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Introduction

If you just bought a Macintosh, or if you've had one for a while and now
you're ready to learn more about it, this book is for you.

The Mac is an elegant machine. It's so well-designed that you don't
have to know a lot in order to start using it. But it's also a sophisticated
machine, so the more you know, the more productive you can be.

Knowing "more" isn't just finding out the easiest, quickest, and best
way of performing a specific operation. It also means understanding the
basic Mac interface so you can find your way around in any program. It
means being familiar with the power and capabilities of the system
software Apple provides. And it means having a sense of what's going on
“behind the scenes” so you can avoid common problems and
troubleshoot the ones that do occur.

Throughout this book, it's assumed that you're using Apple's newest
operating system, System 7. That means it's also assumed that you have,
as a minimum hardware configuration, a Mac with a hard drive and 2
megabytes of RAM. (If you don't have System 7, or a hard drive, or 2M of
memory, you can get any or all of them from your Apple dealer.)

ABOUT THIS BOOK . . .

The first section of this book combines theory and practice—starting
with practice. Chapter 1 is for anyone who wants to just jump in and get
started. It provides a step-by-step tour of the Mac interface and the
Desktop. Even if you decide not to follow along on your Mac, the
chapter will introduce you to all the basic concepts—and there are
plenty of pictures so you'll know what everything should look like.
Chapter 2 backtracks a little into theory, providing basic Macintosh and
general computer terms you'll need.
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The rest of the chapters in the book are grouped into related
sections, and provide all the details on various topics, starting with the
Mac interface and its ever-present Desktop, right through to trouble-
shooting problems. Although sometimes the information in a chapter is
based on something explained in an earlier one, you certainly don't have
to read the book in order—you might, for instance, want to try out some
desk accessories before you learn all the ins and outs of the Desktop.
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Getting Started °
ABOUT THIS CHAPTER

This chapter, with its “now do this” approach, introduces you to the
basics of operating your Macintosh—from turning it on and handling
icons and windows to using menu commands and dealing with dialog
boxes.

When you see colored text, that’s your signal to do something at the
computer to turn theory into practice.

GETTING STARTED

Basics

So you've got (or you want to get) this terrific new machine with a great
reputation for friendliness and you don’t know exactly what to do with
it, or how.

What, really, do you need to get started? Since this book assumes that
you’re running version 7.0 or later of Apple’s System Software, the
minimum requirements are:

® A Macintosh with at least 2 megabytes of memory (RAM) and either a
built-in screen or a separate monitor. If you have a separate monitor, you
need a cable and a video card that let you connect it to the computer.

® A keyboard and the connecting cable that comes with it.

" A mouse (it comes with every Macintosh model).
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® An internal floppy disk drive and a hard drive, either internal or
external. Blank floppy disks will come in handy for making backup
copies of important files.

— &8

® The System Software that came with your Macintosh—version 7.0 or
higher. (If you have a previous version of the System Software, you can
get an update from your Apple dealer.)

® Some specialized software program(s)—a word processor,
spreadsheet, or graphics program.

® A printer, or access to one. (You don’t need a printer to learn how to
use the Mac, but you’ll need one to get any productive work done.)

You can run a Mac with a little less in the way of hardware—1 mega-
byte of RAM and two floppy disk drives instead of a hard drive—but you
won'’t be able to do more than minimal work, and you won'’t be able to
run System 7.

Just how much memory you really need, how large a hard drive,
what kind of printer, and whether you need a color system—these all
depend on the kind of work you’ll be doing. But you can start with the
essentials listed here, no matter what it is that you need in the long run.
All these issues (floppy versus hard drive, printers, memory) are covered
in detail elsewhere in the book. This chapter takes you on a tour of basic
operations and concepts and leaves the details for later.
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Off and Running

Actually, the title of this section should be “On and Running,” because
that’s what your Mac should be doing.

We’ll assume that your Mac is set up and ready to go. There’s not that
much to it, especially for one of the compact models, and the manuals
that come with the machine are very clear.

To turn on the Mac:

= [f you bave an external hard drive, turn it on first.
= Press the startup key on the keyboard.

The startup key looks like this:

«]

Some keyboards have the startup key in the upper-right corner; some
have it in a more centered position along the top. The startup key doesn’t
work on some older Macintosh models—in fact, older keyboards don’t
even have startup keys; in either case, turn on the machine by using the
power switch on its back.

While the Mac has a lot of built-in intelligence, it doesn’t have enough
information in it to get very far in the startup sequence. It needs the rest
of its operating system from a file called (cleverly enough) System, which
is stored in the System Folder on a disk. The Mac knows enough to look
for a disk with the system information on it. This kind of disk is called a
system disk or a startup disk.

(85

Systern Folder
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When you turn on your Mac and it finds the system disk, you'll see a
smiling “happy Mac” on the screen. If there’s no system disk available,
you'll see a picture of a disk with a flashing question mark.

21

[?]

If there’s a System disk available, you'll see the “bhappy Mac” on the screen,

otherwise, you'll get a disk with a flashing question mark.

The hard drive you’re using should have a System Folder with all the
correct system information in it. If you have a hard drive but you’re not
getting the happy Mac, double check the instructions that came with the
computer—and/or the drive, if it’s an external one. The drive should be
initialized and a System should be installed on it. (These procedures are
covered later in this book, in Chapter 9.)

If you're starting with a floppy disk, the flashing question mark is
your signal to feed the Mac a startup disk. (A disk is inserted label side
up, metal shutter first.) If you insert a disk without a System at this
point, the Mac spits it out and flashes an X in the disk on the screen.

Insert a floppy disk label side up, metal shutter first.

JE}
[X]

If the floppy disk you're starting with isn’t a System disk, you'll see this icon on

the screen.
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Okay, did you get everything turned on and started? If you did, the
first thing you’ll see is the famous Mac Desktop, with a picture of a disk
and a trash can on the screen.

A DESKTOP TOUR

Basics

The basic design of the Mac is a visual one: You use pictures, called
icons, instead of words, and you use the mouse to manipulate the pic-
tures instead of using the keyboard to type in a command. Instead of
typing the equivalent of “Erase the file named ‘Monday’s Memo’ from the
disk in the first drive,” you can just use the mouse to drag the icon of
that memo right into icon of the Trash can.

There are, of course, operations that are more easily executed with
words than by manipulating pictures. For those kinds of commands, the
Mac provides menus, lists of commands that you can choose with the
mouse or sometimes activate from the keyboard. The names of the avail-
able menus are always across the top of the screen, in the menu bar. For
instance, when there’s something in the Trash can and you want it perma-
nently erased, you don’t have to manipulate the Trash can and dump it
onto some semblance of a garbage truck to be hauled to the nearest elec-
tronic land fill. Instead, you choose the Empty Trash command from one
of the menus.

The Desktop

When you start the Mac, you'll see its Desktop, the place where you
manipulate the information on your disks. The Desktop (see Figure 1-1)
is also known as the Finder, since that’s the name of the program that
actually gives you the Desktop.

There’s a disk icon in the upper right and the Trash icon in the lower
right. The disk icon in the illustration is for a hard drive; if you start up
with a floppy, you'll see a different icon in that position. Across the top of
the screen is the menu bar with the names of the menus that are
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% File Edit View Label Special 3]

28 items 343 MB in disk 45.2 ME available

Fi 3 =

Applications  Docurmnents Uti]ities\

Systern Folder  Finances

Figure 1-1. The basic Desktop

available on the Desktop. At the right of the menu bar are two small icons
that are actually menu “names.”

Icons on the Desktop (with the exception of the disk and Trash
icons) represent the contents of a disk, and they usually appear in white
areas on the Desktop called windows. When you start the Mac, you may
or may not have windows open on your Desktop—it all depends on how
the Desktop was left the last time the disk was used.

The Mouse

There are two basic ways to interact with the computer—the mouse and
the keyboard. Most operations other than text entry can be performed
with the mouse, although sometimes using “keyboard equivalents” of
mouse operations is easier and even faster than using the mouse itself.
But the majority of Desktop operations are performed with the mouse.
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When you move the mouse around on your desk, its cursor moves
around on the screen. As you use the mouse for different operations,
different cursors appear. The standard one is the arrow, or pointer. You
use the pointer to, well, point to things. The other basic cursors are the
Ibeam, or text cursor, which appears when you're working with text,
and the wristwatch, which shows up when the Mac is busy doing
something and you have to wait for it.

[ O

Basic cursors

SELECTING
When you point to an icon and click the mouse button (press it down
and release it immediately), you've selected the icon.

You don’t have to keep the entire arrow within the icon you're select-
ing; it’s the tip of the arrow that counts. (If the tip of the arrow is outside
the icon even though the rest of it is inside, the click won’t work.)

w Point to the Trash icon and click the mouse button.

0B o

It’s the tip of the arrow that counts. The first two positions will select the Trash;
the last one won't.

The Trash icon turns black—it’s highlighted—to show that it’s
selected.

Clicking on an icon selects it, turning it black.
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There are two ways to deselect something on the Desktop. The first
is to select something else:

= (Click on the disk icon.
The disk is selected and turns black; the Trash icon returns to its
normal state, since it’s now deselected.
The second way to deselect something is to, in effect, click on
“nothing”:

= Click anywbere on the gray pattern of the Desktop.

The disk icon is deselected and turns white again (see Figure 1-2).

Figure 1-2. Clicking on the disk icon deselects the Trash (A to B); clicking on the
bare Desktop deselects an icon without selecting anotber (B to C).

DRAGGING

You can move things around on the Desktop by dragging them with the
mouse.

= Point to the disk icon and press the mouse bution. (Pressing,
as opposed to clicking, is pushing the mouse bution down and
keeping it down.) Then move the mouse.
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When you drag something on the Desktop, an outline of the icon
goes wherever you move the mouse. When you release the mouse
button, the icon jumps to its new position (see Figure 1-3).

Figure 1-3. Dragging an icon

Windows

A Macintosh window shows you the contents of something. On the
Desktop, windows show you what'’s in a disk, what’s in folders on that
disk, and what’s in the Trash waiting to be erased.

To get a window, you open an icon. One of the ways to open an icon
on the Desktop is by double-clicking:

& Point to the disk icon and click the mouse button twice in
rapid succession.

The disk window opens, showing the contents of the disk. The disk
icon turns dark gray—this indicates that not only is it selected, but it’s
also opened. (If your disk icon was already opened when you started up,
double-clicking won’t do any harm.)

The contents of a window on the Desktop can be displayed in
several ways. If your windows don’t look like those in Figure 1-4, you
should choose the By Icon command from the View menu. (And you
might have to jump ahead to the section on Menus if you're not sure
how to do that.)

Your window won’t match the one pictured here, but the basics are
the same. Some of the icons in your window are almost certainly folders.
You can put icons inside different folders—and you can even put folders
inside other folders as you organize your information to suit the way
you work.
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% File Edit View Label Special @

File Edit UView Label Special

28 itemns 343 MB in disk 45.2 ME available

I I e

Applications  Docurnents Utilities

@] [ 1 L]

Systern Folder  Finances Misc

Figure 1-4. Double-clicking on a disk icon opens its window.

Folders can be opened the same way disks can.

= Point to the folder labeled System Folder—it has a specicl
miniature Mac on it—and double-click on it. (If you can’t see
the System Folder, you’ll have to read abead about how to
resize the window or scroll its contents so that you can find
the System Folder.)

Another window opens, this time showing the contents of the
System Folder (see Figure 1-5).
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% File Edit View Label Special

Int HD
28 items 34 .3 MB in disk 45.2 MB availabl

System bolder =iceF"——7—
34.3 MB in disk 45.2 MB available §

System Finder Clipboard  PrintMonitor  Laser'triter

P .

(€1 (@ |

| Apple Menu Iterns Startup [tems Control Panels Extensions Preferences

Scrapbook File  Note Pad File

Figure 1-5. Double-clicking on the System Folder icon opens the System Folder
window and activates it—the disk window no longer bas stripes in its title bar.

Only one window can be active at a time. You'll notice that with two
windows opened, only one has stripes along the top where the name of
the window is—that’s the active one. When windows overlap on the
screen, the active one is always on top. The System Folder window is
active right now because you just opened it.

You can activate a window by clicking in any part of it—as soon as
you click, that window comes up to the top.

w Click in any exposed part of the disk window to activate it
(see Figure 1-6). (If your System Folder window is so large
that it completely covers the disk window, move the System
Folder window by dragging it—grab it anywbhbere in the
striped area along the top.)

w  Click anywhbere in the System Folder window to bring it back
on top.
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O

28 itemns 34.3 MB in disk 45.2 MB available

12

< e o

Applications Documents Utilities

ID_—J D PrintMonitor  Laser'Writer

Finances

(5] 1 a5

Panels Extensions Preferences

Scrapbook File  Note Pad File

Figure 1-6. Click anywbere in the disk window to activate it and bring it to
the top.

HANDLING WINDOWS
Windows on the Desktop are basic Macintosh “document” windows
with various controls that let you change their sizes and positions and
your view of their contents.

To change the position of a window, you drag the whole window by
its title bar, the striped area at the top.

= Move the System Folder window around.

Dragging a window is basically the same as dragging an icon—you’ll
see an outline of the window following the mouse cursor around (see
Figure 1-7), and the window moves to its new position when you release
the mouse button (see Figure 1-8).
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% File Edit UView Label Special @

Int HD
28 items 34.3 MB in disk 45.2 MB available
78N
E[l==———— System Folder
ID_‘ 12 items 34.3 MB in disk 45.2 MB available

Applications % @ i
Ser |
ool NEN =

Apple Menu Items Startup ltems Control Panels  Extensions Preferences

Scrapbook File  Note Pad File

® File Edit View Label Speci

Int HD
28 items 324.3 MB in disk 45.2 MB available

o

Applications  Documnents Utilities

ES(I==———— System Folder
12 items 34.3 MB in disk 43.2 MB available

iy

Clipboard PrintMonitor  Laser'writer

(=] - |2

Apple Menu ltems Startup ltems Control Panels  Extensions Preferences

Scrapbook File  Mote Pad File

Figure 1-8. When you release the mouse button, the window moves to its new
position.
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To quickly change the size of a window, you click in the zoom box,
the nested squares in the upper-right corner. Each click alternates the
window between full size and the original size—or the last size you
created.

The zoom box

A full-size window on the Desktop is one that’s just large enough to
display all its contents. If it’s so full that all the contents can’t be dis-
played, the window fills the screen except for a strip along the right edge
so the disk and Trash icons are still visible.

w Click in the zoom box of the System Folder window. (If it
doesn’t have a zoom box, that’s because it’s not the active win-
dow. Click anywhbere in the window to activate it, then click
in the zoom box.) Click in the zoom box again to zoom the
window back down (o its original size.

To change the size or shape of a window to specific proportions,
drag the size box that is in the window’s lower-right corner. As with
other dragging operations, you'll see a dotted outline as you move the
mouse and as soon as you let go of the button, the window changes to
the new size.

The size box
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®w Change the shape of the System Folder window so that it is
long and narrow; then try short and wide (see Figures 1-9
and 1-10). (If the bottom of the System Folder window is off
the screen, as in the last illustration, move it back so that you
can get at the size box.)

Special (D

€ File Edit Diew Label

Int HD »
28 items 34.3 MB in disk 45.2 MB available |

¢
System Folder
12 items 34.Z MB in disk 45.2 MB available

Apph‘ca(' X @ %

— Ty

Clippoard  PrintMonitor  LaserWriter

Apple Menu Items Startup Items iCortrol Panels Extensions Preferences

ARRRAT

Scrapbook File  Mote Pad File

Int HD
28 items 34.3 MB in disk 45.2 MB available

[EC= system Folder =012
12 items 34.3 MB in disk 452

Applicaty

System Finder

Figures 1-9 and 1-10. Using the size box to resize a window
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SCROLLING WINDOWS

When a window is sized so that all of its contents are visible, the scroll
bars along its right and bottom edges are empty, or white. When some
of the window’s contents are hidden from view, the scroll bar turns gray.
Sometimes the horizontal bar will be white and the vertical one gray (or
vice versa), indicating that the unseen items are hidden in only one
direction.

= Resize the System Folder window again—uwith the zoom box
and with the size box—noting when the scroll bars are gray
and when they’re white. Make the window small enough,
[finally, so that both the vertical and the bhorizontal bars
are gray.

When the entire contents of the window aren’t displayed at one
time, you can use the scroll controls to change the view. Clicking in the
appropriate scroll arrow moves the contents up, down, left, or right, a
little at a time (see Figure 1-11). Clicking in the gray area of the scroll bar
moves the contents in larger increments (see Figure 1-12).

w (Click in the scroll controls of the System Folder window to
scroll its icons around.

E[= System Folder =0 [ECJ)= System Folder =0 [EC= system Folder =05

12 itemns  34.4 MB in disk 435.2 12 items 34.4 MB in disk 45.2 12 itemns  34.4 MB in disk 435.2
I — System Finder
System Finder

Apple Menu Items Startup ltems

(&1 [0

Apple Menu ltems Startup ltems

Figure 1-11. Using a scroll arrow moves the contents of a window a little at
a time.
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E[]= system Folder =0F| [EC= System Folder =0
12 items 34.4 MB in disk 45.2 12 items 344 MBindisk 452
El
System Finder Apple Menu Items Startup ltems

(€] [0

Apple Menu Items Startup Items

Figure 1-12. Clicking in the scroll bar moves the contents of a window in larger
increments.

Pressing is another mouse technique to try. You already know that
you need to press, not click, the mouse button when you want to drag
something. But pressing is also used instead of repeated clicking in the
same place.

= Point to one of the scroll arrows and press the mouse button.
The contents continue scrolling until you release the button.

The scroll box in the scroll bar indicates what part of the overall
contents of the window you’re looking at. For instance, if one scroll box
is at the top of the vertical scroll bar and the other is at the left of the
horizontal scroll bar, you're looking at the upper-left corner of the win-
dow’s contents. When a scroll box is at the center of a scroll bar, you're

-looking at the center of the window’s contents. You can also use the
scroll box to view a particular area of your window’s contents: Just drag
the box to any position along the scroll bar (see Figure 1-13).

= Try the vertical and borizontal scroll boxes.

Here’s a mildly confusing concept for you: It may seem like the scroll
controls are moving the contents of the window—you saw them move,
right?—but they’re not. Have you noticed that when you click in the up
arrow, the window contents move down? That’s because despite how
everything looks, the scroll controls are moving the window, not its
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E0= System Folder =05|  [ECJ= System Folder =0|
12 items  34.4 MB in disk 45.2 12 items  34.4 MB in disk 452
&)
System Finder Scrapbook File  Mote Pad File

Figure 1-13. Dragging the scroll box displays a different area of the window.

contents. Your window isn’t really moving on the screen, but concep-
tually, it’s the window that’s moving while the contents remain station-
ary. So, a click on the up arrow moves the window up, and its contents,
relatively speaking, move down. By the same token, clicking in the left
arrow moves the window left, and the contents then move to the right
(see Figure 1-14). (Some of the Mac’s visual interface that works so well in
practice sounds confusing when put into words. But try the scroll con-
trols and you’ll see how intuitive they become, despite the fact that your
moving window isn’t moving and the contents move in the opposite
direction of the arrow that you’re using.)

Finally, you can close a window by using the close box in the upper-
left corner.

& (Click in the System Folder window’s close box.

The close box
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Figure 1-14. Using the right scroll arrow scrolls things toward the left because,
conceptually, it's the window that’s moving, not its contents.

Menus

The menu bar at the top of the screen displays the menus available while
you’re on the Desktop. The first one is the Apple menu, followed by

File and Edit. These three menus are almost always available, no matter
what you’re doing on your Mac, although the commands within them
change according to circumstances. The View, Label, and Special menus
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are specific to the Finder. At the right of the menu bar are two more
menus, with icons that serve as “names”: the Help menu and the Applica-
tions menu. These menus, like Apple, File, and Edit, are always available.

Before you use a command, you usually have to indicate, by select-
ing, what the command is going to be applied to. In this case, we want
to open the Trash to see what’s in it, so first you have to select it.

® Click on the Trash can to select it.
= Point to the File menu and press (not click) the mouse button.
The File menu opens, listing the commands available.

w With the mouse button still down, slide the mouse down to the
Open command.

As you pass over each menu command, it’s bighlighted—the letters
reverse to white on black instead of black on white.

w With the mouse pointer on the Open command, release the
mouse button (see Figures 1-15 and 1-106).

The window for the Trash opens, just as if you had double-clicked on
the icon. Now try another command:

= Use the mouse to open the File menu again; this time slide
down to the Close Window command and release the mouse
button there.

New Folder 3N
Open 30
Print
Close Window
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Find...
Find Again

Page Setup...
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& File Edit Uiew Label Special 3]
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Figures 1-15 and 1-16. Using a menu command to open an icon
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The Trash window closes, just as if you had clicked in its close box.
In this case, the Close command was applied to the active window—the
Trash window was active (with the striped title bar) because you had
just opened it. If you wanted the Close Window command to apply to a
different window, you would have had to select that window before
choosing the command.

Sometimes menu commands are dimmed, or gray, in the menu
because you can’t use them in a current situation. If you don’t have an
icon selected, for instance, the Open command is dimmed because
there’s nothing to open; if there’s no window open, the Close Window
command is dimmed.

New Folder 3N
ipen Hedd
Print P
{inse Hindow

Bt infy i
Sharing...
Buplivate Heid
Pl Busny Y
Maks Biiag

Find... F
Find Again %6

Page Setup...
Print Window...

Commands are dimmed in a menu when they don’t apply to the current
situation.

KEYBOARD EQUIVALENTS
Many menu commands have keyboard equivalents or command-key
equivalents. That means you can activate them from the keyboard
instead of choosing them from a menu.

Keyboard equivalents are listed right in the menu next to their com-
mands. To use a keyboard command, you hold down the Command key



A Desktop Tour Q

(the one with the “cloverleaf” symbol on it—sometimes there’s also an
apple outlined on the key) and then press the letter that's shown in the
menu. You keep the Command key down while you press the letter, and
although letters are always indicated in uppercase in the menu, you
don’t have to use the Shift key.

New Folder N
Open 30
Print ®P
Close Window W

Although Command-key equivalents are shown as uppercase letters, you don’t
bave to use the Shift key when you type them.

Try this:
w (Click in the Trash icon to select it.
® Press Command-O.

The Trash window should open just as if you had double-clicked on
the icon or used the mouse to choose Open from the File menu. Now:

= Press Command-W,

This closes the window—it’s the same as using the mouse to click in
the close box or choosing Close from the File menu.

The Help Balloons

Now that you know how to use menus, you can access the Mac’s built-in
Help function. The Help menu is the “balloon” with the question mark
that’s at the right of the menu bar. To turn on the help feature, select
Show Balloons from the menu.
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About Balloon Help.
Show Balloons
X
Finder Shortcuts

Now, whenever you point to something on the screen (you don’t
have to click on it) a helpful balloon of information appears. Pointing to
any icon, for instance, gets you a description of what the icon stands for
(see Figure 1-17).

This is an application—a
‘ZK’I program with which you can
HL perform a task or create a

Hard disk docurnent. Applications

include word processors,
& hard disk iz a graphics programs, and
device that stores spreadsheets.

large numbers of - ]

files and folders.
O )&t
Docun ™

FileMaker Pro

This is a folder—a
storage container in
which you can place
related files. Folders can
contain files and other
folders.,

System Folder

The Systern Folder contains
files and programs that your
Maczintosh needs to operate.

, ~ER o

Systern Fc.;lder
Figure 1-17. Pointing to an icon opens a Help balloon description of that icon.
Sometimes the description will change slightly, depending on the

state of the icon. Figure 1-18, for instance, shows the difference between
pointing to an empty Trash icon and a full Trash icon.
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7 Y
Trash
F '
Trash To discard an item or eject a disk,
drag it to the Trash. To recover an
To discard an item or eject a itern, open the Trash icon and drag the
disk, drag it to the Trash. To item out of the Trash window.
permanently remove all items in
the Trash, choose Empty Trash The Trash is bulging now because
from the Special menu. there is something in it.
L Y
Trash Trash

Figure 1-18. A balloon description can change depending on the state of an
icon.

Pointing to various spots on a window provides information about
that part of the window—so if you forget what the zoom box does (or
what it’s called), you can point to it and find out. You can also point to
any other section of a window for help. The composite picture in Figure
1-19 shows some of the balloons you get from within windows.

Close box
This is the amount of
disk space used on
the disk (in
megabytes).

To close this
window , click here.

9 itergs 336 MBfndisk  45.9 MB avajlable
N PN
This is the This is the amount of
number of files D disk space free on
and folders in the disk (in

this window. megabytes).

Size box

- | To change the height and

- width of the window,
-System Folder Financd  draq the size box.

v,
2l

Figure 1-19. You can even get information about parts of a window.
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To turn balloon help off, choose the Hide Balloons command from
the Help menu. (You'll get a description of the command as you choose
it, but that won’t interfere with the command itself.)

About Balloon Help

Hide Balloons

Turns balloon |p:
help off, Finder Shortcuts

More Desktop Procedures

You've already learned the basics of your Macintosh Desktop. Here are a

few more operations you can perform based on what you already know.
To get ready:

® [f the disk window isn’t open, double-click in the disk icon to
open it.

® [f the disk window isn’t active, click anywhere in it to activate
it.

The disk window has to be opened and active so that the next
command will work.

CREATING AND NAMING FOLDERS

Folders are used on the Desktop to organize the information on your
disks. To create a new folder:

w Choose New Folder from the File ment.

A new, empty folder appears in the window (see Figure 1-20).

There’s a distinction—both visual and practical—between an icon
being selected and its name being selected. When just the icon is
selected, the icon and its title are highlighted; when the name is
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Figure 1-20. A newly created folder is automatically selected and ready for its
title to be edited.

selected, everything’s still highlighted but the name is surrounded by a
frame. If you type something while an icon’s selected, nothing happens;
if you type when the name is selected, you change the name.

When a folder is created, it and its name (Untitled Folder) are
automatically selected. If you've clicked someplace else by mistake and
deselected it, you have to click on the folder’s name, not just the folder
itself, in order to edit it.

i

Untitled F LIntitled

older
3

Left, selecting an icon; right, selecting a title

You can change the folder’s title to anything you want. With the
folder’s name selected:

= Type a new name—1try First Folder if you can’t think of any-
thing more creative.
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Since the entire title was selected before you started typing, the
typing you did replaced the selected text—that’s one of the rules of
Macintosh text entry.

Now make another folder:

= Choose New Folder from the File menu again.
= Leave the title as Untitled Folder:

PUTTING ICONS INTO OTHER ICONS
Try putting the first folder inside the second one:

= Drag the First Folder icon until the mouse pointer is on top of
the Untitled Folder icon. As usual, the outline of the dragged
item moves with the mouse. The Untitled Folder icon turns
black when you're on top of it. Release the mouse button, and
the First Folder disappears and the Untitled Folder turns white
again (see Figure 1-21).

& Untitled Folder

Figure 1-21. Dragging a folder into anotber folder

]

Untitled Folder

That’s how you put one icon into another one—whether you'’re
putting files or folders into folders, something into the Trash, or even
moving things from one disk to another: Drag the icon into the “target
until the target turns black and then release the mouse button.

»

Now, take the first folder out of the second folder:
& Open Untitled Folder by double-clicking in it.

You'll see the First Folder inside it.
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=  Drag the icon of the First Folder out of the Untitled Folder win-
dow. Wherever you release the mouse button is where the folder
moves to—put it back in the disk window (see Figure 1-22).

Int HD
28 items 24.3 MB in disk 45.2 MB available Int HD
= 28 items 34.3 MB in disk 45.2 MB available
O
Pl . r
pplications Documents Utilities Untitled Folder E]
B Applicati t tiliti
/ \ pplications Documents Utilities Untitled Folder
@ ] ] o = = L
sustsSC]=—— Untitled Folder —=——=H1z First Folder
1 item 343 MBindisk 452 MB available SysteST]=——= Untitled Folder HIE
Ka K> 0 item 34.3 MB in disk 45.2 MB availablg
- ] Q_
%4
K] [D= z
Ka] [P

Figure 1-22. Dragging a folder out of another folder

= Close the folder window by clicking in its close box.

USING THE TRASH

You're finished with the folders, so you can drag them into the Trash.

First, select them both:

= Click on one of the folders to select il.

® Hold down the Shift key and click on the other folder:

Both folders are now selected. This method of extending an original
selection to include something else is called shift-clicking (see Figure
1-23). Without the Shift key, clicking on the second folder would have

deselected the first.
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Untitled Folder

(]

Untitled Folder

First Falder First Folder First Folder

First Folder

Figure 1-23. Clicking on another folder normally deselects the first, but if the
Shift key is beld down, the second one is added to the selection.

=  Grab either icon with the mouse and drag it to the Trash.

As shown in Figure 1-24, outlines of both icons will move (unless
you clicked on one of the folders after selecting them both—when you
start the drag, you have to keep the mouse button down or it’s
interpreted as a click and, therefore, a new selection).

28 items 34.3 MB in disk 45.2 MB available

Applications Documents Utilities -

System Folder  Finances

Figure 1-24. Dragging one item in a multiple selection moves all the selected
items.
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Drag until the mouse pointer is on top of the Trash can; when the
can turns black, release the mouse button. The Trash fattens to let you
know that something’s in there.

Empty and full Trash cans
w  Double-click on the Trash can to open its windouw.

You'll see the two folders that you dragged into the Trash. The Trash
serves as a holding area for the files and folders you want erased from
the disk. You can put as many items as you want into the Trash, but you
can take them right back out again if you change your mind. When you
want to erase the files, you use the Empty Trash command in the Special
menu. But don’t empty the Trash yet—we’re going to use these folders
to demonstrate one more important Macintosh concept.

The Clipboard

The Clipboard concept is central to Macintosh computing; it pioneered
the easy transfer of information between documents—even between
documents from different applications. With the Clipboard you could
put a picture into a word processing document, or you could add to that
same document a table that you created in a spreadsheet.

The Clipboard is a temporary storage area. You put material on it by
copying or cuiting it from the original source—using the aptly named
Copy and Cut commands in the Edit menu. The Clipboard holds only
one item, so copying or cutting something new to it replaces whatever
was already there.

Once something’s on the Clipboard, you put it someplace new by
pasting it down—with the Edit menu’s Paste command.
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You can use the titles of the two folders in the Trash to experiment
with these commands.

& Click on the name First Folder underneath the folder’s icon so
that it’s selected for editing—you’ll see the frame around it.

& Place the mouse cursor anyplace within the word First under
the icon and double-click. (When the mouse cursor is over the
Jfolder’s title, it changes from the arrow to the I-beam, or text
cursor.)

The arrow changes to the text cursor when it’s over the folder title.

When you double-click on the word, the entire word is selected—
this is a basic Mac text-editing technique (see Figure 1-25).

S(=——————— Trash —————————13|
1l 2 iterns

it

Untitled Falder o

=l HEE

Figure 1-25. Double-clicking on a word selects it.
= Choose Cut from the Edit menu.
The word disappears from the folder title.

w Click on the Untitled Folder title to select it,
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& Place the mouse cursor between the words Untitled and Folder
and click.

When you click the I-beam anywhere within text, you leave behind a
blinking vertical line—this is also referred to generally as a cursor, or the
blinking cursor, but specifically it’'s known as the insertion point. It
shows you the spot you're working on in any text: If you type, the letters
appear at the insertion point; if you use the Delete key, the deletion
begins at the insertion point. And if you paste something, the pasted
material appears there.

= Choose Paste from the Edit menu.

The word First is inserted between Untitled and Folder. If the title
really mattered, you'd have to insert a space before or after the pasted
word (it depends on where, exactly, you pasted it—before or after the
existing space between the two original words).

The Clipboard retains whatever you’ve placed on it until you cut or
copy something new to it (or until you shut off the computer). With the
cursor still blinking in the folder’s title:

= Choose Paste again from the Edit menu.

Another copy of the word First is pasted into the title. Of course,
UntitledFirstFirst Folder is a pretty strange title, so:

= Choose Undo from the Edit menu.

The folder title reverts to its original title, Untitled Folder. Undo
cancels the last thing you did. If you had just typed something into the
title, that would disappear—and if you had typed over something else by
selecting the text before you typed, then Undo would restore the
original text (see Figure 1-26).
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Untitled Folder

Figure 1-26. 1) Double-click to select a word; 2) Cut; 3) Click to place the
insertion point; 4) Paste; 5) Paste again; 6) Undo.

Dialog Boxes

A dialog box is a special way to communicate with the computer or
with the application you'’re running. It may have buttons you can push
or check, boxes you can type in, lists you can select from, and even its
own menus that pop up at the press of the mouse button.

An alert is a simple dialog that doesn’t provide much in the way of
dialog—it just warns you about something and asks if you want to



A Desktop Tour @

proceed, or it lets you back out. Since you have two items waiting to be
emptied from the Trash, you can see an alert dialog (and use your first
button):

= Choose Empty Trash from the Special menu.
w A dialog box appears telling you what’s in the Trash and

asking if you really want to empty it (see Figure 1-27). ClickR
in the OK button.

The Trash contains 2 items, which use 2K
of disk space. Are you sure you want to
permanently remove these items?

Figure 1-27. This dialog box appears when you choose Empty Trasbh.

The folders are erased from the disk and the Trash can icon reverts to
its slim, empty self.
You can take a look at another dialog box from the Desktop:

= Choose Print Directory from the File menu.

The exact dialog you get depends on which printer you’re using, but
it will look something like one of Print dialogs shown in Figure 1-28.

This isn’t a complicated dialog, as dialogs go, but you get to use
another button:

= (Click in the Cancel button to pul the dialog away.
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Figure 1-28. Print dialog boxes

Shutting Down

Now, the simplest operation of all—shutting down the computer.
Simple, yes, but there’s still a right way and a wrong way to do it. Just
shutting off the power to the computer is the wrong way. The right
way is:

= Choose Shut Down from the Specical menu.

This gives the Mac a chance to do last-minute housekeeping before
you turn it off. Sometimes what you think is done is only done on the
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Restart

Shut Down
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screen, and the information hasn’t yet made it to the disk that stores the
information for the next time you turn on the Mac. The Shut Down
command updates whatever disks you've been working with, ejects any
floppy disks you’re using, and shuts off the power. (In some models, you
have to shut off the power yourself—when the housekeeping’s finished,
you get a dialog box that tells you it’s safe to shut off the Mac.)

You've learned a little bit about a lot of different things in this chapter:
the basics of working on your Desktop and interacting with your Mac
using the mouse and through menus and dialog boxes.

Each of the topics encountered in this chapter are more fully explored
in their own chapters throughout the rest of the book.
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ABOUT THIS CHAPTER

The material in this chapter is pretty generic, in two ways. First, the bulk
of it applies to computers in general, not just to the Macintosh. Second,
even the information that is Mac-specific is treated in only a general
fashion. For instance, you'll find out what RAM is, but for information
about how much RAM you need in your Mac and how to divvy it up
among various tasks, you’ll have to check later chapters.

This chapter is more than just Computer Basics 101 (although it’s
that, too); it contains information and defines terms that the rest of the
book assumes you’re familiar with.

HOW MUCH DO YOU NEED TO KNOW?

There are many levels of understanding something. A child knows what
makes a car go. A grownup gets in and drives.

Or is this what makes a car go: You turn the key in the ignition,
manipulate the gas and brake pedals, and turn the steering wheel. You
also follow lots of rules (like which side of the road to drive on and what
traffic lights mean), but it’s that key and those pedals and the steering
wheel that really make it go.

Or is this what makes a car go: the major automotive systems—the
engine, ignition, lubrication, fuel, cooling, electrical, and drive systems.
You might even be able to make a reasonable guess as to the cause of
minor problems and replace some subassemblies when necessary, as
well as change the oil and filter, and even a tire.

Or is this what makes a car go: the engine that is basically an air
pump drawing in air (because of decreased pressure caused by the
intake stroke of the four-stroke cycle) to be mixed with fuel vapors that
are ignited at the appropriate instant, burning at temperatures greater
than 4500° F when the expansion of the air (due to the intense heat)
drives a piston down on the power stroke, and the crankshaft that
converts the linear motion of the piston into the rotary motion that is
ultimately transmitted to the wheels.
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So there are lots of levels of understanding how something works.
But you don’t have to know that all the other automotive systems
support the primary engine four-stroke cycle if you want to drive a car—
the ignition key does the trick. (For that matter, a child with a coopera-
tive adult doesn’t even need to know about the ignition key to get the
car to go.)

To operate your Mac, you certainly don’t need the level of
understanding implied by the complexity of Figure 2-1.

Figure 2-1. You don’t need to Rnow about all this to use your Mac to the fullest.
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But merely turning the key and driving away is good only at the
beginning, while you're learning about the machine. To get the most out
of your computer, you need to know a little bit about what’s going on
under the hood. Then you’ll understand why you’re doing what you’re
doing (most of the time, anyway) and be able to figure out what’s going
on when things aren’t happening quite the way you expect them to (lots
of times, anyway). You’'ll also be able to avoid many problems and
troubleshoot the inevitable ones. And, with the basic jargon under your
belt, you'll be more likely to understand any solution offered by a book
you've looked something up in or an expert to whom you’ve turned
for help.
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Figure 2-2. Just bopping in and driving away is good only at the beginning.
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THE INFORMATION PROCESSOR

Basics

A computer can do a lot of things, but every activity boils down to one
concept: the manipulation of information. You put information (data) in,
the computer does something, you get information back—and you can
store the data along the way. Everything in or attached to the computer
is involved in one or more of these four basic computing functions:
input, output, processing, and storage.

Input and Output

Your main input devices are the keyboard and the mouse, and your main
output devices are the screen and the printer (see Figures 2-3 and 2-4).

Figure 2-4. The monitor and the printer are your main output devices.

There are other ways to get information in and out of your computer:
Sound goes in through a microphone and out through a speaker; text
and graphics can be entered into the computer from printed material
through the use of scanners; and information comes in from and goes
out to other computers through a network connection or a modem, the
device that connects a computer to a telephone line.
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Storage

Most computer information committed to long-term storage is stored on
magnetic media, disks and platters that can take a magnetic charge.
Since computers work with units of information that are simply zeroes
or ones, and each tiny particle on a disk can be charged either positively
or negatively, using magnetic media is a handy way to store computer
information.

Floppy disks and hard drives are the most common storage devices,
but there are others, too, like tape systems for backing up important
work, and CD-ROM drives for holding vast amounts of data in a very
small space.

Processing

The interface may be the Mac’s heart and soul, but its brain is its central
processing unit, or CPU. This is where the most important work is done.
Whether it’s as simple as figuring out which key you’ve pressed on the
keyboard and displaying it on the screen, or as complex as solving a
formula that takes into account thousands of spreadsheet entries spread
across several separate files, the CPU manipulates and transforms the
information.

The CPU is also referred to as the processor, processing chip, or
simply, the chip (because it’s made from a slice, or chip, of silicon).
There are other kinds of chips in the computer, too, but “chip” by itself
usually means the processor. Processor chips are generally referred to by
the numbers assigned by their manufacturers. Macs use Motorola
processors from the 68000 series—the higher the number (it usually
increases by tens), the more advanced the chip’s capabilities.

The term microcomputer comes not from your desktop computer’s
size in relation to its big mainframe cousins, but because its CPU is a
single component, or microprocessor. (The CPUs in large computers are
made of many components.)
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RAM AND ROM

Basics

Memory chips store information electronically, as opposed to the
magnetic storage used on disks. A memory chip has thousands (even
millions) of microscopic electronic switches that can be in either an on
or off position.

Memory chips bave thousands of switches in on and off positions.

In some cases, the switches are permanently set in their positions.
This is ROM, or read-only memory: It can’t be changed, but the
computer can “read” it—can get information from it—at any time.

In other memory chips, the switches are set and reset as you operate
the computer. They remain in position only as long as they’re being fed
electricity, so when you shut off the computer, the information stored on
these chips is lost. This is RAM, or random-access memory. The com-
puter can jump directly to any spot (called an address) in RAM to
retrieve data stored there without having to wade through everything in
front of it.

ROM is also accessible at random spots, so that’s not the difference
between the two. The real difference is that ROM is permanent infor-
mation “hard-wired” into the computer, and RAM is changeable and
temporary.
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MEASURING INFORMATION

Basics

When we discuss a computer’s capacity for handling information, the
basic unit of measurement is a bit. A bit is the smallest piece of informa-
tion you can deal with, and it can represent one of only two things. It
doesn’t matter much what those two things might be: on-off, yes-no,
black-white, zero-one.

The word bit comes from binary digit. In the binary numbering
system, there are only two digits, and since the computer uses electrical
switches that can be either on or off at any given time, a binary
approach is the logical one for computers.

Binary Numbering

Our decimal numbering system uses ten digits, zero through nine, and
relies on a digit’s position in a number to define what it actually stands
for. As you move a place to the left in a series of digits, the number that
place represents increases, with each position representing a power of
10. As shown in Figure 2-5, the first position (counting from the right)
stands for ones; the second place stands for tens, the third is for hun-
dreds, and so on. Putting the digit 5 in the third place makes it represent
5 hundreds, or 500—the zeroes act as place holders.

104 [ 103 | 102 | 101 | 100
{10,000))(1,000) | {100} | (10} | 1)

Figure 2-5. Place values in decimal numbering

The binary number system uses only two digits: zero and one. Just as
in the decimal system, the position of a digit defines its value. The place
values for binary numbers increase by powers of 2 instead of 10. As
Figure 2-6 shows, that means the first place (again, counting from the
right) stands for ones, the second position stands for twos, the third
place is for fours, and so on. Putting the digit 1 in the third place makes
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24 23 22 21 20
(163 (3} (4} (2} {13

Figure 2-6. Place values in binary numbering

its value 4; a 1 in the fourth position stands for the number 8. As in
decimal numbering, you use zeroes as place holders, so 100 binary
equals 4, while 1000 binary is 8. (Since there are only the two digits in
binary numbering, you get long strings of numbers very quickly.)

“121” is equal to one hundred twenty-one in decimal because (read-
ing from the right), the first digit shows how many ones there are, the
second shows how many tens, and the third, how many hundreds. As
shown at the top of Figure 2-7, 1 hundred, 2 tens, and 1 one equals 121.

In binary, however, 1111001 represents one hundred twenty-one.
Reading from the right, as shown at the bottom of Figure 2-7, that string
of binary digits represents 1 one, no twos or fours, 1 eight, 1 sixteen, 1
thirty-two, and 1 sixty-four. Added together, the total value of 1111001
binary is 121 decimal.

Decimal 121
102 | 101 | 100
{100y | (10) | (1)

10020 + 1 =121

Place values

Numbers

Binary 1111001

Figure 2-7. The decimal and the binary computations of one hundred
twenty-one

If you look at some of the larger “round” numbers in binary, listed
below, you'll see some of the “magic” series of computer numbers. So if
you ever wondered why the first three Macs were released with 128,
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512, and 1024 kilobytes of memory instead of some other sequence after
the original 128, or why current memory chips are available in 256 and
1024 kilobyte sizes, now you know it has to do with the binary system
of numbering that computers know and love.

Binary Decimal
10000000 Q7 = 128
100000000 2% = 256
1000000000 2% = 512
10000000000 Q1% = 1024

Bits, Bytes, and Beyond

A bit is such a tiny unit that we deal with the larger ones based on it.
Eight bits make a byte. Early microcomputers actually had their minis-
cule memories measured in bits and bytes, but a kilobyte is, practically
speaking, the lowest common unit of measurement for today’s personal
computers.

A kilobyte (abbreviated as simply K) is 1024 bytes. Kilo normally
means 1000, but in the binary world of computers, 1024 is the nearest
“round” number to a thousand.

The original Mac had 128K, and the next had 512K, with the Ks
referring to the amount of memory in the machines. The Mac Plus
weighed in with a hefty (for its time) 1024K. Current Mac models start
with 2048K, but most are easily upgraded to 4096K, 5120K, or 8192K.

Since these numbers get pretty unwieldy, we need the next unit of
measurement for convenience. (Just think what would happen if you
had to use feet as a unit of measurement instead of miles. It’s not so bad
if you’re referring to a building lot that’s 50-by-100 feet, but do you think
you could run a four-minute 5280 feet? Is your nearest user group a
distance of 105,600 feet from home?)

The next unit of measurement is a megabyte, referred to as a meg
and abbreviated as M, Mbyte, or MB. It’s made up of 1024K, or 1,048,576
bytes (more than a billion bits). In round numbers, that’s a thousand
kilobytes, or a million bytes. The amount of RAM in your Mac, and the
capacity of a hard drive, are referred to in megabytes.



e Chapter 2: The Thinking Machine

Here’s a roundup:

8 bits = 1 byte
1024 bytes = 1 kilobyte
1024 kilobytes = 1 megabyte
NECESSARY JARGON
Basics

Rather than stick these terms at the back of the book in a glossary of
some sort, they’re right up front where you’re more likely to read them.
Some (like “software” and “application” and “document”) are absolutely
necessary for you to know; others are convenient (very convenient) for
you to know.

Hardware and Software

The hardware of the computer is its electronic and mechanical compo-
nents, the parts that you can pick up and move around. By itself, hard-
ware doesn’t do anything; software is the key to getting your vehicle
moving. Software is what you can’t touch, the programs, or sets of
instructions, that control the hardware and tell it what to do.

Most programs are stored on the disks that the computer accesses,
but some of the computer’s basic instructions are permanently stored in
its hardware, in ROM. This type of software/hardware hybrid is
sometimes called firmware.

The information in ROM and additional information read in from a
disk make up the computer’s operating systemn—the basis from which
you can interact with the computer and run other programs for produc-
tive work, or for fun and games.

When a computer is designed to do more than one thing at a time—
for example, to let you type while it’s working on recalculating a gar-
gantuan spreadsheet or to let you draw one picture while another’s
being processed for printing—it’s said to be multitasking.
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A bug is a design flaw, usually in a software program, but it’s far from
unheard of in hardware. Bugs can be minor and merely annoying or they
can be major and crash, bang, or bomb your program or your entire
system. Crashing renders your computer temporarily useless—the screen
may go blank, the mouse cursor may freeze, or input from the keyboard
may be ignored. Many times you have to reboot—start up the computer
all over again—to get back to work.

:

Inside the Computer

Besides the main processing chip, many computers have a coprocessor
that’s a whiz in some specialized area—mathematical computations or
graphics handling, for instance. In the Mac world, it’s usually a math
coprocessor we're referring to. When things get complicated, the main
chip forwards the problem to the coprocessor, which takes care of the
problem and sends the answer back.

Which processor is in a computer, and whether or not there are
coprocessors, affect the speed of computer operations. But every
computer marches to the beat of its own drummer, which is a quartz
crystal that beats millions of times each second in response to an
electric current. The beats control things like how often the screen is
refreshed and when the CPU checks what’s going on at the keyboard
or with the mouse. Hertz is a measurement of cycles per second;
megahbertz is a million cycles per second. A Mac running at 8 MHz is
ticking away at 8 million cycles per second. This is referred to as its
clock rate or clock speed.

Another factor that affects the computer’s speed is the size of the
bus (path) that it uses to transfer data. Macs based on the 68000 chip
move 16 bits at a time on the bus; the data buses in 68020- and 68030-
based machines handle twice that—32 bits at a time. The size of the data
bus is what'’s being referred to in the description of a computer as 16 bit
or 32 bit.
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The memory chips that go in a Mac are in units called SIMMs
(pronounced as a single word), for single in-line memory modules.

Slots are the places you put cards or boards—special or additional
computing power that you can snap into your computer so it can handle
something not in its main design. Running a large monitor, for instance, is
not always a built-in proposition; with some models—you need a video
board in your computer so that you can connect your monitor to it.

Outside the Computer

Peripherals are the hardware devices that you attach to your computer;
the keyboard, the mouse, and the printer are all peripherals. You plug
them into ports on the computer. (Apple, in keeping with its friendly
computers-can-speak-English approach, uses the term connectors.)

o =1

B @0

Some of the connector shapes on the back of your Mac

Serial and parallel ports are the two major types, and their names
describe how information is transferred across their cables and through
the connectors. A serial port handles a stream of bits, one at a time. A
parallel port is more like a multilane highway: each byte is divided up
into its 8 bits of information and they travel in parallel, leaving one place
and arriving at another at the same time. (Obviously, parallel portage is a
lot faster.)

SCSI (pronounced “scuzzy”) stands for small computer serial
interface, and it’s a standard connection in the computer industry,
although Apple implements it in a slightly nonstandard way. Most hard
drives and other storage devices (like CD-ROM drives) are SCSI devices.
Apple also has its own special standard connection called ADB, for
Apple Desktop Bus. It’s the round connector used for the keyboard and
the mouse.
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When two or more computers are connected, you have a network—
even if they're just connected to the same printer. Exchanging files
between computers on a network is called file sharing; sometimes it’s
done through a file server, which is an intermediary, central computer.

Macintosb Terminology

The Mac’s approach to popular computing was so innovative in so many
ways that it introduced a host of new terms to the computing lexicon.
First, and probably foremost, there’s its graphical interface that uses
little pictures called icons to represent information; you work with the
icons on the Desktop, the main screen that lets you manipulate the
information on your disks.

While file is still the general term that refers to any discrete collec-
tion of information on a disk, the Mac uses the term application for any
program that lets you create something, and document for the thing that
you create. While on other computers you run a program, on a Mac you
launch an application.

The Mac also introduced desk accessories, little utility programs that
you can run at any time no matter what else you are doing: You don’t
have to quit out of a word processor if you just need the Calculator for a
minute, or stop using your spreadsheet if you want to jot something
down in the Note Pad. And when you want to move information from
one place to another, you can just cut or copy it to the Clipboard, where
it stays so you can paste it down someplace else.

The Calculator—the quintessential desk accessory
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SUMMARY

This chapter introduced dozens of general computer terms and concepts
that you'll be familiar with in no time. The next chapter takes you back
to terms and operations that are strictly Macintosh.
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ABOUT THIS CHAPTER

The famous Mac interface has many components, and each component
has many facets. A button on the screen, for instance, is a basic way to
communicate with the Mac—but there are three kinds of buttons, and
each is used to indicate a different kind of information.

The Macintosh interface is more than just what’s on the screen,
though. The mouse and special keys on the keyboard are just as
important, as are concepts like the Clipboard and the Undo command.

THE MOUSE

Basics

When you roll the mouse around on your desk, the mouse cursor on the
screen moves accordingly. By moving the mouse and clicking its button,
you can interact with the Macintosh—give commands, draw pictures,
and move things on the screen. Everything you do with the mouse is
based on four basic operations: point, click, press, and drag.

The mouse

Try using a mouse pad—a small, inexpensive rubbery pad that is
available at any computer store—under your mouse for good traction.
(It also reserves rolling space on your desk.)

If you're using a mousepad and come to its edge (or if you're at the
end of your comfortable reach or the empty space on your desk), just
pick up the mouse and put it back down in the center or at the other
end of your “rolling area.” Since the mouse cursor on the screen moves
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in response to the rolling of the ball at the bottom of the mouse, nothing
moves until you put the mouse back down—and, when you do, the
movement continues from the spot where you left the cursor.

Cursors and Hot Spots

The appearance of the mouse cursor changes depending on what
program you’re in and what you’re doing.

There are three basic mouse cursors. The arrow, or pointer; is
available when you’re using menus or manipulating windows or other
objects on the screen. The text cursor, or I-beam, appears whenever the
cursor is over text. The wristwatch shows up when the Mac’s busy
processing something and it indicates that you’re not allowed to do
anything (sometimes the hands on the wristwatch spin around while
you'’re waiting).

S

Basic cursors

On every cursor—and there’s a plethora of cursors in various Mac
applications—there’s a hot spot, the one point that really counts. When
you’re using the arrow, whatever the very tip of the arrow is pointing to
is what gets selected or dragged. The entire arrow doesn’t have to be
within the area you're selecting—but if all except the tip is inside, you
won’t be selecting what you want.

‘J’fi'\t] Cal F.t_gr]

™ e
v v X

The tip of the arrow is what counts.
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Finding a cursor’s hot spot is usually so intuitive that you don’t have
to think about it—you just use it and things generally happen the way
you expect. The center of a cross-hair cursor, the tip of a lasso, the point
of a pencil, and the leading edge of pouring paint are all examples of
cursor hot spots.

AR

D

Cursor “bot spots” vary but are usually predictable.

Although “cursor” generally refers to the mouse cursor, there’s
another kind of cursor, too: the blinking vertical line that indicates
where you'’re working in text. This special indicator is the insertion
point, but it is also often referred to as a cursor.

Point, Click, and Double-Click

Pointing with the mouse is simply moving it so that the cursor on the
screen is touching something.

Clicking the mouse is briefly pressing its button and then
immediately releasing it. A click of the mouse is used to select something
on the screen, to place an insertion point in text so that you know
where you're typing, or to “push” a button. (All the italicized words are
covered in detail in later sections.)

() @ (2] B [eicang e

clicking in|text i

Clicking in a button, on an icon, and in text
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The most-often used variation of the click is the double-click—two
clicks in rapid succession. A double-click often “opens” something—a
disk or folder on the Desktop or a document in a list. A double-click is
also used in text to select a whole word rather than having to drag across
the word. Some programs use triple-clicks and even quadruple-clicks to
signify something special.

Press and Drag

A press of the mouse button is just what it sounds like—-you hold the
button down instead of releasing it immediately. In some situations, you
press the button without moving the mouse to get some continued
action. A press in a window’s scroll arrow, for instance, keeps the
window’s contents scrolling. But a press of the mouse button is most
often used in conjunction with moving the mouse—an operation called
dragging.

Dragging is somectimes done with the mouse cursor to describe a line
or shape. When you're on the Desktop, you drag the pointer to draw a
rectangle for selecting icons (see Figure 3-1).

Misc Wword Mise | ‘Word Mise word
[ ] [ ] [ ]
Systern Folder  Utilities System Folder  Utilities System Folder  Utilities

Figure 3-1. Dragging a rectangle on the Desktop

When you’re in a graphics program, you drag the cursor—it’s usually
shaped like a drawing tool—to define a line or shape.

CQU? ) /

Dragging a graphics tool
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When you drag the text cursor, you select the text that you're
dragging across.

Dragging across text selects it

across te:t|EREMERE

Dragging

Often, though, you’ll be dragging an item—not just the cursor. To
drag something, you grab it by pressing the mouse button when the
pointer’s on the item, drag it (or its outline), and then let go of the but-
ton when the object is in the desired position. On the Desktop, you drag
icons from one place to another. In many graphics programs, you drag
elements around in the window to place them where you want them.

Dragging an icon

Also See. ..

= The speed at which you need to double-click the mouse button for it
to be interpreted as a double-click instead of two single clicks and the
mouse’s tracking speed (how fast the cursor moves across the screen in
response to rolling the mouse) are both settings that you can control.
See Chapter 11.

THE KEYBOARD

Basics

Because the Mac, even when used for word processing, is SO much more
than a typewriter, its keyboard goes beyond the standard alphanumeric
keys that you'll find on typewriters.
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There are several different keyboards available for the Mac—there
are even keyboards from companies other than Apple. They all have
certain keys in common, although some offer more special-function keys
and put certain keys in different positions on the keyboard.

Figure 3-2 shows Apple’s Extended Keyboard.

F4 I|FS |F6 |F7 ‘FB ”F9 |F10‘F11|j12| IF13|F14‘F15—|

- |F1 ‘rz F3

undo cut copy paste

page

N " 2 ‘3 |4 ‘5 IE‘ |7 \8 |g ‘0 |' ]= ldelete help |home | up clear] = |% *
: del page

tab [Q |w |E [R |T |Y Ju [1 Jo |p L |1 & B> lend |down| |7 [8 [ |-

S P L L P P P P O P als |s [+

shift Z |4 |c|v |B [N M [, |4 |shift 1 t |2 3

control [option |5 38 5 38| option |control l(—“ 'J/ . 0 enter]

Figure 3-2. The key layout for an extended keyboard.

Modifier Keys

All Mac keyboards have three modifier keys, and some have a fourth. A
modifier key is one that doesn’t do anything by itself, but it modifies the
basic function of whatever key you use with it.

shift |

contral |option |5 3€|

The modifier keys

The Shift key changes the character you're typing from the keyboard,
just as it does on a regular typewriter.

The Option key acts as a second Shift key, letting you access further
characters from each key on the keyboard.

The Command key (the one with the cloverleaf symbol, and
sometimes also an apple outline on it) is used to give commands from
the keyboard instead of from menus.
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The Control key isn’t available on all keyboards, so it has yet to have
a very specific function in the Mac world. It usually serves as an
additional Command key.

The four modifier keys are often used in combination. For instance,
Shift-P will type an uppercase P, Option-P will type the pi symbol (1),
and Shift-Option-P gives the uppercase pi ( [1).

Cursor Control Keys

There are two types of cursor control keys that control the location of
the insertion point in text. (They don’t control the mouse cursor.)

The arrow keys appear on all but the earliest Mac keyboards,
although they’re in different locations on different keyboards. The
arrows are used to move the text insertion point one letter at a time
horizontally, or one line at a time vertically.

page
ome | up

paqge
wlend [down

Cursor control keys

The Home, End, Page Up, and Page Down keys are available on
extended keyboards. Their functions vary slightly from one application
to the next. Home and End, for instance, may move the cursor to the top
or bottom of the current screen of text, or to the beginning or end of the
document. Page Up and Page Down might move the cursor forward and
backward by a “page”—that’s a screenful of text—or by what would be a
printed page of the document.

The Numeric Keypad

Extended keyboards have numeric keypads that make number entry
more convenient. Standard mathematical operators are on the pad, too
(the asterisk is for multiplication and the slash is for division), as is a
period that can be used for decimals.



@ Chapter 3: Interface Basics

The Clear key in the numeric pad is used with mathematical
programs like spreadsheets and desk accessories like the Calculator to
clear the last numeric entry you made. In many cases, the key with the
equal sign and the Enter key perform the same function. The Enter key is
also used instead of the Return key for many Macintosh operations.

clear| = | *

0 . enter]

The numeric keypad

The Clear key usually has a second label on it: Num lock, or
“numeric lock.” In programs that enable the keypad to function in two
ways—sometimes as a cursor control pad, sometimes for number
input—the Clear key toggles the keypad between those two states.
When you’re in numeric lock, you can type numbers. (Extended
keyboards have a light labeled “num lock,” but few Macintosh programs
actually use it.)

Function Keys

There are fifteen function keys along the top of an extended keyboard.
These keys perform various functions in different programs but are most
often used when you build your own macros and have to assign them to
a key. ( A macro is a series of commands executed by a single key press.
Apple’s MacroMaker program is covered later in this book.)

Almost all programs recognize F1 through F4 as Undo, Cut, Copy,
and Paste commands (they’re labeled that way right on the keyboard), so
you can use the function keys instead of selecting those commands from
the Edit menu.
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F1 [F2 [F3 |F4 FS [F& |F? |F3
undo cut copy paste

The first four function keys are “bard-wired” to Edit menu commands.

Special-Purpose Keys

The Delete key (labeled Backspace on older keyboards) is available on
every keyboard. It’s used to move the blinking text cursor backward one
character at a time, erasing a character at a time. It’s also used to erase
selected material (text or graphics) in a document.

The Forward Delete key (on extended keyboards) deletes the
character in front of the blinking text cursor, and also sometimes—
depending on the program you’re in—erases selected material.

delete

The standard Delete and Forward Delete keys

The Esc (escape) key on larger keyboards works in most applications
as a Cancel command.

esc

The Escape key

Some applications use the Help key (on extended keyboards) to
switch you into a “help mode” where you can get information about the
program. If you're working in an application that doesn’t, in effect,
acknowledge the existence of the Help key, you sometimes get a printed
character when you press the Help key.
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Not all applications make use of the Help key.

And, finally, we come to the key you’ll use before all the others—the

Startup key. Most Macs use this key—just press it and the computer is
turned on.

<]

The Startup key

Also See. ..

= Chapter 6 explains how to use the Option key to access special
characters from the keyboard.

* The different types of keyboards (and their pros and cons) are covered
in Chapter 12.

Basics

Using menus is one of the basic ways you communicate with your Mac.
No matter what application you’re in, there’s usually a menu bar along
the top of your screen that has menu titles in it. Sometimes menu icons
are used instead of titles.

When you point to a title with the mouse cursor and press the
mouse button, the menu opens, listing the available commands (see
Figure 3-3). Related commands are usually grouped together in a menu,
separated by dotted lines.



% File Edit Label Special

by Small lcon
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by Name
by Size
by Kind
by Label

Figure 3-3. A menu opens when you press on its title.

As you slide the mouse down through the menu, each command the
mouse cursor touches is highlighted as you pass over it. When you get to
the command you want, you choose it by releasing the mouse button.

by Small Icon
by Icon

by Name

by 5ize

*ng Label
by Date

Slide the pointer to the command you want.

You'll also find menus in other places besides the menu bar: There
are submenus in some of the main menus; there are popup menus in
dialog boxes, and some programs even pop up menus on the screen
wherever your mouse happens to be. Whatever the kind of menu,
though, the basic operations are the same.
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Types of Menu Commands

Some menu commands are direct orders and are executed as soon as you
choose them. Quit, for instance (available as the last item in almost every
application’s File menu), lets you leave the program you’re in. Direct
commands have no special marks before or after them in the menu.
Commands in the menu followed by an ellipsis (these three
periods . . .) are less direct. When you choose one of these, you get a
dialog box—a window that asks for or gives information. The Print
command, for instance, opens a dialog box that lets you choose from
various printing options before you give the real print command (see
Figure 3-4).

| File

New

groesl:em LaserlWriter “LaserWriter” m

save Copies:@ Pages: @ All O From: To: [ o ]
Saueﬂs lllllll Cover Page: @ No O First Page () Last Page

Page Setup... Paper Source: ® Paper Cassette () Manual Feed

P Print: ® Black & White () Color/Grayscale

Quit Destination: @ Printer (O PostScript® File

Figure 3-4. Commands followed by an ellipsis will open a dialog box.

Other menu items are not so much commands as they are options
that you can activate and deactivate—these are sometimes called toggles.
When an option is activated, it has a checkmark in front of it. Selecting
the item once activates it; selecting it again deactivates it, removing the
checkmark.

A list of text styles, for instance, might include Bold, Italic, and
Underline—you can choose any or all of them and then turn them “off”
if you change your mind. (Some toggle commands change their names
instead of getting checkmarks. A command like Show Ruler, common in
word processors, usually changes to Hide Ruler once you've used it—
once you show the Ruler, you can’t show it again, you can only hide it.)
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Plain

+ Bold
fiafic

v Underline
0[ultlliinfe]
Shadom

Checkmarks indicate activated toggle commands.

Another type of menu item, a submenu, is not a command at all; it’s
a name for another menu that’s attached to the main menu. Submenus
are covered in a later section.

Dimmed Commands

When a menu command is dimmed—shown in gray—you can’t select it.
Commands are dimmed whenever they don’t make sense in your current
situation: You couldn’t, for instance, Save, Close, or Print a document if
you don’t have one open.

Filc

New
Open...
finge
Bapa
Bapa fe,.,

Page Setup...
Prini.

Ouit

Commands are dimmed when they can’t be used.
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Scrolling Menus

Sometimes a menu has too many items in it to show on the screen at one
time. (This usually happens with only two menus—the Apple menu at
the far left of the screen, and the Font menu when you’re working with a
system that has many fonts installed.)

When a menu has additional items that aren’t displayed, you'll see a
black arrow at its bottom. When you slide the mouse pointer down to
the arrow, the menu starts scrolling upward and an arrow appears at the
top of the menu to show that there now are more choices up in that
direction. You don’t have to catch the item you need as it scrolls by—
once the menu is scrolled, you can slide the mouse up and down inside
it to reach the item you need. Black arrows at the top or bottom of the
menu indicate whether there are any items in those directions (see

Figure 3-5).
Athens Y
Avant Garde Futura Book
Benguiat Geneu§
Bookman Helvetica
Cairo Jott _
Chicago JottQuick
Courier Korinna
Futura London
Futura Book Los Angeles
Geneva Monaco
Helvetica NEll_J York
Jott Optima
Jottluick Palatino
Korinna Round
London Sussen
Los Angeles symbol
Monaco Times

Thatos
Optima k Utility City
Palatino UEI‘IICB
w Zapf Dingbats N

Figure 3-5. Using a scrolling menu
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Submenus

When an item in a menu has a black arrow to its right, that means it has
a submenu attached. Pausing on the submenu’s name makes the sub-
menu pop out. All you have to do is slide the mouse cursor from the
main menu into the submenu and select the item you want.

Justify
Spacing N Center
Right

Pausing on a submenu title pops out the submenu.

Justify ) PgR{

: Right
Choosing from a submenu

Sometimes the menu pops out to the left of the main menu, despite
the fact that the arrow points to the right—it all depends on how much
room you have on the screen.

This menu-within-a-menu construction—and it’s not limited to only
two levels—is formally known as hierarchical menus.

Keyboard Equivalents

Many menu commands have keyboard equivalents that let you give the

command without using the menu. Basic keyboard equivalents are listed
right in the menu. Most use the Command key and a character key from
the keyboard. Command-P, for instance, is the usual keyboard equivalent
for the Print command. Figure 3-6 shows the standard keyboard equiva-

lents for the commands in the File menu.
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| File

New... 3N
Open... 30
Close

Save kS
Print... 3P
Quit 30

Figure 3-6. Keyboard equivalents are listed right in the menu.

To use a keyboard equivalent, you press the Command key and,
while holding it down, you press the second key. Although letters listed
in the menu are uppercase, don’t use the Shift key; they’re in uppercase
because that’s how they appear on the keyboard.

Some keyboard equivalents use more than just the Command key as
the modifier for the character key. So, while Command-P may stand for
Print, Command-Shift-P might stand for Paragraph, and Command-
Option-P for Print All.

Each modifier key gets its own symbol in the menu—Figure 3-7
shows what they look like in some of the possible combinations.

Modifier Keys

Command-5hift Key #iK
Command-0ption Key #=2K
Control-Command Key ~HEK

Command-Shift-0ption Key Ei=sK
Control-Command-0ption Key ~#=3K

Figure 3-7. Every modifier key bas its own menu symbol.



Menus

Some nonprinting keys on the keyboard can be used with a modifier
(for a sequence like Command-Spacebar or Command-Shift-Enter), but
they need symbols to be represented in the menu. You wouldn’t, for
example, be able to see a space character that the spacebar “prints,” nor
is there any character printed when you use Tab or Enter. Figure 3-8
shows the special character keys and their symbols.

Nonprinting Symbols

Command Spacebar i

Command Enter 38 o
Command Tab 3
Command Return ¥
Command Arrow Key R
Command Forward Delete 3 E
A Function Key F10

Figure 3-8. Non-printing keys bave special symbols for menus.

Popup Menus

Popup menus appear chiefly in dialog boxes, although you may find
them in some other types of windows in some programs. A popup menu
is usually indicated by a rectangle with a drop shadow.

To use a popup menu, you just press anywhere within the rectangle
and the menu opens. Depending on where the menu is and what it’s for,
the menu may pop down from the spot you're pressing on (as shown in
Figure 3-9), or open to the right or left with commands above and below
the menu title itself (Figure 3-10). You’'ll see popup menus in Open and
Save dialog boxes all the time—you use them to move up and down
through the folders on your disk.
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[=2 SuperPaint| [=ETISLRIIL
+=) Applications

— Int HD

Left

Center

Alignment: | Right Hlignment:
Justify

Force justify

Figures 3-9 and 3-10. Two of the several kRinds of popup menus
Quickies
= If you change your mind about choosing from a menu, you don’t have

to slide the mouse all the way up to the menu title to get out—just slide
it off the menu onto the screen and let go of the mouse button.

= When you choose from a submenu, you don’t have to slide horizon-
tally from the command in the main menu into the submenu and then
down to the command you want. You can move diagonally from the
main menu into the submenu; if you move quickly enough, the submenu
won'’t disappear.

Justify . » PRI
spacing “* | Center

- Right

: E
I-

You can move diagonally into a submenu.

= The speed at which a scrolling menu scrolls depends on where you
hold the mouse cursor. Pointing to the tip of the arrow at the edge of the
menu scrolls the menu faster than if you point to the “back” of the
menu’s arrow.
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Monaco Monaco
New York New York
Optima Optima
Palatino Palatino
‘k Vk

Pointing to the back of the menu’s arrow (left) scrolls the menu more slowly
than if you point to its tip (right).

® Many applications (including the Desktop) have menu commands that
change if you hold down Shift or Option while you open the menu.
(Close, for instance, might change to Close All.)

Also See. ..

* When you release the mouse button when selecting a menu com-
mand, the command usually blinks in acknowledgment before the menu
disappears. The blinking is something you can configure yourself for
your Mac—one, two, or no blinks. See Chapter 11.

Basics

Theoretically, a window lets you look into something—so you can see
what’s in a document, a folder, or a disk. More practically, a window is a
white area on the Mac screen that you work in. You can type, draw, or
move items in a window; you can move the window itself and change its
size and position on the screen. And, because you can have more than
one window open at a time, you can quickly move from one task to
another, easily transferring information as you go.

The most common type of Macintosh window is the document
window, where you work on what you create in an application, or
where you work with your files on the Desktop. Dialog boxes and
Sfloating windows, each covered later, are other types of windows.
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Some desk accessories have windows (that can be obvious, as when
a desk accessory has a document-type window, or one that looks like a
dialog box), but sometimes a desk accessory 7s a window, as is the case
with the Calculator, shown in Figure 3-11.

Figure 3-11. The Calculator is a window, too.

No matter how many windows you have open, there’s only one
active window at time. The window you’re working in is the active one;
when its a document window, its title bar is striped. A white title bar
indicates an inactive window. If there’s any overlap of windows on the
screen, the active one is always on top. Any commands you use, and any
actions you take, apply to the active window or its contents.

Figure 3-12 shows two Desktop windows. The System Folder
window is active—its title bar is striped and it’s on top of the disk
window, which has a white title bar.

If you're running a color or grayscale system, windows and icons
have a slightly different, more three-dimensional look, as shown in Figure
3-13.



® File Edit UView Label

special (z
Int HD
28 items 34.2 ME in disk 45.2 ME available

System Folder

| l 12 items 24.3 ME in disk 45.2 ME available
Applications 4

System Finder Clipboard  PrintMonitor  Laser'Writer

Apple Menu lterns Startup Iterns Control Panels  Extensions  Preferences

Scrapbook File  Mote Pad File

Figure 3-12. The active window is the one on top—and if it’s a document
window like the ones in this picture, it will bave a striped title bar.

17 itemns 32.3 MB in disk 45.2 MB available
Extensions Freferences @ [@ﬂ
PrintMonitor Star i s
;" E[1==——— Control Panels EI
Apple Menu Items | 16 itemns 33.3 MB in disk 46.2 MB available

— —F— =

s | & EE

Wiews CloseView  Memory  Easy Access
Scrapbook File
[ O Sl ey
e = b A% I
General Controls Keyboard Labels Map
[ [ [

<af

Figure 3-13. Color or grayscale windows and icons bhave more visual depth
than black-and-white ones.
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Anatomy of a Window

There are several types of Macintosh windows, but the most common is
the document window. Document windows have many elements,
several of which are echoed in other types of windows. Use the
elements of a window (shown in Figure 3-14) in the following ways:

= Move a window by dragging its Zitle bar. If the title bar is striped, then
the window is the active window.

® Change the size of a window by dragging the size box.

® Click the zoom box to quickly change the size and position of a
window. The zoom box toggles you between a full-size window and the
window size and position you create yourself. “Full-size,” though, is a
description that’s constantly redefined by whatever application you're in.
On the Desktop, full-size always leaves a strip along the right edge of the
screen so that you can always see the Trash can and disk icons, and it’s
never larger than is necessary to display all the window’s contents. Some
applications also leave the right edge free; some fill the screen com-
pletely with a zoomed-out window; and some applications consider a
full-size window to be no larger than the actual size of the document.

= Use the window’s scroll conirols to see something that’s not currently
in view. You can click in any of the scroll arrows to move the window’s
contents a little bit; holding the mouse button down (pressing on the
arrow) continues the scrolling. You can also click in the gray area of the
scroll bar to move the contents in larger increments. In text documents,
for instance, a click in a scroll arrow moves the text up or down one
line; a click in the scroll bar itself moves the text a “windowful.” If the
scroll bar is white instead of gray, that means everything’s already
displayed in the window. The scroll box always reflects your current
position in a document—if the scroll box is near the top of the scroll
bar, you're near the beginning of the document. You can drag the scroll
box to quickly move to a certain area of the document. (There’s a step-
by-step how-to on using scroll controls in Chapter 1.)

= Close a window by clicking in its close box. (You can also use the
Close command from the File menu.)



JII]

EN=—— Window ="V

(clossbox) | (zeombex)

(scroll arrow |

N

Figure 3-14. The basic document window

Floating Windows

Windows @

Here’s the exception to the rule that the active window is always on top
of all other open windows. Floating windows, also variously referred to
as palettes or even windoids, stay at the top of the pile—even on top of

the active document window. True to their name, floating windows

“float” on top of all the other windows on the screen so that you can

always get at their contents. Applications that use floating windows

generally use them as “toolboxes” so that you can easily reach tools and
functions without going to menus or to a specific spot on the screen.
You can work in your document window without the window coming

on top of the tool palette and obscuring it. Apple’s HyperCard, and
popular programs such as SuperPaint and PageMaker, use floating

palettes (see Figure 3-15).

Aside from the fact that they float on top of standard windows,

floating windows behave much like regular windows. They have title
bars that you use to drag them around on the screen (although some-
times they’re checked instead of striped, sometimes the bar is on the
side instead of at the top, and sometimes there’s no title in the bar, as in

Figure 3-15), and most have close boxes.
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Figure 3-15. You can work in a document window (there’s a selection being
made bere) while floating tool palettes stay on top of it. This picture shows two
Sloating palettes on top of the document window.

Handling Multiple Windows

Not only is it common to have more than one window open at a time,
it’s an absolute cinch to have your screen cluttered with them. Most
applications let you open more than one document at a time, each in its
own window, and you can have several applications open at the same
time. But it’s always easy to tell which one is the active window, and it’s
just as easy to activate a different one.

The basic way you activate a window is by clicking in any part of it.
Figures 3-16 and 3-17 show a Desktop where the active window is
PageMaker. Clicking in any part of the Int HD window in the background
brings it to the front.
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Some applications have a Window menu that lists all the open
documents; selecting the name from the menu brings that window to
the front. But clicking in an exposed part of a window—whether it’s one
that belongs to the program you’re working in or to another one you've
left running in the background—brings that window to the front.

Quickies

= The Desktop has a special feature that lets you move an inactive
window without activating it by holding down the Command key while
you drag the window’s title bar; many applications also provide this
capability, although it’s seldom documented—so go ahead and try it no
matter what you'’re working in.

Also See. ..

= The Desktop provides special menus right within its windows that let
you change the active window. See Chapter 5.

= The Application menu provides a way to switch from one window to
another when the windows belong to different applications—and it lets
you control window clutter, too. See Chapter 8.

Basics

One of the easiest ways to interact with the Mac is by clicking in the
buttons that appear on the screen. There are three types of buttons:
push buttons, radio buttons, and checkboxes. Each type of button is
used in slightly different circumstances and has its own special features.
As with menu commands, if a button is dimmed, or gray, it’s not
available in your current situation, and clicking on it won’t do anything.



Buttons

O fmmad [0 fimmed

Buttons, like menu commands, can be dimmed.

Pusb Buttons

Push buttons work in much the same way most menu commands do—
something happens when you click in one. (A button that says “OK”
doesn’t sound much like a command, but something does happen when
you click in it—usually a dialog box goes away and you can get on with
your work.)

[cancel | [ 0K | [ Open]|

The basic push button

When a push button is highlighted by a heavy line around it, it’s
called the default button—it’s the one that the Mac assumes you want to
use unless you tell it otherwise. Instead of reaching for the mouse
(assuming it’s not in your hand), you can just press Return or Enter on
the keyboard and it’s the same as clicking on the default button.

A default button bas a frame around it.

Sometimes a push button will have a command followed by an
ellipsis, just as some menu commands do, and it means the same thing: A
dialog box will open if you push the button.

Save As... |

An ellipsis means using the button will open a dialog box.
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Radio Butions

When you click on a radio button, a bullet appears in the circle to show
that it’s selected. Radio buttons are used in lists of mutually exclusive
choices. When you choose a radio button in a list, whichever one that
used to be selected is deselected—you don’t have to worry about
turning one button off when you turn another one on.

In the example shown in Figure 3-18, clicking on Veal Marsala
deselects the Fettucine entree because you can have only one from

the list.
Entree Entree
@® Fettucine Alfredo ) Fettucine Alfredo
> Prime Rib {3 Prime Rib
} Ueal Marsala ® Deal Marsala
) Barbecued Chicken ) Barbecued Chicken

Figure 3-18. Choosing a radio button in a list of mutually exclusive choices
automatically deselects the previous choice.

Checkboxes

When you click in a checkbox, an X appears in it to show that it’s
selected. Clicking in it again turns the X off, deselecting the button.

Checkboxes are used in lists of items that are not mutually exclusive.
While a radio button list might be used to list a variety of fonts, only one
of which you could use at a time, checkboxes might be used to list styles
because you could select both bold and italic from the list.

In the example shown in Figure 3-19, you could choose any or all of
the items to construct a banana split.

Banana Split

[ Chocolate ice cream [] Nuts

(< vanilla ice cream [ Cherries

(4 Strawberry ice cream [ Fudge sauce

[ Whipped cream [] Butterscotch sauce

Figure 3-19. Checkboxes are used for selecting items that are not mutually
exclusive.
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Quickies

= When you're using a push button, it’s pretty easy to see where you can
click—anywhere in the framed area of the button. But you don’t have to
click directly in the circle of a radio button or the square of a checkbox—
clicking anywhere on the title of the button works just as well.

[] Butterscotch sauce

Clicking anywbhere within the gray rectangle will click the checkbox.

= When there’s a Cancel button on the screen, you can usually use the
keyboard equivalent of Command-period instead of clicking in the
button. In many cases, the Esc key also serves as an alternative to
clicking in a Cancel button.

DIALOG BOXES

Basics

A dialog box is a special type of window that asks you for certain infor-
mation. Sometimes the information is simply an acknowledgment that
you've read the notice in the box; sometimes you need to type a file
name in it or choose options from an almost bewildering array of
buttons, lists, and popup menus (see Figures 3-20, 3-21, and 3-22).

Close one or more documents and
try again.

!ﬁ Can’t open another document.

Figure 3-20. A simple dialog box
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ImagelWriter
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Figure 3-21. A typical dialog box
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Figure 3-22. A busy dialog box

What differentiates most dialog boxes from other Mac windows is
that they are modal: You can’t do anything else until you've dealt with
the dialog box. Most dialogs don’t even have title bars, so you can’t even
move them around on the screen. This is unlike the majority of Mac
operations, where you’re never stuck in a specific mode—for example,
in most operations you can close the document you're working on, or
quit the application you’re working in, at any point in a work session.



Dialog Boxes

Dialog Box Components

A complicated dialog box can ask you for all sorts of information and
provide all sorts of ways for you to enter that information. Here are some
of the things you’re likely to run into in dialog boxes.

BUTTONS

Any or all of the three types of buttons can show up in a dialog box. One
of the buttons in a dialog is usually highlighted as the default button and
you can use Return or Enter to “click” it.

A default button bas an extra border.

LISTS

Some dialog boxes have scrolling lists of choices; for example, docu-
ments on a disk or available fonts. In any case, you can scroll through
the list with the scroll controls and then click on your choice.

Am. Sportsman
Animal Fun #1
Animal Fun #2
Birds #1
Birds #2
Computers #1
Computers #2
Computers #3
Critters

ODoDoDDDD0DD D)=

Selecting from a list

TEXT BOXES

A text box, also sometimes called a fext field, is a box in which you can
type something—the name of a document, for instance. Sometimes a
text box is already filled with a suggested response, or sometimes it can
be filled quickly by choosing something from a popup menu.
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In the standard LaserWriter Print dialog shown in Figure 3-23, for
example, the suggested number of copies is 1; if you want to specify a
range of pages to be printed, you'd click the From button and type the
page numbers in the From and To boxes.

LaserWriter “LaserWriter” |l

Eupies:lil Pages: @ All O From:l ITo: | |
Cancel

Cover Page: @@ No O First Page () Last Page

Paper Source: @ Paper Cassette ) Manual Feed

Print: @ Black & White O Color/Grayscale

Destination: @ Printer i) PostScript® File

Figure 3-23. A LaserWriter dialog box bas three text fields.

The text in a text field can be edited with normal Mac editing
techniques—click anywhere in the text and then backspace or type,
double-click to select an entire word, and so on. (You’ll find the details
on text editing in Chapter 6.)

When you have more than one text box in a dialog, you click in the
one you want to use. You can also move from one to the next by using
the Tab key; using Shift-Tab moves you to the previous text box. When
you move to a text field this way, the contents are automatically selected
(like the Copies box in the last illustration). Since typing something
replaces a selection, you don’t have to erase the contents of a text box
before typing in the new information.

POPUP MENUS

Menus within dialog boxes offer a quick way to choose from among
many options. A popup menu has its name—or the current choice—
showing in a rectangle with a drop shadow. Sometimes the presence of
a menu is also indicated by an arrow. Pressing the mouse button while
you're in the rectangle or on the arrow displays the entire menu. In
Figure 3-24, the Underline menu is opened displaying its selections.
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Figure 3-24. A popup menu in a dialog box. This one bas arrows to click on,
but most popups just have drop shadows.

Alerts

The most simple type of dialog is an alert box. You get a message (usu-
ally accompanied by a beep) and an OK button to acknowledge that you
read the message, as shown in Figure 3-25. Or, as shown in Figure 3-26,
you get a choice between OK (or some description of the operation
you're about to perform) and Cancel, in case you want to back out of a
procedure after reading the message.
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Can’t open another document.
s Close one or more documents and

try again.

+ Completely erase disk named
= “Finances” (internal drive)?

Cancel Initialize

Figures 3-25 and 3-26. Sample alert boxes

Quickies
= The highlighted button—the one with the heavy border around it—is

the default button and using the Return or Enter key is the same as
clicking in the button.

® When a dialog box has only a single button, pressing Return or Enter
usually activates it even if it’s not highlighted as the default.

= Command-period and the Esc key each usually work as alternatives to
clicking the Cancel button in a dialog box.

" If a dialog box has no buttons at all, but instead has a close box,
Command-period or the Esc key often work to close it.

® The up and down arrow keys often work in scrolling lists to select the
next or previous item in the list.

" Many applications have their own additional shortcuts in dialog boxes
so that you can control everything from the keyboard—sometimes
pressing the first letter of a button name “clicks” the button.
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Also See. ..

= The most common dialog boxes are the ones that you use to save a
new document or to open an existing one. (Details and shortcuts for the
Save and Open dialogs are in Chapter 7.)

THE UNDO COMMAND

Basics

The Undo command, available as the first command in the Edit menu, is
your escape mechanism when you’ve made a mistake or changed your
mind about some editing operation. If, for instance, you've just applied
Bold formatting to some selected text and then decide you don’t like it
bold, you can just undo your action and the Bold formatting is removed.
More important, in instances where you've accidentally erased a selection
by hitting the Delete key, you can undo that and your material reappears.

Edit
Undo e

The Undo command is always in the Edit menu.

The Undo command is basically limited to editing actions: You can
undo formatting you've applied, or recover deleted or typed-over text, or
even “unpaint” a picture you’ve just poured a pattern into, but you can’t
undo something like saving a document, since that’s not an editing
operation.

Aside from understanding just which actions are “undo-able,” you
have to remember that the Undo command applies to the /ast thing you
did. So, if you erase some text by mistake and then apply bold formatting
to a word, Undo takes off the bold but doesn’t recover the text.
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Undo and Redo

Since you can undo your last action, what happens if your last action
was the Undo command? You get to undo your undo, and return to the
original situation. In some applications, the Undo command changes to
Redo when you use it. Sometimes the Undo command itself is a little
more descriptive, like Undo Typing, or Undo Formaiting, and the Redo
command is similarly explained.

THE CLIPBOARD

Basics

The Clipboard is a unique Macintosh concept—you use it to transfer text
and graphics from one place to another. You put something on the
Clipboard by cutting it or copying it from its original source; you transfer
the contents of the Clipboard to the new place by pasting it there. The
“new place” can be elsewhere in the same document, a different
document for the same application, or even a document in a different
application. The Clipboard can hold only one item at a time—but that
one item can sometimes be as large as an entire document.

Although menus change from one application to the next, the Edit
menu is a standard, and Cut, Copy, and Paste are standard commands
that you'll find no matter what program you’re working in.

i Undo E

Cut, Copy, and Paste are standard Edit menu commancds.
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While the Clipboard is a handy concept, it doesn’t actually exist—it’s
not, for instance, a desk accessory that you can pull out from under the
Apple menu. The material that you put oz the Clipboard, however, does
exist—in the computer’s memory (RAM). That means that when you
shut off the computer, the contents of the Clipboard disappear. But it
also means that as you move from one program to another, the contents
of the Clipboard remain intact. It’s one of the easiest ways of transferring
information from one application to another.

Cut, Copy, and Paste
To use the Clipboard, you:

1. Select something in your document. (Basic selection techniques
for text and graphics are covered in Chapter 6.)

2. Use the Cut or Copy command in the Edit menu.

3. Move to where you want to put the Clipboard material—
elsewhere in the same document, to a different document, or
even to a document for a different application.

4. Use the Paste command in the Edit menu.

Using the Cut command removes the selected material from the
source document; using Copy leaves the original intact (see Figure 3-27).
(The Clear command that’s in most Edit menus removes selected
material from the document but doesn’t place it on the Clipboard.)

Cut
J\*‘ou can Cut or
Copy text to the
You can Cut or Clipboard. e
Copy EEEREl t et
to the Clipboard. You can Cut or

Copy selected text
to the Clipboard.

Copy ‘l

Figure 3-27. The Cut and Copy commands both place selected material on the
Clipboard, but Cut removes that material from the original source.
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Just where or how the pasted material appears depends on what
kind of program you’re using. In a text program, the pasted material
appears wherever the insertion point is located. In a graphics program, a
pasted item normally appears in the middle of the screen, sort of floating
on top of everything else—it stays selected so you can move it around
before it’s pasted down to become part of the document. In almost
every kind of application, choosing Paste when there’s an active selec-
tion in the document replaces the selection with the Clipboard material.

Pasting doesn’t take the item off the Clipboard and put it into a
document—pasting puts a copy of the item on the Clipboard into the
document. The difference is more than semantics—it means that you
can keep pasting the same thing over and over into different places with-
out having to go back and copy the original again. The only way you can
remove something from the Clipboard (short of turning the computer
off) is to Cut or Copy something else; the new material replaces the old
on the Clipboard.

What Goes on the Clipboard?

If you're working in a word processor, you can copy paragraphs of
formatted text and paste them anywhere in the document—and all the
paragraph and character formatting goes with it. Try pasting that same
material into a bare-bones text program—the Note Pad desk accessory,
for instance—and all you’ll get is plain text.

When you’re working with the Clipboard within a program, all the
information on the Clipboard is interpreted correctly by that same
program when you paste it back down again. As you move from program
to program, however, the application receiving the information can’t
always interpret all the information on the Clipboard, so it extracts what
it can—usually plain text and simple graphics.

So, although the Clipboard can hold almost any kind of information
you put on it, the place you paste that information determines how
much of the original information is preserved.
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Quickies
= Some applications have a Show Clipboard command in the Edit menu
or in a Windows or Help menu. When there is a Clipboard window

available, it’s “view-only”: You can see what’s stored on the Clipboard,
but you can’t alter it.

* When you use the Undo command after placing something on the
Clipboard with Cut or Copy, Undo removes that material from the
Clipboard, restoring the previous item.

= Fach application interprets the contents of the Clipboard when you
use the Paste command so that it can get as much information as
possible from the Clipboard. When you switch from one program to
another, the translation occurs each time you move into an application.
If you have information on the Clipboard that you don’t need to paste
into the application you're moving to, “flush” the Clipboard before you
make the switch—you’ll get to your destination faster. Flush the current
contents of the Clipboard by copying something extremely simple—like
a single letter—to it.

= When you cut or copy a lot of information to the Clipboard (say, more
than 400K of material), there might not be enough room in memory to
keep track of it. When that happens, the information is temporarily
stored on your disk instead. This happens “invisibly”—you don’t have to
open a file from the disk to get the information; all you have to do is use
the Paste command as usual. However, if you're working on a system
without a hard drive, or with a very full one, and you try to put a lot

of information onto the Clipboard, it is possible to get an “Out of
memory” message.

= The keyboard equivalents for Undo, Cut, Copy, and Paste are
Command-Z, -X, -C, and -V, respectively: the first four letters on the
bottom row of the keyboard, right next to the Command key. If you
have an extended keyboard, you can use function keys F1 through F4,
respectively, for the four commands.
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Also See. ..

= The Publish and Subscribe commands are another way to exchange
information between documents and programs. See Chapter 8.

= Chapter 6 describes selection techniques for text and graphics.

This chapter rounded up all the details of the Mac interface. Now that
you'’re familiar with the details, in the next few chapters you'll find how
they’re put to use on the Desktop and in applications.
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The Desktop

ABOUT THIS CHAPTER:

The Macintosh Desktop is so rich in features that it gets two chapters.
This one covers the Desktop itself and what you can do with all the
icons you’ll find there.

THE DESKTOP

Basics

The Desktop is the place you start when you turn on your Mac. It’s
brought to you by a program called Finder, and you’ll often hear the
Desktop itself referred to as the Finder—the terms are generally
interchangeable.

On the Desktop, you manipulate disks and the files on them by using
the icons (pictures) that represent them (see Figure 4-1). You can move
things from one place to another on the same disk, copy things from one
disk to another, and organize your work inside as many folders as you
like. You can erase files from a disk, and you can even erase entire disks.

Desktop windows let you look inside the icons of disks, folders, and
the Trash. You can view the contents of a window as icons that you can
move around freely, or you can view a window’s contents in list form
(see Figure 4-2).

A Finder Menu Tour

When experienced Mac users are exploring a new program, most will
get acquainted with it by dragging the mouse along the menu bar,
making each menu pop down for a moment. Here’s the paper version of
that browsing technique. (This is just an overview of the menus; a
roundup and short description of each command appears at the end of
Chapter 5, and complete details for each command appear with related
topics throughout the book.)
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Applications
& itemns 71.4 MB in disk 5.2 MB availabl

PageMaker 4.0

71.4 MBE in disk 5.3 MB available
AppleLink 6.0 File o

“Word
leLink &

Aldus Installer Histoy

g ]
PM4 Help

Aldus Installer Diagnostics Table Editor 1.0

Figure 4-1. The Desktop bas many types of icons—disks, the Trash, folders, and
files—and windows that let you see what’s in some of the icons.

The Apple menu is always available to you, no matter what program
you’re in. The “About” command at its top changes depending on what
program you’re in, but the rest of its contents remain constant as you
move from one application to another. Since you can configure the
Apple menu to suit your work habits, it won’t look exactly like the one
in Figure 4-3, but it will probably start out about the same way.

The File and Edit menus are also available in every program. Some
commands in each are standard (like Open and Close in File or Cut,
Copy, and Paste in Edit), but each program also adds its own special
commands to those menus. Although it’s hard to think of the Finder as
“just” a program, since the Desktop seems such an integral part of the
Mag, it 7s a program and so has its own special File and Edit commands,
as shown in Figure 4-4.
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Figure 4-3. The Apple menu

icon view and a list view
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Figure 4-4. The File and Edit menus

The View, Label, and Special menus are specific to the Finder. The
choices available in the View menu depend on how you’ve defined your
window views. Figure 4-5 shows all the possibilities.

by Small Icon
by lcon

by Name

by Size

by Kind

by Label

by Date

by Version
by Comments

Figure 4-5. The View menu



The Desktop

The Label menu is completely configurable; you can change the
names of the eight available labels—and, if you’re working in color, you
can change the color blocks assigned to each label (see Figure 4-6).

v None

Essential
Hot

In Progress
Cool
Personal
Project 1
Project 2

Figure 4-6. The Label menu

While you can’t change any of the commands in the Special menu,
the Clean Up command changes itself according to the situation. Figure
4-7 shows the menu with its basic Clean Up Window command available.

S’pe.[:ial
Clean Up Window
Empty Trash...

Eject Disk #E
Erase Disk...

Restart
Shut Down

Figure 4-7. The Special menu

At the far right of the menu bar are two menus represented by small
icons; like the Apple menu, they’re always available. The question mark
in the balloon is the Help menu (see Figure 4-8). Its last command is
Finder Shortcuts, but that will vary depending on the application you're
in when you open it.
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About Balloon Help...

Show Balloons

Finder Shortcuts

Figure 4-8. The Help menu

The last icon is for the Application menu. When you’re on the
Desktop, the icon is a miniature Macintosh, but the icon changes to
show what program you’re in—it’s always a miniature of the current
application’s icon. The bottom section of the menu changes to list any
and all programs that are running. Figure 4-9 shows what it looks like
when there’s nothing running except the Finder.

=

| —]

Hide Finder
Hide Dthers
Show Al

v [ Finder

Figure 4-9. The Application menu

Shutting Down and Restarting

Use the Shut Down command in the Special menu at the end of a work
session. If you simply switch off the power to the computer, some final
“housekeeping” might not be done and what you think has been saved
to a disk might not have been. When you use Shut Down, the Mac not
only has the opportunity to update any changes you made to the disk,
but it also cycles around through any still-open programs and checks that
all their documents have been saved (see Figure 4-10).



Special
Clean Up Window
Empty Trash...

Eject Disk *®E
Erase Disk...

Restart

Shut Down E

Figure 4-10. Using the Shut Down Command

On some Macintosh models, Shut Down actually shuts off the
computer; on others, you’ll get an alert after all the housekeeping has
been finished, telling you that you can turn off the power to the Mac.

The Restart command, for when you want to start fresh immediately
without having to shut the power off and then on again, is also in the
Special menu. You’'ll need the Restart command when you've installed
utility programs that run only when the Mac first starts, or if you've
assigned another device as the startup disk and want to switch to that
system (see Figure 4-11).

Spec:ial
Clean Up Window
Empty Trash...

Eject Disk #E
Erase Disk...

Shut Down k |

Figure 4-11. The Restart command
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Also See. ..

= Chapter 11 explains how to change the background pattern and color
of your Desktop.

= The Finder is a program that needs a certain amount of memory
allocated to it. Chapter 11.

= Changing window views is covered in Chapter 5 and in Chapter 11.
= Configuring the Apple menu is discussed in Chapter 9.

= Chapter 5 provides a brief description of each command in the
Finder’s menus.

Basics

The kinds of icons you'll see on your Desktop are:

= disk icons, and icons for other “volumes” of information that are
treated like disks, such as file servers and CD ROM drives.

&

= file icons for applications, documents, and other programs and files
on your disk.
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= folder icons for organizing your file icons.

W

= the Trash icon.

* aliases, which are “clones” of icons that let you put something in
more than one place at time.

The procedures in this section—like moving, selecting, and
renaming—are things that you can do to any type of icon. Procedures
that are specific to one kind of icon—Ilike locking a file, erasing a disk, or
copying folders—are covered in their own sections.

The Trash and disk icons stay out “loose” on the Desktop, but other
icons are usually inside windows. (You can leave other icons out loose,
too, but in no time your Desktop will look as cluttered as your real desk
top.) Icons out on the Desktop are always standard, full-size icons. Inside
windows, though, you can view them in miniature or even as tiny
generic icons in front of a list of file names. Most of the illustrations in
this section show full-size icons, but whatever you can do to a full-size
icon you can also do to its smaller versions.
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¥

MNavigator

-#‘ MNawvigator

& MNavigator

Top: a full-size icon; middle: its miniature version; bottom: the generic
application icon used in list views.

Selecting Icons

To select a single icon, you click on it. A selected icon is bighlighted—its
black and white parts are basically reversed (see Figure 4-12). To deselect
it, you click to select something else or you click on “nothing”—an empty
spot in a window or on the Desktop (see Figure 4-13).

Figure 4-12. Clicking on an icon selects it, turning it black.

A selected icon on a color or grayscale Desktop basically retains its
colors (if any) and is filled with a light color, or gray, to show that it’s
selected; the name is still highlighted to white on black.

SELECTING AND CHANGING ICON NAMES
When you click on an icon (even the little ones in list views), the file is
selected but its name is not.
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Figure 4-13. Clicking on another icon deselects a selected one (A to B); clicking
on the bare Desktop deselects an icon without selecting another (B to C).

To select an icon’s name in order to change it, you have to click
directly on the name—either as you select the icon, or afterward. A
frame around the icon’s name shows that it’s selected. (In a color
system, the name also changes from the inverted white on black to black
text against a specific highlight color.)

If you can’t select an icon’s name by clicking on it, that means the
file is locked to keep it from being changed (see Figure 4-14).

TeachTe:xt TeachText

Selecting an icon’s name or its title in an icon view
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Figure 4-14. Selecting an icon’s name or its title in a list view

Once the icon’s name is selected, you can edit it by working within
the frame. When you put the mouse cursor over a selected name, it
changes from the arrow to the text cursor.

The arrow changes to the text cursor when it’s over an icon’s name.

Basic text-editing techniques (described in detail in Chapter 6) work
within the frame. You can type to replace any selected text, click to
place the insertion point, type or delete from the insertion point, drag to
select a portion of text, double-click to select a whole word, and even
use the left and right arrow keys to move the insertion point.

Edit an icon’s name inside the frame.
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You can’t have two icons with the same name in the same window—
even if they’re different kinds of icons, like a document and a folder. If
you try to rename an icon and the name’s already taken, you’ll get a
dialog box informing you of the problem (see Figure 4-15).

The name “Report” is already taken.
Please use a different name.

Figure 4-15. You can’t bave two icons with the same name in the same
window.

You can, however, have an icon with the same name as a folder
inside that folder (see Figure 4-16).

E[|==———= M™OBE 3.0 g@gl
14 iterns 74.2 MBE in disk 2.6 MB availab
o i
=EF, Am =
e =
MERE THEE Eﬂ
MORE 3.0

MORE Graph™  Rezume MORE

Figure 4-16. One of the icons in this folder has the same name as the folder
itself.
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KEYBOARD SELECTION TECHNIQUES
There are three ways to select an icon from the keyboard: by typing its
name, by using the arrow keys, or by using the Tab key.

When you want to select an icon in the active window by name, you
have to type only as many characters as are necessary to uniquely
identify it; if nothing matches what you type, the next nearest alphabetic
equivalent is selected.

Use any of the arrow keys to select the next item in a specific
direction. You can use only the up and down arrow keys in a list view,
but all four work in the icon views. (If nothing at all is selected, you can
still use an arrow key: You wind up with an icon from one of the corners
in an icon view, or at the top or bottom in a list view.)

Finally, you can use the Tab key. No matter how you have your icons
or list arranged, Tab selects the next item alphabetically. Shift-Tab
selects items in reverse alphabetical order.

In the window in Figure 4-17, with the General Controls icon
selected, here’s what using various keys would select:

left arrow:  Map
right arrow: Color
down arrow: Startup Disk

up arrow: Memory

Tab: Keyboard (next alphabetical)

Shift-Tab: File Sharing Monitor (previous alphabetical)

M: Map (nearest alphabetic equivalent to letter typed)

Mo: Monitors (nearest alphabetic equivalent to letters
typed)

SELECTING MULTIPLE ICONS

You can select a group of icons all at once by catching them within a
rectangle you draw with the mouse. Start by pointing to a spot that
would be one corner of the rectangle and press the mouse button, then
drag the mouse to the diagonally opposite corner. As you drag, you'll see
a gray rectangle being drawn. If you’re dragging a rectangle around some
icons and get to the edge of the window, the window will scroll so that
you can keep dragging. Any icon that is even partially within the
rectangle is selected (see Figures 4-18 and 4-19).
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Figure 4-17. You can select icons by using the keyboard.
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Figure 4-18. Dragging a rectangle to select a group of icons
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Figure 4-19. Dragging a rectangle in a list view

When you want to select multiple icons that aren’t grouped together,
use the Shift-click method: Click on the first icon, hold down the Shift
Key, and click on any other icons you also want selected (see Figures
4-20 and 4-21). (Without the Shift key held down, clicking on another
icon deselects the first one.)

Shift-clicking also deselects an icon from a group: If you Shift-click on
an icon that’s already selected, it’s removed from the selection.

Finally, when you want to select a/l the icons in a window, use the
Select All command in the Edit menu.

| Eoit I
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Cut 3EH
Copy #C
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Clear

Select Al
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Figure 4-20. Select icons that aren’t next to each other by clicking on the first

one and Shift-clicking on the otbers.
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Opening Icons

To open an icon, you can:

® Double-click on it.

® Select it and choose Open from the File menu.
= Select it and press Command-O.

® Select it and press Command-down arrow.

Most icons on the Desktop can be opened, but just what “open”
means depends on what the icon stands for. For example:

When you open... This is what bappens:

...a disk, a folder, A window opens showing you what’s
or the Trash inside.

...an application The program launches.

or system utility

...a document The program that created it launches
and the document opens inside it.

...the System file A window opens displaying the
installed fonts and sounds.

...a font file A window opens displaying font
information and samples.

...a sound file The sound is played.

...a system extension A dialog opens that either provides
and/or asks for information.

Figures 4-22 through 4-24 show the results of opening some of the
Desktop icons.
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Figure 4-22. Double-clicking on the System file opens its window, showing the
JSfonts and sounds inside it.
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Figure 4-23. Double-clicking on the Helvetica font icon displays samples of the
font.
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s Chooser extension

This file allows you to install a new item
in your Chooser (a network printer, for
example). To add this functionality to
your Chooser, place this file in the

Extensions folder.

App‘leTaik Image'writer

Figure 4-24. Double-clicking on a Chooser extension gives information about it.

ICON APPEARANCES

There are visual clues to let you know whether an icon is currently
selected, or opened, or both. Selected icons basically reverse their black
and white parts—since most icons are outline drawings, this makes most
selected icons turn black. Opened icons are gray, and if an icon is both
selected and open, it’s dark gray.

Standard

Moving Icons

To move an icon, you drag it with the mouse. As you drag, only an
outline of the icon moves; when you release the mouse button, the icon
itself moves to the new position (see Figure 4-25).
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Figure 4-25. Dragging an icon

When you want to drag an icon that’s in a list view—to drag it out of
the window, for example—grab it by the tiny icon in front of the name
(see Figure 4-206).
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Figure 4-26. Dragging an icon in a list view
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MOVING ICONS INTO OTHER ICONS
Some icons can contain other icons. You can drag icons into:

= a disk icon

= 2 folder icon

= the Trash icon

= the System file icon
= an application icon

There are some logical restraints as to just which icons can go into
other icons. For example, only system “resources” like fonts and sounds
can be dragged into the System file, only documents that can be opened
by an application can be dragged into its icon, and a disk icon can't be
dragged into a folder icon.

To put one icon into another, you drag the first one until the mouse
pointer touches the second one. You’ll know you're there when the
“destination” icon turns black (see Figures 4-27 and 4-28).
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Figure 4-27. Putting a file into a folder, into the System file, and into the Trash
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Figure 4-28. Putting an icon into another icon in a list view

Another way to put an icon into another icon is to move it into the
destination’s window, if it’s open (although even if the window’s open,
you can still drag one icon into the other if that’s more convenient).

Assigning Labels

An icon has many automatically assigned attributes. It has a kind
attribute, for instance: It’s a folder, an application, or a document. It has
a name and the dates that it was created and last modified. You can use
these attributes (and others) to sort the items in a Desktop window and
as criteria when you're searching for a misplaced file with the Find
command.

But what’s not automatically available is an attribute that you might
call “project.” You may be working on a report that ultimately will be a
single file of information, but while you’re working on it, it’s one or more
word processing files, some spreadsheets, and several pictures created in
different graphics programs. No matter which standard attributes you
use to find these files, you won’t get them all in one grouping.

The Label menu on the Desktop lets you assign one of eight labels to
any file. (You can change the labels in the menu to something
meaningful for your work by using the Labels control panel described in
Chapter 11.)



@ Chapter 4: The Desktop and Its Icons

To assign a label, simply select the icon(s) and then choose the label
from the menu. If you’re working with a color or grayscale system, a
color is also assigned to each label—you’ll see the color in the menu, and
the icon gets assigned that color along with the label.

An icon’s label appears in list views if you've defined your windows
to include labels (see Figure 4-29); if you're in an icon view, you can’t
see what label’s been assigned unless you have a color system (although
you can select an icon and then open the label menu to see which label

is checked).
| Label [
None
Do me First [I=———— misc docs EEEI
the Book il Size Label
Report stuff Ol intro 222K Dome First |17
Michelli's project | D Order Form SK Do me First
Personal O new pics 24k the Book
Parallax Design O techie 71K the Book
for Lippincott O koop I Michelli's...
[l new infa K Michelli's...
O Income SK  Personal
O new art 5K Parallax ...
O Employees 17K for Lippin...
[ DiskClinicinfo 2K = ||

Figure 4-29. When a list view is sorted by label, the order maiches the order in
the menu.

To change an icon’s label, select the icon and choose the new label
from the menu. To remove the label, select the icon and choose None
from the Label menu.



The Get Info Window

You can get information about any kind of icon—an application, a

document, a system file, a folder, a disk, or the Trash. Just what

information you get depends on the icon. To get an icon’s information,

select it and choose Get Info from the File menu (see Figure 4-30).
The information that’s common to most icons is:

= what Kind of icon it is—a document, application, system file, folder,
or disk.

* the Size of the file, in bytes and in K or in M.

® Where the file is—in what folders and on what disk.

= when the file was Created and when it was last Modified.

* a Comments box for you to type comments about the file.

E[[|==== Simple Beep Info =
<]3,) Simple Beep
Kind : sound

Size: 1K on dizsk (171 bytes used)

Where: External 80: System Folder:
Systemn

Created:wed, Oct 10, 1990, 12:00 PM
Modified : Sat, Jan 26, 1991, 1 :23 PM

Figure 4-30. A System file for a sound bas all the basic information categories
available except for a Comments area.

In addition, each type of icon has some special information in its Info
window. (Special Info window procedures, like locking files, allocating
memory, and designating Stationery pads, are covered in other places in
the book; the list here is an overview of the differences in Info windows.)

Icons @
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= An application’s Info window (the one for HyperCard is shown in
Figure 4-31) shows its version number and the suggested and currently
allocated memory partition. It has a Locked checkbox.

=[J=—— HyperCard Info ——r—=|

@ HyperCard

Kind : application program
Size: 674K on disk (629,157 bytes used)

Where : External 20 Applications:
HyperCard: HyperCard

Created:Sun, Nov 11, 1990, 5:535 PM
Maodified : Sun, Mov 11, 1990, 5:55 FM
Yersion: HyperCard 2.0v2
E1987-20 Apple Cornputer, Inc.

Comments :

+~Memory

i Suggested Zize: 1,000 K
[JLocked i Current size: |1,000[K

Figure 4-31. An application Info window

= A document’s Info window specifies its parent application in the
Kind information. It has both Locked and Stationery checkboxes (see
Figure 4-32).



S| === Zmac Roster Info

crnac Roster

Kind : Information Manager document
Size : 5K on disk (3,371 bytes used)

Yhere: External 80: Applications:
Communications : CompuServe®:
Zrmac Roster
Created:Mon, Jan 14, 1991, 8:37 PM
Modified : Mon, Jan 14, 1991, 8:37 PM
Yersion: not available

Comments :

D Locked D Stationery pad

Figure 4-32. A document Info window

= A disk’s Info window uses the Size information to report on its
capacity and the number of files already stored on it. A hard drive’s Info
window also identifies its SCSI ID number if it has one (see Figure 4-33).
(The creation date reported for a disk is the date that you initialized it,
not the date it rolled off the assembly line.)

= A folder’s Info window uses the Size information to report how much
is stored inside the folder, that is, both the number of items and their
total size. The number of items is calculated differently from the way it’s
reported in the folder’s Desktop window. A folder inside a Desktop
window is counted as a single item; in the Info window;, all the items
inside nested folders are counted. Figure 4-34 shows a folder’s Get Info
window reporting 39 items inside it, while the Desktop window for the
same folder shows that only two items are in it.

Icons @
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S[J=— External 80 Info 0=

—3

External 80

Kind : disk
Size: 39.5 MB on disk (41,513,472 bytes
used), for 718 items
¥here : External 80, Yersion 3.02
Ehrnan HDD @ SCSI S

Created:Fri, Jun 2, 1950, 1 40 PM
Meodified:Sun, Mar 10, 1991, 5:29 PM
Comments :

Figure 4-33. A bard disk’s Info window

Communications Info

O

[

Communications =15

E‘ Communications

Kind : folder
Size: 1.4 MB on disk (1,535,126 bytes
used), for 39 items
Yhere : External 80: Applications:
Communications

Created:Tue, Jan 15, 1991, 8:01 PM
Modified: Sun, Feb 24, 1991, 83:26 PM
Comments:

9.5 MB in disk

40 MB available

The CompuServe Mavigator™

i

CompuServe®

@l

s

Figure 4-34. The number of items in a folder is calculated differently for the

Info window and the Desktop window.
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* The Info window for the Trash reports its Contents (instead of size)
and provides a checkbox to turn its alert box on and off (see Figure 4-35).

E[|==——= Trash Info E—'I

() e

where:On the deskiop

Contents: 1 file(s) and O folder(s) are in the
Trash for a total of 3K,

Modified : Sat, Mar 9, 1991, 9:10 4M

E Warn before emptying

Figure 4-35. The Trash Info window

Quickies

" If an icon is already selected but its name isn’t, you can press Return
or Enter to select the name. This method is particularly handy if you've
selected the icon with a keyboard option and don’t want to reach for the
mouse. Pressing Return or Enter after editing the name deselects the
name, but leaves the icon itself selected.

" When there’s an editing frame around an icon’s name, the Select All
command in the File menu selects the entire name instead of all the
icons in the window.

" The Shift key works to extend a selection even when you’re not
clicking on the additional icons but dragging a rectangle instead. It
doesn’t matter whether you selected the original icon(s) by clicking or
by dragging; holding Shift down and dragging a rectangle around a
group of icons adds them to the initial selection.
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= If you want to select all the icons in a window except for one or two,
it’s usually faster to use the Select All command and then Shift-click or
Shift-drag to deselect the ones you don’t want.

= Another way to get information about any icon that’s in a window is
to switch the window into a list view. Most of the information in the Get
Info window is also available in list views.

Also See. ..
= Chapter 5 explains how to edit an icon.

= If you're working in color or grayscale, you can alter the highlight
color that’s used on file names. See Chapter 11.

= Chapter 11 describes how to change the labels listed in the Label
menu; Chapter 5 shows how to use labels as criteria for sorting and
searching for icons.

= The special items in the Info window are covered in several places:
locking files and the Trash can warning are discussed later in this
chapter, memory allocations for applications are discussed in Chapter
13, and stationery pads are covered in Chapter 7.

FILES AND FOLDERS

Basics

File is a generic term that refers to a collection of information on your
disk. A file can be a program—Ilike an application, a utility program, or a
desk accessory—or it can be a document that was created by an
application or is used by a utility or a system file. In this section, file
basically refers to any icon that is 7ot a folder, disk, or the Trash.

Folders are special icons that don’t represent information on your
disk; instead they represent imaginary divisions on the disk that let you
organize your files.
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Locking Files

One thing that you can do to a file icon that you can’t do to other types
of icons is lock it.

There are two reasons for locking a file. When a file is locked, it can’t
be erased from the disk by mistake. Although you can put it in the Trash,
you'll be warned about the locked file when you try to empty the Trash.
(There are more details about this in the “Using the Trash” section that
appears at the end of this chapter.) It’s a good idea to lock all your
applications so that you can’t trash them by mistake.

The other reason to lock a file applies only to documents. A locked
document can’t be edited or altered in any way from within an
application. You can open it, view it, and print it, but you can’t change
it. Locked files are often used to serve as templates because you can
open them, save them under a different name, and edit the newly named
document without making any inadvertent changes to the original.

To lock a file, select it and choose Get Info from the File menu. In the
Get Info window, click the Locked checkbox (see Figure 4-36). (Of
course, to unlock a file, you click in the box to uncheck it.)

=l Zmac Roster Info

Zmac Roster Info %‘“—|

I:l Stationery pad

Figure 4-36. Click in the checkbox to lock a file.

There are two ways to tell if a file is locked without having to open its
Info window. If an icon’s name can’t be selected by clicking on it (that is,
if you can’t get the edit frame to appear), the file’s locked—because you
can’t change anything about a locked file, even its name. Or check for a
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small lock icon for the file name in a list view (see Figure 4-37). (The icon
is usually so far to the right in the columns of information that it’s easier
to click on the name to see if you can select it.)

e

RevisedArt F-R

EE|

25 itemns

29.5 ME in disk

40 MEB available

Marne Size

Kind

Last Modified

] Farm Ways/ag 18K
Fast Food Stuff/gg 15K
Fruiti /ag 29K
Fruit2/qg 33K
Fruit3/ag 17K
Gluttons Agq 24K
Hot Drinks /gg 26K

lce Cream/qg 26K
lzon+£gq 24K

SuperPaint document
SuperPaint document
SuperPaint docurnent
SuperPaint document
SuperPaint docurment
SuperPaint docurment
SuperPaint documnent
SuperPaint docurnent

SuperPaint document

Fri, Adug 18, 1990, 8:40 PM
Sat, Sep 2, 1990, 1 : 30 PM
Thu, Sep 7, 1990, 9:57 PM
Sun, Sep 17,1990, 8:43 PM
Sun, Sep 17, 1990, 9:02 PM
Mon, Sep 25, 1990, 8:41 PM
Mon, Sep 25, 1920, 9:03 PM
Tue, Sep 26, 1990, 10:20 PM
Man, Oct 2, 1990, 812 PM

I

[

Figure 4-37. Locked files get a padlock icon in the far right column in list views.

Creating and Using Folders

Desktop folders are much like their real-world counterparts—you use
them to organize your information. You can put files, and other folders,
inside a folder icon to keep things in logical groups (the logic, of course,

is entirely your own).

To create a folder, choose the New Folder command from the File
menu. The new folder appears in the active Finder window. The folder
that appears has its name already selected and ready for editing. You don’t
have to click on it, you can just type its new name (see Figure 4-38).
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SNE==————= Int H ==———F"—=—[E
28 items 34.3 MB in disk 43.2 MB available
P P P,

Applications  Documents Utilities

ntitled Faolder

P P a—
System Folder Finances Misc

Figure 4-38. The New Folder command creates a new folder in the active
window.

ORGANIZING YOUR DISKS
The way you organize your disk is very personal. There’s no “best” way,
since everyone works a little differently. It is a good idea, though, to work
with nested folders so that you can keep surface clutter to a minimum.
You might want to put each application and all its support files in a folder,
and keep all those folders in one main Application folder. Having a folder
hold documents based on their subject matter is usually a more conve-
nient approach than keeping them grouped by the application that
created them (for example, putting all the word processor documents
together, all the graphics together).

One of the earlier drawbacks to deeply nested folders (a folder within
a folder within a folder within a folder...) is no longer a concern under
System 7. Opening a series of folders to get at an application or document
that was used often was time-consuming and annoying; now those items
can be installed in the Apple menu for easy launching so that you don’t
have to access their icons on the Desktop.
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Moving Files and Folders

When you move files or folders on a disk into another folder, you're only
changing the location of the icons you’re dragging: There aren’t any
copies made for the new location.

‘When you move an icon into a folder that already contains an icon by
that name, you’ll see the dialog box shown in Figure 4-39. You can
cancel the move, or click OK and have the existing icon replaced by the
one you’re moving.

An item named “Special report” already
exists in this location. Do you want to
replace it with the one you’re moving?

Figure 4-39. Two icons with the same name can’t be in the same place.

When you’re moving a folder into another folder (or disk) that has
one with the same name, you have to be very careful before agreeing to
replace one with the other. The Mac doesn’t check the contents of the
folders for unique or duplicate files, it only checks the folder names. If
you agree to the replacement, the folder you’re moving, and all its
contents, replaces the existing one and all #fs contents.

Copying Files and Folders

When you want to copy a file or folder to another disk, you drag its icon
into the disk icon. If the disk is open, you can drag the icon directly into
a folder or window instead of into the disk icon. This procedure doesn’t
move the original icon to the other disk (the way moving an icon from
one folder to another on the same disk would merely change its
location); instead, it puts a copy of the icon onto the disk.
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During the copying process, there’s a Copy dialog box on the screen.
The first message it flashes is “Preparing Copy” as it checks the main
level of the destination disk for any file with the same name as the one
you'’re copying. Depending on your Mac model, this message may flash
so briefly that you won’t even notice it.

If the Mac finds a file of the same name in the location you're
copying to, you'll be asked if you want to replace the existing file. You
can cancel the copying or go ahead and replace the existing file. (You
can have a file of the same name inside a folder on the destination disk
without running into this problem.)

If there’s no file by the same name in the way, or if you agree to
replace the existing file, you'll see the other two messages in the Copy
dialog. One message is “reading” and the other is “writing,” as the Mac
alternates between reading information from one disk and writing it to
the other. When the file or files being copied are small enough for the
Finder’s memory to handle, all the reading is done in one sweep and the
writing is done in another.

While the reading and writing are in progress, you'll get messages as
to how many files still need to be copied (if you’re doing more than one
at a time or if you’re copying a folder), and a progress bar fills up to
show how much of the current operation is completed (see Figure 4-40).
You can click in the Stop button at any time to cancel the procedure.

Copy

Preparing to copy... 1

Copy

Items remaining to be copied: 1
Reading: Special report

= l

Copy e

Items r ining to be copied: 1
Writing: Special report

Figure 4-40. The three Copy dialog messages
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BACKGROUND COPYING
File copying can be done in the background while you continue working
on whatever it is that you want to do.

Set up the copy as usual—drag icons from one folder or disk to
another, or drag a disk from one disk to another—and while the Copy
dialog is on the screen, you can continue to work on the Mac in any
application (except the Finder).

Your work will be a little slower than normal while the Mac splits its
attention between you and the background copying, but if you're doing
a lot of copying, it might be worth the slowdown.

Duplicating Files and Folders

To make a copy of an existing icon, select it and choose Duplicate from
the File menu. You'll see the same Copy dialog you see when you’re
copying things to another disk.

The duplicate is an exact copy of the original in every way except its
name: copy is appended to the name. If you duplicate the copy, its title
will have copy 2 after it, and so on.

Report

l
Report copy I

Report copy 2

Duplicating a file or folder makes a copy that’s identical except for its name.

When you duplicate a folder, all its contents are also duplicated, but
the names of the contents aren’t altered at all.

Quickies
= Defining a document as a Stationery pad (see Chapter 7) is generally

easier than turning it into a template by locking it.

= Locked and Not locked are criteria that you can use in searching for
files on your disk with the Find command.
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=  When you move an icon from one folder to another on the same disk,
you can move a copy instead of the original: Hold down the Option key
as you drag the icon to its new location. This puts a copy in the
destination folder and leaves the original behind.

= Every icon has a path name that starts with the name of the disk it’s
on and ends with the icon’s name. Folder names appear between them,
with colons separating all the names. This is a typical path name:
IntHd:System Folder:Apple Menu Items:Calculator. (That’s why you
can’t use colons in an icon’s name.)

Basics

The icon of the startup disk always appears in the upper-right corner of
the Desktop. What it looks like depends on what you use as a startup
disk—a floppy disk or a hard drive. Hard drive icons vary from one
manufacturer to another, so there can be a variety of icons representing
hard drives on your Desktop.

Each disk that’s inserted during a work session gets its own icon on
the Desktop; they line up neatly down the right side of the screen.

Any information storage device that the Mac is connected to gets its
own icon on the Desktop. If you're connected to a network with a
central file server that you can access, it gets an icon on your Desktop; a
CD-ROM gets an icon; hard drives that are partitioned into segments get
an icon for each partition that you mount. The general term for these
storage devices is volume, and when a volume has an icon on the
Desktop, it’s considered mounted.

Floppy disks, bard drives, file servers, and CD-ROMs are all volumes that get
icons on the Desktop.
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The window that opens when you double-click a disk or other
volume is the main or disk window; it’s also referred to as the root level
of the disk.

Ejecting Disks

When you want to temporarily eject a floppy disk disk from a drive, you
can use any of these methods:

= Select the disk and choose Eject Disk from the Special menu.

= Press Command-Shift-1 to eject a disk in the internal drive; Command-
Shift-2 works for an external drive or for a second internal drive.

= If youre in an Open or Save dialog box, click the Eject button when
the disk is selected.

These are temporary procedures because the disk icon is still on the
Desktop even though the disk is no longer in the drive. The icon that’s
left, though, is sort of a “ghost”—a dimmed version of its inserted self,
both in selected and unselected forms.

=

Disk 2 [k 2

Lizk =

Top: unselected and selected disk icons for a disk in a drive; bottom: the “ghost”
versions of an ejected disk.

The icons for opened disks are the same for inserted or ejected disks;
in that case, your visual clues come from the contents of the windows—
there are “ghosts” in the ejected disk’s windows (see Figure 4-41).



E[[=—= Tempo+ Tools 1.3 ===

2 itemns &EEE in disk 114K available

5 ]

Ternpo+ Menu Ternpo+ Folder

28 B
Tempo |1+ 1.2.4 Ternpo+ Sample Macros ‘5}
4] B

E[[==—= Tempo+ Tools 1.3 =15

S items ok in disk 114K available

Tempo+ Menu

"-? :

Ternpa II+:.; 24 Termpo+ Sample Macros

< EER

Ternpo+ Tools 1.3

Tempot+ Tools 1.3

Disks @

Figure 4-41. Although the opened disk icons are the same, the window icons for

an ejected disk (at bottom) are dimmed.

WORKING WITH GHOSTS

The main reason for only temporarily ejecting a disk is that it takes much

less time for the Mac to read through a disk’s contents again if you want
to reinsert it (about 2 seconds, as opposed to 5 to 15 seconds to read
through a newly inserted disk). So if you're going to be using the same

disk again a little later in a work session, let its ghost hang around.

Another reason to leave the ghosts is if you have only one floppy drive
and you need to work with two floppy disks, perhaps for copying files

between them.
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When you manipulate a ghost disk on the Desktop, sometimes you'll
be asked to insert the disk; if you try to open one of its folders, for
instance, the Finder will need to check the disk. If there’s a disk already
in the drive, it will be ejected automatically for you (but #Zs ghost stays
on the Desktop).

AVOIDING AND EJECTING GHOSTS
When you want to eject a disk without leaving its ghost on the Desktop,
you can:

= Select it and choose Put Away from the File menu.
= Drag it into the Trash.

Dragging the disk into the Trash doesn’t erase anything from the
disk—it erases the disk from the Finder’s memory. In fact, when you use
the Put Away command, you'll see the disk icon move to the Trash
before it disappears from the Desktop.

You can get rid of a disk ghost by dragging it to the Trash or using
the Put Away command.

Copying Disks

When you want to make a copy of a disk, you can always select all its
contents and drag them to another disk, but you can also work with the
disk icon itself.

To copy one floppy to another, drag one disk icon into the other.
(You can work with ghost icons if necessary.) You'll get a dialog that
checks if you really want to replace the contents of one with the other
(see Figure 4-42).

If you're using a single floppy drive, you'll be asked to insert the
disks as necessary during the copy procedure.

When you want to copy a floppy disk onto a hard drive, drag its icon
onto the drive icon. (You can’t, of course, do this the other way
around—the hard drive can’t be copied to the floppy.) This won'’t
replace the contents of the hard drive with that of the floppy; instead, it
creates a folder on the hard drive named for the floppy disk and places
all its files inside.
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replace contents of
“Friday Backup” (external drive)

with contents of
“Weekly Reports” ()7

Are you sure you want to completely )

Figure 4-42. This alert checks with you before going abead with a disk-to-disk
copy; there’s no drive listed for the second disk because it’s not currently in a
drive.

Erasing Disks

The best way to erase a disk is to select it and choose Erase Disk from
the Special menu. This erases al/l the information from the disk,
including any invisible files that were used by programs or the system.
Reformatting the disk also checks that there aren’t any bad spots on it.
Simply dragging all a disk's files to the Trash is faster, but it not only
leaves invisible files, it also leaves the information on the disk in a format
that’s recoverable with the right software tools (good for a rescue, but
bad for security), and it doesn’t check the integrity of the disk media.

Quickies

= You can use keyboard selection techniques on disk icons if there are
no windows open or if you first activate the Desktop itself. To activate
the Desktop, press Command-Shift-up arrow. Typing a name or using the

Tab or arrow keys then selects disk icons instead of the icons in
windows.

= If you get a dialog asking you to insert a disk and you can’t find it, or
if you change your mind about wanting to use it, you can press
Command-period to cancel the insert request (even though there’s no
Cancel button in the dialog). Figure 4-43 shows the dialog that appeared
after canceling the Insert request when a folder on a ghost disk was
double-clicked.
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The folder “Tempo+ Folder” could not be
opened, because an error of type -53
occurred.

Figure 4-43. An alert like this may appear after canceling a request to insert
a disk.

= When you can’t eject a ghost disk, it’s because one of the files on it is
currently in use by the system or some application.

Also See. ..

= Operations involving disks that aren’t necessarily Desktop proce-

dures (like locking them and initializing them for use) are covered in
Chapter 14.

USING THE TRASH

Basics

When you want to erase something from a disk, you drag its icon into the
Trash can. The Trash icon plumps up to show there’s something inside.

Empty and full Trash cans



Using the Trash

The items in the Trash are still on the disk; they’re not actually erased
until you use the Empty Trash command from the Special menu. When
you do, you'll get the dialog box shown in Figure 4-44. Clicking OK
erases the items from the disk. Clicking Cancel doesn’t erase them, but it
does leave them in the Trash.

The Trash contains 2 items, which use 2K
of disk space. Are you sure you want to
permanently remove these items?

Figure 4-44. The Trash warning dialog

You can remove an item from the Trash simply by opening the Trash
icon and dragging the item out of the Trash’s window. Or you can select
the item and choose Put Away from the File menu and the item zips back
into whatever folder it came from.

Avoiding the Trash Warning

The warning that appears when you use the Empty Trash command can
be temporarily bypassed or turned off completely.

To turn off the warning permanently (at least until you want to turn
it back on again), select the Trash icon, choose Get Info from the File
menu, and uncheck the Warn before emptying button (see Figure 4-45).
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S[J=— Trash Info —m—e—z=

Trash

wWhere :0n the desktop

Contents: 1 file(s) and O folder(s) are in the
Trash for a total of 3K.

Modified:Sat, Mar 9, 1991, 9:10 &M

E warn before emptying

Figure 4-45. You can turn the Trash warning on and off through its Info
window.

To bypass the warning, hold down the Option key when you open
the Special menu. The command itself changes; it loses the ellipsis that
indicates a dialog box is going to open.

Special
Clean Up Window
Empty Trash...

Special
Clean Up Window
Empty Trash

Holding down the Option key lets you bypass the Trash’s warning dialog.

If you've turned off the warning in the Info window, holding down
the Option key when opening the Special menu temporarily turns it
back on.
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Locked Items

Locked items can’t be mistakenly erased from the disk. When you’ve put
a locked file into the Trash and then use the Empty Trash command,
you’ll get a dialog informing you that the locked items can’t be deleted
(see Figure 4-46). (You can go ahead and delete the other items.)

Some items in the Trash cannot be deleted
because they are locked. Do you want to
delete the other items?

Figure 4-46. You can’t erase locked files.

If you want to erase a locked file, you have to unlock it: Open its Info
window and uncheck the Locked box.

Quickies

= In previous Mac systems, the Trash emptied automatically if you
launched an application or shut down. That’s no longer true; the Trash
doesn’t get emptied until you specifically empty it with the command in
the Special menu (except as noted in the next Quickie...).

= If you drag something to the Trash from a floppy disk and then eject
the disk, the file will be erased before the ejection—without the warning
dialog about emptying the Trash. Only the items from the disk being
ejected are erased. Anything else in the Trash stays there.
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This chapter covered all the things that you can do with icons on the
Desktop—from the basics of selecting and moving icons to locking
them, accessing their Info windows, and deleting them from the disk. It
also covered more specific icon operations like copying and erasing
disks, assigning labels, and creating folders.



CHAPTER

More Desktop
Procedures

ABOUT THIS CHAPTER USING THE HELP

CAwouT THIS CHAPTER.
Basics
Using Help Balloons
Basics
ot Viewos
List Views
Hierarchial Lists Basics
The Path Menu The Basic Find Command
Keyboard Window Controls The Full Find Command
Printing Desktop Windows Quickies
Quickies
Y FINDER COMMANDS
ROUNDUP
CUSTOMIZING ICONS Basies
Basics The Apple Menu
Editing an Icon The File Menu
Quickies The Edit Menu
The Label Menu
The View Menu
ALIASES The Special Menu
Basics The Help Menu
Creating and Using Aliases The Application Menu
Aliasing a Folder
Quickies
e



Desktop Windows @

ABOUT THIS CHAPTER

The last chapter introduced you to the basics of working on the Desktop.
In this chapter, you’ll learn about Desktop windows, and you’ll learn
even more things you can do with icons. You'll also find out how to
search disks for lost files and use the Mac’s Help feature. And, at the end,
there’s a roundup of all the commands in the Finder’s menus.

DESKTOP WINDOWS

Basics

Desktop windows let you see what’s on a disk, in a folder, and in the
Trash. They are basically document windows that you can manipulate as
described in Chapter 3, but they also have many special properties all
their own.

The commands in the Finder’s View menu let you view the contents
of a window as standard or small icons that you can move around freely,
or as a list sorted by any of several criteria. Which list views are available
in the menu depends on what you've defined for the windows through
the Views control panel (covered in Chapter 11). The menu can be as
brief as the short one shown in Figure 5-1, or it can include any or all of
the commands shown in the longer version.

by Small Icon by Small Icon
by lcon by lcon

by Name by Name

by Size

by Kind

by Label

by Date

by Uersion
by Comments

Figure 5-1. The View menu can bave as few as three commands, as many as
nine, or any number in between.
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Each Desktop window has a special header immediately beneath the
title bar that shows how many items are in the window, how much infor-
mation is on the disk, and how much disk space is left. As shown in Figure
5-2, in list views, the header can also identify the columns of information.

E[J=—— Desktop Window ==—"=FE
7 items 33.3 MB in disk 46.2 MB available
E[I=—— Desktop Window =——"=L1F
Name Size Kind Date

Figure 5-2. Headers in Desktop windows give information about window and
disk contents.

This chapter shows the default settings for windows in its illustra-
tions, but you can define many of their components with the Views con-
trol panel. You can alter things like what kind of header appears in the
window, what size icons are used in list views, and what font and type
size are used for file names; Figure 5-3 shows some of the possibilities.

El} PageMaker 4.0 == PageMaker 4.0
6 items 743 MB in disk 2.5 MB aval Name

i
ReadMe

Lz
[T}

Installer Diagnostics

PageMaker 4.0 @ Installer History . Installer History
PM4 Help
Installer Diagnostics Table Editor 1.0 PageMaker 4.0
=
&) EE @ PM4 Help
EJJ=——— PageMaker 4.0 =—=L15
6 items 74.3 MB in disk 2.5 MB availa . ReadMe
Name Size
B . : Y — ———
Installer Diagnostics 2K 1 ]EEI PageMaker 4.0 =——=0F
B Installer History 3K Name Size
& rageMaker 4.0 1,524K D Installer Disgnos. 2K
[ Installer History 3K
& pm4 Help 275K < Pagelfaker 4.0 1,524K
B readme 15K e g
itor 1.0 192K Il & Table Editor 1.0 192K
[

Figure 5-3. Four very different looks for the same window
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Icon Views

The By Icon and By Small Icon commands in the View menu give you
the views shown in Figure 5-4. In either icon view, you can drag the
icons around to any spot in the window.

E[[==————= Extensions EE}EI
11 items 25.3 MB in disk 54 MEB available
@ AppleShare AppleTalk Image'writer QJ
Fi]e Sharing Extension Finder Help
@PrintMonitor Personal Laser'writer SC
S[[=————= Eutensions E_E@
11 items 2532 MB in disk 54 MEB available
=T
¢
&ppleShare App]eTaik Imag'e'w‘riter
S
File Sharing Extension Finder Help Lazervwriter
PrintMonitor Perzonal Laser'Writer SC Irnage'w'riter

Figure 5-4. The same window in standard and small icon views

THE CLEAN UP COMMAND

The Clean Up Window command in the Special menu aligns all the icons
in the active window to invisible grid points (see Figure 5-5).
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=S[[=—=——= Games EEI =[] Games E‘EEI
9 items &8 MB in disk 2.8 MBE aval| 9 items &8 MB in disk 8.8 MB ava
@& “
@ Jagk™ [ Klondike 4.0 Jack™
@ﬂ, B
Tondike 4. 7 ¥ @ll
Eatat] Columns E¥ad] B
Color Sqix! Columns
*@
@
01! ] : -
@ Y Tee-0h™ SO Fun in Space!
. i - -
ToeeOh™ Fun in Space! L I
= = =

Figure 5-5. Before and after the Clean Up command

If you want to straighten up only selected items in a window, hold
Shift as you open the menu: The command changes to Clean Up
Selection and only the selected items are moved to the grid.

Special

TR pecial

Clean Up Window

Clean Up Selection

The Shift key changes the Clean Up Window command.

If you want to align the icons to the grid and sort them at the same
time, hold down the Option key as you open the menu. The Clean Up
command refers to the last list view that you used in that window, for
example, Clean Up by Name, or Clean Up by Kind. The icons will be
straightened out and sorted at the same time.
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Special
Special
Clean Up by Size

The Option key changes the Clean Up Window command.

List Views

When the contents of a window are viewed as a list, the columns of
information are always in the same order—the file name, with its icon, is
always first—but the files are sorted according to the view that’s chosen.
A standard list view shows generic icons for applications, documents,
and folders.

The current sorting order is always checked in the View menu, but
you can also tell just by looking in the window—the column name that’s
underlined is the one that the icons are sorted by (see Figure 5-6).

S=——= Word ===

Mame Size  King

[+ [ Formula Glossary -
O MS Dictionary 180K |
[ 3 PostScript Glossary -
O printerdrivers 17K
[0 standard
O User 1
& Word
O word 4 K

by Small lcon
by lcon
+ by Name

Figure 5-6. The current sort criteria is checked in the menu and underlined in
the window’s beader. A standard list view, like this one, shows generic icons for
documents, folders, and applications.
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There are seven possible sorting criteria:

® By Name lists the items alphabetically according to their names (see
Figure 5-7). Whether a letter is uppercase or lowercase is not significant,
and numbers and most special symbols come before letters. (There’s a
complete list of the Mac’s alphabetizing sequence in Appendix D.) If you
want certain files to be listed before others in Desktop windows, or even
in the Open dialogs for when you’re working in an application, you can
alter their names to force them to the top of the list.

" By Size lists the items according to their sizes, with the largest one on
top (see Figure 5-7). If the sizes of folders aren’t showing (that’s another
option you can set in the Views control panel), they’ll be listed after all
the files with known sizes.

® By Kind lists items alphabetically by their kinds. Applications are
identified as just “application,” but documents might be identified as
“document” or as a document from a specific application, such as
“FileMaker document,” “MacWrite Pro document,” and so on.

® By Label lists items according to the labels you've assigned—not
alphabetically, but in the order that the labels appear in the Label menu.
Items with no labels are listed after all the labeled ones.

® By Date lists items according to the last date and time they were
modified (not created).

S[J=— system Folder =———05| [E[ ==—— System Folder —=0]
Mame Size Marne Size
[P OO Apple Menu ltems - | 3 system 1,514k [13]
O Clipboard 2K O Finder 241K
[* [ Control Panels = [ Clipboard ZK
[* O Extensions - [ Note Pad File 3K
01 Finder 4K 0 Scrapbook File 3K
[ Mote Pad File 3K [* 0O Apple Menu Items -
[> [ Preferences = [* [ Control Panels -
O Scrapbook File 2K [* 03 Extensions -
[> 0O Startup Items = [* [ Preferences =
3 system 1,514K o [* [3 Startup ltems =~ .|
]

Figure 5-7. The same window sorted by name and by size



Desktop Windows @

= By Version lists items according to their version numbers. All
applications, and some documents, have version numbers.

= By Commendis lists items alphabetically according to the comments
entered in their Get Info windows.

Hierarchical Lists

When you'’re using one of the list views, you can list not only the main
contents of the window, but also the contents of any folder in that
window.

To expand the outline of a folder’s contents, click on the arrow that’s
in front of the folder. When a folder is expanded, its arrow points
downward and all its contents are listed beneath it in an indented
column (see Figure 5-8).

—D Marme ED 80 EI
b [0 ABC project Marne Size Kind
b O ﬁ.pplicat;ons. [+ [0 ABC project —  folder it
b £ Corsufting [* [ applications — folder
b [ Mise [* [ Consulting —  folder
[ [ Bradiammnviig [* O Mise —  folder
b [ Stuff [* [ Proagramming —  folder
e [ System Foldey b OO Stuff — folder
k = [ Systern Folder —  folder
[ [0 &pple Menu ltems —  folder
O clipboard 5K file
[ [ Control Panels —  folder
[ [ Extensions —  folder
O Finder 4K file
O Mote Pad File I file
[» [ Preferences —  folder
0 Scrapbook File K file
[ [O Startup Hemns —  folder
3 systern 1,514k suitcase  [T7
- o

Figure 5-8.  Click on a folder’s arrow to expand it.
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Once the contents of a folder are listed, you can also expand any
folders within that folder by clicking on their arrows. Or; if you want to
expand a folder to all its levels (opening every folder in it, and every
folder in those folders, and so on), hold down the Option key while
you click on the arrow. Compare the single-level expansion of the
System Folder shown in Figure 5-8 to the multilevel expansion shown
in Figure 5-9 from an Option-click on the same arrow.

Clicking on the arrow of an expanded folder collapses its outline.
The level of expansion you used inside it (which folders were open) is
“remembered” for the next time you expand it. If you want all the levels
within an expanded folder to be collapsed, hold down Option as you
click on the arrow to collapse the folder; the next time you open it you'll
see only one level in the outline.

=L

MName
[» [ ABC project
b [ Applications | P (3 Programming
[» [0 Consulting B O stuff
[ [ Mise < [ System Folder
[> [ Programrming | ™~ [ Apple Menu Iterns
[» [0 Stuff & Alarm Clock
e [ System Foldey & Caloulator
£ Chooser
& Key Caps
£ Note Pad
§> Puzzle

& Scrapbook
[ clipboard

~ [ Control Panels
0 color
[0 Easy Access

Marne Size Kind

Figure 5-9. Option-click on a folder’s arrow to expand all its levels.
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Keyboard expand and collapse commands work on any selected
folder in a list view. If you’re working from the keyboard, you have
probably selected the folders from the keyboard—unless you Shift-
clicked or dragged to select more than one. The key combinations for
expanding and collapsing are:

= Command-right arrow expands a selected folder to one level—the
equivalent of clicking on its arrow.

* Command-left arrow collapses a selected folder—the equivalent of
clicking on its arrow.

* Command-Option-right arrow expands a selected folder—the
equivalent of Option-clicking on its arrow.

= Command-Option-left arrow collapses the selected folder as well as all
the folders inside it—the equivalent of Option-clicking on its arrow.

The Path Menu

The title of a folder window serves as a popup menu that describes the
“path” of the folder—which folder it’s in, and which folder that one’s in,
and so on, all the way back to the disk. To get the menu, hold down the
Command key while you press on the title of an active window (see
Figure 5-10). (You have to be on the title itself—not just anywhere on
the window’s title bar.)

Selecting any window in the menu activates it, opening it if necessary.

=[] <5 Apple Menu ltems N
12 items 3 System Folder 56.5 MEB available
= External 80 [
o = = -
Alarm Clock Battery Calculator Chooser  Condiol Parels  Key Caps
N om B W @
E_= £
Mote Pad Puzzle Scrapbook  SyperPsind Werd 3
<l [o[&

Figure 5-10. Holding down the Command key while pressing on the title of a
Jfolder’s window shows the folder’s path.
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Keyboard Window Controls

You can open, close, and activate windows from the keyboard when
you're traveling along a path of nested folders. (In these, as in many
Desktop operations, the terms “window” and “folder” are synonymous.)

The basic keyboard Open command is Command-down arrow,
which opens a selected folder. Adding the Option key to the
combination not only opens the selected folder, but also closes the
window that it’s in. Figures 5-11 and 5-12 show what happens when you
open the selected Apple Menu Items folder with each of these key

combinations.
HD 80 HD 80
8 items 28.5 MB in disk S50.8 8items 28.5 MB in disk 508
I

T
[ED= system Folder =01
12 items 28.5 MB in disk S0

System Control Panels

System Folder
12 items 28.5 MB in disk 50.8]

g1 (zal |
Sus [ Apple Menu Itel EFE

[ 10items 285MBindisk  50.

mfl ()

Alarm Clock  Caleulator

e B

Puzzle Scrapbook  Syp E

@

Applications Applications

i

System Folder

System Folder

Figure 5-11. Pressing Command-down arrow opens a selected folder.

HD 80 HD 80
8items 28.5 MB in disk S0.8 8items 28.5 MB in disk 50.8

T
[J= System Folder =HE
12 items 285 MB in disk  50.8)

I}

Applications Applications Misc

System Control Panels

Finder

QH :
3 38|option |

= Apple Menu |tel SFE
10 items 28.5 MB in disk 50.

System Folder

AiEd Consult:

Alarm Clock  Caleulator

B ®

Figure 5-12. Pressing Command-Option-down arrow opens a selected folder and
closes the window that it’s in.
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To move back up through the folders, you use similar key sequences.
Command-up arrow returns you to the “parent” of the current window,
activating and bringing it to the top and opening it if necessary. Adding
the Option key closes the current window as you move to its parent.
Figures 5-13 and 5-14 show how the System Folder window (the
“parent” of the Apple Menu Items folder) is activated with each of these
key combinations.

HD 80 HD 80
8items 285MBindisk 50.8 Sitems 28.5MBindisk 508
T
System Folder D ECJ= System Folder =F
12items 285MBindisk 508 12items 285MBindisk 508

Applications

g1 (=l |
sysi=LI= Apple Menu Itel SHIE

l 10 items  28.5 MB in disk 50.

System Folder System Folder

50.

[y
f
ot

m ]

Puzzle Scrapbook  Syp|

Alarm Clock  Caleulator

Figure 5-13. Pressing Command-up arrow activates the “parent” of the current

window.

HD 80 HD 80
gitems 285MBindisk 508 8items 285MBindisk 50.8
1
System Folder
12items 28.5MBindisk 508

I
E[J= System Folder =HF
12 items 28.5 MB in disk 50.8]

Applications

E 1]
sy={=_= Apple Menu Ite: SFE
[ 10items 285MBindisk S0

mll

Alarm Clock  Caloulator Cl

=t B

Puzzle Scrapbook  Sup{L)

& %8 option| T

Figure 5-14. Pressing Command-Option-up arrow closes the current window
and activates its “parent.”

System Control Panels
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Printing Desktop Windows

The Print Window command in the File menu lets you print the contents
of the active Desktop window.

New Folder 3EN
Open 0
Print #P
Close Window LW

Page Setup...

S

When you choose the command, you’ll get a Print dialog box asking
how many copies you want, which pages to print, and for other general
printing information. (Printing options and dialog boxes are covered in
Chapter 16.) When you click the Print button in the dialog, the window
is printed.

The settings for the window—view, font, size, and so on—are used
in the printout. No matter how much is showing in the window,
though, the entire contents of the window will be printed. Each page
gets a header that matches the window’s header and a page number on
the bottom.

Quickies

= If you hold down the Command key while you move an icon in a
window (in either icon view), the icon snaps to a grid point when you
release the mouse button. If you've turned on the Always Snap to Grid
option in the Views control panel so that this happens automatically,
holding Command when you move an icon prevents it from snapping to
the grid when you release it.
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* The Desktop itself also has an invisible grid on it. If there are no
windows open, or if the Desktop has been activated with Command-
Shift-up arrow, the Clean Up command in the Special menu reads Clean
Up Desktop and it will align all the Desktop icons to the grid.

= A quick way to sort items in a list view is to click on the column name
in the window’s header (see Figure 5-15).

E[J== Control Panels ==
Marne Sz King
O color 11?75
D) Easy access |2l l=—= Control Panels =0
[ File Sharing b Marre Size Kind
O General Contrl [ Monitors 41K
O Keyboard O Map 29K
O Labels O Mermory 27K
O Map [0 General Contrals 18K
0 Mermory O Sound 18K
(1 Easy Access 12K

O color 11K
O Mouse

Figure 5-15. Click on a column name to sort items in a list view.

®= When you’re using a hierarchical window view, the sort criteria
affects all the levels in the window. In Figure 5-16, the items in the
PageMaker folder at the left are alphabetical, but on the right, they’re
arranged by size.

® You can move an inactive Desktop window without activating it if you
hold down the Command key while you drag its title bar.

= When you hold down the Option key, the Close Window command in
the File menu changes to Close All, and it closes all the Desktop windows
at once. Adding Option to the menu’s keyboard shortcut (Command-
Option-W instead of Command-W) also closes all the windows.

* Clicking in any Desktop window’s close box while holding down the
Option key closes all the Desktop windows.
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=S[J=——— Applications ———"5 [E[]=—— Applications ——1H
MName Size MNarne Size
= [ Aldus PageMaker 4.0 2,010K ﬁ [* [ FileMakerPro Z,594K [
O aldus Installer Diagnostics 2K = [0 &ldus PageMaker 4.0 2,010K
O aldus Installer Histary 3K & PageMaker 4.0 1,524K
< PageMaker 4.0 1,524K 01 PM4 Help 275K
[ PM4 Help 275K & Table Editor 1.0 192K
[ readMe 15K O readte 15K
& Table Editor 1.0 192K O aldus Installer Histary 2K
P> [ appleLink 5.0 £95K O aldus Installer Diagnostics 2K
[ 3 FileMakerPro 2,594K [ [ SuperPaint 1,718K
[» O Mare 1,163K P [ More 1,163K
[» 03 SuperFPaint 1,718K I [ word 1,121K
[ [ word 1,121K = [ [ appleLink 5.0 695K |
o e

Figure 5-16. Sorting affects all levels in an expanded outline.

* Holding down Option while you select from a window’s path menu
closes the current window as it opens the selected one.

® When you click in a Desktop window’s zoom box to open it to full
size, it opens only far enough to display all its contents. If there are more
things in the window than can be displayed on the screen, the window
zooms to the size of the screen—Iless a strip along the right so that disk
and Trash icons are still available. You can force the window to a full-
screen size regardless of its contents if you hold Option while you click
in its zoom box.

* If you're printing a window view that has too many columns to fit
across a standard piece of paper, two pages will be printed—one for the
right half of the window and one for the left half. You can use the Page
Setup command in the File menu to get the page to print sideways on
the paper.

Also See. ..
® The Views control panel is covered in detail in Chapter 11.

® Chapter 16 explains Page Setup and Print dialogs in detail.
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CUSTOMIZING ICONS

Basics

Many Desktop icons can be customized to better represent their
purpose. If you use icon views, or if you use large icons in your list
views, detailed icons—especially for folders—are easier to deal with
(see Figure 5-17).

@

Priority

Don’t Forget

m Hot Stuff iy
s )

Travel Report @
i i @ Fun & Games

Bright ideas

Figure 5-17. Folder icon possibilities

To see if an icon is editable, open its Info window and click on the
picture of the icon. If a frame appears around the icon, you can alter it
(see Figure 5-18).

= =——= Invoices Info EI
Invoices
‘' [ECJ== Invoices Info =
Kind: f
Size: 4 .
f m Invoices
where: H

Kind : folder
Size: 42K on disk (40,448 bytes used),
for & items
Yhere: HD 20: ABC project:

Figure 5-18. Click on the icon in the Info window; if a frame appears, you can
edit it.
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Editing an Icon

There are no built-in editing tools for icons. Instead, you can edit the
icon or create a new one in a paint-type program like MacPaint,
SuperPaint, or HyperCard.

If you want to start with the current icon as the basis for a new one,
select it in the Info window and choose Copy from the File menu; you
can then paste it into your graphics program.

Alter the icon (or create a new one) and copy it to the Clipboard.
Return to the Info window, select the icon, and choose Paste from the
Edit menu. The new icon is pasted into the Info window and the change
is immediately applied to the original icon (see Figure 5-19).

(=== Invoices Info

Invoices

Kind : faolder
Size : 42K on disk (40,443 bytes uzed),
for & itermns
wWhere: HD 30: ABC project:

Figure 5-19. The new icon pasted into the Info window

Quickies

* The maximum size of an icon is 32 by 32 screen dots; if you copy

something larger to the Clipboard, it will be scaled to fit into the icon
frame in the Info window.

Basics

Sometimes you’ll wish that one of your icons could be in more than one
place at the same time. You might want a document to be in both its
normal descriptive folder, like “Quarterly Reports,” as well as in a special
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folder that holds priority projects. You can’t just duplicate the file,
because then when you work on one copy, the other wouldn’t reflect
the changes. Or, you might want a control panel device both in the
Control Panels folder and in the Apple Menu Items folder so that it will
be listed in the Apple menu.

With the File menu’s Make Alias command, you can have it both
ways: You can create an alias of any file, not just a copy of the file itself,
but a copy of its icon that you can put anywhere and treat as if it were
the original. An alias is a very small document; it takes up only about 2K
on the disk because it serves as a pointer to the original icon.

Creating and Using Aliases

To make an alias of a file, select it on the Desktop and choose Make Alias
from the File menu. The icon that appears will look identical to the
original, but its name (the original with alias tacked on the end) will be
in italics (see Figure 5-20).

New Folder 3EN
Open 30

_ .

[ S et e S —————y;
Make Alias

N

Find... %F
Find Agair(

Page Setu
Print Wing Report Repor?alias

Figure 5-20. When you create an alias, the icon is identical except that its name
is in italics.

You can rename the alias—take off the “alias” so that it’s the same as
the original, or change the name entirely—and you can make as many
aliases of the original file as you want, so it can be in many places at
once. An alias doesn’t even have to be on the same disk as the original.
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When you rename an alias, change its location, or erase it from the
disk, the original is not affected. But since the alias is a pointer to the
original file, when you double-click on the alias to open it, it’s the
original that’s actually opened.

If you erase the original file and try to open the alias, you’ll get the
dialog shown in Figure 5-21.

The alias “Report alias” could not be
opened, because the original item could

not be found.

Figure 5-21. If the original file bas been erased, you’ll get a dialog like this if
you try to open the alias.

You'll use aliases most often for

= a document that you want to be able to open easily no matter which
of several folders you might be in.

= applications that you want both in their own folders and in the Apple
Menu Items folder—and possibly even in the Startup Items folder as well.

= jtems that need to be in more than one of the System Folder’s
folders—control panels that you want in both the Control Panels folder
and the Apple Menu Items folder, or extensions that need to be in the
Extensions folder and the Apple Menu Items folder.

Aliasing a Folder

When you make an alias of a folder, you can use it as a shortcut to that
folder: Anything you put into the alias actually moves into the original
folder.

You might assume that if you open a folder alias, it would display
what’s in the original, but that’s not exactly what happens. When you
double-click on an alias folder, the original folder opens no matter
where it is.
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Quickies
= If you try to open an alias and the original is on a disk that’s not cur-

rently on the Desktop, you’'ll get a dialog asking you to insert that disk.

= If you want to find the original file for an alias, select the alias and
choose the Get Info command. Click in the Find Original button and the
original will be found and selected in its window (see Figure 5-22).

S=— Word Info =———|

@ Word

Kind : alias
Size: 2K on disk (529 bytes used)

—~—

et

[ Locked [ Find l]riginii!_]

Figure 5-22. Use the Find Original button in an alias’s Info window to find the
original file.

Also See. ..

= Chapter 9 talks about aliases and the folders in the System Folder.

USING THE HELP MENU

Basics

The Help menu—the balloon with the question mark in it at the right of
the menu bar—is a systemwide feature, not just a Desktop menu. But
unless an application is “aware” that it’s running under System 7, it
won’t be able to use the Help feature, even though the menu stays
available. But you can be sure that it works on the Desktop, and you can
try it with any other program that you have.



@ Chapter 5: More Desktop Procedures

About Balloon Help...

Show Balloons

Finder Shortcuts

The menu has only three items in it. The first is the About command,
which gives you information about the Help system. The second
command—it alternates between Show Balloons and Hide Balloons—
toggles the Help on and off. The third menu changes depending on the
program you’re running—on the Desktop, the command is Finder
Shortcuts, and it opens a window that lists Desktop shortcuts (see
Figure 5-23).

S [&=—————— Finder Shortcuts S ——

@ Macintosh Finder Shortcuts

Use the following keyboard shorteuts as you work with

the icons and windows on your desktop. Look in the Finder’s
menus for additional keyboard shortcuts. Note: If the text

in this window doesn’t display properly, install the Times font.

Working To open anicon Double-click the icon
with icons {or press 38 - Down Arrow)
To copy an icon into another Option + drag the icon
folder {instead of moving it)
To clean vp selected icons Shift + Clean Up
y To clean up and sort icons Option + Clean Up

Figure 5-23. There are five pages of Finder Shortcuts available.
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To use Help, choose Show Balloons from the menu. Once Help is turned
on, point to anything on the screen to get information about it—you
don’t even have to click the mouse button. You can get general infor-
mation about an icon or specific information about the function of any
part of a window or menu (see Figure 5-24).

Trash

To discard an itern or eject a
disk, drag it to the Trash. To

the Trash, choose Empty Trash
from the Special rmenu.

i\

permanently remove all items in

Dcl;t::_‘—ukrgl

This is a folder—a
storage container in
which you can place
related files. Folders can
contain files and other
folders.

Trash

To see this folder’s
contents listed in
this window, click
this triangle.

[0 Applications
[,»kD Consulting
> M Mise

Cloze bosx

To close this
window , click here.

9 temns

Figure 5-24. Point to anything on the screen to get information about it.

You can continue working while you're in Help mode—opening a
folder, for instance, to get help on something that’s inside it. You can get
information about a menu command by pointing to it in the menu, but
you can actually execute the command if you release the mouse button

as you would normally.

Turn off the Help feature by choosing Hide Balloons from the menu

(see Figure 5-25).
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About Balloon Help..

Hide Balloons

Turns balloon g
help off. Finder Shortcuts

Figure 5-25. You can choose menu commands even while the Help Balloons are
turned on.

FINDING THINGS

Basics

The System 7 Finder finally lives up to its name, with Find and Find
Again commands available in its File menu. And, since the Desktop is
always just a mouse click away, you can use the Find command even if
you’re in the middle of an application when you realize that you've lost
something. (Anyone who thinks it’s impossible to “lose” a file on a disk
hasn’t been working with hard drives long enough.)

New Folder 3N
Open 30
Print #EP
Close Window 3W

Get Info #1
Sharing...
Duplicate 3D
Put Away ®Y
Make Alias

Find...

Find Again

Page Setup...
Print Window...
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You can use the Find command on a very basic level, or use its
More Choices option to be very specific about what you’re looking for
and where.

The Basic Find Command

When you choose the Find command, you get the dialog shown in
Figure 5-26. Type the file name you’re looking for and click the Find
button. The Mac searches all available disks for anything that matches
what you typed. Capitalization is ignored, and the search is done for
even partial matches—so searching for Man also finds man, manual,
and even command.

Find

Find: | |

[ More Choices | cancel |

Figure 5-26. The basic Find dialog box

Once all the possible matches are found, the dialog box closes and
the first match is displayed—its window is opened and the found file is
selected in it. If it’s not the one you want, use the Find Again command
in the File menu to see the next match. The window with the first match
closes, and the next one opens. If the Mac beeps when you use Find
Again, that means you've seen all the matches.

The Full Find Command

When you want to be more specific in your search, click the More
Choices button; the full Find dialog, shown in Figure 5-27, appears.
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Find
Find and select items whose
name w || contains ||
Search [ on all disks v | [] all at once
(P ciwss)

Figure 5-27. The full Find dialog box

In this dialog box, you specify the what, where, and how of your
search: what you're looking for (a file whose name contains a certain
word, a document created before a specific date, and so on); where
you're looking (on a certain disk or in a certain folder); and how you
want the matches found—one at a time or all at once.

SPECIFYING THE “WHAT”

The top area of the Find dialog lets you specify what you're looking for.
In most cases you have three items (two popup menus and a text box)
that you use to construct a description like name begins with “record”
or modified date is after 6/2/91.

The first item in the description comes from the popup menu at the
left of the dialog box (see Figure 5-28).

How you construct the rest of the description depends on what you
choose in the first menu, but most of the time there’s a second popup
with comparison operators (for example, is, is not, is greater than,
and is before) and a text box to enter the text or number you'’re looking
for.
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Find ==

Find and select items whose

size \
kind

label

date created
date modified
version
comments

— lock

Figure 5-28. Begin the description of what you're looking for by choosing from
the first menu.

Name

When you search for an item by name, the second popup provides six
choices: contains, starts with, ends with, is, is not, and doesn’t contain.
(see Figure 5-29).

Find

Find and select items whose

starts with X
ends with
is
is not

doesn’t contain

Figure 5-29. The comparison operators for a search by name

By selecting one of these operators and typing in the text box to the
right, you can find almost anything if you remember even only part of
its name.
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So, if you've compiled a quarterly report and can’t remember what
you titled it—Quarterly Report, Quarterly Earnings, First Quarter
Sales—you can use the contains operator, type in “quarter,” and find any
of them. Using the 7s operator finds only exact matches, so typing in
“quarter” would find only a file with that as its entire name. (As with the
smaller Find dialog, capitalization doesn’t matter.)

Size

When you search for an item by size, you can choose one of two
operators—is less than or is greater than. The text field is labeled
“K” (for the file’s size, in kilobytes) and you type a number in it (see
Figure 5-30).

Find

Find and select items whose
[Csize 7] SRR
is greater than X

Figure 5-30. The comparison operators for a search by size

You might search by size if you’re running out of room on your hard
drive (it happens sooner than you think) and need to free up some
space—look for the largest files and see if you still need them.

Kind
When you search for a file by its kind, you get two operators: contains
and doesn’t contain. You can type the kind of file you’re looking for
(“MacWrite document” or “file”), or you can enter one of the five
standard kinds of files from the popup menu that appears when you
press on the arrow next to the text box (see Figure 5-31).

Since the basic operator is contains, if you search for “document,’
you’ll get both generic documents and items tagged Word document,
MacPaint document, and so on.
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Find

Find and select items whose
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application
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Figure 5-31. When you search by Kind, you can type in the kind of file you’re
looking for or choose one of the five common ones from the menu.

Label

When you search for a file by its label, you get two operators: is and s
not. You also get a third popup menu that lists the available labels—
they’re the ones currently in the Label menu, including None (see
Figure 5-32).

Find

Find and select items whose

[ l1abel v|M[ None v |
S, -

K.

Do me First

the Book

Report stuff
Michelli's project
Personal
Parallax Design
for Lippincott ey

Figure 5-32. When you search by Label, the third popup reflects the current
contents of the Label menu.
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This is a great way to gather files together at the end of a project (if
you’ve been labeling them) in order to remove them from the disk.

Date Created and Date Modified
When you search by a file’s created or modified date, you can use any of
four operators: is, is before, is after, and is not (see Figure 5-33).

Find

Find and select items whose

| date created v |

3/21/91

is before *
is after
is not

——

Figure 5-33. There are four operators available for searching by Date Modified
or Date Created.

When you're entering a date, you don’t type it in a text box. Instead,
you alter the current date by clicking on the month, day, or year and
then using the up and down arrow controls to change the number (see
Figure 5-34).

B2 E’.']t B2191

Figure 5-34. Use the arrows to change the numbers in the date.

Searching for files by date is a good way to find the files that you've
created or modified since the last time you made backup copies of
important documents.

Version

Every program has a version number; some special documents that come
with applications also have version numbers assigned to them. The
operators you can choose from when searching by version number are
the same as for dates: s, is before, is after, and is not (see Figure 5-35).
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Find

Find and select items whose

[_version el |
is before N
is after

is not

Figure 5-35. Searching by Version supplies you with the same operators as
searching by Date.

You type the version number you're looking for in the text box. The
Find dialog understands decimal version numbers—so, for instance, you
can search for items prior to version 3.02. You can also type in the
double decimals (like 1.2.3) that some applications use. (Special files
that come with an application might have some other information as the
“version” number—a copyright notice, for instance. The version number
information that’s displayed in a file’s Get Info window is what’s used for
the version search.)

Comments

You have two operators to choose from when you want to search for a
file based on the comments entered in its Get Info window: contain and
do not contain (see Figure 5-306).

Find

‘Find and select items whose

| comments w| |
do not contain X

Figure 5-36. You can look for a file based on what you entered (or didn’t enter)
in its Get Info comments box.
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Lock

There are no operators to choose from when you'’re searching using an
icon’s locked/unlocked status. The operator is always s, and you can
choose either locked or unlocked from the popup menu at the right (see
Figure 5-37).

Find

Find and select items whose
| lock v | is
unlocked *

Figure 5-37. You can search for locked or unlocked files.

SPECIFYING THE “WHERE”

The popup menu labeled Search lets you specify where the search
should be made. From its three sections, you can choose to search all the
mounted disks, any one of the mounted disks, or inside the currently
active window or among the selected items (which could be one or
more selected folders or a group of files chosen by the previous Find
operation). (See Figure 5-38.)

Find ==

Find and select items whose

version w || is before -
on all disks

Search a5
on “Int HD” k

Fewer Chg inside “System Folder”

the selected items

Figure 5-38. Use the Search menu to specify where to look for the files.
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SPECIFYING THE “HOW”

Although the Find command always searches the entire area you
specified in the Search menu before it shows you anything, you do have
a choice as to how the found files are displayed—one at a time or all at
once. To control the display, check or uncheck the All at Once button in
the dialog.

<] all at once

THE SEARCH PROCESS
When you have all your search criteria set, click in the Find button. The
Mac looks for all the files that match what you're looking for.

If you're searching by name, the search is incredibly fast because the
Finder keeps track of file names in a special way. If you're searching by
some other criteria, you'll see a dialog on the screen reporting the
progress of the search; a ball spins around in it to indicate that the
search is ongoing. You can click in the Stop button at any time (see
Figure 5-39).

Find

Items found on “Int HD": 22

Q. 5w )

Figure 5-39. The ball in this dialog spins as the search proceeds.

Unless you checked the All at Once button, the search process is the
same as when you use the smaller Find dialog: A window opens to
display the first match, and you use the Find Again command to see
subsequent matches.

If you checked the All at Once button, a window opens that shows a
list view of the search area—the folder, disk, or windows for each disk—
with the matches selected. The list is expanded so that all levels in
which items were found are shown. Figure 5-40 shows the results of a
search for all items less than 12K in size inside the System Folder.
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Figure 5-40. The results of an All at Once search

Since opening and expanding a list for a window can take a little
while, you’ll probably get another dialog box, like the one shown in
Figure 5-41, while the window’s being prepared.
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Find

Items left to display: 29

Q.

Figure 5-41. This dialog appears when a fully expanded window is being
prepared.

NARROWING THE SEARCH

You can use the Find command to find files that match two sets of
criteria—all the MacWrite documents that were modified after a specific
date, for instance.

To do this kind of search, do a Find on one set of criteria—all the
MacWrite documents. Then, while those documents are still selected, do
a second Find, for the modified date, and specify in the selected items as
the “where” of the search. Only the previously foun<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>