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Introduction

What Will This Book Do for You?

Definition

]

This book is about learning to use your Mac better, whether you
are a new or power Mac user.

Though the Mac is the easiest personal computer to learn
and master, you can learn hundreds (thousands?) of shortcuts,
secrets, hints, and tips to make using it even easier. I ought to
know—I've spent the last five years seeking them out. In this
book, I'll do my best to share the best of them with you.

So what is a power user, and why do I want to help you
become one? Well, according to the Dr. Macintosh Dictionary at
the end of this book:

Power User (pou‘er yoo'zer) n. 1. Someone who uses a Macintosh
better, faster, or more elegantly than you do. 2. Someone who
can answer Macintosh-related questions you can't,

Being a power user means finding faster, easier, and better
ways of doing things. And knowing what to do in an emer-
gency. To become a power user, you need absolutely no knowl-
edge of programming. In fact, many power users, myself
included, don’t know how to program. Being a power user is
about using your Mac, not programming it! I guarantee that,
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after reading this book, you'll be more productive every time
you sit down in front of your Mac.

I've been doing this for a long time. I can’t tell you how
many times I've done something the same way for months, only
to have someone show me a better way—one that takes less
time or effort. This book will save you from having to reinvent
the wheel.

How | Learned What | Know

I live and breathe Macintosh. For almost three years I served as
editor-in-chief of MACazine, one of the first, and always the most
outspoken, of the Macintosh publications. Known as the Village
Voice of Macintosh computer magazines, MACazine had a hard-
hitting, no-holds-barred policy that made us popular with our
readers. We weren't afraid to tell them about the bugs, but we
were just as likely to gush enthusiastically about a product that
worked well. Unfortunately, MACazine ceased publication early
in 1989, a victim of the economics of being a small independent
in a marketplace dominated by efficient megacorporations.

Since that time, I have written several books—the first and
second editions of Dr. Macintosh, Stupid Mac Tricks, and Son of
Stupid Mac Tricks. I'm also a contributing editor for MacUser; I
write the Help Folder question-and-answer column and the
Beating the System column about System software.

So you could say that my job for the past five years has
been to find information that will help people get more from
their Macs. And the job has wonderful perks. I have the tremen-
dous opportunity to examine more software in a month than
most people will use in a lifetime.

Needless to say, I've spent a good part of the past few years
hunched over in front of one of my Macs (I have several—a IIci,
and an LC right this second, with a Quadra 900 and a Power-
Book 170 on order!) and labor from dawn to dusk, and often
long into the night. If I'm not testing new software or hardware,
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I'm writing or preparing camera-ready copy. Or I'm using
my modem to gather information and keep in touch with
friends and business acquaintances. Because I use my Mac for
almost everything—writing, schedules, graphics, communica-
tions, household finance, and more—I like nothing better than
discovering a method of doing something better, faster, or more
elegantly. And, in the true Macintosh spirit, I love being able to
share it with other Macintosh users.

I spend a lot of time trying to discover the best or most con-
venient way of doing something. I think of my job as knowing
what is going on in the Macintosh community—what is hot and
what is not. I read everything out there about the Macintosh.
And I mean everything; I read every issue of Macworld, MacUser,
MacWeek, InfoWorld, PC Week, Personal Computing, Home Office
Computing, Publish, and Personal Publishing from cover to cover.
Then I read about twenty user group newsletters. (Some of the
best information, hints, and tips appear in user group news-
letters. User group members join because they want answers.
Many of them are already power users. Check the dictionary in
the back of the book if you don’t know what a user group is.)

In addition, as if all that reading doesn’t keep me busy
enough, I'm a modem rat too. I prowl CompuServe and America
Online’s Macintosh boards most nights, and drop in on GEnie
about once a week.

This book contains the best of what I've picked up over the
years through my experiences as a Macintosh lover, beta-tester,
editor, modem rat, advice counselor, consultant, author, and
general all-around Macaholic.

What’s New in the Second Edition

There are three major differences between the first Dr. Mac book
and this second edition.

First, this book has been updated to be System 7-friendly,
meaning that we've upgraded it to cover the special features of



xvi

Introduction

System 7. In fact, two new chapters have been added: “Getting
to Know the Finder” and “Customizing Your Mac,” which give
details on doing both under System 7 as well as System 6.
Throughout the rest of the book, we describe how to use a
particular piece of software or how to do a given task under
both System 7 and System 6. However, in general, the slant of
the book is toward System 7, because it is the latest and greatest
System software release on the market at this writing.

Second, we’ve enhanced existing chapters to provide more
complete information for beginning users. If you are a begin-
ning user, someone who just bought a Macintosh and has no
idea of what to do with it, you can pick up Dr. Macintosh, Second
Edition, and learn everything you need to know. By the time you
finish this book, you'll be a power user.

Third, you'll find updated information on all products
mentioned and recommended in the book, covering the latest
versions at this writing, how they work under System 7, and
any other new features.

How the Book Is Organized

The chapters in this book are organized logically by topic. Each
includes an introduction followed by a detailed discussion. The
chapters also include tutorials and specific hints and tips. Each
ends with a summary and recommendations: my insights and
purchase suggestions. Product recommendations are listed
alphabetically and include product name, publisher, address,
phone number, and approximate list price.
The book is made up of the following chapters:

Chapter 1: In the Beginning... This chapter covers everything
you should know about Macintosh System software. You'll
learn what the System and Finder do and how to upgrade your
System software. You'll also find System and Finder tips and
general timesaving hints.
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Chapter 2: Getting to Know the Finder This chapter is rich
with all the information you need to work in the Finder. The
first section covers the basics of the Macintosh desktop. The
second section gives you detailed instructions on how to use
every command in the Finder 6 menus. The third section gives a
similar treatment to Finder 7 menus and commands, high-
lighting the major differences between System 6 and System 7.
Discussions include how to use System 7’s file sharing and the
publish and subscribe features. You'll also find a plethora of
Finder shortcuts, tips, and hints in this chapter.

Chapter 3: Customizing Your Mac In this chapter, you will
learn how to use desk accessories, fonts, startup documents,
control panels, FKEYs, and sounds to customize and personal-
ize your Macintosh environment. Included are discussions of
how working with desk accessories, fonts, sounds, and control
panels differs between System 6 and System 7.

Chapter 4: The Care and Feeding of Hard Disks In this
chapter, you'll find out what a hard disk is, what it does, how it
works, and why you want one. You'll learn how to go about
selecting the right hard disk for you and how to organize it once
you've got it. The chapter also provides hints and tips for set-
ting up your hard disk and keeping it running smoothly.

Chapter 5: Protecting Your Work This chapter includes the
hows and whys of disk backup, some strategies for avoiding
disaster, and tips on the best software and hardware for your
needs.

Chapter 6: File and Disk Recovery This chapter may be the
most important one in the book: It tells you how to prevent disk
crashes and data loss, and what to do when either of these
disasters occur. In addition to providing complete instructions
for creating your own Disaster Disk, this chapter tells you what
to do in the following situations:
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When your hard disk doesn’t boot

When nothing happens when you turn on your Mac
If you're asked if you want to initialize your hard disk
(say “no”)

If you have a startup document conflict.

Chapter 7: Hardware Upgrades This chapter provides every-
thing you need to know about the three most effective hardware
upgrades for enhancing productivity: memory upgrades, accel-
erator boards, and large-screen monitors. You'll also be given a
logical strategy for justifying the expense of these upgrades.

Chapter 8: Printing In this chapter, you'll learn how to get the
best results no matter which printer you're using. The text
includes specific hints for using ImageWriters, LaserWriters, and
Linotronic typesetters, as well as a discussion of PostScript
versus non-PostScript printers.

Chapter 9: Telecommunication In this chapter, you'll find out
what a modem is, why a modem is like a magic carpet, and lots
of good reasons to telecommunicate with fellow Mac users. This
chapter gives advice on selecting the proper hardware and
software for your needs. Descriptions of many places your
modem can take you are also provided.

Chapter 10: Utility Software This chapter includes a complete
discussion of the power user’s best friend: utility software—
software that owes its usefulness to the computer. A utility
would be meaningless without a computer to run it on. Word
processors and spreadsheets are not utilities; disk backup pro-
grams, macro recorders, and screen savers are. The essential
must-buy utilities are examined, as are several productivity-
enhancing add-ons that are highly recommended if you have the
budget for them.



How To Use the Book Xix

Chapter 11: What Other Power Users Think You Should
Know This chapter offers an incredible collection of tips and
hints from other power users all across the country. These tips
have been gathered via several on-line services, including
CompuServe, America Online, and GEnie.

Information about the products mentioned in each chapter
appears in the “Recommendations” section found at the end of
each chapter.

The book concludes with an appendix containing all you
need to know about virus protection; “The Doctor’s Office,” a
look at the hardware and software I use every day; and “The Dr.
Macintosh Dictionary,” which explains in plain English many
commonly used computer terms (RAM, ROM, INIT, AppleTalk,
crash, and so forth). A comprehensive index is also provided.

How To Use the Book

The best way to use this book is to read it from cover to cover. If
you are an intermediate to advanced Mac user, skim over the
things you already know, but read every chapter. A lot of good
hints and tips are scattered throughout. If you read only part of
the book, you run the risk of missing something that could save
you time or trouble someday.

If you come across a term you don’t understand, check the
Dr. Macintosh Dictionary, which appears at the end of the book.
New terms are usually defined the first time they appear in text.
If you're looking for information about a specific topic, try
either the dictionary or the index. I've tried to make both the
index and the dictionary as comprehensive as possible.

I'd appreciate your comments. If you don’t have a modem,
I can be reached in care of my publisher, Addison-Wesley
Publishing Company, 1 Jacob Way, Reading, MA 01867. For
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those of you with modems, my electronic addresses are as
follows:

¢ CompuServe: 76004,2076
* America Online, MCI, and AppleLink: LEVITUS
¢ GEnie: RLEVITUS

I'm particularly interested in suggestions for how I could
make the third edition of this book more helpful to you. Of
course, if you’ve got any hints or tips of your own, I'd love to
know about them.

This book has been a pleasure to write. I hope you have as
much fun reading it as I had writing it!
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In the Beginning. . .

An introduction tfo your Macintosh System soft-
ware plus some general hints and fips for using
your Mac more effectively.

Long, long ago, when I bought my first Mac, I thought it would take
me only a few days to master. After all, the manuals were short and the
interface intuitive. And, within a few days, I had indeed reached a level
of proficiency. I could double-click, save, and use the trash. I knew what
startup and data disks were. I knew the difference between an appli-
cation and a document. I knew about something called the Font[DA
Mover. That, I thought, was all I needed.

Ower the next few months I came to realize that there are hun-
dreds of ways you can customize your Mac to control the way it does
things. And there are thousands of shortcuts, both documented and
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Font/DA Mover is the application supplied by Apple with System
software prior to System 7 for installing and removing fonts and
desk accessories.

undocumented, waiting to be discovered. Not to mention all of the
things you should try when things aren’t working just right.

Around the same time, I became editor-in-chief of MACazine,
and after that, a contributing editor for MacUser. So for the past five
years, my job has been discovering and sharing information that helps
Macintosh owners use their machines better, faster, and more elegantly.
I'm not ashamed to admit that I'm still learning, because it's true, but 1
must say I've learned an awful lot in these past five years.

The Macintosh is an extremely powerful tool, contained in a
deceptively easy-to-use wrapper. Even someone who knows almost
nothing about it can be productive on a Mac. But a power user, one
who knows tips and shortcuts and a bit about what to do in an
emergency, may be twice as productive.

That's what it's all about: doing more in less time, finding easier
ways of doing things, and knowing what to do in an emergency.

This chapter covers the basics of Macintosh System software. The
reason this material appears in the first chapter should be obvious:
Although every reader may not need or want a hard disk or high-
powered software, anyone who uses a Mac must use the System and
Finder and other System software. The information in this chapter,
along with its hints and techniques, should help each of you coax more
performance out of your Mac.

Before you start reading this chapter, you should be familiar with
the Apple Owner’s Guide that came with your Mac, as well as the
documentation that comes with Apple System software releases. These
two document sets go a long way toward explaining the mysteries of
System software. So if you only glanced at them when you got your
computer, you should probably give them another look. Go ahead, I'll
wait. This chapter also assumes you have installed the System
software—uversion 6.0.x or 7—on your Mac. (Most Macs come with
System software installed already.)
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6.0.x means any version of System 6—System 6.0. through System
6.0.8. If you are using System 6, you should be using version 6.0.4 or
later, as these are generdlly regarded as more stable than earlier
versions.

The System and Finder (System Software)

Definition
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The System and Finder are the programs containing the instruc-
tions that make your Mac work. The System and Finder, along
with other software your Mac uses to start up and operate,
comprise System software. System software differs from appli-
cation software, such as MacWrite and MacPaint, in that it man-
ages memory and communicates with input and output devices,
such as printers and scanners. System software is always kept in
a special folder called the System Folder.

The System

The System is a file used by the Mac to start up and provide
system-wide information. The System file contains some of the
instructions your Mac needs to run, plus information that adds
to or modifies the remainder of the operating instructions.
(Other operating instructions are stored in read-only memory,
which resides on a chip inside your Mac.) The System file also
holds your fonts and sounds. In System 6, the System file holds
your desk accessories in addition to your fonts and sounds.

Read-only memory (ROM) is nonvolatile memory that resides on a
chip inside your Magc. It contains parts of the Macintosh Operating
System. It can never be erased or changed.
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The Finder

The Finder, which starts automatically when you turn on your
Mac, contains the information that draws and manages the
Macintosh desktop. You use the Finder to manipulate icons on
the desktop, to launch applications and utilities, to customize
your Mac, and to organize your files into folders. It's like your
home base—you start up and shut down at, the Finder. The
Finder is also in charge of copying, ejecting, and erasing disks,
and of the Apple menu. Read Chapter 2, and you'll discover just
about everything you need to know about using the Finder in
both System 6 and System 7.

System Folder

A special folder, called the System Folder, contains the System
software (System and Finder), the Clipboard file, the Scrapbook
file, and other software your Mac needs to operate.

Figure 1-1 shows a typical System Folder under System 7.
Your System Folder will probably look different from this one.

System 7 uses several special folders within its System
Folder—Control Panels, Extensions, Startup Items, Apple Menu
Items, and Preferences—to help you organize, manage, and cus-
tomize your Mac environment. These folders go a long way
toward reducing System Folder clutter that can easily develop
under System 6, where items of these types were left loose in the
System Folder. In addition, the System 7 System Folder recog-
nizes the types of files it uses and automatically places those
files in the appropriate folders when you drag them onto the
System Folder’s icon. Chapter 3 goes into greater detail on how
to use the files and documents inside these special folders.
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S=———— system Folder =————==D5|
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Startup Items Scrapbook File PrintMonitor Documents
<
=l =)
Figure 1-1. Typical System 7 System Folder

For your Mac to start up properly, at least one disk with a
System Folder containing the System and Finder must be avail-
able when you turn on the Mac. This is called a startup disk.
After you turn on your Mac, the System and Finder are loaded
into your Mac’s memory.

Because System and Finder are always running, one impor-
tant thing to remember is that there is a greater chance of their
becoming damaged than there is for application software (your
programs, such as MacWrite and MacPaint). So in Chapter 6, I'll
teach you how to replace your System and Finder at the first
sign of trouble. Even when things are running fine, I replace the
System and Finder on my hard disk every couple of months, just
in case.

For now, just remember that because these files are always
in use, they stand a greater chance of becoming damaged than
application software, and they should be the first thing you sus-
pect if things start acting funny.
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Apple System Software Updates
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Apple issues new System software periodically. Apple System
software updates are multiple-disk sets that include the latest
System, Finder, extensions, control panels, and so on. Table 1-1
lists all the files and programs that come with System 6 and
System 7.

Extenslons are a type of flle that load Into memory when you start
up your Mac. Extensions are usually drivers, which allow the Mac to
direct the operation of a peripheral device (such as a printer or
scanner), or INITs (startup programs), which launch automatically
when you start your Mac.

Control panels, also known as CDEVs (Control panel DEVices), are
miniprograms that let you control many Macintosh features, such
as sound, mouse movements, the internal clock, memory usage,
labels, and so on. Many third-party utilities, such as screen savers
and spelling checkers, are control panels. Under System 6, you use
the Control Panel desk accessory to access them; under System 7,
they're stored in the Control Panels folder.

Each System software update fixes bugs and adds features
to the previous releases. To ensure that your Mac always oper-
ates at peak performance, always use the latest System software
(unless you're a Mac 512 or 512Ke owner, in which case you
should be using the latest version for those machines, version
4.1).

To find out what version you're currently using, choose
About This Macintosh from the Apple menu (shown in Figure
1-2) in System 7. At this writing, the latest version is System 7.0.
In System 6, choose About the Finder from the Apple menu.
You can use this same method to determine the current version
of an application program you are running. For example, if you
are running Word, choose About Microsoft Word from the
Apple menu to see the version number.
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Table 1-1.  System Software Files
System 6 System 7
File Type File Type
System System System System
Finder System Finder System
ImageWriter Driver Clipboard System
Clipboard System Scrapbook System
Scrapbook System ImageWriter Extension
LaserWriter Driver LaserWriter Extension
Laser Prep Driver AppleTalk ImageWriter Extension
AppleTalk ImageWriter Driver Personal LaserWriter SC  Extension
General Control Panel ~ AppleShare Extension
Key Layout System File Sharing Extension
Keyboard Control Panel DAL Extension
Mouse Control Panel ~ Network Extension
Monitors Control Panel  Finder Help Extension
Sound Control Panel ~ Apple Menu Items Folder
Startup Device Control Panel ~ Control Panels Folder
Easy Access System Extensions Folder
Color Control Panel  Preferences Folder
DA Handler Document Startup Items Folder
MultiFinder System Brightness Control Panel
Backgrounder System Color Control Panel
PrintMonitor Application Easy Access Control Panel
LQ ImageWriter Driver File Sharing Monitor Control Panel
LQ AppleTalk ImageWriter Driver General Control Panel
LaserWriter IIsc Driver Keyboard Control Panel
Labels Control Panel
Map Control Panel
Memory Control Panel
Monitors Control Panel
Mouse Control Panel
Portable Control Panel
Sharing Setup Control Panel
Sound Control Panel
Startup Disk Control Panel
Users & Groups Control Panel
Views Control Panel
LQ AppleTalk
ImageWriter Driver
LQ ImageWriter Driver
TeachText Application
PrintMonitor Extension

Source: Macintosh System Software User’s Guide
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[ECJ===—=—=—== nbout This Macintosh =———=—op5
System Software7.0
=! Macintosh SE © Apple Computer, Inc. 1983-1991
Total Memeory: 4,096K Largest Unused Block: 1,920K
System Software 1,143k N | |
& Vord40 1024 NN
N
el

Figure 1-2. About This Macintosh from System 7.0

You'll notice that, in addition to the System software ver-
sion, the About box also provides information about memory
(RAM) usage. Figure 1-2 shows a Macintosh SE running System
7.0 with 4Mb (4,096K) of RAM. Microsoft Word is using 1Mb
(1,024K), and the System software is using 1,143K, which leaves
1,920K available for other applications.
Definition
RAM s an acronym for random-access memory, the temporary
@% memory in which a Mac stores information while it’s running.
Information in RAM, such as anything you‘ve cut or copled to the

Clipboard or documents you haven't saved to disk, disappears
when your Mac is shut down or restarted.

Updating Your System Software

You should remember two things when you update your System
software:

¢ Before you update, back up your entire hard disk.
* Always use the Installer.



Definition

&

Definition

B

Apple System Software Updates 9

The Installeris an Apple-supplied program that installs or updates
your System software and lets you add additional resources, such
as networking software or printer drivers.

Back Up Your Entire Hard Disk The safest thing to do is to
back up your hard disk to floppy disks before using the Installer
to update. (If you don’t understand, Chapter 5 contains instruc-
tions and strategies for backing up your hard disk.) If you don’t
want to back up your entire hard disk, at least back up your old
System Folder. That way, if something doesn’t work properly
with the new System software, you can easily change things
back to the way they were by deleting the new System Folder
and replacing it with the old one from the backup.

Do not, under any circumstances, store backup copies of
the System or Finder on your hard disk. You should never have
more than one System and Finder on a disk. Never. The reason
for this is simple: The Mac expects to find only one System
Folder, containing exactly one System and Finder, on any disk
or volume. When more than one exist, the Mac gets confused
and acts unpredictably. Crashes and System errors will occur.

A volume Is the term used to refer to a storage device, such as a
hard disk or a file server. Volume can refer to an entire disk or part
of a disk. (See pariition in the Dr. Macintosh Dictionary.)

If you suspect you have inadvertently gotten a second
System or Finder on your hard disk, you'll find the procedure
for removing them in Chapter 4.
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Tip

v

Tip

If an application or desk accessory doesn’t work with a new
version of System soffware, the publisher of the program or desk
accessory will usually release an update. If you're having problems
with any piece of hardware or software after instaling new System
software, contact its manufacturer to describe the problem, then
go back to using the older System software until the hardware or
software has been updated by the manufacturer. Or, postpone
using that software until you receive the update.

Use the Installer After backing up your old System Folder, use
the Installer program to update your system. Doing so ensures
that you'll be updating only the things your specific system
needs.

The Installer is provided with Apple System software
updates. It’s an application that automatically copies everything
you need from the upgrade floppy disks to whatever disk you
choose. You should always use the Installer to update System
software. Never just drag the files—doing so does not guarantee
that the System software is properly installed. The Installer
knows which model of Mac you're using and installs only the
items that Mac needs. Just follow the directions in the Read Me
file provided with the Installer and you'll be fine.

If you suspect any corruption or damage to your present System
and Finder, start up your Mac with any startup disk and delete the
suspect System and Finder before running the Installer. This makes
the Installer put a brand new System and Finder on the disk you
select instead of updating your old ones and preserving the
corruption in them. Before deleting the System file, make sure you
have copies of any fonts, desk accessorles (DAs), or sounds you
have installed in the system. (Refer to Chapter 3 for information on
DAs and fonts and Chapter 6 for information about corruption or
damage to your System software.)
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Obtaining System Software

There are three ways to obtain the latest System software:

* From an Apple dealer

¢ From a user group

¢ From an on-line information service (CompuServe,
America Online, or GEnie)

Apple dealers usually have the latest version of the System
software. The System 7 Personal Upgrade Kit lists for $99.
Dealers are not required by Apple to make you purchase the com-
plete package of disks and manuals—they are permitted to let
you copy the software (but not the documentation) to your own
disks. Most dealers do not allow you to do this, however; they
insist that you purchase the package. If you happen upon a
dealer who does allow you to make copies of the software, you're
very lucky. Don’t forget it when you need to buy something later
on—a good Apple dealer is hard to find.

If you're a member of a user group, you usually can pick
up copies of the latest System software for no more than the cost
of the disks. This method gets you only the software, and per-
haps some on-disk release notes. If you want complete printed
documentation, you must purchase the full update from an
authorized Apple dealer.

If you elect to get your System software updates via
modem, you only pay the cost of the connection time for the
download. Again, you get only the software, and perhaps some
release notes.

If you've never upgraded your System software, I suggest
you purchase the upgrade and documentation from a dealer
and follow the instructions. It’s easy.

If you've updated your System software before, you may
not need the documentation. You'll save yourself a few bucks if
you get the update without printed documentation from a
friendly dealer, user group, or on-line service. However, System 7
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General Hints

contains so many new and improved system features that it is
well worth it for you to acquire the System 7 documentation. The
Macintosh Reference, which comes with the System 7 Personal
Upgrade Kit, is a particularly handy manual to have around.

The following sections provide some general hints to help you
get the most out of your Macintosh.

Read the Manual

An old saying goes, “Power users don’t read manuals.” Don't
believe it. Much of the power of today’s Macintosh software is
concealed. If you don’t read the documentation, you will no
doubt miss out on powerful features that aren’t in the menus.

Read about the Macintosh

You can never stop learning about the Mac. Read everything
you have time for. Publications worth investigating include
Macworld, MacUser, and Mac Week.

These publications will help you keep up to date on Mac
technology. I think MacUser is the most useful, but that shouldn’t
surprise you since I'm a contributing editor. Even so, I think
you'll find it packed with useful tips, hints, product reviews, and
comparisons.

Improve Your Typing Skills

If you're not typing at least 40 words per minute, you're wasting
time. Possibly the easiest way to get more done in less time is to
become a better typist. Lots of inexpensive programs can help—
Type! or Typing Instructor Encore are a couple of pretty good
ones.
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When I bought my first Mac, I couldn’t type at all. Now I
can type about 60 words per minute, with relatively few mis-
takes. And the mistakes I make are caught by Thunder 7, by far
the best Mac spelling checker/thesaurus.

Customize Your Working Environment

Many users forget that many aspects of the Macintosh work
environment can be changed with control panels. This is
especially true with System 7, which comes with 17 different
control panels (see Table 1-1). You can change the desktop
pattern, rate of insertion point blinking, menu blinking, sound
volume, RAM cache setting, and internal clock settings.

To change any of these settings:

System 7

1.

Choose Control Panels from the Apple menu. If you are
working in an application, the Mac switches you to the
Finder and opens the Control Panels window.

In the Control Panels window, double-click the General
Controls icon.

Make any changes you want to the settings shown.
Click the close box to save your changes. In System 7,
most control panel changes take effect immediately.

System 6

1.

5.

Choose Control Panel from the Apple menu.

2. In the Control Panel box, click the General icon.
3.
4. Click the Control Panel’s close box to save your

Make any changes you want to the settings shown.

changes.
You may have to restart your Mac for your changes to
take effect.

Figure 1-3 shows the General control panel settings in
System 7. The General settings are similar in System 6. Chapter 3
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covers using control panels in greater detail, including how to
change the sensitivity of your keyboard or mouse, and how to
choose a different beep sound. For now, just keep in mind that
control panels give you a quick way to customize many facets of
your everyday work environment. Play around with the
different settings until you find the ones that are best for you.

E[)== General Controls ===

Rate of Insertion
Point Blinking
Desktop Pattern O O @
Slow Fast
Menu Blinking Time ®
33923 PM
® 12hr. ) 24hr.
O O®@®Q | oate [
off 1.2 3 5/13/91

Figure 1-3. General control panel in System 7

Develop Mouse Independence

Another way to get things done faster is to reduce your depen-
dence on the mouse. Use Command-key equivalents (some-
times called keyboard shortcuts), which are a combination of
keypresses involving the Command key and one or more keys
that choose commands from menus without using the mouse.
For example, when you need to create a new folder in the
Finder, get into the habit of using the shortcut Command-N
instead of grabbing the mouse, pulling down the File menu, and
selecting New Folder.

Almost every Macintosh program has Command-key
equivalents for some menu choices. Learn them and use them.
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Once you get into the habit of using them, grabbing the mouse
to pull down a menu will seem archaic.

You'll learn more about the Command key and Command-
key equivalents in Chapter 2.

Unfortunately, many programs don’t offer Command-key
equivalents for frequently performed actions. To get around
this, purchase a keyboard enhancer or macro program such as
QuicKeys2 or Tempo II Plus (or even the less powerful Macro-
Maker, which is included with System 6).

A macro Is a sequence of keyboard or mouse actions defined by
the user to automate repetitive tasks.

With one of these programs you can, with a single
keystroke:

¢ Launch applications or documents

¢ Open desk accessories

¢ Create your own Command-key equivalents in any
program or in the Finder

Scroll, close, or resize windows

Type any text you like (boilerplate text)

Type the time and/or date

Restart/Shut Down

And much more

You’ll learn more about macro programs in Chapter 10.

Don’t Be Afraid to Use Technical Support

When you buy software, you're usually entitled to some kind of
technical support from the publisher. Generally, the publisher
provides you with a specific telephone number you can call to
talk to a technical representative. Many publishers also provide
a fax number, a bulletin board, or an on-line service address
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where you can post your product questions. Most of the time,
these services are free, particularly if you register your software;
however, some publishers may charge you for various kinds of
extended support.

Nonetheless, if you're having trouble getting something
done, or if a feature doesn’t seem to work properly, you should
call for help. But before making the call, check the manual
There’s nothing more embarrassing than calling for help and
having the voice on the phone tell you the solution is on page 5
of the manual.

Try to be helpful when you call. Know what version of the
program you are using and what System version you're running
by checking the About box. If you've installed any INITs
(Extensions) or control panels, be sure to mention them when
you call.

Try to explain exactly what happened just before the prob-
lem occurred, and describe it carefully to the support represen-
tative. See if you can duplicate the problem before calling. If it
occurs repeatedly, it will be much easier to resolve than if it only
happens sporadically.

Being prepared when you call for technical support saves
both you and the tech support representative time, and goes a
long way toward helping the technician solve your problem.

Join a User Group

One of the best ways to learn about the Mac is to join a user
group. User groups are made up of people just like you—people
who want to learn how to use their Mac more effectively. They
hold regular meetings, demonstrate the latest software, exchange
shareware and public-domain software, and publish informative
newsletters. There are over 1,000 user groups in the U.S. alone! If
you're not involved with a user group, you're really missing out.

Apple provides a toll-free hot line to find out about the
user group nearest you. If you want to know how to contact
them, call 800-538-9696, extension 500.
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Experiment

Don’t be afraid to experiment. Try anything and everything.
One of my favorites is to hold down the Option key and select
items from menus or tools from a palette. Try this in Excel or
Adobe Illustrator. You'll be surprised what pops up! All kinds
of hidden dialog boxes and controls are available. Of course, if
you read the manual, you'd know all about these “secret”
features.

Poke around, try everything! It's impossible to hurt your
Mac by playing with software. Just remember to back up impor-
tant files before you begin to play.

Buy What You Need to Be Productive

Even though most products I recommend in this book are inex-
pensive, the question “When should I spend money on some-
thing?” has probably crossed your mind already.

The items I recommend throughout the book range from
shareware that requests a donation of only a few dollars to hard
disks and accelerator cards that cost several thousand dollars.

When faced with any cash outlay, you have to ask yourself:
“How much time will it save me each day?” Divide the cost of
the product by whatever you think your time is worth.

It hardly makes sense to perform this calculation for inex-
pensive software. But let’s assume that you want to justify a
major purchase, such as a tape backup unit for $600.

Right now, backing up to floppy disks is taking 20 minutes
a day. You have to sit there and swap disks, so it can’t be done
unattended. If you buy the tape drive, you will be able to per-
form an incremental backup in less than 10 minutes, unattended.
That means you can do something else—like go to lunch or go
home for the evening. When you return, the backup is complete.
So let’s say it saves you the full 20 minutes a day.

If your time is worth $20 an hour, you're saving $6.66 a
day. So, assuming you back up every day (as well you should!),
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in three months, the tape drive will pay for itself. ($600 divided
by $6.66 equals 90 days.)

This approach works beautifully on your boss when
you’'ve got your eye on a new piece of hardware or software.

Look at purchases for your Mac as investments in produc-
tivity. Evaluate potential purchases based on the amount of time
they’ll save you. You'll be surprised at how affordable things
become when viewed in this light.

The Doctor’s
Opinion If that doesn’t work, but you can't live without it, buy it anyway.
=
Recommendations

Information on obtaining Apple System software and other
products I recommend is listed below.

Apple System Software Updates (includes Installer, Teach-
Text, System, Finder, and more)

* Shrink-wrapped packages, with disks and printed
documentation, are available only from authorized
Apple dealers for approximately $99.

System software files without documentation are available
from:

¢ User groups at variable cost. Some groups provide it free
if you bring your own disk.

¢ On-line services such as CompuServe, GEnie, and
America Online at the cost of connection time only.

* Some Apple dealers. Apple dealers are not required to
sell you the $99 package. Many, particularly dealers that
value their customers, will let you come in when things



Recommendations 19

aren’t too busy and copy the files. It's considered polite
to purchase the blank floppy disks you use from the
dealer.

MacUser
Subscription Information
P.O. Box 56986
Boulder, CO 80322
800-627-2247

MacWeek
P.O. Box 1766
Riverton, NJ 08077-9766
609-461-2100

Macworld
Subscriber Services
P.O. Box 54529
Boulder, CO 803224529
800-288-6848

QuicKeys 2
CE Software
P.O. Box 65580
West Des Moines, 1A 50265
800-523-7638
515-224-1995
Approximately $150

My favorite macro program.
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Tempo II Plus
Affinity Microsystems
1050 Walnut Street, Suite 425
Boulder, CO 80302
800-367-6771
303-442-4840
Approximately $170

Another powerful macro program. Chapter 10 has a more detailed
report on macros and macro software.

Thunder 7
Baseline Publishing, Inc.
1770 Moriah Woods Boulevard, Suite 14
Memphis, TN 38117-7118
800-926-9677
901-682-9676
Approximately $100

The best spelling checker/[thesaurus program around.

Type!
Brederbund
P.O. Box 6125
Novato, CA 94948-6125
800-521-6263
415-382-4400
Approximately $30

A fine program for learning typing or improving your typing speed.
Includes a game, Type!-athlon.
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Typing Instructor Encore
Individual Software
5870 Stoneridge Drive, #1
Pleasanton, CA 94588
800-822-3522
415-734-6767
Approximately $30

Another good program to help you learn or improve your typing.
Includes a game, Lobster Sea Adventure. Also allows you to create
your own tests, or order inexpensive optional Type ‘N Discover disks,
filled with additional tests on subjects such as Business, Enter-
tainment, History, or Sports.

This chapter introduced you to Macintosh System software, the
System, and the Finder. Here are some of the more important
things you should remember.

Because they're always running, your System and Finder
are the first things you should suspect when your Mac acts up.
If replacing them doesn’t clear things up, read Chapter 6, even if
your disks seem to be all right. Many of the techniques used in
recovery can also be used to clear up problems before they
damage your files or disks.

Use the Installer whenever you upgrade your System
software, and always keep a backup of your old System Folder
until you're sure the update isn’t causing any problems. And
don’t forget: Never keep more than one System and Finder on
any hard disk.

Try to reduce your use of the mouse. Sure, it’s easy to grab
the mouse, but Command-key shortcuts save time. Get into the
habit of using them. And don’t forget to brush up on your typ-
ing. This might be the easiest thing you can do to accomplish
more in less time.
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Never stop learning about the Mac. Be hungry for new
knowledge. Read magazines, go on-line, or join a user group—
do all three if you can. Remember, you can never know too
much.

Experiment whenever you can. Try new techniques. Only
you know what will save you time. If you have a hunch, check it
out. You can’t break your Mac. Just remember, if you're trying
anything that seems even remotely dangerous, make sure you
have backup copies of anything important.

In the next chapter, you will find out everything you
always wanted to know about working in the Finder.
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Getting to Know the Finder

The Finder is the soul of your Macintosh. Know-
ing all you can about it wil make using your
Mac a much more satisfying experience.

The Finder, sometimes referred to as the desktop, is the heart and soul
of your Macintosh. Much of your time spent using the Mac is actually
time spent using the Finder. So in this chapter, you'll learn how it
works, and I'll do my best to provide you with a wealth of hints, tips,
and shortcuts to help you use it better.

The first section provides a general overview of the Macintosh
desktop. This information is useful for the beginning Mac user. If you
are already a seasoned Mac user, you can skip the first section.

The second section covers Finder features by detailing the Finder’s
menus and commands. Described first are menus and commands
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specific to Finder 6. This information becomes the basis for the second
part, which describes Finder 7 menus and commands that are different
from or new since Finder 6.

The last section is a treasury of Finder tips, tricks, and shortcuts
for all flavors of System software.

If you are new to the Macintosh, you should read all three
sections. If you have used System 6 but are new to System 7, you can
skip the first section and the first part of the second section, and go
right to “Finder 7 Menus and Commands.” EVERYONE should read
the “General Finder Hints and Tips" section.

The Macintosh Desktop

When you turn on your Mac, you see the Macintosh desktop,
shown in Figure 2-1. You see icons and windows and the menu
bar.

UView Special

Menu bar

15itemns 11 ,853K in disk 7 ,167K availa)

Window

lcons

Figure 2-1.  The Macintosh desktop (System 6 shown; System 7 looks
slightly different)
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Icons

Icons are small pictures that represent documents, file folders,
applications, disks, and other tools you work with as you use
your Mac. Every icon has a name; application icons have the
name of the application, and other icons bear the names you
provide when you create folders and documents or initialize
disks. You select icons by clicking once on them; you open most
icons by double-clicking.

You can rename an icon by clicking once to select it, then
typing the new name. Under System 6, you can click anywhere
on the icon or its name; under System 7, you must click directly
on the name, or click on the icon itself and then press the Return
or Enter key.

Document and folder names can be up to 31 characters
long; disk names can be 27. You cannot give two icons in the
same folder or disk the same name. If you do, you see an alert
message. Also, never use colons (:) when naming documents,
folders, applications, or disks; the Mac uses colons internally to
track path names. The Finder won't let you use a colon in a file
name, but a few programs will let you save a file with a colon in
its name. Be careful.

Another desktop element appearing as an icon is the Trash.
You use the Trash to remove documents, folders, and applica-
tions from your disks. To use the Trash:

1. Click once to select the document, folder, or application
you want to discard.

2. Drag your selection to the Trash icon, until it is
highlighted.

3. Release the mouse button to move your selection into
the Trash.

The Trash icon bulges to indicate that it contains some-
thing. To permanently remove the items in the Trash, choose
Empty Trash from the Special menu. More information about
the Trash, and a discussion about its differences in System 6 and
System 7, appears later in this chapter.
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Wwindows

When you open a disk or folder, you'll see a window called a
directory that enables you to view the contents of that disk or
folder. The Finder automatically creates a directory every time
you create a new folder or initialize a disk. Each time you add a
document to a folder, rename an icon, or remove an icon from a
folder or disk, the directory gets updated.

You can view the contents of a disk or folder in the window
either by icon (large or small) or as a list. List views allow you to
arrange window contents chronologically by date, alphabetically
by name, and so on. To get a different view of the active window,
choose a different command from the View menu (described
later in this chapter).

Inherent to the Mac is the Hierarchical File System (HFS), a
feature that lets you use folders to organize documents, applica-
tions, and other folders on a disk. You can nest a folder in other
folders to create as many levels as you need (up to twelve
levels). You can create a hierarchy of folders within folders,
arranging your work in a way that makes sense to you. Chapter 4
offers numerous suggestions for using folders to organize your
hard disk.

The Menu Bar

Across the top of the desktop is the menu bar, showing the titles
of Finder menus. You position the pointer on a menu title and
hold down the mouse button to pull down a menu. A menu con-
tains a list of actions (called commands) from which you choose.
The commands listed in each Finder menu operate on icons
(files, folders, and/or disks) in Finder windows and on the
desktop.

To choose a menu command, pull down the menu and,
without releasing the mouse, drag the pointer to the command
you want. When it is highlighted, release the mouse button.

Many Finder commands have shortcuts called Command-
key equivalents, which give you the option of choosing a menu
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command from the keyboard, rather than using the mouse to
pull down the menu and choose a command. To use a
Command-key equivalent, hold down the Command key and
press the appropriate key at the same time. For example, if you
want to use the Finder’s Open command, hold down the
Command key and type the letter O.

The Commandkey Is the one with the little pretzel on it, usually
located next to the spacebar; on some keyboards it also has a
little apple onit.

Sometimes commands appear dimmed in a menu, which
means the command is not available to you. For example, if a
hard disk is your startup disk and you have no floppy disk in
the internal drive, the Eject Disk command in the Special menu
is dimmed (under System 6, it’s the Eject command in the File
menu). It's dimmed because you cannot eject your hard disk.

Some menu commands are followed by an ellipsis (...). The
ellipsis indicates that selecting this command opens a dialog
box, allowing you to give more specific instructions about the
particular action(s) you want the Finder to take.

Dialog boxes have radio buttons, check boxes, and text-
entry areas (collectively called controls) that you use to specify
the options you want. In addition, dialog boxes always provide
a highlighted button (usually the OK button) indicating the
preset action to take.

For example, in the Page Setup dialog box (see Figure 2-2),
you can set a variety of options by clicking radio buttons (US
Letter, A4 Letter, and so on), choosing check boxes (Font Substi-
tution, Text Smoothing, and so on), or typing in text-entry areas
(Reduce or Enlarge).
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Definition

- A dialog box s a box that appears on the screen and contains a
message, often requesting more information from you or allowing
you to select more options.

A radio buttonis a type of bution, usually found In dialog boxes.
that you click to select one of several options. Radio-button
options are mutually exclusive.

A check box is a small box associated with an option in a dialog
box or window that you click to select one or more options, An
option is turned on when you see an X in the check box.

LaserWriter Page Setup

Paper: @ US Letter (O A4 Letter (O Tabloid
QO Us Legal (O BS Letter

Reduce or Printer Effects:
Enlarge: %

X Font Substitution?
Orientation Text Smoothing?
X 6raphics Smoothing?
X Faster Bitmap Printing?

Figure 2-2. The Page Setup dialog box shows typical dialog box
controls

In any dialog box, the Cancel button always gives you an
opportunity to change your mind—it closes the dialog box and
restores all controls to the state they were in before the dialog
box opened.

Many dialog boxes offer keyboard shortcuts, although they
are not usually shown on the screen. The two most important
are as follows:

¢ Enter or Return: Shortcut for clicking the highlighted
button

¢ Command-. (period): Shortcut for clicking the Cancel
button
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Finder 6 Menus and Commands

Finder 6 menus are Apple, File, Edit, View, and Special (see
Figure 2-3). If you have a color monitor, you will also see the
Color menu.

& File Edit View Special

Figure 2-3. Finder 6 menu bar

The Apple Menu

The Apple menu (shown in Figure 2-4) is where you'll find the
desk accessories (DAs) installed in your System. Chapter 3 gives
detailed info on desk accessories and how to install and use
them. If you're running MultiFinder (discussed in Chapter 7),
the bottom of the Apple menu lists all the applications that are
currently open.

%
About the Finder...

filarm Clock
Calculator+
Camera

CD Remote
Chooser
Control Panel
DeskZap
DiskTop 1.2
Find File
INHOUSE™ Retriever 1.4
Key Caps
Locate

Note Pad
Scrapbook
Tempo 11

Figure 2-4. The Apple menu
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At the top of the Apple menu is the About command, dis-
cussed in Chapter 1. When you choose About, you get informa-
tion about the System you are currently running and about
Imemory usage.

You launch desk accessories by choosing them from the
Apple menu. You can launch desk accessories at any time, either
in the Finder or while another application is running,.

The File Menu

You use commands in the File menu (shown in Figure 2-5) to
work with icons.

New Folder &N
Open 80
Print

Close 8B
Get Info a8l
Duplicate 38D
Put Away

Page Setup...
Print Directory...
Eject $E

Figure 2-5. The File menu

Creating a New Folder Choosing New Folder creates a new,
empty folder in the folder or disk that is currently active. The
new folder icon appears highlighted with the preset name
Empty Folder. Begin typing immediately to rename the folder;
press Return, or click anywhere else, to have the name take
effect.
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Opening an Icon You use the Open command to open a folder,
disk, or volume, to launch an application, or to open a docu-
ment. Select the icon or the name of the folder, disk, file, or
application you want to open, and choose Open. Using the Open
command on a selected icon is the same as double-clicking it.

Printing Documents at the Finder The Print command lets you
print documents from the Finder. You can print one or more
documents, but they must all have been created by the same
application. Before you use the Print command, make sure the
proper printer has been selected in the Chooser by following
these steps:

1. Choose Chooser from the Apple menu.

2. In the Chooser window (see Figure 2-6), click the type
of device you want from the choices on the left, such as
LaserWriter.

S[[&==——— Chooser EI

Select a Laserwriter:

Background Printing: @ On O Off

User Name:
Bob LeYitus

® Active
() Inactive

AppleTalk

o

3.3.1

Figure 2-6. The Chooser window
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3. If you are connected to more than one printer of the
selected type, click the printer you want to use from the
list that appears on the right. You may need to scroll
through the list to find the one you want.

4. Click the Chooser’s close box.

If you want to set paper size, reduction or enlargement per-
centages, or other printing options for Finder windows you plan
to print, choose Page Setup from the File menu and make your
selections in the dialog box. Now you are ready to print
documents from the Finder:

1. Select the document(s) you want to print by dragging
the selection rectangle around the icons. If you want
them to print in a specific order, click on the icon of the
first file you want to print, then hold down the Shift key
and click the rest of them in the order you want them to
print.

2. Choose Print from the File menu.

3. In the Print dialog box, select the printing options you
want, and click Print.

Closing Windows Choosing Close Window from the File menu
(Command-W) closes the active folder or disk window. You can
also close a window by click