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Figure A.19 The "Save Changes" dialog box
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Figure A.20 The “Save As" dialog box
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Figure A.21 The “Save as BLATHER" dialog box

There are keyboard shortcuts for many other menu commands. Key-
board commands require that you type some letter while holding down the
Command key. The Command key is the one with the clover-like symbol on
it, just to the left of the spacebar. To issue a command from the keyboard, you
hold this key down like a Shift key and type another key. It won’t take you long
to learn the most common keys, and a little effort now will repay you in time
savings later. While it is possible to get by using the pull-down menus, yvou
might as well learn the keyboard commands too.

Most of the keyboard commands are easy to remember. In the File menu
(Figure A.22), Command-D will duplicate a selected item; Command-I will
bring up an information window about a selected item; and Command-E will
eject the disk if it is the currently selected item. In the Edit menu (Figure A.23),
Command-C will copy the currently selected item to the Clipboard. The
CLIPBOARD is a part of memory reserved as a special buffer for moving
information between applications or documents, or even from one part of a
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Figure A.22 The File menu keyboard commands

document to another. The Copy command does not copy information directly
to its final destination. It just puts the information to be transported onto the
clipboard. The clipboard is only a temporary buffer. When your Mac is turned
off, whatever is on the clipboard is wiped out.

Command-X is an instruction to cut the selected material. If you are
imaginative, vou might think of an X as having a shape like an open pair of
scissors. Whatever is cut is deleted from its current position, and a copy is
placed on the clipboard so that it can be pasted in elsewhere.

Some of the editing commands, such as Command-V for Paste, are a bit
harder to remember. Command-V pastes the contents of the clipboard at the
currently selected location. Perhaps the letter V is meant to remind us of a
caret ( A ), which is used in proofreading to mark an insertion point. Users of
the WordStar word processing program are already familiar with the use of V
for pasting.
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MULTIPLE SELECTS

It is often useful to be able to select more than one objectata time. Sometimes
you want to print more than one document. At other times you want to copy
more than one document or application to another disk.

There are two ways to select multiple objects. If the objects to be selected
are contiguous, you can just drag a box over the area that contains the files. In
Figure A.24, three applications were all selected by dragging the mouse froma
point just above and to the left of the MacWrite icon down to a point just to the
right and below the Font Mover icon. All three could now be simultaneously
removed, for example, by dragging any one of them down to the trash icon.

Suppose you want to select two or more items that are not contiguous.
Dragging a selection rectangle over the items would include some items that
are not desired. Here a different method can be used, shift-clicking. To select
more than one item using shift-click, for every item to be selected after the

® File @OOEE Uiew Special
Hadn

Cut
Copy #C .
Paste D |
Clear :
Select Al #A

Show Clipboard ‘
2

J "—
System Folder Empty Folder Sample Mema

Figure A.23 The Edit menu keyboard commands
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Special
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Figure A.24 Selecting contiguous items

first you must hold down one of the shift keys while you point to the item and
click the mouse button ( Figure A.25). Shift-clicking makes it possible to select
two or more items separated by items you don’t want to select. In this example,
the MacWrite application and the Sample Memo document have been
selected by shift-clicking. They can now be dragged as a unit. Give it a try.

If vou type Command-I—for information—with these two objects
selected, two information windows will open up on your screen, one for each
of the selected objects (Figure A.26). Click the close box on the top window,
and it will close up, revealing the second information window below (Figure

A2
MANIPULATING WINDOWS
Almost everything you see on the Macintosh screen is presented in a window.

Windows provide a very flexible approach to the presentation of information.
Most windows can be manipulated in a variety of ways. You can change a
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Figure A.25 Selecting separated objects
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Information about Sample Memo

k Sample Memo

Kind: Macllrite document
Size: 2737 bytes, accounts for 3K on disk
Where:  Write/Paint, internal drive

Created: Tuesday, January 24, 1984 at 10:30 AM
Modified: Tuesday, January 24, 1984 at 10:30 AM

[OJLocked

The MacllUrite tutorial uses this memo to teach basic
word procescing skills,

Figure A.26 Multiple information windows
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Kind: application

Size: 53248 bytes, accounts for 53K on disk
Where:  Write/Paint, internal drive

Created: Tuesday, January 24, 1984 at 10:05 AM
Modified: Tuesday, January 24, 1984 at 533 PM

[J Locked

[The Macintosh word processor.

Figure A.27 The next information window

window’s size, its location on the screen, and which part of its document it
presents.

Most windows have a Size Box in their lower right corner. By dragging
this box, you can move the window’s right and bottom edges, making it
smaller or larger (Figure A.28). Try dragging the size box of your disk window
up and to the left to make the window smaller. Point to the size box, hold the
mouse button down, and roll the mouse pointer up and left. A set of dotted-
line window borders shows the new window size. When it looks right, release
the button. The window now has a new size (Figure A.29).

Scrolling
When a disk window is not large enough to show all the information that is

available to you, you ecan use scrolling methods to get to the information you
want. Recall the image of the information as a parchment scroll. To see
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Figure A.28 Dragging a window's size box
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Figure A.29 The smaller disk window
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something not currently in the window, one should scroll the document
underneath the window. This is made possible on the Mac through Scroll Bars.
A ScroLL Bar is either a horizontal bar at the bottom of the window or a
vertical bar at the right, The scroll bars represent the length of a document. If a
scroll bar of an active window is white, the entire document is displayed in the
window. If the scroll bar is gray, then the window is currently displaying only
part of the information available. You can use the scroll bar to see more.

Move your mouse pointer to the area of the vertical scroll bar just below
the white Scroll Box on the right of the smail disk window now open. Click the
Scroll Bar here, and observe that the window scrolls to the next windowful
below (Figure A.30).

You can also use the scroll bar to seroll the window just a little bit ata time.
Point at the rightward-pointing arrow at the right of the horizontal scroll bar,
at the bottom of the disk window. Click here, and note that the window moves
the displayed directory just a bit to the right, rather than by a whole window ful
(Figure A.31). You can also move the window part of the way through the

" & File Edit Uiew Special
{E0== wWrite/Paint
365K in disk 34K availa

1te /Faint

Figure A.30 Clicking the Scroll Bar
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& File Edit Uiew Special A
Write/Paint
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Figure A.31 Clicking a scroll arrow

information, by dragging the scroll box. The length of a scroll bar represents
the length of the information. If you want to display something about halfway
through, drag a scroll box to the halfway point of the scroll bar.

Play around with scroll bars until vou are comfortable with them. You
won't damage yvour documents by experimenting with scroll bars.

Moving Windows

You can put windows anywhere you want them on the screen by dragging
their Title Bars. Simply point to a window's title bar, hold down the mouse
button, and roll to a new location (Figure A.32). As vou drag the window, its
outline moves to the new position. When you release the button, the window
appears in the new location on the screen (Figure A.33). If you start to drag a
window and change your mind, it isn’t necessary to try to carefully reposition
the rectangular outline back over the window. Instead, just push the pointer up
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" & File Edit Uiew Special
' Write/Paint
B items 365K in disk 34K availg

Figure A.32 Dragging a window

into the menu bar at the top of the screen. Windows can’t be moved up to
obscure the menu bar, so if you release the button here, the window will just
stay in its original position.

Overlapping Windows

When several windows are on the screen, they sometimes overlap each other
and part of the information is obscured (Figure A.34). To see an example of
overlapping windows, choose the Calculator option from the Apple menu. As
the currently active window, it will rest on top of the other windows in the
same screen area. In order to make a window active, and thus make it overlap
the others, all you have to do is click somewhere in the visible part of the
partially obscured window (Figure A.35). Do this to the overlapped disk
window, and it will partially obscure the calculator.
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Figure A.33 The relocated disk window

& File Edit liew Special

Figure A.34 Overlapping windows
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Figure A.35 Making the disk window overlap the calculator

If you want to move a window that is partially overlapped by another
window, you can do so without making that window the active window.
Simply hold down the Command key while you drag the partially obscured
window by its title bar. The window will move without coming to the fore and
obscuring any part of the active window.

You use the same mouse skills—pointing, clicking, shift-clicking, double-
clicking, and dragging—in all your work with the Mac.

PROBLEMS AND TECHNIQUES

Ejecting a Disk

New Mac users sometimes get the impression that the keyboard commands
don’t always work. For example, Eject seems to work only some of the time
for them. Before a disk can be ejected, it must be the currently selected item.
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Pay attention to the appearance of the disk icon, which is dark when it is
selected. If some object in the disk directory window, such as a document or
application, is currently selected, then the disk icon will be white and the disk
can’t be selected. Change the selection to the disk by clicking in the directory
window, not pointing to any of the disk contents. Alternatively, you can click
the disk icon itself. The icon will now be dark, and you should be able to eject
it.

The Programmer’s Switch

Everybody makes mistakes, and sometimes the only way to restart is to make
the Mac REBOOT—start up all over again, just as it does when you turnit on. For
example, if you turn on your Macintosh and insert a non-system disk, the Mac
will spit the disk back out and the screen will show a sick Mac (Figure A.36).
You can now insert a good boot disk, but the Mac won’t do anything. The only
way to get going again, if you don’t have the programmer’s switch installed, is
to turn the computer off with the power switch in the back, then turn it on
again, This is fine for every once in a while, but turning computers on and off is
hard on them. Leave the Mac running if you plan to come back to it in a few

Figure A.36 A Mac unhappy with its boot disk
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hours. If you have the programmer’s switch installed, you can use the Reset
button to make the Mac reboot without turning the machine off and on.

Invisible Icons

Some users find that after they try to drag document icons to the trash the
documents are not always thrown away. They no longer appear in the disk
window, but the disk space available doesn’t change, and when they eject the
disk they see the documents appear for a second on the desktop. What's going
on?

These documents didn’t quite make it to the trash. Instead, they were
somehow misplaced under vour disk window. Try dragging the window to
one side to see whether you have some documents stranded on your desktop
(Figure A.37). After you find them in this way, you can drag them to the trash
or put them back in the disk directory. Remember that it is the position of the

Special
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=] =

" & File Edit Diew

N2 N
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MaoWrite MacPant  Fort Maver

Figure A.37 Documents stranded on the desktop
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Figure A.38 Dragging into the trash window

pointer’s hot spot—the tip of the slanted arrow—that determines what you are
pointing at when you release the mouse button. Make sure it points inside the
trash icon when you are throwing something away. You know you're on target
when the trash icon turns black, showing that it is currently selected.

Dragging Accurately

Not everyone finds using the mouse completely natural. Try to pay attention
to where the mouse pointer is located when you release the mouse button
when you finish dragging. It is the position of the pointer, not the outline of the
dragged object, that determines the destination. If you are still having trouble,
try to make larger targets for the destinations of your drags. If you want to put
something in the trash, first double-click the trash icon to open a trash window
(Figure A.38). Then you can drag items from a disk window into the trash
window, which is a lot easier to hit with the pointer than the trash icon itself.
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Room for Mouse Moves

Some users find that operations that call for mouse movements are difficult
because there isn’t much free space on their desks. A common error is starting
over when the mouse runs up against an obstacle. Suppose you start to drag
something and your hand runs up against some object in your path. Just keep
the mouse button depressed and lift the mouse up in the air. Move it back in the
direction you came from, set it back on your desk, and continue rolling it in the
direction of the drag. It may take a few attempts to get used to picking up the
mouse while keeping the button held down, but you’'ll find you can do it easily
with practice.
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Add another function, 165
Add New Records option, 257
Alarm Clock option, 284, 286
Align Center (Middle) option, 23, 84
Alphabets, foreign, 50-51
APlus, 269
Appearance, control of, 150. See also Fonts;
Formatting
Apple, 12
languages, 261. See also specific languages
Apple Bus System, 209-211
Apple Collection, 274
AppleLine, 196, 199, 200
Apple Macintosh, 2-10
Apple menu, 7, 284, 306
Apple Pascal operating system, 202. See also
Macintosh Pascal
Apple 32 system, 197
Apple I1, 5, 201, 202
Apple Ile, 210, 211
Applications, 9-10, 257
defined, 66
pixel-oriented, 42
word processing, 33-41. See also Word
processing
see also specific applications
Archive disk. See Disks, archive
Arrange menu, 222
Art
analysis, 160
pattern, 217
see also Drawing; Graphics
Assembly language, 239, 242, 259
Atkinson, Bill, 12

Backup disks
importance of, 69-T1
techniques, 72-77
Backspace key, 44, 45, 47-48
Bar, vertical, 134
Bar Graph option, 106
BASIC, 42, 240, 243, 259
Macintosh, 261
Microsoft, 239, 260
Baud rates, 205-206
Brush Mirrors option, 16
Brush Shape option, 30
Budget summary example, 89-103
Byte, 43

C language, 239, 259, 262-263
Calculator, 7, 92
Calendar option, 183, 308
Cancel box, 204, 295
Cash flow, 188
Central processing unit (CPU), 2, 4
Change to Milestone option, 177
Characters, special, 50-51
Chart (Microsoft), 9, 12, 30, 104
application, 111, 120, 122
menus, 128, 188
and Multiplan, 127-129
project managing, 175
references, 129
size changes, 191-192
Charting in Multiplan, 104-106, 127-129
Charts, 110, 120-127
with MacPaint, 31
with Multiplan and Chart, 127-129
pie, 111-119
resizing, 122, 124
resources on, 129
Clear, 163
ClickArt, 215, 216
Clicking, 277, 278. See also Double-clicking
Clip art portfolio, 215, 217
Clipboard, 23, 25, 26, 264, 297
in charting, 27, 129
Macintosh, 8
using, 46-47
Close box, 280, 281, 291, 292, 293, 300
Close option, 47, 57, 291, 292
Club Mac, 270
Color (Mac), 275
Column width option, 86, 87
Command keys, 49-50, 65, 84
equivalents, 256
Multiplan, 107, 108
Command-A, 124
Command-B, 49
Command-Backspace, 48, 231, 233
Command-C, 26, 46, 88, 142, 297
Command-D, 53, 93, 178, 297
Command-E, 297
Command-F, 84, 106
Command-G, 84, 90
Command-H, 83, 84
Command-I, 49, 76, 297, 300
Command-L, 135



Command-M, 177
Command-R, 84, 135
Command-Shift-4, 79
Command-U, 50
Command-V, 26, 47, 142, 298
Command-X, 46, 88, 136, 180, 298
Commands, keyboard, 25, 61, 86, 87, 205-298
Commas option, 91
Comments, 245
Communication
electronic, starting, 197-189
methods
local area network (LAN), 185, 196-197,
209-211
local serial connect, 195, 196
micro-tloppy disk, 195, 196
telephone connection, 195, 196, 197, 199, 208
types, 212
Communications . . .
Compiler, 243
Computer-to-computer communication, 194-212
Computers, desktop, 4
Concepts—The Magazine, 43
Control Panel accessory, 279, 280
Copy option, 25, 26, 46-48, 53, 142, 298
CoreEdit, 44
Corvus, 73, 268
CP/M operating system, 203
CPU. See Central processing unit
Ciritical path, 176, 187
Custom Rulers . . . option, 222
Cut option, 25, 46-48, 136

command, 206

Data disk, 27, 36
Data menu, 111, 117
Data form, 167, 170
Data series, 111
Dates menu, 183, 184
DaVinci Graphies Packages, 215, 217
DB Master, 257-259
Definition form, 165, 167, 168
Delete

Backspace key, 47-48

Cut, 47-48
Desktop Accessories, 6-7, 256, 284
Desktop Accessory Calculator, 92
Dial option, 208
Dialog boxes, 56,72,75,111, 113, 256, 257, 204-295
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Cancel, 294-299
communications, 208, 207
customs rulers, 222, 225
drawing size, 221
footnotes, 235
Format Values, 114, 115
phone, 208
print setup options, 140, 143
Save As, 296, 297
Save changes, 296
Set Report format, 259
terminal settings, 2086, 207
text options, 124, 125
Digital Equipment Corporation (DEC) VT 100
terminal, 200, 201
Digitizer, Thunderware, 215
Digitizers, video, 214-215, 272
Digitizing tablet, 214, 272
Directories
disk, 84-67, 268
mini, 78
printed, 78-79
Disaster, 59-61
recovering from, 36-37
Disk copying, 71-72
Disk directory, 64-67, 268
damaged, 65
views of, 68-60
window, 84
Disk drives, 4
hard, 209-212, 231
Disks
archive, 78
backup application, 69-77
boot, 65, 75, 76
data, 27, 36
document storage, 73, 74
ejection, 308-309
floppy, 4, 70, 71
hard, 69, 71, 270-271
hard upgrade, 266-269
managing, 62-79
micro-floppy, 71, 73, 195, 196
mini-floppy, 63
working application, 73, 77
Write/Paint, 35, 280
Documents
archiving, 103
defined, 66
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Documents, continued

editing with Word, 236

long, 43, 234

making room for, 35-36

multiple, 37-38

opening, 289-290, 292

short, 43

transferring material between, 23-26

wide, 234
Dollar option, 91, 92
Dot matrix printers, 40, 271, 272
Double-clicking, 65, 277, 279, 291
Dragging, 277, 279, 286, 299

accurate, 311

with formulas, 93-94

outline heading, 139-140

to select, 45, 58-59, 127

size handles, 124-125
Drawing, 7-8, 11-38

menu, 248, 254

with mouse, 15

technical, 31, 32
Drawing files, 147, 149, 161-173
DTACK GROUNDED, 270
Dummy text documents, 53-55
Duplicate option, 53, 178, 179

Edit menu, 16, 19, 25, 30, 231, 233, 256, 297, 299
Edit Pattern option, 217

Editing, 43-45, 111

Element, 163, 165

Enlarge option, 226

Eject, 268, 308

Equal (=) symbol, 91, 92, 93, 99

Errors, 36, 250-251

FatBits, 14, 18, 21
shortcuts, 27-29

Fat Mac, 2683, 268

Fields, 154, 166

File menu, 27, 37, 118, 150, 280, 282, 283, 289, 201,

292, 298
File Server systems, 209
File transfer process, 202-205
Files, 63-64
drawing. See Drawing files
sharing, 210

stored pictures, 147

system, 66
Filevision (Telos), 9, 12-14, 71, 218, 220

drawing files, 161-173

features, 147-150

menus, 147, 150, 151

printing lists, 154-157

range of uses, 157-161

Symbol Edition, 163-167
Fill Down option, 99
Fill Right option, 84
Filled Rectangle tool, 30, 33
Filled Rounded Rectangle tool, 23
Fill-in Oval tool, 20
FillOval option, 249
Financial statements, 80, 106, 108
FingerTip Software, 217
500 Menu Patterns, 217
Flat Mac, 274
Floppy disks. See Disks, floppy
Floppy drive, second, 271
Folders, 52, 53, 66-69, 73
Footers, 48, 53
Footnotes, automatic, 235, 236
Footprint, 4
Font Mover application, 52, 65-66
Fonts

Cairo, 12, 217-218, 219

changes, 49, 124, 127, 245

menu, 177

Monaco, 131, 134

removing, 52

sizes and styles, 40-41, 49-50, 134, 142, 177
FontSize menu, 131
Foreign alphabets, 50-51
Form letters, 229
Format changes, 48
Format menu, 56-57, 84, 106, 124
Format window, 111
Formatting, 111, 154-156, 235
Forms, creating with MacPaint, 34
Formula bar, 92, 93
Formulas in Multiplan, 91-99, 103-104, 105
FORTRAN, 239, 259, 261
FrameRect, 249
Freehand Line tool, 163
Fully-formed character printers, 271-272

Gallery menu, 114, 116, 122



Cames, 5, 12, 13
George Graphics, 38
Get Info, 76
Glossary option, 231, 233
Goodies menu, 16, 18, 30, 31
Graphics, 11-38
peripherals, 272
services, 214-217
with word processing, 217-218
invisible, 177
Group option, 222

Halt option, 247

Handles, 124-125, 147

Hardware, 2-4

Headers, 48, 53

Hide These option, 150, 152
Highlight Some option, 152, 153, 171
Highlighting, 150-154, 157

I-beam pointer, 44, 45, 47, 277, 294
IBM mainframe computer, 196, 199
IMB PC, 202, 204, 210
ICONCEPTS, 270
Icons, 16, 68-69, 72, 131, 163, 270, 310-311
Hlustrations, intelligent, 158-159
Imagewriter printer, 8, 40, 227, 271
Information, 63, 149, 300-303
exchange, 195, 197, 212, See also Computer-to-
computer communication
manipulation, 150-154
InfoWorld, 43, 81, 269
Insert Ruler, 48
Insertion point, 44-45, 134-136
Instant menu, 248, 249
Inverse video, 45, 46, 58-39, 284

Jazz (Lotus), 264, 265
Justification, 57-58, 84

Key Caps, 51
Koala Video Digitizer, 214

Laser printer, 8, 40, 227, 271-272
Lasso tool, 20

INDEX 347 —

Layout menu, 177, 222

Letterhead text, 53, 54, 55

Link function, 171, 172, 265

LISP, 239, 240, 259, 262

List-formatting options (Filevision), 154, 156
Lists, printing, 154-157

Local area network (LAN), 195, 196-197, 209-211
Local serial connect, 195, 196

Logo, 239, 243, 259, 262

MacBASIC, 239
MacCats . . . 99 Ways to Paint a Cat with
MacPaint (Flanagan), 38
Mac Daisywheel Connection, 227
MacDraw, 9, 12, 14, 149, 218-226
menu, 228
project managing, 175
MacDrive (Tecmar), 73, 212
MacForth, 239, 259, 261
Macintosh
accessories and paraphernalia, 269-274
clubs, 270
future trends, 274-275
graphics, 11-38
operating system, 63
upgrading, 263-269
Macintosh Pascal, 9, 42, 239-240, 244
programming with, 238-254
reserved words, 245
Macintosh techniques, 308-312
MACpac, 227
MacPaint, 7-8, 12-14, 16, 25-26, 27, 28, 42,73, 147,
149, 175, 218, 220, 268
aids to use, 38, 214-217
menus, 17
problems, 30-38
shortcuts, 27-30
techniques, 15-23, 30-38
MacPascal. See Macintosh Pascal
MacProject, 9, 143, 175-188
menus, 178, 180
MacProject schedule, 188-192
Mac the Knife, 215
MacTEP, 197, 260
MacTerminal, 9, 197, 200-205
customizing, 205-208
menus, 201
MacWork/MacPlay (Poale), 38
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MacWorld, 43, 217, 269
MacWrite, 6-8, 12, 42-53, 230, 231
aids to use, 226-229
menus, 60, 61
techniques, 51-61

Magazines, 269. See also individual titles

Mail, electronic, 210

Mail merge function, 265

Mailing labels, 147, 158

Maps, 147-148, 160-161

intelligent, 157-158

Mathematical characters, 50

McPic, 215

Media and supplies, 273

MegaMerge, 229, 237

Memo writing, 8§

Memory, 4, 257, 263, 256-266. See also Random
access memory (RAM); Read-only
memory (ROM)

Menus, 283-286. See also specific menus and
applications

Micron Eve Video Digitizer, 214

Microsoft, 12, 43, 111. See also Chart; Word

Milestone, 177

Minus sign, 131, 135

Modem, 196, 199, 273

Modem?T option, 204, 205

Modula-2 language, 239, 259, 262

Mouse, 3, 312

drawing with, 15, 29, 214
in formula writing, 81
moving objects with, 147, 149
selecting objects with, 84, 86
see also Mouse pointer; Mouse skills
Mouse pointer, 3, 277-278, 311
shape, 44, 84, 277
Mouse skills, 276-312
clicking, 277, 278
double-clicking, 277, 279
dragging, 277, 279
pointing, 277-278
shift-clicking, 277, 279
Multiplan, 9, 73, 81-108, 127-129, 175
books on, 108
command keys, 107, 108
Disk Directory, 84
word processing, 229, 230

Multiplan Models for Business (Cobb, Cabb,
Henderson), 108

Multiplication sign (), 92

New option, 294
Newsletters, 270
Note Pad option, 200, 271

“0OK" button, 117
Omninet (Corvus), 209-211, 268, 269
Open option, 47, 57, 65, 67, 269, 289, 291, 295
Option key, 51, 65
Option-key combination, 51
Outlines, 131-140
printing, 140-141
in text documents, 142-143

Paintbrush tool, 15, 16, 30
Pascal, 9, 12
American National Standard (ANS), 239, 240
UCSD, 239
see also Macintosh Pascal
Paste option, 25, 26, 47, 48, 53, 57, 89, 137, 142,
298
Pattern art, 217
Pattern menu, 23, 30
Pause menu, 247
Pen plotter, 272
Pencil tool, 27-29
Percent option, 90
Peripheral equipment, 270-274
Phone option, 208
Pictorial data bases. See Filevision
Pie charts, 111-119
Pixels, 5, 14
Plot Series box, 117, 118
Plus sign, 131, 135
Power of Multiplan, The (Williams), 108
Presentation Graphics on the Apple Macintosh
(Lambert), 129
Print Catalog option, 27, 79
Print Draft mode, 38
Print Final mode, 37-38
Print Info options, 154, 156
Print Labels option, 158
Print merging, 237
Print option, 37, 55-56, 57, 118, 140, 142
Print server, 210-211
Print buffer, 227
Printers. See Fully-formed character printers;
Imagewriter; Laser printer
Printing, 8, 37-38, 55-56, 154-157
Programming, 240-242, 245-254



Programming languages, 235-254, 259-263
Project managing, 174-193

Project Table option, 191

Protocol converter, 196, 199, 200

PTerm program, 202, 203

Pull-down menus, 256, 284, 285, 286

Quickdraw, 12-13

RAM. See Random access memory
Random access memory (RAM), 2, 43, 61, 63, 256,
257, 266
Read-only memory (ROM), 2-4, 65, 256
Reboating, 309-310
Rectangle, 177, 17§, 181
rounded, 177, 220
Reduce option, 226, 227
Repeat . . . until structure, 245
Reserved words (Pascal), 245
Reset key, 75, 310
Resource cost, 188
Resource Timeline option, 188, 189, 191
Restore option, 35
Return key, 86, 131, 294
ROM. See Read-only memory
Rotate option, 30
Rulers, 48
Run menu, 250

Save As option, 35, 54, 117, 203, 205

Save option, 37, 39, 61, 294

Scatter Plot aption, 122

Schedule charts, 175-158

Scrapbook option, 6, 200, 271

Screen projection system, 272

Scroll areas, 137, 138

Scroll bar, 88, 179, 220, 286, 287, 304

Scroll box, 287, 304, 305

Serolling, 29, 231, 302-305

Search option, 139, 141

Select All menu, 124

Selecting, 45, 47, 84-86, 182, 280-253, 299-300
accidental, 58-59

Send File option, 202

Settings menu, 206, 208

Shift-clicking, 47, 277, 279, 299, 300

Shift-dragging, 182

INDEX 319

Shift-Return, 86

Shift-Tab, 86

Size box, 302, 303

Size handles, 124-125

SmartCable, 198, 199

Software, 2-4

Sort option, 139

Speed enhancement, 264-265, 268, 269
Spilling Paint Can tool, 20
Spreadsheets, 80-108

Stepwise refinement technique, 250-251, 254
Style menu, 177

SUM function, 93, 94

Symbol toal, 163, 165

Symbols, special, 50-51

Tab key, 48-49, 84, 86, 185, 229
Tasks, 177-180, 184-187, 189
Task Info window, 184-185
Telephone connect, 195, 196, 197, 199, 208
Telos Software Products, 12, 147
Terminal Settings option, 206, 207
Text, 40-42, 53-55, 56-58
accidental selection, 58-59
dummy, 53-55
moving, 57
selected, 45-46
stvles and sizes, 8, 35
Text Only button, 203
Text option, 111, 117, 124
Text tool, 23, 163, 165
Text transfer method, 205
ThinkTank, 9, 74, 128, 131-140, 143-145, 175,
263-264, 265, 512
ThinkTank Extra menu, 139
Time-sharing system, 204-205, 206
Tinker menu, 150, 170, 171
Title boxes, 23, 25
Tools menu, 18
Transferring material, 23-26
Typesetting, 40

Undo, 30, 35

Ungroup option, 222

UNIX operating system, 263
Unselecting, 280-283

Untab, 48
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User interface, 2, 4
nonstandard, 10
standard, 256-259

Video digitizer, 214-215, 272
View menu, 68
Voice peripherals, 272

Windowing, 6, 8
Windows, 6, 29-30, 68, 134, 167, 286-289,
301-308

closing, 292-293
directory, 56, 65, 66, 84
menu, 248
moving, 302-306
opening, 289-291
Word (Microsoft), 9, 43, 71, 229-237
menus, 232
Word processing
applications, 39-61
and graphics, 12, 217-218
with Multiplan, 229
with Work, 229-237
Write/Paint disk, 35, 280



MORE MACINTOSH BOOKS FROM SCOTT, FORESMAN AND COMPANY

MacCats: 99 Ways to Paint a Cat with MacPaint

This entertaining book helps you explore MacPaint’s creative capabilities and master a variety
of graphics skills on the Macintosh. Fully illustrated. By Flanagan. $9.95, approx. 192 pages

Multiplan Mastery on the Macintosh

Leads you from the basics to advanced concepts of spreadsheet design with Multiplan. Includes
dozens of illustrations and sample applications. By Townsend. $15.95, approx. 224 pages,
coming 4/85

Inside the Macintosh

Written for experienced programmers, this book explores the fundamentals of the Macintosh
and its operating system in depth. Includes sample programs in BASIC, Pascal, and Assembler.
By Twitty. 816.95, approx. 304 pages, coming 6/85

Microsoft BASIC Programming for the Mac: A Beginner's Guide

Learn to program in Microsoft BASIC. This hook offers helpful programming techniques,
numerous programs and examples, and advice on managing menus, windows, and the mouse.
By Aker. §12.95, approx. 208 pages, coming 5/85

)
1
|
|
|
I
I
I
I
1
I
I
I
1
1
1
1
1
1
1
1
1
]
1
1
1
I
]
1
1
1
I
I
1
I
I
I
1
I
1
I
I
I
1
I
1
I
I
1
I
1
1
1
1
1
]
i
1
1
1
1
1

1
1
1
1
1
1
1
1
1
1
]
i

Order Card

Send me:

— MacCats, $9.95, 18143

— Multiplan Mastery on the Macintosh, $15.95, 18182
Inside the Macintosh, $16.95

— Microsoft BASIC Programming for the Mac, $12.95, 18167
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“Mac Power offers a wealth of practical information on
Macintosh software, along with a variety of creative
examples. | was particularly impressed by Allen Munro’s thorough
knowledge and accurate coverage of Filevision software.”—Bob
Foster, Vice President, Marketing, Telos Software Products

This handy guide introduces you to eleven of the most popular
Macintosh software packages currently available, and gives you tips
on using each package productively.

You’ll learn how to

produce your own graphics with MacPaint and MacDraw

Polish your word processing skills with MacWrite and Microsoft Word
create and edit spreadsheets with Multiplan

produce high-quality business graphics with Microsoft's Chart
create and manipulate outlines with ThinkTank

organize your files with Filevision

communicate with other computers using MacTerminal

Mac Power includes many easy-to-follow examples, some
shortcuts, and over 250 illustrations created by the author using the
Macintosh. Munro also offers a helpful appendix on mouse skills for
new users, and a brief guide to MacPascal and Mac peripherals.
Whether you use your Macintosh at home or at work, this book will
help you tap its full potential.

Allen Munro is currently Assistant Director of the Behavioral Technology
Laboratories at the University of Southern California and a freelance writer
specializing in personal computing topics. A resident of Manhattan Beach,
California, Dr. Munro has had articles appear in such magazines as Byte,
Creative Computing, Apple Orchard, Computer Dealer, InCider, InfoWorld,
and Softalk.
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