
























































































































































































































































































































































































































































































































































undoing, 112
Scrapbook, 120
sharing files in, 107
“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 triangle next to folders in, 109
Trash Can in, 103
TrueType fonts, 135-136
installing, 135
Users & Groups control panel, 126
Views, 123
Views control panel, 123
virtual memory, 108
what it takes to upgrade to, 99
Windows, 109-112
windows
scrolling, 110
viewing by name, 109
world map, 125
System bombs, 95
what to do about, 95
System crash
possible INIT responsibility for, 96
System error
ejecting disks after, 62
System file (System 7), 119
icon for, 119
System Folder (System 6), 97
icon, 11, 119
printer icons in, 56
printing requirements, 97
System Folder (System 7), 119-121
Apple Menu Item, 120
Clipboard, 120
Control Panels, 120
Extensions, 121
installing items into, 121
Preferences, 121
Scrapbook, 120
Startup Items, 120
System file, 119

T
Tab Key

using to move around in dialog boxes, 90

Tagged Image File Format
definition of, 161
“Tall Adjusted,” 57
TeachText, 161

~ INDEX ¥ fyping

Telecommunications, 161
Templates
in System 7
making out of documents, 106
Text
blank spaces in, 43
centering, 44
formatting
unexpected change in, 96
highlighted
assigning color to (System 7), 115
shorteut for replacing, 90
highlighting, 42
selecting, 15
Text-only documents, 161
Throwing away a locked file, 32
TIFFs
definition of, 161
on scanners, 157
Tilde key, 20
Tips (a few extra), 87-92
Title bar, 21
Toggle, 45, 161
Tracking speed, 83
Traditional typefaces, 65
Trash Can
emptying, 30
icon for, 29
putting something in, 29
removing something from, 29
System 7, 103
warning dialog box, 103
using, 29

what to do if garbage is hanging around, 98

Trash can
ejecting 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
outlined sizes in dialog box
screen resolution of, 67
Typefaces. See Fonts
Typing, 41, 41-48
controlling how fast, 82
one space after periods, 50
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underline in the info bar v INDEX

u

Underline in the information bar
meaning of, 24
Undo, 48
“Undo,” 32
Undoing an icon name change, 32
in System 7, 112
Unhighlighting text, 42
Upgrades, 12, 162
Uploading, 162
“User Name,” 81
Users & Groups control panel
(System 7), 126
icon for, 126
Utilities, 163

\'4

“V* with Command key, 48
Vaporware, 163
Version numbers (software), 12, 162
Video cards, 163
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
ican for, 123
System 7, 123
Views control panel (System 7), 123
icons for, 123
Virtual memory (System 7), 108
turning on, 125
Viruses, 163-165
CDEF, 164
creating printing problems, 98
how to know when you have one, 164
System 7's immunity to, 164
WDEF, 92, 163

W

Warning dialog box, 30
WDEF virus, 92, 163
What You See Is What You Get, 165
White Scroll Bar, 21, 22
Williams, Robin, 157
Windows, 21-26
active, 21
good housekeeping lor, 63
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hiding in MultiFinder, 140
making active, 22
moving, 21
without making active, 22
printing information in, 26
System 7, 109-112
cleaning up active icons in, 111
closing trick, 106
customizing, 123
customizing information in, 111
making active, 110
printing, 105
scrolling, 110
viewing by name, 109
Wizziwig, 165
Word wrap, 42
World map (System 7), 125
WYSIWYG, 165

X

X, flashing
what to do when you get, 93
“X with Command key, 48

y 4
#Z" with Command key, 48
Zoom box, 21, 22
in System 7, 110

Colophon

The second edition of this baok was produced on
a Mac Ilex with Adlus PageMaker 4.01, running
System 7. | used my Apple LaserWriter IINT for
proofing, and the final output was on a Linotronic.
Main fonts used are the I'TC New Baskerville and
the Futura families, both from Adobe System, Inc.
Layout, design, and production by myself.

Indexed by the truly wonderful Mary Grady.

Linotronic output by my dear friend and comrade,

Janet Butcher, of Desktop Composition, Petaluma.

Beautiful cover design by Ted Mader + Associates,

Just in case you wanna know

I live in Santa Rosa, California. [ teach desktop
design, electronic typography, and sundry other
Mac classes at Santa Rosa Junior College. Janet
Butcher and I also have a training business,
teaching people all kinds of interesting things
on the Mac, without resorting to technobabble.



Text Zapf Shift Option Shift &
Option
1 cor e @ b
2 0 v v >
3 v s T -
4 v S H —*
5 X = ® —
6 ® * L] -
7 X ) (] s
8 X - * ]
9 + > ® =
0 & = (7 >
iy @ @ (8]
= y | Loy @
q a * (6] (5]
W ] 3* 12} >
e i 4 & >
r 0 % & -
t v * -
y | s @ ’
u L 4 ¥ @ =
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o ] * @ @
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[ e U o L10]
] - b - ~r
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m @) W a *
; & <= @ »>
i A=Y i ¥
7 &= + < (D)
: ® ” & -
spacebar o (1]
\ * @

Zapf Dingbats

I[n the chart to the left, find the Zapf Dingbat
vou wish to type. Hold down the Shift, the
Option, or the Shift-and-Option keys while
pressing the text character. The dingbat in
the Zapl column needs no extra keys.

n (outlined)
| (outlined)
t (outlined)
s (outlined)

u (outlined)

Opt-6 (outlined)

qo00

A
i

<
)

Sh- ] “
Sh-" ”
Sh- [ L
Sh-\ 4

Opt-Sh-/ @ Opt-u-space @
Opt-1 @ Opt-= @
Opt-1 ©) Opt-Sh-' ®
Opt-v @ Opt-Sh-o @
Opt-f ® Opt-5 ®
Opt-x ® Opt-Sh-= ®
Opt-| @ opt-, @
Opt-\ Opt-.
Opi-Sh-\ ©) Opt-y ®
Opt-; @ Opt-m a
Opt-d (1] Opt-Spchar (1]
Opt-w (2 Opt-" thenSh-a @
Opt-Sh-p (3] Opt-n then Sh-a ©
Opt-p 4] Opt-n then Sh-o 4]
Opt-b (5] Opt-Sh-q (5
Opt-q 6] Opt-q (6
Opt-0 7] Opt-- 7]
Opt-z (8] Opt-Sh- - (8]
Opt-' ® Opt-| (9]
Opt-0 o Opt-Sh-| L0]
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Here is -

a handy chart
for finding .

some of the .
special characters -
available that
will make your
work look more
professional .

Accent Marks

Refer to page 50 to learn. .
how to type these in; .
this page is merely a -

quick refevence -

6o

9

Option [
Option Shift [
Option ]
Option Shift |

Hyphen
Option Hyphen
Option Shift Hyphen

Option ;

Option 8

o

n

n (outlined)
Option g
Option 2
Option r
Option Shift 8
Option §
Option Shift !

Option Shift 5
Option Shift 6
Option 3
Option Shift ?
Option ¢
Option Shift ¢
Control Q

Option e
Option ~
Option u
Option n
Option i

Opening double quote
Closing double quote
Opening single quote
Closing single quote;
Apostrophe

Hyphen

En dash

Em dash

Ellipsis (this character cannot
be separated al the end of a line
as the three periods can)

Bullet

(in font Zapf Dingbats)
(in font Zapf Dingbats)
(in font Zapf Dingbats)
Copyright symbol
Trademark symbol
Registration symbol
Degree symbol: 105° F
Cents symbol

Fraction bar (it fils fractions
better and doesn’t descend below
the baseline as the slash does)

Ligature for f and i
Ligature for fand |
English pound sign
Spanish symbol
Cedilla, lowercase
Cedilla, capital

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