














































































































































































































































































































































































































































































































































































































files, 3, 22-23
Find File command (Apple menu),
126-127
Finder, 17, 30, 193
finding
addresses with Audio stack, 158-159
appointments with Audio stack,
172-173
documents, 126-127
floppy disk drives, 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
documents 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
formatting disks, 56-57

Ger Info command (File menu), 62-63,
98-99, 110-113

I-)

hard disk drives, 14-15
hard disks, 17, 23, 25
renaming, 61
hardware, 14-17, 30, 193
help, 11
HyperCard, quitting, 152-153
HyperCard folder
Addresses with Audio stack, 150-165
Appointments with Audio stack,
166-179
icons, 22-23, 30, 193
arranging, 74-75
disk, 24-25
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

K-L

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
Return, 21
Shift, 21
shorteut, 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

turning off, 28-29, 40-41

utilities, 191

megabyte, 193

menu bar, 24-26, 31, 193

menu commands, selecting, 26-27
menus, 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

Completely erase disk named ___7,
64 :

Replace items with the same
names with the selected
items?, 119

This disk is unreadable: Do you
want to initialize it?, 56

Two disks are different types...,
66

monitors, 14-15, 194
mouse, 15-16, 18-19

clicking, 19

double-clicking, 19

dragging, 19

pointing, 19

moving

documents to another folder, 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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Index

opening
addresses with Audio stack, 150-151
appointments with Audio stack,
166-167
disk icons, 44-45
folders, 76-77
option keys, 19, 21

patterns, changing the Desktop, 130-131
pointing the mouse, 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, 60-61
documents, 116-117
folders, 96-97
Replace items with the same names
with 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
Return key, 21

scroll bars, 27-28, 194
scrolling 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 is 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 disks are different types...
message, 66

U-v

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

W-Z

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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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
computing. You get familiar with the Macintosh— : -
and the tools that come with it—so you can Easy Macmtos_h shows you
complete common computer jobs fast. Easy Macintosh step-by-step how to:
shows you how, one simple step at a time. : Take advantage of the

easy-to-use Macintosh

Easy Macintosh helps you get it right. You discover what’'s

behind the magic of the Macintosh, what it does, and how environment

it can make computing fun. You learn how to use the Save your work and

versatile Macintosh Desktop-and the Accessories to retrieve documents any
manage files, organize windows, open documents, and time you need them

run programs. You learn how to work with the built

in HyperCard stacks so that you can remember Organize your files,

important addresses and appointments at the click folders, and programs
of a mouse. Plus, you can find vital information— Use the tailor-made
easily—with a special Macintosh software guide and Macintosh Accessories

a quick reference section.

Learn the Mac fast with Easy Macintosh

from Que!
$19.95 USA
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