164, 168, 

172-174, 334 
Disk First Aid, 311-313 
Disk Tools (Central Point Software), 

312-313, 327 
elements, 166-167 
file recovery, 326-327 
Finder, see Finder 
forced quit, 316-320 
freezing, 213-214 
graphics, 183, 336 
Hard Disk ToolKit Personal Edition 

(FWB Software, Inc.), 312-313 
help, 185 
Help! (Teknosys), 316 
icons, 88 
inactive, dialog boxes offering to 

quit, 169 
launching, 165-166, 174, 184-185 

automatically at startup, 265 
DOS versus Macintosh, 168 

multiple, 167-168 
Norton Utilities for the Macintosh 

(Symantec Corp.), 312-313, 327 
PrintMoniror, 246 
quitting, 214-215, 339 
restarting, 211, 215-216 
Scrapbook DA, 228, 236-237, 340 
spooler, 245-246 



spreadsheets, 340 
standard menus, 65-66 
switching between, 175 
TeachText, 189-190, 341 
text editors, 341 
troubleshooting, 304 
unfreezing, 316-320 
utility, 162 
virus detection, 325 

pull-down menus, 62, 339 
see also men us 

Q-R 
Quit (File menu) command, 210, 215-216 
quitting, 214-215, 339 

RAM (Random Access Memory), 
88-89, 339 

checking on amounts, 89 
installing, 92 
modules (SIMMs), 309 
versus disk storage, 90 

rebuilding Desktop, 327 
recovering files, 151-152, 326-327 
releasing mouse button, 50-51 
removing 

floppy disks, see ejecting floppy disks 
volumes from Desktop, 86 
see also deleting 

renaming 
aliases, 262 
folders, 128 
see also naming 

Reset button, 214, 317 
resizing windows, 102, 110-112, 189 

Finder, 111-112 
zoom box, 102 

restarting, 339 
after freezing, 213-214 
manually, 317 
programs, 211, 215-216 
Reset button, 214, 317 
system (Command-Option-P-R), 

311-313 

Index 

with extensions off (Shift key), 317-320 
with power switch, 214, 317 

Return key, 7, 339 
root level, 85, 340 

5 
Save (File menu) command, 199, 340 
Save As (File menu) command, 

194-200, 340 
Save File dialog box, 194-200, 

279-280, 340 
saving 

changes, 186-187 
documents, 194 

backups, 200, 205 
first time, 194-197, 202-203 
overwriting, 202 
revisions, 200 
to other locations, 197-199 
work in progress, 199, 204-205 

Scrapbook desk accessory, 228, 
236-237, 340 

screen fonts , 295, 340 
screen pointers 

freezing, 53-54 
moving, 46-47 

screens, adjusting brightness, 261 
scroll bars, 105-107, 340 
scrolling 

Icon view (System Folder), 115-116 
menus, 72 
windows 

autoscrolling, 130, 332 
selecting text descending through 

several scrollings, 223-224 
SCSI devices, troubleshooting, 309, 

318-320 
searching 

basics, 155 
disks, troubleshooting, 310 
expanded, 155-156 
files, 146-147 

continuing, 153-154 
Finder, 144 
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successful, 15 3 
unsuccessful, 15 2 

for files, 201-202, 204 
selecting, 48, 340 

commands, 64-65 
files, 146-14 7 
graphics, 230-231 
printer zones, Chooser, 244 
printers, Chooser, 242-243 
text, 222-224 
view types, windows, 107-108 

serial ports 
modem, 243-244 
printer, 243-244 

Shift key, 8-17 
Show Clipboard (Edit menu) command, 

234-235 
Shut Down (Special menu) command, 70 
sideways (landscape) printing, 247, 337 
Small Icon view (View menu) 

command, 108 
SneakerNet, 281, 340 
software, see programs 
sorting items, windows, 108 
Sound control panel, 260-261 
sounds, 260-261, 269-270, 332 
Special menu commands 

Eject Disk, 281-283 
Empty Trash, 149 
Shur Down, 70 

speedcuts, see keyboard shortcuts 
spooling, 245-246, 340 
spreadsheets, 340 
starting, see launching 
startup, 340 

disks, 33, 340 
Macintosh, 22-27 

Startup Items folder, 340 
aliases, starting programs from, 265 

scoring data in Scrapbook DA, 228 
styles, character, 10-17 
StyleWriters, 242, 341 

fonts, 296 
submenus, 69-70 

suitcase files, fonts, 295, 336 
SuperClock control panel, 293 
surge protectors, 328, 341 
switches, On/Off, 20-21 
switching 

between desk accessories (DAs) and 
Finder, 174 

between programs, 175 
Symantec Corp.'s Norton Utilities for the 

Macintosh, 312-313, 327 
symptoms of pro~lems, 307 
system 

bombing, 298, 332 
components, troubleshooting, 306-307 
dead, 308 
files, DOS versus Macintosh, 297 
freezing, 336 
hanging, 298, 336 
On signal, troubleshooting, 308 
troubleshooting, 304 

System File, 294 
System folder, 84, 87, 298-300, 341 

accessing, 113-114 
Apple Menu Items folder, 172-173 

placing aliases in, 264 
Extensions folder, 292 
Fones folder, 294 
icon, dragging special-folder items 

ro, 297 
Icon view, scrolling, 115-116 
opening, 113 
Startup Items folder, 340 

aliases, starting programs from, 265 
System File, 294 
unknown components, 

troubleshooting, 307 
system unit batteries, 266 

T 
Tab key, practicing, 14 
TeachText program, 189-190, 341 
Teknosys' Help! program, 316 
temperatures, extreme, avoiding for 

PowerBooks, 329 



text 
copying, cutting and pasting, 

224-226, 237 
to other programs, 234-235 
undoing, 226, 235 

deleting, 226-227 
DOS versus Macintosh, 231 
entering in documents, 182, 190 
selecting, 222-224 
typing, 221, 233-234 
viewing, 109, 114-115 

text cursor, 221, 341 
text editors, 341 
text insertion pointer, 221, 341 
text view, 127 
thumb, scroll bars, 106-107 
tiling windows, 130, 341 
time, setting, 257-258, 268-269 
tide bars, 341 

Finder windows, 100-101 
toolbars, 167, 341 
tools, graphics programs, 183 
trackballs, 44, 341 

buttons, 47 
cleaning, 54 
operations, 44 

tracking, mouse, 52, 55 
speed, changing, 259, 269 

Trash, 33, 341 
removal protecting, 149 
removmg 

files/folders, 149, 156 
floppy disks, see ejecting 

temporary holding for unneeded files, 
156-157 

warning alert, 156-157 
triangles in menus 

down-facing, 72 
right-facing, 69-70 

troubleshooting, 25-26 
control panels, 313 
diagnosing system components, 

306-307 
disk locations, 310 

extension 
conflicts, 298 
panels, 313 

external devices, 315 
Finder, 315 
guidelines, 344 
hard disks, 310-312 
hardware self-test, 309 
internal clock, 266-267 
losing files, 201-202 
mouse, 53-54 
outside hard disk repair, 312 
printers, 249 
SCSI devices, 309, 318-320 
symptoms of problems, 307 
terms used for, 305 

TrueType fonts, 295, 341 
turning off Macintosh, 70 

Index 

before plugging/unplugging cables, 328 
typefaces, see fonts 
typing 

u 

techniques 
Option key, 15-17 
Command key, 15 

text, 221, 233-234 

Undo (Edit menu) command, 73, 226, 342 
undoing 

cutting and pasting text, 226, 235 
menu selections, 73 
unable to, 232 

unfreezing programs, 316-320 
unplugging 

cables, turning off Macintosh 
before, 328 

equipment during electrical storms, 
328-329 

utility programs, 162 

v 
vertical (portrait) printing, 247, 339 
View menu commands 

Icon view, 108 
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Name view, 114 
Small Icon view, 108 

viewing 
Finder window conrenrs, 107-108 
folder conrems, 115 
menus, 63 
multiple documenrs, 188 
text, 109, 114-115 

views 
dragging folders in differenr, 135-136 
icon, 126 
text, 127 
types, windows, 107-108 

viruses, 342 
detection software, 325 

volumes, 85-86, 342 
mounting, 338 

w 
warning alert, Trash, 156-157 
Window menu, 188-189 
windows 

active, 100-101, 331 
autoscrolling, 130, 332 
behavior, 110 
choosing view types, 107-1 08 
close box, 103 
closing, 103, 333 

keyboard shortcuts, 116 
current view, 105-107 

documenr, 180, 334 
closing, 186-187 
elemenrs, 185 
new, 181 

dragging, 101 
Finder, 100 
grow box, 102, 11 3-11 4 
Hard Disk, 11 3-114 
locations, saving to floppy disks, 288 
overlapping, 130, 338 
program 

hidden, bringing to top, 169 
hiding, 171 

resizing, 102, 110-112, 189 
scroll bars, 105-107 
sorting items, 108 
styles, 112 
tiling, 130, 341 
tracking number of items within, 85 
zoom box, 102, 113-114, 342 

x-z 
zones, 342 
zoom box, 113-114, 342 

resizing window, 102 



Dingbats, and Trashies, and Wogs-OH MY! 

Character 
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(continued from the inside front cover} 

Encounter 

Storing Your Work 

Quitting and Restarting 
the Program 

Working with an Existing 
Document 

Printing a Document 

Customizing Your Desktop 

Sharing Info1"matlon via 
Floppy Disk 

Extending Your System's 
Capabilities 

When Things Don't Work 

Avoiding Computer 
Disasters: Rules To 
Live By 

Goal 

Master the methods of saving a 
document in folders so that you can 
organize documents while you work on 
them. 

Learn how to quit and restart 
a program in your sleep. 

Start using basic text-editing 
techniques, while learning how to 
move text and pictures around. 

Learn how to navigate through the 
dialog boxes required to print a 
document. 

Learn how to make important system 
settings and to simplify application 
launching. 

Know how to transfer information 
from one Macintosh to another via 
Sneaker Net. 

Gain familiarity with the Extensions, 
Control Panels, and Fonts folders 
inside the System Folder. 

Learn how to track down sources of 
problems so that you can solve them 
yourself or ask the right questions. 

Establish automatic behavior 
patterns that prevent 
catastrophes. 



Do you break out in a cold sweat when your computer 

"misbehaves?" Do you find yourself wondering ... 

If so, then Fear Macs No More wiJI put you at ease. 

There's no confusing techno-jarg-~n, no cause for panic 

attacks, no more anxious or embarrassing moments. 

There's no more fear! 

That's because Fear Macs No More instills confi­

dence through a series of successful "encounters" with the 

computer. Learn as you overcome and eliminate the fear of 

failure. From the basic "terms of enfearment" that open 

each chapter, through learn-by-doing activities, to 

hands-on "exorcises," you master the Mac and dispel 

those deep-seated fears quickly and easily. W ith 

Fear Macs No More, you'll learn to: 

• Master the essentials 
•Make sure the Mac obeys your commands 
• Enioy using your new computer 
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