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Category Subject 

Desk Accessories (cont'd) Chooser 

Desktop Publishing 

Dinner At Eight 

Disk Drives 

Dollars & $ense 

Edit 

Excel 

Filevlsion 

144 

Comrol Panel 

Deleting 
Disk Utilities 
Key Caps 
Labeii .O 
Memory Size 

Mock Series 
Note Pad 

Number 
Order 
Scrapbook 

Captions 
Content 
Fonts 
Layout 

Memory 
Newsleners 

Training 
Menus 
Silver Palate Edition 
External Drives 
Placement 
Mac Plus 
Printing 
Bugs 

Finding 
Opening Files 

Applications 
Databases 

Dates 

Files 
Headers & Footers 

Macros 

Memory Size 

Naming 
Passwords 
Paste Special 
Windows 
Bunons 
Drawing 

Page Title 

33 Chooser Requires Later Versions of Printer Drivers 
Use Comrol Panel To Record Chooser Changes In Parameter RAM 

34 Changing Control Panel Applies To All Disks 
Don't Try To Use Disk Cache with Old ROMs 
Never Set Key-Repeat To Zero 

34 Always Leave One DA in a System File 
34 Make Sure They Work with HFS 
34 Leave Key Caps On the Screen While Writing 
34 Labe/1.0 will Crash a Mac Plus 
34 Maximum Memory Allocat ion fo r Open Desk Accessories 
35 Memory Sizes of Apple Desk Accessories 
35 Usc Mock Terminal & Mockwrite To Cut & Paste Messages 
35 Keep Multiple Nore Pads On One Disk 

Pasted Text Retains Fonnaning lnfonna tion 
35 Maximum Desk Accessories In the Apple Menu 
35 Placing DAs In Custom Order On the Apple Menu 
35 Each Page of Scrapbook Usually Shows File Type & Creator 
36 Leave Scrapbook Open On Desktop If You Use It Frequently 

36 
36 
36 
36 
37 
37 
37 

37 
37 
38 
38 
38 
38 
38 
38 

39 

39 
39 

39 
39 

40 

40 
40 

41 

4 1 

41 
4 1 
4 1 
41 
41 
42 

Make An Index 
Multiple Scrapbooks On the Same Disk 
Use Larger Sans-Serif Fonts for Captions 
ALWAYS Use A Disinterested Proofreader 
Don't Go "Font Happy" 
Don't Feel You Have To Compose Pages Sequentially 
Keep "Continued On .. . " Lines As Separate hems 
Avoid Switcher and Use Large RAM Cache If Possible 
Keep A "Junk" Page To Store Frequently Used hems 
Keep A "Shell" of Your Newslener To Use for the Next Issue 
Don't Ignore the Basics! 
Take A Screen Snapshot Of Menus To Modify In MacPaim 
Be Sure To Clear Category Selection Before Browsing Another 
Running lm BOOK External Drive with Old ROMs 
Placement Near Macintosh 
Printout All Files Before Upgrading to Mac Plus 
Limited Screen Dumps 
Backspaced or Inserted Characters May Not Redraw Properly 
Be Carefu l About Volume Name Lengths with Version 2 
ENTER Key Creates Invalid Character 
Paste Function Doesn't Always Paste At Insertion Point 
Tabs Are Preset At Eight Spaces For Monaco 9-Pt. 
Use A Select Range To Select Text You Want Used In A Find Operation 
COMM AND-K Will Allow You To Open File Without Dialog Box 
Select the Filename You Want To Open To Activate COMMAND-O 
Create Fonn Leuers with Data Inserts and "&" Function 
Don't Forget That You Can Create A Separate Data Entry Fonn 
Leave A Sliver of Space On Screen Below Data Entry Fonn 
Preselect Entry Field Sequence In Data Entry Fonns 
Use Series Feature To Create Column Header Dates 
Use the NOW() Function To Enter Current Date or Time 
Pre-release File Compatibility 
Editing Header or Footer Text Longer Than the Entry Box 
How To Fonnat Headers & Footers 
Only Use Macros From Open Macro Sheets 
Order of Functions In A User-Defined Function 
Load Excel in the First Megabyt.e 
Running Excel On A Single 400K Drive Macintosh 512 
Automatic Naming for Cells To the Right of Their Labels 
How To Remove Password Protection 
Use Paste Special When You Only Want To Paste Values 
Too Large A Document Window From A Mac/XL 
Create ''HELP" Buttons For Others 
Draw Oversized Objects and Shrink Them 
Higher Quality Reshaping 
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1st Base 

Font!DA Mover 

FONTastlc 
Fonts 

Subject 

Drawing (cont'd) 

Files 
Ignore 
Memory Space 
Objects 
Scroll ing 
Field Lengths 
HFS 
Incompatibilities 
Applications 

Bugs 

Demos & Instructions 
Ejecting Disks 

Files 

Launch 
Sizes 
Special Characters 
Boston II 

Characters 

Designing 

Geneva 
Icon 
lD Numbers 
LaserWriter 

Mac Auack 
Management 
Memory Size 
New York 
Publications 
Quality 
Resource Numbers 
Sizes 

Sources 
Spac ing 

Special 

Syste m Font 

Page 
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Category Index 

Title 

Recycle Other People's Drawings 
Use Symbol Editor To Create Graphic Elements 
Use the Grid To Transfer Graphics 
Minimize Creating Objects or Drawing Files Used Often 
Clearer Pictures 
Gelling the Most Objects Possible 
Multi-element Objects and Bind 
Scroll By Number 
Create Merge Fields Longer Than 50 Characters 
I st Base Is Not Compatible with HFS 
Incompatible with BarreryPak Phone Pad 
DRVR Resource Conflicts In Insta lling DAs In Applications 
Usc Font!DA Mover To Attach Fonts & DAs To Applications 
Version 3. 1 Doesn't Copy DAs with DRVR 10=0 
Version 3. I May Lock Up Mouse On Launch 
Won't Transfer Large Fonts In 128K Mac 
Install Fonts or DAs In Their Instructions 
OPTION-Close Ejects File's Disk 
OPTION-Quit Ejects Both Disks 
Automatically Opens System File of lnsencd Disk 
New Fom!DA Mol'er Doesn't Recognize "Old" DAs 
Launch Into Desk Accessory Mode 
Usc OPTION Key To Find Out Size of Desk Accessories 
Make a Font of Frequently Used Small Graphics 
Hard Space Is Different In Boston II 
Boston II 14-Pt. Is Really 1-Pt. Line 
Use Key Caps To Look For All the Special Characters 
Diacritical Marks 
Ellipsis 
Em Dashes 
En Dashes 
Heans 
Quick Row of Periods 
Tilde Characters 
Use BASIC To Get Apple, Cloverleaf and Checkmark 
You Don't Have to Omit Ligatures 
Don't Alter Proponions When Designing Double-Sized Fonts 
Use Type Catalogs As Font Sources 
Geneva 12-pt . "Y" Is Different In High & Standard Qualit ies 
Change Icon Font's Resource To Print On LaserWriter 
Assigning Font LD Numbers 
Don't Try To Edit LaserWriter Fonts without Proper Software 
Updated Times, Helvetica and Courier Change Spacing 
Mac Allack's Fonts Can Be Used In Other Applications 
Create Font Management Disk with No Sysrcm or Finder 
Memory Sizes of Apple Fonts 
Inconsistencies Between Screen & Printout 
U&lc Typography Magazine Subscription Information 
Double-Size Fonts For High Quality On the Image Writer 
Calculating A Font's Resource Number 
Mac Point S izes Are n't the Same As Standard Type 
Not All Fonts of the Same Point Size Are the Same Actual S ize 
Usc ResEdir To Get Around Font Size Limitations 
Gelling A Few Le11ers of A Non-Mac Font 
Apple 9-pt. Image Writer Fonts Print Six Single-Spaced Lines Per Inch 
Nonproponional Fonts 
One or Two Spaces After Punctuation 
Invisible Fonts 
Make ENTER Characters Visible for Programming 
Modify S imilar Charncters To Make Them More Legible 
Use Geneva 12-point for Microfilm Documents 
Changing the System Font 
Resolving a Messed Up System Font 
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Graphics Tablets 

Hard Disk 20 
Hayden Speller 

Hayes Modems 

Helix 

HFS 

HFS Backup 

HyperDrive 

Image Writer 
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Subject 

Drawing Surface 
Placement 
Stylus 
Templates 

Stan up 
File S ize 
Mac P lus 
Speaker 
Wait Time 
Abacus 

Desktop Neatness 
Fields 
Incompatibi lities 
Lists 
Relations 

Speed 

Clipboard 
Configuration 
Disk Menu 
Files 
Hard Disks 

lncompat i bi I ities 

Initializing Disks 
Performance 
Stanup Disk 

System Files 
Windows 
Zoom Box 
Archives 
Disk Cache 
Diskettes 

Bad Blocks 
Desktop 
Drawer Names 

Formatting 
Incompatibilities 

Other Hardware 
Problems 

System Drawer 
A boning 
Drivers 

Page 

5 1 
5 1 
5 1 
5 1 

52 

52 
52 
52 
52 
52 
52 
53 

53 
53 
53 
53 
54 

54 
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55 
55 
55 
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56 
56 
56 
56 
56 

56 
56 
57 

57 
57 

57 
57 

58 
58 
58 

Title 

Custom Fitting Acetate Sheets On Your Tablet 
Disks, Disk Drives, and Graphics Tablets Don't Mix 
Keeping Stylus Under Control 
Create Grids On Screen and Print On Acetate 
Print Out Animation Cels on Acetate for Modification 
Print Frequently Updated Images On Acetate 
Use Acetnte Sheets To Show Active Drawing Area 
Hold Down Mouse Button To Make Floppy the Stanup Disk 
Don't Try to Check Files with More than I ,500 Different Words 
Speller Won't Work with Mac Write 4.5 and HD 20 
Speaker Software Switch 
Changing Carrier Signal Wait Time 
Break Up Complex Calculations Into Modules 
Duplicate and Modify Abacus Icons for Similar Calculations 
Moving Tiles and Arrow Segments 
Plan Complex Calculations On Paper 
Print Out Large Calculations To Review Them 
Take the Time To Keep Your Helix Desktop Organized 
Format One Field and Duplicate It To Save Time 
Be Carefu l with System3.1 .I and Helix 
Show Selection Menu Option Prevents Immediate Listing 
Duplicating a Relation Icon Doesn't Duplicate Data 
Keeping Relations Efficient 
Keep Your Filenames Shon 
Many Icons In A Relation Can S low Down Helix 
Use A Disk Utility To Make System Folder/Drive the Default 
Don't Use HFS On 128K Machines 
S ingle Sided Disks Don't Show Folders 
Keep Track of Applications' Suppon Files 
Don't Keep Multiple Copies of Applications In Different Folders 
Resource ID#s Are Very lmponant 
Microsoft (Absoft) Fortran 
Neon 1.5 Not Compatible with Mac P lus ROMs 
Q&D Filer Runs Very Strangely with HFS 
SkipFinder 5.3's Open Button Performs Strangely 
How To Make A 400K HFS Disk 
Optimize Performance with Lots of Small Folders 
Hold OPTION Key While Launching An Application To Switch 

Stanup Disks 
All System Files Must Be In the Same Folder 
Distinguishing Between HFS Windows and MFS Windows 
Use the Zoom Box To Expand Window to Screen Size 
Freeze Your Backup At A Panicular Time By Backing Up Your Backup 
Don't Use Disk Caching with HFS Backup 
HFS Backup May Reject Disks Accepted By the Finder 
Hold Down OPTION Key To Use S ingle-Sided Disks 
Click On Drawer Icon In Manager Dialog for Bad Block Count 
Close Drawer By Dragging To the Trash To Update Desktop File 
Adding Type Styles To Drawer Names In the Menu 
Never Use Parentheses In A Drawer Name 
Trick for Formatting HyperDrive with Hardware Timeout Problem 
Be Careful When Installing Camera DA On HyperDrive 
Be Careful When Using Mac Tracks on HyperDrive 
Don't Run Billiards On the HyperDrive 
Don't Run NiftyBase with Cache Turned On 
Don't Use C/ickArt Effects lnstaller with HyperDrive 
Total Music Has Problems With Some Versions ofHyperDrive Software 
Change Dasch RAM Disk's Resource lD To Use with HyperDrive 
Balky Stan up from Floppy Disk 
Problems with HyperDrive 20 
Reconstruct System Drawer If You Modify It Often 
Emergency Stop For Printing 
lmageWriter 2.0 Causes Occasional "Drunken Letters" 
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lmageWrlter (cont'd) 

lmageWrlter I 

lmageWrlter II 

Installer 

Jazz 

Just Text 
LaserWriter 

LaserWrlter Plus 

Localizer 
Mac/XL 

Mac240 

Subject 

Labels 
Maintenance 
Placement 
Printing 

Ribbons 
Versa Term 
Cables 
MacCharlie 
Print head 
Printing 
Bugs 
lncompmibilities 
M icrosofl Products 
Paper Thickness 
Resolution 
Self-Test 
Trouble Shooting 
Bugs 
Font/DA Mover 
Updates 
Bugs 
Communicmions 
Graphics 
Me mory Size 
Quilling 
SYLK Files 
Commands 
Bugs 
Cartridges 
Font S ubstiiUiion 

Foms 

Formatting 
Graphics 

Manual Priming 
Margins 

Paper 
PostScript 
Prim Density 
Printing 

Smoothing 
Trouble Shooting 

Applicmions 
Bugs 
Names 
PostScript Fonts 
Idiosyncrasies 
Booting 
ExperLisp 
Startup 
Dial ing 
Modes 
VMS 

Page 
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59 
59 
59 
59 
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60 
60 
60 
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64 
64 
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66 
66 
66 
66 
66 
66 
66 
67 
67 
67 
67 

Title 

Don't Roll Labels Backwards In the lmageWriter 
Lubricating the Carriage-Bar 
Magnet On Cover-Disks Beware 
Extra Sheet When Printing 

Category Index 

Faster Quality Produces Darker Pictures Than Best Quality 
Prompting the Last Line 
Squished First Line of Print 
Alternative Ribbons 
Change DI P Switch To Print Graphics with VersaTerm 
Longer Image Writer Cable 
Reset Image Writer I DIP Switches To Print 
Image Writer l's Printhead May Overheat 
Use Masking Tape To Cover Single-Sheet Slot 
lmageWriter 2.2 Can Gel Confused with lrnageWriter II 
No Print Spoolers Wi th Image Writer II 
Use Old Image Writer Driver with Microsoft Products 
Adj ust the Paper Thickness Guide To Fit Two Sheets of Paper 
Draft Mode Defaults To Image Writer's Print Quality Selling 
How To Run the Self-Test 
Print head Foil Can Be Removed If II Gels Tom 
Version 2. 1 May Lock Up Mouse On Launch 
Make Sure Font!DA M01·er Is In System Folder 
System Update 3.1.1b Doesn't Work with Installer 
This File Can't Be Printed 
Use Cut and Paste To Send Pre-Wri11en Messages 
Copying Graphs Doesn't Change the Worksheet Link 
Memory Allocation for Applicmions 
Always Shut Down 
Make Sure SYLK File Has No Forrnalled Cells 
Undocumemed Commands I sb I and I eb I 
LaserWriter 3.0 Can Release System Font and Crash 
Refi lled Cartridges May Produce Lower Quality Printing 
Font Subst itution Doesn't Change Spacing 
LaserWriter Driver 3.0 and Later Do Beller Job 
Change of Style and Back Will Confuse LaserWriter. 3.0 
Image Writer Fonts Must Be "Resourced" Prope rly 
Keep Largest Versions o f Non-Laser Fonts 
You Can Formal for the LaserWritcr If ll's Not Hooked Up 
Speed Correspondence By Preprinting Lellerhead Containing Graphics 
Usc 96% Reduction for Bit-Mapped Graphics 
Use MacDraw, Not MacPailll For Original Art 
How Much Time You Have to Insert Paper 
There's a .45 Inch Border Around the Printable Area 
Use A Wider Righi Margin On LaserWriter Documents 
Paper Th ickness 
Creating A PostScript File 
Try Turning the Print Density Dial Down 
Making Two-Sided Copies 
Printing Envelopes 
Use Smoothing for Most Applications 
Geuing Rid of Micro Jaggies 
Light Printing With A New Toner Cartridge 
Applications Must Support New Fonts, Too 
Laser\Vriter P lus Can Lose Track of Apple To Adobe Character Mapping 
Many Applications Require That LaserWriler Plus be Named ' 'LaserWriter'' 
Fonts for Downloading Must Be On Same Disk As System 
Localizer Changes System. But Not Applications 
Express Reboot on Lisa or Mac/XL 
Don't Try To Run ExperLisp On A Mac/XL 
Hold Down OPTION Key To Boot From A Floppy 
Hayes Compatible Modems Must Have Carriage Return After Dial S tring 
Use VT I25 Mode 10 Ignore Eighth Bit 
Use NOLINE Editing With ReGIS Graphics Editor 
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Category 

MacAdvantage UCSD 
Pascal 

MACBACK 

MacDraft 

MacDraw 

MacNlfty Switch 
MacPaint 
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Subject 

Macimoslr Pascal 
Speed 
Backups 
Tapes 
Problems 
RAM Disks 
Arcs 
Bugs 

Duplicating 
Erasers 
Fonts 

Forms 
Freehand Drawing 

Grid 
Lines 
Mac Pl us 
Memory Size 
Moving Images 
Other Programs 

Page Setup 
Pa11ems 
Priming 

Rescaling 

Reshape Polygon 
Rotme 
Saving 

Selecting 

Smo01hing 

Text 

Tools 
Incompatibilit ies 
Brush S hapes 

Page 

67 
67 
67 
67 
67 
68 
68 
68 

68 
68 
69 

70 

70 
70 

70 
70 
70 
70 
71 
71 

71 
71 
72 

72 

73 
73 
73 
73 

73 

73 

74 

74 
74 
75 

Title 

Compile Mac Pascal Programs with MacAdvamage Compiler 
Use RAM Disk To Speed Program Development 
Backup II. J Will Hang System If No Tape In Drive 
Always Retension A New Tape 
MacDraft Is Buggy with New ROMs 
MacDraft Has Problems with Some RAM Disks 
Make A Pa11em To Draw Arcs of Ovals 
Cl ick Only On Bu11ons In Version 1.7 Dialog Boxes 
Filetype Isn't Changed When Your Conven Old MacDraw 

Files To PICT 
Text and Non-Text hems Don't Always Drag Together 
lmelligent Duplication Anticipates Your Spacing 
Create Borderless Objects In Background Pa11em As " Erasers" 
Customizing Fonts To Appear In First Eleven S lots of Font Menu 
Customizing Fonts To Appear In First Eleven S lots On A Mac Plus 
Patch To Solve Font S lot Limitations 
Default Font Is Most Recent ly Installed If Geneva Not Present 
Text In Fonts Not In Menu Will Be Displayed In Top Font 
Use Custom Rulers for Forms To Be Typed 
Approximate Your Drawing with Shapes 
Smooth A Freeh;md Drawing To Allow You To Reshape Polygon 
Hold Down S HIFT To Tum On Grid Temporarily 
How To Get Dolled Lines In MacDraw 
Run Chooser From Mac Draw Even If You Did From the Finder 
Watch Out On 128K Macs 
Precise Positioning 
Create Unusual S izes o f Fonts In Microsoft Word 
MacDrawings Resize Beller In MacWrite Than MacPaint 
MacPailll G raphics Are T ransparent In MacDraw 
Pasting Chans from Jazz or Microsoft Chart 
Use MacDraw Instead of MacPaim To Trace Digitized Images 
Wide Layouts 
Create Custom MacDraw Pa11ems with ResEdit 
Create White Type Double Size and Reduce 50% for Clearer Printing 
Don't Rotate Images from MacPai111 for the LaserWriter 
Error in PostScript Message 
Patterns Don't Change Orientation with Page Setup 
Reduction Or Enlargement May Cause Text Clipping On LaserWriter 
Click-SHIFT To Maintain Proponions As You Rescale 
Create Complex Drawings Oversized and Then Shrink 
Surround L1rge Areas with A Rectangle To Rescale 
Use MacWrite or LaserWriter Reduction To Scale Text with An 
Think of A Rubber Band Stretched Around Nails 
How To Remember the Rotation Direction 
An Explanation of PICT Format 
MacDraw 1.7 Can Forget Fonts In "MacDraw Fom1at" 
Hold Down COMMAND Key to Select Objc~t As You Draw It 
SHIFT-Click To Select On Top of Another Object 
Adjust Effects of Smoothing with Reshape Polygon 
Experiment To Understand How It Works 
Cut Text to Note Pad andRe-Paste To Get It Under Contro l 
Forcing Word-Wrap In Original Text 
Formatting Existing Text 
How To Getlnvened Text In Mac Draw 
Select Whole Block of Text with Triple-Click 
Title Option Capitalizes the First Le11er of Every Word 
COMMAND-Click will Reselect the L1St Tool You Used 
BERNOULLI WARNING! 
Create Custom Brush Shapes with A Font Editor 
Double-Click On Paint Brush For Quick Brush Shapes Window 
Drag Borderless Objects with OPTION-COMMAND for Custom Brushes 
Largest Brush Shape Is Also Eraser Tool Shape 



Category Index 

___ c_a_te....:g::...o_ry.:........ ___ __ s_ub-=j'-e_ct__ Page Title 
MscPsfnt (con!' d) COMMAND Keys 75 You Don't Need To Hold Down Key Combinations for Complete Drag 

Constraining 75 Constraining Movement and Painting 
SHIFf Works In Show Page, Too 

Copies 

Disk Space 

Drawing Size 
Eraser 

Fat Bits 

Freehand Drawing 

Grabber 
Graphic Sources 
Grid 

lnvening 
Lasso 
Lines 

Marquee 
Measurements 
Outlines 
Paint Bucket 

Pasting 

Patterns 

Positioning 

Power Failures 
Print Catalog 

Printing 

Protection 
Quilling 
Rulers 

Screen 
Select ing 
Shapes 

Squares, Circ les & Polygons 
75 Contro lling Space Between Copies 

Multiple Copies In A Straight Line 
76 Multiple Copies While Dragging 

Picking Up A Copy 
Preserving Patterns 

76 Leave Some Room For MacPaim To Work 
Multiple Illustrations In One Document 

76 
76 

76 

77 
77 

77 
77 
77 

78 
78 
78 

78 
78 
78 
78 
79 
79 

79 

Throw Away lmageWriter Driver 
Trimming Shon Cuts & Intro Screens 
Use MacWrite To Expand Drawing To Full Page 
Custom Size Erasers 
Double-Click On Eraser To Erase the Whole Screen 
Use Lasso Or Selection Marquee To Erase Large Areas 
All the Tools Work 
Express FatBits 
Print Out FatBits Images In MacDraw 
Create a Pen for Smoother Drawings 
Use Clear Transparency On Screen As A Guide 
Q uick Grabber 
Take Snapshots of Program Graphics for Your Personal Use 
Grid Measurements 
Operations Affected By the Grid 
Three Kinds o f Pixels 
No Need To Complete the Loop 
How To Get Dotted Lines 
Making A Curved Dotted Line 
Double-Click On Marquee To Select the Whole Screen 
Convening Dots to Inches 
Use OPTION Key For Gray Outlined Filled Objects 
Avoiding "Spilled Paint" 
Fill T iny Areas with the Paint Bucket in FatBits 
Pasting A Graphic To A Panicular S ize and Position 
Presize QuickDraw Images Before Pasting 
Copying A Pattern from A Drawing 
Creating A Custom Pattern Template 
Drawing In Patterns 
Drawing In Transparent Paint 
Express Pattern Edit Window 

80 Screening Images for Litho or Offset Print ing 
Transparent Patterns & Paint 

80 

81 
81 

81 

81 
81 
81 
82 
82 
82 
82 

Use MacPaint Document To Store Large Library of Patterns 
Use the Fill Command To Replace the Pattern In An Object 
Use Transparent Paint To Create New Pauerns 
Create A Visible Grid 
Finding Tite Scre~n's C~nt~r 

Remote Control Movement for Lassoed Images 
MacPaint Attempts To Save Your Work 
Get a Catalog of Miniatures with Print Catalog 
Changing Active Disks To Print Other Catalogs 
How To Print Multiple Copies 
Paste Images Into Program That Allows Smoothing for LaserWriter 
Open and Hide A Desk Accessory To Protect Drawing 
Use COMMAND Quit To Reset System 
"Stealing" a Ruler from MaciVrire 
Make A Pixel Ruler In Fat Bits 
Number of Pixels On a Screen 
Number of Positions You Can Select 
Making a Circle or Ellipse Template 
Making an Object "Transparent" 
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Category Subject Page Title 
MacPalnt (con!' d) Shapes (cont'd) 82 Transparent Filled Shapes 

Shortcuts 82 Shortcuts Menu Option Will Help You Remember Key Combos 
Show Page 82 Double-Click On Grabber For Quick Show Page 
Stretching 82 Stretching Or Compressing A Rectangular Selection 

83 Preserving Patterns 

Text 83 
Proportional Stretching and Compressing 
Change Font and Size from the Keyboard 
Changing Font Size of Pasted Text 
Changing Fonts and Styles without Changing Position 
Enter Text with Grid On To Make Alignment Easier 
Formatting Pasted Text 
How To Get Inverse Text 
Pasted Text Appears Only In 12-point Geneva 

84 Psychedelic Text 
Repairing Typos 
Tightly Spaced Shadowed Text with Shifted Tracings 
Ultrabold Characters 
Use Screen Snapshot To Import Formatted Text 
Use the Nore Pad As MacPaim's Word Processor 
You Don't Need Double-Sized Fonts for Printing 

Tools 84 Combining Key/Mouse Effects 
Trace Edges 84 Shifted Tracings 
Undo 85 Tilde Key Is Same As Undo or COMMAND-Z 

MacPascal Bugs 85 Version 2.0 May Be Dangerous To Your System's Health 
Debugging 85 Quick and Dirty Debugging 
Running Programs 85 Run Two or More Programs from the Desktop 
Windows 85 Open Windows Only As Necessary To Conserve Memory 
Writing Programs 85 Write Programs In MacWrire 

MacProject Mac Plus 85 Guided Tour Is Not Compatible 
Mac Serve Archiver 85 Archiver Is Not Compatible with HFS 

Chooser 86 Remove Chooser Or Choose Primer After Installing MacServe 
Sometimes MacServe DA Can't Find AppleTalk Image Writer 

Crashes 86 Crashed User System Can Hang MacServe DA At Server System 
Don't Try To Initialize Floppies At Active Server 
MacServe Performs Magic and Reconnects Users 

Erase Disk 86 Hidden Files May Disable Erase Disk Button 
Hold Down COMMAND-OPTION When You Start the Manager 

HFS 86 You Must "Erase" A New Volume To Make It HFS 
Incompatibilities 86 Check Applications· Port Configuration 

87 Don't Use Fom/DA Mover Version 3.0 
Names 87 Limit Name Length If You Have Any XL/Serve Nodes 
Printing 87 Enter A Dummy Printer Name If You Disable Print Spooler 

Rename lmageWriter Driver If AppleTa/k ImageWriter On System 
RAM-based HFS 87 MacServe Has Problems with RAM-Based HFS 
SCSI Drives 87 Early SCSI Software May Cause Problems 
System 87 Don't Make Mod ifications To System File with 

Users On Network 
Updates 87 Update MacServe After Updating System Software 
Volumes 87 HFS Volumes Must Be Contiguous 

88 Superimpose MacServe's Volumes Over Drive's Organization 
Use Dummy Volume Next To Sysrem Files 

MacSpell+ Boston II 88 MacSpell+ Incompat ible with 14-Pt. Boston 11 Text 
Mac Tablet Cursor 88 Lift Puck One Inch Off Tablet After Menu Selection 
Mac Terminal BACKSPACE 88 Use COMMAND-BACKSPACE For Destructive Backspace 

Bugs 88 Bundle Bit Problem Patch for Version 2.0 
COMMAND Keys 89 Hidden COMMAND Key Combinntion5 
Cursor Movement 89 Simulated Cursor Keys 
Mac Plus 89 Use the OPTION Key To Make ENTER Key Work Properly 
Settings 89 Creating a Mac-to-Mac Document 

If MacTerminal Hangs Up After Answer, Add Pauses To Phone Number 
Version 1.1 89 Wait For Call Option Is Reversed 

Mac Type Bugs 90 Certificates Won't Be Awarded for Exact Results 
Mac User Subscriptions 90 Call 1-800-MAC-USER 
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Mac Write 

Subject 

Applications 

Characters 
Cursor 
Dele ting Text 

Disk Space 
Document Size 
Document Width 
Envelopes 
Find & Change 
Fonts 

Footnotes 
Fonnatting 
Fonns 
Glossary 
Graphics 

Headers & Footers 

Other Programs 

Printing 

Quilling 
Rulers 

Screen 
Selecting 
Spacing 

Category Index 

Page Title 

90 Poor Man's Database Manager 
Using MacWrite As An Address Book of Envelopes 

90 Use Outline & Underline To Give Visual Character Count 
90 Finding A Lost Cursor 
90 Cut Removes One of the S paces Around Double-Clicked Word 

Double Backspace After Double-Click 
9 1 ENTER-Double-Click De le tes S ingle Word 

Express Delete with the ENTER key 
Un-Backspacc 

9 1 ABOUT MACWRIT£ 
9 1 Document Sizes for 128K and 512K Macs 
9 1 Wider-Than-Screen Documents 
9 1 Put Copies o f Addresses At the End of Your File 
9 1 Search and Replace Tabs Using Note Pad 
92 Create Tiny Text In MacDraw and Paste Into Mac\Vrite 

Fool Mac\Vrite's Font Size Limitations w ith FNTLI B.UTL 
Small Laser\Vritcr System Files with FNTLIB.UTL 

92 Use Note Pad To Store Footnotes, Then Paste Them In 
92 You Don't A lways Have To Use Rulers To Fomtat 
92 Fonn Letters 
93 Use Abbreviations and Change Option As A G lossary Function 
93 Moving A Graphic From MacPaim To MacWrite 

Mixing Graphics and Text On the Same Line 
Replacing A Graphic with One Already On the Clipboard 
Resizing A MacPaim Picture 
Tall Adjusted Corrects Distorted Pictures 

94 WIDE Page Setup Corrects Distorted Pictures 
94 Date & T ime Icons Automatically Change 

Maximum Lines of Text In A Header or Footer 
Overlap Text and Graphics with Header Icons 
Starting Page Numbers On the Second Page 
Time, Date & Page Number Icon Text Fonnat 
Title Page Option Turns Off Header & Footer Text 
Use Header or Footer As A Sty le Sheet 

95 Crea te Tables in A Spreadsheet for Easy Editing 
Paste Large MacDraw Graphics Into Blank Macll'rite Document First 
Transferring Blocks of Cells from Spreadsheets 
Transferring Microsof t Word Documents 

95 Click On Cancel Buuon To Eject Last Page Qu ickly 
Document Too Long 
Extra Page When Print ing 
MacWrite Doesn't Accurately Show L1serWriter Fonnat 
Not Enough Disk Space 

96 Print Envelope Before Writing Lcuer 

96 
96 
97 

97 
97 
97 

98 

Print Fi le fo r Version 2.2 Is Twice the Size of Original Document 
Printer Not Properly Connected 
Use Footers and Avoid Headers for Draft Printing 
Use the Laser\Vriter To Produce Extra Large Fonts 
Fast Quitting from the Disk Menu 
Creating A Ruler " Well" 
Faster Ruler Changes 
Keep Complex Rulers In the Scrapbook 
Using Localizer To Get Metric Rulers 
Number of Pixels On a Screen 
Double-Clicking On A Word Doesn 't lnclude Punctuation 
Check for Extra Spaces After Cut & Paste Operations 
Correcting Forced Space After Decima l Tabs 
Correcting Uneven Line Spacing 
Custom Line Spacing 
Cut Off Ita lics 
How To Accomplish Vertical Centering 
Irregular Spaces After Ital ics 
Look For Spaces If Text Doesn't Center Properly 
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MacWrite (cont'd) Spacing (cont'd) 98 Multi-Column Text 
Non-Breakable Spaces 
Use Six Lines Per Inch To Fill Out Pre-Printed Forms 

Stan up 99 You Don't Need To Wait Before You Stan Typing 
Style 99 Change Styles As You Type 
Text Only Files 99 Creating and Re-Opening Text Only Fi les 

100 Use Text Only Option for Space-Efficient Backups 
Trashed Files 100 Change File Type of Damaged Files To TEXT To Recover 

Recovering With Microsoft Word 
Underlining 100 Double Underlines 

MegaForm Cells 100 Getting Around Manually Completing One Cell In Each Form 
Microsoft BASIC Bugs 100 Version 2. I 

Debugging 100 Debugging Programs Typed In From Printed Listings 
101 Remove ON ERROR GOTO Routines 

Files 101 Some BASIC Filetypes 
Text-Only Program Files Will Run In Binary Or Decimal Version 

Fonts 10 1 Changing List & Command Window Fonts 
Graphics 101 A MacPaim To BASIC Utility 

102 Convening MacPaim Graphics ToM-BASIC 
Saving and Retrieving Graphics from the Clipboard 
Using MacPaint Images for Animation 

HFS 102 Specify Path To Open File On HFS Disk 
103 FILES$ Function Doesn't Work Properly 

Make Auxiliary Files In Folders Invisible 
Input 103 Changes In Version 2.0 and Later 
Listings 104 File "Rewinding" 
Memory Size 103 Using CLEAR To Maximize Work Space 
Menus 104 Creating the Dividing Lines 
OPTION Keys 103 Statement Entry Shoncuts 
Other Languages 104 Numeric Variable Keyboard Entry Diffe rent From Applesoft 
Printing 104 Escape Sequence Table 

Faster Printouts 
105 Listings In Compressed Type 

Resetting Escape Sequences 
Resetting Line Spacing After LCOPY or Screen Dump 
Sending Control Characters To the Printer With Version 2.0 

RAM Disks 105 Microsoft BASIC Is Incompatible with RAM Disks 
Windows 105 Double-Click To Make List Window Fill Screen 

Microsoft Chart Chart Window 105 Always Widen Working Area To Maximum Before Staning 
Formatting 106 How To Format Headers & Footers 
Headers & Footers 105 Editing Header or Footer Text Longer Than the Entry Box 
Labels 105 Use White Background For Overlapping Labels 
Legends 105 Add Legend Before Formatting Chan 
Linking 106 Choose Data Type First 
Other Programs 106 Create A Series of Pie Chans In MacPaint or MacDraw 

MacDraw Works Well To Modify Chans "As Printed" 
Moving Chans To Other Applications 

Patterns 106 Be Careful of Adjoining Gray Areas 
Use Dark Patterns for Emphasis 

PieChans 106 Let Chart Calculate Percentages 
Printing 107 Change Margins In Page Setup To Resize Printed Chan 
Saving 107 Save Multiple Versions of Your Chart As You Work 
Style 107 Best Uses For Horizontal Bar Charts 

Best Uses For Line Charts 
Best Uses For Pie Chans 
Don't Overdo! 
Make Your Own Templates for Frequently Used Formats 

Microsoft File Arrow Keys 107 Left and Right Arrows Change Field Position of Cursor 
Up and Down Arrows Change Record Position of Cursor 

Bugs 107 New Files with Finder 4.1 
Data Entry 108 Shrink Data Entry Window To Speed Screen Redraw 
Dates 108 Date Fields Will Accept European Style for Data Entry 
Fields 108 Accessing Pans of a Field Not Displayed 
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Microsoft File (coni' d) Fields (cont'd) 108 

Fonn 109 
Fonnatting 109 
Headers & Footers 109 
Memory 109 
Other Programs 109 

110 
Printing 110 
Repons 110 
Soning 110 

Microsoft Word COMMAND Keys 110 

Il l 

Cursor Movement Il l 

Deleting Files Il l 
Deleting Text I ll 
Desk Accessories Ill 
Dialog Boxes I 12 
Editing Text 11 2 

Find 112 

Fonts 11 2 

11 3 
Footnotes 11 3 
Fonnatting 11 3 

114 

Glossary 114 

Graphics I 14 

Hyphenation 114 

Keypad 114 
Mail Merge 114 
Other Programs 115 

Category Index 

Title 

Changing Fie ld Fonnats Without Losing Data 
Use OPTION-RETURN To In sen Line Feeds 
Use OPTION-TAB To Insen Tab Characters w ithin Fields 
Width of Record Select Bar Varies with Number of Records 
How To Fonnat Headers & Footers 
Editing Header or Footer Text Longer Than the Entry Box 
ABOUT MICROSOFT FILE 
Create Records for File In A Word Processor 
Don't Use Embedded Tabs & Returns In Fields You Want To Transfer 
Use Font Substitution When Printing Repons On LaserWriter 
Use Save As ... After Changing A Repon's Page Setup 
Use Save Records As ... To Save In Soned Order 
Entering A New Division 
Repeat Your Last Command With COMMAND-A 
Use COMMAND Space To Create A Non-Breakable Space 
Use SHIFT-ENTER To Enter A Page Break 
Use SHIFT-RETURN To Get A New Line In the Same Paragraph 
Beginning Of Sentence 
Beginning of Sentence To the Right 
Character Left and Right 
Left and Right End of Line 
Line Up and Down 
Page Up and Down 
Scroll One Line Up and Down 
Top and Bottom of Document 
Top and Bottom of Screen 
Word Left and Right 
Don't Delete Temporary Files While Running Word 
Usc OPTION-BACKSPACE To Delete Previous Word 
Incompatibility 
COMMAND Key Equivalents for Buttons 
BACKSPACE Variations 
Don't Cut and Paste Too Many Paragraphs At A Time 
Use OPTION-Click To Copy A Selection of Text 
Use OPTION-SHIFT -Click To Move A Selection of Text 
Finding A Circumflex 
Finding A Question Mark 
COMMAND-< or> Changes Text Size 
Create Unusual Sized Fonts with MacDraw 
Express Font and Style Matching 
How Small Caps Work 
An Explanation of How To Use Footnotes 
Erase A Paragraph's Fonnutting With COMMAND-SHIFT-P 
Nested Paragraphs 
Paragraph's Fom1atting lnfonnation Is Stored In~ 
Use SHIFT-COMMAND-C For Centered Paragraphs 
Use SHIFr-COMMAND-F To Indent Paragraph's First Line 1/2lnch 
Use SHIFf-COMMAND-J For Fully Justified Paragraphs 
Use SHIFT-COMMAND-L For Left Justification 
Use SHIFT-COMMAND-M To Un-Nest Paragraphs 
Use SHIFT-COMMAND-O To Add A Leading Line of Space 
Use SHIFT-COMMAND-R for Right Justification 
Use SHIFT-COMMAND-T To Fom1at Paragraph With Hanging Indent 
Capacity 
Making Glossary Entries 
Using G lossary Entries In Your Text 
How To Resize A Graphic 
Quick Rescaling from 0 to 9 
Creating An Optional Hyphen 
Use OPTION Hyphen For A Non-Breakable Hyphen 
Keypad Can't Be Used To Enter Data 
Avoiding Blank Lines Generated By Missing Fields 
Transferring MacWrite Documents 
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Microsoft Word (con!' d) Other Programs 115 Correcting Paragraph Indents In Tr.msferred Mac\Vrite Files 
Page Numbering 115 Conflicts With Margin Sellings 
Priming 115 High Quality 5, 6 and 7 Point Text 

Use Mail Merge Option To Chain Documents for Speedy Priming 
Recovering Files 115 Recovering from A Crash 
Rulers 115 Calculating True Distance From Lefl Edge of Paper 

Se11ings Only For Paragraph Where Cursor Is Located 
Two Different Types 

Running Heads 11 6 Can Be AI Top or Bo11om of Page 
Main Text May Keep Running Heads from Priming 
Reforma11ing Afler Deselect ion 
Sell ing the Margins 
Use Running Head To Crea1e Banner Headline In Two-Column Text 

Saving 116 Save Oflen To Avoid "Session Too Long" 
Selecling 116 Selecting A Single Line 

Selecting A Whole Document 
Selecting A Whole Paragraph 
Use COMMAND Click To Select A Whole Sentence 
Use SHIFT-BACKSPACE To Select Previous Word 

Spacing 116 How To Accomplish Venical Centering 
117 Look For Spaces If Text Doesn't Center Properly 

Windows 117 Zoom Window To Full Screen Size 
Min/Finder Deleting Files 117 Trashing from I he Finder 

Disk Space 11 7 OPTION-COMMAND Upon Quit Wi ll Rebuild Desktop File 
Throw Away The Finder 

Drive Bu11on 117 Keyboard Equivalent 
Installation 117 Gelling Staned 

Modifying the Files In A MiniFinder 
Muhi-Level MiniFinders On A Hard Disk 

11 8 Remembering Files from Old MiniFinder 10 A New One 
Opening Files 11 8 Double-Click On Icon To Open II 
Problems 11 8 Can't Load the Finder Message 
To The Finder 118 Bypass the MiniFinder To The Finder 

ENTER means "Go To Finder" 
Multiplan Applicarions 118 Pasting Multiplan Informat ion Into Word Processors 

Calculation 11 8 My Spreadsheet Calculates Only When I Save It 
119 Use the Round Function On Dollar Figures 

Editing 11 9 Adding A Column 
FIXED 11 9 Number Displayed with FIXED Can Be Concatenated 
Foms 119 Changing Foms In Multiplan 1.02 

Faulty System Font On Updated Mulriplan I .02 
Forma11ing 11 9 How To Formal Headers & Footers 
Headers & Footers 120 Editing Header or Footer Text Longer Than the Entry Box 
Other Programs 120 Highlighting Cells In MacDrmv or MacPaim 
Passwords 120 How To Remove Password Protection 
Printing 120 Set Page Breaks To Split Spreadsheet Into Printable Units 

Simulate "Freeze Titles" On Your Printouts 
Squeezing More Cells On The Primed Page 
Very Wide Columns with Wide-Print Option 

Protection 120 Using Cell and Document Protection 
Soning 121 How To Son A Series of Rows 

Music Works Hard Disk 20 121 Conven To an .HQX File To Install 
OverVUE Columns 121 lnsened Column will Require You To Reconslmct Your Template 

Hyper Drive 121 Special Version 
Incompatibilities 121 Disk Caching Programs 
Other Programs 121 Creating Tabs Between Fields for Expon 

PsgeMsker Bugs 122 Deleting Large Number of Pages 
COMMAND Keys 122 COMMAND-Click Will Toggle Between Full Page and Fit In Window 
LaserWriter 122 LaserWriter Must Be Named "LASER WRITER" in Version 1.1 
LaserWriter Plus 122 PageMaker 1.2 Is Firs1 To Suppon LaserWriter Plus Fonts 
Page Setup 122 Make Permunem Page Setup Changes On Desktop 
Placement 122 Actual Size Is More Accurate Than 200% 
Priming 122 Reset the LaserWriter If It's Been Initialized with lAser Prep 

154 



Category 

PageMaker (cont'd) 

Paradise Hard Disks 

PowerCache 

Rags to Riches 

RAM Disks 

RamStart 
Red Ryder 

ResEdlt 

Role-Playing Games 

Sargon Ill 
Smartcom II 

SoundCap 
Spreadsheets 
Switcher 

Subject 

Saving 
Scrolling 
Snap To Guides 
Desktop 
Inte rference 
Manager 
Modems 
Spooler 

Bugs 
Incompatibilities 

Chan of Accounts 

Disk Setup 
Configuration 
Modifying 

Applications 
Saving 
HFS 
lncompat ibi 1 it ies 

COMMAND Keys 
Cuuing 
HFS 
Icons 
Precautions 
Resources 
Version Resource 
Playing Tips 

Setup 
Data Capture 

HFS 
Sidekick 
Bugs 
Text Fom1an ing 
Clipboard 
Configuration 

Disk Space 

Finder 

Hard Disks 
Incompatibilities 

MacWrire 

Memory Size 

Page 

122 
123 
123 
123 
123 
123 
123 
123 
124 
124 
124 

124 

124 
125 

125 
125 
125 
125 

126 
126 
126 
126 
126 
126 
126 
127 

128 
128 

128 
128 
128 
129 
129 
129 

130 

130 

130 
130 

131 

131 

Category Index 

Title 

Save and Save Again 
OPTION-Click Gives You MacPai11r Style Hand 
Position of Pointer Determines If Snap To Guides Is Active 
Close Volume By Dragging To Trash To Update Desktop Fi le 
Paradise Hard Disks May Cause Excessive RF Interference 
Don't Use Disk Caching with Paradise Mallllf!er 
Modem Compatibility 
Don't Set Spooler Size To Zero 
High Quality Print ing Is Faster without the Spooler 
Switching Sysrem Disks 
Dangerous To Mac/XL Sysrem Files 
Don't Run On HyperDrive 20 
Accounts Cannot Be Deleted 
COMMAND Key Codes Cannot Be Erased 
Hidden Capital Account In General Ledger 
Put GIL, AIR. and AlP All On One 800K Disk 
Put the Sysrem Folder In the RAM Disk 

Use A Phantom Copy of Your Application For Complex Modification 
Sava Data Files from RAM Disk to Floppy Often 
Keep Files To Be Copied To RAM Disk At Root Level 
Red Ryder 7.0 and HD20/HFS Are Incompatible 
Version 8 and Later Don't Suppon 128K Macs 
Version 8 Crashes On Quit with Some Configurations 
Version 8 Doesn't Suppon CompuServe "B" Protocol 
OPTION-SHIFT Allows You to Open Resource as Another Type 
Don't Forget TI1at Cutting Puts Data On the Clipboard 
Keep Files You Want To Open At the Root level 
Making Redesigned Icons Appear On the Desktop 
Be Safe Not Sorry 
Newer Versions of ResEdir Can Create Resources 
Inside the Version 
A Weapon In Hand Is Wonh Two In the Bag 
Be Prepared 
Becoming A Better Fighter 
Keep Accurate Maps 
Nothing Is Permanent 
There's Always a Way! 
How To Handicap 
Be Careful How You Save Data 
Save and Save As ... Save Only Your Settings 
Smarrcom2.Ja Doesn't Know How To Deal with Folders 
Modified Sysrem File May Cause Problems With Sidekick 
Open Command Causes Proble ms With Versions 3.4/3.5 
Multiple Columns of Text 
Don't Always Conven Clipboard 
Attach Document 
Back After Launch May Confuse Disk Swapping Sequence 
Put Finder, Sysrem and DAs On Only One Disk 
Save Screen 
Make Swirc!Jer the St;tnup and Throw Away Fi11der 
Use Applications On More Than One Disk 
Getting Out Quickly 
Include the Finder In Your Applications Set- If You Can 
With Finder Installed , You Can Launch Other Applications 
Rename Swire her If You Have To Boot from A Floppy 
Don't Try To Run Microsofr Word/Finder Combo In Swircher 
Sysrem 3.1./b Won't Allow MacWrire & Excel To Run On Swircher4.8 
Don't Use Two Copies of MacWrire At Once 
MacWrire May Truncate Text Files In Too Small A Panition 
Setting Preferred and Minimum Memory Sizes 
Insuffic ient Memory Message On 51 2K Mac With RAM Disk 
Interpreting the Swircher Information Window 
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Switcher (cont ' d) Memory Size (cont 'd) 131 MacDraw Limitations 
132 MacWrite Requires More than 128K To Work with LaserWriter 

Preferred Memory Size for Ja:z 
Preferred Memory Size for Laserbase 
Preferred Memory Size for MacPaim 
Preferred Memory Size For Mega Form 
Preferred Memory Size for Odesta's flelix 
Preferred Memory Si1..es For Microsoft Products 
Use At Least 192K Panition For Finder 5 .2 and Later 

Quitting 132 Always Quit All Applications Before Switcher 
Emergency Exit In Case of System Hang or Crash 

Safety 133 Safest Sett ings 
Same One Twice 132 Using Same One Twice with Apple Applications 
Shoncuts 133 Keyboard Shoncuts For Switching Applications 

Disable Keyboard Switching If Applications Connict 
Returning To the Switcher Screen 

Slots 133 Don't Forget Switcher Has More Than Four Slots 
Stanup 133 Create A Turnkey Stanup Set of Applications 

134 Hold OPTION Key Down To Bypass Stanup Document 
Telecommunications Banking Services 134 Usc TTY Mode for Services If They Don't Suppon Macintosh 

Cables 134 Make Sure You Use the Right Cable 
Charges 134 Tips For Reducing On-Line Charges For Investors or Researchers 
Phone Lines 134 Failed Transmissions 

Turning Off Call Waiting 
Settings 134 If You Can't See What You're Typing 
X Modem 134 Aboning A File Transfer with XModem Protocol 

Tempo Bugs 135 Holding Down COMMAND Key Can Suppress Upper Case Characters 
COMMAND Keys 135 Be Sure You Don't Duplicate Application's COMMAND Keys 
Constructing Macros 135 Keep Your Macros Modular 

Locate Macro Combo Keys Near COMMAND or OPTION Key 
Incompatibil ities 135 Problems With Mac 5 12/HD 20/AppleTalk Combination 

Problems With Microsoft Products 
Problems With Other Programs 

Stan up Macros 135 Use Tempo To Install Itself Upon Stan up 
ThinkTank Applications 135 Organizing and An:hiving Scrapbooks with ThinkTank 512 

136 Personal Calendar in ThinkTank 5 12 
Copies 136 Running ThinkTank 128 from A Copy 
Incompatibilities 136 Disk Caching Programs 
Other Programs 136 Using Microsoft BASIC To Conven ThinkTank Files 

137 Opening A ThinkTank Outline with Mac\Vrite 
Opening A ThinkTank Outline with Microsoft Word 

Through The 
Looking Glass Goodies 137 Many Concealed Features 

Special Effects 137 Cat's Mouth Turns Board Upside Down 
Cat's Nose Reverses Mouse Movements 
Cat's Right Eye Disintegrates Board 
Cheshire Cat's Left Eye Changes Opposing Pieces 

ThunderScan Mac Plus 138 You Need an Adapter for ThunderScan to Run On A Mac Plus 
Scanning 138 Scan Originals with Venical Lines Sideways 
Trouble Shooting 138 Check Tape On the Image Writer If You're Getting Bad Lines 

TurboCharger Cache Size 138 Preferred Cache Sizes For Microsoft Products 
Disk Space 138 Throw Away TurboControl After Setting Cache Size 

Ultima II Bugs 139 Myra Breckenridge's Revenge 
VIdeo Works Memory Space 139 Be Conservative In the Number Of Objects You Animate 

Player 139 Making A Self-Running Animation 
Technique 139 Study the Animation Masters 
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SUBJECT INDEX 
Subject Category Page Subject Category Page 

A-Traps Assembly L-anguage 29 Bugs (continued) PowerCaclre 124 
Abacus Helix 52 SowuJCap 128 
Abort ing The Finder 13 Tempo 135 

Image Writer 58 Ultima II 139 
Alarm Clock Desk Accessories 32 Bullons Filevision 41 
Applications The Finder 13 Cables Macintosh 21 

Desk Accessories 32 Macintosh Plus 24 
Excel 39 ImageWriter I 59 
Font/DA Mover 44 Telecommunications 134 
LaserWriter Plus 66 Cache Size TurboCharger 138 
MadVrite 90 Calculation Multiplan 118 
Multiplan 11 8 Calculator Desk Accessories 33 
ThinkTank 135 Camera Desk Accessories 33 

Archiver MacServe 85 Captions Desktop Publishing 36 
Archives HFS Backup 56 Cart ridges LaserWriter 62 
Arcs Mac Draw 68 Cells MegaForm 100 
Arrow Keys Microsoft File 107 Characters Fonts 45 
Audio Macintosh 20 MacWrite 90 

Deluxe Music Charges Telecommunications 134 
Construction Set 31 Chart of Accounts Rags to Riches 124 

BACKSPACE MacTerminal 88 Chart Window Microsoft Chart 105 
Backups General Information I Choose Printer AppleTalk 27 

MACBACK 67 Chooser Desk Accessories 33 
Bad Blocks Hyper Drive 56 MacServe 86 
Bad Disks General Information Clipboard General Infonnation 2 

The Finder 14 HFS 54 
Banking Services Te lecommunications 134 Switcher 129 
Ballery Macintosh 21 Columns OverVUE 121 
Booting General Information I COMMAND Keys Genera l Information 2 

Mac/XL 66 The Finder 14 
Boston II Fonts 45 MacPaim 75 

MacSpell+ 88 MacTerminal 89 
Brush Shapes MacPaint 75 Microsoft Word 110 
Bugs The Finder 14 PageMaker 122 

Deluxe Music Res Edit 126 
Construction Set 31 Tempo 135 

Edit 38 Commands Just Text 62 
Fom!DA Mover 44 Communications Jazz 61 
Image Writer II 60 Configuration HFS 54 
lmta/ler 61 RAM Disks 125 
Jazz 61 Switcher 129 
LaserWriter 62 Consortium Software General Information 3 
LaserWriter Plus 66 Constraining MacPaint 75 
MacDraw 68 Constructing Macros Tempo 135 
MacPascal 85 Content Desktop Publishing 36 
MacTerminal 88 Control Panel Desk Accessories 34 
Mac Type 90 Copies MacPaint 75 
Microsoft BASIC 100 ThinkTank 136 
Microsoft File 107 Copying General Information 3 
PageMaker 122 Copying Fi les The Finder 15 

157 



Subject Index 

Subject Category Page Subject Category Page 

Copying Files (cont ' d) Assembly Language 29 Document Size MacWrite 91 
Crashes MacServe 86 Document Width MacWrite 9 1 
Cursor MacTablet 88 Drawer Names Hyperdrive 57 

Mac Write 90 Drawing Filevision 42 
Cursor Movement Mac Terminal 89 Drawing Size MacPaint 76 

Microsoft Word Ill Drawing Surface Graphics Tablets 51 
Cut & Paste General Information 4 Drive Button MiniFinder 117 
Cutting ResEdit 126 Drivers Image Writer 58 
Data Capture Smartcom II 128 Duplicating Mac Draw 68 
Data Entry Microsoft File 108 Editing Multiplan ll 9 
Databases Excel 39 Editing Text Microsoft Word ll2 
Dates Excel 40 800K Floppies Copy II Hard Disk 30 

Microsoft File 108 Ejecting Disks The Finder 16 
Debugger Macintosh Plus 24 FomiDA Mover 44 
Debugging MacPascal 85 Envelopes MacWrite 91 

Microsoft BASIC 100 Erase Disk The Finder 16 
Default Disk General Information 4 MacServe 86 
Deleting Desk Accessories 34 Eraser MacPaint 76 
Deleting Files General Information 4 Erasers Mac Draw 68 

The Finder 15 ExperLisp Mac/XL 66 
Microsoft Word Ill External Drives Disk Drives 38 
MiniFinder ll7 External Speaker Deluxe Music 

Deleting Text Mac Write 90 Construction Set 32 
Microsoft Word Ill Fat Bits MacPaint 76 

Demos & Instructions Fom/DA Mover 44 Field Lengths 1st Base 43 
Designing Fonts 46 Fields Helix 53 
Desk Accessories Microsoji Word Ill Microsoft File 108 
Desktop Hyper Drive 56 File Conversion General Information 6 

Paradise Hard Disks 123 File Flags General Information 7 
Desktop Neatness The Finder 15 Assembly Language 29 

Helix 53 File Size Hayden Speller 52 
Dialing Mac240 67 Files Excel 40 
Dialog Boxes General Information 4 Filevision 42 

Microsoft Word ll2 Fom/DA Mover 44 
Disk Cache Macintosh Plus 25 HFS 54 

HFS Backup 56 Microsoft BASIC 101 
Disk Configuration General Information 4 Find Microsoft Word ll2 

Rags to Riches 124 Find & Change MacWrite 91 
Disk Menu General Information 5 Finder Switcher 130 

Macintosh Plus 25 Finding Edit 39 
HFS 54 FIXED Mul1iplan ll9 

Disk Space The Finder 16 Font Substitution LaserWriter 63 
MacPaint 76 FontiDA Mover Installer 61 
MacWrite 91 Fonts Desktop Publishing 36 
MiniFinder 11 7 LaserWriter 63 
Switcher 130 MacDraw 69 
TurboCharger 138 MacWrite 92 

Disk Utilities Desk Accessories 34 Microsoft BASIC 101 
Diskettes General Information 6 Microsoft Word ll 2 

Macintosh 2 1 Multiplan 119 
HFS Backup 56 Footnotes MacWrite 92 
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Footnotes (cont'd) Microsoft Word 113 Hyphenation Microsoft Word 114 
Fom1 Microsoft File 109 Icon Fonts 47 
Fonnatting HyperDrive 57 Icons The Finder 17 

LaserWriter 63 ResEdit 126 
MacWrile 92 ID Numbers Fonts 47 
Microsofl Chart 106 Idiosyncrasies Localizer 66 
Microsoft File 109 Ignore Filel•ision 42 
Microsoft Word 113 Image Writer Apple Talk 27 
Mulliplan 119 Incompatibilit ies 1st Base 43 

Forms MacDraw 70 Helix 53 
MacWrite 92 HFS 55 

Freehand Drawing MacDraw 70 Hyper Drive 57 
MacPaint 77 lmageWriter II 60 

Games Macintosh Plus 25 MacNifty Switch 74 
Geneva Fonts 47 MacServe 86 
Get Info The Finder 16 OverVUE 121 
Getting Out Demonstration Software 32 PowerCache 124 
Glossary MacWrite 93 Red Ryder 125 

Microsoft Word 114 Switcher 130 
Goodies Through The Tempo 135 

Looking Glass 137 ThinkTank 136 
Grabber MacPaint 77 Initializing Disks The Finder 17 
Graphic Sources MacPaint 77 HFS 55 
Graphics General Information 7 Input Microsoft BASIC 103 

Jazz 61 Installation MiniFinder 117 
LaserWriter 63 Interference Paradise Hard Disks 123 
MacWrite 93 Inverting MacPaint 78 
Microsoft BASIC 101 Key Caps Desk Accessories 34 
Microsoft Word 114 Keyboard Macintosh 22 

Grid MacDraw 70 Macintosh Plus 25 
MacPaim 77 Keypad Microsoft Word 114 

Guided Tours Demonstration Software 32 Label 1.0 Desk Accessories 34 
Hard Disk 20 Music Works 121 Labels Image Writer 58 
Hard Disks General Information 7 Microsoft Chart 105 

HFS 55 LaserWriter Fonts 47 
Switcher 130 PageMaker 122 

Headers & Footers Excel 40 LaserWriter Plus PageMaker 122 
Mac Write 94 Lasso Mac? aim 78 
Microsofl Chart 105 Launch FomiDA Mover 45 
Microsoft File 109 Layout Desktop Publishing 36 
Multiplan 120 Legends Microsoft Chart 105 

HFS The Finder 16 Lines Mac Draw 70 
Concertware 30 MacPaim 78 
1st Base 43 Linking Microsoft Chart 106 
MacServe 86 Listings Microsoft BASIC 104 
Microsoft BASIC 102 Lists Helix 53 
RamS tart 125 Locked Files The Finder 17 
Res Edit 126 Mac A/tack Fonts 47 
Smartcom II 128 Mac Guided Tour Demonstration Software 32 

Hints Deja Vu 31 Mac Plus Dollars & Sense 38 
HyperDrive OverVUE 121 Hayden Speller 52 
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Mac Plus (continued) Mac Draw 70 Number Desk Accessories 35 

Mac Project 85 Objects Filevision 43 
MacTerminal 89 Opening Files The Finder 18 
ThunderS can 138 Edit 39 

MacCharlie lmageWriter I 59 MiniFinder 118 
Macimosh Pascal MacAdvantage UCSD Pascal 67 Operating System Calls Assembly Language 29 
Macros Excel 41 OPTION Keys Microsoft BASIC 103 
Mac Write Switcher 131 Order Desk Accessories 35 
Mail Merge Microsoft Word 114 Other Computers General Information 9 
Maintenance Image Writer 58 Other Hardware HyperDrive 57 
Management Fonts 47 Other Languages Microsoft BASIC 104 
Manager Paradise Hard Disks 123 Other Programs MacDraw 71 
Manual Printing LaserWriter 64 Mac Write 95 
Margins Laser Writer 64 Microsoft Chart 106 
Marquee Mac Paint 78 Microsoft File 109 
Measurements MacPailll 78 Microsoft Word 115 
Memory Microsoft File 109 Multiplan 120 

Desktop Publishing 37 OverVUE 12 1 
Memory Size The Finder 17 ThinkTank 136 

Macintosh 22 Outlines MacPailll 78 
Desk Accessories 34 Page Numbering Microsoft Word liS 
Excel 41 Page Setup Mac Draw 71 
Fonts 48 PageMaker 122 
Jazz 62 Paint Bucket MacPaint 78 
MacDraw 70 Paper LaserWriter 64 
Microsoft BASIC 103 Paper Thickness Image Writer II 60 
Switcher 131 Parameter RAM General Information 9 

Memory Space General Infom1ation 8 Passwords Excel 41 
Crunch 30 Multiplan 120 
Filevision 42 Paste Special Excel 41 
Video Works 139 Pasting MacPaint 79 

Menus General Information 8 Patterns MacDraw 71 
Dinner At Eight 37 MacPailll 79 
Microsoft BASIC 104 Microsoft Chart 106 

Microsoft Products Image Writer H 60 Perfom1ance HFS 55 
Mimeograph General Information 8 Phone Lines Telecommunications 134 
Mock Series Desk Accessories 35 Pie Charts Microsoft Chart 106 
Modems Paradise Hard Disks 123 Placement Macintosh 22 
Modes Mac240 67 Courier 2400 Modem 30 
Modifying Disk Drives 38 
Applications RAM Disks 125 Graphics Tablets 51 

Mouse Macintosh 22 Image Writer 58 
Moving Images MacDraw 71 PageMaker 122 
Names General Information 9 Player Video Works 139 

TI1e Finder 18 Playing Tips Role-Playing Games 127 
LaserWriter Plus 66 Ports Macintosh 23 
MacServe 87 Positioning MacPaint 80 

Naming Excel 41 PostScript LaserWriter 64 
New York Fonts 48 PostScript Fonts LaserWriter Plus 66 
Newsletters Desktop Publishing 37 Power Macintosh 23 
Note Pad Desk Accessories 35 Power Failures MacPaim 81 
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Subject Category Page Subject Category Page 

Precautions ResEdit 126 Ro1ate Mac Draw 73 
Print Catalog MacPaim 81 Rulers MacPaint 81 
Prim Density LaserWriter 65 MacWrite 96 
Prim head Image Writer I 59 Microsoft Word li S 
Printing The Finder 18 Running Heads Microsoft Word 116 

Apple Talk 28 Running Programs Mac Pascal 85 
Dollars & Sense 38 Safety Switcher 133 
Image Writer 58 Same One Twice Switcher 132 
Image Writer I 60 Saving MacDraw 73 
Laser Writer 65 Microsoft Chart 107 
MacDraw 72 Microsoft Word 116 
MacPaifll 81 PageMaker 122 
MacServe 87 RAM Disks 125 
MacWrite 95 Scanning ThunderScan 138 
Microsoft BASIC 104 Scrapbook Desk Accessories 35 
Microsoft Chart 107 Screen Macimosh 24 
Microsoft File 110 MacPaim 82 
Microsoft Word liS MacWrite 97 
Multiplan 120 Screen Dumps Macintosh Plus 26 
PageMaker 122 Scrolling General information 10 
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RANDAL L KOTTWITZ 

Born in Blue Hill, Nebraska, Randy Kottwitz has accumulated 
experience in many fields. While at Western Michigan University in 
Kalamazoo, Michigan, he supervised crews for over fifty stage produc­
tions, taught courses in makeup design and application, and served as 
musical director for several stage musicals. He was the founding director 
of the Hartford Community Theatre in Hartford, Michigan. In a major 
shift in careers, Randy was named Editor-in-Chief of SoftSide magazine 
in 1981 and served in that capacity and as the magazine's Publisher until 
late 1983. He was one of the very first users of the Apple Lisa computer, 
the 128K Macintosh, and of the Macintosh Plus. He runs his life on the 
Mac and has considered a permanent mouse implant. Currently, Randy is 
president of the consulting firm Kottwitz & Associates in Merrimack, 
New Hampshire. He and his associates provide a full range of publish­
ing, marketing, trade show, and computer services to high tech 
publishing and consumer electronics firms around the world. Kottwitz & 
Associates acts as the Research & Development firm for MacUser Publi­
cations, Inc. 



TRADEMARK INFORMATION 
This book comments on many hardware and software products. Many of those products are identified by their 
trade names. In most cases, these designations are claimed as legally protected trademarks by the companies which 
make the products. We have made every attempt to credit the appropriate manufacturer or publisher in the follow­
ing list. It is not our intent to use any of these names generically, and the reader is cautioned to investigate a 
clajmed trademark before using it for any purpose except to refer to the product to which it is attached. 

Airbome!TM and Paint CutterTM are trademarks of Silicon Beach Software, Incorporated; Apple® is a registered 
trademark, and AMAZingn1, AppleTalk™, FinderTM, Font/DA Movernl, Hard Disk 20TM, HFS™, ImageWriterrM, 
LaserWriter™, LaserWriter PlusTM, Localizer'~'~\ MacDrawrM, MacPaintTh1, MacPascaJTM, MacProjectTM , Mac­
Terminal™, MacWrite™, Mac/XL™, MiniFinder'~'M, ResEdit™, Switcher™, and Through The Looking Glass™ 
are trademarks of, and Macintosh® is a registered trademark licensed to Apple Computer, Incorporated; Battery­
Pak™ and DiskTools™ are trademarks of Batteries Included; Bernoulli BoxTM is a trademark of IOMEGA 
Corporation; ClickOnTM is a trademark ofT/Maker Company; ColorPrintrM is a trademark of Esoft Enterprises; 
CompuServe® is a registered trademark of CompuServe Information Service; ConcertWareTh1 is a trademark of the 
Concert Ware Group; Copy II Hard DiskTM and MacTooJsTh1 are trademarks of Central Point Software, Incorporated; 
Courier 2400™ is a trademark of USRobotics; Crunch® is a registered trademark of Crunch Software Corporation 
licensed to Paladin Software Corporation; Deja VuTM and Dinner At Eight™ are trademarks of Rubicon Publish­
ing; Deluxe Music Construction Set™ is a trademark of Electronic Arts, Incorporated; Disklnfo™ is a trademark 
of Maltreya Design; Dollars and $ense™ is a trademark of Tronix Publishing, Incorporated; ExperLispTM is a 
trademark of ExperTelligence; FeditTh1 is a trademark of MacMaster Software; Filevision™ is a trademark of Telos 
Software Products; 1st BaseTM and 1st Merge™ are trademarks of Template Systems, Incorporated; FONTastic™ is 
a trademark of Altsys Corporation; Hayden SpellerTh1 and Sargon Irrn1 are trademarks of Hayden Software 
Company, Incorporated; HeJixTM is a trademark of Odesta Corporation; HFS Backup™ is a trademark of Personal 
Computer Peripherals Corporation; HyperDrive™ is a trademark of General Computer Company; ffiM® is a 
registered trademark and PC-DOSTM is a trademark of International Business Machines Corporation; JazzTM is a 
trademark of Lotus Development Corporation; Just TexfM is a trademark of Knowledge Engineering; Mac240™ is 
a trademark of White Pine Software, Incorporated; MacAdvantage UCSD PascaJTM js a trademark of SotTech 
Microsystems, Incorporated; MacAttackTM is a trademark of Miles Computing; MACBACKTh1 is a trademark of 
Peripheral Land; MacCharlieTM is a trademark of Dayna Communications; MacDraft™ is a trademark of Innovative 
Data Design, Incorporated; MacFortran™ is a trademark of Absoft Corporation; MacNifties™ is a trademark of the 
Kette Group, Incorporated; MacServe™ and XL/Serve™ are trademarks of Infosphere, Incorporated; MacSpell+™ 
is a trademark of Creighton Development, Incorporated; MacTablet™ is a trademark of Summagraphics Corpora­
tion; MacType™ is a trademark of Palantir Soft\vare; MacUserTM is a trademark of MacUser Publications, 
Incorporated; MegaForm™ is a trademark of Megahaus Corporation; Microsoft®, MS-Dos® and Multiplan® are 
registered trademarks of Microsoft Corporation; MusicWorks™ and VideoWorks'~'M are trademarks of MacroMind; 
NEON™ is a trademark of Kriya Systems, Incorporated; OverVUETM is a trademark of Pro VUE Development 
Corporation; PageMakerTM is a trademark of Aldus Corporation; Paradise MAC lO & 20™ are trademarks of 
Paradise Systems, Incorporated; PostScriptTh1 is a trademark of Adobe Systems, Incorporated; Rags to Riches™ is 
a trademark of Chang Labs; RamStanTM is a trademark of George Nelson; Red Ryder™ is a trademark of The 
FreeS oft Company; SideKick® is a registered trademark of Borland International, Incorporated; Smartcom IfTM is a 
trademark of Hayes Microcomputer Products, Incorporated; SoundCap™ is a trademark ofFratal Software; Straight 
Talk™ is a trademark of Dow Jones & Company, Incorporated; Tempo™ is a trademark of Affinity Micro­
systems, Limited; ThinkTankTh1 is a trademark of Living Videotext, Incorporated; ThunderScan™ is a trademark of 
Thunderware, Incorporated; TML Pascal™ is a trademark of TML Systems; TurboChargerTh1 is a trademark of 
Nevins Microsystems, Incorporated; Ultima JITM is a trademark of Sierra On-Line, Incorporated; VAX® is a 
registered trademark, and ReGIS Graphics Editor'~'M, and VMS™ are trademarks of Digital Equipment Corporation; 
VersaTerm™ is a trademark of Peripherals, Supplies & Computers; WordStar® is a registered trademark of 
MicroPro International Corporation; 



You are now holding the most comprehensive 
compilation of hints and tips ever published for the 
Macintosh user. 

The Power User's Manual 
This single volume will provide all the answers to those 
questions the manuals forgot. Distilling the experience of many 
thousands of hours of expert usage, The Power User's Manual 
provides invaluable data for over one hundred of the most 
popular Macintosh software packages and peripherals. 
Commissioned by Mac User magazine - acknowledged within 
the Macintosh community as the most authoritative commercial 
publication for the Macintosh user- The Power User's Manual 
is a powerful tool for combatting compatibility problems and 
bugs. 
Designed with two detailed indexes to lead you straight to the 
heart of any problem, The Power User's Manual delivers over 
one thousand stand-alone hints, tips and shortcuts to increase 
your productivity on your Macintosh. 
The Power User's Manual- the manual for the rest of us. 
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