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FINDER

SHORTCUTS

Keyboard
Shortcut

#-Right Arrow

¥-Left Arrow

3&-Up Arrow
#-Option-Right Arrow

3#&-Option-Left Arrow

#-Option-Up Arrow
#-Option-Down Arrow

3#&-Option-W
38-Shift-Up Arrow

Action

Displays contents of selected
folder in list view

Collapses selected folder in
list view

Opens parent folder or disk
that contains selected item

Opens selected folder and its
nested subfolders in list view
Collapses selected folder and
its nested subfolders in list
view

Closes selected item and
opens parent folder

Opens selected item and
closes current window

Closes all Finder windows

Activates desktop



FINDER

SHORTCUTS

Keyboard
Shortcut

#-drag window by
title bar

Option-double-click
item

Option-drag item
Arrow key

Tab key

Letter key

Shift-Tab

~ (tilde)

Action

Moves window without
making it active

Closes window while opening
selected item within it

Copies item to desktop or
another folder on the same
disk instead of moving it

Selects next item in that
direction

Selects next item in
alphabetical order

Selects first item whose name
starts with that character or

next character in the
alphabet

Selects previous item in
alphabetical order

Selects the last file in the
window



Books that Work Just
Like Your Mac

As a Macintosh user, you enjoy unique advantages. You enjoy a dynamic
user environment. You enjoy the successful integration of graphics, sound,
and text. Above all, you enjoy a computer that’s fun and easy to use.

When your computer gives you all this, why accept less in your computer
books?

At SYBEX, we don’t believe you should. That's why we've committed
ourselves to publishing the highest quality computer books for Macintosh
users. Externally, our books emulate the Mac “look and feel,” with power-
ful, appealing illustrations and casy-to-read pages. Internally, our books
stress “why” over “how,” so you'll learn concepts, not sequences of steps.
Philosophically, our books are designed to help you get work done, not to
teach you about computers.

In short, our books are fun and easy to use—just like the Mac. We hope
you find them just as enjoyable.

For a complete catalog of our publications:
- SYBEX, Inc.
. g 202! Challenger Drive Alameda, CA 94501
g ®  Tel: (510) 523-8233/(800) 227-2346 Telex: 336311
sYBEX Fax: (510) 523-2373

our environment. As a leader in the compuler book publishing industry, we are
aware that over 40% of America’s solid waste is paper. This is why we have
been printing the text of books like this one on recycled paper since 1982.

ﬁ SYBEX is committed to using natural resources wisely lo preserve and improve

This year our use of recycled paper will resull in the saving of more than 15,300
trees. We will lower air pollution effluents by 54,000 pounds, save 6,300,660
gatlons of water, and reduce landfill by 2,700 cubic yards.

In choosing a SYBEX book you are not only making a choice for the best in skills
and information, you are also choosing to enhance the quality of life for all of us.
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If you don’t have the time to sit down and plow through
some weighty tome to find out how to install and make
use of System 7’s new features, Macintosh System 7 at Your
Fingertips is the perfect book for you. You will find this
book useful whether you are an experienced user, or
have never used a Mac before. You'll find just what you
need to know, and no more. Further, this book makes it
easy to find exactly what you need.

HOW THIS BOOK IS
ORGANIZED A

Macintosh System 7 at your Fingertips is organized into

six parts.
XV% ;



Part I introduces you to the Mac, stepping you
through the basics. Learn how to use the mouse and
manipulate windows. Read about renaming, copying,
moving, opening, and discarding files and folders from
the Finder. ‘

Part II gives you detailed information on installing Sys-
tem 7. Since System 7 might be incompatible with certain
applications, installation requires some thought.

Part I1I tells you about the new System Folder. True-
Type fonts, the new System Folder organization, and the
expanded role of the Apple Menu Items folder are some
of the features described. You don’t have to be a power
user to make good use of this information.

Part IV describes the control panels. Some are new,
some have been changed, and some will be familiar. Read
this information to find out how to adjust your Mac so it
functions just the way you want it to.

Part V takes you through each of the Finder menus,
describing the commands on them. You’ll find the new
Publish and Subscribe features described in this section of
the book.

Part VI tells you about System 7’s built-in file sharing
capabilities. Once your computer is physically connected to
the network, you can read this section to find out how to
make your information available to the network and con-
nect to other user’s shared items.

b 44



CONVENTIONS IN
THIS BOOK A

To guide you quickly to important procedures, notes,
related material, and keyboard shortcuts, this book uses
repeating icons, which look like this:

A A& B

PROCEDURE NOTE SEE ALSO  KEYBOARD SHORTCUT

When related material is in a different part, the part
number will be included with the name of the section.
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When you turn on your Macintosh, you see the Desktop,
shown in Figure L.1. It consists of a menu bar at the top
of the screen, a work area, and assorted icons. Icons are
graphic representations of files, applications, folders,
disks, and other system elements.

USING THE
MOUSE A

You use the mouse to communicate with the Mac. When
you move the mouse, an onscreen pointer moves cor-
respondingly. Depending upon your application, the
pointer can be an arrow,

't

an I-beam,

I

L



Introducing System 7
=TT

or a crosshair. ~
+ :
w
™
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Following is a brief description of mouse movements. n
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Figure I.I: The Desktop
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Pointing, Clicking,
and Dragging

Pointing is positioning the mouse such that the pointer
is on the item you want. Ideally, you should roll the
mouse on a flat surface. Watch the pointer onscreen as
you move the mouse, and you will see that the pointer
moves the same distance and direction as the mouse.

ﬁ PROCEDURE

To select an icon or other object, click on it. The item ap-
pears highlighted. To click on an item, point to it and,
without moving the mouse, rapidly press and release the
mouse button.

ﬂ PROCEDURE

To open an icon, double-click on it. Again, you must first
point to the object. Then quickly press and release the
mouse button fwice.

ﬂ PROCEDURE

To drag an item, point to it and hold down the mouse
button. Move the mouse as you hold down the mouse

N
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button. Release the button when the item is where
you want it to be.

A
'@\k SEE ALSO

Part IV, The Control Panels
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A TOUR OF THE
DESKTOP A

The Finder, a system application, opens automatically
every time you turn on the computer. You can use the
Finder to organize documents, folders, and applications,
to work with disks, and to access applications.

Although the Finder is always available, it is not always
active. The active application is the one you’re working
in. For example, when you create text, your word proces-
sor is active. With System 7, though, MultiFinder is always
available: You can open several applications at once and
switch from one to the other, even copying text and
graphics between different applications. Each time you
open a new program, its name and icon are added to the
Application menu. The icon of the active application dis-
plays at the far right of the menu bar. The number of
programs you can open is limited only by the amount of
memory on your Macintosh.

=



Mac System 7 at Your Fingertips

When you are working with an application, clicking
anywhere on the open space of the Desktop activates the
Finder. You can also activate the Finder by selecting it
from the Application menu.

Dialog Boxes

When the Mac wants to communicate with you, it uses a
dialog box, such as the one shown in Figure 1.2. You tell
the Mac what to do by clicking on one of the displayed
buttons in the dialog box. To select the button that is
heavily outlined, press Return. Sometimes you can type
information into a dialog box. Or, you might see options
displayed in a list with checkboxes. Clicking a checkbox
selects its option and displays an Xin the box. Clicking
the box again deselects the option. Some dialog boxes
list options with small round buttons. Clicking on the but-
ton selects the option.

LaseriUriter Page Setup 70 I'm]
Paper: ® US Letter O A4 Letter <
OusLeget OBS Letter O[ Tabloid ~]  (cencer]
Reduce or Printer Effects:
[i50]%
Entarge: ] (3 Font Substitution?
Brientation (X Text Smoothing?
17 (X 6raphics Smoothing?
@ X Faster Bitmap Printing?

Figure 1.2: A dialog box
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Introducing System 7

When you are working in an application, you use a
directory dialog box, illustrated in Figure 1.3, to locate files.
If the file you want is not on the disk currently displayed,
click the Desktop button to display all available disks. You
can then choose the correct disk.

If you do something questionable, an alert box might ap-
pear, accompanied by a sound. Figure 1.4 shows the alert
box that appears when you empty the trash. Alert boxes
usually give you information and options.
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Finder Windows

Information on the Desktop is displayed in windows. You
can open a window, move it around the Desktop, change
its size, scroll through it, and edit its contents.

€3 lilustrator8s v

m
O Adobe Separator 2.0 ©Mac lisiinT...
O reduce

<l

Figure 1.3: A directory dialog box
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Mac System 7 at Your Fingertips

A window that shows the contents of a disk or a folder
is called a Finder window. Figure 1.5 is an example of a
Finder window. Folder and disk icons open into windows.
You can have many windows open at one time—moving
from window to window as you work with different files.
To activate a window, bringing it to the front, just click
on it. The title bar of an active window is lined.

A typical Finder window comprises the following
elements:

A Title bar A lined titled bar indicates that the win-
dow is active. Drag the title bar to reposition the
window.

A Window title The window’s title is in the title bar.
If you are buried deep in a hierarchy of windows,
holding down 38 and clicking on a window’s title
displays a pop-up menu of its path. Hold down the
mouse button and drag down the menu to select a
folder or disk. Your selection will either open or
become the active window.

The Trash contains 3 items, which use ?5K
of disk space. Rre you sure you want to
permanentily remove these items?

Coc )

Figure 1.4: An alert box

>



Introducing System 7

A Zoom box The zoom box is in the upper-right
corner of the title bar. You resize an open window
by clicking on the zoom box. The new, improved
zoom box expands the window size just enough to
display the list of files or file icons, but no more.
Holding down the Option key and clicking the zoom
box expands the window to its maximum size.

A Close box The close box is in the upper-left corner
of the window. Click on the close box to close a
window.

CLOSEBOX TITLE BAR WINDOW TITLE ZOOM BOX

= =M
2.9 MB aveilsble

ponell HyperCord Applications  Utilities

Gemes Norton Utilities TeachText Tempop

739 MBin disk

May Not Werk With Systeg

SCROLL BOX SCROLLBAR SCROLL ARROW SIZE BOX

Figure 1.5: A Finder window
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Mac System 7 at Your Fingertips

A Sizebox The size box is in the lower-right corner of
the title bar. Drag the size box to adjust the size of the
window.

A Scroll bars There are two scroll bars—vertical and
horizontal. A grey bar indicates that there is addi-
tional content beyond the window’s borders. A
clear bar indicates that all contents of the direc-
tory are visible. Clicking in the scroll bar replaces
the contents of the window with the next window-
ful of information.

A Scroll box There are scroll boxes on each scroll
bar. Dragging the scroll box displays a different
part of the window’s contents.

A Scroll arrow  Placing the pointer on one of the
scroll arrows and holding down the mouse button
shows you more of the contents of the window.
Release the mouse button when the item you want
scrolls into view.

‘
‘.‘I@Q KEYBOARD SHORTCUTS

A 3#-Option-down arrow opens the selected item and
closes the current window.

A 3#-W closes the active window.

A 3-Option-W closes all the Finder windows on the
Desktop.

104;
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A 3up arrow opens or makes active the parent-
folder window.

A 3-Option-up arrow closes the current window,
opening its parent-folder window.

A 3-down arrow opens or makes active the
selected item.
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Organizing Files

There are probably several different types of files visible
on your Finder desktop—applications, data documents,
system software files, utilities, fonts, dictionaries, and so
on. One useful way of organizing such a hodge-podge
of files is to group like files into subfolders and group sub-
folders together in parent folders. A parent folder is a
folder that contains folders. For example, you might
create parent folders on your hard disk for data files,
applications, system files, utilities, and such. Then,
within the application folder, you might have sub-
folders for PageMaker, Word, Excel, MacDraw I, etc.,
as shown in Figure 1.6.

A
=@ SEEALSO

A Part 'V, The File Menu
A Part V| The Application Menu

Lo
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Working with a
Window$ Contents

You can rename, copy, move, open, and discard files
and folders from the Finder—without opening the
Finder menus. Read Part V, The Finder for information
on the keyboard shortcuts in the Apple, File, Edit, View,
Label, Special, Help, and Application menus.

Games
Norton Utilities
System Folder
7] Applications
7]  Aldus PageMaker 4.0

3

R MacDraw 11
Microsoft Word 4.0

T WordPerfect
Adobe Photoshop™ 1.0.7
Conversion Information
Erame Editor 3.1
Erame Editor Help
Glossaries
Illustratorss

vwwwdvwvww

Figure 1.6: Files and folders in list view
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m PROCEDURE

To select a single file or folder, point to the item and
click the mouse. You can click on either the icon itself or
its name to select it. When you select an item, it appears
highlighted.

Once highlighted, you can copy, open, move, or discard
the item.

‘
’.‘I@_’ KEYBOARD SHORTCUTS

A An arrow key selects the next icon in its direction.

A The tab key selects the next icon in alphabetical
order by name.

A A letter key selects the first icon whose name
begins with that letter.

ﬂ PROCEDURE

To select a contiguous group of icons, place the pointer
at the top of the list and click the mouse button. While
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holding down the button, drag down until all the icons
you want are selected. Selecting icons is similar; you drag
diagonally instead of downward. The Finder window will
scroll if the cursor hits one of its edges. The items that
are selected appear highlighted. You can then copy,
move, or discard the items.

P OO games

FacOraw |1 Qptions

| W resome

newsletter

> FHTIES

P O quicken

ﬁ PROCEDURE

To select a non-contiguous group of icons, hold down
the Shift key. Then point to and click on each icon you
wish to select. The selected items will appear highlighted.

14_&
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Captuare Diilitiss
FINDER

games

MacDraw |1 Options
MElsletier
pictures
Quicken
randy

Standard Ghassary
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You can then copy, move, or discard the items as a group.

% KEYBOARD SHORTCUT

38~ A selects all items in the active window.

A -

A Any part of a file name or icon inside the selection
rectangle will be selected. Previously, only those
files completely within the rectangle were selected.

A You can now select groups of files using this
method in all views. Previously, you could only do
this when viewing by Icon or by Small Icon.

'i&/
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To copy a file or folder from one window to another, drag
the file or folder while holding down the Option key.

ﬁ PROCEDURE

To move a file or folder, drag the document or folder
icon to the icon of the folder you want to put it in. In Sys-
tem 7, you can select any visible icon in any window and
drag it to a new location without the source window be-
coming active. The icon appears at its new location when
you release the mouse button.

ﬁ PROCEDURE

To move a window without making it active, drag it by the
title bar while holding down the 36 key.

ﬁ PROCEDURE

To open a file or folder, double-click its icon. Or, high-
light it and press 3-down arrow.

There may be times when you want to open a docu-
ment with a program other than the one that created it.
Drag the document’s icon to a program icon and release

16%;
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the mouse button. If the program can open the docu-
ment, it will do so. If not, nothing will happen.

&
%; KEYBOARD SHORTCUT

38-0 opens the selected icon.

: ﬁ PROCEDURE

To rename a file or folder, follow these steps:
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1. Click on the icon’s name or select the icon and
press Return. A box appears around the name

newslettar

2. Type the new name.

3. Save by clicking outside the icon or pressing
Return.

ﬁ PROCEDURE

To edit an icon’s name, follow these steps:
1. Select the name by clicking it.

2. Point to the icon’s name and click to place the
I-beam where you want to edit the name.

g
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3. You can insert text by typing it. You can replace
text by dragging the I-beam over a portion of the
name to highlight it and then typing.

4. Save by pressing Return or clicking outside the icon.

To discard an icon from a Finder window, drag it to the
Trash icon. The Trash will bulge.

)

Trash

The item will not be deleted, though, until you select
Empty Trash from the Special menu.

A
'_@:\‘ SEE ALSO

Part V, The Special Menu

WHAT’S NEW IN
SYSTEM 77? A

With the advent of System 7, the Mac’s power and versatility
have been greatly expanded. In fact, it is so advanced, we
will have to wait for software developers to write new

ra_>
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applications before we can take full advantage of System 7’s
new features. Here are two significant examples:

A Apple Events System 7 has laid the groundwork for
applications to communicate by developing an in-
formation interchange called AppleEvents. Apple-
Events lets an application send messages to other
applications. System 7 stores the messages and for-
wards them when the application is opened. It also
dispatches messages across a network to applications
on other Macs. When implemented, applications
will be able to share features with each other—a
word processor might ask a spellchecking applica-
tion to look for errors, for example.

A Data Access Manager (DAM) Data Access Manager
provides an easy way to get data from large network
or mainframe databases. When DAM is supported,
you can use a spreadsheet or word-processing ap-
plication to get information from databases without
knowing their specific query language.

[N
=
w
[
w
P
["2]
O
4
v
2
[a]
o}
o
(-
<

Following are brief descriptions of System 7’s new
features—arranged in alphabetical order. More de-

tailed information can be found in subsequent parts of
this book.

Aliases

An alias is a small (only 1K to 3K) stand-in for the
original item. You can make an alias of a file, folder, or
disk and put it on the Desktop, in the Apple menu, or

TN
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some other accessible place. Then programs, documents,
and folders that you use frequently are right there when
you need them!

/4

[ |
@ SEE ALSO

The File Menu

).

Part

=

Apple Menu

You can access documents, folders, applications, fonts,
sounds, and control panels from the Apple menu. The
Apple Menu can show up to fifty items.

A
.éQ\‘ SEE ALSO

A Part II, Installing System 7
A Part IlI, The System Folder

Comments

Comments are entered in the Get Info window. You can
display comments in a list of files and search for files by
comment text.

20%;
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A
'@\k SEE ALSO

Part V, The File Menu

Control Panels

Control panel documents are stored in a special Control
Panels folder within the System Folder. An alias of the
folder displays in the Apple menu.

A
'@:\‘ SEE ALSO

Part IV, The Control Panels

Customizing lcons

You can customize how icons appear in Finder windows,
with much more control over the way items display. You can

A Design your own icons and replace the icons of
most files, folders, disks, or applications.

A Set the font and size of icon names.

A Set the way items align in icon view.
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Part IV, The Control Panels

A

'.@\‘ SEE ALSO
A
A Part V, The File Menu

Desk Accessories

Now desk accessories work just like any other application.
They can be stored in the Apple menu, on the Desktop, or
in any other place you want. Best of all, you no longer need
the Font/DA Mover program to install them.

E\

.._\‘ SEE ALSO
A Part II, Installing System 7
A Part IIl, The System Folder

Editing Icon Names

Clicking an icon no longer selects the name for editing.
Previously, you could select the icon and type a new name,
meaning you could accidentally hit the keyboard while
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the icon was selected and rename it unintentionally. You
must actually select the name now.

A
'.@:\k SEE ALSO

Working with Window's Contents
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Multitasking

Under System 7, MultiFinder is always available. You can
open as many applications as your memory will allow, then
switch among applications, return to the Finder to launch
new programs, find documents, and perform file manage-
ment tasks. System 7 lists open applications under the Ap-
plication menu rather than under the Apple menu.

A
'E.:\‘ SEE ALSO

Part V, The Application Menu

File Sharing

If your Mac is connected to a network, System 7 lets you
share hard drives, folders, and files with other network
users.
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A
'.@:\‘ SEE ALSO
A Part II, Installing System 7
A Part VI, Sharing Files and Programs

Find Command

The new Find command offers expanded search capa-
bilities. It will actually open the folder that contains the
item you are searching for, and you can specify multiple
search parameters.

. 4

[ |
@ SEE ALSO

The File Menu

4

Part

<

Finder

There are two new permanent menus at the right end of
the title bar: the Help menu and the Application menu.
Read Part Vfor a description of the commands you can
choose from these menus. The following describes some
of the new Finder improvements:

A Navigation Under System 7, you can scroll win-
dows automatically. You can drag an item past the
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active area of the window. You can also drag
diagonally into a window corner. Dragging an item
from one window to another now lets you keep
the destination window in view.

Zooming You can zoom a window just enough to
show all items in it by clicking the zoom box.

Selecting items You can select multiple items by
dragging over them in list view. You can even
select items from different levels.
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Opening documents You can open any document
from the Finder by dragging its icon to the icon of
an application that is capable of opening it.

New directory dialog box A list of all available disks
can be displayed by clicking on the Desktop but-
ton in the Open and Save dialog boxes.

Pop-up Menus You can also go to the Desktop by
choosing it from the pop-up menu in the title bar.
If you hold 38 and click on a window’s title, a pop-
up menu will appear, showing the directory path
of the open folder. You can choose a folder or disk
from the listing.

Help

Point to any object and information about the object will
appear in a balloon. You can turn balloon help on or off
from the Help menu.

=0
==



Mac System 7 at Your Fingertips

A
..@\‘ SEE ALSO

| Part II, The Application Menu

Hiding Windows

You can avoid the clutter of multiple open windows by
selecting the Hide command from the Application menu.
A hidden application is still open. If the application is
performing a background operation when you hide it,
the operation continues.

\
'.@:\‘ SEE ALSO

Part II, The Application Menu

Keyboard Control

Without using the mouse, you can select an item, open
an item, move through, open, and close folders.

Labels

You can assign a label to each icon and view the contents
of a window by label. The label displays only in a list view.
If your computer has a color or grayscale monitor, you
can also assign a color.

264;
| =



Introducing System 7
L

Part IV, The Control Panels

A

'.@:\‘ SEE ALSO
A
A Part V, The Label Menu

Memory Management

While you are working, the Mac keeps applications and
other current information in random-access memory (RAM).
Since RAM is limited and many applications use a lot of it,
accessing increased RAM is a high priority. System 7’s
Memory control panel lets you manage and extend your
computer’s memory. Following is a brief description of Sys-
tem 7’s memory features. If your Macintosh model cannot
make use of 32-Bit Addressing and Virtual Memory, they
will not appear as options.

A A disk cacheis a portion of RAM that the Mac allo-
cates for applications to store information. You
can adjust the disk cache using the Memory con-
trol panel.

A 32-Bit Addressingis a new method of addressing
memory chips that lets you install and use more
RAM.

A Virtual Memory lets you increase the amount of
available memory without installing more RAM.
With Virtual Memory turned on, System 7 sets
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aside a certain amount of space on your hard disk
and uses it as if it were RAM.

A
'.@@ SEE ALSO

Part 1V, The Control Panels

Window Views

Windows can display their contents in several list views.
Items display in an outline format letting you see, copy,
and move items from nested folders in the same window.
You can expand or compress the outline to show or hide
the contents of a folder. You can:

A Determine the information that displays in list
views.

A Choose whether to show folder sizes and disk infor-
mation in all views.

A Search for files without opening multiple windows,
which makes copying and moving files much easier.

A Change the order of items in list view by clicking
on the column heading.

A
'.@:\z SEE ALSO
Part 1V, The Control Panels
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Publish and Subscribe

If an application has this feature, you can link informa-
tion so that any changes to original information in a file,
the publisher, automatically update in subscribers of it. Up-
dates can occur within your system or across a network.

A
.‘@\‘ SEE ALSO

Part V, The File Menu

Stationery Pads

Stationery pads are templates. Create a document with
the elements you want to reuse in subsequent docu-
ments. Then, convert the document to a stationery pad.
Each time you open the stationery pad you get a new
document with all the elements preset.

A
'.@:\‘ SEE ALSO

Part V, The File Menu

System Folder

The System Folder has been reorganized. System files are
put into special folders rather than left floating loose.
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S8 SEEALSO

Part II, Installing System 7
Part 111, The System Folder

Pb/l

Trash Can

You must empty the Trash manually using the Empty
Trash command on the Special menu. An alert dialog
box informs you of how many items are in the Trash and
how much disk space they occupy, asking whether you
want to permanently discard the items. You can disable
the alert, but there is no longer a way to automatically
discard items. '

A
'_\‘ SEE ALSO

A Part V| The Special Menu
A Part V, The File Menu

TrueType Fonts

TrueType fonts are scalable outline fonts that will print
and display sharp text regardless of size. You can install
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fonts by dragging them to the system file, eliminating the
Font/DA Mover utility. Double-click on a font icon to dis-
play a font sample.

A

.._@\‘ SEE ALSO
A Part II, Installing System 7
A Part I, The System Folder
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=~ SYSTEM 7

To install System 7 on a Macintosh computer, you need a
hard-disk drive, at least 2 Mb (megabytes) of random-access
memory (RAM), and a floppy-disk drive. You should
probably have about 5 Mb of free hard-disk space as well.
If you are a new Mac user, you can disregard a lot of the
following information. Just make sure any new software
you add is compatible with System 7 and use the Easy In-
stall method.

To take full advantage of System 7, it must be properly
installed. Therefore, it is important you do the following:

A Back up all data on your hard drive.
A Make copies of the System 7 installation disks.

A Use a disk utility to check your hard disk(s). Disks
can be damaged by heavy use. Make sure yours is
in good shape. Then, if you have problems after in-
stallation, you’ll know the problem lies elsewhere.

A Evaluate your existing software to determine
whether or not it is compatible with System 7.
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A Search for other System Files and remove all
but one.

We will examine each of the steps in depth.

CHECKING YOUR
HARD DISK A

If you have an Apple hard disk, checking it with Disk
First Aid is sufficient. However, if you have a hard disk
manufactured by another company, it is a good idea to
call them and ask whether their disk is compatible with
System 7. They might have special utilities for their
brand.

m PROCEDURE

To check your hard disk for damage, follow these steps:
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1. Restart the Mac, using “Disk Tools” as the startup
disk. It is one of your System 7 disks. The Disk
Tools icon displays above your hard-disk icon.

2. Double-click to open Disk Tools and then double-
click the Disk First Aid icon.

3. Select the hard drive you want to check and click
Open.

4. Click Start. If Disk First Aid indicates that minor
repairs are needed, click OK. If you get a message

354:\’
| =~



Mac System 7 at Your Fingertips

saying the disk is damaged and cannot be
repaired, use the HD SC Setup program to test
the disk further.

6. Double-click the HD SC Setup icon, and select
your hard disk. Click Test. Depending upon the
test results, you might be able to repair the prob-
lem by using a disk-repair utility or, if all else fails,
reinitializing the disk. Proceed with caution. Make
copies of all your files, because reinitializing com-
pletely erases a disk.

6. Choose Quitfrom the Filemenu.

EVALUATING
YOUR SOFTWARE A

Apple provides a HyperCard stack called the Compatibility
Checker to help you determine the compatibility of your
software with System 7. To use the Compatibility Checker, it
must be in the same folder as HyperCard 1.2.2 or later
and the Home stack.

ﬁ PROCEDURE

To run the Compatibility Checker, follow these steps:

1. Insert the disk “Before You Install System 7” into
your floppy-disk drive.
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2. Double-click to open the disk icon and copy the
Compatibility Checker to your hard disk. It will
not run from a floppy.

3. Double-click the Compatibility Checker icon. The
Welcome screens display, followed by the Introduc-
tion screen shown in Figure II.1.

4. Click the Start Checking button and the Com-
patibility Checker will examine the files on your
hard disk. Relax—it takes a while. When it
finishes, the Compatibility Checker will offer to
move any questionable or incompatible items
from the Sytem Folder to a new folder named May

Introduction

As of 4/25/91, System 7 has proven compitible with the most
recentversions of the most widely used Macintosh software. The
developers of these Fmduas have provided Apple with the
information that will appear in your compatibility report

We urge you to follow any recommendations liéﬁ'ﬁ inyour
compatibllity report Although Apple cannotguarantee that your
reportwill identify all compatibilfty problems, we are confident
thatftwill aid you in 2 smooth transition to System 7.

To continue, click Start Checking, below.

R =

Figure II.1: The Introduction screen
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Not Work With System 7. See Figure 11.2. A dialog
box verifies the move. Click OK.

6. When all files have been examined, a report dis-
plays listing suspect items and their status. Read
the report carefully. It explains the compatibility-
status codes, provides specific information about
your software, and gives names and telephone
numbers of software developers. An example of
the report is shown in Figure IL.3. It is a good idea
to call the software developer when you are unsure
of a product’s compatibility status. But beware! Al-
though not always obvious, incompatibilities can
cause serious problems over time.

Attention: Potential Problems With System Folder ltems

The programs listed below are stored in the System Folder of your starmp disk.
They may cause problems after?:u intall System 7. For your convenience, these
items can be moved into a new folder called “May Not Work With System 7.

To move the items, click Move rems. Ctherwiise, click Don't Move ltems.

MacroMaker 1 tem(s) to be moved from the System
7 Folder on the disk “SE Hard Disk”

Figure 11.2: Moving incompatible items
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6. You can save the report by clicking the Save
Report button. It’s a good idea to save the report
(or print it out), as you will want to refer to it later.
You can print the report by clicking the Print
Report button.

7. Click the Quit button.

8. If you have moved items to the May Not Work
With System 7 folder, you will be prompted to
restart the computer before installing System 7.
(The items will remain active until you restart.)
Click OK if you see this prompt, as shown in
Figure I1.4.
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Compatibility Report

Itis eastestto review your results on paper. To do so, click Print Report, below.

itea Your
Chacked Uersion Status Notes

Hicrosoft Hord Coapatibte

4.0

TeachText 1.2 Hostly comp. 7.0 R

TeochText 1.2 Mostiy coep. 2.0 L1)

HyperCard 1.2.1 Must upgrade 2.1 ft

Laseririter Font Util. 1.0 Must upgrode 2.0 Rl
| er 1.0 Must upgrade n/a 1]

Fileficker Plus Not auall.

TETRIS 1.0 Not avall

The Chessmaster 1.0 Not avail

tago 1.0 Not avait.

Kiondike 3.6 Not avait.

This report is based on coapatibility information as of 4/25/94

[ rttep | Sne ne \

Figure 11.3: A compatibility report
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REMOVING OLD
SYSTEM FILES A

Your System Folder might include only files included by
Apple with your particular version of the system software.
However, if you have purchased applications, fonts, or
desk accessories (programs you can launch from the
Apple menu), you have added files to the System Folder.
A system file can be any of the following:

A Inits—small startup programs that add features
to the Finder or the system software. These
small programs are referred to in System 7 as
system extensions.

The items you moved out of the System
Folder remain active until you shut down or
restart your computer. Be sure to restart
your Macintosh before installing System ?.

Figure 11.4: The restart dialog box
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A Cdevs or control panel devices—these are stored in
the Control Panels folder. Under System 7, a con-
trol panel is a small, independent application that
can be launched just like any other application.
These programs let you customize various Macin-
tosh features, such as startup disk, sound, color,
memory, and so on.

A Printer or network drivers—software that allows the
Mac to use certain printers or devices.

A Preference files, help files, and dictionaries—applica-
tion-related programs.

These files should go into the System Folder itself. At
this time, some preference files will not operate properly
if placed in the Preferences folder. Opening the System
Folder lets you place files where you want. If you drag the
files onto the System Folder icon, the Mac places them
for you.

You cannot rely on the Apple Compatibility Checker
for a definitive answer to whether your existing sys-
tem files will work under System 7. Also, updating
your current System Folder has a risk: It's not un-
common for the System, Finder, and other non-system
files to sustain minor but undetectable damage through
ordinary use. The damage can affect the update,
potentially causing serious problems in the future.
The cautious approach is to move all System files
from your current System Folder to a new folder.
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Then, delete the current System Folder and install
System 7. After installing System 7, you can manually
reinstall any of your old resources.

m PROCEDURE

To remove system files, follow these steps:

1.

Restart the Mac with the “Apple Utilities” disk con-
taining the System Folder. You must use a floppy
disk to start up because you cannot remove an ac-
tive system file.

Create a new folder and name it Later.

Open both Later and your old System Folder and
arrange the desktop so you can view the contents
of both. You are going to copy the system files to
the Later folder.

Use the Font/DA Mover to copy the installed fonts
into a new suitcase file in the Later folder.

Copy the printer fonts to the Later folder.

Use the Font/DA Mover to copy the installed desk
accessories into new suitcase files in the Later
folder.

Copy any sounds you have installed, using the
utility with which you originally installed them.

Copy the rest of your system resource files into the
Later folder. You might want to sort these files into
folders within the Later folder.
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9. Copy the May Not Work With System 7 folder into
the Later folder.

10. Drag the System Folder to the trash and empty the
trash. If you can’t remove the System Folder, check
the contents for locked files. If you find a locked
file, highlight it, select Get Info from the File menu,
and click on the Locked box to clear it. Then, try

again!

INSTALLING
SYSTEM 7 A
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Unlike previous Macintosh system software, System 7
requires you to use the Installer program. Deactivate
any virus-detection software or it will interfere with
the installation. (Before doing so, you might wish to
scan each of the new system disks.)

You can install from a floppy-disk drive, a hard disk, a
file server, or a System 7 CD-ROM. To install from a file
server or a CD-ROM drive, first copy the System 7 installa-
tion files onto your hard drive. (Copy each installation
disk into its own folder). Make sure you have copied the
installation files onto your startup drive. If you are install-
ing from a file server, use the Chooser to mount the
volume containing the installation folder.

Do not install the 32-bit addressing option on a
Macintosh Plus, Classic, II, I LC, IIx, IIcx, SE/30 or
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Portable. Do not install virtual memory on the Plus,
Classic, II, IT LG, or portable.

You can install in two ways: Easy Install or custom
installation.

Easy Install

Easy Install is an automated process for installing the
System 7 software. You have little control over options,
though. Use this method if you are a new Mac user or if
your current system is fairly basic and you are sure your
installed system resources are compatible with System 7.

ﬂ PROCEDURE

To use the Easy Install method, follow these steps:
1. Choose Shut Down from the Special menu.

2. Restart the Mac using your copy of the “Install 17
disk. If you're installing from a file server or CD-
ROM disk, open the Installer program inside the
Install I folder. An information screen displays.

3. Click the OK button. You’'ll see a screen like the
one shown in Figure IL5.

4. Click the Switch Disk button if the displayed
hard-disk name is not the one on which you
want to install System 7.
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6. Click the Install button. If you get a message
during the Easy Install telling you there is insuffi-
cient space to complete the installation, you can in-
stall just the minimal software using the custom
method, discussed next.

6. If you're installing from a floppy-disk drive, insert
the appropriate disks as Installer prompts you.

7. If the installation is successful, you will see a mes-
sage to this effect, and you can safely click Quit. If
the installation fails, see the section on installation
problems at the end of this part.

8. Restart the Mac, and you will be running under
System 7.
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Easy Install

Click Instsll to update to Uersion 2.0 of

* Macintosh System Software
¢ finy Existing Printing Software
o Fite Sharing Software

on the herd disk named
< SE Hord Disk

Figure 11.5: The Install screen
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Custom Installation

Custom installation gives you a great deal of flexibility in
your software configuration. With this method, you can
select specific system resources you want installed. For ex-
ample, you might want to save disk space by not installing
printer and network drivers until you need them. You
can install resources at any time.

Here are some guidelines for selecting resources:

A If you want to run your Macintosh on a network,
select System Software for any Macintosh and Software
for all Apple Printers.

A Select a printer driver for every installed printer.

A If you want to share folders and volumes with
other Macintoshes, select File Sharing Software. 1f
your Macintosh will be part of an Ethertalk or
Tokentalk network, select the appropriate net-
work driver.

A Select only one System Software option. Make sure it
is the one for your particular Macintosh model.

A Select the Minimal System Software option if you
have limited free space on your hard drive. You
can also use this option to put System 7 on a
1.44 Mb floppy disk.
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ﬁ PROCEDURE

To install using the custom method, follow these steps:
1. Choose Shut Down from the Special menu.

2. Restart the Mac using your copy of the “Install 1”
disk. If you're installing from a file server or CD-
ROM disk, open the Installer program inside the
Install I folder. An information screen displays.

3. Click the OK button. You'll see a screen like the
one shown in Figure IL5.

4. Click the Switch Disk button if the displayed
harddisk name is not the one on which you want
to install System 7.
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6. Click the Customize button. A list of resources
will appear. Study the guidelines for selecting
resources, described in the preceding section,
Custom Installation. Click on each resource you
want to install, as illustrated in Figure I1.6. If you
want to select multiple resources, hold down the
Shift key as you click on each option.

6. Double-check your selections. When you are satis-
fied, click Install.
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7. If you’re installing from a floppy-disk drive, insert
the appropriate disks as Installer prompts you.

8. If the installation is successful, you can either
Quit or Continue. Clicking Quit lets you either
turn off or restart your Mac. Clicking Continue
returns you to the Install screen, where you can
perform other installations. If the installation fails,
see the section on installation problems at the end
of this part.

9. Restart the Mac, and you will be running under
System 7.

1:3?

Click the items you want to sslect;
Shift-click to setect muitiple items.

System Software for any Macintosh nstall
Software for sll Apple printers ] @

Stthware tov basettiriter
Software for Personal LaseriUriter SC 2
Softwere for ImagelUriter e © SE Herd Disk

Softwere for AppleTalk Imagelriter

& Software for LaserVWriter [M]
fad Stze: 27K
— Date: Thu, Apr 23,1991
Version: 70
This package contains the software required to print on
LaserVWriter printers.

Figure 11.6: Selecting a single resource
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REINSTALLING
OLD SYSTEM
FILES A

If you have used the custom installation method, you
will need to reinstall the old system files you saved to
the Later folder. If you used Easy Install, the Installer
took care of this task for you.

ﬁ PROCEDURE

To reinstall system files, follow these steps:
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1. Open both your start-up disk and the Later folder.
Arrange your desktop so you can view both the Sys-
tem and Later folders. You are going to copy
software files from Later to the new System Folder.

2. To install screen fonts, double-click on each suit-
case file in the Later folder. Highlight all the fonts
and drag them onto the System Folder icon. The
Installer will examine the files and place them in
the appropriate folder. A dialog box tells you
where they will be copied. Click the OK button. In-
staller will automate this process if you drag the
files into an open System Folder.

3. To install desk accessories (DAs), double-click
on each suitcase file to open it. Then highlight
each desk accessory and drag them onto the
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System Folder icon. The Installer again examines
the files and places them in the appropriate
folder. Figure I1.7 shows the dialog box that tells
you where the files will be copied. Click the OK
button. Desk Accessories are small application
programs. Previously, they were only accessible
from the Apple menu. Their usefulness was their
constant availability. In System 7, with Multi-
Finder always on, these DA’s can be launched
just like any other application.

4. To install system extension documents (inits) and
control panels devices (cdevs) in the System Folder,
drag each file onto the System Folder icon. The In-
staller will examine the files and place them in the
appropriate folder, as before. A dialog box tells
you where the files will be copied. Click the OK
button.

Desk accessories need to be stored In the

A Apple Menu Items folder In order to
appeer in the Apple menu. Put
“QuickDEH™” into the Apple Menu Items
folder?

Figure I1.7: Installing desk accessories
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6. Open your System Folder to finish installing the
rest of your old system files (help, preferences, dic-
tionaries, and so on). Select the files and drag
them into the open System Folder.

6. Select printer font files and drag them into the
open System Folder.

7. Click OK to respond to the dialog box.

8. Restart the Macintosh. You are ready to explore
System 7 and its functions.

& .

Install questionable inits and cdevs in the System Folder -
one by one, restarting the Mac after each installation. If
the Mac crashes on startup, see the appropnate section
under Troubleshooting.
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TROUBLESHOOTING A

If the installation fails, a dialog box will display, telling
you what the problem is. Usually, an Installer file is
either missing or damaged or there is a problem with
the hard disk.
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Missing or
Damaged Installer
Files

If you get a message indicating one of your Installer
files is either missing or damaged, make a new copy
of the installation disks and reinstall. If the installation
fails again, get a new set of Installer files.

Hard Disk Problems

If you get a message indicating there is a problem with
your hard disk, update the hard-disk driver using the
setup software that came with the hard drive. Be careful
not to reinitialize or reformat the hard disk, which erases
everything on it. Then try installing again. But don’t take
chances: back up your data!

If that doesn’t work, back up your hard drive and
reformat it. If you do not have the original formatting
software, use a commercial package.

The Mac Crashes
on Startup

The problem could be an incompatible init or cdev.
Restart the Mac while holding down the Shift key.

52?;
[ =



Installing System 7
RN

This disables system extensions, allowing the Mac to
start up. If you have been installing the startup docu-
ments one at a time, open the System Folder and remove
the problem file.

If you installed them all at once, remove them all and
reinstall them one by one, as described in the section
Reinstalling Old System Files.
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FOLDER

The System Folder is the heart of the Macintosh. It contains
the System file, system extensions, and various application-
related files. You will encounter the following files and
folders:

A The System file, used by the Macintosh to start up

and operate the computer. It stores the system’s
fonts, sounds, and keyboard files.

Applications that expand the functionality of the sys-
tem software. Examples are system extensions
(inits), control-panel devices (cdevs), and printer
or network drivers. Apple includes some of these
small programs with each System, but you may
wish to add others—many good commercial ap-
plications are available.

Application files stored in the System Folder or one
of the subfolders for reasons of efficiency and
security. These do not necessarily work directly
with the system software. These files include
printer fonts, Word’s Temp files, PageMaker 4.0’s
Aldus folder, and so on.
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WHAT’S NEW? A

The System 7 System Folder has been completely
redesigned. Previous System Folders were cluttered af-
fairs. It used to be just as hard to find what you needed in
the System Folder as it is to find a missing sock in a
dresser drawer filled with a jumble of clothes.

The new System Folder’s organization, though, far sur-
passes that of its predecessor. Based on a series of sub-
Jfolders—Apple Menu Items, Control Panels, Extensions,
Preferences, PrintMonitor Documents, and Startup’
Items—you can always find what you want quickly and
easily, as shown in Figure IIL.1. Each subfolder is designed
to store specific types of files. Because it is very important
that System Folder files be placed in their appropriate
subfolder, the installation has been largely automated.

14 ltems 67 MB in disk 9.8 MB available
(&) (&) 1
Extensions Preforences Apple Menu Items Startup ltems

B = =
Clipboard  PM4 Defoults ES Preferences Control Panels

System. Scrapboo Filo PrintMonitor Documents
Finder Vord Sottings (4) AppleLink Out Baskot i
I I

Figure H1.1: The System Folder in System 7
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If you do have files that you’re not sure what to do with,
the Easy Install program can place them for you.

This part also gives you information on the type of files
appropriate for each of these subfolders and on the Sys-
tem file itself. The only subfolder we will not examine is
the Control Panels Folder, which is discussed in detail in
Part IV.

EXPLORING THE
SYSTEM FILE A

A selection of fonts and sounds are placed in the System
file during installation. In addition to these you can in-
stall any third-party fonts or sounds you wish. Installing
fonts is simple, because Apple has done away with the
Font/DA Mover.

TrueType vs.
PostScript Fonts

I

TrueTypeis a new font format developed by Apple.
TrueType fonts are scalable, which means the font can
be scaled to any size. A single TrueType font file con-
tains mathematical descriptions of both screen and
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print characters. So TrueType fonts can display clearly
onscreen (without jagged edges) and then printathigh
resolution on a dot-matrix, Quick Draw, or PostScript
printer.

Conversely, PostScript fonts consist of two files: a screen-
font file and a printer-font file. PostScript screen fonts
are bitmap or fixed-size fonts. PostScript printer fonts con-
tain mathematical descriptions of each character. The
printer uses these descriptions to produce high-quality
output. For each screen font used in a document, the cor-
responding printer font must be available at print time.
Otherwise, the printer substitutes a bitmap font and your
output looks dreadful.

TrueType fonts are designed to work with other font for-
mats, rather than replace them. If a particular font, such as
Times, is available in both fixed-size and TrueType, the
Macintosh will use the fixed-size font. TrueType is used
only when you select a font size that is unavailable in the
fixed-size format.

If you wish to use a TrueType font for standard point
sizes such as 10, 12, 14, 18, and 24, you must remove the
corresponding fixed-sized font from the System file. If
you do this, however, old documents created with fixed-
size formats will reformat when printed with the True-
Type format. You must decide which is preferable.

You can differentiate TrueType fonts from fixed-size
screen fonts by their respective icons: The TrueType icon
displays three symbols whereas the fixed-size font icon dis-
plays only one.
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ﬁ PROCEDURE

To view a font, follow these steps:
1. Double-click on the System file icon to open it.

2. Click on a TrueType-font icon. Three sizes of type-
style display, as shown in Figure II1.2.

3. Click on a fixed-size font icon. One type size dis-
plays, as shown in Figure IIL.3.

m PROCEDURE

To install fonts, follow these steps:
1. Quit any open applications.

2. Drag the font file or suitcase you wish to install on
top of the System Folder icon (you don’t need to
open the System Folder).

3. A dialog box will confirm the operation.

m PROCEDURE

To install selected fonts from a suitcase, follow these
steps:

1. Quit any open applications.

2. Double-click to open the suitcase file.
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3. Hold down Shift and click once on the font names
you want to install.

4. Open the System Folder icon.
5. Drag the selected fonts onto the System file.

6. Close the suitcase file and the System Folder.

Em Times (bold, italic) =]

-9 point
How razorbackjumping frogs canlevel sicpiqued
gymnasts!

-~ 12 point
How razorback-junging frogs can level six
el gynnasis!

- 18 point
How razorback-jumping
frogs can level six piqued
gymnasts!

Figure 11.2: TrueType Times (bold, italic)
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ﬁ PROCEDURE

To remove fonts, follow these steps:
1. Quit any open application.
2. Double-click to open the System Folder.
3. Double-click on the System file to open it.

4. Drag the icons of any fonts you want to remove
from both the System file and System Folder.

[J&=—— Times 24

- Sample

How
razorback-jumping
frogs can level six
piqued gymnasts!

111}

Figure 111.3; Fixed-size Times 24
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(You might want to create a special folder on your
disk to store fonts you don’t use regularly.)

A .

PostScript printer fonts should be placed loose in the
System Folder.

A
'E’:& SEE ALSO

Part V, The Font Menu

The World of Sound

The Macintosh interface is not merely visual; it is also
aural. You can install sound files as easily as font files,
playing them whenever you like and even changing the
sound the Mac uses to get your attention.

ﬁ PROCEDURE

To play a sound, follow these steps:
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1. Double<lick on the System file icon to open it. Fig-
ure I11.4 shows the contents of a typical System file.
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2. Double-click on the sound icon. The sound plays.

A
.é.:\i SEE ALSO

Part 1V, Sound

E[IE==————=—— System HIE
362 items 67 MB in disk 9.7 MB available

=¥ =7 =T =
NewYork 9 New York 10 New York 12 New York 14 New York 18

P

i

A
Palatino 10 Palatino 12  Palatino 14  Palatino 18 Palatino 24
A

/]

Symbol 10 Symbol 12 Symbol 14 Symbol 18 Symbol 24

Times (bold) Times (bold, italic) Times (italic}

Figure 111.4: The contents of the System file
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m PROCEDURE

To install sounds, follow these steps:
1. Quit any open applications.

2. Drag the sound file or suitcase you wish to install
on top of the System Folder icon (you don’t need
to open the System Folder).

3. A dialog box will confirm the operation.

m PROCEDURE

To remove sounds, follow these steps:

1. Quit any open program.
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2. Double-click to open the System Folder.

3. Double-click on the System file to open it.

4. Drag the icons of any sounds you want to remove
from both the System file and System Folder.

A
'.@:\‘ SEE ALSO

Part IV, Sound
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THE APPLE MENU
ITEMS FOLDER A

Storing programs, documents, folders, or aliases in the
Apple Menu Items folder makes them accessible from
the Apple menu (under the Apple icon on the far left
of the menu bar). There is no longer a limit to the num-
ber of items you can put under the Apple menu, but only
the first fifty will display.

Desk accessories are small, specialized applications.
System 7 includes seven desk accessories—Alarm Clock,
Calculator, Chooser, Key Caps, Note Pad, Puzzle, and
Scrapbook. They are automatically placed in the Apple
Menu Items folder during installation, as illustrated in
Figure IIL5. If you have a Macintosh Portable, Battery
will be included as well. Although the Control Panels

EO0=———— fApple Menu Items ——ce==0]5

14 items 67.1 MB in disk 9.7 MB available
o dap I 0 =
D i (4]
Alarm Clock Chooser Calculator Key Caps

B &

Puzzle Scrapbook Lonirol Fanels  Note Pad

Figure 111.5: The Apple Menu Items folder
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folder is not a desk accessory, its alias is placed in the
Apple Menu Items folder to make it easily accessible. (We
will discuss aliases shortly.)

The Alarm Clock

The Alarm Clock desk accessory lets you set an alarm to
remind you of appointments, meetings, and other
engagements.

ﬂ PROCEDURE

To set the Alarm Clock, follow these steps:
1. Select the Alarm Clock from the Apple menu.

2. Click the small lever to the right of the time dis-
play. The lever will swing down, showing you the
options illustrated in Figure II1.6.
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O 10:05:47 AM ¢ |
® 3:30:00 AM

Figure 111.6: The Alarm Clock options
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3. Click the alarm-clock icon to select it. It will get ex-
cited, as shown in the figure.

4. Click on the hour, minutes, or seconds of the
alarm time (just below the current time) to
change them. Then click the up or down arrow or
type the number you want.

5. Clicking the small button to the left of the alarm
time turns the alarm on and off. If the button is
up, the alarm is on.

6. Click the square button at the top left to close the
Alarm Clock.

7. The alarm will sound at the time you have set. If
the speaker volume is set to zero, the menu bar
will flash once and an alarm-clock icon will flash
on the left of the menu bar.

% NOTES

A Open the Alarm Clock and click on the small but-
ton to the left of the alarm time to turn off the
alarm.

A You can set the Mac’s internal date and time by
clicking on the calendar and clock icons.
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The Calculator

The calculator is a handy desk accessory that works as a
four-function, pocket calculator. See Figure II1.7. If
you’re working in an application, for example Quicken,
and need to multiply some large numbers, this desk ac-
cessory can do the job. Results can be copied and pasted
into application files.

Calculator
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Figure 111.7: The Calculator
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The Chooser

The chooser is a desk accessory that lets you select a
printer, output device, or network connection. See Fig-
ure II1.8. If you are attached to a network, you can select
the available disks and printers.

PROCEDURE

To select a printer, output device, or network connection,
follow these steps:

1. Select the Chooser from the Apple menu.

g Chooser Dee————————|
] | Select a Laserwriter:
=il = 7
AppleTalk. .geWriter --OMSTurbo

Laserwriter
Laserwriter in Tech Queue
0OMS in DP Queue

= QMSTurbo
% QMSTurbo in WP Queue
LQ AppleT..geVriter  LO ImageWriter The Void

Twilight Zone
Typesetter in DP Queue 3

Personal ..Writer SC  Personal LW LS

StyleWriter

Background Printing: @ On O Off

K @ Active

AppleTal R
O Inactive 7.0

<

Figure 111.8: The Chooser
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2. Click the icon of the device you want to use.

3. If your network is divided into zones, you'll see a
list of zones in the lower-left side of the Chooser.
Click the name of the zone in which the device is
located. A list of devices displays in the right-hand
window of the Chooser. Select a device by clicking .
its name.

4. Close the Chooser. You can then use the selected
device.

&
‘.‘@_ KEYBOARD SHORTCUTS

A Press Tab to move from window to window in the
Chooser area.

A Type a character to highlight a device name that
begins with that character.

-
w
(=]
-
(o]
(e
=
)
-
v
b
v
[
I
-

Key Caps

The Key Caps desk accessory, shown in Figure II1.9,
shows the location of characters for each font installed in
the System file. By pressing one or more of the modifier
keys (Option, Shift, and 3) in combination with certain
character or number keys, you can produce a variety of
optional characters.
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m PROCEDURE

To use Key Caps, follow these steps:
1. Select Key Caps from the Apple menu.
2. Select a font name from the Key Caps menu.

3. Press any of the modifier keys, or Option and Shift
in combination, to see the location of optional
characters.

4. Close Key Caps by clicking on the close box in the
upper-left corner.

e Keylops =

But these go to eleven.

]

Figure 111.9: Key Caps
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m PROCEDURE

To type accented characters, use the following key
combinations:

To produce this Type this

8

Option- %, then a

[¢'])

Option-¢, then e

—>

Option-, then i

o
n Option-n, then n a
.. . (o]
a Option-u, then u ; )
¢ Option-c -
> .
["2]
o
T
ey

The Note Pad

This desk accessory (See Figure 111.10) is a handy place
to store small amounts of information. It’s easy to access,
making it useful for jotting down notes or reminders
while you're working on something else.

The Puzzle

No one can accuse the Mac of being stodgy. The Puzzle is
a constant lure from work! See Figure III.11.
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The Scrapbook

Text, graphics, and sounds can be saved in a Scrap-
book file. Figure III.12 shows a graphic image in the
Scrapbook.

S[J=—— Note Pad —=—=

S |

Figure 111.10: The Note Pad
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Figure 111.T1: The Puzzle
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6/11 PICT

Figure I111.12: The Scrapbook
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As each Scrapbook file can hold only a limited number
of items, you might want to create new Scrapbook files,
save the old ones, and use them as needed.

m PROCEDURE

To use multiple Scrapbook files, follow these steps:
1. Rename the current Scrapbook file.

2. Drag the current Scrapbook file out of the System
Folder.

3. Name the new file Scrapbook File.

4. Put the new Scrapbook file in the Apple Menu
Items folder.

A
'@ SEE ALSO
Part V, The Finder

Adding Other Desk
Accessories

Desk accessories are stored in suitcase files like the one
shown in Figure III.13. A suitcase file can hold several
desk accessories. Some are supplied by Apple and you
can get others from third-party software developers.
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ﬁ PROCEDURE

To add desk accessories, follow these steps:

1. Double-click to open the suitcase file. Figure II1.14
shows desk-accessory files stored in a suitcase.

2. Open the System Folder.

Ell

o
. wl
deslk accessories a
. ] (o)
Figure 111.13; A suitcase file icon ;
[T}
==
(7]
>
p— - =] m
ol Desk Accessories 2| s
(97 items 1.3 MB in disk 71K available =
it
Note Pad Puzzle Alarm Clock  KeyCaps
Chooser Calculator  Scrapbook
=
@l [

Figure 111.14;: Desk accessory icons
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3. Drag the items you want from the suitcase file and
put them in the Apple Menu Items folder. You can
drag the empty suitcase to the Trash. The desk ac-
cessory will be available immediately under the
Apple menu.

m PROCEDURE

To remove desk accessories, drag the desk accessory
icons out of the Apple Menu Items folder. The name will
disappear from under the Apple menu immediately.

Adding
Applications,
Documents, and
Folders

If there are applications, documents, or folders you want
to access easily, put them in the Apple Menu Items folder.
Then, you can select them direclty from the Apple menu
without having to hunt through folders. Alternately, you
can place aliases in the Apple Menu Items folder, as dis-
cussed in the next section.
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m PROCEDURE

To add applications, documents, and folders, follow
these steps:

1. Double-click to open your System Folder.

2. Select the application, document, or folder you
wish to move.

3. Drag the item’s icon to the Apple Menu Items
folder. The item will be available immediately
under the Apple menu.

ﬂ PROCEDURE

To remove applications, documents, and folders, drag
the item’s icon out of the Apple Menu Items folder. The
name will disappear from under the Apple menu.
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Adding Aliases

An alias is a representation of an original file. It is essen-
tially a linked reference to the original application or
file. The advantage of aliases is that you can make as
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many as you like for a given file. They are distinguished
by italics. If you want to have quick access to a program,
document, or shared disk that is buried in several layers
of folders, you can make an alias for it and put the alias
in the Apple menu. Then, any time you want to access the
item, you can choose the item’s alias from the Apple menu.

ﬁ PROCEDURE

To add aliases, follow these steps:
1. Double-click to open your System Folder.

2. Drag the alias’ icon to the Apple Menu Items folder.
It will display immediately under the Apple menu.

m PROCEDURE

To remove aliases, drag the item’s icon out of the Apple
Menu Items folder. The alias name disappears from
under the Apple menu.

A
'.@:\‘ SEE ALSO

Part V, The File Menu
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THE EXTENSIONS
FOLDER A

The Extensions folder is designed to store applications
that affect the functionality of system software, either by
expanding or modifying the system’s capabilities. Ex-
amples include printer, scanner, and network drivers, as
well as system extensions (inits). Figure II1.15 shows the
contents of a typical Extension folder. Yours may differ.
A driveris a program that allows the Mac to work with
an external device. Whereas drivers become usuable
upon installation, init files do not become active until

S(J=———————— futenslons —————
14 items 67.1 MB in disk 9.7 MB available
ity
PrintMonitor AppleShare AppleTalk ImegeWVriter
d —p
Eile Shering Extension Finder Help LQ ImageWriter DAL
LQ AppleTalk ImegeVriter LeserWriter ImegeWriter
(T 1
I 0
o CoLs! =
Network Extension Personel LW LS Personal LeserWriter SC 6
[ o)

Figure I11.15: The Extensions folder
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you restart your computer. The PrintMonitor file is auto-
matically placed in this folder during installation along
with printer drivers for each printer you intend to use.

At start-up, the system software checks the Extensions
folder. If you have trouble starting, the problem may be
an incompatible extension file. Disable and remove them
all from the Extensions folder. Then reinstall them one
by one.

ﬁ PROCEDURE

To disable extensions, follow these steps:

1. Hold down Shift while restarting the computer.
This disables all extensions.

2. Remove them all and reinstall them one at a time.

3. Drag the incompatible file out of the System
Folder.

B o

Although inits are commonly referred to as start-up
documents, they are system extensions and belong in
the Extensions folder.
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Determining File
Types

It is not always clear whether a program is an énit or a
cdev (control panel device). As it is important to place
items in the correct folder, Apple offers some help in
determining an item’s file-type classification.

m PROCEDURE

" To check a file’s type, follow these steps:
1. Select the item.

2. Select Get Infofrom the Filemenu (3-I). The Kind
category indicates the type of file you have
selected, as displayed in Figure III.16.

B o

Some of your old init files may not operate properly in
the Extensions folder. The difficulty might be that they
can’t function in a subfolder like the Extensions folder.
In this case, try placing the init file at the top of level of
the System Folder.
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THE PREFERENCES
FOLDER A

The Preferences folder is designed to store application-
related files. These files contain special settings that

[J==== LaserlWriter Info

& LaserWriter

— Sy stern Software ¥v7.0

Kind : Chooser extension
Size: 219K on disk (223,926 bytes used)

Yhere : Mac lIsi in Tech: System Folder:
Extensions:

Created: Thu, Apr 25, 1991, 12:00 PM
Modified: Mon, Nov 4, 1991, 10:07 AM
Yersion: 7.0, ©Apple Computer, Inc.

1983-1991
Comments:

[:] Locked

Figure 111.16: The Get Info window
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help the Mac work with an application. Preference files
are usually created by applications and utilities. Aldus
PageMaker, Microsoft Word, and Microsoft Excel, for ex-
ample, create and maintain their own preference files.

When you install an application, any preference
files generated will be placed in the folder for you.
Figure I11.17 shows some preference files in the
Preferences folder.

E[[=—— Preferences —r——-o""_\|
7 itefs 67.1 MB in disk 9.6 ME available
- ity
DAL Preferences Embedding Preferences

. E

Finder Preferences

g

ES Preferences Users & Groups Data File

File Sharing
<l E

=<l

Figure 111.17: The Preferences folder
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B

If an application places its preference files directly in the
System Folder, leave them there, otherwise the applica-
tion will not be able to find them! Microsoft Word 4.0,
for example, stores its preference files directly in the Sys-
tem Folder. The new version of Word stores these files in
the Preferences folder.

THE

PRINTMONITOR
DOCUMENTS

FOLDER A

This folder stores files to be printed in background. Back-
ground printing is the printing of documents while you are
working on other things. It is managed by the Print-
Monitor program.

The PrintMonitor program opens automatically when-
ever you print a document with background printing
turned on. PrintMonitor looks in the System Folder for a
PrintMonitor Documents folder and creates one if none
exists. PrintMonitor then sends the information to be

86%:/\
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printed to a file in this folder and returns control of the
Mac to you, printing the file slowly while you do other
work. Unless a print job is in-process, the PrintMonitor
Documents folder is empty.

THE STARTUP
ITEMS FOLDER A

This folder stores the applications, desk accessories, docu-
ments, and folders you want to open automatically when
the Macintosh starts up. Be careful when placing a folder
in the Startup Items folder, though, as the Macintosh will
open allitems in the folder. If you place more programs
in this folder than your computer can hold in memory,
the Mac will open as many as it can, displaying a message
when it runs out of memory.

ﬂ PROCEDURE

To designate startup items, follow these steps:
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1. Double-click the System Folder to open it.

2. Select the applications, desk accessories, docu-
ments, aliases, or folders you want available at
startup.
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3. Drag the items’ icons to the Startup Items folder.
They will open when you restart the computer.

4. To remove an item as a start-up document, drag its
icon completely out of the System Folder. The
item will not open when you restart the computer.

A
'.@:\‘ SEE ALSO

Part V, The File Menu
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Control panels are programs that govern many of the
Mac’s user-interface settings. Previously, you adjusted
and personalized your Mac by selecting the Control
Panel DA from the Apple menu. Now, the control
panels work just like any other Mac application, and
are always available to you through an alias under the
Apple menu called Control Panels.

Some control panels are installed with System 7; others
are available from third-party vendors (such as AfterDark, a
great screen-saver). System 7 automatically installs control-
panel programs that are appropriate for your computer sys-
tem, with following exceptions:

A Color and Monitors are installed only if you have a
color or grayscale monitor.

A File Sharing Monitor, Sharing Setup, and Users
and Groups are installed only if you select file-
sharing during installation.

A The Network control panel is installed only if you
are connected to TokenTalk or Ethernet.
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A CloseView is never installed automatically. If you
want the benefits of a magnified screen, you must
drag the CloseView icon from the “Tidbits” disk
into the Control Panels folder.

B o

Many procedures in Part IV require you to restart the
Mac. This means choose Restart from the Filemenu.

AN OVERVIEW
OF THE CONTROL
PANELS A

wv
Each control panel has its own icon. See Figure IV.1. %
Here is a list of each control panel and its function. P
0
Use this &
control 3
panel... To do this... v
I
Close View Magnify the screen display. ~
Color Specify colors used in
highlighting and window
borders.
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Use this
control
panel... To do this...

Easy Access Use the keyboard instead of
the mouse. Designed for
people who have difficulty
using the mouse or

keyboard.
File Sharing View a list of of items you
Monitor are sharing and see who is

using your shared items.
See Part VI, Sharing Files and
Programs, for information
on this control panel.

=0 Control Panels =g
16 items 67.2 MB in disk 9.6 MB available
= g g
By
Color Easy Access Mouse Monitors General Controls
. [==]
Keybaard Labels Map Memory File Sharing Monitor
il e
g 8 H
WViews Sharing Setup Sound Startup Disk Users & Groups
<2l [olE]

Figure IV.1: The Control Panels folder
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L
Use this
control
panel... To do this...
General Set the date and time,
Controls change the desktop pattern
and color, set the blink rate
for the cursor, and control
of menus.
Keyboard Assign international
character sets and specify
the key-repeat rate and the
time delay before repeating.
Labels Change the colors and
names of icon labels.
Map View the time zone, local
time, longitude, and 2
latitude of cities throughout Z
the world. -
o
Memory Control cache size, virtual &
memory, and 32-bit P
addressing options. v
Monitors Designate the main monitor =

if you are using more than
one and set the number of
colors or shades of gray that
can display.
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Use this

control

panel... To do this...

Mouse Adjust the double-click
speed and the mouse-
tracking speed.

Networking Select the type of
networking connection you
want. See Part VI, Sharing
Files and Programs.

Sharing Setup  Identify you and your Mac
to the network and turn file-
sharing on and off. See
Part VI, Sharing Files and
Programs, for information
on this control panel.

Sound Set speaker volume and
choose the alert sound.

Startup Disk Designate the startup disk if
your system has more than

one hard disk.
Users and Register users and groups.
Groups See Part VI, Sharing Files and

Programs, for information
on this control panel.

94%;
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Use this

control

panel... To do this...
Views Customize the icon

display by changing the
icon’s size and display
pattern on the desktop,
specify what information
appears about items in list
views, and specify the font
and text size displayed in
the Finder window.

ﬂ PROCEDURE

To open a control panel, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on a control panel’s icon to open it.

&

If there is a control panel that you use frequently, you can
place an alias of it on the desktop. Make sure you leave the
original in the Control Panels folder, though, inside the
System Folder.
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CLOSEVIEW A

You can magnify the Macintosh screen and adjust the
power of magnification using the CloseView control panel.
You even have the option of keyboard shortcuts. This con-
trol panel is designed to help the visually impaired and is
not installed automatically. See Figure IV.2.

ﬁ PROCEDURE

To install CloseView, follow these steps:
1. Open your System Folder.
2. Open the System 7 “Install 3” disk.

3. Select the CloseView icon and drag it to the
Control Panels folder in the System Folder.

4. Restart your computer.

_ ﬂ PROCEDURE

To select CloseView features, follow these steps:
1. Open Control Panels from the Apple menu.
2. Double-click on the CloseView icon to open it.
3. Select the options you want:

A To turn CloseView on or off, click the ap-
propriate button in the control panel. Press

96%;
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Option-3€-O to turn CloseView on or off from
the keyboard. When CloseView is on, a heavy
frame displays, covering a portion of the screen.

A To invert the screen image and display white on
black screen or standard black on white, by
click the appropriate button.

cm—— s ———————————
BI i

= — ———

= — —_——

= ——— f—————————

Clase
ViEW,, oo %0

(® Black on White Magnification %
(O White on Black On Z
O R N
@ off o
@o 2
Keyboard n g% 1 =
: p4
Shorteuts ) off @ ER’ S
I
H Fy H -
=& = Option ;| | 8 = Command :
© 1988-1991, developed by
Apple Computet, Inc. Berkeley Systems, Inc.

Figure 1V.2: CloseView
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A To turn Keyboard Shortcuts on or off, click On.

A To turn Magnification on or off, click the ap-
propriate button in the control panel. When
the CloseView frame is displayed, you can turn
Magnification on or off by pressing Option-3¢-X.

A To adjust the power of magnification, click
the up or down arrows in the control panel.
On the keyboard, Option-3-up arrow in-
creases magnification and Option-8-down
arrow decreases it.

4. Close the control panel.

COLOR A

If your monitor displays grayscales or at least sixteen
colors, you can specify the colors of highlighting and win-
dow borders. The highlight color is the color a selected
item changes to.

To color the text highlight, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double-click the Color control panel to open it.

3. Choose a color from the Highlight Color pop-up
menu. The color will display in the Sample text

98%;
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box. If you want to choose from the color wheel,
select Other... and the color wheel displays, as
shown in Figure IV.3.

4. Place the pointer on the color wheel and click to
select the color you want. It will display in the top
half of the Color box. The current color displays
in the bottom half. If you want to retain the cur-
rent color, click the lower box.

5. You can change the brightness of the color wheel
by dragging the scroll box up or down.

6. When you have found the color you want, click OK.

7. Close the control panel.

Choose a highlight color:

(7]
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d

r4
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-
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Hue @ %

Saturation @ v

Brightness @ E
Red 10830 |@]
Green | 16562 [§]
Blue (48059 |[F]

Cancel 0K

Figure IV.3: The color wheel
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m PROCEDURE

To color a window’s border, follow these steps:
1. Choose the Control Panels from the Apple menu.
2. Double-click the Color control panel to open it.

3. Choose a color from the Window Color pop-up
menu. The color will display in the Sample text box.

4. Close the control panel.

A
'.@:\‘ SEE ALSO

A General Controls, “To change the deskiop pattern”
A Labels, “To customize labels”
A Monitors, “To set the number of colors or grays”

EASY ACCESS A

The Easy Access control panel—consisting of three features,
Mouse Keys, Slow Keys, and Sticky Keys—is designed for
people who have difficulty using the mouse or keyboard.
Although you can turn these features on or off from

o D
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either the control panel or the Finder, itisa good idea to
turn on the Use On/Off audio feedback button in
the Easy Access window, as shown in Figure IV.4. Then,
you hear a whistle whenever you turn an Easy Access
feature on or off from the Finder.

ECJ=—=——=== fasy Access ————|

Use On/Off audio feedback

Mouse Keys: Oon @ off
Initial Delay: (OO @ OO

long short
Maximum Speed: (O @O0 OO
slow medium fast
Slow Keys: Oon @ off
Acceptance Delay: OO @ OO
long short

B4 use key click sound

Sticky Keys: (Oon @ off
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E Beep when modifier key is set

Figure I1V.4: Fasy Access
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Mouse Keys

Mouse Keys lets you move the on-screen pointer using the
numeric pad on your keyboard.

ﬂ PROCEDURE

To use Mouse Keys, follow these steps:
1. Open Control Panels from the Apple menu.
2. Double-click on the Easy Access icon to open it.

3. Click the appropriate button to turn Mouse Keys
on or off and adjust the settings to your liking.

4. Close the control panel.

5. Use the numeric keyboard, as shown, to move the
pointer.




The Control Panels

The arrows shown indicate the directions the
pointer moves when you press a key. Clicking the key
once moves the pointer incrementally, holding it down
moves the pointer continuously. The 5 key represents
the mouse button—press once to click, twice to double-
click. Holding down the 0 key locks the mouse button,
letting you drag an item with one of the directional
keys. The decimal point key or the 5 key unlocks the
mouse button.

&
'.‘f@_ KEYBOARD SHORTCUTS

A Turn on Mouse Keys by pressing 36-Shift-Clear
from the Finder.

A Turn off Mouse Keys by pressing Clear.

Slow Keys

Slow Keys turns off the the Mac’s key repeat feature so you
don’t accidentally type a string of characters on the
screen. It also sets the acceptance delay—the length of time
that elapses between holding down a key and the result-
ing action.
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To use Slow Keys, follow these steps:
1. Open Control Panels from the Apple menu.
2. Double-click on the Easy Access icon to open it.

3. Turn Slow Keys on or off and set the desired accep-
tance delay. Click the Use key click sound button
to hear an alert signal whenever you press a key.

4. Close the control panel.

&
% KEYBOARD SHORTCUT

You can turn Slow Keys on or off from the Finder by hold-
ing down the Return key for about eight seconds. You’ll
hear beeps and whistles to confirm.

[
Sticky Keys
L]
Sticky Keys lets you give two or more key commands sequen-
tially instead of simultaneously. These are keystrokes that

involve one of the Mac’s modifier keys. The modifier keys
are 8, Option, Shift, and Control.

%
=



The Control Panels

m PROCEDURE

To use Sticky Keys, follow these steps:
1. Open Control Panels from the Apple menu.
2. Double-click on the Easy Access icon to open it.

‘3. Turn Sticky Keys on or off. When Sticky Keys goes
on, you will hear a whistle and see an icon in the
menu bar.

L)

To hear a beep after you press a modifier key, click
the Beep when modifier key is set button.

4. Close the control panel.

Press the modifier key you want, followed by the keys
that complete the command. Notice that the Sticky Keys
icon changes, indicating the modifier key has been
pressed.

e

If you press the modifier key twice, it locks. The icon changes
again to indicate the modifier key has been locked.
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’,‘@9 KEYBOARD SHORTCUT

Turn Sticky Keys on or off from the Finder by pressing
the Shift key five times. Don’t move the mouse, though,
otherwise you have to start over.

GENERAL
CONTROLS A

The General Controls control panel, shown in Figure IV.5
should look familiar to Mac users, with one exception.
The RAM-cache options, which used to be in this win-
dow, are now accessed in the Memory control panel.

m PROCEDURE

To set the date and time, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click the General Controls icon to open it.

3. Click either the 12-hour or the 24-hour clock but-
ton, depending on which you prefer.

4. To change the hour, minutes, seconds, or meridian,
click the part of time you want to change. The part is
highlighted, and up and down arrows display to the

%
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right. Click on arrows until the time you want dis-
plays. You can also type a number or letter. Then
click the clock icon to save your settings.

5. To change the month, day, or year, click the part
of date you want to change. The part is high-
lighted and up and down arrows display to the
right. Click on the arrows until the date you want

E[1== General Controls

Rate of Insertion
Point Blinking

Desktop Pattern O @® O

DDDDD Slow Fast
Menu Blinking Time

10:36:17 AM

{® 12hr. () 24hr.

O O0® | o [dq
12 3 11/ 4/91

Figure 1V.5: General Controls

%

vy
-
(7]
4
<
o
-t
(o]
[-4
=
4
(o]
v
L
I
=




Mac System 7 at Your Fingertips

displays. You can also type a number. Then click
the calendar icon to save your settings.

6. Close the control panel.

A
.‘@\‘ SEE ALSO

Part I, Using Desk Accessories

Customizing the
Desktop

Apple provides you with a variety of desktop patterns.
You can even create your own patterns by changing one
of the installed ones.

m PROCEDURE

To change the Desktop Pattern, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double-click the General Controls icon to open it.

3. Click on one of the small triangles at the top of
the miniature desktop display, and the variety of
available patterns displays, one by one. A mag-
nified view of each pattern displays in the box to
the left.

108
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Desktop Pattern

When you find a pattern you like, you can replace
the current pattern by clicking the miniature
desktop.

4. If you click on a square in the magnified view of
the pattern, you change the color or shade of the
square. The changes are reflected in the miniature
desktop.

5. To change colors, select a color from the color bar
and click the square you want to change. If you
want to change an existing color, double-click in
the color bar and choose a new one from the
color wheel.

6. Click the miniature desktop to display the new pat-
tern on your desktop. Double-click the miniature
desktop to save the new pattern to reuse it later,
otherwise the design is lost.

7. Close the control panel.

A
"_@:\z SEE ALSO

A Color, “To color the text highlight” and “To color a

window’s border”
IO% >
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A Monitors, “To set the number of colors or grays”

The insertion pointindicates the place in a document
where new material will be placed. It is sometimes called
the cursorwhen you are working with text.

m PROCEDURE

To adjust the blinking rate of the Insertion Point, follow
these steps:

1. Choose Control Panels from the Apple menu.
2. Double-click the General Controls icon to open it.

3. Click the button you want. The sample insertion
point blinks at the selected rate of speed.

4. Close the control panel.

ﬁ PROCEDURE

To set the blinking rate of menu items, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double-click the General Controls icon to open it.

3. Specify the number of times you want the menu
item to blink. Click the Off button to prevent
blinking.

4. Close the control panel.

10
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KEYBOARD A

The Keyboard control panel lets you assign different char-
acter sets to your keyboard, specify the repeat rate for
keys, and determine the delay before a character begins
repeating. It is illustrated in Figure IV.6.

ECJ==——= Keyboard

I
—_———

Key Repeat Rate Delay Until Repeat 1
OO00® O O0®O
Slow Fast Off Long Short
Keyboard Layout
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Figure 1V.6: The Keyboard control panel
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The Keyboard
Layout

The character set supplied in the United States is shown
in Figure IV.6. You can purchase other character sets
from your Apple dealer—British, Deutsche, and
Italano, for example.

ﬁ PROCEDURE

To select an international character set, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double<lick the Keyboard control panel to open it.
3. Select the character set you want.

4. Close the control panel.

A o

You can install a keyboard file by dragging its icon inside
an open System file.

m PROCEDURE

To specify how fast a character repeats, follow these steps:
1. Choose Control Panels from the Apple menu.
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2. Double<lick the Keyboard control panel to open it.
3. Click the Key Repeat Rate button you want.
4. Close the control panel.

Key Repeat Delay

If keys begin to repeat too quickly for your taste, you can
adjust the key-repeat delay.

m PROCEDURE

To adjust the key-repeat delay, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double-click the Keyboard control panel to open it.

3. Click the Delay Until Repeat button you want. To
turn off the key repeat feature altogether, click Off .

4. Close the control panel.

LABELS A

The Labels controls panel, shown in Figure IV.7, lets you
customize label names and specify the colors available for
icons. However, you will see colors only if your monitor is
set to display at least sixteen colors or gray shades.
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A file’s label displays when the contents of the Finder
window are shown as a list. You can designate label
names that are meaningful to you and, if you have a
color or grayscale Mac, colors and shades, too. Then, you
can use these labels to group files or search for a file
using the label name.

To customize labels, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Labels control panel to open it.

EC== Labels =—
(IE| [Essential |
- e |
I-l |Coo]

[EZE| |Personal
(EZ| [Project 1
(EE| |Project 2

(I |in Progress |
|
|
|
|

Figure IV.7: The Labels control panel
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3. Click the label you want to change.
4. Type the new label.

8. If you have a color or grayscale monitor and want
to change the color of the icon, select the color
box to the left of the label. The color wheel opens.
Place the pointer on the color wheel and click to
select a new color. It displays in the top half of the
color square. The current color remains displayed
in the bottom half. Click OK when you have
selected the desired color.

6. Close the control panel.

MAP A

The Map control panel shows you the locations of many
major cities, including latitude, longitude, time zone,
and local time. See Figure IV.8.

ﬁ PROCEDURE

To locate a city, follow these steps:
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1. Choose Control Panels from the Apple menu.
2. Double-click on the Map control panel to open it.

3. Type the name of a city in the box.
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T

4. Click the Find button. The location flashes on the
map and the city’s latitude, longitude, time zone,
and local time display.

(Add E-itg] (Remove City] v 7.0

San Franeien 0
Latitude 37 1" |48 | N
Longitude 122 1° (24 |" JE
Time Zone g h {0 m[]+

mi 6440 5:59 AM

Figure IV.8: The Map
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ﬁ PROCEDURE

To add a city, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double-click on the Map control panel to open it.
3. Type the name of a city in the box.

4. Enter the city’s latitude and longitude or click on
the map to show its general location.

8. Click the Add City button.

6. Close the control panel, and the city will be added
to the Map control panel.

m PROCEDURE

To remove a city, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Map control panel to open it.
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3. Choose the city you wish to remove.

4. Click the Remove City button.

5. Close the control panel. The city will be removed
from the Map control panel.
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MEMORY A

Now that MultiFinder is always on, it is easy to exceed the
amount of available memory. The Memory control panel,

shown in Figure IV.9, lets you manage the Mac's available
memory with several options: disk cache, virtual memory,
and 32-bit addressing. If your Macintosh model can’t use
virtual memory or 32-bit addressing, these options won’t

display.

ED Memorg EI
Disk Cache Cache Size 512K
Always On
Select Hard Disk:
Virtual Memory = Mac lisiinTech |
e
E)  @on Available on disk: 21M
N QO ofr Total memory : 12M
=) 32-Bit Addressing
= ®on
) off
Use Defaults
¥7.0

Figure IV.9: The Memory control panel
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The disk cache is RAM set aside for programs to hold
their most recent information. Information can be
read from the disk cache much faster than from the
disk itself. But there is a trade-off. The larger the disk
cache, the fewer programs you can run because there
is less available memory. In System 7, disk cache is on
all the time. If you find yourself often running out of
memory, try setting the disk cache to a smaller size. Be
aware, though, that reducing the cache below its
default setting can significantly reduce performance. It
is probably not a good idea to set to less than 32K for
every 1 Mb of installed RAM.

When you turn on virtual memory, the system sets aside
space on your hard disk and uses it as though it were
RAM. However, the hard-disk space used for virtual
memory is not available for storing files. Virtual memory
is most useful when you are using many programs simul-
taneously. You will probably notice that all of the Mac’s
operations take longer when you have virtual memory
turned on.

32-bit addressing lets the Mac handle more memory loca-
tions, thereby making use of considerably more RAM.
With this option turned on, some Macintosh models can
use up to 128 Mb of RAM——considerably more if virtual
memory is also turned on. Use this option carefully,
though; many programs may not be compatible with it.

To use these options effectively, familiarize yourself
with the amount of memory your Macintosh has and the
memory requirements of the applications you use.
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To adjust the disk cache, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Memory control panel to
open it.

3. Click the up or down arrow to adjust the size of
the disk cache or click Use Defaults to set the disk
cache to the preset amount.

4. Close the control panel.

8. Restart the computer. The new disk-cache setting
will take effect.

To turn virtual memory on or off, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Memory control panel to
open it.
3. Click the On button to turn on virtual memory.

4. Select the hard disk on which you want to allocate
virtual memory. The amount of available space on
the selected hard disk displays below the hard

disk’s pop-up menu.
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6. Click the up or down arrows to specify the amount
of disk space you want to allocate. The Macintosh
puts a VM Storage File on the selected disk equal
to the amount of memory you have allocated.

6. Close the control panel.

7. Restart the computer. The new virtual-memory
setting will take effect. The total memory now
available for application programs includes the
disk space you have allocated.

m PROCEDURE

To turn 32-bit addressing on and off, follow these steps:
1. Choose Control Panels from the Apple menu.

2 Double-click on the Memory control panel to
open it.

3. Click the appropriate button to turn 32-bit address-
ing on or off.

4. Close the control panel.
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6. Restart the computer. 32-bit addressing will take
effect.

& .-

To see the amount of memory available for applications,
select About this Macintosh under the Apple menu.
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A
'.@:\‘ SEE ALSO

A Part V, The Apple Menu
A Part V, The File Menu

MONITORS A

The Monitors control panel, illustrated in Figure IV.10,
manages the relationship between muitiple monitors. If
your monitor can display color or shades of gray, the
Monitors control panel lets you set the number of colors
or grays that display.

To set the number of colors or grays, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Monitors control panel to
open it.

3. Click the monitor icon whose colors you want to
set. The icon displays a dark border, showing that
it has been selected.

4. Click the Grays or Colors button.
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5. Click the number of colors or shades of gray you
want displayed. (The results, of course, will vary,
depending on your monitor.) Or, you can click
Black & White.

[E[J===== Monitors

Characteristics of selected monitor: 7.0

Drag monitors and menu bar to rearrange them.
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Figure 1V.10: The Monitors control panel
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6. Close the control panel.
7. Restart your Macintosh.
A

u

._\‘ SEE ALSO

A Color, “To color the text highlight” and “To change the
window'’s borders”

A General Controls, “To change the desktop pattern”
A Part V, The Labels Menu

Coordinating Your
Monitors

You can indicate the relative positions of multiple monitors.
If you have more than one monitor, you must specify their
relative positions so the pointer can move between them.

ﬁ PROCEDURE

To position the monitors, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Monitors control panel to
open it.
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3. Click on the Identify or Options... button to view
information on each monitor. The Identify button
displays the number assigned to each monitor.
The Option... button displays the video card the
monitor is connected to. The scroll box indicates
the number of colors the monitor is set to display.

4. Drag the monitor icon to the position on the
screen that corresponds to its actual location.
Release the mouse button when the icon is posi-
tioned where you want it.

6. Repeat steps 3 and 4 if you have other monitors to
position.

6. Close the control panel.
7. Choose Restart from the Special menu.

The Main Monitor

The main monitor is the one that displays the menu bar
and determines the attributes of the screen display. For
example, if you have both a black-and-white monitor
and a color monitor, with the color one desig-
nated as the main monitor, the labels and options will
be available on the black-and-white monitor. If the
reverse is true, though, neither monitor can take ad-
vantage of color options.
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m PROCEDURE

To designate the main monitor, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Monitors control panel to
open it.
3. Click on the Identify button to view the number

assigned to a monitor. The scroll box displays the
numbser of colors the monitor is set to display.

4. Drag the white menu bar to the monitor icon you
want as your main monitor. Release the mouse but-
ton when the menu bar is positioned where you
want it.

5. Close the control panel.

6. Choose Restart from the Special menu.

MOUSE A

Use the Mouse control panel to adjust the double-clicking
speed of the mouse and the mouse-tracking speed. See
Figure IV.11.

The onscreen movement of the pointer can be ad-
Justed to correspond with the movements of the mouse
to varying degrees. Try different speeds and find the one
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that feels right to you. The Very Slow button is a special
application for use with tablets. Tablets give you pixelar
control over pointer movement, which is useful for tasks
requiring great precision, such as graphics.

ﬂ PROCEDURE

To set mouse-pointer movement, follow these steps:

1. Choose Control Panels from the Apple menu.

[ECJI==——— Mouse

Mouse Tracking
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Figure IV.IE: The Mouse control panel
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2.
3.
4.

Double-click the Mouse control panel to open it.
Click the button for the speed you want.

Close the control panel.

ﬂ PROCEDURE

To adjust the double-clicking speed, follow these steps:

1.
2

q.

Choose Control Panels from the Apple menu.

Double-click on the Mouse control panel to
open it.

. Click the double-clicking speed you want. The but-

ton beneath the closely spaced arrows is fastest.

¥ + .
Yo Yo Y®

Double-Click Speed

If the Mac is not interpreting your double-clicks
accurately, you might want to select a faster
speed. If the Mac is interpreting two unrelated
clicks as a double-click, try selecting a slower
speed.

Close the control panel.
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SOUND A

You use the Sound control panel (shown in Figure IV.12) to
set speaker volume and choose the sound the Macintosh

E[=——— Sound =

Speaker Alert Sounds
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Figure IV.12: The Sound control panel
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makes when it signals you (the alert). If your Macintosh
has a sound-input port, you can connect a microphone and
record sounds.

ﬁ PROCEDURE

To adjust speaker volume, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double<lick on the Sound control panel to open it.
3. Select a sound.

4. Drag the speaker’s volume bar to set the volume
for the Mac’s built-in speaker. You can choose one
of eight volume settings. If you set the volume to
zero, the menu bar flashes instead of making a
sound.

6. When you release the mouse button, you will hear
the sound at the volume you have selected.

6. Close the control panel.

To select the alert sound, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double<lick on the Sound control panel to open it.
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3. Click the name of the alert sound you want from
the displayed list. The sound will play when you
click the name.

4. Close the control panel.

ﬁ PROCEDURE

To record sounds, follow these steps:

1. Be sure your microphone is properly installed and
connected to the Macintosh.

2. Choose Controls Panel from the Apple menu.
3. Double<lick on the Sound control panel to open it.

4. Highlight the icon representing the sound-input
device you want to use.

6. Click the Add button and a dialog box will appear.
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6. Click the Record button. You have ten seconds of
recording time.

7. Click Stop when you are finished recording.
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S

8. Click Play to hear the sound you have just
recorded.

9. Click Save to save the sound. A regular save dialog
box will display.
10. Enter a name for the sound and click OK or hit
Return.

11. Close the control panel.

A
'.@\‘ SEE ALSO

Part III, The System File

STARTUP DISK A

If you use more than one hard disk, you must specify
which one you want to be the startup disk.

ﬂ PROCEDURE

To specify a startup disk, follow these steps:
1. Choose the Controls Panel from the Apple menu.

2. Double-click the Startup Disk control panel to
open it.

%



*The Control Panels

3. Figure IV.13 shows two disk icons. Your Startup
Disk control panel will display available hard disks.
Click the icon of the disk you want to function as
the startup.

4. Close the control panel.

[ECJ=== startup bDisk ==

Select a Startup Disk:
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Figure IV.13: Startup Disk
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6. Restart the computer. The disk you selected will
display in the top-right corner of the screen, above
any other disks.

VIEWS A

The Views control panel lets you customize the display of
icons in the Finder window. You can also change the font
or size of text used in Finder windows or on the desktop.
And finally, you can control the amount of information
displayed about each item in a list view window. The
Views control panel is shown in Figure IV.14.

ﬂ PROCEDURE

To change the font and size of text in a window, follow
these steps:

1. Choose Control Panels from the Apple menu.
2. Double-click on the Views control panel to open it.
3. You can change any of the following options:

A Change the font displayed in icon names
and list views, by clicking on the font name.
A pop-up menu of fonts currently installed
in your system file displays. Drag through
the menu to choose one.
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A Change the font size, by clicking on the triangle
next to the box and selecting from the menu of
sizes. Or, type a number in the box.

4. Close the control panel.

ﬂ PROCEDURE

To change icon views, follow these steps:
1. Choose Control Panels from the Apple menu.

2. Double-click on the Views control panel to open it.

En Viels |
Font for views: [ Chicago ¥ I EIEI
I wn
—lcon Yiews g
DODODO O straightgrid g
E Always snap to grid 5
0O 0 (] 0 (® Staggered grid g
—List Views = "%'
Show size
v
@ @ @ Show kind o
O @ O B<) show 1abel E
Show date
]:' Calculate folder sizes E Show version
@ Show disk info in header Show comments

Figure I1V.14: The Views control panel
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3. You can change any of the following options:

A Select the arrangement of icons on the desktop
by clicking the button adjacent to the desired
grid pattern. When you choose the Clean Up
Window command from the Special menu, the
icons will be arranged in the pattern selected.
If you specify Straight grid, icons display in
straight rows. If you select Staggered grid,
icons display in staggered layout, which per-
mits more icons in a window without
overlapping names.

A To force icons to snap to an invisible grid on the
desktop, click the box Always snap to gridin the
Icon Views section. Once this option is selected,
the only way to move an icon off the grid point is
to hold down 38 when you drag the icon.

4. Close the control panel.

m PROCEDURE

To change the information in list views, follow these steps:
1. Choose Control Panels from the Apple menu.
2. Double-click on the Views control panel to open it.
3. You can change any of the following options:

A Select the size you want icons to display in list
views by clicking the button beneath the icon
you want.
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A Select which information will display in list
views by clicking on the “Show” box options you
want. Although the item’s name always appears,
size, kind, label, date, version and comments
can also display, by checking or unchecking the
relevant Show box.

A Display the folder size in the list view window
by clicking the Calculate folder sizes checkbox.
Instead of a dash, you see the total size of
the folder and its contents. If you have a lot
of folders on your disk, this option can slow
down screen response.

A Display a disk’s available space by clicking the
Show disk info in header checkbox. The informa-
tion displays just under a window’s title bar.
Previously, you had to switch to icon view for
this information.

4. Close the control panel.
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A FINDER

The Finder is an integral part of the system software. It
creates the desktop and helps you manage disks, applica-
tions, folders, and files. Although the Finder will look the
same to experienced Mac users, there are many new fea-
tures. For example, the Finder menus have a slightly dif-
ferent look.

" & Flle Edit Uiew Lobel Spectal ®mg"

The following section describes the menus and com-
mands included with the system software. These are
pull-down menus. To view the commands available on
a menu, point to the menu’s name in the menu bar.
Click and hold the mouse button to open the menu,
then drag the pointer to highlight the command you
want. Release the mouse button, and the command
will execute. Dimmed commands are not available.
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THE APPLE MENU A

You can put any kind of file you want to access easily—
desk accessories, documents, folders, aliases—into the
Apple menu.

When you install the system software, the Alarm Clock,
Calculator, Chooser, Control Panels, Key Caps, Note Pad,
Puzzle, and Scrapbook are placed in the Apple Menu
Items folder. Although desk accessories are usually stored
in the Apple Menu Items folder, you can place them
anywhere you find convenient and open them by double-
clicking on their icons. Any items you place in the Apple
Menu Items folder will appear under the Apple menu, as
shown in Figure V.1.

Open any item in the Apple Menu Items folder by
choosing its name from the Apple menu. The following
section gives you information about the Apple menu
options. Refer to Part IV, The Control Panels for more in-
formation on these items.

About This Macintosh Displays
information on available memory
and current memory allocation. This
command appears only when you are
working in the Finder. Choosing
About This Macintosh brings up the
dialog box shown in Figure V.2.
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Q Alarm Clock Lets you set an alarm to
sound at a time you specify.

E Calculator Works as a four-function
pocket calculator.

-

About This Macintosh...

¥ Microsoft Word alias
(1001 Captures
@ Alarm Clock
Calculator

(O capture™ 4.0
S Chooser
Control Panels
Key Caps

Note Pad

BH Puzzie
Scrapbook

Figure V. The Apple menu

s



The Finder

rr'g. Chooser Lets you select a printer or
other device. If you are attached to a
network, you can select disks and
printers available on the network.

Control Panels Lets you customize
your system.

Key Caps Shows the location of
characters for each font installed in
the System file.

MODEL AND SYSTEM SOFTWARE VERSION

S[J=—= About [his Macintosh =————=1F
System Software 7.0

E= Macintosh lisi @ Apple Computer, Inc, 1983-1991
Built-in Memory : 5,120k  Largest Unused Block: 5,656K
Total Memory : 12,288K 12,288K used as RAM on Mac llsiin T...
Capture Viewer ... sizk 2
& MacPaint 2.0 768K '
W MicrosoftWord  1,024K ]
() systemsoftware 2,755k [ | |

ALLOCATED MEMORY MEMORY IN USE

Figure V.2: About This Macintosh
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Note Pad Stores small amounts of
information. Useful for jotting down
notes while you're working on
something else.

The Puzzle Takes your mind off
serious matters for a little while.

Scrapbook Saves text or graphics
that you have cut or copied. The
scrapbook can store multiple items
which you can paste into docu-
ments. You can view items stored
in the scrapbook by choosing it
from the Apple menu.

A
.@\‘ SEE ALSO

A Part IIT, The Apple Menu Items Folder

A Part IV, An Overview of the Control Panels
A The Edit Menu

A Part VI, Sharing Files and Programs
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THE FILE MENU A

There are significant changes to the Finder’s File
menu. The following section discusses each command
in the File menu, shown in Figure V.3. If there is a key-
board shortcut, it is shown to the right of the command.

New Folder N
Open 30
Print %P

Ciose Window X

Get Info &l
Sharing...
Duplicate 3#D
Make RAlias

Put Away RY
Find... 8F

Find Again 86

Page Setup...
Print Window...

Figure V.3: The File menu
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¥N

¥0

*P

New Folder Creates an empty folder
when you’re working in a Finder
window or on the desktop. A folder
icon appears named untitled folder.
The name will be selected, so you can
type a new folder name if you want
to. Deselect the folder by pressing
Return or clicking anywhere outside
the folder icon.

Oper. Opens the selected document,
folder, or application. The selected
icon opens into a window. Note that
if you are working in an application,
choosing Open... from the Filemenu
displays the application’s directory
dialog box.

Print Prints files directly from the
Finder. Select the files you want to
print. Then select the print options
you want in the print dialog box, as
shown in Figure V.4. Click the Print
button or press Return. You can
select a single file or several files
created by different applications. A
separate print dialog box displays for
each application.
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R

#&W  Close Window Replaces the old Close
command and functions the same
way. This command works the same
as clicking on the active window’s
close box (the small box in the upper-
left corner)—it closes, displaying its
icon, which remains selected.

®I Get Info Displays information about
a single item on the desktop or in a
Finder window.

3&D  Duplicate Makes a duplicate of a
selected item on the same disk. If you
duplicate a folder, the items in the
folder are included in the duplicate
copy. A duplicate is named with the
name of the original followed by copy.

Laserilriter “Laserwriter in Tech Queue” 20  orint |
L [ Print ]|

coples: Pages: ® Al O From: |:] To: D

Cover Page: @ No O First Page O Last Page

Paper Source: @ Peper Cassette (O Manual feed

Print: @ Black & White O Color/Grayscale

Destination: @ Printer O PostScript® Fite

-4
w
[a]
Z
'S
w
o
-

Figure V.4: A print dialog box
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Make Alias... Creates a file you can
use as a stand-in for an original file.
It is not a copy of the original item. If
you open an alias for an application,
the original application opens. An
alias lets you keep a frequently used
file in a convenient location without
having to move the original.

Put Away If you have dragged
programs, files, or folders onto the
desktop, returns them to their original
locations. Select the items and choose
Put Away from the File menu. You can
eject a disk by selecting its icon and
choosing Put Away.

Find... Helps you locate files.

Find Again Reruns the Find
command, locating and displaying
the next item matching the criteria
you have specified in the Find...
command. If the Mac cannot find an
item that meets the search criteria,
an alert sounds.
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Page Setup... Sets up the page size,
orientation, and other options for
documents that you print in the
Finder, as shown in Figure V.5. Once
selected, the options remain in effect
until you change them. Please note
that these selections apply only to
printing from the Finder.

Print Window... Prints the actual
contents of the active window, in any
view, including items not visible on
the screen. Simply choose the
command and then click Print.

Laserlliriter Page Setup 70 |‘-E—_‘|
Paper: @ US Letter O A4 Letter ——
’ gus Legal 885 Letter O{_Tabtoid v]  (cencel)
Reduce of (R Printer Effects:
Enfarge: === [X Font Substitution?
Orientation Tent Smoothing?
Il«—u X Graphics Smoothing?
. [ Faster Bitmap Printing?

Figure V.5: The Page Setup dialog box
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A Few Tips on
Printing

As different printers offer different print options, consult
your printer’s documentation for detailed information.

If you have background printing turned on, you can
control the printing operation with PrintMonitor, which
comes with the system software. Once a document starts
printing, choose PrintMonitor from the Application menu.
Select the options you want, and click the close box. You
can cancel printing, take documents out of the print
queue, set the time you want a document to print, or
postpone a print job indefinitely. PrintMonitor also
keeps you posted on the status of the print job. For ex-
ample, it tells you how many pages have been printed,
how many are still waiting to print, whether the printer
has paper, and so on.

Using Get Info

The Get Info dialog box provides you with a wealth of
useful information concerning the file or application you
have selected.
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Viewing Information

Select an application, document, alias, folder, or disk and
choose the Get Info command from the Filemenu. A
dialog box displays showing information about the
selected item and offering some options. A somewhat dif-
ferent dialog box displays for each different kind of file.
Figure V.6 is an example of the Get Info dialog box.

=[J== Microsoft Word Info =

@ Microsoft Word
Microsoft Word 4.0

Kind : application program
Size: 669K on disk (653,287 bytes used)

Yhere: Mac llsiin Tech: Applications:
Microsoft Word 4.0:

Created: Mon, Apr 10, 1989, 5:00 PM

Modified: Tue, Oct 22, 1991, 4:20 PM

Yersion: 4.0, ® 1987-1989 Microsoft
Corporation

Comments:
:,....Memnrg ...........................................
Suggested size:‘s__12 K
[JLocked | Currentsize: 1024 K

Figure V.6: The Get Info dialog box
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The following information displays in the dialog
box: the item’s name, as it appears on the desktop, its
icon, kind (application, alias, document, folder, disk),
size (the amount of space it uses on disk), where (its
location), created (date and time it was created),
modified (the date and time it was last changed), and
version (for documents and programs).

m PROCEDURE

To add comments, enter text in the Comments: box at
the bottom of the Get Info dialog box. Comments are an
additional file management tool, as they can specify a
file’s contents. Comments can even be displayed in
Finder windows if you activate the Show Comments option
in the Views control panel. Plus, you can search for files
using comment text. For example, if you type a project
name in the Comments: box, you can search for the
project’s files using the Find... command or list them &y
Comments from the View menu.

A
.~@\‘ SEE ALSO

Part IV, Views
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Customizing an Icon

System 7 lets you replace a program’s standard icon with
a graphic in the Get Info dialog box. You can copy any
icon that catches your fancy or create one using graphic
software.

ﬂ PROCEDURE

To customize an icon, follow these steps:
1. Select the graphic you want to use and copy it to
the Clipboard.
2 Go to the Finder and select the item whose icon
you want to change.

3. Choose Get Info from the File menu and click on
the icon in the Get Info window. A box displays

around the icon.

If a box doesn’t display, you cannot replace this
particular icon.
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4. Choose Paste from the Edit menu. The stored
graphic replaces the old icon—scaled to the
appropriate size.

5. Close the dialog box.

Creating Document Templates

You can turn a data file into a stationery pad or document
template using the Get Info command. A template is a file
with certain settings—margins, fonts, and text spacing,
for instance—that you use repeatedly. Creating such a
file saves you the trouble of resetting the format each
time you start a new document. Several applications al-
ready have this feature, but now System 7 makes the
stationery pad available for all applications.

ﬂ PROCEDURE

To create a document template, follow these steps:

1. Select the document’s icon and choose the Get Info
command from the File menu.

2. Click the Stationery pad box at the bottom of the
window. The document icon changes into the
stationery pad icon.
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ﬁ

3. Close the dialog box.

Notice that the Kind information reflects the change.
When you open a stationery pad, you will see a dialog
box asking you to name the new document. Save the
document under a new name and then open it just as
you would any file. The original stationery pad remains
as you created it.

Finding the Original File for an Alias

If you select an alias icon and choose Get Info from the
Filemenu, you get a slightly different window, as seen in
Figure V.7. From here, you can locate the file that the
alias represents.

ﬂ PROCEDURE

To locate the original file, click the Find Original button.
The original file will appear on the desktop. The location
and file name of the original file appear after the word
Original.
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E[0E Microsoft Word alias Info ==

@ Microsott Word alias

Kind : alias
Size: 2K on disk (809 bytes used)

Yhere : Mac lIsi in Tech: System Folder:
Apple Menu ltems :

Created: Tue, Oct 22, 1991, 2:01 PM
Modified: Tue, Oct 22, 1991, 4:19 PM
Original: * : Mac llsi in Tech : Mac llsi in
Tech : Applications : Microsoft
Yord 4.0 : Microsoft Word
Comments:

[J Locked ( Find Original |

Figure V.7: An alias Get Info window
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Changing an Application’s
Memory Allocation

You can change an application’s memory allocation. This is
the amount of RAM set aside for an application. You
might want to increase the allotted memory if you are
going to use large files, or decrease it if you plan to open
a lot of applications simultaneously. Decreasing the al-
location can make an application work slowly, though. In
either case, proceed cautiously.

ﬁ PROCEDURE

To change an application’s memory allocation, follow
these steps:

1. Select an application by clicking its icon.

2. Choose Get Infofrom the Filemenu. Notice that, in
the Memory section at the bottom of the Get Info
dialog box, a suggested amount of memory is
listed. The Current size: is the amount of memory
the application is currently allotted.
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3. Type a new number in the Current size: box.

4. Close the dialog box.

Protecting Files and Programs

You can protect individual documents, aliases, and ap-
plications from change by locking them. You cannot lock
a folder, but you can lock all its files. Locking an alias
prevents it from being accidentally discarded but does
not lock the original file.

ﬂ PROCEDURE

To lock items, follow these steps:
1. Select the item you want to protect.
2. Choose Get Info from the File menu.
3. When the Get Info dialog box opens, click the
Locked box in the lower-left corner.
E Locked
4. Close the dialog box.
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The information in a locked document or application
cannot be changed or thrown away. To discard a locked
item, you must first deselect the Locked box. Or you can
drag a locked item to the Trash and select the Empty
Trash command from the Special menu while holding
down the Option key.

A

You can turn off the Trash Can alert dialog box by select-
ing the Trash Can icon, choosing Get Info from the File
menu, and clicking the Warn before emptying box.

A
'@’_{\ SEE ALSO

The Special Menu

Sharing Files and Programs

If you have turned on file-sharing, you can use the Skar-
ing command to designate the type of access you want to
give to a folder. Then, you can specify the users or groups
you want to share folders with and assign their passwords
and access privileges.
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A
'.@:\‘ SEE ALSO

Part VI, Sharing Files and Programs

Using Aliases

Since aliases take up very little disk space, you can make
as many as you like for the same item and place them in
different locations in your system. The following are pos-
sible uses for aliases:

A Putting an alias of an application in the Apple
Menu Items folder or on the desktop, so you can
launch it without digging through several levels of
folders.

A Making an alias of a folder that is stored within
another folder. Then dragging a file into the alias
folder places the file in the original folder.

A Creating aliases of files located on floppy disks,
removable hard drives, CD-ROMs, and file servers.
When you open an alias of a file on a floppy disk,
for example, the Mac tells you to insert the disk
that contains the original file. This helps you con-
nect to the floppy disk you want! If the original is
on a file server, the alias serves as an automatic
server connection.
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A Designating a startup item by making an alias of a
document, application, or DA and putting it in the
Startup Items folder.

A Putting an alias of the Control Panels folder on
the desktop if you are frequently opening it to
make changes. System 7 places an alias of the Con-
trol Panels folder in the Apple Menu Items folder
for you.

ﬁ PROCEDURE

To make an alias, follow these steps:
1. Select an item in a Finder window.

2. Choose the Make Alias command from the File
menu. An alias icon will appear.

Quicken 1.5 3tias

The icon is the same as the original, but the name
appears in italics with alias added to help you dis-
tinguish it from the original file.

3. Move the alias where you want it to go.
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You can perform the same operations on an alias that
you can on standard files. Renaming the alias file or
repositioning it does not break the link to the original file.
You can rename and reposition the original file (as long as
you do not move it to another disk) without disturbing the
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link to the alias. However, if you discard an original file,
you'll find that you can no longer open its aliases. If you
don’t remember where an original is, select the alias icon,
choose Get Info, and click the Find Original button.

A
| |
P4\ SEE ALSO

A Part IV, The Control Panels

A Part VI, Sharing Files and Programs

Using the New
Find... Command

The Find... command has been both improved and ex-
panded. You can

A Use Find... to search for an item by name.

A Use the expanded Find dialog box (shown in
Figure V.8) to set criteria for seaching through
your files.

A Conduct a two-stage search that uses different sets
of criteria. This is a useful technique for narrow-
ing down your results if an initial search retrieves a
great number of files.
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The Finder

To search for a file by name, follow these steps:

1. Choose the Find... command from the File menu.

The Find dialog box appears.

Find

( More choices |

[ cancel |

2. Type all or part of the lost file’s name (up to 31
characters) into the box and click Find. The Mac
searches all the disks and shared folders on your

Find and select items whose

[ name

+ ] [ contains

_~ | [nreeeE

Search [ on all disks

| [Jall at once

Fewer Choices

((cancel ) | Fina ]

Figure V.8: The expanded Find dialog box
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desktop for file names including the characters
you have specified. If no items matching the
search criteria are found, you hear an alert sound.
The first item found that matches the search
criteria is displayed in an open window.

3. To display other items meeting the search
criteria, choose the Find Again command from
the File command (38-G). The next file that
matches the search criteria is located, a window
opens, and the file displays.

You can use the search parameters in the Find dialog
box until you change them.

ﬁ PROCEDURE

To search for a file using the expanded Find dialog box,
follow these steps:

1. Click the More Choices button. The Find file op-
tions dialog box displays.

2. You can search for only one criterion at a time.
Specify the criterion to search for, where to search,
and how to display the results.

3. Specify the search parameters you want, then click
the Find button. If you have selected the all at once
option, all the files meeting the criterion will be
displayed as a list.

E@



The Finder

| W Faw Sybes
I1.sCreens
more screens
outline
Picture 5

gcreen shots
sybas tithe prsfils

e DDODDODDDO

You might have to scroll to see all the found selec-
tions. If you have not checked all at onc, the first
result displays, highlighted. To display the rest,
you must choose the Find Again command or use
the keyboard shortcut, 3&-G.

m PROCEDURE

To conduct a two-stage search, follow these steps:
1. Choose Find... from the File menu.

2. When the Find dialog box displays, click the More
Choices button.

3. Select the all at oncebox and click the Find button.
The found items display in list view.

4. With the found items highlighted, choose the
Find... command again.
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6. Specify another set of search criteria from the ex-
panded Find dialog box.
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6. Choose the selected items from the Search
pop-up menu.

7. Click the Find button.

B o

You can return to the original Find dialog box by click-
ing the Fewer Choices button.

Expanded Search Options

The following section describes the expanded search
options.

A Open the left pop-up menu to choose the search
criteria. You can search by many criteria—name,
creation date, modification date, size, label, kind,
comments, version, or lock status. The item
selected in the left pop-up menu determines the
options available to you in the other menus.

A Open the middle pop-up menu to choose the item
you want. The menu selections vary depending on
what you selected in the left pop-up menu.

A Specify the date, choose an item, or enter search
text in the right area. The items you have selected
in the preceding pop-up menus determine the
options available in this area.
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A Choose a search location from the pop-up menu
labeled Search. You can search all disks, a specific
disk, the active Finder window, or selected items.

A Click the box labeled all at once to display the
found items in a list view.

THE EDIT MENU A

Use the Finder’s Edit menu, shown in Figure V.9, to edit
the names of disks, applications, files, and folders. You
cannot use the Edit menu to discard (cut) or copy
icons. If there is a keyboard shortcut for a command, it
displays to the right. Please note that although you
might see an Edit menu when you are using an applica-
tion, the commands will vary. This section describes
some fundamental operations common to all applica-
tions. These operations include copying, moving, delet-
ing, and storing text and images.

Here is a descriptive list of each command.

¥Z Undo Reverses an action. If it is not
possible to reverse the action, the
Undo command is dimmed. Often it is
possible to undo an undo.
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#&X Cut Deletes text and graphics from
an open document. The deleted item
is stored in the Clipboard and remains
there until you copy or cut another
item. You can use the Paste command
to insert the item in a different place
in the same document, in another
document, or even in another

program.

Undo 32
Cut 38H
Copy 38C
Paste 1)
Clear

Select Rl A
Show Clipboard

Figure V.9: The Edit menu
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#&C Copy Copies text and graphics from
an open document. The item is stored
in the Clipboard and remains there
until you copy or cut another item.
You can use the Pastecommand to
insert the item in a different place in
the same document, in another
document, or even in another
program.

3V Paste Places text and graphics stored
in the Clipboard in an open
document. You can continue to paste
the item until you cut or copy a new
selection.

Clear Deletes text and graphics
from an open document. The item
is permanently discarded and cannot
be replaced because the material is
not placed on the Clipboard.
Clearing items does not disturb the
contents of the Clipboard. You can
also clear selected items by pressing
the Delete key.

3¥-A  Select All Selects all icons in the active
window or desktop. '

THE FINDER

Show Clipboard Shows the contents of
the Clipboard. This command is
available from the Finder and some
application programs.
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Publish and
Subscribe

Publishing and Subscribing is a new and powerful feature of
System 7. Only applications that have been designed to
make use of this feature will display the Publish and Sub-
scribe commands on the Edit menu. These commands let
you create links between documents and update the in-
formation automatically or manually. You can update the
information on your computer or across a network.

Here’s how it works! You designate the material you
want to have updated automatically. The material is saved
in a special file called an edition. Edition file icons display
a small shaded rectangle icon on the Finder window.

LY

Soluer Edition 2

The material saved in the edition file can be inserted
in another file, which is called a subscriber. You can make
as many subscribers as you want, and they can be on
another disk or on a network file-server.

Whenever you change the publisher (the original ver-
sion of the material), the changes will be automatically
reflected in the edition file and all subscriber files.

The following procedures are intended to give you an
idea of how this exciting new feature works. Each applica-
tion puts its own twist on things, though, so it is a good
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idea to consult an application’s documentation before
using publish and subscribe.

To create a publisher, follow these steps:

1. Select the material you want to publish. In our
example, it is a Microsoft Excel chart.

2. Choose Create Publisher from the Edit menu. The
Mac saves the material in a separate file called an
edition.

3. Name the edition file and save it in any location
you like. The Edition dialog box is shown in Fig-

ure V.10.
Preview StestA ¥ O Riliance
0 Charti Edition 3 I Liect

Q Workshealt Edition #1

O worksheet2 Edition # {
| -
(O] e g
Name of new editton: 4
[edition chart t | Pudiish ) I
................................. s r
-l

Figure V.10: The Edition dialog box
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4. Click the Publish button. The selected material
becomes a publisher. Published material might
have a light border around it.

When you double-lick on the publisher material in the
document a Publisher Options dialog box displays. You can
view the location of the edition by clicking the Publisher To
pop-up menu.

You also can specify when you want the subscribers
updated. If you do not want the material to be updated
automatically, you can cancel the publisher or select the
manual updating option.

Once you remove the link between a publisher and an
edition file (by clicking the Cancel Publisher button), it
cannot be re-established. The subscribed material
remains unchanged, but it can no longer be updated.

B

You cannot work on the edition file directly. You can
open an edition file and view its contents by double-
clicking its icon. To edit the edition file, click the
Open Publisher button as shown in Figure V.11. The
publisher document opens, allowing you to make
whatever changes you want.

17_9
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ﬁ PROCEDURE

To create a subscriber, follow these steps:

1. Open the document where you want to insert the
edition.

2. Click on the exact place in the document where
you want the material to appear.

IECJ== Worksheet2 Edition #1

j

A

DA | WA | =t

TEXT BIFF RTF ... l Open Publisher |

Figure V.II: The Open Publisher button
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3. Choose Subscribe to... from the Edit menu. A dialog
box displays as shown in Figure V.12, showing the
available edition files.

4. Select the edition file you want.

B. Click the Subscribe button. The edition’s material
is inserted in the document. Subscribed material
might have a dark border around it.

If you double-click on the subscriber material in the
document a Subscriber Options dialog box displays.
Here you can view the location of the edition by clicking
on the Subscriber To: pop-up menu. You can also open the
publisher and edit the material, specify when you want

€9 untitied folder v o Riliance
O Sample Chart Edition #2

[(subscribe

Figure V.12: The Subscribe dialog box
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the edition updated, or cancel the link between the sub-
scriber and the edition file.

The subscriber material remains in the document and
can be updated—either manually or automatically—until
you cancel the link to the publisher or delete the publisher
itself.

THE VIEW MENU A

The View menu (see Figure V.13) lets you customize how
the contents of a disk or folder are displayed. You can
view items by icon or in a list. Viewing items by icon is use-
ful for selecting and moving them. Viewing items in a list
is useful when a particular aspect of the item (name, size,

by Small Icon
v by Icon

by Name

by Size

by Kind

by Label

hg_] Date

THE FINDER

Figure V.13: The View menu
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kind, label, date, etc.) contains important information.
You can easily select items in different folders when you
display the contents of a window in list.

ﬁ PROCEDURE

To select a view, pull down the View menu and drag to
choose the view you want.

Mac with a View

The following section describes each view in detail. The
particular view that you select determines the orderin
which files display in the window.

A By Small Icon Displays the contents of the active
window as small icons, letting you see more icons
in the window.

A By Icon Displays the contents of the active window
as icons.

A By Name Displays the contents of the active win-
dow in a list, sorted alphabetically by name.

A By Size Displays the contents of the active window
in a list, sorted by size from largest to smallest.
This option is useful for seeing which items are
taking up the most space. If you have selected Cal-
culate folder sizes in the Views control panel, folders

Z‘B
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are displayed by size as well. Otherwise, they are
grouped at the end of the list, alphabetically.

A By Kind Displays the contents of the active win-
dow in a list, sorted alphabetically by kind. Ex-
amples of kind include alias, application, file, folder,
system extension, and desk accessory.

A By Label Displays the contents of the active window
in a list, sorted by the labels you have assigned to
them. They display in the same order as they appear
in the Label menu. Unlabeled files are grouped at
the end of the listing.

A By Date Displays the contents of the active window
in a list, sorted by the date they were last modified.
The modification date refers to when you created
or changed a file’s contents. The most recently
modified files display first.

A By Version Software developers always assign ver-
sion numbers to their applications. Displays the
contents of the active window in a list, sorted by
version number, the lowest displaying first.

A By Comment Displays the contents of the active
window in a list, sorted alphabetically by the text
contained in the Get Info dialog box’s Comment:
field. Files without comments are grouped at the
top of the list.

If the contents of a window are displayed as a list,
you can change to a different list view without using

the View menu.
17% :
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ﬁ PROCEDURE

To change list views, click the type of view you want at the
top of the window. For example, you can click on the
Kind title to sort files alphabetically by file type, as shown
in Figure V.14. Notice that the selected title is underlined.

To view the contents of a folder, click the triangle next
to a folder name. The contents appear in a list.

b (3 Apple Menu Items
A 3 control Panels
capture
Easy ACCess
Map
Uiews
Labels
Memory
Color
File Sharing Monitor
General Controls
Keyboard
Monitors
Mouse
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The folder’s contents display when the triangle faces
down, but do not display when the triangle faces right.

When you display the contents of a window as a list,
you can move to and open items stored deep inside
folders without opening their parent folders. Hierarchi-
cal views allow you to select and manipulate files and
folders from different levels at the same time.

ﬂ PROCEDURE

To select files and folders at multiple levels of the
hierarchy, hold down the shift key while selecting the
file icons. Then, you can copy, move, or discard them.

CLICK HERE TO DISPLAY ITEMS BY KIND

Nams size  Kind Label Last!
= =

& Calendar Creator 1.01 448K application program — Wedq,
@ PageMakerao 1523K apptication program — Tue, ¢
<A Ppowerpoint 499K applitation program — Wea, !
D Teachvent 36K application program — ™Y, F
Q woraae 668K application program Hot Tue,$
D sa 1K Capture Liewer2... — sat, N
D Macoraw 11 Options SK MatOfaw I 1.1 do... — wad,!
D PMa Defaults 4K PageMaker 40 dot... — Mon, :
D Frinoer 4K Word 4.9 document - sun, $

Figure V.14: A list view
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ﬂ PROCEDURE

To copy a file to another disk, drag the file icon. Back-
ground copying lets you copy files while continuing
other work. While working within an application, activate
the Finder by clicking on the Desktop or selecting Finder
from the Application menu. Drag the selected files from
their source location to the icon of the destination
folder. When the copy dialog box appears, switch back to
the application and resume your work. The Finder will
continue to copy in the background.

ﬂ PROCEDURE

To move a file or folder to another open window, drag
the file or folder icon. Dragging a file to another disk
copies it.

m PROCEDURE

To open a file, folder, or application, double-click on its
icon. The file, folder, or application opens in a new win-
dow, which becomes the active window.
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B

The selections you make in the Views control panel
affect the commands that display in the View menu.
Here are some examples:

A If you deselect the Show label option, the by Label
command does not display in the View menu.

A The size of a folder’s contents displays in list views
if you have selected the Calculate folder size option.
The trade-off is a considerably slower display
speed, depending on your Mac.

A The size of a folder’s contents displays if you select
Show disk info in header.

Q‘
§iim) KEYBOARD SHORTCUTS

To display the contents of a folder, select it from a list
and press 3-right arrow. 3-left arrow closes the expanded
display.

A
'é.:\t SEE ALSO

Part IV, Views
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THE LABEL MENU A

The Label menu (shown in Figure V.15) provides an addi-
tional way to categorize files and folders. If you have a
color or grayscale monitor, you can also assign each label
a color—like color-coding your files.

Labels are an easy way to group related files together.
You can list a window’s contents by label. If you have a
color monitor, you can easily identify related icons by as-
signing a color to each label. In addition, the new Find...
command lets you use a label as part of your search
criteria.

v None

Il Essential
B Hot
# = In Progress

I Cool
: Personal
Project 1

B Project 2

Figure V.15: The Label menu
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m PROCEDURE

To add a label to an icon, select the icon and choose the
label you want from the Label menu. The label is visible
only when the contents of a window are displayed as a list.

2 o

You can change the names of labels in the Labels Con-
trol Panel. If you have a color or grayscale monitor, you
can also set the colors displayed in the Label menu in the
Labels control panel.

A
'_\‘ SEE ALSO

A Part IV, Labels
A Using the New Find... Command

THE SPECIAL
MENU A

The Special menu is shown in Figure V.16.
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Here is a brief description of each command:

Clean Up Window Rearranges icons on the desktop
or in a Finder window. This command is dimmed
for items displayed in a list view.

Empty Trash... Deletes all items in the Trash. In
System 7, the Trash is no longer automatically
emptied.

Eject Disk  There are three methods for ejecting
disks.

1. Select the disk icon and choose Eject Disk from
the Special menu (38-E).

2. Drag the disk icon to the Trash icon.

3. Select the disk icon and choose Put Away from
the Filemenu (88Y).

Clean Up Desktop

Empty Trash...

Eject Disk 3BE
Erase Disk...

Restart
Shut Down

Figure V.16: The Special menu
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Erase Disk... Erases either a hard disk or a floppy
disk. Select the icon of the disk you want to
erase. Then, choose Erase Disk... from the Special
menu. Click Initialize or the button repre-
senting the disk capacity you want. The disk is
erased and reinitialized.

Restart Restarts the Mac.

Shutdown Turns off your Mac. Although the proce-
dure for turning off your computer varies accord-
ing to model, you should make a habit of using the
Shutdown command before turning off the power
switch. Otherwise, you can damage information.

m PROCEDURE

To throw away an item, follow these steps:
1. Select the item.
2. Drag the item to the Trash icon.

3. When the Trash icon is highlighted, release the
mouse button. The Trash icon will bulge, showing
there’s something inside it.

4. To permanently discard the item, choose Empty
Trash... from the Special menu. An alert box will
display: It reports on the contents of the Trash and
asks you to confirm that you want to discard them.

6. Click OK to empty the trash or Cancel to stop the
operation.

185
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To turn off the warning message, select the Trash
icon and choose Get Info from the File menu. Click the
box at the lower-left corner of the window and close
the window. Items in the Trash will be discarded
without warning when you choose the Empty Trash...
command. Repeat this procedure to turn the warning
back on.

A
..@\‘ SEE ALSO

Part IV, Views

THE HELP MENU A

The question mark icon represents the Help menu.

(@

When you click on this icon, the Help menu appears, as
shown in Figure V.17.

You can turn on Help information at any time—it is
available from the Finder or any application program.
When Help is turned on, a “balloon” will appear next to
any item you are pointing to.
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Microsoft Word

This is an application—a program with
which you can perform a task or
create a dooument. Applications
include word processors, graphics
programs, database programs,
games, and spreadsheets.

Change the icon's name by clicking on
the name and typing.

Show Balloons

Finder Shortcuts

Figure V.17: The Help menu
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The Help menu also provides a summary of keyboard
shortcuts for working in the Finder.
Here is a summary of Help functions:

A To turn on Help information, choose Show Bal-
loons from the Help menu.

A To turn off Help information, choose Hide Bal-
loons from the Help menu.

A To view a list of Finder shortcuts, choose Finder
Shortcuts from the Help menu.

A

Not all applications fully utilize System 7’s Help facility.

THE
APPLICATION
MENU A

A
The Application menu always appears on the far right of

the menu bar. When you are in the Finder, the Macin-
tosh icon represents the Application menu.
MultiFinder lets you open as many applications
simultaneously as your Mac’s memory permits. Each
application you open is added to the Application

188
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menu, with the icon of the active application replacing
the Macintosh icon. The Finder itself remains available
at all times and is listed on the menu. To find out which
applications are open, open the Application menu and
view the list, which is illustrated in Figure V.18.

Clicking on an application’s desktop display or selecting
its name from the Application menu activates it. A check-
mark denotes the active application. You can control which
applications display on the desktop by choosing the Hide
and Show commands.

You can clean up the clutter of multiple open windows
by choosing the Hide command from the Application menu.
When an application is hidden, it continues to operate and
can perform tasks in the background. The application icon
appears dimmed in the Application menu.

] =&
Hide Quicken 1.5
Hide Others
Shaw #i

Finder
vEd] Quicken 1.5
4 Word 4.0

Figure V.18: The Application menu
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Hide Others removes all windows from the screen except
those of the current application. All open application
icons, except that of the current one appear dimmed in
the Application menu.

Show All displays all open windows.

B

You can hide a current application when you activate
another application. To do this, hold down the Option
key and click on the new application’s icon or choose it
from the Application menu.
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File sharing is an important part of any network. System 7
file sharing lets you designate up to ten folders or volumes
on your computer to share with other computers on your
network. You control who is permitted to use shared folders,
as well as their specific access privileges.

In turn, you can access folders and volumes other
Macintosh owners make available. Here's a brief sum-
mary of what file sharing lets you do:

A Use files stored on other computers.
A Let others share your files.
A Print documents on network printers.

A Update files across the network automatically.
Information on this feature can be found in
Part V, The Finder.

A Create links to an application on a remote com-
puter. You can even link applications to exchange
information, thus benefitting from the strengths
of both. For example, a spreadsheet application

%
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might ask a word-processing application to
spellcheck a worksheet.

A network is a combination of hardware and software
that lets computers communicate with each other. The
Macintosh comes with software for connecting it to
either an AppleTalk or LocalTalk network. All you need
to do is add the cables. Then you can share devices, such
as printers, with other network users.

If you have installed appropriate expansion cards, you
can connect to an AppleTalk network using EtherTalk or
TokenTalk software, which is included with System 7.

CONNECTING TO
A NETWORK A

If you have installed EtherTalk or TokenTalk software
and hardware, you can select that network connection.
Or, if you are connected to both a LocalTalk and an
Ethernet network, you can switch between them.

ﬂ PROCEDURE

To choose a network connection, follow these steps:

1. Open the Apple menu, open Control Panels, and
double-click to open the Network control panel.
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The icons for any network connection software
you have installed display.

Bl |
= [2)
=1

Network

2. Click the icon of the network connection you
want. If you are using network services with your
current network connection, you will be alerted
that switching network connections will discon-
nect the current services. If this occurs, reconnect
to the network services on the new network.

3. Click OK and close the Network control panel.

SELECTING A
ZONE A

Zones are set up by a network administrator to divide net-
work devices into subgroups. If you are using a Token-
Talk or EtherTalk connection, you can choose a zone. If
you are on a LocalTalk network, skip this section.

Computers might be organized into zones by job func-
tion, location, or some other practical criterion.
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ﬁ PROCEDURE

To select a zone, follow these steps:

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

2. Select the icon for the network connection
you want.

3. Click the icon again. A list of available zone names
displays in a dialog box.
4. Click to select a zone name from the list.

6. Click OK and close the Network control panel.

B o

AppleTalk is turned on for you when you connect to
the network and turn on your Macintosh. If you wish to
turn it off, select Chooser from the Apple menu and click
the Inactive button. When you want to turn it back on,
click the Active button and close the Chooser.
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TURNING ON
FILE SHARING A

Once you are physically connected to a network via cables, .
install the file-sharing files. Refer to Part II, Installing System 7
and Part IV, The Control Panels for installation information.

PROCEDURE
To turn file sharing on, follow these steps:

1. Choose Control Panels from the Apple menu.
Double-click on the Sharing Setup control panel
to open it.

Shariﬁg Setup
The sharing setup dialog box appears, as shown in
Figure VL.1.

2. Enter the name you want to use when accessing
other computers in the Owner Name box. Up to
31 characters are allowed.

3. Press Tab. Enter your password in the Owner
Password box. Up to eight characters are allowed.
When you enter your password to connect to the
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network, you must match the password exactly, in-
cluding the casing. You may change your password
at any time by typing a new password in the Owner
Password box and pressing Tab.

4. Press Tab. Enter a name for your Macintosh in the
Macintosh Name box. This will represent your
computer on the network.

5. Click the File Sharing Start button to turn file shar-
ing on. File sharing remains on until you turn it off.

6. Close the Sharing Setup control panel.

EE == sharing Setup =———
% Network Identity

Owner Name: Egbex I

Owner Password:

Macintosh Name: [Mac llsi in Tech |

File Sharing

- Status

STari | | File sharing is off. Click Start to allow other users
g to access shared folders.

@ Program Linking

.Status

E Program linking is off. Click Start to allow other
{ users to link to your shared programs.

Figure VI.I: The sharing setup dialog box
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m PROCEDURE

To turn file sharing off, follow these steps:

1. Choose Control Panels from the Apple menu and
double-click on the Sharing Setup control panel to
open it. The sharing setup dialog box appears.

2. Click the File Sharing Stop button to turn file shar-
ing off. (The Start button becomes the Stop but-
ton when file sharing is turned on.) A dialog box
appears, as shown in Figure VI.2.

3. Enter the number of minutes you want to elapse
before the network connection is terminated. You
can enter a number between zero and 999. If, for

How many minutes until file
sharing is disabled?

- -——— — —ee e s

Figure VI.2: The disconnect dialog box
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example, you specify a ten-minute delay before file
sharing is turned off, users accessing your files are
warned of the impending shutdown, giving them
time to save their work.

&

If you select either the Shut Down or Restart command
when network users are connected to your computer, an
alert dialog box appears. It informs you there are people
connected to your Mac and asks you to enter the number
of minutes you will allow before file sharing shuts off.
You might consider canceling the command to permit
users to finish their work.

NAMING USERS A

You specify who can access your folders and disks as well
as their access privileges. Access privileges determine what
remote users can do with a shared item. Although you
can name as many as one hundred users and groups of
users, it is recommended that you limit the number to
under fifty. This section gives you information on naming
users and assigning access privileges to them. A named user
is referred to as a registered user.

You can specify access privileges for shared items
whether or not you name specific users. See the section
Assigning Access Privileges at the end of this part.
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ﬁ PROCEDURE

To name an individual user, follow these steps:

1.

3.

4.

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

Users & Gfoups

When the control panel opens you will see two
icons. The bold icon represents you, the owner of
the computer. The other is the Guest icon. You
can use this icon to permit anyone on the network
access to your computer.

Choose New User from the File menu. A New User
icon appears.

New ﬁser

Type a name for the user. If you don’t want to
assign a password, skip to step 9.

Open the user icon by double-clicking it to assign a
password. A window appears, as shown in Figure VI.3.
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6. Type a password in the User Password box. It
can be up to eight characters in length. Make
sure to give each user his exact password, noting

l'lﬁl'll:ﬂ

User Password: I:'

File Sharing

l&-

E Allow user to connect
E Allow user to change password

Groups :

=

<

Program Linking

I:I Allow user to link to programs
on this Macintosh

Figure VI1.3: Entering a jJassword
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upper- and lowercase. (You can open a user
icon at any time and change the password.)

6. Press Tab. You can repeat steps 1 through 6 to add
other registered users. To delete a user, select his
icon and drag it to the Trash.

7. Check the Allow user to connect box if you want to
allow a user to connect to your computer from his
or her Mac.

8. Check the Allow user to change password box if you
want to allow the user to change his password
from his own computer.

9. Close the window and click Save in the dialog box.

10. Close the Users & Groups control panel.

N
'.‘j@_» KEYBOARD SHORTCUT

The Keyboard shortcut for New User is 38&-N.

B o

You can deny guest access by choosing Control Panels
from the Apple menu and opening the Users & Groups
control panel. Double-click on the Guest icon to open it.
The <Guest> window is shown in Figure VI1.4.

Click the box labeled Allow guests to connect to remove
the X Close the window and click Save in the dialog box.
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Naming Groups

If there is a group of people with similar work needs, it is
easier to name a group of users rather than each individual
user. A named group is referred to as a registered group.

ﬁ PROCEDURE

To name a group, follow these steps:

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

EE=— <Guesb

File Sharing

E Allow guests to connect

Program Linking

E Allow guests to link to programs
on this Macintosh

Figure VI.4: The <Guest> window
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5.

Choose New Group from the File menu. A new icon
displays, labeled New Group.

HNew Group

Replace the icon’s name with a name for the
group. To delete the group, drag its icon to the
Trash.

Drag the user icons of individuals you want to be
members of the group to the new group’s icon. To
delete a user from a group, open the group’s icon
and drag the user’s icon to the Trash.

Close the Users & Groups control panel.

B

If you open the group icon, you will see a member icon
for every user that you have added to the group.

Beth

If you open either a member icon (in the group icon win-
dow) or a user icon (in the Users & Groups control
panel) you will see a list in the Groups box of the groups
the user belongs to.
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SHARING
FOLDERS AND
DISKS A

You can share up to ten folders, mounted volumes, hard
disks, hard-disk partitions, CD-ROMs, or removable
cartridges. Although you can share up to ten folders or
disks at a time, this number doesn’t include subfolders or
folders stored on shared disks. You cannot share informa-
tion on a floppy disk.

Before you can share folders or disks, you must turn
on file sharing and assign a name to your Macintosh.
Consider setting aside a folder or an entire hard disk as
shared or public space.

ﬁ PROCEDURE

To designate the folder or disk you want to share, follow
these steps:

1. Open the disk with the file or folder you want to
share.

2. Click the folder or disk you want to share.

3. Choose Sharing... from the Filemenu. A dialog
box appears, as shown in Figure VIL.5.

4. Click the Share this item and its contents checkbox. If
you want the status of the folder or disk returned
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to private use, click on the checkbox to remove
the X.

6. The User/Group pop-up menu displays the names
of the users and groups that you named. You can
choose one user or group from the list. The name
you choose displays.

6. If the bottom row of checkboxes displays Xs, the
shared item can be used by everyone on the net-
work. To limit access to the chosen user or group,
click the bottom row of three checkboxes to

Mac Ilsiin Tech
Yhere: Mac llsi in Tech, SCSIO0

—

=[]

m Share this item and its contents

See See  Make
Folders Files Changes

Owner: | Subex i | X X
l.lserlGroup:| <None> o | X X X
Everyone @ E

D Make all currently enclosed folders like this one

Figure V1.5: The file-sharing dialog box
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remove the displayed Xs. You can further limit a
user’s access by deselecting the See Folders, See Files,
and Make Changes checkboxes. See the section
Assigning Access Privileges for more information
on access privileges.

7. Close the window. When the save dialog box ap-
pears, click Save to change the sharing status.
When a folder can be shared, the icon displays
with network cables attached. When network users
are connected to the folder or disk, the icon ap-
pears with faces on it.

8. Drag any files and folders you want to make avail-
able to network users into the shared folder.

MONITORING
FILE SHARING A

You can see the folders and disks you've shared and
monitor who is connected to your Mac.

ﬂ PROCEDURE

To monitor file sharing, follow these steps:

1. Open Control Panels from the Apple menu. Double-
click the File Sharing Monitor icon.
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File Sharing Monitor

The File Sharing Monitor window opens, as shown
in Figure VL6. You can see all shared folders and
disks on your Mac on the left, in the Shared Items
box. Any network users connected to your Mac dis-
play on the right in the Connected Users box. You
can use the scroll bar to see more of the list. The
bar at the bottom of the window shows the level of
file sharing activity on your computer.

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

=l File Sharing Monitor =—————+|
() Mac lisiin Tech
(2 Shared Items @ connected Users
Mac llsi in Tech < 2

<l
&l

Idle Busy

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

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

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

CONNECTING TO
SHARED FOLDERS
AND DEVICES A

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

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

A The name of the zone the computer is in.

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

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

To connect to a shared item, follow these steps:

1.

2.

3.

Select Chooser from the Apple menu. Make sure
that AppleTalk is active.

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

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

Click the name of the computer you want from
the box on the right side of the window. (The Mac
refers to all computers as File Servers.) Figure V1.7
displays one available disk.

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

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

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

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

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

= Chooser

Select a file server:

WP

LinkSaver 6.1 LO AppleT..geWriter,

3y (] 3]
—— TR |
LQ ImageWriter  Personal..Writer SC|
L?!llllg
LeoLsl drL] il @ active
Personal L' LS StyleWriter Y AppleTalk O Inactive
7.0

Figure VI1.7: Choosing a File Server
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1.

12.

13.

Click Save My Name Only to enter a password and
access the shared item. Click Save My Name and
Password to connect automatically. Note, though,
that the latter is a less secure method.

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

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

%ms_u_m_c_an

Select the items you want to use:
MRC 11 IN CAD (]

o

Checked items (B ) will be opened at
system startup time.

v7.0

Figure V1.8: The shared items dialog box
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your changes, the revised document will replace
the original one on the network. If you create a
new folder, you become the folder’s owner. See

the section Understanding Folder Ownership.

Changing Your
Password

ﬂ PROCEDURE

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

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

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

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

4. Close the Sharing Setup control panel.

Registered users can sometimes change their
passwords. The shared item’s owner grants this privilege
by selecting Allow user to change password when naming
users. 3
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ﬂ PROCEDURE

To change your password, follow these steps:

1. Follow steps 1 through 5 under the section 7o con-
nect to a shared item. A dialog box displays.

2. Click the Set Password button.
3. Enter your current password.
4. Press Tab and enter a new password.

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

6. Retype your password and click OK.

ﬂ PROCEDURE

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

20
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Understanding
Folder Ownership

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

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

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

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

ﬂ PROCEDURE

To transfer ownership, follow these steps:

1. Select a folder you own. It can be on your disk or
on a remote disk.
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2.
3.

4.

Choose Sharing... from the File menu.

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

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

m PROCEDURE

To connect to another computer automatically, follow
these steps:

1.

2.

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

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

Put the alias in a convenient place.

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

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

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

1. Select Chooser from the Apple menu.
2. Click the AppleShare icon in the Chooser window.

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

4. Click OK.
6. Click Guest or Registered User.

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

7. Type your password and click OK.

8. Deselect the checkbox alongside the shared item.

9. Click OK and close the Chooser.

ACCESSING
YOUR MAC
REMOTELY | A

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

m PROCEDURE

To access your Mac from another computer, follow these

steps:

1.

3.

4.

5.

6.

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

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

Sybex

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

Close the window and the Users & Groups control
panel.

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

Continue connecting as usual.
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ASSIGNING
ACCESS
PRIVILEGES A

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

ﬂ PROCEDURE

To set access privileges for your shared items, select the
item and choose the Sharing... command from the File
menu. The window shown in Figure V1.9 appears, offer-
ing you options for setting access privileges.

Setting Access
Priveleges

You control the access to your shared items by specifying
who can use the item and in what way. When you share
files, there are many strategies you can use to create the
security you need on your Mac. As the shared item’s
owner, you use the window shown in Figure V1.8 to check
options, selecting the particular combination of check-
boxes you want.

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

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

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

SEi=———— MAC Il IN CAD
-~ Xhere: MAC Il IN CAD, Mac Il in CAD

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

See See Make
Folders Files Changes

Owner : inancy 4

User /Group: ; N

Everyone i

Figure VI.9: The access priveleges window
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A Everyonerefers to all network users and guests.

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

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

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

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

There are two checkboxes at the bottom of the window.

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

A The Can't be moved, renamed or deleted checkbox
locks the folder so its name and location can’t be
changed. This is a good security option.
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If you select a folder that is inside a shared folder, and
choose Sharing... from the File menu, you see another
checkbox. Checking the Same as enclosing folder checkbox
forces the folder to adopt the privileges of the enclosing
folder. This means that moving the folder to a new
parent folder with different access privileges causes the
enclosed folder’s access privileges to change to those of
the new parent folder.

Understanding File
Sharing Icons

Table VI.1 shows the file-sharing icons you might see.

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

ﬁ The pencil icon means no changes.

N The folder icon means can % see
Jfolders.

B The document icon means can’t
see files. )

29
o



Sharing Files and Programs
.

Table VI.E File Sharing Icons

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

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

A belted folder indicates you cannot
open it.

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

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

LINKING
APPLICATIONS A

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

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

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

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

Linking to Remote
Applications

R

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

m PROCEDURE

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

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

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

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

4. Type your password and click OK.

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

Letting Users Link
to Your
Applications

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

ﬁ PROCEDURE

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

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

3. Close the control panel.

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

6. Choose Sharing... from the File menu.

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

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

Naming Users to Link to Applications

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

To specify network users, follow these steps:

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

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

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

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

A

To remove a registered user or group, drag the icon to
the Trash. The users will no longer be able to link their
applications to yours.
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About This Macintosh, 141

accented characters, 73

acceptance delay, key, 103-104

access privileges, 159, 192, 199, 219-
223

active applications, 5-6, 189
active windows, 8
Alarm Clock, 67-68, 142
alert boxes, 7
sound for, 130-131
with trash can, 30
aliases, 19-20
on Apple menu, 79-80
for control panels, 95
for desk accessories, 67
with Filemenu, 148
with the Finder, 160-162
finding original files for, 156-157
locking, 158
Apple menu, 20, 22, 141-144
Apple Menu Item folder, 66
adding applications, documents,
and folders to, 78-79
Alarm Clock in, 67-68
aliases in, 79-80
Calculator in, 69
Chooser in, 70-71
desk accessories in, 76-78
Key Caps in, 71-73
Note Pad in, 73
Puzzle in, 73, 75
Scrapbook in, 74-76
AppleEvents, 19
AppleTalk, 193, 195
Application menu, 5-6, 24, 188-190

o

applications, 56
active, 5-6, 189
on Applemenu, 79
in Extensions folder, 81
hiding, 189-190
linking, 223-227
memory for, 157-158
opening, 180
in Preferences folders, 84-85
arrow pointer, 2

background copying, 180
background printing, 86-87, 150
backing up with installation, 34
balloon help, 25-26, 186188
Battery desk accessory, 66
bitmap fonts, 59

blinking rates, 110

borders, window, color of, 100
buttons in dialog boxes, 6

caches, disk, 27, 119-120
Calculator, 69, 142
CD-ROM, installation from, 43
cdevs, 56
installing, 50-51
removing, 41
characters
international, 111-112
special, 71-73
checkboxes, 6
Chooser, 70-71, 143
cities, map of, 115-117
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Clean Up Window command, 136
Clear command, 169
clicking, 4
Clipboard, 168-169
close boxes, 9
Close Window option, 147
CloseView control panel, 91, 96-98
Color control panel, 90-91, 98-100
colors, 122-124
for Desktop, 109
for labels, 26, 113-115
for text highlight, 98-99
for window borders, 100
comments, 20-21
adding, 152
displaying files by, 177
searching for files by, 152, 166
Compatibility Checker stack, 36-37
connecting to networks, 193-194,
209-217
contents
of disks and folders, 8, 175-181
of windows, 12-18, 149
Control key, Sticky Keys feature for,
104-106
control panel devices, 56
installing, 50-51
removing, 41
control panels, 30-95, 143
aliases for, 95
on Apple menu, 66-67
CloseView, 96-98
Color, 98-100
Easy Access, 100-106
folder for, 21
General Controls, 106-110
Keyboard, 111-113
Labels, 113-115
Map, 115-117
Memory, 118-122
Monitors, 122-126
Mouse, 126-128
Sound, 129-132
Startup Disk, 132-134
Views, 134-137
Copy command, 169

Index

copying
files, 16, 147, 180
folders, 16
text, 169
creation date of files
displaying files by, 177
searching for files by, 166
viewing, 152
crosshair pointer, 3
cursor, 110
custom installation, 46—49
customizing
Desktop, 108110
icons, 21-22, 153-154
Cut option, 168

Data Access Manager (DAM), 19
date

displaying files by, 177

searching for files by, 166

setting, 68, 106-108
delays, keyboard, 103-104, 113
desk accessories, 66

adding, 76-78

Alarm Clock, 67-68

aliases for, 67

Calculator, 69

Chooser, 70-71

installing, 49-50

Key Caps, 71-73

location of, 141

new features of, 22

Note Pad, 73

Puzzle, 73, 75

removing, 78

Scrapbook, 74-76
Desktop, 2-3, 5

customizing, 108-110

dialog boxes and, 6-7

Finder windows on, 7-11

organizing files on, 11

window contents on, 12-18
dialog boxes, 6-7, 25
dictionaries, 41
dimmed commands, 140
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directory dialog boxes, 7, 25
disconnecting network users, 208-209
Disk First Aid utility, 35
disks
caches for, 27, 119-120
checking, 35-36
contents of, 8, 175-181
copying files between, 180
ejecting, 184
erasing, 185
installation problems and, 52
remote access to, 218
requirements for, 34
sharing, 205-217
virtual memory on, 28
document templates, 29, 154-155
double-licking speed, 126-128
dragging items, 4-5
drivers
in Extensions folder, 81
hard-disk, 52
network and printer, 41, 56
drop boxes, 223
Duplicate option, 147

Easy Access control panel, 92, 100-106

Easy Install, 44-45

Edit menu, 167169

editing names of icons, 17-18, 22-23

editions, 170-174

ejecting disks, 184

erasing disks, 185

EtherTalk, 193-194

evaluating software for installation,
36-39

expanded search options, 166-167

Extensions folder, 81-83

File menu, 145-149
file servers, installation from, 43
File Sharing Monitor control panel,
90, 92
files
aliases for. See aliases

comments for, 20-21, 152
copying, 16, 147, 180
displaying, 176-178
finding, 24, 148, 152, 162-167, 182
information on, 151-152
labels for, 182-183
links for, 170-175
locked, 43, 158-159
moving, 16, 180
opening, 16-17, 25, 146, 180
organizing, 11
printing, 146
protecting, 158-159
renaming, 17
selecting, 13
sharing. See sharing items
types of, checking, 83
Find... command, 24, 148, 152, 162-
167, 182
Find Again command, 148, 164
Finder, 5, 140
aliases with, 160-162
Apple menu with, 141-144
Application menu with, 188-190
Edit menu with, 167-169
Find... command with, 162-167
Finder menu with, 145-149
Get Info option for, 150-160
Help menu with, 186-188
Label menu with, 182-183
new features of, 24-25
publishers and subscribers with,
170-175
Special menu with, 183-186
View menu with, 175-181
windows for, 7-11
finding files, 24, 148, 152, 162-167,
182
fixed-size fonts, 59
folders, 11
aliases for, 19-20, 160
on Applemenu, 79
contents of, 8, 175-181
copying, 16
creating, 146
labels for, 182-183
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locking, 221
moving, 16, 180
network access to, 221-222
opening, 16-17, 180
ownership of, 215-217, 220
renaming, 17
selecting, 13
sharing, 46, 159-160, 205-217
size of, 187, 181
Font/DA Mover utility, 31
fonts
PostScript, 58-63
TrueType, 30-31, 58-63
in windows, 134-137

General Controls control panel, 93,
106-110
Get Info option, 147, 150
with aliases, 156-157
for customizing icons, 153-154
for memory allocation, 157-158
for protecting files, 158-159
for sharing files, 159-160
for viewing information, 151-152
window for, 83
graphics
copying, 169
removing, 168-169
scrapbook for, 74-76
gray shades, setting, 122-124
grids, snapping to, 136
groups on networks, 194-195, 203-
204, 226-227
guest access to networks, 202, 209-210

hard disks
checking, 35-36
installation problems and, 52
remote access to, 218
requirements for, 34
virtual memory on, 28
HD SC Setup program, 36
help, 25-26, 41, 186-188

Index

hiding
applications, 189-190
windows, 26
hierarchical folder views, 179
highlight color, selecting, 98-99
horizontal scroll bars, 10

I'‘beam pointer, 2
icons, 2
arranging, 136, 184
customizing, 21-22, 153-154
displaying files by, 176
file sharing, 222-223
font, 59
labels for, 26-27
names of, editing, 17-18, 22-23
opening, 4
removing, 18
selecting, 4, 13-15, 169
init files, 56
in Extensions folder, 81-83
installing, 50-51
removing, 40
startup crashes and, 53
insertion point, 110
installation, 34
custom, 4649
with Easy Install, 44-45
of fonts, 60-61
hard disk checking for, 35-36
software evaluation for, 36-39
of sounds, 65
system file reinstallation for, 49-51
system file removal for, 40-43
troubleshooting, 51-53
Installer files, 51-52
international character sets, 111-112
italics for aliases, 80

Key Caps, 71-73, 143
keyboard
delays with, 103-104, 113
for pointer, 26, 102-103
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Sticky Keys feature for, 104-106
Keyboard control panel, 93, 111-113
keyboard shortcuts

with Chooser, 71

controlling, 98

for folder contents, 181

help for, 188

for Mouse Keys, 103

for network users, 202

for opening icons, 17

for selecting files and folders, 13

for selecting icons, 15

for Slow Keys, 104

for windows, 10-11
kind of files

displaying files by, 177

searching for files by, 166

viewing, 152

Label menu, 182-183
labels
color for, 26, 113-115
displaying files by, 177
for icons and files, 26~27, 182-183
names of, 113-114, 183
searching for files by, 166
Labels control panel, 93, 113-115
linked references. See aliases
linking documents
on networks, 223-227
with publish and subscribe, 170-175
LocalTalk, 193
location of files, viewing, 152
lock status, searching for files by, 166
locking ’
files, 43, 158-159
folders, 221

magnification, control panel for,
96-98

main monitor, 125-126

Mabke Alias option, 148

Map control panel, 93, 115-117

memory
available, 141
managing, 93, 118-122, 157-158
new features of, 27-28
requirements for, 34
Memory control panel, 93, 118-122
messages with AppleEvents, 19
minimal installation, 46
modification date of files
displaying files by, 177
searching for files by, 166
viewing, 152
modifier keys
for special characters, 71-78
Sticky Keys feature for, 104-106
monitoring file sharing, 207-209
Monitors control panel, 90, 93, 122-
126
mouse, 2-3
keyboard for, 26, 102-103
pointing, clicking, and dragging,
45

speed of, 126-128
Mouse control panel, 94, 126-128
Mouse Keys features, 102-103
moving
files and folders, 16, 180
windows, 16
MultiFinder, 5, 23, 188
multiple monitors, 124-126
multitasking, 23

names
displaying files by, 176
of files, viewing, 151
of icons, editing, 17-18, 22-23
of labels, 113-114, 183
on networks, 196-197, 199205,
226-227
navigation with Finder, 24-25
Neuwwork control panel, 90, 94
networks, 192
access privileges with, 219-223
connecting to, 193-194, 209-217
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control panel for, 90, 94
DAM for, 19
drivers for, 41, 56
installation for, 46
linking applications with, 223-227
monitoring file sharing with, 207-
209
naming users for, 199-205
remote access with, 217-218
selecting, 70-71
sharing items on. Seesharing items
zones for, 71, 194-195, 209-210
new features, 18-31
New Folder option, 146
Note Pad, 73, 144

Open option, 146
opening
applications, 180
control panels, 95
files, 16-17, 25, 146, 180
folders, 16-17, 180
icons, 4,17
Option key, Sticky Keys feature for,
104-106
organizing files, 11
orientation of pages, 149
outline fonts, 30-31, 58-63
output devices, selecting, 70-71

Page Setup... command, 149

parent folders, 11, 215

passwords, 159, 196-197, 200-202,
209, 211-214

Pastecommand, 168-169

patterns, Desktop, 108-110

performance, disk cache for, 119

playing sounds, 63-64, 132

pointer, 2-4, 102-103

pointing, 4

pop-up menus, 25

PostScript fonts, 58-63

preference files, 41

Preferences folder, 84--86

Index

Print option, 146
Print Window... option, 149
printers
drivers for, 41, 46, 56
fonts for, 51, 58-63
selecting, 70
printing, 146
background, 86-87, 150
windows, 149
PrintMonitor option and folder, 82,
86-87, 150
protecting files and folders, 43, 158—
159, 221
publisher, 29, 170-175
Put Away option, 148
Puzzle, 73, 75, 144

queues, printer, 150

RAM (random-access memory). See
memory
recording sounds, 131-132
registered network users and groups,
199, 203-204, 227
reinitializing disks, 36, 185
remote access, 217-218
remote applications, linking to, 224
225
removing
aliases, 80
cities from map, 117
desk accessories, 78
fonts, 62-63
icons, 18
registered network users and
groups, 227
sounds, 65
start-up document items, 88
system files, 4043
text and graphics, 168-169
renaming files, 17, 161. See also aliases
repeating keys
delay for, 113
disabling, 103-104
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rate of, 112-113
resizing windows, 9
restart option, 185, 199

scalable fonts, 30-31, 58-63
Scrapbook, 74-76, 144
screen fonts, 49, 58-63
scroll bars, 10
searching for files, 24, 148, 152, 162~
167,182
Select All command, 169
selecting
files and folders, 13
with Finder, 25
icons, 4, 13-15, 169
with mouse, 4
output devices, 70-71
views, 176
zones, 195
sharing items, 23, 159-160
access privileges for, 159, 192, 219-
223
connecting with, 209-213
disks, 205-217
enabling, 196-199
folders, 46, 159-160, 205-217
monitoring, 207-209
Sharing Setup control panel, 94
Shift key, Sticky Keys feature for, 104—
106

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

displaying files and folders by, 176—

177,181

of folders, 137, 181

of fonts in windows, 134-137

of pages, 149

searching for files by, 166
size boxes, 10
Slow Keys features, 103-104
snapping to grids, 136
software, evaluating, 36-39
sound

control panel for, 129-132

playing, 63-65, 132
scrapbook for, 74-76
Sound control panel, 94, 129-132
speaker volume, 129-130
special characters, 71-73
Special menu, 183-186
speeds
keyboard, 103-104, 113
mouse, 126-128
staggered grids, 136
startup documents in Extension
folder, 82
startup, crashes on, 52-53
Startup Disk control panel, 94, 132-
134
Startup Items folder, 87-88
stationery pads, 29, 154-155
Sticky Keys feature, 104-106
subfolders, 11, 57-58
subscribers, 29, 170, 173-175
suitcase files
for desk accessories, 76-78
installing fonts from, 60-61
system extension documents, 56
in Extensions folder, 81-83
installing, 50-51
removing, 40
and startup crashes, 53
System file, 56
system files
reinstalling, 49-51
removing, 40-43
System Folder, 56
fonts in, 58-63
new features of, 29-30, 57-58
sound in, 63-65

tablets, 127
templates, 29, 154-155
text
copying, 169
highlight color of, 98-99
removing, 168-169
scrapbook for, 74-76
size of, 134-137
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32-bit addressing, 27, 43, 119, 121

time, setting, 68, 106-108

title bar, 8

TokenTalk, 193-194

transferring folder ownership, 215-
217, 220

trash can, 30, 184-186

troubleshooting installation
problems, 51-53

TrueType fonts, 30-31, 58-63

two-stage file searches, 165-166

types of files, checking, 83

Undo option, 167
updating
hard-disk drivers, 52
System Folder, 41-42
Users and Groups control panel, 94

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

vertical scroll bars, 10

Index

View menu, 175-181

viewing fonts, 60

views, window, 28

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

warnings with trash can, 186
windows
active, 8
closing, 147
color of borders for, 100
contents of, 12-18
Finder, 7-11
fonts and text size in, 134-137
hiding, 26
moving, 16
printing contents of, 149
titles for, 9
views for, 28

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

Keyboard

Shortcut  Action

#N Creates a new folder

#-0 Opens selected item

&P Prints files from the Finder

*rW Closes window

3 | Get Info command

#D Duplicates item

*Y Returns item to its original place
or ejects disk

&F Find... command

#-G Find Again command

e



EDIT MENU
SHORTCUTS A

Keyboard

Shortcut  Action

¥€Z Undo command

#X Cut command

¥C Copy command

¥V Paste command

EA Selects everything in the window

STARTUP
COMMANDS A

Hold down these keys while you startup.

Keyboard

Shortcut  Action

Option Starts without opening windows you
had open

3-Option Rebuilds desktop as you startup

Shift Turns off system extensions at startup



Macintosh System 7

at Your Fingertips

Check out what’s new in System 7, and learn
exactly how to use its expanded features. This
handy quick-reference guidebook is a must for anyone
using or upgrading to System 7. It gives you fast access to
concise information on every aspect of the system. Get
instant answers to all your questions on new system
features and capabilities. Turn here for:

e A brief introduction and overview.

e A practical guide to installation.

» Complete reference entries on every
feature of the System Folder, Finder,
Control Panels, and Accessories.

» Essential information on new networking
and file-sharing options.

You'll find step-by-step coverage of such topics

as multitasking, aliasing, TrueType fonts, Publish
and Subscribe, and more—organized, indexed,
and cross-referenced to save you time and trouble.
It’s all you need to know—at your fingertips!

SYBEX. Help Yourself.

COMPUTER BOOK SHELF CATEGORY
MACINTOSH: Operating Systems

\ || 9|>DODO
- | H
780782"110012

¢ 9

N
SYBEX ISBN D-7821-1001-0 U.S.$9.95




