




































































































































































































































































































































































startup disk • INDEX 

Startup Disk, 12 
System 7 

choosing, I 15 
conlrol pa nel , 124 
icon for comrol panel, 124 

Startup Items (System 7), 120 
Startup volume, 160 
StartupScreens, 91 

creating, 91 
Stationery pad (System 7), I 06 

creating through Get Info, I 06 
Style of type, 45 

changing, 45 
fo nt families and, 78 

Suitcase, 160 
icon for, 68 

Suitcase II, 160 
SuperDrive, 8 
Switches (on/off), II 
System. See also System 7 

bombs/crashes, 95 
definition of, 160 
possible I NIT responsibility fo r, 96 
what to do about, 95 

concept of, I I 
e rror, 62 

c;jecting swck disks afte r, 62 
finding an extra, 96 
Folder, I I 
icons, ll , 27 

opening, 27-28 
selecting, 27 

moving from and to, 75 
o nly one per computer , 12,95 
version numbers of, 12 

System 7, 5, 99- 136 
aliases, 127-130 

fi nd ing orig ina l fil e belonging to , 130 
ideas for using, 129 
making, 128 

Apple menu , 113 
Apple :vte nu Items, 11 3, 120 

a liases on, 113 
applications 

me nu, 11 8, 139 
"Before You Install " disk, I 00 
brief overview, 101- 108 
changing labels in , 11 5 
"Clean Up" command in , .11 6 
"Clean Up Desktop," 11 6 
Clipboard in, 120 
Color contro l panel, 11 5, 124 
compatibility of progra ms with, 100 
cont rol pane ls, 120, 123-126 
customizing window info rmation in , Ill 

Desk Accessories, I 13 
installing, 113 

d eskto p, I 0 I 
dialog boxes in , I 04 
d isabling I NITs and CDEVs in, 106 
disks 

what to do witJ1 a ll ten, 100 
Eas)' Access, I 25 
Editmenn, 114 
Extensions, I 21 
File me nu, 11 4 
File Sharing Monitor control panel, 126 
Find File , 131- 133 

"all at once," 132 
''Find Again," 132 
restricting searches in, 133 
"Search," 133 
searc h witJ1in a sea rch, 133 

Finder I I I 
fo lders 

expanding, 109 
fo nts 

insta lling nou-TrueTypc, 136. See aLw 
TrueType fonts (System 7) 

General ContJ·o ls, 123 
Help, 11 7 
how to get it, I 00 
how to tc U if you •·cally want it, 0!J 
icons, 109-112 

cha nging back to original, 11 2 
cleaning up, 11 6 
creati ng your own, 11 2 

Keyboard, 125 
Label men u, II •I 
labe ls 

applying Lo icons, 115 
g lobally chang-ing from comrol panel, 115 
se tt ing up your own syste m of, 115 

Labels control panel, 115, 124 
list views, II 0 
"Make Alias," 114 
Memory comrol pane l, 125 
me nus, I I 3-11 7 
missing co!OJ- me nu in , 115 
Monito•·s control panel , 125 
:VIouse, 125 
Mult i Finder and, .11 8, 137- 140 
''NeLworking Basics," 100 
ne tworking contro l pan els, 126 
outline view, 109 
pop-up menus in , 104 
Portable control panel, 126 
Preferences, 121 
Publishers a nd Subscribers, I 07 
renaming icon s in, 11 2 

.... ... .......... .. a. ...... _. 
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undo ing, 11 2 
Scrapbook, 120 
sharing files in, I 07 
"Sharing ... ," 114 
Sound control panel, 124 
Special menu, 115 
Startup Disk control panel, 124 
Startup Items, 120 
stationery pads, 106 
System file , 119 
System Folder, 119 
tiny u·iangle n ext to fo lders in , I 09 
Trash Can in , 103 
TmeType fonts, 135-136 

installing, 135 
Users & Groups control panel, 126 
Views, 123 
Views conu·ol panel, 123 
virtual memory, 108 
what it takes to upgrade to, 99 
Windows, 109-11 2 
windows 

scrolling, 11 0 
viewing by name, 109 

world map, 125 
System bombs, 95 

what to d o about, 95 
System crash 

possible lr\ IT responsibility fo r, 96 
System error 

ejecting disks afte r , 62 
System file (System 7), 119 

icon fo r , 119 
System Folder (System 6), 97 

icon, 11 , 11 9 
printer icons in, 56 
printing requirements, 97 

System Folder (System 7), 11 9-121 
Apple Menu Item, 120 
Clipboard , 120 

T 

Conu·o l Panels, 120 
Extensions, 121 
installing items into, 121 
Preferences, 121 
Scrapbook, 120 
Startup I te rns, 120 
System file , 11 9 

Tab Key 
using to move around in dialog boxes, 90 

Tagged Image File Format 
d efinition of, 161 

"Tall Adjusted," 57 
TeachText, 16 1 

INDEX .,. typing 

Telecommunications, 161 
Templates 

in System 7 
making out of documents, 106 

Text 
blank spaces in , 43 
centering, 44 
formatting 

unexpected change in, 96 
highligh ted 

assign ing colo r to (S~·stem 7), 115 
shortcut for replacing, 90 

highligh ting, 42 
selecting, 15 

Text-only documents, 161 
Throwing away a locked file, 32 
TIFFs 

definition of, 161 
on scanners, 157 

nlde key, 20 
fips (a few extra), 87-92 
ntle bar, 21 
Toggle, 45, 16 1 
Tracking speed, 83 
Traditional typefaces, 65 
Trash Can 

emptying, 30 
icon for, 29 
putting so mething in, 29 
removing something from, 29 
System 7, 103 

waming dialog box, 103 
using, 29 
what to do if garbage is hanging around, 98 

Trash can 
ej ecting disks through , 61 

Triangle 
next to each folder in System 7, 109 

Tricks 
a few extra for System 7, 106 

TrueType fonts (System 7), 135-136 
installing, 135 

Turning on the computer, 11 
help with, 93 

Type. See Fonts 
Type 1 fonts, 162 
Type 2 fonts, 162 
Type 3 fonts, 162 
Type size, 67 

ou tlined sizes in dialog box 
screen resolutio n of, 67 

Typefaces. See Fonts 
Typing, 41, 41-48 

con trolling how fast, 82 
o ne space after pe .-iods, 50 
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underline in the info bar ~ INDEX 

u 
Underline in the information bar 

mean ing of, 24 
Undo, 48 

" Undo," 32 
Undoing an icon name change, 32 

in System 7, 11 2 
Unhighlighting text, ·12 
Upgrades, 12, 162 
Uploading, 162 

"User Name," 81 
Users & Groups control panel 

(System 7), 126 
icon for, 126 

Utilities, 163 

v 
"V" with Command key, 48 

Vaporware, 163 
Version numbe rs (software), 12, 162 
Video cards, 16::1 
Viewing files 

by date, 24 
by icon , 24 

cleaning up, 25 
by kind, 24 
by name, 24 
by size, 24 
by small icon , 24 

Viewing the Window, 23 
Views 

icon fo r, 123 
System 7, 123 

Views control panel (System 7), 123 
icons for, 123 

Virtual memory (System 7), I 08 
turning on, 125 

Viruses, 163-1 65 
CDEF, 164 
creating pr inting problems, 98 
how to know when you have o ne, Hi•l 
System 7's immuni ty to, 164 
WDEF, 92, I 63 

w 
Warning dialog box, 30 
WDEF virus, 92, 163 
What You See Is What You Get, 165 
White Scroll Bar, 2 1, 22 
Williams, Robin, 157 
Windows, 21-26 

act.ive, 21 
good housekeeping for, 63 
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hiding in MultiFinder, 140 
making active, 22 
moving, 2 1 

witlw ut making active, 22 
printing information in, 26 
System 7, I O!J-1 12 

cleaning up act.ive icons in, I ll 
closi ng trick, I 06 
customizing, 123 
customizing information in , Ill 
making active, 110 
prin ting, 105 
scrolling, I I 0 
viewing by name, 109 

Winiwig, 165 
Word wrap, 42 
World map (System 7), 125 
WYSIWYG, I fi5 

X 
X, Flashing 

what to d o when you get, 93 
"X" with Command key, 48 

z 
"Z" with Command key, 48 
Zoom box, 2 1 , 22 

in System 7, II 0 

Colophon 

The second edition of this book was produced on 
a Mac Hex with Ad Ius Pagei\·laker •1.0 I, running 
System 7. I used my Apple Laser·Wrircr li NT for 
proofing, and the final output was o n a Linou·onic. 
Main fon ts used are the lT C New Baskerville and 
the Futn ra families, both from Adobe System, Inc. 

Layout , design , and production by myself. 

Indexed by t11e trul)' wonderful Mary C rady. 

Linotron ic output by my d ear friend and comrade, 
Janet Butcher, of Desktop Composition, Pe ta luma. 

Beaut.iful cove r design by Ted Mader + Associates. 

Just in case you wanna know 

I live in Santa Rosa, Califo rnia. !teach desktop 
design , electro nic typog raphy, and sundry o ther 
Mac classes at Santa Rosa .Junior College. J ane t 
Butcher and I also have a training business, 
Leaching people all kinds of inte resting things 
on the !viae, witho ut rcsort.ing w tcchnobabble. 



Text Zapf Shift Option Shift & Zapf Dingbats Option 

I ~ ::..- @ , In the chart to the left, lind Lhe Zapr Oingbat 

2 ~ + • _,.... you wish to type. Hold down the Shirt, the 

3 ./ ..... ... -+ Option. or the Shirt-and-Option keys while . 
4 v :t« • _. pressing the text character. T he dingbat in . 
5 X 1l' ® _. the Zapr column needs no extra keys. 

6 X ~ • -
7 X ({) ~ ,. 
8 )( ... • ~ n (outline d) 0 Sh- ] " 
9 + + @ .. 

(outlined ) 0 Sh- - " 
0 Q :-; 8 > Sh- [ ' 
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Opt-j Opt-. 

f * • @ 0 Opt-\ @ Opt-. @ 
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O pt-Sh-\ ® ® 

h * * -> 0 
Opt-y 

' 

J ~f: 0 (!) 0 Opt-; ® Opt-m ® 
k * * ·~ 

• * Q) 0 

+ + ® ~ Opt-d 0 Opt-Spcbar 0 
18 :>< (j) Q) 

z I G) •• Opt-w @ Opt-· then Sh-a @ 

X • ® " Opt-Sh-p @) Opt-n I ben Sh-a @ 
c * ·I· I ( 

v •!• * @) t Opt-p 6 Opr-n then Sh-o 0 
b 0 + 0 ,... 

Opt-h 0 O pr-Sh-q 0 
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m 0 * ® ... Opt-q 0 Opr-q 0 

~ -:- (!) - Opt-0 fi 8 
~ 'if @ .. Opt- -
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A HANDY (HART 

Here is " Option Opening double quote 
a handy chart : " Option Shift Closing double quote 

for finding . ' Option Opening single quote 
some of the . 

special characters · ' Option Shift ] Closing single quote; 

available that · Apostrophe 

will make your Hyphen Hyphen 

work look more Option Hyphen En dash 
professional Option Shift Hyphen Em dash 

Option Ellipsis (this character cannot 
be sejJarated at the end of a line 
as the three periods can) 

• Option 8 Bulle t 

0 0 (in font ZapfDingbats) 

• n (in font Zapf Dingbats) 

0 n (outlined) (in font Zapf Dingbats) 

© Option g Copyright symbol 
Tht Option 2 Trademark symbol 

® Option r Registration symbol 
0 Option Shift 8 Degree symbol: 105° F 
¢ Option $ Cents symbol 

I Option Shift ! Fraction bar (it fits fractions 
bel/er ana doem 't descerul below 
the baseline as the slash does) 

fi O ption Shift 5 Ligature for f and i 
fl O ption Shift 6 Ligature for f and I 
£ Option 3 English pound sign 

,: Option Shift ? Spanish symbol 

{: Option c Cedilla, lowercase 

c Option Shift c Cedilla, capital 

00 Control Q (only in the Chicago font; 
the Contro l key is not on 
a Mac Plus keyboard) 

Accent Marks Option e 
Refer to page 50 to learn Option 

how to type these in; Option u 
this page is merely a . 

quick 1-ejenmce · Option n 
1\ Option 



"Good things come in small 
packages. This jam-packed, yet 
concise manual explains the 
operating nuts-and-bolts of working 
in the Mac environment This is the 
best starting point for the new 
Mac user." 

-David Angell & Brent Heslop 
Computer Currents 

my most important 
her stuff!" 
- C. J. Metchske 
From the Desklop 

purchase, ne~t to the L,""""' _______ _ 

Mac it~elf. Peachpit 

Press, you done good!" 

-Philip C. Russell 
Mouse Droppi.ngs 

"A light-hearted treatment 
of Macintosh essentials, 
from 'K' s, megs, and 
disks' to 'help."' 
-L. R. Shannon 

"I'd recommend this for the 
new Mac'er who wants 
to do it all, but can't be 
bothered with manuals." 
-Joe Dobrowolski 
Apple Users News & Views 
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