








































































































































































































































































































































































































Inde..x 

by Kind (View menu) , 90-91 
by Name (View menu), 84-85 
by Size (View menu), 88-89 
by Small Icon (View menu), 82-83 
Alarm Clock (Apple menu), 140-143 
Calculator (Apple menu), 144-1 45 
Control Panel (Apple menu), 130-139 
Duplicate (File menu), 100-101, 

ll4-ll5 
Eject (File menu), 59 
Em pry Trash (Special menu), 105-107 
Erase Disk (Special menu), 64-65 
Find Fild (Apple menu), 126-127 
Get Info (File menu), 62-63, 98-99, 

110-113 
Key Caps (Apple menu) , 146-147 
New Folder (File menu), 94-95 
Quit HyperCard (File menu), 152-153 
Restart (Special me nu), 42-43 
Shut Down (Special menu), 40-41 

Complete ly erase disk named ? 
message, 64 

computers, Macintosh, 2-5 
control panel, 192 
Control Panel commands (Apple menu) , 

130-139 
copying 

disks 66-69 
documents key) , 114-115 

to another disk, 122-123 
to another folder, 120-121 

folders key), 100-101 
creating new fo lders key), 94-95 
Ctrl key, 21 

date, changing, 134-135 
Delete key. 21 
delet ing 

addresses with Aud io stack, 164-165 
applications, 103 
appointments with Audio stack, 

178-179 
documents, 124- 125 
fo lders key) , 102- 103 

desk accessories, 4, 190-191 
Desktop, 22-25, 30, 192 

changing patterns, 130-131 
Desktop publishing, 183, 187-188 
dialog box, 192 
disk accessories. 192 
disk drives, 193 
disk icon. 24-25 

o pening, 44-45 
renaming, 60-61 

disks 
copying, 66-69 

documents into, 122-123 
displaying information, 62-63 
ejecting, 58-5 
erasing, 64-65 
floppy, 16-17. 25, 193 

fo rmatting. 56-57 
hard, 17, 23, 25 
initializing, ;6-57 
inserting, 54-55 
renaming, 60-61 

displaying 
addresses with Audio stack, J 56-157 
appointment dates with Audio stack, 

168-169 
disk informatio n ():(-1 key). 62-63 
document information 110-111 
folder informatjon key), 98-99 
special characters. 146-147 
time, 140-141 

documents, 3, 30, 192 
copying, 114-115 

to another disk, 122-1 23 
to anorher folder, 120-12 1 

deleting, 124-1 25 
displaying informarion , 110-111 
d u plicating, 114- 1.15 
finding, 126-1 27 
locking, 112-113 
moving, to another fo lder, I 18-119 
renaming, 116-117 

double-clicking the mouse, 19, 30, 193 
dragging the mouse, 19. 30, 193 
drives 

floppy disk, 14-15, 193 
hard disk, 14-15 
inserting disks, 54-55 

Duplicate command (File me nu), 
100· 101, 114-115 

duplicating documents, 114-1 15 

editing 
addresses with Audio stack. 162-163 
appointments with Audio srack, 

176-177 
Eject command (File menu), 59 
ejecting disks (:l=t-E ke)'), 58-59 
ellipsis ( .. .) following commands, 27 
Empty Trash command (Special menu), 

105- 107 
emprying trash , 106-107 
enlarging windows (zoom), 52-53 
Erase Disk command (Special menu), 

64-65 
erasing disks, 64-65 

file , 30, L93 
File menu 

Duplicate command , 100-101, 
114-115 

Eject command, 59 
Get Info command, 62-63, 98-99, 

110-113 
New Folder command, 94-95 
Quit HyperCard command , 152-153 
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rues, 3, 22-23 
Find File ~ommand (Apple menu), 

126-127 
Finder, 17, 30, 193 
finding 

addresses with Audio stack, 158·159 
appo intments with Audio stack, 

172-173 
documents, 126-127 

floppy disk dr ives, 14-15, 193 
floppy disks, 16-17, 25, 193 

copying, 66-69 
ejecting, 58·59 
renaming, 60-61 

folders, 22-23, 30, 193 
copying, 100-101 

do,cumems into, 120·121 
creating new, 94-95 
deleting, 102-103 
displaying information, 98-99 
HyperCard, 150·179 
moving documents into, 118-119 
nesting, 95 
opening, 76· 77 
renaming, 96·97 

formauing disks, 56-57 

G-H 

Get Info r;ommand (File menu), 62-63, 
98·99, 110-113 

hard disk drives, 14-15 
hard disks, 17, 23, 25 

renaming, 61 
hard ware, 14-17 , 30, 193 
help , 11 
HyperCard, quitting, 152-153 
HyperCard folder 

Addresses with Audio stack, 150-165 
Appointments with Audio stack, 

16.6-179 
icons, 22-23, 30, 193 

arranging, 74-75 
disk, :!!4-25 

opening, 44-45 
moving, 72-73 
Trash can, 24-25, 31, 58·59, 102-107, 

125, 194 
initialize , 193 
initializing disks, 56-57 
inserting disks, 54-55 

Key Caps commands (Apple menu), 
146-147 

keyboard shortcuts, 22, 26 
keyboards, 15, 19, 20-22 

keys 
arrow, 19, 21 
command, 19, 21 
Ctrl, 21 
Delete, 21 
option, 19, 21 
Rerurn, 21 
Shift, 21 
sho rtcut, 22, 26 

kilobyte, 193 
locking documents, 112-113 

Macintosh, 2-5 
care of, 28·29 
desk accessories, 191 
Finder, 17 
operating system, 17-18 
restarting, 42-43 
shutting down, 40-41 
starting, 38-39 
System, 17 
rurning off, 28-29, 40-41 
utilities, 191 

megabyte, 193 
menu bar, 24-26, 31, 193 
menu commands, selecting , 26-27 
me nus, 193 

Apple, 126-127, 130-147 
File, 59, 62-63, 94·95, 98·99, 100-101, 

110-115, 152-153 
Special, 40-43, 64-65, 105-107 
View, 82-91 

messages 
Compl etely erase d i s k na med _?, 

64 
Rep lace items with the same 

names with the selected 
i terns? , 119 

Th i s di sk i s unreadable : Do you 
l'lant to initia l ize it?, 56 

Two di sks are differe nt ty pes .. . , 
66 

monitors, 14-15, 194 
mo use, 15-16, 18-19 

clicking, 19 
double-clicking, 19 
dragging, 19 
pointing, 19 

mo ving 
documents to another fo lder, 118-119 
icons, 72-73 
windows, 48-49 

nesting folders, creating, 95 
New Folder command (File menu) , 94-95 
numeric keypad, 19, 21 
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opening 
addresses with Aud io stack, 150-151 
appointments with Aud io stack 

166-167 ' 
disk icons, 44-45 
fo lders, 76-77 

optio n keys, 19, 21 

patterns, changing the Desktop, 130-131 
pointing the mo use, 19 
printer, 16 
programs, 2-3, 5, 31, 194 

quick reference, 182-183 
Quit HyperCard command (File menu) , 

152-153 
quitting HyperCard, 152-153 

rearranging windows, 45 
renaming 

disks, 60-6 1 
documents, 116-117 
fo lders, 96-97 

Replace it ems with the sa me names 
1·1ith the selected items ? message 
119 • 

resizing windows, 50-51 
Restart command (Special menu) , 42-43 
restarting the Macintosh, 42-43 
retrieving items from Trash, 104-105 
Retu rn key, 21 

scro ll bars, 27-28, 194 
scro lling windows, 80-81 
selecting 

calculator , 144-145 
menu commands, 26-27 
windows, 78-79 

setting the alarm, 142-143 
Shift key, 21 
shut down, 194 
Shut Down command (Special menu), 

40-41 
shutting down the Macintosh, 40-41 
size box, 27-28, 194 
software, 2, 14, 17, 18, 31, 183-191, 194 
speaker, changing volume, 132-133 
special characters, displaying, 146-147 
Special menu 

Empty Trash command, 105-107 
Erase Disk command, 64-65 
Restart command, 42-43 
Shut Down command, 40-41 

starting the Macintosh, 38-39 

System 7, 18 
System Folder , 17, 31, 194 
System software, Macintosh , 17 
system unit, 14-15 

This disk i s unreadable : Do you 
want to initialize it? message 
56 ' 

time 
changing, 136-137 
displaying, 140-141 

title bar, 27, 31, 194 
Trash 

emptying, 106-107 
retrieving items from, 104-105 

Trash can icon, 24-25, 31, 58-59 102-107, 
125, 194 

turning off the Macintosh, 28-29, 40-41 
Two d i sks are different types ... 

message, 66 

Utilities, 190-191 

View menu 
by Date command, 86-87 
by Kind command, 90-91 
by Name command, 84-85 
by Size command, 88-89 
by Small Icon command, 82-83 

viewing windows · 
by date, 86-87 
by icon, 82-83 
by kind , 90-91 
by name, 84-85 
by size, 88-89 

volume, speaker, 132-133 

windows, 27-28, 31, 194 
closing, 46-47 
enlarging (zoom), 52-53 
moving, 48-49 
rearranging , 45 
resizing , 50-51 
scrolling, 80-81 
selecting, 78-79 
viewing, 82-91 

word processors, 183-184 

zoom box, 27-28, 52-53, 194 
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MACINTOSH. 
Learn the Macintosh ... Guaranteed! 

Now, you can learn how to use a Macintosh 
computer ... the Easy way! With practical, fact
filled, full-color pages, this method guarantees 
the fastest, easiest success with Macintosh 
C<;)mputing. '(.ou get familiar with the Macintosh·
and the tools that come with it-so you can 
complete common computer jobs fast. Easy Macintosh 
.shows you how, one simple step at a 'tjme. 

" 

Easy Macintosh helps you get it right. You discover what's 
behind the magic of the Macintosh, what it does, and how 
it can make computing fu111. You learn how to use the 
versatile Macintosh Desktop .and the Accessories to 

manage files, organize windows, open documents, and 
run programs. You learn how to work with the built 
in HyperCard stacks so that you can remember 
important address~s and <;ippointments at the click 
of a mouse. Plus, you can find vital information
easily-with a spec;ial Macintosh software guide and 
a quick reference section. 

Learn the Mac fast with Easy Macintosh 
from Que! 

INFORMATION 
·CENTER 

0 BEG J I 
QHOWTO ) 

'1 -----~ 

0 HARDWARE ) 

0 ALL MACINTOSH MODELS ,I 
11711 N. College Avenue, Suite 140 

Carmel, IN 46032 

Easy Macintosh shows you 
step-by-step how to: 

ISBN 

Take advantage of the 
easy·to·use Macintosh 
environment 

Save your work and 
retrieve documents any 
time you need them 

Organize your files, 
folders, and programs 

Use the tailor-made 
Macintosh Accessories 

$19.95 USA 
$24.95 CAN 
£18.45 U.K. 
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