








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































622 How to Do Everything with Your iMac 

Upgrade to Mac OS 9 
If your iMac came with Mac OS 8.1, 8.5, or 8.6, you may wish to upgrade to Mac OS 9, 
which is available as a commercial package in stores, or, if you qualify, through the 
low-cost Mac OS Up-to-Date program (http://www.apple.com/macos/uptodate/). Mac 
OS 9 adds quite a few different features to your iMac, a number of which are discussed 
throughout this book. 

NOTE 
Although Mac OS 9 will technically run on an iMac with 32MB of RAM, l don't 
recommend you try it unless you upgrade the RAM in your iMac to at least 64MB 
first. With 32MB of RAM and Mac OS 9, your iMac will run noticeably slower. 

Installing the Mac OS is fairly simple-run the installation program and read the 
instructions onscreen. To begin, insert the Mac OS 9 CD-ROM in your CD-ROM or 
DVD-ROM drive. 

NOTE 

Here's how it goes: 

1. Double-click the Mac OS Install icon. This launches the Installer. 

2. After you've read the introductory screen, click the Continue button. 

3 . You'll see another screen in the Installer that tells you whether you have enough 
disk space for the installation. (If you have more than one disk connected to your 
iMac, you can select the disk where you'll install the Mac OS from the Destination 
Disk pop-up menu.) If you don't have enough disk space, you should switch back 
to the Finder and delete files you don't need. If you have enough disk space, you 
can consider perfonning a Clean Install by selecting the Options button and 
selecting Perform Clean Installation. Then, click Select. 

A Clean Install creates a new System Folder on your iMac's hard disk and installs 
Mac OS 9 into that System Folder. It then makes it the active System Folder, turning 
your current System Folder into a folder called "Previous System Folder. " This has 
the advantage of starting you off with a clean, perfect new installation of Mac OS 9. 
It has the disadvantage of not including your preferences files, any new extensions 
you've installed, or anything else that's changed in the System Folder. If you have a 
good backup of your current System Folder and you're not having any trouble with 
it, you can perfonn a regular installation that installs over the existing System 
Folder. It should work fine and it's a lot easier than a Clean Install. 

4 . Now you'll see the Before You Install document, which is simply a Read Me file 
that tells you last-minute information about Mac OS 9 and its known issues and 
conflicts. Click Continue when you're done reading. 



'f NOTE 

APPENDIX A: Upgrade the Mac OS 

5 . Next, you' II read the Software License Agreement. After dissecting it and running 
it by your attorney for approval, click Continue. In the box that pops up, click 
Agree if you agree with the license. If you click Disagree, the Installer reverts to 
the Welcome screen. 

6. Otherwise, you' re at the Installation screen. Here you can do two things. To begin 
a standard installation of the Mac OS, click the Start button. To customize your 
installation, click the Customize button. This brings up a list of components to be 
installed by the Mac OS installer. Place a checkmark next to items you want to 
install and click to remove the checkmark next to items you don't want to install. 
Then, click the Start button to begin the installation. 

f) Install Mac OS 9 8 

~ CUstom lnstalllltlon and Removal !jJ 

Olct Start to launch selected software Installers on "Macintosh HD." 

Softw..-._ts lnst1II>Uon modo 

(if Mac OS 9 [R.- lnstlli>llon : w• 
!if Internet Access (R.-Instll lltlon 1 :1 

~ ' !if Apple Remote Access IR-Inst•ll>\lon I :) 
~ersonal Web Sharing (R-lnsullltlon I : I w ,, 

ext- to- Speech IR-Inst•llltlon I : I (D ~ 
!if Mac OS Runtime for Java R.conmtndfod lnst~ll,tlon (D t 
!if ColorSync R.-lnstlllltlon ; w~ 

I Don't Customize ) I Options- I 1r· Go &ack lll Start I 

You can customize even further, if you like. If you want to customize what each 
component installs, select the pop-up menu next to that component in the Installation 
Mode column. Choose Customized Installation from the menu; you'll see more 
options fo r customizing what, exactly, the component installs. Click OK once you've 
customized the component, then click Start to begin the overall installation. 

The installer checks your hard disk for errors, installs a new hard disk driver if one is 
needed, then begins installing the Mac OS. When it's done, you' ll see a dialog box that 
asks you to restart your iMac. Click the Restart button. When the Mac OS starts back up, 
it should be Mac OS 9! 
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Index 
References to figures and illustrations are in italics. 

A 
About box, 103-104 
About This Computer command, 21-22 
Adobe Acrobat Reader, 136 
Adobe PhotoDeluxe, 465, 550 
ADSL connection, 478 
AIFF files, 318, 319 
AJrPort,471,478,554,555 

configuring the software, 556-557 
installing card, 556 
wireless networking, 566 

alerts, 40, 492-493 
aliases 37 

advantages, 63 
on the Apple menu, 79, 82,86-88 
creating, 63 
finding the original, 64 
fixing, 64 
troubleshooting. 602 
using to organize documents, 68 

America Online. See AOL 
Anarchie Pro, 425, 426 

See also Fl'P 
AOL, 20, 21, 437-457 

AOL Link, 456, 472 
channels, 449 
chatting,449,451-453 
creating an account, 438-440 
creating new messages, 446 
creating new screen names, 441-442 
deleting screen names, 443 
Favorites, 450 
as ISP, 455-457 
keywords, 449-450 
message boards, 453-455 
parental controls, 442-443 
People Connection, 449,451-453 
restoring screen names, 443 
retrieving e-mail, 444-446 
sending waiting mail, 448-449 
signing on and off. 441 
starting up, 437-438 
using existing account, 440 
Web storage space, 457 
Welcome screen, 449 

appearance settings, 498-499 

Apple CD Audio Player, 79-80 
Apple CD Player, 43, 302-305 

customizing tracks and playlists, 303-305 
launching, 302 

Apple Desktop Bus (ADB), 553 
Apple DVD Player, 43 
Apple Guide, 130-132 

help by topic. 131 
invoking through Apple Help. 131 
looking in index, 131-132 
searching with keywords, 132 

Apple Help, 127, 128-130 
browsing, 128-129 
Help Center, 130 
Help Viewer, 128 
searching, 129-130 

Apple menu, 75-88 
aliases, 79, 82, 86-87 
control panels. 78-79, 82 
defmed, 77-78 
desk accessories, 78, 79-82 
divider lines in, 88 
Favorites, 84-86 
help, 127 
menus, 79 
recent menus, 83-84 
re-ordering items on. 87-88 

Apple System Profiler, 79 
Apple Web site 

Mac OS updates, 621,622 
AppleScript 

placing items on Apple menu, 86-87 
Apple Talk 

control panel, 473, 563-564 
protocol, 475 

AppleWorks, 144 
frames, 235-236 
Help, 133-135 
translating documents, 580-582 

Application menu, 104 
floating,92 

applications 
About box, 103-104 
basic commands, 97-102 
check boxes, 103 
copying, 99-100 
creating new documents, 92-93 
cutting, 99-100 
defined, 91 



hiding, 105 
multitasking, 104-105 
opening documents, 93-95 
pasting, 199-100 
preferences, 102 
printing, 97-98 
quitting, 101-1 02 
radio buttons, 1 03 
saving documents, 95-97 
selecting, 98-99 
showing, 105 
sliders, 103 
starting up, 91-92 
start-up trouble, 92 
switching between, 104-105 
tool bars, 103 
undoing, 100-101 
uninstalling and reinstalling, 607 
using the Application menu, 104 

ASCll document, Web page as, 461 
Assistants, 18-21 

8 

Business Cards, 237 
Calendar, 237 
Certificate, 237 
Envelope, 237 
Internet Setup, 20-21 
for layouts, 237-238 
Mac OS Setup, 18, 19-20 
Newsletter, 237 

backing up 
defmed, 66-67 
to an external drive, 548-549 
online, 429-430 

backup services, 430 
Balloon Help, 132-133 
Bugdom, 329-333 

c 
cable modem, 478 
Calendar, 347-357 
cameras 

adding, 550-552 
exporting video to, 321 
hooking up, 310-311 

CD-R drives, 550 
CD-ROM,40 

audio, 302-305 
ejecting, 42, 44 
icons, 42-44 
loading,42 

slot-loading, 10, 13, 25 
tray-loading, 10 
See also Apple CD Audio Player 

CD-RW drives, 550 
charts, 188-192 
check boxes, 103 
Chooser, 80, 568-569 
cleaning the case, 6 
close box, 38 
compressing/decompressing files, 427-429 
configuring 

high-speed Internet access, 478-479 
a new Internet account, 477-478 
TCPIIP, 471-473 

Connectix Virtual PC, 8, 587-588 
contacts, 357-363 
contextual menus, 35 
control panels 

on the Apple menu, 78-79, 82 
Control Strip 

changing settings, 45-46 
moving,46 
turning on, 45-46 

controller, adding, 544-545 
copying, 99-100 
creating documents, 92-93 
creating Web pages, 459-468 
customizing the Internet, 469-479 
cutting,99-100 

D 
databases, 193-209 

adding fields, 198-200 
browse mode, 202-203, 204 
building reports, 209 
calculation fields, 201-202 
control fields, 200-201 
creating formulas, 202 
defmed, 195 
field types, 197-198, 199 
fmding records, 203-204 
how they work, 196-197 
layouts, 205-206 
List view, 203 
planning, 197 
printing records, 204-205 
saving searches, 204 
saving sorts, 208-209 
sorting, 208 
uses for, 195-196 

date and time settings, 493-494 
desk accessories, 78, 79-82 
desktop, 29-31 
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DHCP, 472,479 
server, 473 

DialAssist, 473, 476477 
dialog boxes, 39-40 

alerts,40 
digital cameras. See cameras 
Digital Subscriber Line technology. See DSL 
digital video. See video 
Disk Copy software, 430-432 
Disk First Aid, 616, 617 
disks 

using PC, 579-580 
downloading files 

defined. 421 
with FrP. 426 
with iMacFloppy.com, 423 

drag-and-drop, 33 
drawing, 221-228 

aligning objects, 226-227 
arranging objects front and back, 226 
creating objects, 221-222,224-225 
in databases and spreadsheets, 221 
flip and rotate, 228 
free rotate, 227-228 
grouping, 228 
locking, 228 
Pointer tool, 225 
reshaping objects, 227 
selecting objects, 226 
Shape tools, 222-224 
Spreadsheet tool, 224 
Text tool, 224 
vs. painting, 213 

driver software, 9 
DropStuff, 428-429 
DSL,478 
duplicating files, 62-63 
DV. See video 
DVD-ROM, 40, 305-306 

ejecting, 44 
icons, 42-44 
loading,42 
playing movies, 305-306 

Dynamic Host Configuration Protocol. See DHCP 

E 
Earthlink, 20, 468 
Ejectcommand,44 
e-mail 

Internet control panel, 376-379 

parts of e-mail address, 376 
retrieving, 50-51, 379-381 
See also AOL; Outlook Express 

emulation software, 8, 587-588 
encryption 

with keychains, 502 
Energy Saver control panel, 497 
ergonomics, 16-17 
error messages, 597 
Ethernet, 471, 478 

network connections 561-562 
ports, 8-9 

exporting video 
to camera. 321 
to QuickTime, 321-322 

Extensions Manager, 604-606 
external drives, 545-550 

backing up to, 548-549 

F 

CD-R and CD-RW drives, 550 
installing, 547-548 
types of, 546 
See also Firewire ports; USB ports 

Favorites, 84-86, 95 
AOL,450 
creating, 86 
Internet Explorer, 409-410 
preprogrammed, 49 
in QuickTime, 290-292 
using, 86 

faxing, 535-537 
reading,537 
receiving, 536 
sending, 535-536 

FaxSTF, 535-537 
Fetch, 425, 426, 468 

SeealsoFrP 
file exchange settings, 584-587 

File Translation tab, 586-587 
PC Exchange tab, 584-586 

file sharing, 569-574 
creating users and groups, 570-571 
setting up, 569-570 
sharing privileges, 572-573 
Web sharing, 573-574 

File Transfer Protocol. See FrP 
filename extensions, 583 
tiles 

formats, 580-582 



importing, 582 
saving for use on PCs, 583-584 
translating, 580-582, 586-587 

financial management See Quicken 
Finder 

changing how folders are displayed in, 70-73 
creating aliases, 63 
creating duplicates, 62-63 
creating folders, 61-62 
deleting icons, 64-66 
dragging and dropping icons, 56-58 
finding an alias' original, 64 
fixing an alias, 64 
Get Info command, 66 
getting information, 60,61 
opening icons and folders, 33 
opening parent folders, 56 
opening Windows to find things, 55-56 
organizing files, 66-73 
pop-up windows, 57-58 
selecting items in, 58-60 
spring-loaded folders 

Fuewire ports, 8, 9, 309 
adapters, 552-553 
advantages, 542 
connecting a camera to the iMac, 310 
installing a Firewire device, 544 
installing an external drive, 547-548 
upgrading with, 541-542, 544 

floppy disk images, 430-432 
creating, 431-432 
types of, 430-431 

folders 
creating in the Finder, 61-62 
parent, 56 
spring-loaded, 57 

fonts, 146-148,533-535 
adding, 534 
defined, 533 
deleting, 534-535 

formatting documents, 149-162 
alignment, 152 
formatting sections, 159-161 
formatting the whole document, 157-159 
indenting, 150 
line spacing, 150 
lists, 151 
multiple paragraphs, 152-153 
paragraphs, 149-154 
tabs, 161-162 
using the ruler, 153-154, 161-162 

freeware, 432-433 
FI'P, 424-427 

G 

addresses, 424-425 
anonymous servers, 424 
applications, 425 
encoding as MacBinary, 426-427 
uploading a Web site, 468 
uploading and downloading, 426 

games, 323-342 
adding game controllers, 334-336 
configuring InputSprocket, 335 
Bugdom, 329-333 
Nanosaur, 325-329 
3-D specifications, 333-334 
using other drivers, 335 

General Controls, 494-495 
Get Info command, 66 
GIF images, 465 
glare, reducing, 15-16 
GraphicConverter, 465 
Gzip,428 

H 
hard disk, 40 

icon, 41 
Help, 125-138 

Apple Guide, 130-132 
Apple Help, 127-130 
Apple menu, 127 
AppleWorks Help, 133-135 
Balloon Help, 132-133 
Help key, 127 
PDF files, 136, 137 
pressing keys for, 127 
QuickHelp, 133-135 
Read Me files, 136, 138 
types of, 127, 133-138 
on the Web, 137-138 

hiding applications, 1 05 

Index 

high-speed Internet access. See cable modem; DSL; 
satellite connections 

hot-pluggable technology, 35 
HTML, 461-462 
hyperlinks 

in Apple Help, 128 
defined,48 

HyperText Markup Language. See HTML 
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icons, 29-30 

iMac 

CDs and DVDs, 42-44 
deleting, 64-66 
hard disk, 41 
printer, 44, 45 
removable disks, 44 
renaming, 37 
Trash,42 
troubleshooting, 602 
types of, 36-37 

features, 5-9 
models, 10 

iMacFloppy .com, 421-423 
iMovie, 310 

audio viewer, 318,319. 320 
clip viewer, 313 
crop markers, 313 
playhead, 313 
scrubber bar, 313 
See also video 

importing a ftle, 582 
indexing a drive, 118-119 
InputSprocket. 335 
insertion point, 33-34 
Internet 

adding plug-ins, 416 
address box, 49 
addresses, 402-403 
Back and Forward buttons, 48 
backing up, 429-430 
Bookmarks, 409-411 
browsing, 48-50 
connectingto,47-48 
control panel,-981 384 1"1 \. -1 ~ 
crashes, 600 
defined, 7 
embedded plug-ins, 415-416 
Favorites, 49,409-410 
flle compression, 427-429 
fllling in forms, 412-413 
frames, 406-407 
FTP,424-427 
getting mail, 50-52 
history, 411-412 
home pages, 403, 407-409 
hyperlinks, 48, 405 
Java applets, 416-418 
searching with Sherlock, 120-124 
secure connections, 413-414 
Setup Assistant, 20-21, 471 
shareware and freeware, 432-433 
signing off, 52 

software routers, 479 
starting up, 403-404 
subscribing to sites, 414 
surfing, 404-405 
tech support on the, 591-592 
transferring files, 421-429 
URLs, 402-403 
Web browsers, 401 
See also Internet Explorer; Netscape 

Communicator 
Internet Explorer 

AutoFill, 413 
Favorites, 409-410 
quitting, 50 

IP address, 473 
fixed,472,479 

IPNetRouter, 479 
ISPs, 20-21 

J 

signing off, 52 
signing on, 47-48 

Java applets, 416-418 
JPEG images, 465 

K 
Key Caps, 80 
key combinations, 34-35 
keyboard 

adding,544-545 
as USB hub, 35 

keychains, 499-503, 568 
creating, 500-501 
using with encryption, 502 
viewing, 501-503 

killer apps, 171 , 309 

L 
labels 

using in the Finder, 69 
LAN connection, 478 
layouts 

adding graphics, 247-248,254 
adding text, 242 
aligning frames, 246 
Assistants. 237-238 
building quickly, 252-256 
columns, 253-254 
creating shapes and lines, 251-252 
creating text frames, 240-241 
floating text, 248-249 
frames, 235-236 



inline graphics, 247 
linking frames, 240-241, 243-244 
locking frames, 246 
resizing frames, 244-245 
spreadsheetframes,254 
starting, 239-240 
stationery, 256 
text frames, 238-246, 255 
wrapping text, 249-251 

links, adding to Web pages, 467 
List view 

M 
Mac OS 

customizing, 70-71, 72 
dropping items in, 72 

determining which version you have, 21 
Setup Assistant, 19-20 
Up-to-Date program, 622 

Mac OS 8.1 
Find File, 110 
Internet Config, 381 
PPP,47 

Mac OS 8.5 
reading alert text out loud, 40 

Mac OS 8.6 
upgrading to, 621 

MacOS9 
desk accessories on the Apple menu, 79 
floating alerts, 40 
scheduling startup and shutdown, 497 
Sherlock 2, 110 
sound settings, 490-491 
upgradingto,621-623 
See also multiple users 

MacBinary encoding, 426-427 
mail merge, 256-258 

adding field variables, 257-258 
printing,258 
setup, 256-257 

maintenance, 611-618 
Disk Ftrst Aid, 616,617 
MicroMat TechTool, 616-618 
Norton Utilities, 618 
schedule, 611-613 
virus checking, 613-616 

memory settings, 495-496 
See also PRAM; RAM 

menus, 30-31 
on the Apple menu, 79 
contextual, 35 
recent, 79,83-84 

MicroMat TechTool, 616-618 
urlcrophones,adding,554 

MIDI, 553 
modeless dialog boxes, 43 
models, 10 
modems 

configuring, 475-476 
control panel, 473 

monitor, 485-490 
calibrating, 489-490 
color depth, 485-486 
contrast and brightness, 486 
geometry settings, 488-489 
resolution, 486, 487 

mouse, 31-34 
adding, 544-545 
clicking, 32-34 
orienting, 31-32 
pointer, 33 
snap-on adapters, 17 

movies. See DVD-ROM; QuickTime; video 
multiple users, 507-521 

allowing guest user accounts, 517 
alternate passwords, 514,515,519 
applications, 512-513 
CD/DVD-ROM access, 516-517 
changing passwords, 520 
creating user accounts, 511-514 
deleting users, 514-515 
editing users, 514 
global options, 515-518 
how it works, 509-510 
logging in, 518-520 
login settings, 5 15 
privileges, 513 
saving users, 514 
turning on, 510-511 
types of user accounts, 511-512 
user info, 512 
voiceprint passwords, 520-521 

multimedia, 288 
multitasking, I 04-105 

N 
name server address, 473 
Nanosaur, 325-329 
Netscape Communicator 

Bookmarks, 410-411 
See also Internet 

Network Browser, 81,568 
networking, 21,559-576 

AirPort application, 566 
Apple Talk control panel, 563-564 
browsing the network, 566-568 
client-server, 561 

Index 

connecting to a Windows network, 565 
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creating users and groups, 570-571 
Ethernet, 561-562 
file sharing, 569-574 
keychains, 568 
network neighborhoods, 566-567 
peer-to-peer, 561 
protocols, 562-563 
setting sharing privileges, 572-573 
TCPIIP control panel, 564-565 
two Macs together, 574-575 
using the Chooser to log in, 568-569 
Web sharing, 573-574 
wireless, 566, 576 

Norton Utilities, 65,618 
Note Pad, 81 
notes, 363-366 

0 
opening documents, 93-95 
opening items, 33 
organizing files, 66-73 

using aliases, 68 
using labels, 69 

Outlook Express 

p 

adding users, 397-398 
attachments, 386-390 
changing the view, 380-381 
compressing attachments, 388-389 
creating a new message, 384-385 
deleting messages, 385 
encoding attachments, 387-388 
filtering, 381 
folders, 391-392, 393 
formatting messages, 385-386 
multiple accounts, 390-391 
replying, 381-384 
retrieving mail, 50-51,379-381 
rules, 392-397 
See also e-mail 

PageMill, 461-468 
demo,462 
edit mode, 463 
preview mode, 463 

painting, 213-221 
adding text, 220 
beginning a painting, 213-214 
Brush tools, 217-218 
Color tools, 218-220 
document size, 214 
saving, 221 
Selection tools, 216-217 

Shape tools, 215-216 
tools, 214-220 
vs. drawing, 213 

Palm Desktop, 345-369 
attaching contacts to items, 361-363 
attaching notes, 366 
Calendar, 347-357 
contacts, 357-363 
creating appointments, 349-351 
creating banner events, 351-353 
creating contacts, 357-360 
creating notes, 363-364 
HotSync, 366-369 
installing Palm applications, 369 
Instant Palm Desktop menu, 346 
interface, 346-347 
notes, 363-366 
repeating appointments, 352 
starting, 345 
synchronizing with a Palm device, 366-369 
tasks, 353-357 
viewing Contact List, 360-361 
viewing Note List, 365-366 

parallelports,553 
parent folders 

opening, 56 
passwords 

alternate, 514,515,519 
changing,520 
voiceprint, 520-521 

pasting, 99-1 00 
PC compatibility, 577-588 

disks, 579-580 
documents, 580-584 
file exchange settings, 584-587 
file formats, 580-582 
importing files, 582 
running DOS and Windows programs, 

586-587 
saving files for use on PCs, 583-584 
translating documents, 580-582, 586-587 

PDF files, 136, 137 
pen tablet, 545 
PictureViewer, 295-297 

image format, 296 
saving images, 296-297 
viewing images, 295 
See also QuickTime 

PKZip,427,429 
PlainTalk, 40 
plug-ins 

QuickTime Web browser, 293-295 
for Sherlock, 123-124 

PNG (Portable Network Graphics) images, 465 



pop-up windows, 57-58 
ports, 13, 14-15 
PostScript, 527 
POWER key, 11, 22, 23, 24, 25 
PowerPrint, 528 
PPP, 47,471,472 

configuring,473-475 
protocol, 475 

P~.594,616-617 

preferences 
setting, 102 

Presentation Assistant, 231 
Presentation template, 231 
Print command, 97-98 
Printer Control Language (PCL), 527 
printer icons, 44, 45, 532-533 
printers 

choosing, 525-528 
connection types, 526-527 
Ethernet, 529-530 
languages, 527 
laser vs. inkjet, 525-526 
PC, 528 
serial-adapted, 529 
setup, 528-530 
USB, 529 

printing, 97-98 
dragging documents to printer icon, 44 
fonts, 533-535 
managing print jobs, 532-533 
page setup, 531-532 
Print Monitor, 532 

programs, defined, 91 
Put Away command, 44 
putting iMac to sleep, 23 

Q 
QuickDraw printer language, 527 
Quicken, 259-283 

adding and editing transactions, 264-266 
budgeting, 271-274 
categories, 267-268 
creating investment portfolios, 277-280 
creatingloans,275-277 
creating new accounts, 263-264 
deleting transactions, 266 
help, 262 
Insights feature, 271 
installing, 261-262 
overview, 261 
QuickReports, 280-281 
reconciling accounts, 268-270 
recurring transactions, 266-267 
reports, 280-283 

Index 

tutorial, 262 
voiding transactions, 266 

QuickHelp. See AppleWorks Help 
QuickTime, 287-295 

AutoStart virus, 615 
exporting video to, 321-322 
Favorites, 290-292 
overview, 287-288 
Player application, 289-295 
saving video in, 312 
so~are,288-289 

viewing a QuickTime VR movie, 293 
viewing a streaming movie, 292-293 
Web browser plug-in, 293-295 
See also Picture Viewer; QuickTime Player 

Pro; video 
QuickTime Player Pro, 297-302 

building your own video, 298 
editing video, 299-300 
exporting video or sound, 301-302 
movie types, 298 
saving movies, 300 
sound file formats, 299 
See also QuickTime; video 

quitting applications, I 01-102 

R 
radio buttons, 1 02 
~ 

defined,41 
determining how much you have, 21-22 
installing, 554-555 
types of, 554-555 

Read Me files, 136, 138 
read-only technologies, 40 
recent menus, 79, 83-84,91 
remote access, 47-48 

configuring,473-475 
control panel, 473-475, 477 

renaming Windows files, 580 
reset button, 24, 25 
resetting iMac when frozen, 23-25 
resize box, 39 
restarting the iMac, 22-23 
Retrospect Express, 430 

See also backing up; backup services 
router address, 473 
running DOS and Windows programs, 587-588 

s 
satellite connections, 478 
saving documents, 95-97 
saving files for use on PCs, 583-584 
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scanners, 550-551 
scheduling indexing, 119 
scheduling startup and shutdown, 497 
Scrapbook, 81-82 
scroll arrows, 39 
scroll bars, 39 
scroll boxes, 39 
SCSI ports, 9, 553 
search domains, 473 
searching, 107-124 

by content, 118-120 
for files, 111-117 
the Internet, 120-124 
Sherlock, 109-124 

selecting items, 33 
selecting text, 98-99 

in the Finder, 58-60 
serial ports, 9, 553 
setup, 17-18 
shareware, 432-433 
Sherlock, 82, 109-124 

adding search sites, 123-124 
advanced searches, 113-116 
basic searches, 111-113 
closing, 110-111 
finding by content, ll8-120 
indexing a drive, 118-119 
keyboard commands, Ill 
launching, 109 
more choices, 115-116 
performing a search by content, 120 
plug-ins, 123-124 
saving searches, 111 
scheduling indexing, 119 
search criteria, 114-115 
search locations, 114 
searching the Internet, 120-124 
updating search sites, 123 
See also Sherlock 2 

Sherlock 2 
channels, 122-123 
creating new channels, 124 
custom searches in, 116-117 
See also Sherlock 

showing applications, 105 
shutting down, 22 
SimpleText, 91 
size box, 39 
sleep timer, 497 
slide shows, 229-232 

using the Presentation template, 231 
sliders, 103 
software 

choosing, 7-8 
emulation, 8 

f1I111ware, 609-610 
restoring, 607-609 
uninstalling and reinstalling, 607 
updating, 609-611 
See also applications; troubleshooting 

SoftWindows, 8, 587-588 
sound, 490-493 

alerts, 492-493 
Monitors and Sound control panel, 491-492 
settings in Mac OS 9, 490-491 

Speakable Items, 504-505 
speakers, adding, 554 
speech technologies, 503-505 
spell-checking, 162-163 
spreadsheets 

absolute addresses, 182 
building formulas with cell addresses, 181 
cells, 172 
charting data, 188-192 
cutting and pasting, 178 
data sets, 180 
date to text, 186-187 
defined, 171 
entering numbers, 177 
filling, 178-179 
formatting numbers, 177-178 
formatting text and cells, 175-176 
formulas, 150-158 
fUnctions, 184-188 
IF fUnction, 187-188 
moving in, 173 
operator precedence, 183-184 
operators, 182-183 
relative addresses, 182 
saving, 175 
selecting cells, 174 
sorting, 179-180 
starting, 173 
text to date, 186-187 
total selection, 186 
types offormulas, 181 
types of fUnctions, 185 
uses, 171-172 

spring-loaded folders, 57 
stationery, 166-167, 256 

using for presentations, 231 
Stickies, 82 
storage disks, 41 

icons, 44 
streaming technology, 288 
Stuffit Expander, 427,428-429 
subnet mask, 473 
suitcases, 534-535 

See also fonts 
SurtDoubler, 479 



surge protectors, 15 
System Folder, 78-79,82 

troubleshooting, 603-606 

T 
TCPIIP 

configuring,471-473 
control panel, 471-473,477,564-565 
and file sharing, 570 
Web sharing 573-574 

tech support, 591-592 
Text-to-Speech, 503-504 
time and date settings, 493-494 
title bar, 38 
toolbars, 103 
transferring files, 421-429 

with Fl'P, 424-427 
with iMacFioppy.com, 421-423 

translating PC documents, 580-582, 586-587 
Transmit,425,426,427,468 

Trash 
See also Fl'P 

emptying, 65 
icon,42 
retrieving items from, 65, 66 
tossing video clips, 312 

troubleshooting, 592-606 
alias problems, 602 
blank screen, 593 
blinking question mark, 593-594 
crashes, 599-600 
Disk First Aid, 616,617 
error messages, 597 
freezes and hangs, 601-602 
hardware symptoms, 592-595 
icon problems, 602 
MicroMat TechTool, 616-618 
Norton Utilities, 618 
peripheral not working, 595 
P~.594,616-617 

restoring software, 607-609 
software problems and symptoms, 595-596 
System Folder problems, 603-606 
uninstalling and reinstalling applications, 

607 
turning the iMac off, 22 

u 
undoing, 100-101 
Universal Serial Bus. See USB 
Unix Compress, 428 
upgrading, 539-557 

adding a digital camera, 550-552 

Index 

adding a mouse, keyboard, or controller, 
544-545 

adding a scanner, 550-551 
adding an external drive, 545-550 
adding microphones and speakers, 554 
CD-R and CD-RW drives, 550 
installing a USB or Firewire device, 544 
installing an AirPort card, 554, 555-551 
installing RAM, 554-555 
to Mac OS 8.6, 621 
to Mac OS 9, 621-623 
with Firewire ports, 541-542,544 
with USB ports, 541-544 

uploading files 
defined, 421 
with Fl'P, 426 
with iMacFloppy.com, 421-423 

USB ports, 8-9 
adapters, 552-553 
advantages over serial ports, 541-542 
and hubs, 543-6 
installing a USB device, 544 
installing an external drive, 547-548 
keyboard plugging into, 35 
mouse plugging into, 35 
upgrading with, 541-544 

users. See multiple users 

v 
verbose logging, 475 
video, 307-322 

adding background music, 319-320 
adding credits, 318 
adding sound effects, 317-319 
adding titles, 316-317 
arranging clips, 314 
cropping, 313-314 
digital vs. analog, 309-310 
editing, 313-314 
exporting to camera, 321 
exporting to QuickTime, 321-322 
hooking up camera, 310-311 
importing clips, 311-312 
playback quality, 320 
previewing clips, 312 
renaming clips, 314 
splitting clips, 314 
tossing clips, 312 
transitions between clips, 315-316 
viewing, 320 
See also QuickTime; QuickTime Player Pro 

viewing folders 
arranging in Icon and Button views, 71 
auto-arranging views, 72-73 
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as buttons, 70 
customizing the List view, 70-71, 72 
as icons, 70 
as a list, 70 
setting standard views, 73 
See also List view 

virtual floppies, 421-423 
viruses, 613-616 
voiceprint passwords, 520-521 
volume, changing, 46 

w 
waking up iMac, 23 
Web pages 

adding images, 465-466 
adding links, 467 
beginning the page, 463 
creating lists, 459-468 
creating your own, 459-468 
styling text, 463-464 
uploading the site, 468 

Web Pages folder, 463 
windows, 31, 32,38-40 

closing, 102 
dialog boxes, 39 
parts of, 38-39 
pop-up, 57-58 

Windows networking, 565 
windowshade control, 39 
wireless networking, 566, 576 

word processing, 143-167 
AppleWorks, 144 
beginning a document, 144-145 
date and time, 155-156 
finding and changing, 163-165 
fonts, 146 
footnotes, 156-157 
formatting, 149-162 
headers and footers, 154-155 
page breaks, 156 
page numbers, 155-156 
rules for typing, 144-145 
saving documents, 148-149 
section breaks, 156 
sizes, 147-148 
spell-checking, 162-163 
stationery, 166-167 
styles, 146-147 
Stylesheet window, 165 
See also formatting documents 

World Book Encyclopedia, 336-342 
browsing, 338 
features, 341 
searching, 338-340 
starting, 336-337 
updating,342 
using, 337 
wizards, 342 

World Wide Web 
finding help on, 137-138 
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Keyboard Commands 

In Most Applications 
These keyboard commands are used in nearly all applications to accomplish 
common tasks quickly. 

COMMAND ACTION ••• 

sg_x Cut selection 
~·· -- ----- -. -

sg_c Copy selection 
- - -------

sg.y Paste selection 
-- ----- --- -

sg.A Select All 
-- -- --·· 

sg.N Create new document 
---·· 

sg_s Save document 
- ------- ------ ---

sg.w Close current window 
sg.p Print current document 

- - - --

sg.OPTION-P Fax current document 
~ 

sg.Q Quit application 

As the iMac Starts Up 
These commands are used as the iMac starts up to change its startup behavior. 

You'll use these keys right after you hear the startup chime and keep holding them 
down until the action takes place. 

CoMMAND ACTION ••• 

CONTROL·OPTION Rebuild the desktop 
!----- ---

c Start up from CD 
·----

SHIFT Start up with extensions disabled 
~ --·- - ----

SHIFT Start up with "Startup" applications disabled 
(After extensions have loaded) 

r--- --

SPACEBAR Open Extensions Manager before 
loading extensions 
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Second Edition 

M aximize the powerful features of your iMac using this 
comprehensive, easy-to-read guide. Create great 
looking reports and documents, manage your 

finances, communicate via e-mail, build Web pages, and even run 
a small business-using just the tools bundled with the iMac. Expert 
author, Todd Stauffer, explains how to install and run applications, access a 
high-speed or wireless network, and troubleshoot common problems. This is 
the ideal resource for every iMac user! 

Insid e , learn to : 

* Master Mac OS 8.1 through Mac OS 9 * Connect to a network over IP - or go wireless * Make your iMac compatible with any PC * Explore the Internet and send and receive e-m ail * Network to a LAN, an Internet server, or a wireless network * Perform targeted searches with Sherlock 2 * Manage your finances with Quicken * Watch DVD movies or edit movies with the iMac DV * Troubleshoot, maintain, and upgrade your iMac 

Todd Stauffer is the author or co-author of 20 computer books, a contributing editor for MacCentral.com, 
and co-host of the Emmy award-winning "Disk Doctors" television program. 

ISBN 0 - 07-212416-4 
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