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II 
File Sharing Monitor 

The File Sharing Monitor window opens, as shown 
in Figure VI.6. You can see all shared folders and 
disks on your Mac on the left, in the Shared Items 
box. Any network users connected to your Mac dis
play on the right in the Connected Users box. You 
can use the scroll bar to see more of the list. The 
bar at the bottom of the window shows the level of 
file sharing activity on your computer. 

2. To disconnect a user from your Macintosh, select 
his name from the displayed list. To disconnect 
more than one user at a time, hold down Shift 
while clicking on user names. 

! Iii File Sharing Monitor 

0 Moe I I si in Tech 
----"'" ___________________ ...... -..... -··-·-·--···-------··-·--·--·-··--··---··-· 

Shored Items ltJ Connected Users 
Mac list in T tch ,Q. 

I 0 
File Shor ing Rctlulty: 

( Disconnect l I I 
ldlt Busy 

Figure Vl .6: The File Sharing Monitor window 
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3. Click Disconnect. 

4. Enter the number of minutes you want to elapse 
before the user is disconnected. Be sure to give 
people enough time to save their workf 

&. Click OK and close the File Sharing Monitor 
window. 

CONNECTING TO 
SHARED FOLDERS 
AND DEVICES 

H you are going to access only items shared by other net
work users, you don't have to turn file sharing on. Before 
you try to connect to shared folders and devices, such as 
printers, on the network, find out: 

• The name of the computer that has the shared 
disk you want to access. 

• The name of the zone the computer is in. 

• Whether you are a registered user on that com
puter. If you are registered, find out your user 
name and password. 

• Whether the computer allows guest access. Guest 
access allows any network user to access the 
computer. 
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PROCEDURE 

To connect to a shared item, follow these steps: 

1. Select Chooserfrom the Apple menu. Make sure 
that Apple Talk is active. 

2. Click the AppleShare icon in the upper-left section 
of the Chooser window. 

3. If your network is divided into zones, click the 
name of the zone you want. The list of zones dis
plays in a box on the lower-left side. If your net
work has many zones, you might have to scroll to 
see the one you want. When you select a zone, the 
available devices (other Macs, printers, file servers, 
and so on) in that zone display in the upper-right 
section of the Chooser window. If the network is 
not divided into zones, you will not see a list. 

4. Click the name of the computer you want from 
the box on the right side of the window. (The Mac 
refers to all computers as File Servers.) Figure VI. 7 
displays one available disk. 

&. Click the OK button and a dialog box appears. 
You can access ·the folder as a guest or as a 
registered user. Click the button that gives you the 
access you want. If you click Guest, skip to step 8 
below. 
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6. Type your registered user's name. Uppercase and 
lowercase letters do not have to match . 

7. Type your password exactly as it is registered, in
cluding upper- and lowercase letters. 

8. Click OK. A list of shared items displays in a dialog 
box. See Figure VI.8. 

9. Select the names of the items you want to access. 

10. To connect to a shared disk automatically at 
startup, click the checkbox next to its name. (If 
you are connecting as a guest, you won't have 
this option, so skip the n ext step.) 

i tiwtt Chooser 

~ !! ~ 
Select e f11e server: 

Mac II In CAD __a fr 
AppltTdc ... gtVrittr 
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k'nag•'w'rtttr l utrVrittr 
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linkS11vtr 6 .1 LO AppltT ... gt'W'rih•r 

~ I) ~ 
LQ lm09flt'rittr Ptrsonlll ... Vrittor SC (CEJ) 
IJ ~ 

AppleTelk @Active 
PtrsonallV LS St~WVrittr ~ 0 lnective 7.0 

Figure Vl.7: Choosing a File Server 
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11. Click Save My Name Only to enter a password and 
access the shared item. Click Save 1.\1y Name and 
Password to connect automatically. Note, though, 
that the latter is a less secure method. 

12. Click OK and close the Chooser window. The 
shared-folder icon displays on your screen. You 
can use any of the files in this folder as if they were 
on your hard disk, depending on your access 
privileges. 

13. Double-click on the folder to open it. If you edit 
the documents within the folder, when you save 

~ Mac II in CAD 

Select the Items you want to use: 

[MAC II IN CAD 0~ 

Checked Items ( 181 ) will be opened at 
system startup time. 

Cancel OK 

Figure VI.B: The shared items dialog box 

il 
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your changes, the revised document will replace 
the original one on the network. If you create a 
new folder, you become the folder's owner. See 
the section Understanding Folder Ownership. 

Changing Your 
Password 

PROCEDURE 

To change the password you use to connect to your own 
computer from a remote computer, follow these steps: 

1. Choose Control Panels from the Apple menu and 
open the Sharing Setup control panel. 

2. Type a new password in the Owner Password box. 

3. Press Tab. The characters of your password are 
replaced by bullets to keep them private. 

4. Close the Sharing Setup control panel. 

Registered users can sometimes change their 
passwords. The shared item's owner grants this privilege 
by selecting Allow user to change password when naming 
users. 
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PROCEDURE 

To change your password, follow these steps: 

1. Follow steps 1 through 5 under the section To con-
TU!ct to a shared item. A dialog box displays. 

2. Click the Set Password button. 

3. Enter your current password. 

4. Press Tab and enter a new password. 

&. Click OK A dialog box appears telling you to 
retype your new password. Click OK. 

6. Retype your password and click OK. 

PROCEDURE 

To disconnect from a shared item, close all files of the 
shared item. Then, select the item's icon and either drag 
it to the Trash or choose Put Away from the File menu. 
Another way to disconnect from shared items is to shut 
down your Mac! 



Sharing Files and Programs 

Understanding 
Folder Ownership 

Ownership permits you to set access privileges for an item. 
If you create a folder on a remote Mac, you become the 
folder's owner, and only you can change its access privi
leges. Folders that you own display a tabbed-folder icon. 

~ 
Games 

Note that you will see the tab only if you are viewing files 
l7y Icon. 

You can also create a folder inside another network 
u~er's folder. The parent folder continues to be owned by 
the original owner. You own only the enclosed folder you 
have created. 

You can even give ownership to someone else who can 
restrict your access! Since the new owner can deny you ac
cess to your own materials, proceed cautiously. 

PROCEDURE 

To transfer ownership, follow these steps: 

1. Select a folder you own. It can be on your disk or 
on a remote disk. 
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2. Choose Sharing ... from the File menu. 

3. You can transfer ownership only to a registered 
user or group. Use the pop-up menu to select a 
new owner or select the Owner box and type the 
name of a user or group. 

4. Close the dialog box. You will be asked to confirm 
the access changes. Click Save. 

PROCEDURE 

To connect to another computer automatically, follow 
these steps: 

1. Connect to a shared item following the steps in 
the section Connecting to Shared Folders and Devices. 

2. Select the shared item and choose Make Alias from 
the File menu. 

3. Put the alias in a convenient place. 

4. Close all files and disconnect from the shared item 
by dragging its icon to the Trash. 

5. Double-click the alias the next time you want to 
use the shared disk. If you originally connected to 
the shared item as a registered user, a password 
dialog box appears. Type your password. The 
shared disk's icon will appear on your screen. 
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PROCEDURE 

To prevent your computer from automatically connecting 
on startup, follow these steps: 

1. Select Chooserfrom the Apple menu. 

2. Click the AppleShare icon in the Chooser window. 

3. Click the name of the shared item you are con
nected to. 

4. Click OK. 

5. Click Guest or Registered User. 

6. If you are a registered user, check the displayed 
name to make sure it is correct. Make changes if 
it isn't. 

7. Type your password and click OK. 

8. Deselect the checkbox alongside the shared item. 

9. Click OK and close the Chooser. 

ACCESSING 
YOUR MAC 
REMOTELY 

You can access your computer from another computer 
on the network, provided your computer is turned on 
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and file sharing is on. This is especially useful if you are 
working on a remote Mac. 

PROCEDURE 

To access your Mac from another computer, follow these 
steps: 

1. Choose Control Panels from the Apple menu and 
double-click on the Users & Groups control panel 
to open it. 

2. The Owner icon appears with a bold outline. 
Open it. 

Sybex 

3. To see and use materials on another computer's 
hard disk, click the boxes labeled Allow user to con
nect and Allow user to see entire disk. If you do not 
want to access anything on your own computer 
from another computer, remove the X from the 
Allow user to see entire disk box. 

4.. Close the window and the Users & Groups control 
panel. 

5. Connect to your computer as a registered user, 
entering your name and password. 

6. Continue connecting as usual. 



.ASSIGNING 
ACCESS 
PRIVILEGES 

Sharing Files and Programs 

You might have set access privileges when you originally 
shared the folder or disk. If you want to change the 
privileges you originally set, read the following. 

PROCEDURE 

To set access privileges for your shared items, select the 
item and choose the Sharing ... command from the File 
menu. The window shown in Figure VI.9 appears, offer
ing you options for setting access privileges. 

Setting Access 
Priveleges 

You control the access to your shared items by specifying 
who can use the item and in what way. When you share 
files, there are many strategies you can use to create the 
security you need on your Mac. As the shared item's 
owner, you use the window shown in Figure VI.8 to check 
options, selecting the particular combination of check
boxes you want. 

, 
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You can use this window to set access privileges for 
three levels of user. 

~ The Owner box is a pop-up menu that displays your 
name, <Any User>, and any registered users. You 
automatically become the owner of a folder when 
you create it. You can transfer ownership to a 
registered user or group. To allow anyone on the 
network to modify the folder's access privileges, 
select <Any User> . 

.A The User/Group box is a pop-up menu that displays 
a list of registered users and groups or <None>. 
You can select a user or group name from the list. 

MAC II IN CAD 

~ Vhere: MAC II IN CAD 1 Mao II in CAD 

Connected As : nancy 
Privileges : See Folders 1 See Files 1 Make Changes 

See See Make 
Folders FHes Changes 

Owner : [~~.~~.~.·~~.·~~~~~.-~~.·.·~~~.-~~~~.·.·.·~.·.·~.-.·] L8j ~ 
~ 

User /Group: [ ... ~ ....................................... ~ ..................... ~ ............. ] [."J r:::J 
Everyone r::.] 

[~"_! Make all currently enclosed folders like this one 

Figure Vl.9: The access priveleges window 

~ 
~ 
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A Everyone refers to all network users and guests. 

There are three kinds of access privilege. You can as
sign a particular kind of access privilege for each of the 
previous users or groups by checking any of the following 
boxes alongside their names. 

A See Folders lets users view folders within a folder 
or disk. Users can open and copy these folders. 
If you don't check this option, these folders do 
not display. 

A See Files lets users open a folder, view the folder's 
contents, and copy them to their own disks. If you 
don't check this option, files within a shared item 
do not display. 

A Make Changes lets users save new files to a folder. 
When See Folders and See Files are also checked, 
users can open, copy, rename, change, or delete 
files or folders within the folder. 

There are two checkboxes at the bottom of the window. 

A Make all currently enclosed folders like this one assigns 
the privileges of the current folder to any enclosed 
folders. If you are sharing a folder for the first 
time, this option is not necessary since every new 
folder is automatically set to the same privileges as 
the enclosing folder. You· can set specific privileges 
separately if you like. 

A The Can't be moved, renamed or deleted checkbox 
locks the folder so its name and location can't be 
changed. This is a good security option. 
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NOTE 

If you select a folder that is inside a shared folder, and 
choose Sharing ... from the File menu, you see another 
checkbox. Checking the Same as enclosingfoldercheckbox 
forces the folder to adopt the privileges of the enclosing 
folder. This means that moving the folder to a new 
parent folder with different access privileges causes the 
enclosed folder's access privileges to change. to those of 
the new parent folder. 

Understanding File 
Sharing Icons 

Table VI. I shows the file-sharing icons you might see. 
When you open a shared item on another computer, 

you can see icons on the left side of the space below the 
window's title bar. These icons show you only what you 
cannot do. (If you have complete access privileges, you 
will not see any icons.) 

The pencil icon means no changes. 

Th P. folder icon means can't see 
fi -~ers. 

The document icon means can't 
see files. 
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Table VI. I: File Sharing Icons 

Network cables attached to a folder 
indicate the folder is a shared item. 

A tabbed folder indicates that you are the 
owner of the folder. 

A belted folder indicates you cannot 
open it. 

A belted folder with an arrow indicates you 
cannot open the folder but you can save 
items to it. This type of folder is referred to 
as a drop box. A drop box must be a folder 
within a shared folder and disk. 

A folder with faces on it indicates a 
network user is currently accessing it. 

LINKING 
APPLICATIONS 

Some applications can communicate and exchange infor
mation directly with other applications. If the applications 
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have this capability, you can link them across a network 
and allow other network users to link their applications 
to yours. You control whether or not network users can 
link to your applications in the following ways: 

• No one can link to applications on your computer 
until you turn on program linking. 

• No one can link to applications of yours unless 
you specifically make them available. 

• You determine which network users can link to 
the applications you have made available. 

Linking to. Remote 
Applications 

For users to link to a network application, the owner 
must first share the program. Check the application's 
documentation for information about how it implements 
linking. 

PROCEDURE 

To link to an application program on a remote computer, 
follow these steps: 

1. Choose the menu item that lets you link from 
within the application. Select the Macintosh you 
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want to connect to. (If your network has zones, 
select the zone as well.) 

2. Select the application you want to link to. Click OK. 

3. Click Guest or Registered User. If you are a 
registered user, check the displayed name to make 
sure it is correct. If it isn't, correct it. 

4. Type your password and click OK. 

Quitting the application from which you created the 
link disconnects the link. 

Letting Users Link 
to Your 
Applications / 

I 

You can let network users create links between their 
applications and yours. To do this, AppleTalk must be 
active in the Chooser and you must have named your 
Macintosh as described in the section Turning File 
Sharing On. 

PROCEDURE 

To let network users link to your application, follow 
these steps: 

1. Choose Control Panels from the Apple menu and 
double-click on the Sharing Setup control panel. 
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2. Click the Start button located in the bottom sec
tion of the window. Application linking starts up 
and the button changes to Stop. 

3. Close the control panel. 

4. Select the application you want to share. (Check 
its documentation to make sure it has this 
capability.) 

5. Choose Sharing ... from the File menu. 

&. Check the box labeled Allow remote program linking. 
If the checkbox is dimmed, the application you 
have selected does not permit linking. 

7. Close the window. Network users can link their ap
plications to this application as long as your com
puter is turned on, linking is turned on, and the 
application is running. 

Naming Users to Link to Applications 
You can specify the network users you want to allow to 
link to your applications. First, you must name them on 
your computer, as described in the sections Naming Users 
and Naming Groups. 



Sharing Flles and Programs 

PROCEDURE 

To specify network users, follow these steps: 

1. Choose Control Panels from the Apple menu and 
open the Users & Groups control panel. 

2. Double-click on the user icon to open it. To allow 
everyone on the network to link to your shared ap
plication, select the Guest icon. 

3.. Check the Allow user to link to programs on this Macin
tosh checkbox. 

4. Close the window and click Save in the dialog box. 
Repeat steps 2 through 4 to name other users. 

NOTE 

To remove a registered user or group, drag the icon to 
the Trash. The users will no longer be able to link their 
applications to yours. 
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viewing, I52 

modifier keys 
for special characters, 71-73 
Sticky Keys feature for, I 04-106 

monitoring file sharing, 207-209 
Monitors control panel, 90, 93, 122-

126 
mouse, 2-3 

keyboard for, 26, 102-103 
pointing, clicking, and dragging, 

4-5 
speed of, 126-128 

Mouse control panel, 94, 126-128 
Mouse Keys features, I02-I03 
moving 

files and folders, 16, 180 
windows,16 

MultiFinder, 5, 23, 188 
multiple monitors, 124-126 
multitasking, 23 

names 
displaying files by, 176 
of files, viewing, 151 
of icons, editing, 17-18,22-23 
of labels, 113-114, 183 
on networks, 196-197, 199-205, 

226-227 
navigation with Finder, 24-25 
Network control panel, 90, 94 
networks, 192 

access privileges with, 219-223 
connectingto,193-194,209-217 



control panel for, 90, 94 
DAM for, 19 
drivers for, 41, 56 
installation for, 46 
linking applications with, 223-227 
monitoring file sharing with, 207-

209 
naming users for, 199-205 
remote access with, 217-218 
selecting, 70-71 
sharing items on. See sharing items 
zones for, 71, 194-195,209-210 

new features, 18-31 
NewFolderoption, 146 
Note Pad, 73, 144 

open option, 146 
opening 

applications, 180 
control panels, 95 
fdes, 16-17,25,146,180 
folders, 16-17, 180 
icons, 4, 17 

Option key, Sticky Keys feature for, 
104-106 

organizing files, 11 
orientation of pages, 149 
outline fonts, 30-31,58-63 
output devices, selecting, 70-71 

Page Setup ... command, 149 
parent folders, 11, 215 
p~ords, 159,196-197,200-202, 

209, 211-214 
Pastecommand, 168-169 
patterns, Desktop, 108-110 
performance, disk cache for, 119 
playing sounds, 63-64, 132 
pointer, 2-4, 102-103 
pointing, 4 
pop-up menus, 25 
PostScript fonts, 58-63 
preference fdes, 41 
Preferences folder, 84-86 

Print option, 146 
Print Window ... option, 149 
printers 

drivers for, 41, 46, 56 
fonts for, 51, 58-63 
selecting, 70 

printing, 146 
background,86-87,150 
windows, 149 

Index 

PrintMonitor option and folder, 82, 
86-87, 150 

protecting files and folders, 43, 158-
159,221 

publisher, 29, 170-175 
Put Away option, 148 
Puzzle, 73, 75, 144 

queues, printer, 150 

RAM (random-access memory). See 
memory 

recording sounds, 131-132 
registered network users and groups, 

199,203-204,227 
reinitializing disks, 36, 185 
remote access, 217-218 
remote applications, linking to, 224-

225 
removing 

aliases, 80 
cities from map, 117 
desk accessories, 78 
fonts, 62-63 
icons, 18 
registered network users and 

groups, 227 
sounds,65 
start-up document items, 88 
system files, 40-43 
text and graphics, 168-169 

renaming files, 17, 161. See also aliases 
repeating keys 

delay for, 113 
disabling, 103-104 
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rate of, 112-113 
resizing windows, 9 
restart option, 185, 199 

scalable fonts, 30-31,58-63 
Scrapbook, 74-76, 144 
screen fonts, 49, 58-63 
scroll bars, 10 
searching for files, 24, 148, 152, 162-

167, 182 
SelecJ AU command, 169 
selecting 

files and folders, 13 
with Finder, 25 
icons, 4, 13-15, 169 
with mouse, 4 
output devices, 70-71 
views, 176 
zones, 195 

sharing items, 23, 159-160 
access privileges for, 159, 192, 219-

223 
connecting with, 209-213 
disks, 205-217 
enabling,196-199 
folders, 46, 159-160, 205-217 
monitoring, 207-209 

Sharing Setup control panel, 94 
Shift key, Sticky Keys feature for, 104-

106 
Show Clipboard command, 169 
shutdown option, 185, 199 
size 

displaying files and folders by, 176-
177, 181 

offolders, 137, 181 
offonts in windows, 134-137 
of pages, 149 
searching for files by, 166 

size boxes, 10 
Slow Keys features, I 03-104 
snapping to grids, 136 
software, evaluating, 36-39 
sound 

control panel for, 129-132 

playing,63-65, 132 
scrapbook for, 74-76 

Sound control panel, 94,129-132 
speakervolume,129-130 
special characters, 71-73 
sperialmenu, 183-186 
speeds 

keyboard, 103-104, 113 
mouse, 126-128 

staggered grids, 136 
startup documents in Extension 

folder, 82 
startup, crashes on, 52-53 
Startup Disk control panel, 94, 132-

134 
Startup Items folder, 87-88 
stationery pads, 29, 154-155 
Sticky Keys feature, 104-106 
subfolders, 11, 57-58 
subscribers, 29, 170, 173-175 
suitcase files 

for desk accessories, 76-78 
installing fonts from, 60-61 

system extension documents, 56 
in Extensions folder, 81-83 
installing, 50-51 
removing, 40 
and startup crashes, 53 

System file, 56 
system files 

reinstalling, 49-51 
removing, 40-43 

System Folder, 56 
fonts in, 58-63 
new features of, 29-30, 57-58 
sound in, 63-65 

tablets, 127 
templates, 29, 154-155 
text 

copying, 169 
highlight color of, 98-99 
removing, 168-169 
scrapbook for, 74-76 
size of, 134-137 



32-bit addressing, 27, 43, 119, 121 
time, setting, 68, 106-108 
title bar, 8 
TokenTruk,l93--194 
transferring folder ownership, 215-

217,220 
trash can, 30, 184-186 
troubleshooting instrulation 

problems, 51-53 
TrueType fonts, 30-31, 58-63 
two-stage file searches, 165-166 
types of files, checking, 83 

Undo option, 167 
updating 

hard-disk drivers, 52 
System Folder, 41-42 

U~rs and Groups control panel, 94 

version of files 
displaying files by, 177 
searching for flles by, 166 
viewing, 152 

verticru scroll bars, 10 

Viewmenu, 175-181 
viewing fonts, 60 
views, window, 28 

Index 

Views control panel, 95,-134-137 
virturu memory, 27-28, 44, 119-121 
virus-protection software, 43 

warnings with trash can, 186 
windows 

active, 8 
closing, 14 7 
color of borders for, 100 
contents of, 12-18 
Finder, 7-11 
fonts and text size in, 134-137 
hiding, 26 
moving, 16 
printing contents of, 149 
titles for, 9 
views for, 28 

zones,71, 194-195,209--210 
zoom boxes, 9 
zooming with Finder, 25 



FILE MENU 
SHORTCUTS 

Keyboard 
Shortcut Action 

X.N Creates a new folder 

X-0 Opens selected item 

X.P Prints files from the Finder 

x.w Closes window 

X. I Get Info command 

X.D Duplicates item 

X.Y Returns item to its original place 
or ejects disk 

X.F Find ... command 

X.G Find Again command 

0 



EDIT MENU 
SHORTCUTS 

Keyboard 
Shortcut Action 

X-Z Undo command 

X-X Cut command 

X-C Copy command 

X-V Paste command 

X-A Selects everything in the window 

STARTUP 
COMMANDS 

Hold down these keys while you startup. 

Keyboard 
Shortcut Action 
Option Starts without opening windows you 

had open 

X-Option Rebuilds desktop as you startup 

Shift Turns off system extensions at startup 
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