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Limited Warranty on Media and Replacement

If you discover physical defects in the manuals distributed with an Apple product or in the media
on which a software product is distributed. Apple will replace the media or manuals at no charge
t0 you, provided you return the item to be replaced with proof of purchase to Apple or an
authorized Apple dealer during the 12-month period after you purchased the software. In
addition, Apple will replace damaged software media and manuals for as long as the software
product is included in Apple’s Media Exchange Program. While not an upgrade or update
method, this program offers additional protection for up to two years or more from the date of
your original purchase. See your authorized Apple dealer for program coverage and details. In
some countries the replacement period may be different; check with your authorized Apple
dealer.

ALL IMPLIED WARRANTIES ON THE MEDIA AND MANUALS, INCLUDING IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, ARE
LIMITED IN DURATION TO TWELVE (12) MONTHS FROM THE DATE OF THE ORIGINAL
RETAIL PURCHASE OF THIS PRODUCT.

Even though Apple has tested the software and reviewed the documentation, APPLE MAKES
NO WARRANTY OR REPRESENTATION, EITHER EXPRESSED OR IMPLIED, WITH
RESPECT TO SOFTWARE, ITS QUALITY, PERFORMANCE, MERCHANTABILITY, OR
FITNESS FOR A PARTICULAR PURPOSE. AS A RESULT, THIS SOFTWARE IS SOLD “AS IS,”
AND YOU, THE PURCHASER, ARE ASSUMING THE ENTIRE RISK AS TO ITS QUALITY
AND PERFORMANCE.

IN NO EVENT WILL APPLE BE LIABLE FOR DIRECT, INDIRECT, SPECIAL, INCIDENTAL,
OR CONSEQUENTIAL DAMAGES RESULTING FROM ANY DEFECT IN THE SOFTWARE OR
ITS DOCUMENTATION, even if advised of the possibility of such damages. In particular, Apple
shall have no liability for any programs or data stored in or used with Apple products, including
the costs of recovering such programs or data.

THE WARRANTY AND REMEDIES SET FORTH ABOVE ARE EXCLUSIVE AND IN LIEU OF
ALL OTHERS, ORAL OR WRITTEN, EXPRESSED OR IMPLIED. No Apple dealer, agent, or
employee is authorized to make any modification, extension, or addition to this warranty.

Some states do not allow the exclusion or limitation of implied warranties or liability for
incidental or consequential damages, so the above limitation or exclusion may not apply to you.
This warranty gives you specific legal rights, and you may also have other rights which vary from
state to state.
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@& Apple Computer, Inc.

This manual and the software described in it are copyrighted, with all rights

reserved. Under the copyright laws, this manual or the software may not be
copied, in whole or part, without written consent of Apple, except in the
normal use of the software or to make a backup copy of the software. The same
proprietary and copyright notices must be affixed to any permitted copies as
were affixed to the original. This exception does not allow copies to be made for
others, whether or not sold, but all of the material purchased (with all backup
copies) may be sold, given, or loaned to another person. Under the law, copying
includes translating into another language or format.

You may use the software on any computer owned by you, but extra copies

cannot be made for this purpose.

The Apple logo is a registered trademark of Apple Computer, Inc. Use of the
“keyboard” Apple logo (Option-Shift-K) for commercial purposes without the
prior written consent of Apple may constitute trademark infringement and
unfair competition in violation of federal and state laws.
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20525 Mariani Avenue
Cupertino, CA 95014-6299
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United States and Canada.
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Welcome!

Preface

Being in charge

A Macintosh™ computer and
its software programs (such as
word processors, graphics
programs, and spreadsheets) are
powerful tools designed to put
you in charge of the way you
work. And because you're in
charge, you need to know what
you have at your command.

This book helps you start using
the power of the Macintosh to
your advantage. Each chapter
describes a set of basic activities
that you may want to do and
understand as you begin to use
your computer.

These basic activities include

m preparing and using
computer disks

m starting to work with
software programs

m saving, copying, organizing,
and printing your work

Ifyou are

m new to computers

= new to the Macintosh

= unsure how to do a basic task

m interested in a quick review
of the basics

then this book is for you.

Vii



Making choices

A car can transport you from
one place to another. But there
may be several ways to reach
your destination, and the route
you take is up to you.

A Macintosh can also help you
get from one place to another—
that is, accomplish something
you need to do. And just as
many roads can lead to the same
destination, there can be several
correct ways to accomplish the
same task.

With a Macintosh, you can
always choose the method of
doing a task that’s easiest or
most useful for you.

But you don’t have to learn all
the methods of doing Macintosh
tasks at once. This book does
not explain every possible way

to do the tasks it describes. It
explains one or two ways that
are easy to remember.

When you’re ready for more,
you can turn to the Macintosh
Reference, a comprehensive
owner’s manual.

Whenever you want a quick
review of a basic task, you can
return to this book.




Making mistakes

Many people are concerned at
first about making a mistake
that will damage their

computers or their work.

But you don’t need to worry.

If you set up your Macintosh
according to the instructions,
avoid bumping it while it’s
turned on, and don’t spill coffee
on the keyboard, you won't hurt
your equipment.

What about the information in
the computer? You may know
that the Macintosh stores
information on disks. Simply
using a disk—putting it in a
disk drive, viewing its contents
on the screen, ejecting it in the
proper way—will not damage
the disk or the information.

Just note these two disk
precautions:

s Don't slide the metal shurtter

of a floppy disk aside and
touch the disk itself.

(This can damage the surface
of the disk.)

m  Keep floppy disks away
from magnets.

(Magnets can damage the
information on a disk.)

You can’t break the Macintosh
by experimenting. In fact,
experimenting is the best way
to learn more about how the
computer works.




How to use this book

You'll be using this book with
your Macintosh turned on (the
next chapter explains how), so
you can look at the objects and
practice the actions described.

It’s a good idea to go through
the chapters in order, since
later chapters build on the
information in earlier ones.

You don’t have to work through
the entire book in one sitting. It
takes most people a few hours to
complete all the chapters. Finish
as much at one time as you want
to, even if it’s only one section of
one chapter. You can always start
again later where you left off.

Your Macintosh must be set up
before you use this book; consult
Setting Up Your Macintosh for

instructions

This book assumes that your
computer system has a mouse,
and either an internal (built-in)

or external hard disk.

A mouse looks like this:

Preface: Welcome!

Almost all new Macintosh
computers have hard disks. If
you're not sure whether yours
does, ask your dealer or the
person who helped set it up for
you.

Even if you do have a hard disk,
some of the illustrations in this
book may not represent exactly
what you see on your own
screen. The illustrations
represent a hard disk that was
prepared at the factory. If you
had to install the software
yourself using the Installer
program, some screens may look

slightly different.
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If you have a trackball
instead of a mouse

Just roll the trackball where
this guide refers to moving
the mouse. The trackball
button works the same way
as the mouse button.

A trackball looks like this:

ey

» Ifyou don’t have a hard disk

If you have two floppy disk
drives but no hard disk, you'll
need to use a floppy startup
disk each time you turn on
the computer.

The Macintosh comes with
two floppy startup disks
called Macintosh System
Tools and Macintosh Utilities
Disk 1. You can also create
your own floppy startup
disks, as described in
Chapter 2 of the Macintosh
Reference.

If you use a floppy startup
disk, what you see on your
computer screen will not
exactly match the pictures in
this book. But you can still

do all the tasks described.

T

How to use this book

Xi






Review
Macintosh
Basics

Chapter 1

Before you begin

This chapter reviews some
fundamental Macintosh™

concepts.

s Ifyou've already looked at
the Macintosh Basics tour disk
and feel comfortable using
the mouse, you can turn
directly to Chapter 2,
“Customize Your Work
Space,” or skim this chapter

for a quick review.

= Ifyou haven't looked at the
tour disk, work through this
chapter before going ahead
in this book.



Tuming your s Ifyou have a compact » Ifyou have a portable

computer (with the monitor computer
computer on built into the case)
If you haven’'t done so already, =] - U
turn your computer on now. D T
The correct way to do this 2 E=====[0]
depends on the type of = [

Macintosh you have.
press any key on the

= Ifyou have a.modular e — keyboard (except Caps Lock)
computer (with a separate the back of the computer. o
monitor) (If you have an external hard to wake your computer.

disk drive, switch the disk

drive on first. If you have an

external floppy disk drive, it
will go on when you turn on
i the Macintosh.)

UL ARRERLEL

press the Power On key near J

the top center or top right of

your keyboard.
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Understanding the The Macintosh desktop is what

you see on the screen each time

Macintosh deSktOp you turn on the computer. It’s

your working area.

The desktop is sometimes called
the Finder.

As you'll see in Chapter 2, you
can customize the appearance
of your desktop. But a straight-
from-the-factory Macintosh
desktop looks like this:

The menu bar —|

contains the titles
of menus. Each
menu (Apple, File,
Edit, View, Special)
lists actions you
can take while

you work.

Icons are small
pictures representing
objects you can use
while you work.
These icons
represent your hard
disk and a trash can.

The desktop is the place from which you
o prepare and use disks
e start up your software programs.

Understanding the Macintosh desktop

The pointeris a tool that you
use to tell the computer what
you want to do.



MOVing the mouse = The mouse is easier to m The direction that you move

control if you rest the heel the mouse on your desk is

It takes a little practice to use the of your hand on your desk the same as the direction that
mouse comfortably; so dont be (instead (?f holdil}g your the arrow pointer moves on
discouraged if it seems awkward hand up in the air). the screen.
at first. e
= Use the mouse with your o

dominant hand (right if { A

you'e right-handed, left if €

you're left-handed), and ' } R N

always hold it with the cable

pointing away from you. i

4 Chapter 1: Review Macintosh Basics



u The distances that the mouse  w  If you run out of room to »  Don’ press down on the

and the pointer move are not move the mouse, you can mouse while you're trying
necessarily the same. If the pick it up and put it down to move it. When you see
mouse moves an inch on somewhere else. Moving or hear the word press, it's
your desk, for example, the the mouse in the air does referring to the mouse
pointer may move more than not move the pointer on button—not the entire

an inch on the screen. the screen. mouse.

Moving the mouse 5



Practicing mouse
techniques

You can do all your work on the
Macintosh (except type text and
numbers) by using just a few
mouse techniques. If you're not
comfortable with the mouse yet,
practice these techniques on
your Macintosh desktop.

Point

Click

¢ Em mm e m—

¢ e

You point to an object on the
desktop by moving the arrow
pointer until the tip of the arrow
is over that object.

Practice pointing to the hard
disk icon, the Trash, and the

Apple icon in the menu bar.

You need to be able to point
before you can perform other
mouse actions.

Chapter 1: Review Macintosh Basics

You click by first pointing to an
object, and then pressing and
quickly releasing the mouse
button once. Don’t move the
mouse while you click.

Practice clicking the Trash icon
and then the hard disk icon.

When you click an icon,
it becomes highlighted.
Highlighted icons are black or

other solid colours.

Manuals for Macintosh
programs often use the words
click, highlight, and select to
mean the same thing. In all
cases, the action you take is the
same: Position the pointer, press
the mouse button, and quickly
release it.




You press by first pointing to an
object, and then pushing down
steadily on the mouse button.
Don't move the mouse while
you press.

Practice pressing all the titles of
the menus in the menu bar.
Move the tip of the arrow
pointer over a menu title, and
then press and hold down the
mouse button (without moving
the mouse). The menu appears
below its title. When you're
finished looking at the menu,
release the mouse button (still
without moving the mouse).

Drag

Double-click

¢ Em mm mm

¢ WO mw mmm smam

You dragan object by first
pointing to it, then pressing the
mouse button, and then moving
the mouse in the direction you
want to move the object.

Practice dragging the Trash
icon to other locations on the
desktop. Move the tip of the
arrow pointer over the Trash
icon, press the mouse button,
drag toward the top or left side
of the screen, and release the
mouse button.

Notice that when you move the
mouse, an outline of the icon
moves along with the pointer.
When you release the mouse
button, the icon moves to the
new location.

You can’t lose an icon by
dragging it off the desktop—
try it and see.

You double-click by first pointing
to an object, and then clicking
the mouse button twice. Don't
move the mouse while you

double-click.

Getting the timing right on a
double-click sometimes takes a
little practice. Practice double-
clicking the Trash icon. Notice
that when you do this correctly,
the Trash icon opens into a
window.

You can close the window (make
it go away and become an icon
again) by clicking once in the
small box at the upper-left
corner of the Trash window.

This box is called the close box.
— Close the Trash

= window now by
clicking once in the
close box.

[T}



Recognizing icons

Double-click the hard disk icon
now to see what it contains.
What you see are more icons.
(Your hard disk doesn’t contain
all the icon types described on
this page; you'll see the others
shortly.)

To understand what icons are,
consider the kinds of objects in
your office: drawers, file folders,
pencils, and paper. The icons
on your electronic desktop
correspond to these objects.

m  Disk icons are comparable
to drawers. Just as a desk
drawer can contain folders,
documents, rulers, and paper
clips, a disk can contain both
your work and the tools you

use to create it.
J:D\J

Floppy Dvisk

=

Hard Disk

w  Folder icons are comparable to
file folders. You use folders to
organize and store your work
so you can find it again later.

Al Py

=

Systemn Folder

Folder

m Application icons represent
software programs, which are
the tools you use to do your
work. Many (but not all)
application icons have a
diamond shape.

2
& ’/

‘word Processor

Chapter 1: Review Macintosh Basics

w  Document icons represent the
documents, or files, that you
create with your software
programs. Many (but not all)
document icons are shaped
like a piece of paper with one
corner folded down.

Letter

You'll often see a “family
resemblance” between an
application icon and the icons
of any documents created with
that application.

e
i

wWord Processor

Letter

A few icons, such as the Trash,
have unique functions that don
fall into any of the categories
above. These icons have
correspondingly unique shapes.

Ji

Trash



Telling the computer
what you want to do

You've seen that icons represent

objects that you can use while
you work.

You've also seen that menus
are lists of actions, also called
commands, that you can take
while you work.

Telling the computer what you
want to do is a two-step process:

L.

Identify the object you want
to use.

Tell the computer what
action to take.

Here is a simple example you
can try on your own desktop.
Let’s say that you want to see
whats in the Trash.

Telling the computer what you want to do

1. Select the Trash icon.

To select an icon, you move
the arrow pointer over the
icon and click the mouse
button once. The icon

becomes highlighted (black).

By selecting an icon, you tell
the computer that you want
to work with it.

Sometimes the icon you want
to work with is already
highlighted, in which case
you can skip this step.

9



2,

Choose the Open command
from the File menu.

To choose a menu
command, follow these steps:

= move the tip of the arrow
pointer over the menu
titde

(% Fife Edit Uiew Special

= press and hold down the
mouse button to display

the menu

nNe oy HN

Open 30

Print

finss i3

bel Priglipgey HP
Get Info 81
BunHnats P
Pul Busay

Page Setup...
Print Bireotaryg..

Eject $%E

Chapter 1: Review Macintosh Basics

= drag the pointer down
the menu to highlight the

command you want

ngip Fofidey

Pring
{inge

m release the mouse button
to activate the command

The Trash icon opens into a
window. The window should
be empty right now.

(Don' drag any icons to
the Trash yet. You may
inadvertently throw away
something you need.)



As mentioned earlier, there are In the next chapter, you'll be
often several correct ways to do  working with icons and menus
tasks on the Macintosh. Among  to customize your Macintosh
the correct ways are shortcuts desktop to your liking,

that do not necessarily reflect the

two-step process just described.

For example, on page 7 you used

a shortcut when you double-

clicked the Trash icon to open it.

But you don't need to memorize
shortcuts to use the Macintosh.
If you keep the two-step process
in mind, you'll often be able to
figure out how to do things on
your own.

Telling the computer what you want to do






Customize
Your Work
Space

Chapter 2

BEfOI‘e ou be in If your desktop looks a little
y g different—because the hard disk

has a different name, or because
you used a floppy startup disk
whose icon appears in the
upper-right corner of the

desktop—that’s OK.

m Ifyour computer isnt on
right now, turn it on.
(See page 2 if you want
instructions.)

s [fany windows are open
on the desktop, close them.
(Click the close box at the
upper-left corner of the
window.)

[% iterns

Your desktop should now look
something like this:

(% File Edit Uiew Special A

13



Renan‘ljng YOUT 2. Type a new name. e If you ma%ke a mistake
hard dlSk As you type the first new while typing, use the

Delete key to erase the
L character(s) to the left of

If you think Hard Disk is 4 s L dng fhiehltnking lie

. 5 line indicates where each
boring name, you're free to

. ccessive ch i
change it. You can name any SteES e chiacter il e
. . . appear. delete
disk whatever you like. Disk PR

names can be up to 27 characters

(letters and spaces) long. e (Some Macintosh keyboards
Follow these steps to change the Pad have a Backspace key instead
disk name. of a Delete key. Both keys
work the same way.)
1. Ifit isn't already highlighted 3. When you're finished
(black or filled with colour), = You can usc the Shift .

click the hard disk icon to key to type uppercase oping, press the Return key.

selectit: letters, as you would on
i ‘ a typewriter.
Here’s how: Move the tip of

the arrow pointer over the

hard disk icon and click th -
dilieie o i Pressing the Return key saves
mouse button once. Click on h
, the new name.
the picture, not the name.

s The new name can

) include any character
Hard sl on the keyboard except
a colon (:).

The disk and its name

become highlighted.

R

14 Chapter 2: Customize Your Work Space



Adjusting your
system sound

You may have noticed that your
computer beeps every now and
then. It does this to alert you
when you try to do something
that can’t be done, or when
certain problems occur.

You can control both the
volume and the type of sound
that you hear. This section
explains how.

lcc )Ins

1. Choose Control Panel from
the Apple menu.

Here are the steps:

Move the tip of the arrow
pointer over the Apple
icon at the left side of the
menu bar.

Press and hold down the
mouse button to see the
menu.

Drag the pointer down
until the words Control

Panel are highlighted.

Desktop controls

=——— (Conirol Panel

T e e Rate of Insertion
@ . . Point Bhnkmg
General
Desktop Pattern &) @ O
% Slow Fast
Closs View Menu Blinking | Time ()
10:12:39 AM
AP By =1 P}
N E=l @ 12hr. (O 24hr.
Color
D O @ D Date El
OffSai] 2%
8/11/89
Keyboard G On Speaket
RAM Cache [512K ] (3] o Efeiker

Adjusting your system sound

>

About the Finder...

Alarm Clock
Calculator
Chooser
Find File
Key Caps
Scrapbook

s Without moving the
mouse, release the mouse
button.

The Control Panel appears on
your deskrtop.

At the left side of the panel is a
column of icons. (Depending on
the type of Macintosh you have,
the icons on your screen may
differ in number and kind from
those in the illustration.)

At the right side of the panel are
the desktop controls.



2.
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Move the pointer around on
the Control Panel and watch
what happens.

When you move the pointer
over anything to the right of
the column of icons, the
arrow becomes a crosshair:

_l_

The mouse works the same
way no matter what the
pointer looks like. You've
seen that the tip of the arrow
is the “hot spot” you need to
position over an object you
want to select. The crosshair
also has a hot spot: the point
where its lines cross. Just
position that point over the
item you want to click.

3

Find the Sound icon

at the left side of the
Control Panel.

The Sound icon looks
like this:

)

Sound

If you can see the Sound
icon, go on to step 4. If
you can’t see it, it’s because
there are more icons in the
column—they just aren’t
visible at the moment.

Notice that at the right of the
column of icons is a gray bar,
and at the bottom of the bar
is a small arrow pointing
down. If you click this arrow
once or twice, you should

see the Sound icon appear.
Try it now.

Gray bar

. Click the Sound icon to

select it.

Two new boxes—the sound
controls—replace the items
on the right side of the
Control Panel. (On some
Macintosh computers,
additional sound controls
will also appear. See the
Special Features book for
your model if extra controls

appear.)

Alert Sound Setting

Boing
Clink-Klank
Monke!

O =N 0o~

Speaker
Yolume

The Speaker Volume box
allows you to adjust the
volume of the speaker in
your Macintosh.

The sound the computer
makes is called the alerr
sound. The Alert Sound
Setting box allows you to
choose a different sound if
you prefer to hear something

other than a simple beep.



5. To adjust the speaker
volume, drag the slider up

or down.

To drag, position the center
of the crosshair over the
slider, press and hold down
the mouse button, and drag
up or down to the setting
you want.

O=NWH U~

Speaker
Yolurmne

When you release the mouse

button on a particular
setting, the computer will
beep at that new volume. If
you aren' satisfied, just drag
to a different setting,

At the lowest setting, the
computer blinks the menu
bar instead of making a
sound.

6. To change the alert sound,

click the name of a different

sound.

Position the center of the
crosshair over or beside the
name of a sound, and then
click the mouse button to
select it.

Alert Sound Setting

Clink-Klank
Monkey
Simple Beep

The computer will play the
sound you've just selected. If
you don’ like it, try another
one. Any time you get tired
of hearing a certain alert
sound, you can come back
into the Sound Control Panel
and change it again.

Adjusting your system sound

74

When you've selected a
sound you like, put the
Control Panel away by
clicking the close box in
its upper-left corner.



Setting the time
and date

Your Macintosh has an internal
clock. This clock can help you
check the hour, or keep track
of the date and time when you
created a document.

Once you set the clock, it needs
no further attention until you
want to change it for some
reason. For instance, the clock
doesn’t “know” when it’s
daylight saving time—you’ll
have to turn it forward or back.

18

1. Choose Alarm Clock from
the Apple menu.

About the Finder...

Alarm Clock
Calculator

Chooser
Control Panel
Find File

Key Caps
Scrapbook

The Alarm Clock appears
on your desktop.

| O 10:36:36 AM 2 |

Even if the clock shows
the correct time, you may
want to skim the rest of
this section to see how the
procedure works.

Chapter 2: Customize Your Work Space

2. Click the lever to the right
of the time.

Two more panels appear
beneath the first one.

Lever

] 10:37:28 AM ¢
8/11/89

Ol o

3. Ifitisn’t already highlighted,
click the clock face at the

lower left.

Clicking the clock face tells
the computer that you want
to change the time.

[J 10:38:19 AM ¢
10:38:19 AM

21| &

Clock face



4. To select the first item you

want to change, click the
number representing the
hour, minute, or second.

Position the center of the
crosshair over a number in
the middle panel, and click

the mouse button once.

Click here

O [10:39:14 AM ¢
[I:39:09 AM (3

. To correct the number, click

the small arrows at the right.

Again, center the crosshair
over the up or down arrow
and click. If you go too far,
just click the other arrow
to get back to the number
you want.

6. Repeat steps 4 and 5 until all

the numbers are correct.

When the clock setting is
correct and you're ready to
set the date, the steps are

almost identical.

. Click the calendar page in

the lower center panel.

The new time setting is
saved, and the date appears
in the middle panel.

(] 10:39:25 AM ¢
8/11/89

O

Setting the time and date

10.

I'1.

12,

To select the first item you
want to change, click the
number representing the
month, day, or year.

To correct the number,
click the small arrows at

the right.

Repeat steps 8 and 9 until
all the numbers are
correct.

To save your new settings,
click the lever at the right
side of the top panel.

Click the close box at the

left side of the Alarm
Clock to put it away.
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Taking a break

You can take a break from this
book whenever you like. If you
expect to return in a short time,
it’s fine to leave the Macintosh
on. But if youre finished
working for the day, you may
want to turn it off.

If you plan to keep working
now, you can move ahead to the
next chapter and return to this
page when you're ready to stop.

20

To turn off your Macintosh:

m Ifyou have a compact

computer

== [T

choose Shut Down from the
Special menu,

Special
Clean Up Selection
beaply Trash

Erase Disk

Set Startup...

‘ Restart

Chapter 2: Customize Your Work Space

and then press the on/off
switch on the back of your
computer. If you have an
external hard disk drive, you
can leave it on, or you can
switch it off after you switch
off the computer.

On/off
switch
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m [fyou have a modular
computer

L

choose Shut Down from the
Special menu.

Special
Clean Up Selection
Esnply frash
Erase Disk
Set Startup...

' Restart

(Don't use the power switch
to turn off your computer.
Choosing Shut Down readies
the hard disk for a fast restart
next time you turn the
computer on.)

= Ifyou have a portable
computer

£

TR LT
R O

choose Sleep from the Special

menu to end a work session.

S‘pecial

Clean Up Window
Pmnly frash
Erase Disk

Set Startup...

Restart
Shut Down

Taking a break
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Prepare Disks
for Use

Chapter 3

Understanding hard
and floppy disks

Both hard and floppy disks store
information so you and your
computer can have access to it.

. | Hard disksare sealed
inside a disk drive (which in
turn may be sealed inside your
computer).

[1_0T | Floppy disks can be
[ inserted into and ejected
from a disk drive.
Both hard disks and floppy

disks show up as icons on your
desktop. You look at, work with,
and add to the information on
both kinds of disks in exactly the

same way.

The major difference between
hard and floppy disks is their
capacity—ihe amount of

information they can hold.

Floppy disks

The basic unit for measuring
information is the byre. A

byte, like an ounce or a second,
is a very small unit, and not
convenient for describing how
much information fits on a disk.
Disk capacity is measured in
two larger units:

m A kilobyteis 1024 bytes,
and is represented by the
abbreviation KB—or just K.

» A megabyteis 1024 kilobyres,
and is represented by the
abbreviation MB.

A convenient rule of thumb is
that a full page of text takes up
roughly four kilobytes (4K).

10,000 pages

5,000 pages

Hard disks



Distinguishing the
types of floppy disks

The most common types of
Macintosh floppy disks are
800K disks and 1.4 MB
(high-density) disks.

800K and 1.4 MB floppy disks
are physically the same size, and
the differences between them are
subtle. The figure below shows

how you can tell them apar.

Floppy disks are sometimes
available in different colors, but
the colors don’t correspond in
any way to disk capacity.

Look at the floppy disks that
came with your computer.

By comparing them with the
illustration, you should be able
to tell what their capacities are.

High-density
disk symbol

24

Inserting a disk into
a disk drive

It’s important to know which
type of disk you're working with,
because not all types can be used
in all floppy disk drives.

As the chart shows, a floppy
disk drive can take disks of the
corresponding capacity, plus any
smaller-capacity disks. That is, a
1.4 MB disk drive can take both
1.4 MB and 800K disks.

But larger-capacity disks can’t be
used in smaller-capacity drives.
You can't use a 1.4 MB disk in
an 800K drive.

The procedure for inserting a
floppy disk into a disk drive is
the same no matter what kind
of disk or drive you are using,

. Useina
Use in an : %
Disk type 800K driver | highdensity
3 drive?
800K disk Yes Yes
\
1.4 MB disk No Yes
< |

Chapter 3: Prepare Disks for Use



1. If your computer isn't on
right now, turn it on.

(See page 2 if you want
instructions.)

For the next step, you'll need
a floppy disk. You can use
either

= abrand new floppy disk

= an old floppy disk whose
contents you don’t need

Important: If the only disks
you have are the ones that
Apple provided with your
Macintosh, skip to the next
chapter for now. You can
come back to this chapter
when you have a floppy disk
to prepare for use.

2. Insert the floppy disk into
the disk drive.

Always insert a disk metal
end first, label side up.

When the disk is most of the
way into the disk drive, the
Macintosh pulls it in and
into place.

Inserting a disk into a disk drive

If you inserted a brand

new floppy disk, in a few
moments you'll see a message
asking whether you want to
initialize it (prepare it for
use). To initialize the disk,
continue along the top of the
next few pages.

If you inserted an old floppy
disk, in a few moments you’ll
see the disk icon appear on
the desktop. To erase the disk
SO you can reuse it, continue
along the bottom of the next
few pages.



Preparing a new disk
for use

A blank disk is like a newly
surfaced parking lot. Before the
computer can begin to store
information on a disk (“park the
cars”), it has to mark off storage
areas on the disk’s surface (“draw
the divider lines”). This process
is called initializing or formatting
a disk.

1. Insert a blank disk into a
disk drive (you may have
done this already).

Remember not to use

1.4 MB disks in 800K drives.

After a moment, you'll see
a message asking you for
further instructions.

Ifyou inserted a 1.4 MB disk,

you'll see this message:

This disk is unreadable:
Do you want to initialize it?

If you inserted an 800K disk,

you'll see this message:

This disk is unreadable:
Do you want to initialize it?

l Eject l'Dne—Sideu Two-Sided

=

Erasing a disk
SO you can reuse it

By erasing the contents of an
old disk, you can use it to store
new information. Erasing a disk
is also called reznitializing or
reformatting it.

The process is similar to the
process of preparing a new disk
for use.

26

1. Insert the disk into a disk
drive (you may have done

this already).

Remember not to use

1.4 MB disks in 800K drives.

After a moment, the disk
icon appears on the desktop.

Chapter 3: Prepare Disks for Use

2. Choose Erase Disk from the

Special menu.

Special
Clean Up Selection
Linply frash
Erase Disk
Set Startup...

Restart
Shut Down




You would click Eject if you
wanted to change your mind
(for example, if you realized that
you had inserted a 1.4 MB disk

2. Ifyou are initializing a

1.4 MB disk, click Initialize.

If you are initializing an

You would click Cancel if you

wanted to stop the process here.

These messages aren’t meant to

: ; 800K disk, click Two-Sided.  be alarming. But they are meant
into an 800K drive). .
to emphasize that when you
The next message that PP ) )
) initialize a disk, everything that
Appeats piEs yonLone o might have been on that disk is
chance to back out of the
gone forever.
procedure.
A This process will erase all
information on this disk.
==
=
A box appears asking you to You would click Cancel if you The computer gives you a

confirm that you really want to

erase the disk.

If you inserted a 1.4 MB disk,
you'll see this message:

Completely erase disk named

“Floppy Disk” (internal drive)?

EEEm ) e

If you inserted an 800K disk,
you'll see this message:

Completely erase disk named
“Floppy Disk" (internal drive)?

[ cancer }| (one-sided] [(two-sided]

wanted to change your mind
(for example, if you realized that
your only copy of an important
letter was on that disk).

Preparing a disk for use

chance to back out of the

procedure because once you
erase a disk, the information
on that disk is gone forever.



3. Click Erase.

After a moment, you see a

message asking you to name

the disk you're about to
initialize.

Please name this disk:

4. Type a name for the disk.

A disk name can have up to
27 characters, though it can’t
contain a colon (:). You can
use the Delete key to erase
one or more characters if you

make a typing mistake.

It’s a good idea to give each of
your floppy disks a name that
will help you identify its
contents, and to write that
name on the disk label.

5. Click OK.

The initalization process
begins. It takes a minute or
two, during which a series of
three status messages appear
on the screen. When the last
message disappears, the
process is finished. The disk
icon appears on the desktop
with its new name.

3. Ifyou are erasing a 1.4 MB
disk, click Initialize.
If you are erasing an 800K
disk, click Two-Sided.

The erasing (reinitialization)
process begins. It takes a
minute or two, during
which a series of three status
messages appear on the
screen. When the last
message disappears, the
process is finished.

Chapter 3: Prepare Disks for Use

The disk icon appears on the
desktop with its old name.
You can give the disk a new
name if you like.



Ejecting a disk from

a disk drive

You eject a floppy disk from a

disk drive when

m you're finished working
with it

= you need to use a different

floppy disk, and you have
only one disk drive

m you want to lock or unlock
the disk (described in the

next section of this chapter)

Now you’re going to eject the
disk you just initialized.

1. Drag the disk icon to
the Trash.

Make sure the tip of the
arrow is on the Trash icon,
and the Trash icon is
highlighted.

Edit Uiew Special

Fjecting a disk from a disk drive

2. Release the mouse button.

The disk is ejected from
the disk drive and its icon
disappears from the desktop.

Dragging a disk icon to the
Trash doesn’t do anything

to the contents of that disk.
The contents of the disk

are perfectly safe. All that
happens is that the computer
ejects the disk, and its icon
disappears from the desktop.
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Locking a disk
to protect its contents

When a disk is locked, you

can read the information on it
but you can’t add, change, or
delete information. You might
want to lock a disk to prevent
someone else (or yourself) from
accidentally making changes

to it.

30

1. Find the locking tab on the
disk you just ejected from
the disk drive.

If you hold the disk with
its back side facing up and
the metal end away from
you, the locking tab is in
the lower-right corner.

2. To lock the disk, slide the
tab toward the outer edge
of the disk.

It’s often easiest to do this
with your fingernail.

Locking the disk reveals a
small hole.

3. To unlock the disk, slide the
tab to its previous position
(covering the hole).

You can lock and unlock any
floppy disk in this way.

@\

§\

Locked
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Unlocked
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Understanding
startup disks

Aside from capacity, there is
another important way of
distinguishing Macintosh disks:
Some disks can be used to start
up the computer, while others
are only used to store
information.

A disk you can use to start up
the computer is called a szrtup
disk. A startup disk contains
software that your computer can
use to start itself up. This special
software is in a folder called the
System Folder.

s

E

Systern Folder

The only difference between a
startup disk and other disks is
that a startup disk has a System
Folder on it.

A System Folder gets onto a
disk when you (or someone else)
put it there. In almost every
Macintosh computer with a
hard disk, the hard disk is a
startup disk because it contains
a System Folder.

A floppy disk can also be a
startup disk. For example, the
Macintosh System Startup disk
you received with your
computer is a startup disk
because it contains a System
Folder. You can make any floppy
disk a startup disk by installing a
System Folder on it.

If you try to start your computer
with a floppy disk that doesn’t
contain a System Folder, the
computer ejects that disk so

you can insert a startup disk in
its place.

For more information about
startup disks (such as how to
create one), see Chapter 2 in
the Macintosh Reference.

Understanding startup disks
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Chapter 4

IJO Ok at Seeiﬂg Whﬂt, son 1. If g}i:)ur Macinto§h isn’t on
4 ) right now, turn it on.
a disk or in a folder ,
tl’le COntentS Although the icons for hard
. You've probably had the dl.SkS and ﬂoP p y.dlSkS l_o -
Of a DlSk experience of going to visit different, their directories
look the same, and you use

someone in an office building,
and arriving without knowing
exactly where his or her office

was. You may have found |

out by checking the building ==

directory—the list of people Hard Dk Floppy Disk
who work in that building,

plus the room numbers of

their offices.

them the same way.

The items on a disk are also
presented in a directory.

33



2. To see the directory for
your hard disk (or floppy
startup disk), double-click

its icon.

e

Hard sk

(If nothing happens, you
may need to double-click
faster.)

The disk icon opens into a

directory window. Whenever
you double-click a disk icon,
you'll see a window showing

the directory for that disk.

Hard Disk
2 items 1,161K in disk

)
18,01 1K available

System Folder HyperCard

i

| Ic

=]

34

There may not be very much
in the directory—perhaps just
a folder or two.

If you arrive at an office building
that rents space to three
companies, the lobby directory
may simply tell you that the
accounting firm you've come to
visit is on the fourth floor. When
you get off the elevator on that
floor, you see another directory
listing the names and office
numbers of the accountants who
work there.

Likewise, a disk directory may
only show a group of folders.
But each folder also has its own
directory.

Chapter 4: Look at the Contents of a Disk

3. To see a folder directory,
double-click the System
Folder icon.

EN

Systermn F ollder

You've opened the directory
window for the System

Folder on your hard disk.

System Folder EEE====uF|

1,161K in disk 18,011K available

System Finder MultiFinder Backgrounder

500

15 items

General

g < B

Clipboard File

)
KeyLayout  Keyboard  Mouse Sound

As you can see, it contains
many more icons. (The
contents of your System
Folder may be slightly
different.) These icons are
important to the operation of
your computer, but right
now you don’t need to be
concerned about what

they do.

Close the System Folder
window now by clicking its
close box.



Opening a window

In the previous section you
opened two directory windows
by double-clicking icons.
Double-clicking is a shortcut.
When you double-click a folder
icon, you're telling the computer

“Open this folder.”
If you read Chapter 1, you'll

remember that telling your
Macintosh what you want to do
is generally a two-step process:

w First you identify the object
you want to work with by
selecting it.

m Then you choose a menu
command to perform an
action on that object.

You can also open a disk or a
folder by following this two-step
process. Here’s how:

1. Click the HyperCard™

folder once to select it.

. Choose the Open command

from the File menu.

N Folider

Print
iinse

The folder’s directory

window opens, exactly the

same way it would if you
had double-clicked the

folder icon.

Opening a window

Now you know two ways to
open an icon:

m  Double-click the icon.

s Click the icon to select it,
and then choose Open from
the File menu.

Both of these techniques work
for all disk, folder, program, and
document icons, as well as for
the Trash.



Closing a window

You already know one way
to close a window: Click its
close box.

Here’s another way (try it on the
window you just opened):

m Choose the Close command
from the File menu.

New Folder 3EN
Open 30
Print

el Priglinges 5P
Get Info #1
Duplicate D

The window closes, exactly
the same way it would if you
had clicked its close box.
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Now you know two ways to
close a window:

m  Click the close box.
s Choose Close from the

File menu.

Both of these techniques work
for all disk, folder, program, and
document icons, as well as for

the Trash.

Chapter 4: Look at the Contents of a Disk



Moving a window

You can move a window by
dragging its itle bar.

Try the following steps with
your open hard disk directory
window.

The title is the same as the name

Close box

of the icon you opened.

Title bar

®| File Edit Uiew Special

e———— T

| Zoom box

2 items 1,161K in disk

18,01 1K available

(a window-sizing
&

System Folder HyperCard

P control described
on page 39)

Moving a window

1. Position the pointer
anywhere on the title bar
(except over the close or
zoom box).

2. Drag the window by
pressing and holding down
the mouse button while you
move the mouse.

& File Edit Uiew Special

E— Il —— 3
2 items S 831K in disk 33 221K avaflable

I

System Folder  HyperCard

A dotted outline of the
window follows your
movements.

3. Release the mouse button.

The window moves to the
new location you've chosen.

Practice dragging the window
around on the screen. You can’t
drag it completely off the screen
and lose it—try it and see.
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Selecting a window
to work in

Just as you can have more than
one piece of paper on your desk
at a time, you can have more
than one window open on your
Macintosh desktop at a time.

When you have several papers
on your desk, you select the

one you want to work with by
moving it on top of the others so
you can see it. In the same way,
when you have several windows
open on your Macintosh
desktop, you select the one you

want to work with by moving it
“in front of” the others.

Selecting a window in this way is
called activatinga window, and
the window you select becomes
the active window.

You can practice selecting a
window to work in by opening
your System Folder window
again now. (Use whichever
method of opening windows
you prefer.)
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1. If you can no longer see the
hard disk window at all,
drag the System Folder
window by its title bar until

you can see part of the disk
window behind it.

You only need to do this if
the System Folder window
completely hides the disk

window from view.

2. Click anywhere in the hard

disk window to move it in
front of the System Folder
window.

Hard Disk

1,167K in disk 18,004K available

System Folder =12
1,167K in disk 18,004K available k

>
B B Bh

General MultiFinder Backgrounder

Ei

Clipboard File

© Mouse Sound

Notice that you can now see
the entire hard disk window

on the desktop.

Also notice the lines in the
bar at the top of the window.
The lines mean that the
window is active. (Just as a
highlighted icon is black, a
highlighted window has lines
across the top.)

Chapter 4: Look at the Contents of a Disk

3. Now click anywhere in the

System Folder window to
move it in front of the hard
disk window again.

(=== Hord Disk &S
2 items 1,170K in disk

System Folder HyperCard

K-?—Jm;m—ﬂmmv—mm—mm—vmw

LS

Notice that windows don’t
move to a different location
on the screen when they
become active or inactive.
They simply move “in front
of” or “behind” other
windows. Sometimes when
you think you've lost a
window, it has simply moved
behind a larger window that
hides it from view.



Changing the size
of a window

You may want to make a
window as large as the screen so
you can work in it easily, or as
small as a matchbox so you can
get it out of the way.

If your System Folder window is

still open, you can experiment
with it in the steps that follow,
but any window will do.

1. Click the zoom box.

The window zooms out to
nearly fill the screen.

Zoom box

|

I¥f =————Ilh=

17 ,985K awvailable

| Se——
fultiFinder Backgrounder

2. Click the zoom box again.

The window returns to its
former size.

The zoom box, as its name
suggests, provides a fast way to
resize a window. But it doesn’t
allow you to fine-tune the
window’s size or shape. The
fine-tuning control is the size
box in the lower-right corner
of the window.

1. Ifyou can't see the size box

right now, move the window

(by dragging its title bar)
until it appears.

2. Position the pointer on the
size box, press the mouse
button, and drag up and to
the left.

=l =

Startup Device MNultiFinder

<]® k

Sound Monitors

Changing the size of a window

2

As you drag, a dotted outline
of the window follows. If you
keep pressing the mouse
button and watch the screen
as you drag up, down, left,
and right, you can see the
outline follow your
movements.

Release the mouse button.

The window changes size.
If you don’t like the new
size, drag the size box until
you do.

Notice that the contents of a
window don’t change when
you change a window’s size.
All that changes is the amount
you can see.
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Seeing hidden parts
of a directory
or document

Sometimes there’s more in a
directory or document than you
can see in a window at one time.
You just saw that you can make
the window as large as the
screen. But sometimes even that
doesn’t provide enough room for
you to see everything a directory
or document contains.

Imagine that your house has one
window on the wall facing your
neighbor’s house. If it were an
ordinary window, its position
would be fixed, and you would
shift your view by moving to
look through it at different
angles. But this is an unusual
window, because you use it by
standing in the same place and
moving the window itself up,
down, or sideways.

A Macintosh window is like the
moveable window in the wall.
Through the window you can
see part of your disk directory,
or document, or whatever you
happen to be working on.

The scroll bars are the controls
that allow you to move the
window to see a different part of
your directory or document.
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If youre working in a
directory or document that

fits horizontally in the window,
the horizontal scroll bar will

be white (meaning that there’s
nothing more to see on either

the left or the right side of the

window).

However, the vertical scroll bar
may be gray, meaning that
there’s more to see both above
and below what fits in the
window.

I o R

B |

3

1. If one or both of the scroll

bars on your System Folder
window are white, use the
size box to shrink the
window until both scroll
bars are gray.

=l

T,966K available

. ——— o ——

=
&

I

3 3
[ i
O O
O .

&y 0=

00

L Scroll arrow

L Scroll box

FMultiFinder

<1

Sound

Horizontal
scroll bar

Seeing hidden parts of a directory or document

Vertical scroll bar

2. Practice using the scroll bars

to see the hidden sections of
the System Folder directory.

Remember that you're
“moving” the window, not
the directory.

To move to the top or
bottom of the directory:

s Click the scroll arrow
pointing up or down.

u Click the gray part of the

scroll bar above or below

the scroll box.
» Drag the scroll box up

or down.

To move to the left or right
side of the directory:

w Click the scroll arrow
pointing left or right.

» Click the gray part of the
scroll bar to the left or
right of the scroll box.

s Drag the scroll box left
or right
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Use Software
Programs

to Create
and Revise
Documents

Understanding
software programs

In some ways, buying a
computer system is like buying
a stereo system.

A stereo system consists of
individual components that may
include an amplifier, tape deck,
turntable, compact disc player,
and speakers. The stereo system
doesn’t do much by itself
(although it may have a tuner
for radio reception). You buy a
stereo system because you want
to listen to compact discs, or
tape your record collection, or
just play the records.

A computer system also consists
of individual components—the
computer itself, a monitor,
maybe a separate disk drive or
printer, and so on.

Chapter 5

Like the stereo system, the
computer system doesn’t do
much by itself. You buy a
computer because you want
to use software programs to
manage your business, design
buildings, compose music, or
write a book.

One of the greatest advantages
of using a Macintosh computer
is that most Macintosh
programs—also called
application programs or
applications—are designed

to look similar and work in
similar ways. In all Macintosh
programs you click icons, choose
commands from menus, and use
windows that work the same
way as the windows you're now
familiar with.

The information in this chapter
is therefore true of almost all
programs you might use with
your Macintosh. But keep in
mind that if you have a question
about the way a specific program
works, you'll need to consult the
manual that came with that
program.
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Putting a program
on your hard disk

Most companies that make
programs provide them on
floppy disks. You can run a
program from a floppy disk—
and if you don’t have a hard
disk, you have no other choice.
But if you do have a hard disk,
you'll want to put a copy of the
program on your hard disk
and store the original floppy
disk for safekeeping. Putting a
program on your hard disk is

called installing it.

Your Macintosh comes with

a sample word processing
program called TeachText,
which you’ll find on the floppy
disk labeled Macintosh System
Startup. Follow the instructions
on this page to install TeachText
on your hard disk.
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If any windows are open on

your desktop, close them before

you begin with step 1.

1. Insert Macintosh System
Startup disk into a floppy
disk drive.

2. Open the directory window
of Macintosh System Startup

disk.

== &
@&

System Folder festaller Instalier Script

=]

Agple HD SC Setup Disk First Ad

TeachText Read =

I T

3. Find the TeachText icon and

drag it to your hard disk.

This step is the one that
copies the program. (See the

figure below.)

4. Eject the Macintosh System
Startup disk from the disk
drive by dragging its icon to
the Trash.

If you open your hard disk
directory window now, you’ll
see the icon for the TeachText
program you just installed.

When you’re ready to install one
of your own programs on your
hard disk, the basic procedure
(dragging one or more icons
from a floppy disk to the hard
disk) is the same. However, you
should refer to the manual that
came with the program in case
there are any special instructions

you should follow.

The rest of this chapter explains
how to create, edit, save, and
close a document by using the
TeachText program. You'll do
these basic tasks in essentially
the same way in almost all
Macintosh programs.

€ File Edit Uiew Special

=== System Startup e8|

963K in disk 453K available [t

%

25 [

Apple HO SC Setup Disk First Aid

System Folder Installer Installer Script

(o]
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Creating a new
document

To create a new document,

you open the program you want
to use to create that document.

For example, if you want to
write a letter, you open your
word processing program; if

you want to draw a picture, you
open your graphics program.

1. Find and open the
TeachText icon on your

hard disk.

TeachText

(If you don’t have a hard disk,
work through the rest of
this chapter using Macintosh

System Startup as your startup
disk.)

You can either double-click
the icon, or click the icon
once to select it and then
choose Open from the File
menu. Use whichever
method of opening icons
you prefer. You'll see an
empty TeachText document
window.

% flle Eait

Creating a new document

Whenever you open a
program icon, you see an
empty document window
that usually has the name
Untitled in the title bar.
(You'll name the document
later, when you save it.)
You can think of this empty
document window as a
blank piece of typing paper,
a blank piece of drawing
paper, or whatever is
appropriate to the program
you're using.

Whenever you have a
document window of any
kind open on your screen,
you are working in an
application program. This
means you can do all the
tasks associated with that
program, but for the
moment you can't do
desktop tasks such as
renaming disks or looking
at their contents.

Notice that this TeachText
document window has the
same controls (such as the
boxes for changing the sizes
of windows) that you saw
in directory windows in

Chapter 4.
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Also notice that TeachText
(like all programs) has its
own set of menus. In this
case, the titles of these menus
are the same as the titles of
the corresponding menus on
the desktop. But some of the
commands in these menus
are different, and more
appropriate for the work
you'll be doing in a word
processing program.

Look at the commands in

the File and Edit menus.

Just press the menu titles to
see the commands. Don’t
choose any commands
right now.

Nas

. —

R

- £ut
Close f£opy
Sapve S Paste

Save fs... {iear

Page Setup... Select i pat]
Print...

Show Clipboard

Quit #®0

= You can use the Shift key to

At the upper-left corner of 3. Now type this paragraph:
the Untitled window you'll
see a blinking line. This line
is called the insertion point
because it marks the place

Because everyone has
been arriving late
for our staff
meeting, we're trying

where text you type will be a new policy starting
inserted. As you begin to Monday. The first

type, keep these hints in person who arrives
mind: after 9:30 has to pay

for the donuts. Then

. we lock the door.
type capital letters, as you

would on a typewriter. There’s your first memo.

= [f you make a mistake while

typing, use the Delete key to
erase the character(s) to the
left of the insertion point. You
can move up, down, or across
characters without erasing
them by using the arrow keys.

AR

= Don’t press the Return key

when you get to the end of
a line—just keep typing.
TeachText (and almost any
other word processing
program) moves down to
the next line for you.
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Saving a document

When you save a document,
you are telling the computer
to assign it a name and store it
on a disk. (If you turned the
computer off now without
saving your memo, it would
be lost.) Saving also creates an
icon for that document.

1. To save your memo, choose
Save from the File menu.

N

frasvay, .. s

Close #EW

Save As...

Page Setup...
Print...

Quit #0

The box that appears on the
screen is called a dialog box.
When the computer needs
more information from
you, it presents a dialog box.
You provide the necessary
information by clicking
buttons and, in some dialog
boxes, typing in the spaces
provided.

This particular dialog box,
called a directory dialog box,
allows you to name your
document and to store it in
any directory you please.

For now, you just want to
keep things simple and store
your document on the hard
disk. You can tell that you're
in the right place, because the
directory dialog box shows
you where you are.

The name of the currently open directory. In this
case, it's the same as the disk name.

— Hard l]iskl

3 HyperCard i
1|3 System Folder
G Teachipul

=l

i e

Save this document as:

[pretea o

= Hard Disk—{— The name of

. the disk you've
been working
with. You want
1o save your
document on
this disk.

§ipet

dripa

Cancel

A view of the disk directory. If you were looking at it in the disk’s
directory window, each of these items might appear as a
full-sized icon. You want to save your document in this directory.

Saving a document
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2. Type Meeting Memo in
the text box.

The box is already high-
lighted for you, so all you
have to do is start typing.

S$ave this document

Meeting Memg|

3. Click the Save button.

Your document, with the
name you just gave it, is
saved on the disk. You can
now see the document’s
name in the title bar of the
window.

.
l

Meeting Memo
irriving late for our staf
The first person who ar
lock the door.

48

4. Choose Quit from the

File menu.

N s |
Boen,..

Close LW
Bapa R
Save As...

Page Setup...
Print...

Quitting takes you out of
the TeachText program and
back to the desktop. You
should be able to see the
Meeting Memo icon in the
disk directory window.

Opening an existing
document

Once you have created and saved
a document, you can open it
again simply by opening its icon.
Opening a document also opens
the program you used to create
that document. You don’t usually
need to open the program first.

Try opening a document.

= Double-click the Meeting

Memo icon.

Meefﬁ Flerno

Your memo appears. By opening
it, you have also opened the
TeachText program. You can
tell because the TeachText menu
titles are now at the top of your
screen.
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Editing your work

( & File Edit

H?Dﬁ Meeting Memo

[Because everyone has been arriving 1ate for our staff meeting, we're trying a

new policy starting Monday. The first person who arrives after 9:30 has to
pay for the donuts. Then we lock the door.

Now you want to make some
changes to your memo.

When you edit text, remember
that the insertion point
(blinking line) marks the “hot

spot” on the screen.

I

Just as you move the arrow
pointer on your desktop and
select an icon by pointing and
clicking, you move the text
pointer and select the place you
want to edit by pointing and

clicking.

The text pointer is called an
I-beam, and looks like this:

Editing your work

ere’s how to add a word to
H
O] a sentence.

1. Position the I-beam just

before the letter M in the
word Monday. Then click
the mouse button once to
place the insertion point

there.

[Monday.

If you're not comfortable
with the mouse yet, take
your time and don’t be
discouraged if this seems
difficult. You can keep
positioning the I-beam and
clicking until the insertion
point is where you want it.
(Don’t move the mouse
while you click.)
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Type next and then press
the space bar once to put a

space between nextand
Monday.

next [Monday.

Notice that when you add
text, the words following the
new text move to make room
for it, wrapping down to the
next line if necessary.

Now you want to edit your
first sentence so it won’t start
with “because.” You can do
this by moving the phrase
“we're trying a new policy
starting next Monday” to the
beginning of the sentence.
To move any piece of text,
you first cut it from its old
location and then paste it in
a new one.

As you've done in other
situations, you're going to
select what you want to work
with and then choose a
command.

3. Select the words we're trying

a new policy starting next
Monday.

Here’s how:

= Position the I-beam just
to the left of the win the
word we¥e.

m Press and hold down the
mouse button.

You've now anchored
yourself at the beginning
of the text you want to
select.

Twe're
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m Drag the mouse down
and sideways until all the
words you want to select

are highlighted.

File Edit

®
gEeEeV—— !

Take your time. As long
as you hold the mouse
button down, you

can move the mouse

4. Cut the phrase you've
selected by choosing Cut
from the Edit menu.

i g

C #C

opy
Paste 3#EU
Clear

Select Al 3R

Show Clipboard

5. Position the I-beam where
you want to paste the phrase
you just cut.

Move the I-beam to the
beginning of your memo and
click the mouse button.

The insertion point appears.

( & File Edit
cmEe———— J}
[Because everyone has been arrivi

person who arrives after 9:30 ha:
door.

V

indefinitely without losing
your anchor point. If you
release the mouse button
by mistake, reposition the
[-beam and start again.

m  When the phrase is
highlighted, let go of the

mouse button.
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6. Choose Paste from the

o

Edit menu.
RIS B

FTES SR
- fopy i

{ipay

Salacd 84 B

Show Clipboard

The text appears in its new
location.

Now your memo looks
something like the
illustration below.

[ & File Edit )
E[==———— MeetingMemo ——r—r————1=|
we're trying a new policy starting next Monday Because everyone has been K

arriving late for our staff meeting, The first person who arrives after 9:30
has to pay for the donuts. Then we lock the door.
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7. Fix the capitalization,
punctuation, and spacing
in the sentence you just
rearranged.

Here is the general

procedure:

Position the I-beam to the
right of any character(s)
you want to change.

Click the mouse button
to place the insertion
point.

Press the Delete key to
erase characters to the left
of the insertion point.

Type the new characters.

Now you want to save the
changes you’ve made to your
document. So far the changes
are in the computer’s memory,
but if there were a power
interruption right now your
changes would be lost. (The
original version of the document
is protected because you've
already saved it on a disk.)

Power interruptions are rare,
but—as many people have
discovered the hard way—they
can destroy hours of work. You
can protect your documents by
saving them often.

Save your edited memo now.

s Choose Save from the

File menu.

Nga
v,

Close

Save Hs..

Page Setup...
Print...

Quit %0

Editing your work

This time you don’t see a
directory dialog box when you
choose Save. The computer
simply saves any changes made
to your document since the

last time you saved, without
changing either the name of the
document or its location.

By choosing Save often, you’ll
never lose more than a few
minutes of work if a power
interruption occurs.



Putting a document
away

You saw in an earlier section

of this chapter that opening a
document automatically opens
the program that created it.
However, closing a document
does norautomatically close

the program. This is so you

can continue working in that
program if you want to, without
returning to the desktop first.

You can see how this works by
closing the memo you just
saved.

s Choose Close from the

File menu.

The memo disappears.

€ File Edit

What appears on the screen at
this point looks something like
the desktop, but it isn’t.

Two clues can help you figure
out where you are:

m There are no icons in sight.
If you were back on the
desktop, you'd see icons
representing your hard disk
and the Trash, as well as any
windows that were open
when you began working,.

m The menu bar at the top of
the screen contains the
menu titles for the
TeachText program.

The document you were
working on is now closed, but
the TeachText program is still
open.

If you wanted to start a new
TeachText document, you
could choose New from the
File menu, and a new Untitled
window would appear on the
screen. (Don’t try this now.)

Upen".h

finge HRiE
Sapa g
Bapra fe.,,

Page Setup...
2Eing

Quit %0

But you're finished working
with TeachText, so you want
to go back to the desktop. The

next section explains how.
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Putﬁng a program You can see how this works by~ In summary, whenever you

quitting the TeachText program.  want to finish your work and

away s Chaoss Ciftefron the go back to the desktop, simply
A choose Save to save the latest

To close both a document and changes to your document,

its associated program at the In a moment you'll see the and then choose Quit.

same time, you need to choose familiar desktop again.

the Quit command from the

File menu.

You can also choose Quit if you
find yourself in a program but
not in any particular document,

® File Edit Uiew Special

Hard Disk
4 items 1,180K in disk 17,991K available

as you did in the previous S

section.

System Folder HuperCard  TeachText Meeting Memo

Putting a program away >»






Chapter 6

" : Follow these steps to duplicate
Copy Duphcatmg your Meeting Memo document.
a document

Documents 1. Select the Meeting Memo

o While you’re working on the icon by clicking it once.
and DlSkS desktop you may want to
duplicate a document, perhaps
so you can open and edit it =
without changing the original.

Meeting Fermo
When you duplicate a

document, you don’t have

to open either the original

document or the program

you used to create it.



2. Choose Duplicate from the

File menu.

New Folder 3EN

Open #0
Print

Close 1
el Prigiipges %P
Get Info #1

Duplicate
Pl Busny

Page Setup...
Print Directory...

Eject #E

A new icon called “Copy of
Meeting Memo” appears,
overlapping the original in
the directory window.

EE|

17,872K available

Meetlng Mel

The name of the new icon is
preceded by the words “Copy
of” because every icon in a
disk or folder window must
have a unique name—even
if, as in this case, the icons
represent identical objects.

Chapter 6: Copy Documents and Disks

3. Rename the copy of the

document by typing sample
Memo and press Return to save
the new name.

Sample Memo

You can move the Sample
Memo icon anywhere you
like. For now, drag it off the
Meeting Memo icon (so they
don’t overlap) and leave it
visible in the disk directory

window.

You'll be working with the
Sample Memo document

in the next section of this
chapter, so open its icon now.
Use whichever method of
opening icons you prefer.

You can see that the new
document is exactly the same
as the Meeting Memo you
duplicated to create it.



Saving different
versions of a
document

Sometimes you want to save

different versions of a document.

For example, you might want
to create two versions of your
résumé that emphasize different
job skills, or write three versions
of a product brochure aimed at
three different groups of

customers.

Now you want to edit the
Sample Memo so you can send
the revised version to a different
group of your colleagues.

1. Make the following changes
to the memo, using the
editing techniques you
learned in the last chapter.

= Replace the words our
staff meeting with review
meetings.

= Replace the words affer
9:30 with late.

(For a review of general
editing instructions, see

page 53.)

If you were to save the memo
now by choosing Save from
the File menu, the new text
you just added would replace
the original text in the
document called Sample
Memo.

But you want to save both
the Sample Memo, with its
original wording, and your
newly revised version of
the memo.

Saving different versions of a document

2. Choose Save As from the

File menu.

Mg

Bpea,,,

Close W
Fapa HE

Save As... 1

Page Setup...
Print...

Quit #0

Save As allows you to save a
revised document by giving
it a different name, which is
what you want to do next.

When you choose Save As, a
directory dialog box appears
on your screen. As before,
this box tells you where you
are, and lets you indicate
what you want to name your
new memo and where you
want to store it.
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The name of the disk 5. Choose Quit from the

The name of the currently open you've been working with. Hle et
directory. It's the same as You want to save your )
the disk name. memo on this disk. T
Quitting takes you back to
- the desktop, where you see
= Hard Disk I ;
: icons for all three documents
CiHypertard il L L in the disk directory window.

0y Meating Memg

0y Sampis Mems Liret =
[ System Folder : T sSf——— "5
< Teachiesd 17,984K available

el
)

Save this document as:

“““ Q

i

| ample emo I Cancel Meeting Memo Sarmple Memo
[l
Aview of the disk directory. The name of the memo you've been working on.
You want to save your memo You can create a new version of this memo by Review Memao
in this directory. saving it with a new name. 6

3. Type Review Memo inthe 4. Click the Save button.
text box.

The new name replaces the

old name as soon as you [ save ]
begin typing.

You have just indicated

that you want to save your

revised memo with its new Your memo is saved with
name—Review Memo— its new name, which now

in the same directory and appears in the title bar of the
on the same disk as the document window.

original Sample Memo.
(This process has no effect
on the Sample Memo.)
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Copying one or
more items onto
a floppy disk

You'll often want to copy a
document from your hard disk
onto a floppy disk, or from
one floppy disk onto another,
SO you can

= give the disk to someone else
who may want to work on
the document

s take the document to
another location and work
on it there

= protect your work by storing
the copy (also called a
backup) in a different place

It’s important to back up your
work regularly. A backup copy
of a document is insurance
against damage to the original.
Taking a few seconds to back up
a valuable document can save
you much despair and many
hours of extra work.

You can use your Review Memo
to practice copying a document
onto a floppy disk.

1. Insert a blank disk into a
floppy disk drive.

You can use the disk you
prepared in Chapter 3. Or, if
you haven't already prepared
a disk for use, you can do so
now. (Instructions are on

pages 26-28.)

If you have more than one
floppy disk drive it doesn’t
matter which one you use,
as long as you remember not
to puta 1.4 MB disk in an
800K drive.

Copying one or more items onto a floppy disk

2

Find the Review Memo icon
in your hard disk directory
window.

Review Memo

(If you've been using the
Macintosh System Startup disk
as your startup disk, the
Review Memo icon is in its
directory window.)

01



3. Drag the Review Memo

icon to the floppy disk icon.

Here's how:

m Position the arrow pointer
over the document icon.

m Press and hold down the

mouse button.

button.

Drag the document icon

to the floppy disk icon.

When the floppy disk
icon becomes highlighted,
let go of the mouse

File Edit Uiew Special

Hard Dis

& iterns

5,838K in disk

33,214K available

B (]

Systemn Folder HyperCard

2
i

TeachText Meeting Memo Sarmple Memo

9

Review Memo

Ko

]

=
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This procedure places a copy

of the Review Memo onto the
floppy disk. A status box appears
briefly on the screen while
copying is in progress.

If you wanted to copy additional
items onto the floppy disk, you
would simply repeat this step for
each icon you wanted to copy.

Notice that you didn’t remove
the Review Memo from your
hard disk when you dragged it
to the floppy disk. Whenever
you drag an icon from one disk
to another, you copy that icon
(and whatever it represents) onto

the second disk. The original

stays where it was.

If you open the floppy disk icon
now, the Review Memo appears
in its directory window. Try it
and see.

Then close the floppy disk

window by clicking its close box.



Copying one or more
items onto a hard disk

You'll often want to copy items
from a floppy disk onto your
hard disk. When you buy a new
program, for example, installing
it on your hard disk involves
copying icons. Or a colleague
may hand you a disk containing
some documents to revise. It’s
often more efficient to copy the
documents onto your hard disk
and work on them there.

It’s most important to be
selective about copying the
contents of a floppy disk onto
your hard disk when the floppy
disk is a szartup disk—that is,
when it contains a System
Folder. If you copy the entire
floppy disk onto your hard disk,
the hard disk will have two
System Folders on it. This
situation will cause problems
with the operation of your
computer.

No disk should ever have more
than one System Folder on it.

This section describes how to
copy only the items you want—
whether it’s just one item, or
everything but one item.

If you have a new program to
install, you can try the steps in
this section using your program
disk. If you don’t have a new
program or would rather not
experiment with it, use your
Macintosh System Startup disk

instead.

If there are any disks in your
floppy disk drives, eject them
now by dragging the disk icons
to the Trash.

Copying one or more items onto a hard disk

1. Insert your Macintosh
System Startup disk (or
program disk) into a disk

drive.

2. Ifyour hard disk directory

window is closed, open it
again now.

3. Open the Macintosh System

Startup (or program) disk to
see its directory window.

963K in disk 45K avarladle

&

el tnstafler Script

Gl
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4. Arrange the windows on

your desktop so that

n the Macintosh System
Startup disk directory
window is active, and
you can see all the icons
in it

m you can see at least part
of the inactive hard disk
directory window behind
the Macintosh System
Startup disk window

(If you need to move or
resize the windows, pages 39
and 41 review the window
controls.)

When you're finished, the
windows on your desktop

should look something
like this:
Hord Disk
6 items. 1,364K in disk. 28,001K available

System Startup

7 ftems. 6K in disk 452K avaflable

. &
&
5t Ter:

fnstaller Script

Disk First Al

<
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Now you want to transfer
three items from the
Macintosh System Startup disk
to your hard disk-Apple HD
SC Setup, Disk First Aid,
and Read Me.

. Select the three icons in the

Macintosh System Startup
disk directory window
except the System Folder

icon and the TeachText icon.

(You've already copied
TeachText onto your

hard disk.)

There are two ways to select
a group of icons: dragging
and Shift-clicking. Select
the icons using whichever
technique is easier for you.

»  Draggingis easier when the

icons you want are grouped
in a neat cluster.

To select by dragging, “draw

a box” around the icons by:

o positioning the tip of the
arrow at one corner Of

the box

pressing down the mouse
button while you drag to
the opposite corner

O

o letting go of the mouse
button

When you let go, the icons
become highlighted.

(a1

Disk First Aid

If you select an icon you
don’t want, “erase” the box
by clicking anywhere else in
the window. Then draw a
new box.



w  Shifi-clicking is easier when
the icons you want aren’t
grouped neatly.

To select by Shift-clicking:
= hold down the Shift key

with one hand

while clicking individual

icons with the other

If you select an icon you
don’t want, continue to hold
down the Shift key and dlick
that icon a second time. It
will become unhighlighted,
and you can continue

with your selection. When
all the icons you want are
highlighted, let go of the
mouse and release the

Shift key.

Make sure the System Folder
is not highlighted before you

go on to the next step.

6. Drag any one of the selected

icons to the hard disk
directory window.

Position the tip of the

arrow pointer on any of

the highlighted icons, press
down the mouse button, and
drag the icons as a group to
any part of the hard disk
directory window that you
can see.

You'll need to position the
tip of the arrow over the
visible part of the hard disk
directory window before
releasing the mouse button.

Dor’t worry if not all the
icon outlines are actually
“inside” the window. They
will all end up in the right
place if the tip of the arrow
is there.

If you have trouble with this
step, you can select and drag
the icons again. Or you can
select and drag them into the
hard disk directory window
one at a time. This takes
longer, but achieves the
same result.

Hard Disk
6 items o0 1,379K in disk 37,986K available
T PN Pointer in hard
===k System-Startup === disk directory
7 items 963K in disk 453K available Wind()\\’
&
System Folder Installer Installer Script
a
== 11
Se Disk First Aid amm—
o
TeachText 6
= 5
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7. Click anywhere inside the
hard disk directory window
to activate it.

You should see all the icons

you dragged there in step 6.

If some of them don’t seem

to be there, try enlarging the
directory window.

If you'd like to do a little
cleaning up, first make sure

that none of the icons in the
hard disk directory window

are highlighted. (Click in an
empty part of the window to
unhighlight icons.) Then choose
Clean Up Window from the
Special menu.

Special
Clean Up Win
Emply frash
Erase Disk

Set Startup...

Restart
Shut Down

00

The icons align themselves along
an invisible grid.

EO=====—=—=—=—=== Hord Disk ﬁmél

3 ttems 1,503K in disk 37,862K available
D
5

/23
¥

System FoMer HyperCard  TeachText Meeting Memo Sarrgle Memo

e BEE
=

Apple HD SC Setup Read Mo Disk First AidReview Memo

5]
2] =)

If you did this exercise using
Macintosh System Startup disk
rather than a real program disk,
you don’t need to keep any of
the icons you just copied. Drag
them to the Trash now to keep
them from taking up space on

your hard disk.

You can select and drag the
icons to the Trash as a group,

in exactly the same way that you
just dragged them to your hard
disk. Or, if you prefer, you can
drag the icons to the Trash one
at a time.

The computer will ask if you're
sure you want to remove Apple
HD SC Setup and Disk First
Aid. When it does, click OK.

& File Edit Diew Special

Hard Disk

9 items 1,503K in disk

37 ,862K available

m O @

System Folder HyperCard

TeachText Meating Memo Sample Memo

K
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Copying one floppy
disk onto another

Just as you copy valuable
documents onto floppy disks for
safekeeping, you can also copy
entire floppy disks onto other
floppy disks. This is done most
commonly to make a backup
copy of a disk. The companies
that make software programs
often advise you to back up your
program disks, and Apple
recommends that you make
backup copies of your system

software disks.

You can practice this task by
copying your Macintosh System
Startup disk onto the disk that
currently contains just your
Review Memo.

Before you begin, if there are any
disks in your floppy disk drives,
eject them now by dragging the
disk icons to the Trash.

The easiest way to do this
depends on how many floppy
disk drives you have. The next
pages describe two procedures:
one (along the top) for people
with two floppy disk drives, and
another (along the bottom) for
people with one floppy disk
drive and a hard disk. Follow
the procedure that’s appropriate
for you.
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Copying with two
floppy disk drives

1. Check to make sure that

your disks and disk drives

are compatible.

Remember that you can’t
use 1.4 MB disks in an
800K drive.

Insert the Macintosh System
Startup disk into one disk
drive. Then insert a blank
disk into the other drive.

_EP Source
I | disk

System Startup

H_‘ Destination
disk

Flappy [visk

Copying with one
floppy disk drive
and a hard disk

08

Copying one floppy disk onto
another is a two-stage process, in
which you use your hard disk as
a temporary resting place for the
information you want to copy.

The following steps explain how.

First you copy the contents
of the original disk—called
the source disk—onto your
hard disk.

Then you copy that
information from the
hard disk onto the second
floppy disk—called the
destination disk.

Chapter 6: Copy Documents and Disks

1. Insert the Macintosh System

Startup disk into your floppy
disk drive.

This is your source disk.

Your decision about which
disk you want to copy from
and which disk you want to
copy to determines whether

a given disk is a source or a
destination. A hard disk

can be either a source or a
destination, as can any floppy
disk in any disk drive.



In this case, the System
Startup disk is called the
source disk because it’s the
source of the information
you're copying. The other
disk is called the destination
disk because it’s where the
information is going.

. Drag the source disk icon to

the destination disk icon.

That is, drag the System
Startup disk icon to the other
disk’s icon.

Systern Tools

Flop (i} sk

=
2. Ifyour hard disk directory You'll see a message telling
window is closed, open it you that the contents of your
again now. source disk will be placed
in a folder in the directory
3. Drag the source disk icon window of your hard
to the directory window of disk. This is because disk
your hard disk. directories can contain
folders, programs, and
& file [ait Uiew Special
= e = ; documents, but not other
(mosBR B disks.
FoNCRl o
: IR S The two disks are different types, so
ST T s the contents of “System Startup” will
£ 3 be placed in a folder on “Hard Disk”.
L (T
=
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You'll see a dialog box asking
you to confirm that you want
to replace everything now on
the destination disk—in this
case, your memo—with
everything on the source

disk.

fire you sure you want to completely
replace contents of

“Floppy Disk” (internal drive)

with contents of
“System Startup” (internal drive)?

=
You may have realized that 4. Click OK. =
thie S)./stem g - ;hsll; A status box indicates that =i [(%J
col?t;;ins ! ky;tem - eth copying is under way. When - Bl e
WAICh YOU Know youl aten the box disappears, you'll see N
L os.ed - EAR R po a folder icon with the name - =
:ard ?Sk becia:uiz . a%[rleady of the System Startup disk in 0

waoy sFe’m et your hard disk directory - -
this case it’s not a problem :
i window.

because you aren’t going
to leave the contents of the
System Startup disk on your
hard disk. You're only storing
them there temporarily.

=>
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The exact wording of the
message depends on where
you inserted each disk, so
the box you see on your
screen may look a litde
different from the one in
the illustration.

If you mistakenly insert a
wrong disk, or realize that
you dragged your intended
destination disk icon to the
source disk icon instead of
the other way around, you
can click the Cancel button
to stop the process here.

4.

Click OK.

A status box indicates that
copying is under way. When
the box disappears, the
contents of the destination
disk will have been replaced
with the contents of the
source (System Startup) disk.

. Eject the source disk (System 7. Drag the System Startup

Startup) by dragging its icon
to the Trash.

. Insert the destination disk
into your floppy disk drive.

This is the disk with your

Review Memo on it.

folder from your hard disk

directory window to the icon

of the destination disk.

The folder and its contents
are copied onto the
destination disk.

8.

Drag the System Startup
folder from your hard disk
to the Trash.

(& fue €dit view Special

L

2l

€ file Edit Uiew Special

Copying one floppy disk onto another

[t’s important to remove the
System Startup folder. The
System Folder it contains
should not be left on your
hard disk. When your
computer asks if it's OK to
remove the folder, click OK.
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Understanding
copying options

Dragging a document, folder,
or program icon anywhere
on the same disk simply
moves that icon to a new
location on that disk.

Dragging any icon to a
different disk copies that icon
to that disk—along with
everything “inside” it, if the
dragged icon represents a

folder or disk.

This chart summarizes the tasks
described in this chapter.

To duplicate a document
on the same disk . . .

Select the document, and then
choose Duplicate from the
File menu.

To copy a different version of a
document onto the same disk . . .

Open the document, edit it, and
then choose Save As from the
File menu.

To copy an item onto a
floppy disk . . .

Select the item, and then
drag its icon to the floppy disk
icon (or window).

To copy an item onto
a hard disk . . .

Select the item, and then
drag its icon to the hard disk
icon (or window).

To copy one floppy disk onto
another . . . (two-floppy system)

Drag the source disk icon to
the destination disk icon.

To copy one floppy disk onto
another . . . (floppy/hard disk)

Drag the source disk icon to
the hard disk icon (or window);
then drag the folder containing
the source disk contents to

the destination disk icon.

Chapter 6: Copy Documents and Disks
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Organize
Your Work

Understanding how
the file system works

As you acquire more programs
and create more documents,
you'll want to organize your
work on the desktop to make
it easier to find what you need.
The exact way you'll do this

is up to you. But your basic
organizational tool is the

Macintosh file folder.

Folders work the same way on
your Macintosh desktop as they
do in your file cabinet. You
decide how many folders you
need, what they are called, and

what they contain.
”~ "‘/

*
®
b
*

Chapter 7

The layered arrangement you
create by putting documents
inside folders, and folders inside
other folders, is called a
hierarchy. The feature of the
Macintosh that lets you arrange
your work in this way is called
the hierarchical file system.

Any hierarchy—whether it’s a
corporate organization chart,

a family tree, or the arrangement
of icons in folders on a disk—
has “higher” and “lower” levels.

In chis chapter, you'll see how
to create and move around in
a hierarchy of folders on a disk.
As you work, keep in mind
that “up” is toward your disk
directory and “down” is deeper
into the layers of folders you've
created.

““
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Creating a folder

The right time to create a folder
depends on your work habits.

= Ifyou like to organize your
work in advance, you can
create folders on your
desktop before you have
anything to put in them,
and then put each document
you create in the appropriate

folder.

» Ifyou prefer to fill your disk
directory with documents
and arrange them in folders
later, you can do that too.

The Macintosh provides you
with an unlimited supply of
folders. Here’s how to create
one.

76

1. Open the directory window

in which you want the new
folder to appear.

This time you want to put a
new folder in the directory
window of your hard disk. If
it isn't already open, open the
hard disk icon now.

(If you don’t have a hard disk,
use Macintosh System Startup
as your startup disk while
you work through this
chapter.)

Chapter 7: Organize Your Work

2. Choose New Folder from

the File menu.

A new folder named “Empty
Folder” appears in the
directory window.

B Elal

OB Review Merma

<]

[

If you can’t see the entire
folder, you can make the
window larger.

. Rename the folder by typing

Memos and then press
Return.

Pressing Return saves the
new folder name.



Putting things
in folders

You can put just about anything
in a folder: a document, a
program, or another folder
(except the System Folder,

which has to stay at the “top
level” of the hierarchy).

Putting a folder in another
folder is called nesting folders. It
is possible to nest folders up to
about twelve levels deep, though
most people find it cumbersome
to work with more than about

four levels.

You have three TeachText
documents in your disk
directory window. You can

see how the filing system works
by putting these documents
into the Memos folder you
just created.

s To put your documents
into the Memos folder, drag
each document icon to the
folder icon.

You can drag the icons one
at a time, or you can select
and drag them all at once.

E

E

Meeting Memo

Sample Memo

<]

(See pages 64 and 65 for
instructions on selecting
multiple icons.)

When you move an icon to
another location on the same
disk—for example, by putting
it in a folder—the icon stays in
its new location until you move

it again.

Putting things in folders

In this case, your documents
are still on the same disk, but
they are no longer at the top
level of the filing system. (In
other words, you can’t see them
in the hard disk directory.) By
grouping the memos in their
own folder, you've moved them

one level farther down in the
hierarchy.

If you open the Memos folder,
you can see the three document
icons. Try it. Then click the
close box to close the folder.

L

E==———— Memos
1,181K in disk

3 items

Meeting MemoReview Memo Sample Memo

Next time you want to read,
edit, or print one of these
documents, you'll need to open
the Memos folder to find it.
This may seem like an extra step
when there’s so little on your
hard disk. Folders really become
useful when you have more
documents than you can see in
your hard disk directory window
at one time.
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Finding a document

When you have only a few
documents on a disk, it’s easy to
see where you’ve put them, so
finding them isn’t a problem.
But when you have hundreds of
documents on a disk, as many
people eventually do, finding the
one you want can be more of a

challenge.

There are several ways to locate
a document on a disk. This
chapter describes two of them.

= Opening folders on the
deskrtop.

Some people manage fine
with this method alone.
It’s easiest if you give your
documents meaningful

names and file them logically.

3rd Qtr. Report

Autobiography
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m Searching in a directory

dialog box.

If you are working in a
program, you can use
directory dialog boxes to find
any other document created
with that program. You don't
need to return to the desktop
and start opening folders.

You can see how to find a
document in a directory
dialog box by using
documents and folders you've
already created. (The first
two steps on the next page
take you to the starting point
of the search.)



1. Open the TeachText 3. Choose Open from the

program. File menu.
{3 HyperCard
[ Memos
5 O System Folder
4
TeachText :
finse Heid
Saug HE
2. Close the empty document e
window that appears on Page Setup... o ‘ '
the screen. BE L This directory dialog box lists
the items in the hard disk
#% File Edit Quit %0 directory to which you have
access from within TeachText.
It doesn’t show you any items
You've just told the computer that you can’t open. In this
that you want to open a case, all you see are a few
document you've already Fal s,

created with that program.
The computer responds

You are now in the by presenting a directory
TeachText application. You dialog box.

can tell because no icons
appear on the desktop, and
the TeachText menu titles
are in the menu bar.

Let’s say that you want to
find and open your Sample
Memo. Here’s what to do.

Finding a document 79



4.

Open the Memos folder.

You can double-click on or
beside the folder name to
open the folder. Or, you can
click once on or beside the
folder name to select it, and
then click the Open button
at the lower-right side of the

dialog box.

o Hard Disk

[ HyperCard

O System Folder

Now you're looking at the
contents of the Memos folder.

Name of the open folder

5.

Open the Sample Memo.

You can double-click on or
beside the document name to
open the document. Or, you
can click once on or beside
the document name to select
it, and then click the Open

button.

0O Meeting Memo 4
0 Review Memo

0 Sample Memo

Name of the current disk

3 Memos |

[0 Meeting Memo
0O Review Memo
0O Sample Memo

[ |

ard Disk

Items in the

Cancel

open folder
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The directory dialog box goes
away and your Sample
Memo appears.

. Choose Quit from the File

menu to close your memo
and return to the desktop.



Throwing a document
away

The right time to throw a
document away, like the right
time to create a folder, depends
on your work habits.

You may like to keep copies of
your work on disks indefinitely,
or you may want (or need) to
clear off space on a disk for new
documents.

To throw a document away,
simply drag its icon to the Trash
on your desktop. You can try
this with your Review Memo
icon.

1. Locate the icon you want to
throw away.

In this case, you'll need to
open the Memos folder to see
the Review Memo icon.

Review Mermo

Throwing a document away

2. Drag the icon to the Trash.

The document is “in the
Trash” when the Trash icon
becomes highlighted.

When you let go of the

mouse button, the Trash icon

“bulges” to let you know that

there’s something inside it.

()

Trash
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While the Trash usually works
like a wastebasket, its behavior
with disk icons is an exception.
Dragging a disk to the Trash
will never result in any loss of or
damage to the information on

that disk.

The chart summarizes what
happens when you drag
different kinds of icons to
the Trash.

Dragging this icon Has this effect

to the Trash . . .

Document Removes the document
from the disk

Folder = Removes the folder

and its contents from the disk

Program < %
s

Removes the program
from the disk (after asking
if you're sure)

Disk E\

Ejects the disk from
the disk drive without
altering any of its contents

Chapter 7: Organize Your Work
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[

R@COV@fiﬂg 1 1. Open the Trash icon.
document you've ‘The Fishopems b 5

) window in which you can
thrown away see your Review Memo.
Occasionally you'll throw i =
away the wrong document by mm I
mistake, or change your mind 2 o

about getting rid of a document
you just dragged to the Trash. If
you act promptly (that is, before
turning the computer off or
taking any other action) you can
get the document back again.

Here’s how to recover your
Review Memo, for example.

Recovering a document you've thrown away

2. Drag the icon out of the
Trash and back into a
directory window.

If you like, you can put the

document icon back into the

folder it came from.

Memos

3 items 1,195K in diskc 17,576K avaflasle

Meeting Mems Samgle Memo,

Trash

&I I

3. Click the close box to put

the Trash window away.

U itemns
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Printa
Document

Before you begin

To follow along in this chapter,
you'll need to set up your printer
if you haven’t already done so.
The instructions in the manual
that came with the printer
explain how to unpack it and
connect it to your computer.

If your computer is not
connected to a network, turn
the page and begin with the
section “Telling the Computer
Which Printer to Use.”

Chapter 8

If your computer is connected
to a network, find out now

= which kind of printer you'll
be using (ImageWriter™ or
LaserWriter™ model)

= what your network zone is
called (if your network has

zones)
= what the printer’s name is

You can probably get this
information from your network
administrator or the person who
set up your equipment. You'll
need to know these details
before you can print a document
on a network printer.

When you have the information
¥

you need, begin with the next
section, “Telling the Computer

Which Printer to Use.”



Telling the computer
which printer to use

Before you use any printer for
the first time, you need to tell
the computer where that printer
is—even if you only have one
printer and it’s connected
directly to your Macintosh.

You provide this information in

a window called the Chooser.

80

First, make sure that your
computer and the printer are

both turned on.

s Choose the Chooser from

the Apple menu.

About the Finder...

Alarm Clock
Calculator

Chooser
Control Panel
Find File

Key Caps
Puzzle
Scrapbook

Chapter 8: Print a Document

The way the Chooser window
looks depends on whether your
printer is connected directly

{0 your computer or over a
network. Read along the top or
bottom of the following pages,
as appropriate for your situation.



If your printer is connected ~ Your Chooser window probably looks something like this.
directly to your Macintosh

ED Chooser
; K
Printer connected ]
to your Macintosh e
User Name:
O Active
2 Applelalk (’r) Inactive

| AppleTalk should be
inactive if your computer
is not connected to a
network.

If your pr inter is connected Your Chooser window probably looks something like this.
over a network

ES[[=———— Chooser

Select a Laserwriter:
Chicago
London

Network devices
and services

(including printers) Paris — Once you select a
to which you have $0:‘1& printer type, the
= names of printers to

access appear here.

Background Printing: O On @ Off which you have

AppieTalk.20nas: access appear here.,
6th floor/South
7th floor/Morth
7th floor/South
8th floor/Morth
gth floor/South

Depending on your —|
network, you may
or may not see
network zones
listed here.

User Name:

Active
SHpIelRIx $ Inactive

| Applel 4]1\ should be
active if you are using a
network printer.
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1. Select the icon that
represents your printer.

Image'writer

Once the printer icon is
selected, icons representing
the ports on your Macintosh
appear in the box labeled

« » »
Select a printer port.

Select a printer port:

!E i

. Select the icon representing

the port you used to
connect the printer to
your Macintosh.

There are only two choices:
the printer port or the
modem port. If you don’t
remember which port you
used, you can check to see
where the printer cable is
attached. The icons in the
“Select a printer port” box
look just like the icons
marking the ports on the
back of your computer.

=>

1. Ifitisn’t already selected,
click Active for the
AppleTalk option.

AppleTalk™ needs to be
active if you want to use a
printer connected to your

Macintosh over a network.

AppleTalk = Active

88

3 Inactive

2. Select the icon that

represents the type of printer
you want to use.

]
o s ]

==
= =F
o
Irmagew'riter Laserwriter
If you don’t see the type of

printer you're looking for,
try using the scroll bar.

Chapter 8: Print a Document

. If your network has zones,

select your zone name.

Zone names appear in
alphabetical order. You may
need to use the scroll bar at
the right to see the name of
your zone.



3. If it isnt already selected, 4. Close the Chooser window.  You're ready to print. You won’t
click Inactive for the You can dlick the close box need to adjust these settings in
AppleTalk option. * the Chooser again unless you

or choose Close from the Jiff E
You don’t need AppleTalk File menu. AR SR

unless your computer is
connected to a network.

O Active
Al LS ® |nactive
4, Select the name of the 5. Close the Chooser window.  You're ready to print. You won't

need to adjust these settings in
the Chooser again unless you
want to use a different printer.

rinter you want to use. y
¥ Y You can click the close box,

When you select a printer or choose Close from the
type (and a zone, if File menu.

appropriate), the names of

printers to which you have

access appear in a box in the

upper-right corner of the

window.

Even if there is only one
name listed, click that name.
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Printing a document

Try this procedure by printing
your Sample Memo. When
you're ready to print any other
document, you can follow the
same steps.
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1. Find and open the Sample

Memo icon.
You'll need to
= open your hard disk icon

a find the document icon in
its directory window

= open the document

Remember that when you
open a document, you also
open the program used to
create that document.

Chapter 8: Print a Document

2. Choose Print from the

File menu.
Mgy N
finen,,, b4
Close W
KPR HE
Save As...

Page Setup...

Ouit #0

Most programs present you
with a dialog box in which
you can select options related
to printing. The appearance
of the dialog box depends on
both the type of printer you
are using and the type of

program you opened.



For example, if you have a
LaserWriter printer and you
open a document created
with TeachText, your dialog
box might look something

like this.

LaserWriter “Hyperlriter IINTH "

G|

Copies:@ Pages: @ All O From: u To: l_l

Cover Page: @ No (O First Page O Last Page
Paper Source: @ Paper Cassette (O Manual Feed
Print: @® Color/Grayscale O Black & White

Don’t be concerned about
the printing options right
now. The default settings—
the settings that are in effect
automatically, until you
change them—give you
one copy of your entire
document.

3. Click OK in the dialog box.

Your memo is printed.

Printing a document

Congratulations!

You've finished Getting Started
WithYour Macintosh. See the
Macintosh Reference and the
manuals that came with your
programs for more information
as you begin your own work.
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Tuck end flap inside back
cover when using manual
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