





































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Choosing units of measure and paper size

Start up Preferences
and click the button for
Localization Preferences.

Choose the unit of
measure you want from
the Measurement Units
pop-up list.

Choose the paper size
you want from the Paper
Size pop-up list.

Restart your applications.

You can change the units of
measure and paper size in some
applications independently.
For example, you might choose
inches in Preferences but then
work with picas and points in
your page layout program. For
details, see the user’s guide for
your application.

In some applications, you can specify the sizes of objects on the screen and the
size of the paper you prefer to print on. For example, in Edit and Mail you
can use a ruler to specify the width of the page, and in the Page Layout panel
you can choose a paper size. With Preferences, you can set standard units

of measure and a paper size you prefer to work with in all your applications.

I__.__,_, analiz::;t;o_n”Preferences
Localization Preferences button
4 Akhd Akh Adad EXTR 1.
= 0
Keyboard Language
" |schweizer - jEHB'iShv
M ti rangals .
<] ﬂg 5 anme Deuéch Press here to set a standard unit
T S " of measure for all applications.
B | A R Dvag lnguages into your
Keyboard Panel... - pq e bragnies oy
Measurement Ury/ —— Paper Size — Press here to set a standard
Inches R Letier - = paper size for all applications.
— Centimeters ——
Points
Picas

The new units of measure and paper size take effect for an application the
next time you start it up.
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Setting the date

Start up Preferences
and click the button
for the Date & Time
Preferences.

Click the month arrow
to select the month.

Click the year arrow
to select the year.

Click a date in the

calendar.

Click Set.
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Your computer has an internal clock that displays the date and time on your
computer. It’s also used to create a date and time stamp for changes to your
files and folders. If your computer isn’t connected to a network, you can use
this internal clock to set the date.

Date & Time Preferences button

different time and date display.

A June >
o« 1994 ¥ m
SMTW T Fs

‘. You can check here to choose
a 24-hour clock.

; = When you click Set, the new
date appears in the dock.

You can click the icon in the window to pick the style of Preferences icon that
appears in the dock. If your computer supports Advanced Power Management
(APM), you can even pick an icon that displays the battery charge level.

If you’re working on a network, you may not be able to set the date and time
independently, but you can synchronize your computer’s clock with the
network’s clock.

“The netwark time -
‘daemaon is running. .. il
Clickthe Synchronize |1
button to synchronize

the time on your e - |
leatour |

computer with the
networktime. -0

Click here to synchronize
your computer's clock with
the network's clock.




Setting the time

Start up Preferences
and click the button for

Date & Time Preferences.

Click in the map to
select a time zone.

Select the hours,
minutes, or seconds
in the time field.

Click the arrows to
change the time.
Or type a new time.

Click Set.

If you’re working on a network, you can synchronize your computer with
network time as described on the previous page. If you’re not connected to
a network, you can set hours, minutes, and seconds. In either case, you can
display the time in any time zone you want.

Date & Time Preferences button

@

Click anywhere in the map to
select a time zone.

A e x| [
< 1994 i

SHT\‘ITF“

1y ! ?‘ e Press here to choose regional
\ S:Q' ? differences within a time zone.
S §
PNe (N ]
SRR N wﬂ Change the time here.
0500 1/

i

GMI'Y
<]

When you click Set, the new
e e LiITIE @PPEAFS in the dock.

When you select a time zone, the button above the map shows the difference,
in hours, between your time zone and Greenwich Mean Time (GMT). You
can press this button to choose the regional variation within your time zone
that applies to you. Select the time zone before you set the date and time.
Otherwise, your settings are lost.

_-_Dale&Time Preferences

< June >
A 1994 ;-
SMTWTFS

Wwﬂ r—«]3!"¥h L‘*] —

You can select hours, minutes,

or type to change the time.

=2 [14-06.00 :
o1 1]‘ O or seconds. Then click the arrows

CSet
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Changing the fonts on the screen

Start up Preferences
and click the button for
Font Preferences.

Choose the type of font
you want to change
from the pop-up list.

Click Set Font.

Select a font family,
typeface, and size in
the Font Panel.

Click Set.

Log out and log back in.

For more information about
setting fonts, see “Setting
a New Font” in Chapter 9.
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You can change what fonts appear in menus, window titles, prompts, and other
places on the screen.

Font Preferences

[Brincea

.
# .
&

‘Application Font

Font Preferences button

! HT%

These three types of fonts appear

on the screen—you choose the one

‘Fixed Pitch Font ¢/ /-~

‘System Font

'/

Bold System Font # K =a|

" {Helvetica Bold 12 point

you want to change.

The current font setting

Example of where the type of

font appears

When you choose a type of font and click Set Font, the Font Panel opens. You
use it to select a font family, typeface, and size.

Helvetica Medium 12.0 pt.

(e

R i | B ol | BESTZOm

ik

Click Preview to display the font here.

You can click here to revert to the
last font you selected.

Click Set to use the selected font.

The fonts you select appear on the screen the next time you log in.



Selecting a font for applications

Start up Preferences
and click the button for
Font Preferences.

Choose Application Font
from the pop-up list.

Click Set Font.

Select a font family,
typeface, and size in
the Font Panel.

Click Set.

Restart your applications.

For more information about
setting fonts, see “Setting a
New Font” in Chapter 9.

You can choose a default font for your applications. The default font is the one

the application uses when you first enter text in a new document or anytime

you don’t specify a font.

| FontPreferences

Font Preferences button

g |2

s

Wil
4E
: e Sl
- i F

.ﬂll-

=

§ c

Application Fuft |

Choose Application Font
from this pop-up list.

“SetFont, < _] |

Helvetica Medium 12 point

Examiple

Then click Set Font.

Date: Wed, 4 Dec 91
From: any_user

To: me

Suhiect: Annlicatinn Fant

<
Al
A

When you click Set Font, the Font Panel opens. You use it to select a font

family, typeface, and size.

__FontPanel

- [Medium {EE
o |Onlique

"7 |Bold 1
-~ |Bold Oblique .

| s s

Click Pre\'/iew to display the font here.

You can click here to revert to the

last font you selected.

Prewew | Set/<"'|

' Rev’ﬁ

e - - T

Click Set to use the selected font.

Applications use the new font the next time you start them up. However,

some applications may not use the font you set. Some have their own options

for setting a default font that overrides Preferences. Also, some applications
preset their own default font family, typeface, or size. This preset font

overrides your choice.
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Creating Command-key equivalents

Start up Preferences and
click the button for Menu
Preferences.

Click in the Command
field and type the name
of the command.

Click in the Key
Equivalent field and
type a character.

Click Add.

Restart your applications.

"To find out which is your
keyboard’s Command key, see
“Keyboard Basics” in Chapter 9.
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Most applications include Command-key equivalents for some of the
commands in their menus. A Command-key equivalent is a combination of
the Command key and other keys that you can type instead of choosing a
command from a menu. If a command has no Command-key equivalent, you
can create your own. You can also change existing Command-key equivalents.

Menu Preferences

Menu Preferences button

— Menu Location —, - Con’imand-Key Equlvalenym“»““_— Command-_key equivalents you
v : create are listed here.
2 Import.. Jl
—— e %}
i Remove - i

Type the name of the command
exactly as it appears in the menu.

Command | Colc N

Key Equivalent Ic —

Type an upper- or lowercase
character here.

When you type the command name, be sure to match the capitalization,
spaces, and ellipses (...) in the menu. The Command-key equivalent can be
any character except a space. Case makes a difference. For example, if you
type a lowercase ¢, the Command-key equivalent is Command-c. If you type
an uppercase C, the Command-key equivalent is Command-Shift-C.

When you create a Command-key equivalent, it’s added to all applications
that have the command (unless the application overrides Preferences). If you
create a Command-key equivalent that’s already in use, it’s removed from the
current command and added to the one you specify.

You can modify a Command-key equivalent you created by selecting it in the
list in the Menu Preferences, typing a new key equivalent, clicking Add, and
then clicking Modify in the panel that opens. You can remove a Command-
key equivalent you created by selecting it in the list and clicking Remove.

New Command-key equivalents take effect in an application the next time
you start it up. They take effect in Workspace Manager menus the next time
you log in.



Customizing the Services menu

1 Start up Preferences When you’re working in applications, you can request some of the services of
and click the button for other applications from the Services menu. If you have lots of services, you
Services Preferences. may decide to display some of these services and not others. :

2 Select the service you
want to enable or disable.

Services Preferences button
3 Click the Enable or 3 g
Disable button.
1 I
~{Define in Webster |Selection
- Mail I || Window
Ll — LU When a service is disabled,
{Grabe, > Timed Screen or gr
Edit” T it's dimmed.
=10pen in Workspace
: 4 This button switches from
Enable m‘r-— Disable to Enable when you
disable a service.

The next time you use an application, its Services menu lists only the services
that are enabled.

For information about
using services, see

“Requesting the Service
of Another Application”
in Chapter 4. See also
the list of NEXTSTEP
application services in

“Standard Commands”
in the Reference at the
end of this book.

For information about
adding your own services
to the list in the Services
Preferences, see the
NEXTSTEP Developer’s
Library.
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Displaying large file systems

1 Start up Preferences
and click the button for
Expert Preferences.

2 Check Large File System.

3 Logout and log back in.
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If you’re working with disks and folders that contain several hundred files and
folders, you can optimize the File Viewer to display them more quickly.

Expert Preferences button

-~ Flle-Creation Mask ———— r— File System Options o

Owner Group Others

Read ¥ Yool
L Write |y ’
“Execute [,/ v I

uerge File System Check here to display large
numbers of files and folders
more quickly.

.~ Security Options ——
¥IPrivate Window Server |
VPrivate Sound Server . |
= |Protected EPS Display | |

When you check Large File System, the File Viewer can open large folders
faster than normal. So can the Open and Save panels. However, scrolling
through the contents of large folders may take a little longer than normal. Also,
you see the names of some additional files and folders in Open and Save
panels, not just the ones your application can work with.

"This option takes effect the next time you log in.



Displaying UNIX files

1 Start up Preferences Your computer uses many files that don’t normally appear in the File Viewer.
and click the button for Some of these are UNIX system files, including files called 4oz files—their
Expert Preferences. names begin with a period. If you’re a system administrator, programmer, or an

2 Check UNIX Expert. advancc;d user, you may want to use these files. Otherwise, it’s best to leave

them hidden.

Expert Preferences

i Expert Preferences button

D

i Check here to display
4& all UNIX system files.

File-Creation Mask Fite System Options —
A UNIX Expert

Owner Group Others | :_]LargeFlleSystem

Read Id v v e
Write [ v — Security Options ——
Execute | v v ¥|Private Window Server |
YPrivate Sound Server
__|Protected EPS Display

The UNIX system files are immediately displayed in the File Viewer. They
also appear in Open and Save panels as well as in any other panel that displays
the contents of disks and folders.

File Viewer

'sta;;" Nextapps

227MB avallzsle on tarnote disk

UNIX files and files that
begin with a period are
hidden until you check

UNIX Expert.

For more information about E=

UNIX files, see NEXTSTEP . e . . . . . .
Networdk and System Tip: Don’t give files names that begin with periods. They will be hidden with

Administration and the the other dot files when UNIX Expert is not checked.
NEXTSTEP Developer’s Library.
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The Preferences application not only helps you custom-fit your workspace, as
described in the previous chapter: It also helps you manage your hardware—from

the keys on your keyboard to the speed of your mouse.

- Keyboard ———
Schweizer

oK

usa

“Keyhoard Panel...

— Measurement Units —{ | | |




Selecting a keyboard
arrangement

Setting the rate for
repeating characters

Changing the
responsiveness of
the mouse

Setting the automatic
screen dimmer

Changing the
background color
of the display

Adjusting volume
and input gain

Selecting system
beeps and warnings

Managing power
consumption

Setting the computer
to turn on
automatically

Managing

Hardware

You love your car. But you might want to make just
a few little adjustments.

For starters, you’d like the windshield tinted red,
like the sunset. You might also want the horn to
ahooga, like an old police wagon. The steering wheel
should really be on the other side—you know, like
they are in England. The harder you step on the
accelerator, the faster you should accelerate. And in
the morning, the car should be warmed up and
ready to go when you walk out your front door.

You can hear your mechanic now. A #nted windshield,
a new horn, an adjustable steering wheel, a touch-sensitive
accelerator, an automatic starter! Where'd you get all those
crazy ideas?

Oh well. You turn to your computer. You love it, too.
Of course, you had to make a few adjustments...
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Selecting a keyboard arrangement

Start up Preferences and
click the button for
- Localization Preferences.

Select a type of keyboard
in the list.

For information about starting
up Preferences, see the previous
chapter, “Personalizing Your
Workspace.”

For information about selecting
fonts from the Font Panel,

see “Setting a New Font” in
Chapter 9.

See also “Previewing Special
Characters” in Chapter 9.
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The standard arrangement of keys on keyboards differs from country to
country. If you’re used to working on a particular type of keyboard, you can
choose its arrangement regardless of which keyboard you’re actually using,

Localization Preferences
button

PrrvwpvRret | IR

Select a keyboard
arrangement here.

Drag languages into your

Keyhoard Panel.. preferred order.

N

—— Measurement Units —S\g — Paper Size ————— Click here to show
~linches i L : Jilefter” li the selected keyboard
R R e arrangement.

When you click Keyboard Panel, a panel shows the arrangement of keys on
the keyboard that is currently selected.

This is the French

ord
SR keyboard arrangement.

_,I

| — ([ sstont |

You can hold down the Shift or Alternate key—or both keys together—to
see the effects of these keys on the keyboard. You can also click Set

Font to open the Font Panel and see how different fonts use the selected
keyboard arrangement. '

The new keyboard arrangement takes effect immediately.



The NeXTUSA Keyboard Arrangement

As an alternative to the standard USA keyboard Brightness and Volume Keys
arrangement, you can select the NeXTUSA
arrangement in the Preferences application’s
Localization Preferences. You may find that this
arrangement works particularly well with NEXTSTEP.

When you use the NeXTUSA arrangement, you can
adjust screen brightness using the brightness keys.
If your computer can play sounds, you can adjust its
speaker volume with the volume keys. The longer
The keys in the NeXTUSA arrangement that are you hold down one of these keys, the more
different from the USA arrangement are described brightness or volume changes.

and illustrated below. The USA arrangement is

shown in “Keyboard Basics” in Chapter 9. You can turn the speaker off when you're using

the NeXTUSA arrangement by holding down the

R Command key and pressing the volume down key.
A Key for Turning Off the Computer Do this again to turn the speaker back on.
The NeXTUSA arrangement provides a key for _

turning off the computer. You can press this key as Additional Command and Alternate Keys
a shortcut to choosing the Log Out command or
clicking the Power button in the login window. When
you press the key, a panel asks if you really want to
turn off the computer. Click Turn If Off in the panel.
When a message tells you it's OK to actually turn off
the power, you can do so.

The NeXTUSA keyboard arrangement provides
two Command keys and two Alternate keys, which
make it easier to do things like use Command-key
equivalents and type special characters.

NeXTUSA keyboard arrangement

Escape key  Help key Control key  To turn Caps Lock on or off in Volume up Brightness up
this arrangement, hold down the Volume down Brightness down
Command key and press Shift.

N

!
)

|

¥
R
-
J

A e

0

Alternate key Command keys Alternate key Press to turn the computer off.
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Setting the rate for repeating characters

Start up Preferences
and click the button for
Keyboard Preferences.

Click a setting for the
initial key repeat.

Click a setting for the
key repeat rate.

Test your settings by
pressing any character
key.

For information on changing
the current keyboard,

see “Selecting a Keyboard
Arrangement” earlier in

this chapter.
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Sometimes you need to repeat characters in a long string. Typical repeating
characters are periods and asterisks, but you can repeat any character on the
keyboard by holding the key down. The Backspace and Tab keys also repeat,
as does the space bar.

Of course, you don’t want characters to start repeating too quickly when you
press a key, or you’ll have double and triple characters scattered throughout
your text. You may also want to control how quickly the character repeats.

Keyboard Preferences

Keyboard Preferences button

Click here to set the longest delay

R = before a character starts repeating.
# Initial Key Repeat:———-

y ( At ko

d 'I .a

T T ~des Click here to set the fastest
~——————— Key RepeatR :

e e e repeat rate.
R - T § I A.a ' a.a ' aa
| ype here to test sefiing Press any character key
__!s v d ’c S an T and watch the initial delay
et SWICA FETP 200 ommand heys Reyboard Canel-. and repeat rates here.

The new settings take effect immediately.

You can click the Keyboard Panel button to open a panel that shows the
location of characters on the current keyboard. If you’re looking for a particular
character in a font, use the Set Font button to open the Font Panel, where you
can change the font displayed in the Keyboard panel.

If you have a NeXT computer with a keyboard that has a Command bar, you
can check “Switch Help and Command Keys” to switch the effect of pressing
the Help key and Command bar.



Changing the responsiveness of the mouse

Start up Preferences
and click the button for
Mouse Preferences.

Click the mouse speed
you want.

Click the double-click
delay you want.

Test the delay by double-

clicking in the Test field.

On some computers, you
can also adjust the mouse
speed with the Configure
application. For more
information, see Installing
and Configuring NEXTSTEP,

You can make the mouse more responsive to your movements in two ways.
First, you can change the mouse speed—which is how fast and how far the
cursor moves when you move the mouse. Second, you can change the double-
click delay—the setting that determines when the computer responds to two
clicks as a double-click, as opposed to two distinct clicks.

Mouse Preferences

Py & 5 “ ; R R I

Mouse Preferences button

1 =

Slowest—the cursor moves in
direct proportion to the mouse.

—
/ Accelerated settings—the
7~ Mouse Speed ————% —— Menu Button —— cursor moves farther when
o ,“m, K e K szan ?t] C Enabled you move the mouse faster.
(" Disabled

Double-Click Delay

DD D el

e — |

If you double-click slowly,
—_—————— choose a longer delay.

You should choose the shortest double-click delay that works for you. You
can test it by double-clicking the word Test. Double-click at your normal
speed. If Test is highlighted, you’re double-clicking fast enough for the delay

you’ve chosen.

The new mouse settings take effect immediately.
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Setting the automatic screen dimmer

Start up Preferences
and click the button for
Display Preferences.

Use the Automatic
Screen Dimmer slider
to set the delay for the
screen dimmer.

The superuser (root) can also
modify the login window screen
saver. For more information,
see “Setting Login Window
Options” in the next chapter.
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To protect your display, the screen dims automatically when you’re not using
it. The screen normally dims if you don’t press a key or move the mouse for 30
minutes. You can change this delay or even turn off the dimmer completely.

a

- putomatic ScrpA  Dimmer =——

- — Background —

Color

|

Display Preferences button

Drag to set the delay in minutes.
You can also type the delay here.

This slider adjusts the brightness
of the screen.

You can set a delay from 5 to 59 minutes. You can turn off the dimmer
completely by dragging the slider all the way to the right. The new setting

takes effect immediately.

Screen dimming happens only when you’re logged in. When the login
window is showing and you don’t use the computer for a while, the NeX T logo
replaces the screen’s contents, instead.

Some computers have displays that don’t dim automatically and don’t respond
to adjustments to the Brightness slider. You can only control the brightness of
their displays with controls on the displays themselves.



Changing the background color of the display

Start up Preferences You can choose the background color for your workspace. It can be a color you

and click the button for pick up from the screen or a color you select from one of the color models.
Display Preferences.

Display Preferences

lick t lors button.
c he Co Display Preferences button
. m
Select a color in the =" 8| =
Colors panel. —
{ r Lo s
Drag the color from the The color well displays the
well in the Colors W' current background color.
pane| to the Background Automatic Screen Dimmer 7 r— Background
- Color
Color well. ’\' S N 7 a0 ] U ‘
mirntes ) |
Brightness ] %
» A T _\‘_ «Cl I . i .
" N _ALOI0IS oo e Click here to display the
Colors panel.

Drag the selected color from this
well to the Background Color well.

Drag or click in
the color wheel
to select a color.

2 ; s Ordrag one ofthese swatches
I ; to the Background Color well.

If you work with some computers with color displays and others with
monochrome displays on the same network, you set the background color
separately for each kind of display.

Tip: If you want to save the current background color while you experiment
with new colors, you can click in the color well in the Display Preferences and
drag a color swatch to the row of swatches at the bottom of the Colors panel.

You can select colors from

the Colors panel in several

ways. See Chapter 10,
“Working with Color.”
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Adjusting volume and input gain

Start up Preferences
and click the button for
Sound Preferences.

Drag the Volume sliders
to adjust the volume and
balance of the speakers
and line-out jack.

Drag the Input Gain
sliders to adjust the
sensitivity and balance
of the microphone and
line-in jack.
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If your computer can work with sounds, you can adjust the volume and
balance of the speakers and “line-out” jack. You can also adjust the sensitivity
(or “gain”) of the microphone and “line-in” jack.

Sound Preferences button

= Check to turn off the speakers
entirely.

Drag to increase or decrease the
speaker and line-out volume.

Buliog Drag to adjust the output balance.

Cricket

A

S Ciaudio (Cvisual |

Drag to increase the sensitivity of
the microphone and line-in jack.

: ‘M Use voice Alerts ]’
S Drag to adjust the input balance.

You can check Mute to turn off the speakers and line-out jack completely.

The settings you make take effect immediately.



Selecting system beeps and warnings

Start up Preferences
and click the button for
Sound Preferences.

Click Audio for a sound
beep or Visual for a
warning flash.

If you clicked Audio,

select the type of system.

beep from the list.

Check Use Voice Alerts
if you want spoken
warnings and notices.

For information on
adjusting the speaker
volume, see “Adjusting
Volume and Input Gain”
on the previous page.

On some computers, you
adjust the volume and
style of system beep with
the Configure application.
See lustalling and
Configuring NEXTSTEP,

NEXTSTEP has several ways to alert you when something requires your

_attention. A system beep may sound when you make a mistake typing. A

panel may alert you to a problem or request additional information. You can
tailor these system beeps and warnings to your needs.

Sound Preferences button

P 6

— - T

Volume System Beep —

_IMute
1 s N e D)

L R Select a system beep from this list.
R T PN |

Input Gain | Click here for a visual warning
Lgl_, ey Nl S @J © hudo £ v'sual instead of a sound beep.
L B (R iR

ik_s‘/JUsre Voice Alerts |

Check here for spoken alerts.

Some applications have spoken versions of some panels. For example,
PrintManager may tell you when your printer is out of paper. If you prefer to
hear these messages as well as read them, you can check Use Voice Alerts to
hear the spoken versions.

If you click Visual, the NeXT icon at the top of the application dock flashes
whenever something needs your attention. No beeps sound.

You can adjust the volume of your system beeps and warnings with the
Volume slider.

These choices take effect immediately.

Tip: You can add your own sounds to the list of possible system beeps by
adding a sound (.snd) file to the /Library/Sounds folder in your home folder.

You can use voice alerts or a custom system beep only if your computer can
play sounds.

323



- Your Choice

Chapter 21: Managing Hardware

Managing power consumption

Start up Preferences

and click the Power
ManagementPreferences
button.

Click the option
you want.

For information on picking
a Preferences dock icon,
see “Setting the Date” in
Chapter 20.
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If you’re running NEXTSTEP on a battery-powered computer that supports
Advanced Power Management (APM), you can decrease the amount of
power required to run NEXTSTEP—so your batteries last longer—in
exchange for an occasional reduction in performance. You can also check the
battery charge level.

Power Management Preferences
button
Click for best performance.
Status . g Manage power for, ——
. g --Best performance
Us'"g Baﬂew ngLongesthattery iife. |
‘ Battery Level —— — Click for longest battery life.
| e
o Tes

When you click “Longest battery life,” NEXTSTEP uses a number of
techniques to reduce power consumption. For example, NEXTSTEP stops
the hard disk from spinning whenever it’s not in use. This decreases the drain
on the battery but can cause a slight delay the next time NEXTSTEP needs
information on the disk. When you’re not using battery power, you should
click the “Best performance” option.

If you’re using a desktop computer that supports Advanced Power
Management but doesn’t run on batteries, the “Longest battery life” option is
replaced by “Energy efficiency.”

The Power Management Preferences are available only on computers
that support Advanced Power Management, such as some battery-powered
portables as well as some energy-efficient desktop models.

Tip: If your computer runs on batteries, you can use the Date & Time
Preferences to pick a Preferences dock icon that displays the battery charge
level as well as the current time.



Setting the computer to turn on automatically

Start up Preferences
and click the button for
Startup Preferences.

Check “At specified
time.”

Set the date you want

the computer to turn on.

Set the time you want

the computer to turn on.

Click Set.

Some NeX'T' computers can be set to turn on automatically at a time and date
you choose, or after a power failure.

Startup Preferences button

Set a month, year, and date.

Set the time for the computer

4 June > Time

SMTWTEFS

31994 | mEbm el s |

to turn on.

Check this option to turn the

s [HEE)

i~ Turn computer an:
__| After power off ar failure
_»/\kqt specified time

computer on automatically
after a power failure.

Check this option to turn the
computer on at the date and

time you set.

You can click the month and year arrows to change the month and year. You
can click a day in the calendar to set a date. To set the time, you can either
type a new time in the time field or select the hours, minutes, or seconds and

click the arrows.

If you check “After power off or failure,” the computer turns on automatically
within 60 seconds after a power failure—or after you turn it off yourself.
(Don’t check this option if you really do want to turn off the computer.)

The Startup Preferences are only available if your computer supports

this feature.

Why Turn the Computer On Automatically

Having a computer turn on
automatically is most useful if it
acts as a server on a network—
that is, a computer with files and
folders that everyone shares.

For example, a computer may be

a server for a printer that must
always be available by 8:00 in the
morning—whether anyone is there
to turn on the computer or not.

The option to turn on automatically
after a power failure is also
particularly important for servers.

If the server has a power failure,

it can turn itself on as soon as

the power is restored, minimizing
the amount of time that

service to people on the network

is interrupted.
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You can use the Preferences application to control access to your computer; your

workspace, your folders, your display, even your sound system. You can share them

or not. The choice is yours.

‘Windows
Hide h
Quit

i




— 1L

Setting a password

Setting permissions for

new files and folders
Sharing your worlkspace

Sharing your sound
system

Displaying PostScript
images securely

Setting login window
options

Controlling Access
to Your Computer

It’s been a quiet night. A few people came and
went without incident. There was some excitement
about a password change, but you got that
straightened out.

You suddenly hear a loud noise coming from
Sector B. You grab your flashlight and run

to investigate. Then you remember. You opened
the area up to an outside sound recording crew.

On the way back to your post, you check on
the new restricted zones you set up last week.
Everything looks secure.

You return to your post and update your
report. Just another quiet night, you think. But then,
that’s the way you like it.
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Setting a password

Start up Preferences
and click the button for
Password Preferences.

Click Change.

Type your current
password and click OK.

Type your new password
and click OK.

Type the new password
again to verify it and then
click OK.

Click OK in the
confirmation panel.

For information about
starting up Preferences,
see Chapter 20. -

For more information
about passwords and
computer security, see
NEXTSTEP Network
and System Administration.
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If you work on a network, you typically have a user name and a password that
you use every time you log in. You should change your password at least
once a month. When you click the Password Preferences button, the closed
padlock and “Password Secure” message show that your current password

is in effect. If you don’t have a password the padlock is open.

Password Preferences

Password Preferences
button

Click Change.

You change your password or create a new one by clicking the Change button.

- Please type your old password.

i ek S ed e e el Type your old password here.

o - (If you don't have a password,
& ; SRR ; just press Return.)

Cancel |< Click OK.

For security, your password never appears on the screen as you type it.
The cursor follows the progress of your typing, but no characters appear.
If you make a mistake, press the Backspace key and type the letter again.



When you type your old password and click OK, the padlock opens to show
your password is no longer secure. You're asked to type a new password.

Please type your new password.

[ Type your new password here.

" Cancel l oK <‘"l

After you type your new password and click OK, Preferences asks you to type
the new password again to make sure that what you typed the first time was
what you meant to type.

If you type the same word the second time, a panel confirms that the new
password is set. When you click OK in this panel, the original Password
Preferences window returns—with the padlock closed—ready for the next
time you want to change your password. If you make a mistake when you’re
verifying the password, you must start over.

What Makes a Password Secure

Passwords should be easy to + Combine upper- and lowercase
remember but difficult for others to letters, numbers, symbols, and
guess. Here are some guidelines: spaces in your password.
« Avoid names of your children, Here are some examples of good
pets, or ather obvious personal passwords:
favorites. *a*|*f%a
« Choose a password with at least aftbcd ef
eight characters. The shorter a W$Bridge
password is, the easier it is for bARnEgt!

someone to decode.
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Setting permissions for new files and folders

1 Start up Preferences and
click the button for Expert
Preferences.

2 Check the permissions
you want for new files
and folders.

3 Log out and log back in.

For information about using
the Inspector to check and set
permissions, see “Changing
Permissions for a File or Folder”
in Chapter 7.

Permissions affect many file
operations. For an overview,
see “Permissions Granted” in
Chapter 6.
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You can grant others permission to read and change your files and to execute
programs that you own—or you can deny permission. You can make this
choice for individual files and folders with the Inspector, but you can also
preset the permissions you want for all new files and folders you create.

=

—— File-Creation Mask

Owner  Group ers

- — File System Options —.

T lunix Expert
‘I lLarge File System

Read |y vEl v
write | -y & &

Execute v v L

| | Private Sound Server

== Security Options ——
“lr|Private Window Server |

{1_IProtected EPS Dispiay :

Expert Preferences button

If you check here, people
in your group can change
your files.

If you check here, anyone can
change your files. )

"T'he permissions you set here take effect the next time you log in. They apply
to all new files and folders you create, unless your application has built-in
permission settings that override Preferences. In any case, you can change
permissions for individual files and folders with the Inspector.



Sharing your workspace

1 Start up Preferences and
click the button for Expert
Preferences.

2 Uncheck Private Window
Server.

3 Log out and log back in.

Sometimes you may want to run an application on another computer but
display the application’s windows on your computer. For example, if you
have access to an application on the network that runs on only one kind of
NEXTSTEP computer and you’re using a different kind, you can run the
application on the appropriate kind of computer but display its windows
and menus on your computer. To do this, you need to make your computer
a public window server. ’

Expert Preferences

Expert Preferences button

File-Creation Mask r— File System Options —
_JunixX Expent

Owner Group Others | |"f| arue File System

Read | » v Y e Uncheck this option to
i y 7 Securily Options —— ;
Wite | v Securlty Opiions display results from another
Execute [ v v Zlprivate Window Server
X computer on your screen.
¥|Private Sound Server
_|Protected EPS Display

"This option takes effect the next time you log in.

Caution: When you uncheck Private Window Server, other users on the network
can start up applications from your workspace and read and write files with the
same permissions you have whenever you're logged into your computer.
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Sharing your sound system

1 Start up Preferences and
click the button for Expert
Preferences.

2 Uncheck Private Sound
Server.

3 Log out and log back in.
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You can let other computers have access to the sound recording and playback
features of your computer for intercom-like applications or simply for extra
processing capability. When you grant this access, your computer becomes a
public sound server.

Expert Preferences

Expert Preferences button

————Flg-Creation Mask ————

. . L UNIX Expert -

L Owner -~ Group - Others T |Large File System

o Read |y | ¥ ¥ ;

S Write | e e
“Execute |,/ Vo v

; :Seédr‘l'tg}‘bbtlons :———
)Z]Private Window Server i
| | Private Sound Server
2 |{i_1Protected EPS Display |

Uncheck this option to let others
use your sound system.

"This option takes effect the next time you log in.

Caution: When you uncheck Private Sound Server, other users on the network can
not only play sounds on your computer but also record, using your microphone or
line-in jack.




Displaying PostScript images securely

1 Start up Preferences and Encapsulated PostScript (EPS) files are files that contain image descriptions
clickthebuttonforExpert  in the PostScript language. Because PostScript is a programming language, the

Preferences. instructions in EPS files represent a possible hazard to your computer system.
2 Check Protected EPS If you receive EPS files from lots of different sources—for example, as images
Display. in Mail messages from outside your company—you may want to use the

3 Log out and log back in option to display them securely.

Expert Preferences button

T —~

I u

File-Creation Mask

i r— Flle System Options ——
'T_]UNIX Expert ‘

Owner Group Others | |- {) arge File System

Read e ¥ I
Write v - Security Options ——
Execute | v v v|Private Window Server
v]Private Sound Server Check here to open EPS files
¥|Protected EPS Display without risk of damage to your

e e fi]0 Sy StEM.

When this option is checked, a special environment is created just for running
the PostScript programs that display your EPS files. In this environment,

the PostScript programs can’t interact with other programs. Also, EPS files
enclosed in Edit documents and Mail messages appear as EPS file icons
instead of as images. You can double-click the EPS icons to view their
contents securely.

"This option takes effect the next time you log into your workspace.

For more information about
PostScript files, see “What Is a
PostScript File?” in Chapter 15.
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Setting login window options

Log in as root.

Start up Preferences and
click the Login Window
Preferences button.

Select the preferences
you want for how users
log in and out of the
computer.

Restart the computer.

For more information about
the options in the Login
Window Preferences and
about NEXTSTEP security,
see NEXTSTEP Network and
System Administration.
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If you’re the system administrator for a computer, you can set a number of
security options for logging in and out and for turning off the computer.

- The Login Window Preferences are only available when you’re logged in
as the superuser (root).

Login Window Preferences button

Uncheck this option to remove
the computer’s host name from
the login window.

V4 s
:¥| Display Host Name |
",| Disable Poweroff |7
" Login Hook |

Drag this slider to set the login
window screen saver delay.

Check this option to prevent
e UISET'S frOm restarting or turning
off the computer.

= ggout Hook
‘Custori Screen Saver -
. Custom Authenticator |

' Custom Login Ul ]

You can drag the Automatic Screen Saver slider to set the delay (in minutes)
before the login window is replaced by a moving NeX'T icon. Drag the slider
all the way to the right to turn off the screen saver.

When you check Disable Power Off, the Restart and Power buttons are
disabled in the login window, clicking Power Off in the Log Out panel logs
you out instead, and the power key is disabled (on computers that have one).

Advanced Login Window Preferences

You can use the Set buttons to ¢ Custom Screen Saver A program

replace standard NEXTSTEP that runs in pIace‘ofy the
software with your own software NEXTSTEP screen saver after
for the following purposes: ‘the delay you set in this window.
* Login Hook A script or + Custom Authenticator A
*- - application that runs when program that verifies who can
anyone logs in. , log into'the computer.
~+ Logout Hko,ok Ascriptor « Custom Login Ul Aprogram
application that runs when that replaces the NEXTSTEP

~anyone logs out. © ‘ loginwindow. -






Reference Standard Commands

Standard commands

These are standard commands that are common to
most applications.

Main menu

Info Lists commands for getting information about
the application and setting preferences. See the
Info menu below.

Document Lists commands for opening, creating,
and saving files. The name of this command
depends on what you create and save in the
application. See the Document menu below.

Edit Lists commands for editing text, graphics, or
whatever you work with in the application. See the
Edit menu below.

Format Lists commands for setting fonts, aligning
text, choosing ruler settings, and changing page
layout options. See the Format menu below.

Windows Lists commands for managing windows
in the application. See the Windows menu below.

Services Lists commands that request the service
of another application. See the Services menu
below.

Print Opens a panel that you can use to print or fax
the contents of the main window. See Chapter 15,
“Printing,” and Chapter 16, “Sending Faxes.”

Hide Hides the application, removing all its
windows from view without closing them. You
can unhide the application by double-clicking its
icon. See “Hiding an Application” in Chapter 4.

Quit Quits the application, closing all its windows
and any files they contain. See “Quitting an
Application” in Chapter 4.
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Info menu

Info Panel Displays general information about an
application, such as which version you’re using and
who wrote it.

Help Opens a panel where you can get step-by-
step instructions for using the application. See
“Getting Help by Topic” in Chapter 1.

Document menu

Open Opens a panel you can use to open a file
in the application. See “Opening an Existing File”
in Chapter 5.

New Opens an empty window where you can
create a file. See “Creating a File” in Chapter 5.

Save Saves changes you’ve made to the file you’re
working in, or opens a panel that you can use to
save a new file. See “Saving Changes” and “Saving
a New File” in Chapter 5.

Save As, Save To These commands each open a
panel that you can use to save a new version of the
file you’re working in. See “Saving Another Version
of a File” in Chapter 5.

Save All Saves changes in all files that are open in
the application. See “Saving Changes” and “Saving
a New File” in Chapter 5.

Revert to Saved Discards changes you’ve made to
the current file since you last saved it.

Close Closes the main window. If the currentfile is
displayed in more than one window, this command
closes all its windows.



Edit menu

Cut Removes the current selection and puts it
on the pasteboard. See “Moving and Copying”
in Chapter 9.

Copy Makes a copy of the current selection and
puts it on the pasteboard. See “Moving and
Copying” in Chapter 9.

Paste Inserts the contents of the pasteboard at the
insertion point or in place of the current selection.
See “Moving and Copying” in Chapter 9.

Delete Deletes the current selection without
putting it on the pasteboard. See “Deleting and
Replacing” in Chapter 9.

Undo Reverses your last editing operation, such as
typing or choosing the Delete command. Choosing
Undo again redoes the operation. Sometimes this
command is called Undelete, and it reverses and
redoes only a deletion.

Find Lists commands for locating text. See the
Find Menu below.

Link Lists commands for working with linked
information. See the Link menu below.

Spelling Opens a panel where you can check
the spelling in the document you’re working in.
See “Checking Your Spelling” in Chapter 9.

Check Spelling Finds and selects the next
misspelled word in the main window. Choosing the
Check Spelling command has the same effect as
clicking Find Next in the Spelling panel.

Select All Selects the entire contents of the
window or the section of the window that you’re
working in. This command selects not only what’s
showing but also contents you can scroll to see.

Find menu

Find Panel Opens a panel that you can use to
search for text. See “Finding Text” in Chapter 9.

Find Next Finds the next occurrence of the text in
the Find field of the Find panel. This command

does the same thing as the Next button in the Find
panel. You can use this command even if the Find
panel isn’t open. See “Finding "Text” in Chapter 9.

Find Previous Finds the previous occurrence of

the text in the Find field of the Find panel. This

command does the same thing as the Previous

button in the Find panel. You can use this

command even if the Find panel isn’t open. See
“Finding Text” in Chapter 9.

Enter Selection Copies selected text from the
main window into the Find field of the Find panel,
whether it’s open or not. You can then choose Find
Next or Find Previous to search for the text.

Jump To Selection Scrolls to display the insertion
point or current selection in the main window.

Link menu

Paste and Link Inserts the contents of the
pasteboard at the insertion point and links it to
the original. See “Adding Linked Graphics” in
Chapter 11. -

Paste Link Button Inserts a diamond-shaped
button in the document. The button is linked to
the last thing you copied. See “Adding a Link
Button” in Chapter 11.

Publish Selection Opens a panel where you can -
create and name a file that is a link to the selection
in the main window. See “Publishing an Image asa
Link File” in Chapter 11.
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Show Links Highlights each link in a document
window with a chain-link pattern. If links are
already shown, the command changes to Hide
Links and removes the highlighting.

Link Inspector Opens a panel that you can use
to update and get information about links. See
“Editing and Updating Links” in Chapter 11.

Format menu

Font Lists commands for changing the appearance
of text. See the Font menu below.

Text Lists commands for aligning text and
choosing ruler settings. See the Text menu below.

Page Layout Opens a panel that you can use to
choose basic page layout options for printing
documents. See “Preparing a File for Printing”
in Chapter 15.

Font menu

Font Panel Opens a panel that you can use
to change the font of text or preview a font
before using it. See “Setting a New Font”
and “Previewing a Font” in Chapter 9.

Bold Makes text bold. This command sets or
removes the standard bold typeface for text you
type at the insertion point or for selected text.
If the current font is already bold, the command
changes to Unbold and removes bold.

Italic Makes text italic. This command sets or
removes the standard italic typeface for text

you type at the insertion point or for selected
text. If the current font is already italic, the
command changes to Unitalic and removes italic.

338

Underline Underlines selected text or text you
type at the insertion point. If text is already
underlined, the command removes underlining.

Superscript Moves selected text up slightly in
relation to the baseline. You can choose
the command again to move the text higher.

Subscript Moves selected text down slightly in
relation to the baseline. You can choose
the command again to move the text lower.

Unscript Returns superscripted or subscripted text
to a normal position.

Colors Opens a panel that you can use to change
the color of text or graphics you’re working with. In
some applications, this command is in the Tools
menu. See Chapter 10, “Working with Color.”

Copy Font Copies the font at the insertion point
or at the beginning of the text selection so you can
apply the font elsewhere with the Paste Font
command. This command doesn’t copy text, so it
doesn’t change the contents of the pasteboard.

Paste Font Applies the font you copied with the
Copy Font command to the selected text or text
you type at the insertion point.

Text menu

Align Left Aligns text in a paragraph with the

left margin, leaving the right margin ragged. This

command aligns the paragraph where you last
clicked or made a selection. If the selection spans
more than one paragraph, all of them are aligned.

Align Right Aligns text in a paragraph with the
right margin, leaving the left margin ragged. This
command aligns the paragraph where you last
clicked or made a selection. If the selection spans
more than one paragraph, all of them are aligned.



Center Centers text in a paragraph between the
left and right margins. This command centers
the paragraph where you last clicked or made a
selection. If the selection spans more than one
paragraph, all of them are centered.

Show Ruler Displays a ruler at the top of the
document window you’re working in. See “Setting
Margins, Indentation, and Tabs” in Chapter 9.

Copy Ruler Copies the ruler settings of the
paragraph that begins the current selection or
contains the insertion point. You can then apply
the ruler settings to other paragraphs with the
Paste Ruler command. The Copy Ruler command
doesn’t copy text, so it doesn’t change the contents
of the pasteboard. You don’t need to show the ruler
to use Copy Ruler.

Paste Ruler Applies ruler settings you copied with
the Copy Ruler command to the paragraph that
contains the insertion point or the current selection.
If the selection spans more than one paragraph,
ruler settings are applied to all of them.

Windows menu

The Windows menu lists the names of all standard
windows that are open in the application. Choosing
a name brings the window forward.

%| An X marks a window
that contains no
unsaved work.

m A partial X means
the window contains
unsaved work.

The Windows menu also lists these commands:

Arrange in Front Neatly stacks all standard
windows that are open in the application.

Miniaturize Window Changes the key window

to a miniwindow at the bottom of the screen, if

the key window has a miniaturize button. See
“Miniaturizing a Window” in Chapter 2.

Close Window Closes the key window if it
has a close button. See “Closing a Window” in
Chapter 2.

Services menu

"The exact commands in this menu depend on
which applications you have. Services provided
by NEXTSTEP applications are listed below.
See also “Requesting the Service of Another
Application” in Chapter 4, and “Customizing
the Services Menu” in Chapter 20.

Define in Webster Looks up the selected word
or phrase in Digital Webster. See “Looking Up
a Definition or Synonym” in Chapter 12.

Edit [~ Replace Selection Provides a quick way
to insert the contents of an Edit file in the
document you’re working in. When you choose
this command, an Open panel appears in the Edit
application. Opening a file from this panel inserts
the contents of the file in your document at the
insertion point or in place of the current selection.

Edit [ Save Selection Opens a new document
window in the Edit application and inserts the
current selection in the window. This command
also opens a Save panel that you use to save the
selection in an Edit file. See “Saving a New File”
in Chapter 5.

Grab[» Screen Takes a picture of the whole screen
and inserts it as a TTFF image in your document.
See “Grabbing the Screen” in Chapter 11.
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Grab [+ Selection Turns the cursor into a right

~angle that you can use to select and grab a portion
of the screen. This command then inserts the
selection as a TIFF image in your document. See

“Grabbing a Portion of the Screen” in Chapter 11.

Grab[» Timed Screen Takes a picture of the whole
screen after giving you time to set things up as you
want them. This command then inserts the picture
asa TIFF image in your document. See “Grabbing
the Screen with a Time Delay” in Chapter 11.

Grab [* Window Takes a picture of a window and
inserts it as a TIFF image in your document. See
“Grabbing a Window” in Chapter 11.

Librarian [= Search in (Target) Uses the Digital
Librarian application to search the target named for
files that contain the selected word or words. You
must set up this service for each target you want to
have available for searches. See “Setting Up a
Search Service” in Chapter 12.

Librarian [» Jot selection in (Target) Uses the
Digital Librarian application to insert the current
selection in the target named. The selection is
inserted as a file with a date and time stamp. You
can use Digital Librarian to search the target by
‘topic. You must set up this service for each target
you want to jot information in. See “Setting Up a
Jotting Service” in Chapter 12.
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Librarian [ Jot document in (Target) Uses the
Digital Librarian application to insert the current
document—a file you've selected in the File
Viewer or a Mail message, for example—in the
target named. If the document is a named file,

it’s inserted with its file name. If you jot a Mail
message, it’s inserted in the target with a time and
date stamp. You must set up this service for each
target you want to jot information in. See “Setting
Up a Jotting Service” in Chapter 12.

Librarian [» Update Index Updates the index for
the current document if it’s included in a target

on one of your bookshelves. You can use this
command to maintain an up-to-date index of your
documents as you work. The command may not be
available in some applications.

Mail [ Document Opens a Compose window
in Mail and inserts the current file in it as an
attachment. The current file can be the one
you’re working in or the file or folder selected in
the File Viewer. For information on attachments,
see “Attaching a File or Folder” in Chapter 13.

Mail [ Selection Opens a Compose window in
Mail and inserts text you’ve selected in it. For
more information, see “Sending a Message” in
Chapter 13.

Open in Workspace Opens the file or folder with
the selected pathname. See “Opening a Folder”
and “Opening a File” in Chapter 3.



Workspace Manager commands

Workspace menu

Info Lists commands for getting information and
setting preferences. See the Info menu below.

File Lists commands for working with files,
folders, and on-line address books. See the File
menu below.

Edit Lists standard editing commands. See the
Edit menu below.

Disk Lists commands for working with disks.
See the Disk menu below.

View Lists commands for changing the way
you view the contents of folders. See the View
menu below.

Tools Lists commands that open panels and
windows you can use as tools in the Workspace
Manager. See the Tools menu below.

Windows Lists commands for managing
Workspace Manager windows. See the Windows

menu in “Standard Commands” in this Reference.

Services Lists commands that request the services
of other applications. See the Services menu in
“Standard Commands” in this Reference.

Hide Hides the Workspace Manager application,
removing its windows and menus from view. You
can double-click the NeXT icon at the top of the
dock to restore the windows and menus to view.

Log Out Quits all running applications. This
command returns you to the login window or, if
you don’t have to log in, to your workspace. You
also use this command to turn off your computer.
See “Ending Your Work Session” in Chapter 1.

Info menu

Info Panel Displays information about the
Workspace Manager application and your system
in general.

Legal Displays the Workspace Manager
application’s copyright notice.

Preferences Opens a panel that you can use to
personalize your workspace. You can set
applications to start up automatically (see “Starting
Up an Application Automatically” in Chapter 4);
customize the arrangement of icons and columns
in the File Viewer (see “Personalizing Your File
Viewer” in Chapter 3); choose how disks appear
(see “Creating a Folder Window for a Disk” in
Chapter 8); and choose how links are copied

(see “Setting Options for Copying Links” in
Chapter 6).

You can also personalize the Finder. Choose the
Finder option from this panel and check “Use
Librarian indexes to search for files by content.”
Then when you use the Finder to search for files
by content, you can enter two or more words—
such as emily festival—to find files that contain
both words, even if they don’t appear together.
"To find a phrase or partial word, enclose it in
quotation marks, as in “emily festival”. See also
“Finding Files and Folders” in Chapter 3.

Help Opens a panel where you can get step-by-
step instructions for using the Workspace Manager.
See “Getting Help by Topic” in Chapter 1.
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File menu

Open Opens the selected file or folder.

Open as Folder Opens the selected folder in a
separate window or displays the contents of a
file package. See “Opening a Folder in Its Own
Window” in Chapter 3.

New Folder Creates an empty folder and puts it
in the current folder. See “Creating a Folder” in
Chapter 6. When you’re working in an address
book, this command changes to New Address.

Duplicate Creates a copy of the selected file or
folder and puts it in the current folder. The copy
is labeled CopyOf. You can rename it. If you
select more than one file or folder, Duplicate
creates a copy of each one. When you’re working
in an address book, the command changes to
New Group.

New Address Adds a new address to the current
address book. This command replaces the

New Folder command when you’re working in
an address book. See “Adding an On-Line
Address” in Chapter 12.

New Group Creates a new group in the current
address book. A group is a folder than contains one
or more addresses. This command replaces the
Duplicate command when you’re working in an
address book. See “Adding an On-Line Address”
in Chapter 12.

Compress Compresses the selected file or

folder into a format that requires less space on the

disk. When you select a compressed file or folder,

the command changes to Decompress and it

returns the selection to its original format. See
“Compressing and Decompressing a File or Folder”

in Chapter 6.
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Destroy Permanently deletes one or more selected
files or folders. A panel asks you to confirm the
deletion or cancel it.

Empty Recycler Permanently deletes all files and
folders in the recycler so you can’t retrieve
them. Emptying the recycler frees disk space.

Edit menu

Cut, Copy, Paste, Delete These are standard
commands for moving, copying, or deleting text.
In the Workspace Manager, you can use these
commands when renaming a file or folder or when
typing in a panel. See “Moving and Copying”

and “Deleting and Replacing” in Chapter 9.

Select All Selects the entire contents of the area of
a window you’re working in. In the File Viewer,
this command can select the contents of the current
folder. If you're editing a file or folder name, the
name is selected. If you're typing in a text field, text
you’ve typed is selected. This command selects
what’s showing as well as what you can scroll to see.

Disk menu

Eject Removes the contents of a floppy disk
from your file system so you can safely eject the
disk from its disk drive. See “Ejecting a Disk” in
Chapter 8.

Initialize Opens a panel that you can use to erase
a disk you want to reuse. You can also rename the '
disk and choose a format for storing files and
folders. See “Reusing a Disk” in Chapter 8.

Check for Disks Detects any floppy disk you’ve
inserted so it appears in the File Viewer. This
command appears only if your computer needs it.
See “Inserting a Floppy Disk” in Chapter 8.



View menu

Browser Changes the current view in the main
window to the browser view. See “Browsing Files
and Folders” in Chapter 3.

lcon Changes the current view in the main
window to the icon view. The icon view is the
standard view. It represents files and folders as

icons. File and folder names appear under the icon.

Listing Changes the current view in the main
window to the listing view. See “Listing Files and
Folders” in Chapter 3. :

Sort Icons Sorts the icons in the current folder
according to the category you choose with the
Inspector command. This command applies only
to the icon view. See “Sorting Files and Folders”
in Chapter 7.

Clean Up Icons Lines up icons in the current
folder to remove empty spaces. This command
applies only to the icon view.

New Viewer Opens a duplicate of your File
Viewer. You can use multiple File Viewers to view
different parts of your file system at the same time.
Unlike your original File Viewer, the duplicate has
a close button you can use to get rid of it.

Update Viewers Updates the contents of folder
windows to include changes made elsewhere.
This command can show the correct icon for files
associated with a newly installed application, if the
correct icon doesn’t appear automatically. Choosing
Update Viewers gives the files their correct icon so
they can open in the right application. Update
Viewers can also show changes made to the file
system with a UNIX command in the Terminal
application. For example, if you change the
permission of a file in Terminal, you may need to
choose Update Viewers in order for the change to
appear in the File Viewer.

Tools menu

Inspector Opens a panel where you can get

information about the selected file or folder and

specify some options for using it. See Chapter 7,
“Inspecting Files and Folders.”

Finder Opens a window that you can use to find
files and folders. See “Finding Files and Folders”
in Chapter 3. '

Processes Opens a panel where you can track and
manage processes—such as copying a file—that are
going on in the background. You can also use this
panel to quit an application if you have a software
problem. See “Managing Several File Operations”
in Chapter 6 and “When the Quit Command
Doesn’t Work” in Chapter 4.

Console Opens a special UNIX window that
shows you the version of the system software
you’re using and error messages or other status
messages that may occur.
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Digital Librarian Commands

Digital Librarian commands

Librarian menu

Info Lists commands for getting information and
setting preferences. See the Info menu below.

Bookshelf List commands for working with
bookshelves. See the Bookshelf menu below.

Target Listscommands for working with targets on
your bookshelf. See the Target menu below.

File Lists commands for opening files and folders
that you find in searches. See the File menu below.

Edit Lists standard editing commands. See the
Edit menu in “Standard Commands” in this
Reference.

Format Lists standard commands for changing
fonts and page layout options. See the Format
menu in “Standard Commands” in this Reference.

Windows Lists the standard window management
commands. See the Windows menu in “Standard
Commands” in this Reference.

Print Opens a panel that you can use to print or
fax a file you find. See Chapter 15, “Printing” and
Chapter 16, “Sending Faxes.”

Services Lists commands that request the services
of other applications. See the Services menu in
“Standard Commands” in this Reference.
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Hide Hides the Digital Librarian application,
removing its windows and menus from view. You
can double-click the Librarian icon in the dock to
restore the windows and menus to view.

Quit Quits the Digital Librarian application,
closing all its windows. If you haven’t saved
changes in any window, a panel asks if you want
to save before quitting, :

Info menu

Info Panel Displays the version number, author,
and copyright notice for the Digital Librarian
application.

Preferences Opens a panel where you can choose
which application opens the files you find. You can
also choose to hide Librarian when you start it up
automatically. See “Viewing Results” in Chapter 12
and “Starting Up an Application Automatically” in
Chapter 4.



Boolkshelf menu

Open Opens a panel that you use to open a
bookshelf. Your workspace comes with a bookshelf
called Librarian.bshlf. You can create others.

See “Creating a New Bookshelf” in Chapter 12.

New Creates a new bookshelf where you can put
targets and search for information. See “Creating a
New Bookshelf” in Chapter 12.

Save Saves changes to your bookshelf, including
new targets that you’ve added and indexed.

Save As Opens a panel that you can use to save a
copy of a bookshelf with a new name.

Revert to Saved Discards all the changes you’ve
made to the bookshelf since you last saved it,
including adding targets and indexing them.

Close Closes the main window. If you haven’t
saved changes in the window, Librarian asks if you
want to save them before closing the window.

Target menu

Inspector Opens a panel that you can use to index
targets on your bookshelf, to sort the results of
searches, to choose a search language, and to set up
Services menu commands for searching and jotting
information from other applications. See “Indexing
Targets,” “Sorting Results,” “Choosing a Search
Language,” “Setting Up a Search Service,” and
“Setting Up a Jotting Service,” all in Chapter 12.

Copyright Opens a panel that displays copyright
information, if any, for the selected target.

File menu

Open File Opens a file that you select from the
list of results in a bookshelf window. The file
opens in its standard application or in a Librarian
window, depending on the option you set in the
Librarian Preferences panel. See “Viewing
Results” in Chapter 12.

Open Folder Opens a Workspace Manager
folder window for the file or folder that you select
from the list of results in a bookshelf window.
See “Viewing Results” in Chapter 12.
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Digital Webster Commands / Edit Commands

Digital Webster commands

Webster menu

Info Lists commands for getting information about
the application and for setting preferences. See the
Info menu below.

Edit Lists standard editing commands. See the
Edit menu in “Standard Commands” in this
Reference.

Find Lists commands for finding words in a
dictionary definition or list of synonyms. See the
Find menu below.

Page Layout Opens a panel that you can use to
prepare the contents of the Digital Webster
window for printing. See “Preparing a File for
Printing” in Chapter 15.

Print Opens a panel where you can print or

fax the contents of the Digital Webster window.

See Chapter 15, “Printing” and Chapter 16,
“Sending Faxes.”

Services Lists commands that request the services
of other applications. See the Services menu in
“Standard Commands” in this Reference.

Hide Hides the Digital Webster application,
removing its windows and menus from view.
You can double-click the Digital Webster icon to
restore the windows and menus to view.

Quit Quits the Digital Webster application, closing
all its windows.
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info menu

Info Panel Displays the version, author,
and copyright notices for the Digital Webster
application.

Pronunciation Displays information about the
pronunciation symbols used in definitions.

Preferences Opens a panel where you can choose
search options and set a font size for the contents
of the Digital Webster window. See “Looking Up
a Definition or Synonym” in Chapter 12.

Help Opens a panel where you get information
about using the on-line dictionary and thesaurus.

Find Vienu

Find Panel Opens a panel that you can use to
search for text within a definition or list of
synonyms. See “Finding Text” in Chapter 9.

Find Next Finds the next occurrence of the word
defined in the Digital Webster window or the next
occurrence of text you type in the Find field of the
Find panel. This command does the same thing as
clicking the Find button in the Digital Webster
window.

Find Previous Finds the previous occurrence of
the word defined in the Digital Webster window or

the previous occurrence of text you type in the
Find field of the Find panel.

Enter Selection Copies selected text from the
Digital Webster window into the Find field in the
Find panel, whether or not the panel is open. You
can then choose Find Next or Find Previous to
search for the text.



Edit commands

These are the basic Edit application commands. For
information on other commands that are available in
developer mode, see NEXTSTEP Development Tools

and Techniques.

Edit main menu

Info Lists commands for getting information and
setting preferences. See the Info menu below.

File Lists commands for opening, creating, and
saving Edit documents. See the Document menu
in “Standard Commands” in this Reference.

Edit Lists standard editing commands. See the
Edit menu in “Standard Commands” in this
Reference.

Format Lists commands for setting fonts, aligning
text, and changing page layout options. See the
Format menu in “Standard Commands” in this
Reference. See also the Text menu, below.

Windows Lists commands for managing Edit
windows. See the Windows menu in “Standard
Commands” in this Reference.

Print Opens a panel where you can print or fax an
Edit document. See Chapter 15, “Printing,” and
Chapter 16, “Sending Faxes.”

Services Lists commands thatrequest the services
of other applications. See the Services menu in
“Standard Commands” in this Reference.

Hide Hides the Edit application, removing its

windows and menus from view without closing
them. You can double-click the Edit application
icon to restore the windows and menus to view.

Quit Quits the Edit application, putting all its
windows away. If a document window contains
unsaved changes, a panel asks if you want to save
them before quitting.

Info menu

Info Panel, Help These are the standard
commands for getting information. See the Info
menu in “Standard Commands” in this Reference.

Preferences Opens a panel that you can use to
personalize the Edit application. If you’re an
application developer, you can choose to start up
Edit in developer mode, which provides features
for working with programming code. Just select
the Developer Mode option.

You can also have new documents open as plain
text files rather than RTF files. Select the Plain
Text (ASCII) option. You can choose a default font
for RTF or plain text files—that is, the font that
appears when you first type in a document. Click
the Set button for the type of file. Then set a font
in the Font Panel. For plain text files, you must
choose a fixed-width font family, such as Courier or
Ohlfs. See “Setting a New Font” in Chapter 9.

Text menu

Align Left, Center, Align Right These are the
standard commands for aligning text. See the Text
menu in “Standard Commands” in this Reference.

Show Ruler, Copy Ruler, Paste Ruler These are
the standard commands for making ruler settings in
a document. See the Text menu in “Standard
Commands” in this Reference.

Make ASCIl Changes the document you’re
working in from RTF to plain text format. All
formatting is lost, and text appears in a fixed-width
font. When you choose this command, it changes to
Make RTE. You can then choose the command
again to set fonts and formatting in the document.
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FaxReader Commands / Grab Commands

FaxReader commands

FaxReader menu

Info Lists commands for getting information and
setting preferences. See the Info menu below.

Fax Lists commands for opening, saving, deleting,
and assigning faxes. See the Fax menu below.

Fax Modem Opens a panel that lists available fax

modems. See “Checking for Faxes” in Chapter 17.

Edit Listsstandard editing commands. See the Edit

menu in “Standard Commands” in this Reference.

Page Layout Opens a panel that you can use to
prepare a fax for printing. See “Preparing a File for
Printing” in Chapter 15.

Display Lists commands for displaying faxes in a
fax window. See the Display menu below.

Windows menu Lists commands for managing
FaxReader windows. See the Windows menu in
“Standard Commands” in this Reference.

Print Opens a panel that you can use to print or fax
the fax displayed in the fax window. See Chapter
15, “Printing,” and Chapter 16, “Sending Faxes.”

Services L.istscommands that request the services
of other applications. See the Services menu in
“Standard Commands” in this Reference.

Hide Hides FaxReader, removing its windows and
menus from view. You can double-click the

FaxReader icon to restore the windows and menus.

Quit Quits the FaxReader application.

Info menu

Info Panel, Help These are the standard
commands for getting information about the
application. See the Info menu in “Standard
Commands” in this Reference.
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Preferences Opens a panel where you can choose
options for displaying faxes when you first open
them. You can display them at normal or double
size. You can choose to trim oversize pages, divide
them in two, or scale them to fit on a standard sheet
of printer paper whose size you specify. You can also
select a font size to use in the fax modem log,

Fax menu

Open Opens a panel that you can use to select and
open a fax file you’ve saved as a file.

Save As Opens a panel that you can use to name
and save a copy of a fax as a file. See “Saving a Fax”
in Chapter 17.

Delete Deletes selected faxes from the list in the
fax modem window you’re working in.

Assign Opens a panel that you can use to assign
faxes to others. See “Managing New Faxes” in
Chapter 17.

Assign to Me Assigns selected faxes to you.

Close Closes the window you’re working in if it has
a close button. ‘

Display menu

Inspector Opens a panel you can use to change
how an individual fax is displayed. See “Changing
How a Fax Is Displayed” in Chapter 17.

Page Forward Displays the next page in a fax.

Page Backward Displays the previous page in
a fax.

Select Page Number Selects the page number in
the fax window you’re working in. You can then
type a new page number and press Return to
display that page.



Grab commands

Grab main menu

Info Lists commands for getting information about
Grab and for turning Grab’s-sound effects on and
off. See the Info menu below.

Document Lists commands for saving and closing
windows that display grabbed screen images. See
the Document menu in “Standard Commands” in
this Reference.

Edit menu Lists standard editing commands. See
the Edit menu in “Standard Commands” in this
Reference.

Grab menu Lists commands for grabbing screen
images and for selecting a cursor to include in the
images you grab. See the Grab menu below.

Inspector Opens a panel that displays information
about an image you grabbed. See “Inspecting an
Image You Grabbed” in Chapter 11.

Windows Lists.commands for managing Grab
windows. See the Windows menu in “Standard
Commands” in this Reference.

Print Opens a panel that you can use to print or
fax an image. See Chapter 15, “Printing,” and
Chapter 16, “Sending Faxes.”

Services Lists commands that request the services
of other applications. See the Services menu in
“Standard Commands” in this Reference.

Hide Hides the Grab application, removing its-
windows and menus from view. You can double-
click the Grab icon to restore the windows and
menus to View.

Quit Quits the Grab application, closing all its
windows. If a window contains an unsaved image,
a panel asks if you want to save it before quitting.

info menu

Info Panel Displays the version number, author,
and copyright notice for the Grab application.

Turn Sound Off Turns off the sound effects Grab
uses when you grab a screen. If the sound effects
are already turned off, the command changes to
Turn Sound On, and you can choose it to turn the
sound effects on again:

Help Opens a window with information about the
Grab application.

Grab menu

Selection Changes the cursor to a right-angle,
which you can use to select and grab a portion of the
screen. See “Grabbing a Portion of the Screen” in
Chapter 11.

~ Window Provides an easy way to grab a window.

See “Grabbing a Window” in Chapter 11.

Screen Grabs the entire screen. See “Grabbing the
Screen” in Chapter 11.

Timed Screen Grabs the entire screen after a
10-second delay. The delay gives you time to
arrange your workspace the way you want it in

the image. See “Grabbing the Screen with a Time
Delay” in Chapter 11.

Choose Cursor Opens a panel you can use to
choose the cursor you want to appear in the images
of windows, screens, and timed screens you grab.
See “If You Want to Grab the Cursor” in

Chapter 11.
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Installer Commands / Mail Buttons and Commands

Installer commands

Installer menu

Info Lists commands for getting information about
the Installer application and setting preferences.
See the Info menu below.

Package Lists standard commands for working
- with Installer packages. See the Document menu
in “Standard Commands” in this Reference.

Edit Lists standard editing commands. See the
Edit menu in “Standard Commands” in this
Reference.

Views Lists commands for changing the view in
package windows. See the Views menu below.

Windows Lists standard window management
commands. See the Windows menu in “Standard
Commands” in this Reference.

Hide Hides the Installer application, removing its
windows and menus from view. You can double-
click the Installer icon to restore the windows and
menus to view.

Quit Quits the Installer application, closing all
its windows.
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info menu

Info Panel Displays the version number, author,
and copyright notice for the Installer application.

Preferences Opens a panel where you can select
the view you switch to when you click a button in a
package window. Or you can select not to switch
views. You can select how much information to
include when you list the contents of a package.
You can also select what computer types are initially
selected in the Install Package panel when you
install a package—either just the type of computer
you’re working on, or all types the software in the
package can run on. Finally, you can select what
languages are initially selected in the Install
Package panel—just your language or all the
languages included in the package.

Views menu

Info Displays information in the package window
about the current package, including its name,
status, size when installed and when compressed,
version number, location, and a brief description.

Progress Displays messages in the package
window about the progress of the current operation
or the most recently completed operation.

Log Shows a record in the package window of
each operation you’ve performed since you opened
the package.



Mail buttons and commands

Buttons in a mailbox window

)
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| Delete

" Compose

" Mailboxes
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Find

Chapter 9and “Findinga Message” and “Focusing

Up Arrow, Down Arrow These buttons
open the previous or next message listed
in the summary area of a mailbox window.

See “Opening Messages” in Chapter 13.

Delete Deletes selected messages from
a mailbox window. See “Deleting
Messages” in Chapter 14.

Compose Opens a window where you
compose and deliver a message. See
“Sending a Message” in Chapter 13.

Mailboxes Opens a panel where you
create and manage mailboxes. See
“Organizing Messages in Mailboxes” in

Chapter 14.

Find Opens a panel that you can use to
search for text in a message or messages in
a mailbox. See “Finding Text” in

On a Group of Messages” in Chapter 14.

- Get Mal

Get Mail Retrieves new messages and
puts them in your Active mailbox. This
button appears in place of Find if you

retrieve messages manually. See “Tailoring How
You Get New Messages” in Chapter 14.

Buttons in a Compose window

R G
Deliver -

Deliver Sends the message displayed in
the Compose window to the recipients
listed in the To and Cc fields. See

“Sending a Message” in Chapter 13.

Lip Service Opens a panel you use to
listen to or send a recording, See
“Listening to a Recording,” “Recording

and Inserting Sound in a Message,” and “Editing
Sound” in Chapter 13.

- Addresses

Addresses Opens a panel with addresses
of other people who are on your network
or share your computer. You can also

create your own address book and create group
addresses. See “Looking Up Mail Addresses,”

“Creating a Mail Address Book,” and “Creating Your
Own Group Address,” in Chapter 14.

| Reply &l

Reply, Reply All Automatically enters
addresses in your Compose window so
you can quickly reply to the current

message in your mailbox window. This button
alternates between Reply and Reply All when you
click it. See “Replying to a Message” in

Chapter 13.

o
|
‘Gl

" Forward

G
- No Receipt

i Receipt

PR
N

- NeXT Mail

i‘-‘léin Text

Forward Copies the current message
into your Compose window so you can
quickly forward it to other addresses.

See “Forwarding a Message” in Chapter 13.

No Receipt, Receipt Gives you the
option of receiving a notification message
when your message has been read by each
NEXTSTEP recipient. The button
alternates between No Receipt and
Receipt when you click it.

NeXT Mail, MIME Mail, Plain Text
Prepares a message for NEXTSTEP,
MIME, or plain text format. The button
switches between NeX'T' Mail, MIME
Mail, and Plain Text when you click it.
See “Sending a Message” and “Sending
a MIME or Plain Text Message” in
Chapter 13. ‘
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Mail Buttons and Commands

Viail menu

Info Lists commands for getting information
about Mail and setting preferences. See the Info
menu below.

Mailbox Lists commands for working with
mailboxes. See the Mailbox menu below.

Message Lists commands for working with
individual messages. See the Message menu below.

Compose Lists commands for sending messages.
See the Compose menu below.

Edit Lists the standard editing commands. See the
Edit menu below. :

Format Lists standard commands for changing
fonts, ruler settings, and page layout options. See
the Format menu below.

Windows Lists commands for managing Mail
windows. See the Windows menu in “Standard
Commands” in this Reference.

Print Opens a panel you can use to print or fax
a message. See Chapter 15, “Printing” and
Chapter 16, “Sending Faxes.”

Services Lists commands thatrequest the services
of other applications. See the Services menu below.

Hide Hides the Mail application, removing its
windows and menus from view. You can double-
click the Mail icon in the dock to restore the
windows and menus to view.

Quit Quits the Mail application, putting all its
windows away. If a Compose window contains
an undelivered message, a panel asks if you want
to deliverit.
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Info menu

Info Panel, Help These are standard commands for
finding out about the Mail application. See the Info
menu in “Standard Commands” in this Reference.

Preferences Opens a panel where you can
personalize the Mail application. You can receive
messages automatically or retrieve them yourself,
and you can get a sound announcement of new
messages. See “Tailoring How You Get New
Messages” and “Setting a Sound to Announce
New Messages” in Chapter 14.

"To have @// your mailboxes display the total
number of messages in them, choose General from
the pop-up list at the top of the panel and check the
Show Message Totals box.

To have all mailboxes display the size of each
message and the total size of messages in the
mailbox, check Show Message Sizes.

"To open all mailboxes with dimmed summaries of
deleted messages showing (messages deleted since
you last compacted the mailbox), check Show
Deleted Messages.

"To type all plain text messages using a fixed-width
font, such as Courier or Ohlfs, check Use Fixed
Pitch Font for Plain Text.

If you’ve used the Workspace Manager to have
Mail start up automatically; check the “Hide on
Auto-Launch” box to have Mail start up hidden.

If you don’t want to see the number of unread
messages displayed in the Mail icon, uncheck
Show Unread Count in Icon.

You can also set preferences for sending messages
and for developers and system administrators. See

“Preferences for Messages You Send” and “Expert
Preferences” in Chapter 14.



Mailbo:x menu

Mailboxes This command does the same thing as
the Mailboxes button in a mailbox window. See
“Buttons in a Mailbox Window” in this Reference.

Get New Mail Retrieves all new messages and
puts them in your Active mailbox—just like the
Get Mail button in a mailbox window. If you’ve
used the Preferences command to retrieve
messages manually, you must use this command
to get messages. If you receive messages
automatically, you can choose this command to
speed up message retrieval. See “Tailoring How
You Get New Messages” in Chapter 14.

Sorting Lists commands for sorting messages in a
mailbox window. See the Sorting menu below.

Focus Lists only the selected summaries in the
mailbox window you’re working in. All other
summaries are temporarily hidden. See “Focusing
On a Group of Messages” in Chapter 14.

Unfocus Displays all message summaries in the
mailbox you’re working in, unhiding any that were
hidden with the Focus command. See “Focusing
On a Group of Messages” in Chapter 14.

Show Sizes Displays the size of each message
and the total size of messages in the mailbox
window you’re working in. When you choose
Show Sizes, it changes to Hide Sizes and removes
size information.

Show Deleted Shows dimmed summaries of
messages in a mailbox that were deleted since
you last compacted the mailbox. When you choose
Show Deleted, it changes to Hide Deleted and
hides dimmed summaries. See “Compacting a
Mailbox to Free Disk Space” in Chapter 14.

Compact Permanently removes from the disk all
messages you’ve deleted from the mailbox you’re
working in. See “Compacting a Mailbox to Free
Disk Space” in Chapter 14.

Sorting menu

Sort by Date Sorts the messages in your mailbox
window in the order in which they were sent. This
order may differ from the order in which they
were received.

Sort by Name Sorts the messages in your mailbox
window alphabetically by sender, with uppercase
letters preceding lowercase letters.

Sort by Number Sorts the messages in your
mailbox window sequentially in the order in which
they were received.

Sort by Size Sorts the messages in your mailbox
window sequentially by size, listing the smallest
message first.

Sort by Subject Sorts the messages in your
mailbox window alphabetically by subject title.
You can use this command to collect messages
on a certain topic, for example, to delete them or
move them to another mailbox.
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Mail Buttons and Commands

Niessage menu

Mark as Unread Marks the selected message in

- the mailbox window you’re working in with an
unread symbol @. When you choose this command,
it changes to Mark as Read and you can choose it
again to remove the unread symbol from the
message. See “Options for Showing Information
about Messages” in Chapter 13.

Show All Headers Displays all headers in the
current message in the mailbox window you’re
working in. When you choose Show All Headers, it
changes to Show Filtered Headers and displays the
original set of headers. See “Options for Showing
Information about Messages” in Chapter 13.

Undelete Undeletes the last message you deleted
in the mailbox you’re working in. You can also
select a dimmed summary of a deleted message
and choose this command to undelete that
message. See “Compacting a Mailbox to Free Disk
Space” in Chapter 14.

MIME Lists commands for working with messages
in MIME format. See the MIME menu below.

Decode Foreign Attachment Decodes any file
encoded with the UNIX uuencode command
that you receive in the current message in your
mailbox window. This command opens a
Workspace Manager folder window that contains
a temporary copy of each file, which you can
open in your workspace and copy elsewhere.

An encoded file appears as unintelligible text
until you decode it. The Decode Foreign
Attachment command decodes only files that
were encoded with the UNIX uuencode
command. If no such files are in the message,
this command has no effect.
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Add Private User Adds the sender’s address from
the current message in your mailbox window to the
Private Users list in the Addresses panel, even if
the panel isn’t open. See “Creating a Mail Address
Book” in Chapter 14.

NMIME menu

Use these commands to work with messages in
MIME format. See also “MIME Messages and
Encoded Attachments” in Chapter 13.

Show First Alternative Displays each part of the
current MIME message in your mailbox window in
its first available format, which is usually the
plainest format. For example, it displays the plain
text version of text rather than a formatted version.
This command applies when parts of the message
are included in multiple formats.

Show Best Alternative Displays each part of the
current MIME message in your mailbox window in
the last format, which is usually the richest. For
example, this command displays the formatted
version of text rather than a plain text version.

Mail shows the “best” alternative of a MIME

message when you first open it. You can choose this
command after choosing Show First Alternative or
Show All Alternatives to return to the “best” view.

Show All Alternatives Displays all versions of
each part of the current MIME message. If parts of
the message are included in multiple formats, those
parts may appear multiple times.

Combine Messages Combines the pieces of a
MIME message whose summaries are selected in
your mailbox window into one message. Use this
command when you receive a MIME message
that’s been split into multiple messages to see the
original message.



Compose menu

New, Reply, Reply All, Forward, Addresses, Lip
Service, Deliver These commands do the same
thing as the Compose, Reply, Reply All, Forward,
Addresses, Lip Service and Deliver buttons in a
Compose window. See “Buttons in a Compose
Window” in this Reference.

Send Options Opens a panel where you can enter
a long list of addresses, send a hidden copy of a
message, reroute replies to a message you send, or
archive a copy of a message you send. See “Options
for Sending Messages” in Chapter 13.

Make ASCII Converts all text in the message

area of a Compose window to plain text. If the
message contains any graphic images, sound icons,
or file or folder attachments, a panel asks you to
confirm that you want them removed. The Make
ASCII command doesn’t enforce a line length or
change text to a fixed-width font, as does the Plain
Text button in a Compose window. Use that button
rather than Make ASCII to send a message to a

computer that can display only plain text messages.

Drafts Lists commands for saving drafts of
messages. See the Drafts menu below.

Drafts menu

Save in Drafts Saves the contents of your
Compose window as a message in the Drafts
mailbox. Mail creates this mailbox if it doesn’t
already exist. Each time you save a draft of the
same message, Mail saves another version of the
message—it doesn’t replace the last version you
saved. See “Saving a Draft” in Chapter 13.

Restore Draft Restores the last draft of a message

you saved in the Drafts mailbox in a Compose

window, so you can keep working in it. The

command restores your addresses and subject, too.

Or if a message is selected in the Drafts mailbox,

this command restores that message, instead. See
“Restoring a Draft” in Chapter 13.
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Edit menu

Cut, Copy, Paste These are standard commands
that you can use to move or copy text, graphic
images, icons, or segments of a waveform in the
Lip Service panel. You can also use these
commands to move or copy messages from one
mailbox to another by selecting the messages in
one mailbox window and choosing Cut or Copy.
Then you can click in the summary area of another
mailbox window and choose Paste. See the Edit

menu in “Standard Commands” in this Reference.

Delete Deletes the current selection. In a
Compose window, you can use the Delete
command to delete text, graphic images, icons,

or segments of a waveform in the Lip Service
panel. In a mailbox window, the Delete command
deletes selected messages—just like the Delete
button in the window.

Undo Restores the last text you deleted from the
message in a Compose window. Repeated use of
Undo inserts copies of the last deleted text. Undo
doesn’t reverse any other editing actions.

Find Lists commands for locating text and
messages. See the Find menu below.

Spelling, Check Spelling These are standard
commands you can use to check spelling in a
message in a Compose window. See the Edit menu
in “Standard Commands” in this Reference.

Select All Selects the entire contents of the last
area you clicked in. This can be the summary area
of a mailbox window, a message in a mailbox or
Compose window, a text field, or a waveform in the
Lip Service panel.
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Find menu

Find Panel Opens a panel you can use to find
text in a message and find messages in a mailbox.
See “Finding Text” in Chapter 9 and “Finding a
Message” and “Focusing On a Group of Messages”
in Chapter 14.

Find Next, Find Previous, Enter Selection These
are standard commands you can use to find text
in a message or in a summary area of a mailbox.
See the Find menu in “Standard Commands” in
this Reference.

Format menu

Font Lists the standard Font menu commands.
See the Font menu below.

Text Lists commands you can use to align text
in a message. See “Standard Commands” in
this Reference.

Page Layout Opens a panel where you can
define how a message looks on the printed page.
See “Preparing a File for Printing” in Chapter 15.



Font menu

Font Panel Opens the standard panel for setting
and previewing fonts. In a Compose window,
settings in the Font Panel apply to text you type or
select in a message. In a mailbox window, they
apply to all the text in the summary area or all the
text in the message area—wherever you clicked
last. The font you set in the message area of a
mailbox window also becomes the font you get
automatically in Compose windows. See “Setting a

New Font” and “Previewing a Font” in Chapter 9.

Bold, Italic These are the standard Font menu
commands for changing the typeface of text. In a
Compose window, these commands apply to text
you type or select in a message. In a mailbox
window, they apply to all text in the summary area,
or all text in the message area—wherever you
clicked last. See the Font menu in “Standard
Commands” in this Reference.

Underline Adds or removes underlining from
selected text or text you’re about to type. The
Underline command works only in a message
you’re composing,

Superscript, Subscript, Unscript These are the
standard commands for moving selected text up
or down in relation to the baseline, and for
returning it to normal. These commands work
only in a message you’re composing,

Colors Opens a panel you can use to set the
color of text in a message you’re composing. See
Chapter 10, “Working with Color.”

Copy Font, Paste Font These are standard
commands for copying the font of selected text
and applying it to other text. See the Font menu
in “Standard Commands” in this Reference.

Text menu

This menu lists the standard commands for
aligning text in a message. You can use these
commands in a message you’re composing or one
opened in a mailbox window. See the Text menu
in “Standard Commands” in this Reference.

Services menu

. This menu lists the standard commands that

request services from other applications. (See the
Services menu in “Standard Commands” in this
Reference.) In addition, it lists two commands that
are available only in the Mail application.

Edit [~ Open Message Provides a quick way to
insert the contents of an Edit file into a message
you’re composing. When you choose this
command, an Open panel appears in the Edit
application. Opening a file from this panel inserts
the contents of the file into a Compose window.

Edit [:- Save Message Opens a new document
window in the Edit application and inserts the
current message in the window. This command
also opens a Save panel that you use to save the
message in an Edit file. For more information,
see “Saving a New File” in Chapter 5.
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Preferences Buttons and Commands

Preferences buttons and commands

Preferences buttons
" | Localization Preferences Displays

; M} .4 || options for choosing an application

: language, specifying a keyboard

arrangement, and setting default units of measure

and paper size. See “Working in Your Own

Language” and “Choosing Units of Measure and

Paper Size” in Chapter 20. See also “Selecting a

Keyboard Arrangement” in Chapter 21.

Date & Time Preferences Displays
‘ options for setting the date and time,

i changing time zones, and choosing a
display for the date and time. Or if you work on
a network, this button may display an option to
synchronize your clock with the network clock.
See “Setting the Date” and “Setting the Time”
in Chapter 20.

Password Preferences Displays options
for setting a new password or changing
your current password. See “Setting a

Password” in Chapter 22.
‘ 1 Keyboard Preferences Displays options
j for setting and testing the responsiveness

_ | of'the keyboard for repeating characters.
See “Setting the Rate for Repeating Characters” in
Chapter 21.

Mouse Preferences Displays options
, | for setting the responsiveness of the

_ | mouse. You can also choose a mouse
button to display hidden menus. See “Changing
the Responsiveness of the Mouse” in Chapter 21
and “Hiding Menus” in Chapter 20.
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Display Preferences Displays options
for setting the delay for the automatic

~ screen dimmer. You can also adjust the
brightness of the screen and choose a background
color. See “Setting the Automatic Screen Dimmer”
and “Changing the Background Color of the
Display” in Chapter 21.

; Sound Preferences Displays options for
@ adjusting the volume and balance of

j your speakers or line-out jack and the
sensitivity (“gain”) and balance of your
microphone or line-in jack. You can also select

a system beep, choose visual warnings, and request
voice alerts. See “Adjusting Volume and Input
Gain” and “Selecting System Beeps and
Warnings” in Chapter 21.

Font Preferences Displays options for
choosing the fonts that appear on the
screen and in applications. See “Changing
the Fonts on the Screen” and “Selecting a Font for
Applications” in Chapter 20.

71 Menu Preferences Displays options for
g hiding your menus, choosing a standard
_ | location for menus, and creating your own
Command-key equivalents. See “Hiding Menus”
and “Creating Command-Key Equivalents” in
Chapter 20.

= Services Preferences Displays options
W for you to choose the services you want
= | to appear in the Services menu for all
applications. See “Customizing the Services
Menu” in Chapter 20.




Expert Preferences Displays options
for displaying large file systems and
UNIX files. You can also set options for
controlling access to new files and folders, to
your workspace, to your sound system, and to the
programs that display PostScript images on your
screen. See “Displaying Large File Systems”
and “Displaying UNIX Files” in Chapter 20.
See also “Sharing Your Workspace,” “Sharing
Your Sound System,” and “Displaying PostScript
Images Securely” in Chapter 22.

Login Window Preferences Displays
security options for logging in and out
and for turning off the computer. You
can also set programs to run in place of default
NEXTSTEP software. This button appears in
Preferences only when you’re logged in as root.
See “Setting Login Window Options” in
Chapter 22.

3 Startup Preferences Displays an option
' for setting a time and date for your
: computer to turn on automatically.
This panel also has an option for having the
computer turn on automatically after a power
failure. This button appears in Preferences only
if your computer supports these options. See
“Setting the Computer to Turn On Automatically”
in Chapter 21.

T | Power Management

™} | Preferences Displays an option for

to run NEXTSTEP in exchange for an occasional
reduction in performance. You can also check the
battery charge level. This button appears in
Preferences only if your computer supports
Advanced Power Management (APM). See
“Managing Power Consumption” in Chapter 21.

decreasing the amount of power required

Preferences menu

Info Lists standard commands for getting
information about the application. See the Info

~menu in “Standard Commands” in this Reference.

Edit Lists standard editing commands. See the
Edit menu in “Standard Commands” in this
Reference.

Windows Lists standard window management
commands. See the Windows menu in “Standard
Commands” in this Reference.

Hide Hides the Preferences application, removing
its windows and menus from view. You can double-
click the Preferences icon in the dock to restore the
windows and menus to view.

Quit Quits the Preferences application, closing all
its windows and panels.

359



Reference

Preview Commands / PrintManager Buttons and Commands

Preview commands

Preview menu

Info Lists commands for getting information about
Preview. See the Info menu below.

File Lists commands for opening and saving

graphic files. See the Document menu in
“Standard Commands” in this Reference. See

also “Previewing Pages” and “Previewing Graphic

Images” in Chapter 11.

Edit Lists standard editing commands. See the
Edit menu in “Standard Commands” in this
Reference.

Format Lists the Page Layout command. See
the Format menu in “Standard Commands” in
this Reference.

Display Lists commands for switching pages in
multiple-page files and for changing the way the -
current page is displayed in the window. See the
Display menu below.

Windows Lists commands for managing Preview
windows. See the Windows menu in “Standard
Commands” in this Reference.

Print Opens a panel where you can print the image
in the main window or fax it. See “Printing a File”
in Chapter 15 and “Sending a Fax” in Chapter 16.

Services Lists commands that request the services
of other applications. See the Services menu in
“Standard Commands” in this Reference.

Hide Hides the Preview application, removing all
its windows and menus from view without closing
them. You can double-click the Preview application
icon to restore the windows and menus to view.

Quit Quits the Preview application, putting all its
windows away.
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Info menu

Info Panel Displays the version number, author,
and copyright notice for the Preview application.

Help Opens a window with information about the
Preview application.

Display menu

Page Backward Displays the previous page in a
page-oriented PostScript file. '

Draw Page Redraws the page in the main window.

Page Forward Displays the next page in a page-
oriented PostScript file.

Cancel Stops Preview from drawing or redrawing
the image in the main window. This command is
useful when the image is very complicated and
takes a long time to display.

Zoom In Increases the magnification of the image
in the main window.

Zoom Out Decreases the magnification of the
image in the main window.

Disable Image Caching Changes the method
Preview uses to redraw pages. If image caching
is already turned off, the command changes

to Enable Image Caching, and you can choose
it to switch Preview back to the original
drawing method.



PrintManager buttons and commands

(43

Printers window buttons

" Queue

: Create

- Modify

Queue Opens a window where you can
view and manage the queue for a printer.
See “Checking the Print Queue” and

Managing the Print Queue” in Chapter 15.

Create Opens a panel that you can use to
add a new printer. See Chapter 18,
“Managing Printers and Fax Modems.”

Modify Opens a panel where you can
change settings for a printer. See
Chapter 18, “Managing Printers and

Fax Modems.”

Test Prints a test page on the printer
selected in the Printers window. See
“Testing a Printer” in Chapter 18.

Fax Modems window buttons

| Queue

Queue Opens a window where you can
view and manage the queue for a fax
modem. See “Managing the Fax Queue”

in Chapter 16.

Create Opens a panel that you can use to
add a new fax modem. See Chapter 18,
“Managing Printers and Fax Modems.”

v | Modify Opens a panel that you can use
Ny | to change the settings for a fax modem.
_edty | See Chapter 18, “Managing Printers and
Fax Modems.”

PrintiVlanager menu

Info Displays the version number, author, and
copyright notice for the PrintManager application.

Printers Opens the Printers window, which lists
available printers. See Chapter 18, “Managing
Printers and Fax Modems.” '

Fax Modems Opens the Fax Modems window;,
which lists available fax modems. See Chapter 18,
“Managing Printers and Fax Modems.”

Edit Lists standard editing commands. See the
Edit menu in “Standard Commands” in this
Reference.

Windows Lists commands for managing
PrintManager windows. See the Windows menu
in “Standard Commands” in this Reference.

Hide Hides the PrintManager application,
removing all its windows and menus from view.
You can double-click the PrintManager icon to
restore the windows and menus to view.

Quit Quits the PrintManager application, putting
all its windows away.
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Special characters

The diagram below shows the characters you can
use when you type in any of the standard font
families, such as Times or Helvetica.

The green characters = belong to the Symbol
font family. You can use the Alternate key to get
these characters without having to change to the
Symbol family.

The characters with gray shading & above or below
them are accent marks. To type an accented
character, type the accent, then type the character.

"To make sure that two or more words fall on the
same line, you can put a nonbreaking space between
them—hold down the Alternate key as you press
the space bar.

"To find out which is your keyboard’s Alternate key,
see “Keyboard Basics” in Chapter 9.

With Shift
By itself

With Alternate and Shift
With Alternate
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Notice that the Alternate
and Shift keys don‘t have
the same effect with keys
on the keypad as they do
with the equivalent
characters on the main
part of the keyboard.




Symbol font characters

This diagram shows the characters that are

available
family co

in the Symbol font family. The Symbol
ntains scientific and mathematical

symbols and letters from the Greek alphabet.
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By itself
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Notice that the Alternate
and Shiftkeys don‘t have
the same effect with keys
on the keypad as they do
with the equivalent
characters on the main
part of the keyboard.
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DOS and Macintosh files

You can work with files in a DOS or Macintosh
file system, or you can copy the files to your
NEXTSTEP file system. A DOS file system can
be on a NetWare network or a floppy disk in DOS
format. A Macintosh file system can be on a disk in
Macintosh format.

You work with DOS and Macintosh files much as
you work with your NEXTSTEP files. You may
want to be aware of a few differences, which are
as follows.

File and folder names

When you copy a DOS or Macintosh file to your
NEXTSTEP file system, make sure the file has
the appropriate extension before you try to open
it. In some cases, you might have to change the
extension or even add one to open the file in the
application you want.

File and folder names in DOS file systems are
limited to 8 characters plus a 3-character
extension. Also, you can’t use periods in DOS
file names except to mark the extension, as in
jazznote.str. Before you copy a file or folder to
a DOS file system, make sure its name conforms
to these rules.

File and folder names in Macintosh file systems
are limited to 31 characters and may not contain
a colon.

A few characters in your NEXTSTEP file system
correspond to different characters in other file
systems. Some file or folder names may therefore
appear slightly different as you move them from
one file system to another.

For information on changing names or extensions,
see “Renaming a File or Folder” in Chapter 6.
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Plain text files

Each file system has its own conventions for ending
lines in plain text files. So when you copy plain text
files from a DOS or Macintosh file system to your
NEXTSTEP file system, you might find
unexpected lines between paragraphs, no lines
between paragraphs, or unfamiliar characters.

. The conventions for ending lines are shown here:

File System Convention ASCII character
NEXTSTEP  Linefeed LF

Macintosh Return CR

DOS Return and Linefeed CR and LF

You can edit a file to fix line spacing and delete
extra characters.

RTF files

When you copy an RTF file from a Macintosh or
DOS file system, a few characters in the file might
not be the same in the NEXTSTEDP file system.
The NEX'T'STEP file system supports most of the
characters from other file systems, but it might
change a few. '

If you copy an RTTF file from the NEXTSTEP file
system to one of these other file systems, non-
ASCII characters may not appear at all.



Nacintosh files and resource forks

You can work in a Macintosh file while it’s in its
own file system—that is, on a disk in Macintosh
format. You can also copy the file to your
NEXTSTEDP file system. However, when you
move a file from a Macintosh file system, the
file’s Finder and resource fork information—
special parts of the file that are used only by the
Macintosh—aren’t copied.

The Finder information determines which
application starts up when you open the file. So

if you copy a Macintosh file to a NEXTSTEP
computer and then copy it back, you need to open
it from within the appropriate application and save
it to restore this information.

Most data files don’t use the resource fork, so you
don’t usually need to worry about this information
when you transfer data files from a Macintosh
system to a NEXTSTEP system. If you know that
you need the resource fork information, you can get
it by adding the extension .#rsrc# to the file name
in the Macintosh file system and opening the file
from your NEXTSTEP File Viewer before you
move it into your own file system.

Attributes and permissions

In general, attributes of a DOS or Macintosh file
or folder, such as its size and the date it was last
changed, apply in your NEXTSTEP file system
just as in the original file system. You can find this
information with the Inspector command in the
Workspace Manager’s Tools menu. (See “Getting
Information about a File or Folder” in Chapter 7.)

Ownership and permissions differ in some ways
from system to system. Here’s a summary.

Ownership of files on removable disks Files and
folders on DOS and Macintosh disks are owned by
the person using the computer.

Ownership of files on networks On DOS files
systems on NetWare networks, files and folders
appear to be owned by the NEXTSTEP user.
However, they are actually owned by a NetWare
account on the server. Your ability to work with
these files depends on how you logged in to the
server. See your system administrator for details.

Permissions for files on disks Anyone can read
all files and folders on a Macintosh or DOS disk.
You can’t change Macintosh files that are locked or
DOS files that are marked 7ead only. But anyone can
change any other file on a Macintosh or DOS disk.
Hidden files on such disks are displayed the same
as normal files. You can’t use a NEXTSTEP
computer to change permissions for files and
folders on a Macintosh or DOS disk.

Permissions for files on NetWare networks On
NetWare networks, file and folder permissions
and the ability to change them depend on the
rights assigned to the files and folders by the
NetWare system administrator. See your system
administrator if you need help with the permissions
on NetWare networks.
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Glossary

active application The application that you’re
currently working in. It’s the only application with

any menus showing, The key window belongs to it.

application A program with a graphical user
interface that you can start up from the workspace,
such as Edit, FaxReader, or Preferences.

application dock (or dock) A column along the
right edge of the screen that contains application
icons you can use to start up applications. The dock
also contains the recycler.

arrow keys Four keys, labeled with arrows, that
cause movement (usually of the insertion point) in
the indicated direction.

ASCII characters A standard set of the characters
that can be used in plain text files.

attention panel A panel where you must perform
an action before you can continue to work in an
application. An attention panel can’t be covered by
any other window or icon.

Backspace key A key used to remove individual
characters, words, graphics, or other items.

bookshelf A collection of targets in a digital library.

Digital Librarian searches the targets you select in
a bookshelf.

brightness keys Two keys in the NeXTUSA
keyboard arrangement that control the brightness
of the screen. The upper key increases the
brightness, the lower key decreases it.

browser A multiple-column area of a window
in which you can browse through hierarchically
organized information by clicking names in

the columns.
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busy cursor A spinning disk that means the
application you’re working in is busy. You have to
wait or switch to another application.

button A graphic object that you click to make
something happen or press for a continuous action.
Buttons are labeled with text, graphics, or both.

byte A unit of information in the computer. In a
plain text file, for example, each character occupies
one byte.

"CD-ROM Compact Disk Read-Only Memory,

which is a removable disk that is physically
identical to an audio CD but holds computer files.

click To position the cursor on something and,
without moving the mouse, quickly press and
release a mouse button. See also double-click.

close To make a window disappear from the
workspace when you’re done using it. When you
close a window, you usually have a chance to save
changes first.

close button A button in a window’s title bar that,
when clicked, closes the window. When the close
button is partially drawn, it means that the window
contains unsaved changes or that its contents aren’t
up to date.

CMYK color model A method of specifying colors
by simulating a mix of cyan, magenta, yellow, and
black inks.

command A word or phrase in a menu that
describes something you can do or a panel that you
can open in an application.

Command-key equivalent A combination of keys,
including the Command key, that you can use
instead of the mouse for choosing a command.



current folder The folder that you’re currently
working in. If you’re working in a file, the current
folder is the one that contains that file. In the File
Viewer, the current folder is usually the rightmost
folder in the icon path.

current font The font of either the text you're
about to type at the insertion point or the first
character in the selected text.

current message The message that’s currently
open in a mailbox window in the Mail application.

cursor The image on the screen that moves as you
move the mouse. It’s usually an arrow.

depth A measure of how much color information
there is for each pixel in an image.

detach 'lo drag a submenu away from its
associated menu.

digital library An on-line collection of
information— such as reference works,
documentation, and literature—that you can
access with the Digital Librarian application.
See also bookshelf.

dimmed Gray, faded, or otherwise made to
recede into the background. You can’t choose a
command or operate a button when it’s dimmed.

disk A magnetic medium on which the computer
stores information. See also floppy disk and
hard disk drive.

dock See application dock.

dot file A file or folder whose name begins with

a period and that typically contains information you
don’t need to access. Dot files are normally hidden
from view in the File Viewer and folder windows.

double-click To click an object twice in quick
succession. A double-click often extends the action
of a click. See also c/ick.

drag 'To press and hold down a mouse button,
move the cursor by sliding the mouse, and then
release the mouse button.

EPS Encapsulated PostScript, which is a standard
format for storing graphics.

Ethernet An industry-standard physical medium
for transmitting network signals between
computers.

extension The last period in a file name and all
characters that follow. A file’s extension indicates
the type of information in it and the applications
that can open it.

fax modem A device that you can connect to your
computer or network so that you can receive and
send faxes from your workspace.

file A collection of related information stored
on a disk, such as a document, graphic image,
or application.

file package A special folder containing files that
aren’t normally shown in folder windows. Instead,
a file package looks and behaves like a file (when
you open it by double-clicking, for example).

file system The collection of all the files you
can access through your computer. See also
hierarchical file system.

File Viewer A Workspace Manager window
that you can use to view and open the files in
your file system.

floppy disk A plastic disk, encased in a protective
cartridge, that holds information you can access
with a floppy disk drive.
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floppy disk drive A mechanism that can store and
retrieve information on a floppy disk.

folder A place in the file system that contains files
and other folders. Opening a folder displays the
names of the files and folders it contains.

folder window A Workspace Manager window
that displays the contents of one or more folders

and that you use to locate, open, and organize files.

font A set of properties that describe the
appearance of text: font family (such as Times),
typeface (such as bold or iza/ic), and size (in points).
See also point.

font family A collection of characters with a
consistent design, such as Helvetica and Times.

group A class of users for whom permissions are
assigned for a file or folder. A group is set up by
a system administrator.

group address A shorthand address used in the
Mail application to identify a single user or a group
of users.

hanging indent First-line indentation to the left
of the subsequent lines of a paragraph. A hanging
indent is useful for bulleted or numbered items.

hard disk drive A device thatcan store and retrieve
information from metal disks permanently encased
within it. A hard disk drive is usually installed
inside your computer.

hide To temporarily remove the windows of a
running application from view.

hierarchical file system A file system in which
folders can contain other folders. See also fo/der.
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highlight To make something—such as a
command, text, icon, or title bar—stand out
visually. Highlighting usually indicates that
something has been chosen to perform an action
or selected to receive an action.

home folder Your home base in the file system.
Your home folder holds your personal files. Its name
is the same as your user name.

host name The name by which a computer on
a network is known to the other computers on
the network. The host name is assigned by the
system administrator. It appears as the name of
your root folder.

HSB color model A method of specifying colors by
adjusting hue, saturation, and brightness. See also
hue and saturation.

hue The quality of a color that distinguishes its
class, such as red, green, or blue.

icon A small pictorial representation of an
application, file, folder, disk, or other item.

icon path An area in the File Viewer that displays
the selected file or folder and the folders along its
branch of the file system hierarchy.

initialize To prepare a disk so it can hold
information. When you initialize a disk, any
information already on it is destroyed.

insertion point The place where text and graphics
may be entered, usually represented by a blinking
vertical bar.

justify "Toadjustall the lines of a paragraph (except
the last line) so that they’re aligned with both the
left and the right margins.



key window The standard window or panel
that currently receives keystrokes. Its title bar is
highlighted in black. You make a window the
key window by clicking in it.

kilobyte A unit of measurement equal to 1024
bytes. See also &yze.

link A special file that looks and acts like an
ordinary file or folder. When you open it, however,
you actually access the contents of a file or folder
that’s somewhere else in the file system.

log in To gain access to a computer by providing a
user name and a password.

log out To quitall running applications and (if you
had to log in to use the computer) return to the
login window.

Mail address book A list of Mail addresses that
you can compile in the Private Users list in the Mail
application’s Addresses panel. See also on-/ine
address book.

mailbox A file package (in the Mailboxes folderin
your home folder) in which the Mail application
stores messages. Everyone has an Active mailbox
where all incoming messages are delivered.

main menu The menu that appears in your
workspace when an application is active. Its title
bar displays the application’s name (or an
abbreviation). '

main window The standard window that you’re
currently working in. If it’s not also the key window,
it has a dark gray title bar. Actions you perform in a
panel usually apply to the main window.

menu A list of commands.

MIME Multipurpose Internet Mail Extensions.
MIME is an Internet standard that people using
different kinds of computers can use to exchange
formatted images, sound, files, folders, and even
video attachments.

miniaturize button A buttonina window’s title bar
that, when clicked, shrinks the window into a
miniwindow,

miniwindow An icon that represents a
miniaturized window.

mouse buttons The two buttons on the mouse
that you use for clicking and dragging.

network Two or more computers connected
electronically so that people using them can share
files and devices (such as printers and fax modems),
and exchange electronic mail. See also server:

nonbreaking space A space you can type between
words so that they’ll always be on the same line.
You type a nonbreaking space by holding down the
Alternate key and pressing the space bar.

on-line address book A tool available in the
Workspace Manager and FaxReader applications.
You can create and maintain multiple on-line
address books to save and look up information
about people on your network or business and
personal contacts.

open 'To display a window in your workspace.
Openinga file or folder displays a window with the
contents of the file or folder.

owner The person (represented by a user name)
who created a file or folder. The owner may also be
a class of users for whom permissions are assigned
for a file or folder.
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panel A window that typically appears in response
to a command and that you use to control what
the application does or to get information about
the application.

password A secret sequence of characters that you
must enter along with your user name when
logging in. It can consist of three or more letters,
numbers, symbols, and spaces. ’

pasteboard The place where the computer
stores what you last cut or copied with the Cut or
Copy command.

pathname A name—or a sequence of names
separated by slashes (/)—that specifies a file or
folder in the file system.

permissions Characteristics of a file or folder that
determine what certain users can do with the file or
folder—for example, whether they can view a file’s
contents or remove a file from a folder.

pixel The smallest unit of light on a computer’s
screen.

plain text A data format consisting solely of
characters from the ASCII character set. These
include text characters (with no font properties)
and control characters.

point A unit of measurement equal to 1/72 of
an inch.

pop-up list A list of options that you can choose
from. You open the list by pressing a button with

aEhonit.

press To position the cursor on something and,

without moving the mouse, hold down a mouse

button and keep it down until the desired effect
is achieved.

370

program A set of coded instructions that a
computer follows to perform a specific task.

public sound server A NEXTSTEP computer
whose sound recording and playback features can
be accessed by other computers on a network.

- public window server A NEXTSTEP computer

that can display the windows of an application
that’s running on another computer on a network.

pull-down list A list of commands that you can
choose from to cause an action. You open the list by
pressing a button with a %7 on it.

read-only A file that has read permission, but not
write or execute permission, for one or more classes
of users. Those users can see the file’s contents, but
they can’t save changes to it.

read permission A characteristic of a file or folder
that allows certain users to view its contents. See
also permissions.

recycler An icon that you use to delete files and
folders from the file system. It’s either in the dock
or at the lower left of the screen.

resize bar 'The narrow strip at the bottom of a
window that you can drag to change the size of
the window.

resolution The number of dots per inch of images
on a computer screen or in printed output. The
higher the resolution, the clearer the image.

Return key A key used to start a new line or
paragraph. You can also press Return to operate a
button with a <H on it.

RGB color model A method of specifying colors by
blending red, green, and blue lights.



root folder The folder at the top of the file system
hierarchy. This folder is represented by a slash (/).
It’s physically located on the startup disk.

RTF Rich Text Format, a standard text format that
includes font and formatting properties. See also
Pplain text.

ruler The numerical scale you can use to change
the format of a paragraph (for example, its
indentation and tab stops). ‘

saturation The intensity of a colo—how much of
a particular hue is in the color. See also Aue.

save 'To store information on a computer’s disk.

scroll To move the information in a window or
section of a window when there’s more than can be
displayed at one time, so that a different part of the
information is visible.

scroll button A button, usually in a scroller, that
you click or press to scroll by small increments.
You can Alternate-click a scroll button to scroll by
a windowful.

scroll knob A box in a scroller that moves as you
scroll and that you can drag to scroll. Its length
varies to indicate how much of the scrollable
contents are currently displayed, and its position
indicates what part of the contents are displayed.

scroller A dark gray vertical or horizontal bar that
contains a scroll knob and scroll buttons. Scrollers
appear along the left side or bottom of an area that
you can scroll through.

server A computer on a network that contains
files and folders that many people on the network
can use.

shelf An area at the top of the File Viewer where
you can keep files and folders that you access
frequently.

Shift key The key used to produce the uppercase
letters on letter keys and the upper character on
keys labeled with two characters.

slider A control that lets you set a value in a range
by dragging a knob within a bar.

standard window A window where you do the
primary work of an application.

startup disk The disk that contains the system
files that your computer needs in order to operate.
It’s usually a hard disk inside your computer.

submenu A menu that’s opened by a command in
another menu.

system administrator The person who sets up
and maintains a computer network or a computer
used by more than one person.

system files Files that the computer needs in
order to operate and that must be loaded into the
computer after it’s turned on.

Tab key A key used to move to the next stopping
point in a sequence, such as a tab stop in a
document or a text field in a panel.

text field A box where you can enter text. A text
field is usually labeled with text that identifies what
information should go in it.

TIFF Tag Image File Format, a standard format for
storing graphics.

title bar The bar at the top of a window that
contains its title and possibly buttons for
manipulating the window. It’s highlighted in black
if it’s the key window or in dark gray if it’s the main
window but not the key window.
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typeface A variation of a font family, such as Bold,
Italic, or Bold Italic. '

user name The name by which the computer
identifies you. This is the name you log in with, the
name used to identify you as the owner of files and
folders, and the name of your home folder.

volume keys Two keys in the NeXTUSA
keyboard arrangement that control the volume
of your computer speaker. The upper key
increases the volume, the lower key decreases it.

window A rectangular area in which information
is presented on the screen. See standard window
and panel.

word Any sequence of characters between spaces
or punctuation marks. You can select a word by
double-clicking it.

word wrap The automatic breaking of lines
between words. With word wrap, you can type
without having to press Return to end each line.

workspace The screen environment in which you
do your work on a NEXTSTEP computer.

write permission A characteristic of a file or folder
that allows certain users to change its contents. See
also permissions.
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A

accent mark, typing 130, 362
access
to fax modems, setting 281
to faxes 255
to files and folders 80
to the computer, controlling 327-334
active application 57
Active mailbox 194
deleting 220
Add Private User command 354

address See Mail address, on-line
address, or fax address

address book
Mail, creating 218
on-line 188-189
icon for 38
selecting a fax address from 245
updating for faxes 251

See also Mail address, on-line address,
or fax address

Addresses button 351

Addresses command 355
Advanced Power Management 324
Align Left command 338

Align Right command 338

alpha 169

Alternate key

NeXTUSA keyboard
arrangement 317

USA keyboard arrangement 124
application dock 8, 37

covering 60

customizing 60-61

removing from view 56

starting up applications from 56
application language, choosing 304
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applications 8, 55-66
active 57
default font for, selecting 309
hiding 59
in the dock
locating 61
removing 60-61
reordering 60
starting up 56
NEXTSTEP 66
quitting 64
running several at once 57
service of, requesting 63
starting up automatically 62
startup, for a file
changing 103
determining 36
switching to another 58
See also specific application
archiving
faxes 262, 284
Mail messages 203, 229
Arrange in Front command 339
Assign command 348
Assign to Me command 348
attention panel 21
auto-indentation, setting in Mail 229

Backspace key 124, 126

battery power, using 324

baud rate, setting for printers 269

blind carbon copy of a Mail message 203

Bold command 338

bookshelf in Digital Librarian 173
adding targets to 181
creating 185

Bookshelf menu 345

boot disk 4

brightness keys 317

brightness of screen, adjusting 317, 320

browser 39

Browser command 343

browser view in the File Viewer 39
adjusting column width in 50
bulleted paragraph, typing 137
busy cursor 8
buttons 10-11
adding link 159
dimmed 11

Cc

Cancel button 21
Cancel command 360

- carbon copy of a Mail messagé 200

CD-ROM
icon for 109
NEXTSTEP, contents of 297
Center command 339
changes in a file, saving 29, 74-75
characters
repeat rate for typing, setting 318
Symbol font 363
See also special characters
Check for Disks command 108-109, 342
Check Spelling command 337
Choose Cursor command 349
Clean Up Icons command 343
clicking 9
close button 29
Close command 336
Close Window command 339
CMYK color model 146
color models 146-147
color palettes
adding an image to a list of 149
using images as 148
color swatches 142
creating 143
color well 142
color wheel 144



colors 141-153
in a document, using 142
layers of 150
list of 152-153
mixing custom 146-147
of the background display,
changing 321
opacity of 150
PANTONE, simulating 151
printing 144
selecting
from an image 148
from the color wheel 144
from the screen 145
transparency of 150
Colors command 338
locating 143

Combine Messages command 199, 354

Command key

NeXTUSA keyboard
arrangement 317

USA keyboard arrangement 124
using to choose commands 12
Command-key equivalent 12
creating 310
commands 8§, 12
choosing 12-13
from a pull-down list 10
dimmed 13
standard 336-340
See also specific command
Compact command 353
Compose button 200, 208, 209, 351
Compose menu 355
Compress command 342
computer
access to, controlling 327-334
power consumption, managing 324
restarting 16
turning off 16
turning on 4
turning on automatically 325

Console command 343
Copy command 127, 337
Copy Font command 338
Copy Ruler command 339
copying
files and folders 83
to or from a disk 112
graphic images 127
links, Workspace Manager 90, 97
text 127
Copyright command 345
cover sheet for a fax 246, 247
Create button
in a Fax Modems window 274, 361
in a Printers window 268, 270, 361
creating
address book in Mail 218
_bookshelf in Digital Librarian 185
color list 152-153
color swatch 143
Command-key equivalent 310
fax cover sheet 247
file 69-77
folder 81
group address in Mail 219
headers for Mail messages 226-227
link, Workspace Manager 88
mailbox 220
on-line addresses 188
group of 189
TIFF file 164-168
current folder 33, 36
current view in the File Viewer 34
cursor 8
busy 8
copy 83,85
I-béam 8, 123

in the Grab application, choosing 164

link 88

moving the 9

question mark 8, 14
Cut command 127, 337

D
Date & Time Preferences 306, 307
date, setting 306

Decode Foreign Attachment
command 354

definitions, looking up in Digital
Webster 174-175

Delete button 351
Delete command 126, 337
deleted Mail messages
showing 215, 352
undeleting 215
deleting
file 92
folder 92
graphic images 126
Installer package 299
Mail messages 214
mailbox 220
text 126
Deliver button 200, 351
Deliver command 355
Destroy command 342
developers, Mail preferences for 230
dictionary, spelling 139
See also Digital Webster application

Digital Librarian application 66, 173,
176-187

commands 344-345
indexes, how they’re used 184
looking up information with 176
searching with
choosing a language for 180
options for 177
sorting results of 179
viewing results of 178
starting up 173
target
adding to the bookshelf 181
indexing for searches 182-183
selecting 176
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Digital Webster application 66, 172,
174-175

commands 346

looking up definitions or synonyms
in 174-175

starting up 172

using as a service in the Services
menu 175, 339

Disable Image Caching command 360
Disk menu 342
disk space

freeingup 116

monitoring in file system 116

taken up by faxes 257

taken up by Mail messages 196
disks 107-118

appearance in file system, options
for 111

copying files to and from 112
DOS 108, 113, 365

ejecting 117,118

icons for 109, 113

Macintosh 108, 113

opening in a folder window 111

See also CD-ROM, disks, floppy and
disks, hard

disks, floppy
icons for 109, 113
initializing 110, 115
inserting 108-109, 118
naming 110
opening and saving files on 118
reusing 115
disks, hard
freeing space on 116
icon for 109
Display menu
in FaxReader 348
in Preview 360
Display Preferences 320, 321
display, changing background color 321
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dock See application dock
Document menu 336
documents
adding graphic images to 156-157
adding link buttons to 159
using color in 142
See also files
domains on a network 279
DOS disks 108, 113, 365
DOS files 364-365
DOS, running on the computer 17
dot files 313
double-click delay, changing 319
double-clicking 9
down arrow button 195, 351
draft of a Mail message
restoring 207
saving 206
Drafts mailbox 206-207
Drafts menu 355
dragging 9
Draw Page command 360
Duplicate command 342

E

Edit application 66
commands 347
how it saves a backup file 75
starting up 122
See also documents and files
Edit main menu 347
Edit menu 337
in Mail 356
in the Workspace Manager 342
editing text 121-139
Eject command 117, 342
Emacs commands, enabling in Mail 229
Empty Recycler command 92, 93, 342

Encapsulated PostScript (EPS)
format 157

See also EPS file
encoded file or folder

receiving in Mail 199

sending in Mail 205

Enter Selection command 337
EPS file 36, 157, 240
icon for 38
previewing 101
sending in a Mail message 201
See also graphic images
Escape key

NeXTUSA keyboard
arrangement 317

USA keyboard arrangement 124
using to type Mail addresses 201
using to type pathnames 48

Expert Preferences 312, 313, 330, 331,
332,333

extensions
of chunks 114
of file names 36, 72

F

fax address
selecting 245
updating 251
Se¢ also on-line address
fax archive
options for 284
retrieving a fax from 262
Fax menu 348
Fax Modem command 256, 348
fax modem log 263
fax modems
access to, setting 281
adding 274-275
choosing 248
managing 265-285
modifying 276
options for, setting 283
removing 277
sharing 278-279
Fax Modems command 250, 361
Fax panel 244-245
fax phone numbers 244
fax queue, managing 250



faxes 243-263
access to
sharing 280-281
types of 255
addresses for
selecting 245
updating 251
archived, retrieving 262
archiving, setting options for 284
assigning new 261
checking for 256-257
cover sheet for 246, 247
disk space taken by 257
display of, changing 259
opening 258
phone numbers for, typing 244
printing automatically 282
range of pages, selecting 245
saving 260
sending 243-251
sending scheduled 249
FaxReader application 66, 253-263
commands 348
starting up 254-255
FaxReader menu 348
File menu -
in Digital Librarian 345
in the Workspace Manager 342
file names 32
changing 82
DOS and Macintosh 364
extensions of 36 _
guidelines for choosing 72
file operations 81-97
managing several at once 95
solving problems during 96-97
file packages 47, 100

file system 32
as seen in the File Viewer 33
displaying large 312
DOS 364-365
icons in 38
Macintosh 364-365
File Viewer 8,33
browser view in 39
current view in 34
icon view in 34
listing view in 4041
personalizing 50-51
shelf 33,42, 51
using 31-53
files 8,32
application that opens 36
changing 103
assigning to a new group 104
browsing 39
compressing 91
copying 83
to and from a disk 112, 114
creating 69-77
decompressing 91
deleting 92

distinction from links and file
packages 100

DOS 113, 364-365
EPS 36, 38, 157, 240
finding 48-49
handling several at once 94
in a Mail message

opening 197

sending 204-205

information about, getting 100

inspecting 99-105
linking 88
Macintosh 113, 364-365
moving 84-85
naming 72
opening 36-37,43,71
in another application 103

files (continued)
permissions for
changing 105
setting global 330
plain text 36, 38, 364
PostScript (PS) 157, 240
previewing contents of 101
printing 236
preparing for 234-235
renaming 82
replacing 86
retrieving from the recycler 93
RTF 36, 38, 364
saving 69-77
another version of 76
changes in 29, 74-75
fax as 260
new 72-73
selecting several at once 44-45
sorting 102
TIFF 38, 157, 164-168

Find button, in a mailbox window 222,
223,351

Find menu 337

in Digital Webster 346

in Mail 356
Find Next command 337
Find Panel command 128, 129, 337
Find Previous command 337
Finder command 4849, 343
floppy disks See disks, floppy
Focus command 223, 353
folder names 32

changing 82

guidelines for choosing 72
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folder window
opening disksin 111
opening for a file package 47
opening for a folder 46
folders 32

assigning to a new group 104
browsing 39
compressing 91
copying 83

to and from a disk 112, 114
creating 81
current 33, 36
decompressing 91
deleting 92
dimmed 38
finding 48-49
handling several at once 94
home 33, 290
in a Mail message

opening 197

sending 204-205
information about, getting 100
inspecting 99-105
linking 88
Local 290
merging 87
moving 84-85
naming 72
NeXT 290
opening 34-35, 43, 46
permissions for

changing 105

setting global 330
fcnaming 82
replacing 86
retrieving from the recycler 93
root 32
selecting several at once 44-45
size of, computing 100
sorting 102
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font 134
default for applications, setting 309
default in Compose windows 357
of message summaries in Mail 357
previewing 135
setting anew 132-133
system, changing 308
font family 134
Font menu 338
in Mail 357
Font Panel command 132-133, 135, 338
Font Preferences 308, 309
Format menu 338
in Mail 356
Forward button 208, 351
Forward command 355

G
Get Mail button 351
Get New Mail command 353
Grab application 66, 164-169
commands 349
starting up 164
See also grabbing
Grab main menu 349
Grab menu 349
grabbed images, inspecting 169
grabbing
entire screen 165
portion of the screen 168
screen with a time delay 166
transparency 167
window 167
graphic images 155-169
adding to documents 156157
copying 127
deleting 126
file formats of 157
grabbing 165-168
linking 158
moving 127
previewing 163

graphic images (continued)
publishing as link files 160
replacing 126
sending in a Mail message 201
using as color palettes 148, 149
grayscale 147
group
assigning files and folders to 104

of on-line addresses, creating 189

permissions for, changing 105
See also group address

group address
creating your own in Mail 219
replying to a private, in Mail 229
sending a fax to 244
sending a Mail message to 200

H
handshake options for printers 269
hanging indent, creating 137
hardware, managing 315-325
headers in Mail messages
creating 226-227
displaying 196, 228
Help command 15, 336
Help panel, buttons in 15
help, getting on-line 14-15

hidden copy of a Mail message,
sending 203

Hide command 59, 336
hiding an application 59
home folder 33, 290

icon for 38

notation in a pathname 48

HP JetDirect printer, adding 270-271

HSB color model 147
hue 144



I-beam cursor 8, 123
Icon command 343
icon path 33
icon view in the File Viewer 34
adjusting spacing in 50
icons 8, 33
for a remote MIME attachment 199
for disks 109, 113
for NEXTSTEP applications 66
in the file system 38
images See graphic images
indentation
creating hanging 137
setting 136-137
indentation markers 137
index in Digital Librarian 182-183, 184
Info menu 336
Info Panel command 336
Info view in Installer 292
Initialize command 115, 342
initializing disks 110, 115
input gain, adjusting 322
insertion point 123
Inspector command
in Digital Librarian 186, 345
in FaxReader 348
in Grab 169, 349

in the Workspace Manager 100-105,
343

Installer application 66, 292-299
commands 350
starting up 292-293

Installer menu 350

Installer packages 292

Italic command 338

J

JetDirect printer, adding 270-271
jotting service 187

Jump To Selection command 337

K

key window 22
keyboard
basics of using 124
repeat rate for, setting 318
See also keyboard arrangement

keyboard alternative See Command-key
equivalent

keyboard arrangement
NeXTUSA 5, 317
selecting 5, 316
USA 124

Keyboard panel 131, 316

Keyboard Preferences 318

L
language, selecting 5, 304
left margin, setting 136
Legal command 341
Librarian menu 344
link button, adding 159
link file, publishing an image as 160
Link Inspector command 161, 338
Link menu 337-338
linked graphic image
adding 158
editing 161
updating 161
when you can use 158
links in the Workspace Manager 89
copying 97
setting options for 90
creating 88
icon for broken 38
inspecting 100
Lip Service button 210, 351
Lip Service command 355
Listing command 40, 343
listing view in the File Viewer 40, 41
Localization Preferences 304, 305, 316
Log command 350
Log Out command 16, 341
when it doesn’t work 17
Log view in Installer 296
log, fax modem 263

loggingin 4,6
options for 334
logging out 16
Login Window Preferences 334

|
Macintosh disks 108, 113
Macintosh files 364-365
Mail address
entering in messages 200, 216
shortcuts 201, 217
group
creating 219
replying to a private 229
looking up 216-217
shorthand, creating 219
types of 216
Mail application 66, 193-211, 213-230
buttons 351
commands 352-357
creating an address book in 218
creating mailboxes in 220
Expert Preferences for 230
looking up addresses in 216-217
opening messages in 195

options for showing information about
messages 196

starting up 194
Mail menu 352
Mail messages S¢¢ messages, Mail
mailbox
Active 194
compacting to free disk space 215
creating 220
deleting 220
Drafts 206-207
finding messages in 222-223
opening 220
organizing messages in 220-221

showing message sizes and totals 196,
352
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Mailbox menu 353
Mailboxes button 220, 351 .
Mailboxes command 353
main menu 12
main window 22
Make ASCII command

in Edit 347

in Mail 355
Make RTF command 347
margin markers 136
margins, setting 136137
Mark as Unread command 354
measurement, changing units of 305
Menu Preferences 303, 310
menus 8, 12

choosing a standard location for 303

hiding 303
merging folders 87
Message menu 354
message summaries in Mail
setting the font of 357
sorting 353
messages, Mail
addressing 200, 216
shortcuts 201, 217
announcing new with a sound 225
archiving 203, 229
deleting 214
deleting sound from 210
encoded attachments in 199
finding 222-223
forwarding 208
headers in
creating 226-227
displaying 196, 228
information about, showing 196
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messages (continued)
listening to a recording in 198
marking as unread 196
MIME 199, 202
opening 195
opening a file or folder in 197
organizing in mailboxes 220-221
plain text 199, 202, 205, 230
read receipt for 229, 351
receiving, tailoring how 224
replies, rerouting 203
replying to 209, 229
restoring a draft of 207
saving a draft of 206
selecting 214
sending 200-203
carbon copies of 200
files or folders in 204-205
graphic images in 201
hidden copies of 203
sound in 210

to non-NEXTSTEP
computers 202

sizes of, showing 196, 352
sorting 222
total in a mailbox, showing 196, 352
undeleting 215
MIME Mail button 351
MIME menu 354
MIME messages 199, 202
miniaturize button 28
Miniaturize Window command 339
miniwindow 28
Modify button

in a Fax Modems window 280, 282,
283, 284, 361

in a Printers window 276, 277, 278,
361

mouse 9
changing responsiveness of 319
changing speed of 319

Mouse Preferences 303, 319

N
naming

disk 110, 115

file 72

folder 72, 81

headers in Mail messages 227
NetWare network 53, 272
NetWare printer, adding 272-273
NetWareManager application 272
network 52

NetWare 53
New Address command 342
New command 70, 336

in Mail 355
New Folder command 81, 342
New Group command 342
New Viewer command 343
NeXT Mail button 351

NeXTUSA keyboard arrangement 5,
317

No Receipt button 351
nonbreaking space 362

o
OK button 21
on-line address
adding 189
looking up 188
updating for faxes 251
on-line references, using 171-189

See also Digital Librarian application
and Digital Webster application

Opacity slider 150

Open as Folder command 46, 47, 342
Open command 71, 336

Open File command 345

Open Folder command 345

Open in Workspace command 340



opening
fax 258
file 36-37,71
folder 34-35
folders and files
by typing 43
on a floppy disk 118
Mail message 195
mailbox 220
orientation, changing for printing 234
Outgoing mailbox 203, 229

P
Package menu 350
packages in Installer
compressing 298
contents of, listing 296
deleting 299
expanding 298
in folders you don’town 292
installing 294-295
Page Backward command
in FaxReader 348
in Preview 360
Page Forward command
" in FaxReader 348
in Preview 360
Page Layout command 234, 338
palettes, color See color palettes
panel 12,21
attention 21
PANTONE Colors, simulating 151
paper size, choosing for printing 234, 305
paragraph
selecting 125
typing 123

password
choosing, guidelines for 329
setting 328-329
using to login 6
Password Preferences 328
Paste and Link command 158, 337
Paste command 127, 337
Paste Font command 338
Paste Link Button command 159, 337
Paste Ruler command 339
pathnames 32

pasting in a plain text Mail
message 205

shortcuts typing 48
typing in the Save panel 73
permissions
for DOS files 365
for files and folders 80
changing 105
seeing in the listing view 41
setting global 330
for Macintosh files 365
for working with faxes 280
pixel 145
pixel depth 169
Plain Text button 351
plain text file 36
DOS 364
icon for 38
Macintosh 364
plain text Mail message 202
decoding a file in 199 ‘
encoding a file in 205
line length of, setting a limic 230
sending 202
pop-up lists 10
ports, choosing for printers 269
PostScript (PS) file 157, 240
saving a file as 240-241
PostScript (PS) format 157, 240-241

PostScript Printer Description (PPD)
files 267,297

power consumption, managing the
computer’s 324

Power Management Preferences 324
Preferences application 66, 131
buttons 358-359
commands 358-359 _
Date & Time Preferences 306, 307
Display Preferences 320, 321

ExpertPreferences 312, 313,330,331,
332,333

Font Preferences 308, 309
Keyboard Preferences 318

Localization Preferences 304, 305,
316

Login Window Preferences 334

Menu Preferences 303, 310

Mouse Preferences 303, 319

Password Preferences 328

Power Management Preferences 324

Services Preferences 311

Sound Preferences 322, 323

starting up 302

. Startup Preferences 325

Preferences command

in Digital Librarian 344

in Digital Webster 346

in Edic 347 '

in Installer 350

in Mail 352

in the Workspace Manager 50, 61, 62,
90, 111, 341

Preferences menu 359

pressing 9

Preview application 66, 162, 163
commands 360

Preview menu 360

previewing
contents of a file 101
font 135

Print command 236, 336
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print queue
checking 238
managing 239
printer
adding 268-271
changing settings of 276
HP JetDirect, adding 270-271
managing 265-285
NetWare, adding 272-273
removing 277
selecting 236
sharing 278-279
testing 285
Printers command 238, 361
printing 233-241
colors 144
file 236
options for 237
orientation for, changing 234
paper size, changing 234, 305
paper source, choosing 237
pausing during 239
preparing files for 234-235
range of pages 236
resolution 237

PrintManager application 66, 266-271,
274-285

buttons 361

commands 361

starting up 266
PrintManager menu 361
problems

if Log Out command doesn’t work 17

if Quit command doesn’t work 65
working with files and folders 96-97
Processes command 65, 95, 343
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Progress command 350
Progress view in Installer 295
Pronunciation command 346

pronunciation, looking up in Digital
Webster 174

PS file See PostScript (PS) file

public sound server 332

public window server 331

Publish Selection command 160, 337
pull-down lists 10

Q

Queue button
in a Fax Modems window 250, 361
in a Printers window 238, 361

Quit command 64, 336
when it doesn’t work 65

read receipt for a Mail message 229, 351

Receipt button 351
recording See sound
recycler 56, 92
emptying 92
removing from the dock 61
retrieving a file or folder from 93
references, using on-line 171-189
renaming
disk 115
file or folder 82
Repeat box in Processes panel 97

repeat rate for typing characters,
setting 318

replace options in Edit and Mail 129
Reply All button 209, 351
Reply All command 355
Reply button 209, 351
Reply command 355
resize bar 20, 25
resolution for printing 237
resource forks, Macintosh 365
restarting the computer 16-17
to free up disk space 116

Restore Draft command 355
restricted access to faxes 255
Revert to Saved command 336
RGB color model 146
Rich Text Format (RTF) 36
See also RTF file
right margin, setting 136
root folder 32
icon for 38
RTF file 36
DOS 364
icon for 38
Macintosh 364
previewing 101
that’s a file package 47
ruler, use of 136-137

S

saturation, color 144
Save All command 74, 336
Save As command 76, 336
Save command 72, 74, 336
Save in Drafts command 355
Save To command 76, 336
saving 77
before logging out 16
Edit documents 75
fax 260
file
another version of 76
changes in 29, 74-75
new 72
on a floppy disk 118
PostScript (PS) version of 240-241
Mail message, draft of 206
tips for 75



screen
brightness, adjusting 320
colors on, selecting 145, 321
fonts on, changing 308
image of, grabbing
a portion of 168
the entire 165
.with a time delay 166
Screen command 165, 349
screen saver, setting 320
scroll bar 26
scroll button 26
scroll knob 27
scroller 20, 26
scrolling 26-27
search options
in Digital Librarian 177
in Edit and Mail 128
search service with Digital Librarian 186
searching
for files and folders 4849
for help by keyword 15

for information in Digital
Librarian 176-177

for Mail addresses 217
for Mail messages 222-223
for PANTONE Colors 151
for text 128
Select All command 337
Select Page Number command 348
selecting
colors 144, 145, 148
fax modem 248
keyboard arrangement 5
language 5, 304

selecting (continued)

Mail messages 214

paragraph 125

printer 236

several files and folders 44-45

target in Digital Librarian 176

text 125

window to work in 22

word 125
Selection command 168, 349
Send Options command 203, 355
server 52

service, requesting from another
application 63

Services menu 339-340
customizing 311
in Mail 357

Services Preferences 311

shelf, File Viewer 33
adding files or folders to 42
adjusting space on 51 .
enlarging 42, 51
removing files or folders from 42

Show All Alternatives command 199,
354

Show All Headers command 196, 354
Show Best Alternative command 354
Show Deleted command 215, 353

Show First Alternative command 199,
354

Show Links command 338
Show Ruler command 136, 339
Show Sizes command 196, 353
sliders 11
software

installing new 289-299

where to install new 290-291
software packages, where to find 297
Sort by Date command 353
Sort by Name command 353
Sort by Number command 353
Sort by Size command 353
Sort by Subject command 353

Sort Icons command 343
sorting
files 102
folders 102
Mail messages 222
Sorting menu 353
sound
for the system beep, setting 323
in a Mail message
deleting 210
editing 211
listening to 198
recording 210
input gain of, adjusting 322
to announce new Mail messages,
setting 225

volume of, adjusting 322
Sound Preferences 322, 323
sound system, sharing 332
special characters 362

changing the font of 133

previewing 131

typing 130
Spelling command 138, 337
spelling, checking 138-139
standard window 20
startup disk 4
Startup Preferences 325
submenus 12

detaching 13
Subscript command 338
Superscript command 338
swatches See color swatches
Symbol font characters 363
synonyms, looking up in Digital

Webster 174-175
system administrator 4
Mail preferences for 230

system beeps and warnings,
changing 323

system files 4
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Index

T

tab markers 137

tabs, setting 136-137

Tag Image File Format (TIFF) 157
See also TIFF file

target
in the Finder 4849

indexing for Digital Librarian
searches 182-183

selecting in Digital Librarian 176
Target menu 345
Terminal application 66
Test button 285, 361
text
copying 127
deleting 126
finding 128
font of, changing 132-133
moving 127
replacing 126 .
with the Find panel 129
selecting 125
spelling, checking 138-139
. typing 123
text field 11
Text menu 338-339
in Edit 347
TIFF file 157
creating 164-168
icon for 38
sending in a Mail message. 201
time, setting 307
Timed Screen command 166, 349
title bar 20
dragging to move a window 24
Tools menu 343

" transparency 150

grabbing an image of 167
troubleshooting See problems
trusted access to faxes 255
Turn Sound Off command 349
turning off the computer 16
turning on the computer 4

automatically 325.
typeface 134

See also font
typing text 121-139

repeat rate for, setting 318

u

Unbold command 338

Undelete command 354

Underline command 338

Undo command 337

Unfocus command 353

unhiding the Workspace Manager 59
Unitalic command 338

units of measurement, changing 305
UNIX files, displaying 313

UNIX regular expressions 128
unrestricted access to faxes 255
Unscript command 338

up arrow button 195, 351

Update Viewers command 343
USA keyboard arrangement 124
user name 6

.

v

View menu 343

views in Installer
Info 292
Log 296
Progress 295

views in the File Viewer
browser 39
current 34
icon 34
listing 40,41

volume keys 317

w
waveform, editing 211
Webster menu 346
window 5, 19-29
closing 29
grabbing an image of 167
key 22
main 22
miniaturizing 28
moving 24
reordering 23
resizing 25
scrolling to see more 26-27
selecting 22
standard 20
types of 20-21
Window command 167, 349
Windows menu 339
word wrap 123
word, selecting 125
work session, starting and ending 3-17
workspace 4, 8
personalizing 301-313
sharing 331

Workspace Manager 8,32-53,61-62, 65,
80-117, 188-189

commands 341-343
unhiding 59
Workspace menu 16, 341

2
Zoom In command 360
Zoom Out command 360
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