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ontinuing from part three with our look at the

software you get bundled with your iMac, we show

you how easy it is to make your own website,

tweak your holiday snaps to get rid of

problems such as red-eye, or send and receive faxes

using your iMac’s modem. 

Then we take a tour around the utilities that

come as part of the iMac’s operating system –

did you know that you’ve got a calculator, a

notepad, and a never-ending supply of

sticky notes? There are lots of small

functions on offer that will make your

life a whole lot easier.

And finally, there’s something for

the kids, too – they won’t feel left

out with the creative packages for

the younger Mac user which

you’ll find on the software CDs

that came with your iMac.
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Your at-a-glance guide to 
the iMac handbook

handbook
Part four of our Handbook is full
of useful utilities – plus how to 
make a website, or send a fax 

NEXT MONTH
We carry on with our in-depth look at
the software bundled with your iMac.
We’ll take in iMovie, Nanosaur,
iTools and more.

Make Web pages

Create a website

Fix your photos

Photo formats

Play CDs, use Stickies

Note Pad and calculator

Send faxes

Kids’ stuff

cut-out-and-keep

Huge
user manual

Parts 1, 2 & 3
The first three parts of the Your

iMac Handbook cover finding

your way around the Desktop,

getting on to the Net, sending

emails, Web pages, modems and

ISPs, how to search the Web,

and Apple-Works basics (word-

processing, spreadsheets and

painting) plus troubleshooting

and jargon busters. 

You’ll find all 48 pages of

these first three instalments as

PDFs on this issue’s CD.
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t’s hard to imagine life

without the Internet these

days, but if you own an

iMac you don’t have to

stop at surfing the Web,

because you can actually

contribute towards it too.

New iMacs come with an

Internet package called iTools,

which we’ll cover next time, but

all iMacs sold up to that point

included Adobe’s PageMill Web

authoring software, and that’s

what we’re covering here.

Starting from scratch?

When you start PageMill up, you

get an empty, grey page (the

default colour for Web pages)

and a flashing cursor where you

can start typing.

So do some typing! You can

select, delete and insert text

just as you would with a word

processor and you can save the

page in the same way as you

save other documents.

Want to experiment with

some different text formatting?

This is where Web page editors

are a little more basic than word

processors, only offering a

simple range of text formats.

To apply a style to some

text, select the text first and

then choose a style from the

pop-up menu on the toolbar.

For example, for your page’s

heading you might choose

“Largest Heading”. Still not

large enough? Then you can

click the size arrows, also on the

toolbar, to increase the heading

size. You can increase or reduce

all text in this way, too, though

only by a step or so each way.

You may also have spotted

the pop-up Font menu on the

toolbar. Choose any font from

this list, but bear in mind that

other users may not have the

same fonts as you, so it’s best to

stick to the two most common

options, Times and Arial.

A bit of colour

If you click the pop-up colour

menu next to the font menu,

you can apply one of a list of

preset colours to your text, or

pick the custom option and

define your own. But click the

HTML Picker option in the list

to the left of the window so that

you stick to “Web-safe” colours

which will display predictably

on other machines. 

To change the background

colour (who wants grey?) you’ll

need to use the Inspector

palette, and if this isn’t visible

you can open it via the Window

menu. With the Inspector open,

make sure you’ve got the Page

tab selected, then click on the

Background pop-up. As with

text colours, you can now

choose a background colour

from the list or click on Custom

and design your own.

While you’re at it, take a

look at the bottom of the

Inspector palette, where you’ll

see a Background Image area.

By default, this is blank, but if

you click on the small button

below and to the left of it, you

can choose an image from your

hard disk to use as background.

You will need to size this

image carefully, though. All

background images are tiled, so

if it’s too small, it’ll be repeated

across and down the page.

Adding pictures

That’s the text and background

sorted out, then, so what about

pictures? You can import these

into the page via the Insert

Object menu, or you can do it

much more simply by switching

to the Desktop, finding the

folder containing your image

and then dragging its icon from

the folder window onto the Web

page. As you move the mouse

pointer around the page, a

vertical insertion bar indicates

where the picture will be placed

when you release the button.

Links

Lastly, you’ll want to set up

hyperlinks to other pages. To

link to another page in your

own site, first select the text or

picture that’s going to form the

link, then open the page you

want it to link to, then look for

the little “page” icon just to the

left of the page name on the

toolbar. Drag this icon on to the

selected item in your first page,

and your link’s created!

To create a link to a page on

another site, first select the

graphic or text you want to link

from as before, then right at the

bottom of the page window,

type the destination page’s URL

into the “Link to” box. It’s as

simple as that.

Laying out with tables

So far, all we’ve talked about 

is text arranged in one long

column and pictures which

have to be embedded in the

text, with little opportunity for

interesting layouts. But just

about every other Web page

you see has exciting multi-

column designs that look too

complex to make in PageMill.

Make your own website with Adobe’s easy-
to-use package – we show you how.

Utilities & beyond

Frame
Some websites use “frames”,
where you’re actually looking at
two or more pages arranged
within a single browser window.
PageMill can create frames – see
its online help.

Gathering files
If you use graphics which aren’t
stored in your PageMill Site
folder, you can “gather” them
together just prior to uploading
the site.

GIF
A graphics file format that’s
limited to 256 colours, but is
very good at displaying solid
colours and fine detail in highly
compressed files.

Imagemap
A type of graphic with “hotspot”
areas which act as links to other
pages or sites. It’s easy to set up
imagemaps in PageMill – see the
online help.

JPEG
A graphics file format that’s
designed specifically for
photographic images. You can
balance the level of compression
against the gradual loss of quality
you get with reduced file sizes.

Pasteboard
A special PageMill window where
you can store frequently used
items such as bullets, banners
and other graphics. You just drag
items from your pages on to the
Pasteboard and back again.

Jargon
buster
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If you can use a word processor,
you can use PageMill! You type,
edit and select text as usual, but
formatting options are simpler.

Adding graphics to your pages is
easy. Find the folder they’re in and
drag them to the page!

Adobe PageMill 3



Well they’re not! Nearly all

these fancy designs you see on

the Internet are created using

“tables”. Tables are simply

rectangular grids made up of

rows and columns. You can hide

the grid itself so that your site’s

visitors don’t see it at all. The

point is that the table grid

produces lots of individual

“cells”, and each can contain

its own text or graphics.

Click the Create Table

button on the top row of the

toolbar, and a window pops up

asking you how many rows and

columns you

want. When you

click OK the

grid is inserted

in your page.

Now try

inserting text or

graphics into

each cell and

you’ll see that

not only do cells

act as little self-

contained units, they expand to

fit the contents too.

You can see how your Web

page will look to your visitors by

clicking the Preview button to

the top right of the page

window (click the same button

to switch back to normal Edit

mode). At the moment, our

table’s grid layout is visible, and

if you want to hide it, go back to

editing the page, click the table

edge and the Inspector palette

now shows its properties. All

you have to do is set its Border

to 0 (zero).

Creating sites

So far, we’ve explained how you

can construct a single page, but

most people’s websites will

consist of a lot more, connected

by hyperlinks so that visitors

can move from one to another.

The easiest way to keep an

expanding site under control is

to create a new site in PageMill

(via the File menu). A Site

document is a different kind of

document to a Web page, since

it keeps track of all the pages

you create, the graphics they

contain and they way they’re

linked. And

when you’ve

finished you

can upload the

whole site to

your service

provider, still

within PageMill. 

The Site

window has a

lot more

information

than you’re likely to need in the

early stages, so we’ll just give

you the edited highlights, and

for this we’re using the sample

site which comes with PageMill.

The Site windows

The vertical pane on the left 

of the window shows all the

contents of your site using

expandable listings that work 

in just the same way as the list

views in Finder windows. 

The main Site window is

split horizontally. The top half

shows you the contents of the

folder you’ve currently selected

on the left, and the bottom half

gives you a map which shows

how items you select in the top

list are linked to other items in

your site. This will be useful

when the site becomes more

complex and you need to

manage links and fix “broken”

ones, where files have been

moved or names changed.

You can drag pictures from

ordinary Finder windows

straight into a website folder,

and the advantage of bringing

together all the pictures you

want to use is that they’re easily

accessible. To add an existing

graphic to a page, double-click

the page to open it, find the

graphic and drag it to the page

– you may have to juggle the

window sizes so both are visible

at the same time.

To add a new page, choose

the folder you want to store it

in, then click the New Page

button on the toolbar. The page

name is highlighted, ready for

you to type the name you want.

More help needed?

If you have a problem, PageMill

has an online help feature,

where you’ll find a lot more

information than we’ve been

able to give you here.

When your site’s ready for

publishing on the Internet, you

click the Upload button on the

toolbar. In the window which

appears, you enter the location

of your ISP’s Web server, your

username and password. This is

all information that will have

been sent to you when you

created your Internet account.

Failing that, you’ll find it on

your ISP’s website in the

technical help section, where

you’ll also find lots of other tips

on designing pages and sites.
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Jargon
buster

Tags
Web pages are actually defined
using special HTML “tags”, a kind
of programming language which
tells the browser how to assemble
and display a page. All this goes
on behind the scenes, so only
more advanced Web page
programmers get to see raw
HTML code.

Table
A rectangular array of individual
cells, each of which can contain
text, graphics or both. Used to
create complex Web page layouts.

Hyperlink
The proper word for “link”. You
click on a hyperlink to go from
one Web page to another, though
hyperlinks can also take you to
another location on the same
page (an “anchor”).

Index page
All websites should have a
“Home” page that’s the first thing
visitors see when they arrive. If
you use the filename “index.html”,
it’s opened automatically when
visitors type in your site address
(they don’t need to type in the
home page filename too).

URL
Stands for “Uniform Resource
Locator” and it’s the technical
name for a Web page’s unique
address on the Internet.

Upload
The process of transferring your
finished website from your hard
disk, via your modem, to your
ISP’s Web server – the computer
that stores users’ Web pages,
making them available to the rest
of the world, 24 hours a day.

To add a link to another page in your site, select the link source in the first
page, open the second and drag its page icon to the source object or text.

The Site window is very logical,
and makes creating and
organising a whole site a breeze.

When your site’s finished, you can
use PageMill to upload the whole
thing to your ISP’s Web server.
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wners of earlier

iMacs are very lucky

people. That’s

because these

machines came with an image-

editing program called Kai’s

Photo Soap SE. 

It’s a program designed for

photographers rather than

computer experts. It’s laid out

on screen just as you might lay

out your photos on the dining

room table for sorting out and

working with. And while most

image-editors offer a

conventional

collection of

menus,

dialogue boxes

and windows

for editing your

images, Photo

Soap SE uses a

succession of

“rooms” or

separate

screens, each of

which is designed for a specific

set of tasks.

Getting organised

You start at the “In” room,

which is where you open

individual files, whole folders

full of files or photo albums

you’ve set up already. You open

a file in this room just as you

would in another application,

but Photo Soap then displays it

as a thumbnail image in the

work area.

If you elect to open a whole

folder instead of a single image,

all the pictures in that folder

are displayed as thumbnails.

And if your workspace is getting

just that little bit too crowded,

you can either delete unwanted

thumbnails (this only deletes

the thumbnails, not the files

themselves), or organise them

into albums.

You’ll see sample albums

displayed in the In room

already, but you can easily

create more. You add photos to

albums simply by double

clicking the albums to open

them and then dragging

thumbnails on to album pages.

Fixing your photos

To open an image for editing,

just double click on it, whether

it’s on the work area or in an

album. You’re then taken to the

“Prep” rooom where you can

crop your picture, rotate it or

enlarge it.

Cropping is

easy – you just

drag the

horizontal and

vertical bars to

define the part

of the image

you want to

keep. Rotating

is easy, too. Just

move the mouse

pointer outside

a corner of the image and it

changes into a rotation symbol,

whereupon you just drag the

mouse to rotate the image.

You can reduce or downsize

your images by dragging the

red button on the slider bar to

the right upwards. As you do

this, you see the image’s new

dimensions displayed in pixels

– all you have to do is to stop

dragging when you’ve reached

the size you want. 

Next up from the Prep room

is the Tone room. You can

access this, and any other room

(you don’t have to visit them in

order) by moving the mouse

pointer up to the word “Map”

right at the top of the screen.

When you do this, a list of the

available rooms appears in a

semicircle around it, and you

just click on the one you want.

The controls in the Tone

room are very simple. To the

right are brightness and

contrast controls that work in

just the same way as those in a

domestic TV set. The slider to

the left simply controls the

strength of the effect you’ve

applied with the other two.

Banish red-eye and blurring, get rid of
colour casts and tidy up those snaps.

Utilities & beyond

Album
Photo Soap and some other
image editors store thumbnail
representations of photos in
albums which contain
information about the location 
of each picture. The pictures
themselves aren’t moved or
changed in any way.

Enhance/Lock
Photo Soap’s Prep room has an
Enhance option for applying an
“instant fix” to photos. You can
crop into a specific area, apply
the enhancement to that area,
“lock” it, then un-crop the image
to apply the changes to the
whole image.

Filter/plug-ins
Photo Soap can use Photoshop

plug-ins. You apply them in the
Out room using the Filter button.
You will need Photoshop or
another program with Photoshop

plug-ins first, though, and you’ll
have to show Photo Soap where
the plug-ins folder is the first
time you use it.

Flip
horizontally/vertically
The Prep room doesn’t just
enable you to rotate and crop
images. You also flip them from
left to right, or from top to
bottom to produce mirror images.

HSL
Stands for Hue, Saturation and
Lightness, the colour system, or
“model”, used by Photo Soap to
correct colour. Other programs
also use the RGB system, based
on the red, green and blue
elements of on-screen images.

Memory dot
An unusual device used in Photo

Soap for storing commonly used
settings. In the Tone and Colour
rooms, for example, you can open
the memory dot display to the
right of the image and click on a
vacant space to store – and
subsequently access – the
current view of the image.

Jargon
buster
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Kai’s Photo Soap SE

Organise your photos in the In
room. Pile them up in heaps here,
or put them neatly into albums.

Photo Soap SE is organised into a
series of “rooms”, each designed
for a specific set of tasks. 

The Detail room has tools for erasing blemishes, reducing blurriness,
fixing red-eye effects and “cloning” parts of your image.



Next stop from the Tone

room is the Colour room. This

is where you can fix any colour

casts that may have been

present in the original photo.

This often happens when you

take pictures indoors under

artificial lighting, for example.

Here you get a slider for the

hue (the overall colour), the

saturation (how deep the

colours are) and the lightness

(another form of brightness

control). Again, you’ll find a

slider to the left which controls

the strength of the effect.

Restoring and repairing

All the adjustments we’ve

looked at so far control the

overall appearance of your

pictures. But sometimes you’ll

want to fix minor flaws in small

areas, and this is where you

need the Detail room.

Here you’ll find a selection

of tools for Sharpening,

Blurring, Cloning and Healing

your images. In each case, you

click the button and then

choose a tool to apply the

effect. These tools include

brushes in two sizes, a pencil

and an eraser. If you can’t see

them, you need to click on the

ribbed bar to the left of the

image area (or “slate”, as Photo

Soap calls it. This opens the

tools drawer, and you can either

click on the one you want from

here, or drag the tools out on to

the work area, where they’ll stay

until you put them away again.

The pencil, fine brush and

large brush apply the effects

you choose to progressively

larger areas. If you decide it’s all

gone horribly wrong, you can

undo your changes by

switching to the eraser and

rubbing them out.

When you choose a tool,

the mouse pointer still appears

as a cross hair symbol. You need

to double click on the part of

the image you want to repair,

and Soap then zooms in to the

correct working magnification

and the tool can then be used.

The Sharpen tool can’t add

detail, but it does enhance the

edge contrast in the areas you

paint over to give the

impression of greater

sharpness. The Heal tool is

especially effective at fixing

scratches and dust spots

because it “draws in” colour

from the surrounding,

undamaged areas to create a

near-invisible repair.

Finishing touches

You can skip the Finish room if

you want to, but it’s a handy

place to visit if you want to add

extra embellishments to your

pictures. You can, for example,

choose one of the dozen or so

pre-designed backgrounds, and

you can add text captions and

titles too.

The Out room is where you

save your edited pictures, and

here you can drag the slider to

the right of the picture to

change the output file size.

You’ll need to do this if you’re

saving pictures to use on Web

pages. As with the slider in the

Prep room, this one displays

image sizes in pixels as you

drag, so you can stop when

you’ve reached the size you

want the image to be.

You can also save your file

in different formats. You’ll need

the JPEG format for Web pages,

and here you get a pop-up sub-

menu listing the different

quality options – remember

that the lower the quality, the

smaller the file size, so you’ll

have to be ready to trade off

quality against speed when

choosing the compression level.

Medium quality often offers the

best compromise.

And that’s pretty well all

there is to know about Photo

Soap SE. We’ve picked out a few

other handy points in our

screenshots, too. It’s a program

that makes a whole lot more

sense when you actually sit

down and use it. Many people

used to more traditional

software design find it a bit of

an acquired taste, but we love

the way it puts some fun back

into computer software, and

how it’s designed for ordinary

human beings to grasp, not just

computer experts. The In room

and the ability to create photo

albums makes it the perfect way

to manage a growing digital

photo collection, too.
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Save your picture in the Out room. Choose a filename and  location, plus
the file type and, if you choose JPEG, the compression setting.

Use the “Map” display (top) to
move around the package, or
open the Remote Control (right).

Get help from the Remote Control’s
Help button. Buttons to the left of
the screen show different areas.

Jargon
busters

Pixels
Every photo is made up of pixels,
and each pixel is a single,
microscopic dot of colour. The
more pixels in an image, the
higher its “resolution” and the
more you can blow it up before
the pixels become apparent.

Red-eye
An unpleasant effect caused by
camera-mounted flashguns, and
the reflection of light by the
blood vessels at the back of the
subjects’ retinas. You can disguise
and even eliminate this effect in
Photo Soap.

Resize/resample
This is when you change the
number of pixels in an image, and
not just the magnification it’s
viewed at. You’d do this to
prepare a scanned photo for a
Web page, for example.

Revert
Photo Soap asks you whether you
want to apply the transformation
each time you move from one
room to another. It doesn’t save
over your original file, though,
until you specifically tell it to, and
you can always use the Revert
option to restore this original.

Thumbnail
A miniature representation of a
photo designed to take up little
screen space but still be clearly
recognisable. Photo Soap’s
thumbnails also store the location
of the original file so that when
you double click on them the file
is loaded.

Scratch Disk
Photo Soap uses an area of your
hard disk temporarily when
working on large files. It’s not
something you need to get
involved in unless you’re quite
clear you know what you’re doing.
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he iMac comes not

just with a selection of

top-notch stand-alone

applications, but the

Mac OS itself has a number of

extremely useful utilities which

you’ll find on the Apple menu. 

These can do all manner of

odd jobs, and many of them will

do more than you realise.

Audio CD Player

The Apple Audio CD Player

doesn’t start up automatically

when you insert a

CD, but you can

start it up at any

time while a CD is

playing and it’ll list

the number of

tracks, the elapsed

time and the track

currently playing. 

You can

change the

volume, switch to

another track

simply by choosing

it from the pop-up

menu, or eject the CD to insert

a new one. But this CD Player

goes a lot further than that.

You’ll spot pretty quickly that

you can switch between

Normal, Shuffle and

Programmed modes. To

programme your tracks you

look for the little green arrow 

to the bottom left of the Audio

Player window, click it and

watch as the window extends

downwards to display a full

track listing. Click the Prog

button, and you can drag tracks

from the left-hand side into the

Playlist on the right. 

In Normal mode you can

type in the artist or album

name and the track names over

the text that’s already there,

and the Audio Player will

remember them so the next

time you insert that CD it will

display them automatically.

Open the Options

menu, and you can

change both the

window colour and

the display colour

to suit your mood...

Stickies

Is your screen

covered in yellow

sticky notes

reminding you of

jobs you’ve got to

do? Want to get rid

of them? Well we

can’t make your jobs magically

disappear, but you can create

“virtual” sticky notes on your

iMac with a program called

“Stickies”. Each Sticky note will

expand to accommodate more

text as you type it in. You can

make them different colours,

move them around the screen

by dragging on their title bars,

and resize them by dragging on

their corner handles. Clicking

on the triangular button in the

top right-hand corner

automatically shrinks them to

the optimum size. If you close

them, you’re asked if you want

to save the contents as a text

file. Screen space permitting,

though, you can leave them

open – they’ll be there when

you restart your iMac next day.

If you find Stickies useful, make

an alias for the application file

and put it in your Startup

folder so it runs each time you

start up your iMac.

Scrapbook

When you copy something to

paste it in your documents,

you’re temporarily saving it to

the iMac’s Clipboard. Whatever

you copy simply replaces the

previous Clipboard contents, so

while it’s convenient, it’s easy to

make mistakes and lose data.

Which is why the

Scrapbook is such a useful

utility. You can copy pretty well

anything into it, including

pictures, sounds and snippets

of text. And here they stay, even

when you quit, shut down and

restart your iMac, until you

deliberately delete them. 

So what might you use the

Scrapbook for? How about your

company logo, your favourite

photos or even your postal

address? You can insert your

address quickly into any

document, for example, by

selecting it in the Scrapbook,

copying it, switching to your

document and pasting it in.

Key Caps

Do you ever wish you could

remember the keyboard

combinations for typing special

Need a calculator? Sticky notes?
Notebook? Your iMac has them all.

Utilities & beyond

Alias
A special file which doesn’t
actually contain any data but
simply acts as a pointer, or
signpost, to a real file. It’s useful,
for example, to put an alias to a
favourite folder or application on
your Desktop, so that it’s readily
accessible from the Desktop
without the item itself having to
be moved to the Desktop. You
can also put aliases in the Apple
menu, or anywhere else you like.

Apple menu
The menu that pops up when you
click the multi-coloured apple to
the far left of the menu bar. The
Apple menu is always available,
whatever program you’re working
in, and this makes it a great place
to store items you use regularly.

Clipboard
A special area of the iMac’s
memory used for storing text,
pictures or any other data you
want to copy temporarily so 
that you can move it from one
location or document to another.

Copy
When you copy text, graphics or
other objects, they’re stored in
your iMac’s Clipboard, ready to
be pasted in another location.
Whatever you copy overwrites
the previous Clipboard contents.

Cut
When you use the Cut command
in an application, it stores the
object you’ve selected in the
Clipboard, but it also removes it
from whatever you’re working on.

Keyboard
combination
Many special characters can only
be typed using a combination of
keys, such as O-8, for example,
for typing a small bullet.

Jargon
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Utilities
You’ve got a fully featured,
programmable CD player that can
identify CDs, tracks and artists.

Ever wondered what keyboard combination to use to produce a “u” with
an umlaut? Key Caps will show you how to do this and much more.

Note Pad enables you to jot
down notes and memos at a
moment’s notice.

T



youriMac 07

youriMac handbookUtilities & beyond

C
ut

 o
ut

 a
nd

 k
ee

p
✁
✁
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buster

foreign characters or creating

symbols such as bullets or

arrows? That’s what the Key

Caps utility is designed for. You

start it up, and then choose the

font you want to examine from

the Fonts menu. The Key Caps

window displays each character

in that font’s alphabet, placed

over a representation of your

iMac’s keyboard. 

It gets better, though… 

Hold down the S key, and the

characters change to display

capital letters, punctuation

marks and so on. And you can

try holding down the O and 

S-O keys to see what other

special characters are available.

Most fonts offer a range of

special and foreign characters,

but the Symbol and Zapf

Dingbat fonts contain nothing

but special symbols, and Key

Caps is really useful for

browsing these. 

But since all you can see is

symbols, how do you know

which key to hit? You can either

count them across and down

from the on-screen map, or you

can click the character on

screen and have it appear in the

box at the top. You can copy

and paste the contents of the

box into your document then

switch to the appropriate font.

Note Pad

Do you keep a notebook on

your desk? Why? Your iMac’s

got one built in. It’s called Note

Pad, and you’ll find it on the

Apple menu. Just click on it 

and start typing. There’s no

formatting to worry about, so

it’s simplicity itself to use. On

earlier Macs you were limited to

just a single page, but now you

get eight.

Flick through the pages by

clicking the page corners in the

bottom left-hand corner of the

Note Pad window. You can

resize the Note Pad in just the

same way you would any other

window. And if you type past the

bottom of the page, Note Pad

displays a vertical scrollbar so

that you can navigate through

longer bits of text. Now we said

there was no formatting to

worry about, but you can

change the default font by

opening the Edit menu and

choosing Preferences. Note Pad

is so useful you might just

decide you want to keep it open

all the time. Your words will still

be there every time you start

the program up, until you

delete or type over them.

Calculator

You can never find a calculator

when you need one. Just as well,

then, that there’s a calculator

on the Apple menu. You tap the

keys on screen just as you

would on a real calculator, and

when you tap the “=” the

answer pops up at the top.

Because this is all happening

on your iMac, you can then

simply select the answer, copy it

and paste it into your document.

If you accidentally close the

Calculator before copying the

results, they’ll still be there

when you open it up again.

Sherlock

Sherlock is Apple’s very

sophisticated search tool. We’ve

all saved a file on our hard disk

without remembering exactly

where, and Sherlock saves you

trawling through your folders

by providing a box where you

can type the filename and then

zooming off to find it for you. 

It gives you a list of all the

matching filenames and you

can click on any of them to find

out where that file is stored.

You can even double click a file

to open it, just as you would in 

a normal folder window. But

Sherlock is smarter than this. It

can even find text within your

files, so that you can find all the

documents which contain

references to particular

subjects. For this you click the

Contents radio button and then

type in the text you’re looking

for. Sherlock needs to “index”

your disks for this to work, but

once that’s done, searches are

surprisingly quick. 

The extra buttons across

the top of the Sherlock window

are for Web-based searches.

Don’t get us started on that,

though, because it would take 

a whole book...!

Just as good at finding things as the fictional detective it’s named after.
What we want to know, though, is where’s Watson?

Paste
When you use the Paste
command, it places the current
contents of the Clipboard in the
document you’re working on. It’s
used widely to shuffle text around
in word processor documents, but
you’ll also use cutting and pasting
in image-editing and other types
of work.

Preferences
Just about all programs have
various configuration options 
you can adjust so that they suit
the way you work. These are the
program “preferences” and
they’re almost always clustered 
in a single Preferences dialogue
which is accessed via the
program’s Edit menu.

Startup folder
This is a special folder within the
System Folder that your iMac
examines each time it starts up.
Any document or application (or
alias) within the Startup Folder is
activated/opened automatically.

Title bar
Any window you see on your
screen will have a title bar. This
displays the name of the window,
but it’s also the part of the
window you drag to move the
window around the screen. The
title bar will also have a “close
box” to the far left so that you
can close the window.

Utility
A name generally used to describe
a modest application with a very
specific, limited purpose. Your
iMac’s calculator, for example, 
is a utility, while a spreadsheet
program is a full-blown
application.

Always leaving notes stuck on
your screen? There’s no need,
because your iMac can create
virtual notes stuck to the inside...

Need a
calculator?
There’s
always one
on the
Apple
menu.
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ho needs a fax

machine when

they’ve got an

iMac? Its modem

doesn’t just connect you to the

Internet and send emails

because it can also send faxes.

Faxes are just digital data

sent over the phone lines, after

all – just like the data you send

when you’re on the Internet. All

you need is a program that can

create these special digital fax

files and send them.

That program’s called

FaxSTF and it’s supplied as

standard with your iMac. It’s

got a lot in common with email

programs, in that it has folders

for storing all your incoming

and outgoing faxes and it also

keeps an address book listing

all your important contacts,

together with their phone and

fax numbers.

Send

The way that Fax STF works

could hardly be simpler. You

can fax any document at all,

and it’s as simple as printing it.

Actually, it’s just the same as

printing it, in that FaxSTF works

in the same way as an ordinary

printer driver. All you have to

do is use a special keyboard

combination when you open

the File menu, and the Page

Setup and Print options change

to “Fax Setup” and “Fax”. You set

up your document in just the

same way you would for

printing, and the software then

prepares a digital version and

transmits it to the person you

choose from your address book.

So will it work with any fax

machine? Absolutely! As far as

the receiving fax machine is

concerned, there’s no

difference between the fax file

coming down the phone line

from your iMac and a fax from 

a standard fax machine.

Receive

It works the other way, too. If

someone sends you a fax, the

phone rings and, if your iMac is

connected to the phone line,

the FaxSTF software picks up

the call, receives the fax and

stores it in your fax Inbox.

All this is done using

Extensions software that sits in

the background until it’s

needed. As soon as the

incoming fax has been received,

the iMac disconnects, so you’re

not going to be accidentally

running up a huge phone bill.

What’s more, your modem

can still be used for connecting

to the Internet and receiving

emails. You don’t have to switch

from fax to Internet modes or

anything like that, because it’s

all handled automatically. You

can’t surf the Net and receive a

fax at the same time, but you

can’t have everything!

One thing to note, though,

is that if you want to be able to

receive faxes, your iMac does

have to be switched on and

connected to the phone socket.

You might want to leave it

switched on during working

hours only or, if you’re

expecting a fax at any time, it’s

not going to do your iMac any

harm to leave it on overnight.

To view your faxes, start the

Fax Browser software. It has

folders for storing incoming,

outgoing and archived faxes,

and clicking on a folder name

from the list on the left displays

a list of all the faxes in that

folder to the right. You double

click on a fax title to open it,

and you can then print it out or

just read it on screen. The Fax

Browser window tells you which

faxes you’ve read and printed.

Address

You access your fax address

book via the Fax Browser too, 

by clicking the button on the

toolbar. You’ll need to open the

address book to add new

contacts permanently, because

while you can enter “temporary”

fax numbers when you send a

fax, they’re not saved.

The advantage of adding

people to your phone book is

that when you send a fax, you

can simply locate them on your

list of recipients, and drag their

name across into the “To:” box.

Sending and receiving faxes

using your iMac could hardly

be any easier. And if you’ve got

a scanner, you can send hard

copies too, just by scanning

them into your image editor

and faxing them from there.

Some scanners even come with

automated faxing software so

that all you have to do is press a

couple of buttons.

Faxing is as easy as printing, with your iMac’s
FaxSTF software package.

Utilities & beyond

Address book
A simple database of names,
phone and fax numbers, email
addresses, company names and
so on, as used by email programs
and, in this case, the FaxSTF

software.

Call Minder
Nothing to do with faxing from
your iMac, but a BT service well
worth the modest subscription
fee. Enables other people to
leave a voice message even while
your phone is engaged –
ordinary answerphones can’t 
do this.

Fax modem
A modem designed not just for
the Internet and email, but
according to the standard fax
data transfer specifications too.
It’s the type of modem fitted in
an iMac.

Fax-to-email
A handy service whereby faxes
are sent to a special number
where they’re converted into
digital images and emailed to
you. It saves leaving your iMac on
night and day! Examples include
Excite’s free Voicemail/Fax service
(www.excite.co.uk).

Log file
A list maintained by the FaxSTF

Browser of all your incoming and
outgoing faxes, the times they
were sent, how long they took to
transmit and so on.

QuickNote
A way of sending brief, text-based
messages from within the FaxSTF

Browser directly to another fax
machine.
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Faxing a document is easy. Pick
your recipient, press Send and let
your modem do the rest.

Use the Settings window to alter
the keyboard shortcut needed to
activate the fax options.

FaxSTF

Use Fax Browser to see your faxes.
Double click on a fax to open it,
then print it or read it on screen.



our iMac isn’t just for

adults. Older kids will

want to play Nanosaur,

Bugdom or one of the

countless top Mac games on the

market. They might even want

to do their homework (yeah,

right) using AppleWorks.

That leaves smaller kids

with nothing to do but mope

about and moan that they

haven’t had a turn... or does it?

On your hard disk you

should find two programs

designed specifically for pre-

school tots and infants. One’s

called Thinkin’ Things 2 and the

other’s called Sammy’s Science

House. If you can’t find them on

your hard disk, take a look on

the software CDs that came

with your iMac.

Thinkin’ Things 2

Thinkin’ Things 2 doesn’t have

any great educational value, but

it’s a surprisingly engrossing

compilation of little games and

activities that promises to keep

the younger members of the

household (and, er, some

adults) quiet for hours.

When you start it up, you

see an opening screen with

buttons for five different

activities. Click on the button

to go to the activity, and click

the Stop button in the bottom

left-hand corner of the window

to go back to the main screen.

There are plenty of things for kids of all
ages to do on the iMac, too. 

Y
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Sammy’s Science House
Sammy’s Science House works in

the same way as Thinkin’ Things.

You get an opening screen where

you can click on various objects

to access the specific activities.

These include a workshop

where you can build and paint

things such as boats and rocking

horses. There aren’t that many

parts, so don’t worry!

You can also visit a nature

scene at different times of year,

and answer questions about the

flora and fauna you see on screen.

There’s a weather creation

activity where you choose

whether it’s raining, hot, sunny

and so on. You can then view the

effects you;ve created in a little

animated cartoon.

Fancy yourself as a movie

director? Budding film-makers can

try their hand at assembling a

movie in the right sequence and

view the results in a movie theatre.

Try Sammy’s Science House –
you might learn something.
Better still, it’ll keep the kids
quiet for a while.

Creative fun

Here’s the main Thinkin’ Things screen, together with the five different activities and games you can have a go at.

Play this matching game in either one- or
two-player modes and the difficulty level
escalates as you play. 

Try out some animated doodling. You get
paint brushes, shapes and colours plus
animated objects and an audio soundtrack. 

Create your own musical score, then hear
it played back by your animal ensemble.

Try out your skills on the xylophone, 
a giant trumpet or even a row of
obliging sheep (you have to see it).

Animated painting – you can drag things
around, paint things and click on buttons
at random to see what happens.

Utilities & beyond youriMac handbook

Your iMac handbook
continues with more
applications in part
5, hosted in the next
issue of MacFormat.Part 5


