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Introduction

Using Mac OS X Mavericks introduces you to the new version of Apple's Mac OS and is
designed to help beginners and enthusiast users who want to get up and running quickly and
make better use of their computers.

Mavericks is not a major update to Mac OS. There are a lot of tweaks to the interface, such as
tags and tabs, new applications, such as iBooks and Maps, a new look to Pages and Keynote,
and a lot more. So if you're a new Mac user, switched from Windows, or are a keen Mac user

wanting to do more, | will do my best to guide you through using your Mac.

This book has been especially written in a step-by-step fashion using photography and screen
prints to illustrate the steps as clearly and concisely as possible.

| hope this book is helpful to you

vii
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CHAPTER 1

Introducing Mavericks

Mac OS Mavericks is the tenth major release of Mac OS X, and at the time of
writing is available from Apple free of charge. There are some new apps,
such as iBooks and iMaps, plus better hardware and multiple-screen
support.

The Desktop

A typical Mac desktop is shown in the following screen. The desktop is the
basic working area on your Mac; it is the equivalent of your workbench or
office desk.
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2 CHAPTER 1: Introducing Mavericks

The Dock

The Dock has shortcuts to applications such as iTunes or iPhoto. If the app
you are looking for isn’t here, it will be in either Launchpad or the Finder
(both discussed later in this chapter).

[ This little dot means } ( Dock Icon representing]

program is open an application
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CHAPTER 1: Introducing Mavericks 3

There are a couple of icons to take note of on the edge of the dock, called
stacks. These are "quick access lists" that allow you to find your most
recently used documents and Internet downloads.

I
.
M

.5 e el

— JAN ° TR
Recent Recent
Document Stack Downloads Stack

The following screen shows what they open up as. You can see a list of

recently opened documents. Also available is a list of downloads, so if you
have just downloaded something from the Internet you can find it in the
Downloads Stack.

| find it useful to add my most-used icons to the dock. You can do this by
dragging them to the part of the dock in which you want them to appear.
I’'m going to drag my Documents folder from the Finder window next to the
downloads icon on the far right of the dock.
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4 CHAPTER 1: Introducing Mavericks
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Or perhaps you want a program you use a lot to appear on the dock. A
common example is Dashboard. You can drag the icon from the Apps folder
in Finder. I'm going to place it in between my Launchpad icon and my Safari
web browser icon. | just drag it to the dock.
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800 (@ Applications
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EazyDraw FaceTime Final Cut Pro 6

Launchpad

Launchpad lets you see, organize, and easily open apps that are installed on
your machine. The icons are organized into pages. To launch any
application, just click on the corresponding icon.
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6 CHAPTER 1: Introducing Mavericks

E

iPhoto

¥ l’]\‘l -Pps -

The Menu Bar

The Menu bar consists of two main categories: Apps and Status.

App Menus

The left-hand side of the menu bar contains the menu for the app you're
currently using.
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@ Finder File Edit View Go Window Help # _iMovie File Edit Clip View Text Share Window Help
s SEPSECSERIREAE

The name of the app appears in bold next to the Apple menu. There are

several other app menus, often with standard names such as File, Edit,
Format, Window, and Help.

Many of the commands in these menus are standard in all apps. For
example, the Open command is usually in the File menu and the Copy
command is usually in the Edit menu.

Status Menus

The right-hand side of the menu bar contains the status menus.

R

¢ (330009 Wed 1554 Q

|
Macintosh HD

These menus give feedback on the status of your computer or give you
quick access to certain features. For example, you can quickly turn on Wi-Fi,
do a spotlight search, change your Mac’s volume, see date and time, and
check messages in Notification Center.

Finder

This is where all your documents, letters, photographs, favorite music, and
so on are stored. Click the circled icon on your dock to access Finder.
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Once there, you'll see that Finder is like your filing cabinet.

Sorticons by
name or date

Show icons

View as icons (as
as list

shown in window)

Back & forward
navigation

You can find your
personal files, DR -
documents, o — s Y B T —
downloads and == All My Files
installed apps here = Boc [R——
.2 i Invoices
png report.doc macs.pdf
Devices such as ! \ - "
DVD drives, extemal
hard drives or DEVICES
memory sticks | MSO; A ipad Ipad handbook ipad_user_guide.pd map
rv - ZOLA0EX BookCov...100.pdf T RILT 0 i

3

Shared devices such
as network areas or
other computers

Red RDC Connections

Yellow
Green
Tags you can @ Blue
rename and assign
1o files so you can Purple
find them easier Gray
All Tags...

Two menus to take note of: Name and New Folder.

Name allows you to sort the icons according to their name (alphabetically)
by date, or by other criteria . New Folder allows you to create new folders or
perform operations on specific icons you have selected with the mouse.
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Tabs and Tags

Tabs is a new feature added to Finder that allows you to open different
folders in tabs for easy access.
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Tags allow you to place descriptive markers onto your documents to allow

you to find them easier. Click the document you want to tag and select the
Tags icon circled below left, and from the list select the tag that describes
the category of your document, e.g., work, holiday, and so on.
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To rename the tags to something more useful, click the Finder menu, click

Preferences, then click the Tags tab. As shown in the following screen, there

are a variety of tags to choose from.
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Show these tags in the sidebar:

©® Red =
® Orange Rename “Orange” E
Vellow Delete Tag “Orange”... g
Green -
© Blue No Color B
O Purple © Red |
© Cray ©) Orange |
Work Yellow B
Home O Green B
Important © Blue Bl
) Purple
© Gray

Drag your favorite tags to the area below to make them
available for quick use in Finder menus.

Tags
o O b © © ©

Favorite Tags

Click any of the bubbles to change the color or click the tag title to type a
new name.

Highlight a tag in the sidebar and you will see all the folders that fall under
that tag.
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When connected, USB flash drives and external hard disks are located in

Finder under Devices.
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There will also be an icon representing the drive on the desktop, as shown

circled here.

Wed 15:54 Q

Macintosh HD

MY DATA

Note that before unplugging the device it is good practice to eject the drive

by clicking on the eject icon in Finder.
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DEVICES
.| Macintosh...
=) iDisk

) MY DATE 2D

Accessing CDs/DVDs

More often than not, Mac OS will automatically detect a CD or DVD you

have inserted and load up the appropriate app (e.g., DVD player for DVDs,
iTunes for music CDs, etc.).

® 00 (%) iWork '09 Install DVD

Install iWork "09

‘>
Read Before You Install
iWork

~) iWork '09 Install DVD

If not, you can locate the disc in Finder.
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There will also be an icon on the desktop representing the CD/DVD.

d15:53 Q

To eject the CD/DVD, there is an eject button on the top right of the Mac
keyboard.

Macintosh HD.
iWork '09
Install DVD
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Dashboard

Dashboard is a useful utility that contains “widgets” —small applications
designed to accomplish a single task, such as a calculator, dictionary, clock,
translator, calendar, etc. There are hundreds of widgets available; to add
more click the plus sign on the bottom left-hand side of Dashboard, as
shown in the following screen.

Add/Remove Widget

DO

You can add widgets to your dashboard by clicking any of the icons in the
following screen. You can download hundreds of different widgets for all
sorts of things by clicking "More widgets...," shown at the bottom of the

following screen.



Browse through and select widgets you want to install, then click on them
and follow the prompts.

Edit _ View History Bookmarks Window Help
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Dashboard Widgets

Amazing widgets for your Mac OS X Dashboard.
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iTunes Support
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W

Widget Infa
1UP: Gaming News Now
30 Crashdrive
30 Paracise Paintball
A-Cro-K
Age of Curling Widget
All Around the Wall
AleKinderWidget
Apple Games
Apple Tiles
ArowKayControl
Asteroid
Asterods Widget
Attack Calculator
autold Autoquartet! Widget
Banana Warehouse

Bank!

Basketval
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Notification Center

Notification Center is a tool that organizes alerts from applications. It
displays those alerts until an associated action is completed. You can access
Notification Center by clicking the icon on the right corner of the menu bar.

3 = 6% 09:40 Q E

Once there, you can choose which applications you want to appear in
Notification Center and how they are handled. For example, you can click a
button to tweet, post status updates to Facebook, or view all notifications in
the sidebar pane. Messages, such as new emails or Facebook messages, are

displayed here.

3 = 7% G 09:40 Q =

* Apple
=== How 10 reset your Apple ID password. 3
Dear User, To reset your Apple ID passwor © @ mail
Apple now

bizhitioid iy How to reset your Apple ID password.

D
will

There are three types of notifications.

Banners: These are located in the upper right corner of the screen. They
appear briefly and then slide off to the right. (Note that the associated
application’s icon is displayed on the left side of the banner, while the
message from the application will be displayed on the right side.)

Alerts: These are the same as banners, but will not disappear from the
screen until the user takes action.

Badges: These are red notification symbols on an application’s icon that
indicate the number of items available for the application.
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Maps

Another great feature added to Mavericks is the Maps app. This allows you
to find any location on the globe and is great for finding driving directions.

You can type the name of the city or venue you are looking for in the search

field in the top right-hand corner. You can also enter postal/zip codes to find
specific areas.

eo0oe Central "l
4 4h &¢ || Directions [Ca g Standard .Ium. Satellite A | (Q Liverpool, England

Start: Manchester, England
[End Liverpool, England ]

ﬂ % | Clear

II, Manchester, England
0.6 miles
Continue on A34
13 yds
Continue on Brook Street

131 yds

[y
Take exit for AS7(M)

1.2 miles
Continue on Dawson Street

5.3 miles
Continue on M2

23.3 miles
Continue on Bowring Park Road

To use the directions feature all you need to do is type your location and
your destination into the fields shown and Maps will come back with a route
plus turn-by-turn directions for you to print or send to your iPhone.
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iBooks

To open iBooks, click the iBooks icon on your Dock.

Once opened, you can search for a particular book by typing an author's
name or a title into the search field on the top right of the screen.

Alternatively, you can search via the categories on the top bar. Once you
have found a book you want, select it and then click Buy Book. This will
download it and add it to your bookshelf in your library.

You can also click Get Sample if you want to see an excerpt before you buy.
You can find all the books that you have purchased by clicking the Library
button.

All your books are synchronized across all your Apple devices (iPhone, iPad
and iBooks on your Mac) so you can switch between them and pick up right
where you left off.

Multi-Monitor Support

Multiple displays in Mavericks work independently, so each monitor can
have its own menu bar and application running at the same time. This is a
big time saver.
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The Dock is also available on any screen. If you are on a local network
containing Apple TVs, an AirPlay icon shows up in the menu bar. You can
select an Apple TV from the menu and choose to mirror your current display
or to extend the desktop.

- Built-in Retina Display

Show All

[APREY Arangemens [RE0Y E.{_-) 3 = & (= Tue 8«

To reartangs the GAplavs 0ag Them 10 The desred Dovaion

To retoxate the mem bar drag 4 1o & dferent dapiay nnecte

Disconnect AirPlay Display

N I S [T —

Living Room Apple TV

SENREL - Mirror Built-in Retina Display
v Extend Desktop

AirPlay Duplay  Bedroom Apple TV i of Overscan correction

o Show mirroring options in the menu bar when available Cather Windows ?

Open Displays Preferences...

Spotlight

Spotlight is a search engine that allows you to locate anything on your Mac
by typing a query. If you look in the top right-hand corner of the screen,
you’ll see what looks like a magnifying glass. Click that icon and type in what
you’re searching for.

&1 99% Thu 11:30 Q

Macintosh HD

Spotlight automatically sorts out the different types of files, such as
documents, photographs, email messages, and so forth into different
sections to make it easier to find.
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D 32 = 4 (=1 98% Thu20:39 L e
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| Show All
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Documents [1, iLife08_0321502671_chap5.zip
D iLife08_0321502671_chaps....
Hardware Inventory
= Install.log
[™ macbook review 2.doc

Folders [ iLife Sound Effects

Messages Your Amazon.co.uk order ha...
Your Order with Amazon.co.uk
Refund on order 026-13647...
Your Amazon.co.uk order ha...
Your Order with Amazon.co.uk
The new iMac “is a sight to b...

PDF Documents  [% iPhoto_08_Getting_Started-...
[% iPhoto_08_Getting_Started. pdf
[% AppleTraining_CertCatalog.pdf
[% Apple-iLifeinEducation.pdf
[% Using Apple Macs 2.pdf

Webpages = iphoto tutorial - Google Search

Cantlinht Drafarancar

As a fun bonus, Spotlight can also give you definitions of words.
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The Cloud

You will need an Apple ID if you want to use iCloud or Apple Email or to
purchase apps from the App Storeor songs from iTunes Store.

Creating an Apple ID

To create an Apple ID, open Safari and go to the following website:
appleid.apple.com

From there create an Apple ID by filling in the forms, then click Create Apple
ID.

iPhone iTunes Support

My Apple ID

What'S aﬂ Appie ID? Manage your Apple ID

An Apple ID is your user name for everything you do with Apple

Change preferences, edit privacy

Shop the iTunes Store, enable iCloud on all your devices, buy
settings, and keep your details current.

from the Apple Online Store, make a re

ervation at an Apple
Retail Store, access the Apple Support website, and more. Reset your password »

Learn more about Apple ID»

Create an Apple ID

Signing up is quick, easy, and gives you
access to all things Apple.

Find your Apple ID »
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iCloud

iCloud is an online data storage service provided by Apple that allowsusers
to house data (i.e., music and iOS applications) on remote servers. This data
can then be downloaded to a device of your choice, such as an iPod touch,
iPhone, or iPad. iCloud synchronizes email, contacts, calendars, bookmarks,
notes, reminders (to-do lists), iWork documents, photos, and other data so
you can access them from anywhere.

The service also allows users to back-up their iOS devices wirelessly to
iCloud instead of manually doing so using iTunes. To use iCloud, on your
Mac go to System Preferences from Apple Menu.

l l Finder File Edit View

About This Mac
Software Update...
App Store...

System Preferences...
Dock B

Click and open iCloud.

Internet & Wireless

84 @ 1 & 0 @

iCloud Mail, Contacts MobileMe Network Bluetooth Sharing
& Calendars

Enter your Apple ID.
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iCloud [ s

4 Contacts
iCloud stores your content and wirelessly pushes it 1o your devices. “
Learn more about iCloud

iCloud
6 - Account Details.
: Sign Out

Set up Cloud with your Apple 1D: .
Password sign in
Creste 2 Appie 0. Poruel passrd? (Cloud Storage: 449 G o 25 G

£) [ 1| Manage.

Now select which services which you want to enable on iCloud.
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App Store

The App Store is a convenient way to buy and install applications onto your
Mac without the need for discs. To access the App Store, go up to your
Apple Menu on the very top left of the screen and click App Store.

I(Q Finder File Edit  View
About This Mac
Software Update...

System Preferences...
Dock >

Recent Items =
Force Quit Finder X{¥Y

Sleep
Restart...
Shut Down...

Log Out User... 0 #Q

This will bring up the main store screen. You can type in the name of the
app you are looking for in the top right search field or browse by category.

S * &= S ® C o v

Featured Top Charts  Categories Purchases Updates

To buy anything, just click the price, then click Install App and sign in with
your App Store/iTunes account.
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121. Essential Skele 122. Photo Collage

[ [ ® = 2~
Funeed  TopOm  Camgores  Puchases  Updases
$ign in to downioad from the App Store.
I L 1 e 8 Al 0, g it .y b i T
O o Seare o Motuiete. for €137, you Kt an ADDH 1D you S6n hase 31
125. U Sudoku Daily & 1 e
Game o

ok kR 50 Ratings The Aopie 10 MM
oy kevwiifimaccom | [sssssses
[ Free [~ ]
wh 5 Creste Aople 1D Concei | (i)

129, Learn Spanish
Educat

cap

The app will now download. Once it is complete, you can find your newly
installed app in Launchpad on your dock.

Photo Booth EazyDraw Worms '-hloanmsl_}‘ Learn Spanish Quick
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Time Machine

Time Machine is a program for file backup that comes with your Mac. It
works by creating incremental backups of all your files on your computer so
they can be restored at a later date should you lose anything.

Time Machine also allows you to restore your whole system should your
computer fail to start.

Setting Up

Connect your external hard disk to a USB port as shown here.

If you haven’t yet specified a backup device for Time Machine to use, the
program will ask if you would like to use the external disk for backups the
first time you connect it. Click "Use as Backup Disk," and you’re done.
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Do you want to use My Backup (59.67 GB) to back up with Time
Machine?

Time Machine keeps an up-to-date copy of everything on your Mac. It not only
keeps a spare copy of every file, it remembers how your system looked, so you
can revisit your Mac as it appeared in the past.

|| Encrypt Backup Disk

Q | Decide Later | Don'tUse | | Use as Backup Disk |

~J

Confirmation is shown in the following screen.

enn Time Machine
[1 l-][SbwA.ll | (Q
. SR ;

20.9 GB of 250 GB available

/ \ {9 MacBook-backups

— Oldest backup: October 22, 2(
- Latest backup: Today, 10:54 A
| Select Disk... |  Next backup: Today, 11:33 AA

Time Machine

Time Machine keeps:
orr () o~
» Local snapshots as space permits
» Hourly backups for the past 24 hours

» Daily backups for the past month
» Weekly backups for all previous months

The oldest backups are deleted when your disk becol

[} Click the lock to prevent

further changes. ¥ Show Time Machine in menu bar Opt

Make sure you select "Show Time Machine in menu bar."

Then, whenever you want to back your files up, just connect your external
hard disk and the backup will start automatically.
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Restore Iltems

To restore something, click the icon on your menu bar as shown in the
following screen. Then click "Enter Time Machine."

EBl= « GFaoow Sun13:42

Backup Delayed...
Back Up Now

nter Time Machine

Open Time Machine Preferences...

Plug in the external hard disk you used to back up your files.
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Select which date to go back. All the purple highlighted dates are dates on
which Time Machine made a successful backup of your files.

Pictures
Pictures
Pictures

e —————

Pictures

Jdictures

Lo.lle L0

Name PL020275.jpg
Kind JPEG image
Size 644 KB
Created Friday, 17 August 2012 19:00

d Friday, 17 August 2012 19:00
La i Friday, 17 August 2012 19:00
Dimensions 2560 x 1920

- (& Pictures » & P1020275.jpg

Look for the file you want to restore in the Finder window shown below by
browsing through the appropriate folders in Favorites: Documents,
Downloads, Movies, Music, and Pictures. Or click All My Files to view a list of
all your documents.



&l Pictures
£~ W~ fod

5 All My Files
#% Applications
L Deskiop
Documents
© Downloads
Movies

J7 Music

il MacBook Pro

. Macintosh

Carrces

= 15_ImdS_pleiades jpg
§ 157413.10. 46540 njpg
Downloaded Albums

Bl iChat icons
M iPhoto Library

M45_The_Pleiades JPG
P1020275 jpg

P1020785.jog
B Panettarth.jpg
W PrinterTest jog

1 Macintosh HD »

1 Users » /D User » [ Pictures »

Today (Now)
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PLO20275 jog
JPEC image

v
17 August 2012 19:00
2560 1920

- P1020275.jog

When you have found the file, click Restore on the bottom right of the

screen.
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Security Considerations

I have found over the years that it is best to set up two separate accounts
for yourself: Standard and Administrator. Standard is best for everyday use,
such as web browsing, email, photos, music, word processing, and so on.
Adminstrator is typically used only to install new software or updates—
never for normal use.

The theory is that a standard user is not able to change system settings and
that malicious software is less likely to do any damage because of this.
Administrators have full access to all settings and all files on the system,
making it a risky user account to use for normal use.

Open up the System Preferences on the Apple Menu, as shown in the
following screen.

IJ Finder File Edit View

About This Mac
Software Update...

App Store...

System Preferences...

Dock >
Recent Items =

Force Quit Finder X {38

Sleep
Restart...
Shut Down...

Log Out User... ¢#8Q
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Under System, click Users & Groups, as shown in the following screen.

[. NSNS System Preterences
Personal
— % ’
= & M B @ o @ @
General Desktop & Dock Mission Language Security Spotlight Universal
Screen Saver Control & Text & Privacy Access
Hardware
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
Internet & Wireless
g @ B & 0 @
iCloud Mail, Contacts  MobileMe Network Bluetooth Sharing
& Calendars
System
L » ¢ B ¥ @ 2
Users & Parental Date & Time Software Speéch Time Machine Startup Disk
Groups Controls Update
Other
* =
Apple Flash Player Rapport
Qmaster

The left side of the following screen shows how | have my laptop set up.

User: Standard

Administrator for installing software and making system changes: kevwils

Guest User: Disabled

To add a new user click the padlock icon and enter your password. Then

click the plus sign.
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L RS NS)

[« > ][ Showall

Users & Groups

Current User
User
™ Standard
Othe

o> kevwils
~= Admin

Guest User
Disabled

Q Login Options
+ |- [

@ Click the lock to make changes.

Login kems |

| Change Password... |

Full name: User

Apple ID: kevwils@me.com = Change... |

Address Book Card: |  Open...
Allow user to reset password using Apple ID
Allow user to administer this computer

Enable parental controls | Open Parental Controls...

You can now enter your new user details.

New Account: = Standard

Full Name:  kevin

Account name: | kevin

Password: [uuu--|

e

Verify:

Password hint:
(Recommended)

Cancel [ Create User

Click Create User.

Gatekeeper

Gatekeeper was introduced in Mountain Lion and OS X Lion v10.7.5 and
checks for malware to help protect your Mac from misbehaving apps
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downloaded from the Internet. The settings are located in your System
Preferences under Security & Privacy. Here you can select the appropriate
options.

®e0o Security & Privacy

FileVault  Firewall Privacy |

A login password has been set for this user |' Change Password...
|| Require password immediately : after sleep or screen saver begins
|_| Show a message when the screen is locked  Set Lock Message. ..
[ Disable automatic login

Allow applications downloaded from:
(_) Mac App Store
() Mac App Store and identified developers
() Anywhere

0 ———
d Click the lock to prevent further changes. Advanced... | (?)
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Using the Internet

Safari is Apple's web browser.

Launching Safari

Click the Safari icon on the dock to launch the browser, as shown in the

following image.

This will bring up Safari’s main screen, as shown here:
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@ Safari File Edit View History Bookmarks Window Help O L T4 @ Mnlgd7 QiE

‘@00 Google
> Options menu ¢
b aboot  News ™ Popalar * Bookmarks bar

RSN P | Add Bookmark
& Email This Page

YouTube Mews Gmall Drive Calendar More -

Back/Forward a page

Ei Facebook

Address bar. Enter website
address or search word

Open new tab

-
GO \/ Reader. Useful feature to

help make reading web
pages easier. Makes it look
like an e-book; black text
on white background

Sidebar — view
...\ bookmarks T

Using Safari

Start typing in the address bar. What you type doesn’t have to be a website
address; it can be a keyword. If, for example, we wanted to find the Amazon
website, we could simply type "Amazon." The following screen shows a
number of sites we can then access.
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Untitled

| 8 www.amazon.com — Amazon.com

Amazon.com WWW.AMazon.com

Q www.ama

Q www.amazon.com

Q www.amazon.co.uk

Q www.amazon.com/mytv
Q www.amarujala.com

Q www.amazon.ca

Amazon.couk ‘.
Amazon.com: BOOBOET711

Amazon.com: Online Shopping for Electronics, Appar...
Amazon.com: BOOC1EMM7C

Amazon.com: BOOBBA715C

Amazon.com: BOOBRO1F8I

Amazon.com: BOOBUP14TO

Search for "www.ama” in History
Go to Site "www.ama"

Using the Sidebar

Safari's new Sidebar houses Bookmarks, Reading List and Sharedlinks and is
accessed by clicking the book-shaped icon shown here and on the top left
side of the following broswer window:

®f Safari File
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‘800 Google
L4 > | [OD) 2| + B nups i www.google.couk - viokUgaSMeeMOWW] poA

Search

Goog

‘ Yahoo!
E News

B Popular

Google Search  'm Fealing

Advertising ~ Business  About

Coolkies help us deliver our services. By using our services, you agree o our use of cookies.

Let's quickly look at Bookmarks, one of the Sidebar's more popular features.

Bookmarking Pages

Bookmarking pages allows you to save websites without having to
remember addresses or having to search for them again.

Click one of your bookmarks in the Sidebar shown in the previous screen
(for example, Wikepedia). From the menu, select Add Bookmark, as shown
in the next screen.
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Google

< > [_J - | + B https @ www.google.co.uk

& Add to Reading List |Wikipedia  Yahoo! News ¥  Popular =
O v i
& Email This Page
@ Messages
@ AirDrop
W Twitter
Facebook

When prompted for where to save your bookmarked page ("Add this page
to:" popup), choose Favorites Bar.

Google
3§ hups @ www.google.co.uk
wwebook Twitter Wikipedia Yahoo! News ™ Popular ™

Maps Play YouTube News Gmalil .
Add this page to:

(1] Favorites Bar

>

Google |

Cancel Add

PI’\ 's (T]{)

Your site bookmark will now appear on the Bookmarks Bar.
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Apple Email

To access your email, click the following Mail icon on the dock:

Setting Up

The first time you run the Mail program, you must set up your email
account. These details are available from your service provider. Choose the
type of email you have. | have an Apple ID, so I’'m going to select iCloud.

0o Inbox

Choose a Mail account to add
» ®iCloud

Microgoft
Exchange

Gmail

YasHoO!

Aol.

Add Other Mail Account

7 Cancel | Continue |

Click Continue.
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Enter your Apple ID. If you don’t have one, select Create Apple ID and follow
the instructions. Otherwise, click Sign In.

006e Inbox
=R~ el I | J B
Get Mail New Message Delete Junk Reply Reply All Forward Flag
= show |
Sort by Date v
-
A iCloud

Sign in with your Apple ID to set up iCloud on this computer.

Apple ID: lexamp\e@ic‘woud.com

Password:

Enter your Apple ID email
and password here Forgot Apple ID or password?

| Create Apple ID... Cancel Sign In

Select what parts of your Apple ID iCloud account you want to add to Mail.

aNaN:) Inbox
‘ J | J [ )
Get Mail New Message Delete Junk Reply Reply All Forward Flag
[ show |(ITZD sent
Sort by Date v

& iCloud

Account: kevwils@me.com

™ 1 mail
™ ]il Contacts

S—
~ Calendars

™ B Reminders
—

v

Use with:

Notes

™ m Safari

Cancel Go Back | | Add Account |

This will sync all your contacts, calendar appointments, Mail, and Safari
bookmarks with your iCloud account so you can access them on any
machine you sign on to.
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Using Mail

Depending on your version of Mail, the main screen will look similar to this:

SMART MAILBOXES

800 Inbox (2313 messages) 5

=] = (@ :%,\ a ,\

MAILBYXES Compose Forward -
Check for new message to June 10, 2007 8:34 pm
new mail Dear K Wilson, We would | someone else 1t changes to PayPal Akcounts in the

Sales Support 7/06/2007 Search for
WILE Shipping confirmation
KEVWIL

Dear Kevin We are pleased to confirm that your order will be messages

(] Junk E-mail shipping tonight by Royal Mail, reference: DL 2628 6873 2... Paypal

(2] Sent auto-confirm@amazon.co.uk 6/06/2007

= Your Order with Amazon.co.uk

(3 Trash Thanks for your order, K P Wilson Want to manage your L

developments affecting all

orcer enline? If you need to check the status of your order
Dear K Wilson,
Amazon.co.uk 18/05

Dear kfvwils@drakmus.fsne
shipged item(s) in your order,

mazon.co.uk Customer
Important Notice: Your Amaz

We would like to announce important developments affecting all P:
Union (the "EU").

Reading pane for
selected message

No action is required on your part, and you will be able to cf
changes.

Currently, PayPal (Europe) Ltd. is the service provider for PayPal inf

message

Writing

To write a new email,

screen:

=

— Regarding Order 026-018 547 rom E W Link o UK company regulated an authorised by the Financial Services Ay
MAIL ACTIVITY L1d. 1 of EW-Link 7 Port USB 2.0 Hub Hi Speed - Listed & s ronic money Institution. This authorisation enables PayPal to J
to-confi 1.co.uk 17/05/2007 ' . .
. From 2 July 2007, a new PayPal company, PayPal (Europe) S.a r.l.
Received Your Order with Amazon.co.uk will become the service provider for PayPal in the EU. This is a Lux|

by the Commission de Survelliance du Secteur Financier (CSSF), tf

Thanks for your order, K P Wilson Want to manage your A
FSA. PayPal Luxembourg will provice the PayPal service throughoul

order enline? If you need to check the status of ur order

Your customer relationship with PayPal

On 2 July 2007, your customer relationship will be automatically t
to PayPal Luxembourg. This Incluces your custamer relationsnip asf
PayPal User Agreement and, for applicable UK merchants, the Pay!
Agreement {collect the “Agreements”).

sales @leadworship.com 14/05/2
New Order

leadworship.com po box 2101 lincale, x 75771 866-
LEADWORSHIP K Wilson

a New Email

click the following Compose icon on the top left of the

All you have to do now is fill in the fields.
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Carbon Copy Used if you

— want to send a copy to
Reclple_nt s someone else
email

@00 Re: hi

[ = | (|| & LAl EH
A

hject: Re: hi

Send
message

How are you doing?|

Add attachment such
as a file or photo

m: | Kevin Wilson <kevwits1@sky.com> +|[ Sky

Subject. A brief phrase
describing what the
email is about

Email account you
are sending the
message from

The main body of
your message

Once you are finished writing your message, click the Send Message icon on
the top left.
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Calendar

iCal is useful for storing all your friends' email addresses, phone numbers,
and so forth. These can be synched with your iPad, iPod touch, and/or
iPhone. | find it easiest to view the calendar in Month view, as shown in the
following screen:

@00
Calendars | [+

' g'”""‘f | Add new Event

@ Work
& UK Holjday Dates Summer Bank...

View calendar
day at a time

10 "

Calendar

3
\_ Day Wesl o Year | Q *
> ¥

September 2013
- View calendar
View calendar month at a time
week at a time

Search calender
A wed 5 8 " | for event, etc.

1 September

@ sirthday

12 13 14

15
Select calendar. Can

Gas/Elec
Tv Lic
have separate calendar
for work and home 17 18 19 22
Mobile

— Calendar event

o = = 5 | double click to edit o~

<Gncil Tax

4 30

Click the following circled icon on your dock to access iCal:

vww allitebooks.conl
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Adding an Event

The quickest way to add a new event is to click on the plus sign shown in the

following screen, and then enter the event name, time, and date. iCal will

then add an appointment to your calendar.

@00

Calendars | | +

dinner at 8pm on friday

W UR monoay uates 7o

& Binhdays

23

Calendar
| Day Week

Council Tax
3 4
10 n
17 18

Mobile

Water

24 25

27

Q |

September 2013 |

1 September

7 8

14 15 |

Rent Gas/Elec |
TV Lie

21 22

28 29 |

Council Tax

A new event box will show up on the date you entered.

Here you can amend the details of the appointment. Enter a name and

select the start and end times if appropriate. Also add location information

and a reminder, just by filling in the necessary sections.
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66006 Calendar >
Calendars li\ Day Week m Year |
s < Tosy > ptember 2013
O Work Select calendar
@ UK Holiday Dates 1 September
s Summer Bank... Council Tex eg home or work
™ Binhdays
£ g 4 5 dinner at 8pm on friday 8]
6 Sep 2013 20:0010 21:00
9 10 1 12 13
A
16 17 18 19 20 21 22
Mobile:
Waler
i = e Amend details | 5, =
if needed Councl Tax
2 30

All the events will be synched with your iCloud Apple ID account, so you will

be able to get your calendar on your iPhone, iPod touch, or on the Internet.

Another useful feature of iCal is that you can add calendars other people

have shared and also public holidays, shift rotas, or timetables for work or

college just by adding the address of the published calendar.

A common example is public holidays.

006 Calendar
Calendars. | Day Week Year |
iCloud
& Home 1 “US Holidays” Info
[~ UK Holidays & | 17 Name: | US Holidays | (e
@ work >
@ UK Holiday Dates Summe Subscribed to: | http://ical.mac.com/ical/US32Holidays.ics
ott Location: | iCloud
# Birthdays Remove: W Alerts
2 ™ Attachments 7
Last updated: 29 December 1 23:58:45 GMT-0:01:15
Auto-refresh: Every week
9 Ignore alerts 14
Rer
Cance | (0K
16 17 18 19 20 21
Mobile

Water
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To add a public calendar, go to the File menu and select New Calendar
Subscription, as shown in the following screen. Then give it an appropriate
name and enter the address as shown in the "Subscribed to:" box in the
previous screen.

m Edit View Window Help

New Event #EN
New Calendar =
Import [ 2
Export >
Close ®’W

Print... P
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Using iTunes

iTunes allows you to organize and manage all your music. You can purchase
individual tracks or entire albums from the music store, or you can import
music from an ordinary music CD. | find iTunes easier to use with the
sidebar showing. To turn it on, go to your View menu within iTunes and click
Show Sidebar.

Volume control

Main library

0o
« [l »

o Pemater Soe 450 Mmastens (et N Tt Chsnsan 4.0
101 Gy, 1001 GB.
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iTunes Store

From the iTunes store, click Sign In.

<4 b co— F " ? oy
LIBRARY
J3 Music
[ Movies
e Sign In 1o download from the iTunes Store
ﬁ She If you have an Apple ID and password, enter them here. If you've used the
p—— | T N E S S J iTunes Store or iCloud, for example, you have an Apple ID.
) Munes Store Apple ID Password ;
2 Purchased
2 Purchased on Kev's iPod Music
Create Apple ID
PLAYLISTS
£ 90's Music
#} Classical Music
4} Music Videos
4} My Top Rated
£ Recently Added Music = Singles. | Pre-Orders.

e
e T—

Top 50 Most Played i}
Bovans P e - B

Enter your Apple ID and password.

Sign In to download from the iTunes Store

If you have an Apple ID and password, enter them here. If you've used the
\ iTunes Store or iCloud, for example, you have an Apple ID.
-

Apple ID Password Forgot?

l

lade) . Create Apple ID

Cancel Sign In

If you don’t have one, click Create Apple ID and follow the instructions on
screen. Once you are signed in, type the song titles you want in Search

Store.
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Q, Search Store

.. If you've used the
¢ 1D.

Purchase the songs. The songs will download to your Purchased playlist.

STORE
) Munes Store
=) Purchased
=) Purchased on Kev's iPod

PLAYLISTS
G 90's Music

Creating Playlists

To create a new playlist, click the + sign in the bottom left-hand side of the
following screen. This will add a playlist to the library. Type in the name you
want to call it.
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¥ PLAYLISTS
(5 iTunes D)
#81 90° Music
#&1 Classical Music
& Music Videos
B My Top Rated
# Recently Added
#& Recently Played
# Top 25 Most Played
Books
E CY's Tunes
[} On-The-Go 1
Wi

[} Voice Memos

To add songs to the playlist, click Music Library, then drag the songs to your
playlist as shown in the following left-hand pane. To add the playlist to your
iPod device, drag the playlist from the left-hand pane of the iTunes main
window to your iPod, which is listed under devices, as shown to the right.
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¥ Name
¥ Fun, Fun, Fun
¥ God On+Knows €

Burn a Playlist to a CD

When adding music to your CD playlist, as a guide, keep an eye on the status
bar at the bottom middle of the main window; an 80-minute CD will hold
1.2 hours.

Once you have compiled your playlist, right click on it in the pane on the
left-hand side. Click Burn Playlist to Disc.
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G My Top Rated CD Burner: HL-DT-ST DVDRW GSA-S10N
@ Recently Added Preferred Speed: | Maximum Possible 8|
Recenthy PL '] Disc Format: (@) Audio CD
ﬁ " Gap Between Songs: | none B
'ﬂ' Top 25 Most Played ™ Use Sound Check
D Bors b ™ Include CD Text
(O wMpP3CD
Export... =
(0 Data CD or DVD
H Bum Playlist to Disg Data discs include all fles in the playlist. These
h discs may not play in some players.
Cuplicate
Delete Cancel ) (C8um=)

The Use Sound Check option is useful when you have made a compilation of
songs from different aloums. It makes sure all the songs are at the same
volume level so you don’t have to raise or lower the volume too much when
you're listening to the CD.

Make sure the Gap Between Songs option is set to None. Insert a blank CD-
R, then click Burn.
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Using iPhoto

e IPhOtO is a great way to store and manipulate your photographs taken
from a digital camera. You can create albums and slideshows, email a photo
to a friend, or post them onto Facebook. You can even put together your
own album and send it to Apple. They will print you a copy and mail it to
you; these are great for family albums or wedding albums. Click the iPhoto
button to access the features, which are shown in the following screen.
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Importing Your Photos

Most digital cameras connect to your computer using a USB cable.

When iPhoto asks you to import the photos, enter a meaningful name for
your photos. For example, the name could be “Spain Holiday,” “John’s
Birthday 2012,” etc., depending on what the photos are of. This helps you
find your photos later on.

@00 __
LIBRARY
® Events i Import 4 Photos
Photos
A Faces
& Places

RECENT
% South Africa 2011
1) Last import
151 Last 12 Months
) Photo Stream
™ Flagged
@ Trash
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Once imported, iPhoto will ask you if you want to keep the photos on your
camera or delete them.

m Delete Photos on Your Camera?
- 4 photos were successfully imported into iPhoto.

0

| Delete Photos [——Koepﬁlotos—]

| found it best to delete them if | have imported them into my iPhoto library.
This means | have a clean camera for the next time | want to take
photographs and helps eliminate duplicate photographs in the library.

Now go to your Photo library on the left-hand side, shown in the following
screen.

800 iPhoto o
AN Photos
% Events
7] Photos untitled event
A Faces Fish Tank
& Places untitied event
RECENT Computer Components
% South Africa 2011
Q/ Last Import
[=7 Last 12 Months
1 photo Stream
™ Flagged
W Trash
DEVICES
& NO NAME
ALBUMS
VIDEO
xmas 05
2006

erchZem plidasbhen,

You should now be able to see all the photos you just imported. Now this is
where you can put them into albums, create slideshows, upload to
Facebook, email them to friends, or create prints.
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Manipulating Photos

A common problem | have come across when taking photographs with a
pocket digital camera is that sometimes photos can come out a bit dark. For
example, the top left photo in the following screen is very dark.

LIBRARY Photos
Events
£ v Fish Tank 1
== Tt I T s B
2. Faces
@ Places

RECENT
4 South Africa 2011
(1) Last Import
5 Last 12 Months
£53 Photo Stream
™ Flagged
# Trash
ALBUMS
VIDEO

=2 xmas 05
2006

To edit the photo, double click it, then click Edit.
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2/‘1’3

Edit Add To

This brings up the following Edit screen. Click Enhance. This allows iPhoto to
auto-select the best brightness and contrast settings for your photograph. It
usually does a good job.
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Photos 4,691 o1 4,725 Quick Fixes

Effects Adjust

*.  Enhance

Fix Red-Eye

4| Straighten

crop

.. Retouch

Revert to Original

o
Info

Can you see the baby fish in the photograph? Look closely.

¢ O =

Create Add To Share
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Photos 4691 014,725 & Quick Fixes Effects Adjust
hj Rotate

*~¥. Enhance

™  Fix Red-Eye

{#) straighten

=
b

Crop

. Retouch

Revert to Previous

2Ll

Effects Tab

You can also experiment with different effects, such as sepia or black and
white, by clicking on the Effects tab on the right-hand side.



66 CHAPTER 10: Using iPhoto

Photos

4,691 of 4,725 * Quick Fixes

Lighten

Warmer

Effects Adjust

Darken Contrast

Saturate

Antique

Adjust Tab

You can also make more specific changes to your photographs using the

Adjust tab. This allows you to manually change the contrast, brightness,

sharpness, and so forth.
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XSRS iPhoto o

LIBRARY ey 4,650 of 4,726 Quick Fixes Effects
% Events

A Faces

& Places
RECENT

% Fish Tank

Last Import

51 Last 12 Months
F! Photo Stream
™ Flagged

B Trash

Saturation

Avoid saturating skin tones

ALBUMS
VIDEO
xmas 05
2006

WiB

K Kevin wilson

Revert to Original
[ ] ‘ 3 a1
info Create Add To Share

Here is a list of some of the manual adjustments you can make:

(D (—
Zoom

Histogram and Levels Slider: Adjust the photo’s light and dark levels
Exposure: The photo’s overall brightness and darkness
Contrast: The difference between light and dark areas of your photo

Saturation: Color richness. Avoid saturating skin tones. Keep skin tones the
same while you adjust color intensity.

Definition: Improves clarity, reduces haze; affects contrast in parts of the
photo

Highlights: Reduces the brightness of bright areass
Shadows: Brightens shadows to improve detail in shadowy areas
Sharpness: Crispness or softness

De-noise: Graininess, usually on dark photos
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Temperature: Color tone of photo—cool has a blue tint and warm has a red
tint

Tint: The photo’s overall color cast

Eyedropper: Use to automatically adjust temperature and tint based on
gray or white area

Editing Photos

From the Edit screen you can also rotate your photos if you took them in
portrait mode on your camera, as well as crop and straighten photos.

_9 00 iPhoto

LIBRARY New Brighton Quick Fixes Effects

| Photos T

57 Rotate
A Faces )
& Paces

&

Enhance
RECENT

% New Brighton
2 Last 12 Montns . ' Fix Red-Eye
1) Last import
D Photo Stream
P Fiagged

¥ . T e

[\ Straighten

ALBUMS
& vioeo . Retouch
xmas 05

L 2006

X0 (—

Rotate

This rotates the image 90 degrees each time the button is clicked.
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Enhance

This automatically enhances the light levels, white balance, color, and
contrast of the image.

Red-eye

This feature automatically cancels out red-eye.

Straighten

This allows you to rotate an image left or right by small amounts to make
the image look straight. It's useful if the camera wasn’t straight when the
photo was taken.

Crop

This enables you to cut the surrounding parts of an image out. When you
click Crop you’ll notice that a highlight window appears. This is to select the
part of the image you want to keep. All the surrounding area is removed.
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Constrain: = 2560 x 1920 3

Retouch

This feature allows you to remove spots or blemishes on a photograph or
remove an object you don’t want.

Creating Albums

To create an album, click the photos you want to include (you can select
multiple files by holding down the CMD key on your keyboard.

Click Add To, shown on the bottom right of the following screen.
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Add To

D &

Slideshow iCloud

From the menu that appears, select New Album to add to a new album. Or
if you want to add the photos to an existing album, just select the album
name from the menu.

Albums

JEl=E .

New Album VIDEO xmas 05

E!!

2006 Book Covers

Once your album has been created it will appear in the Albums section on
the left-hand side of the screen, called "untitled album." Type in a more
meaningful name.
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ALBUMS
(& vipeo
) xmas 05
1 2008
2] Book Cavers
.. untitled album

To add photographs, it’s a matter of selecting photographs from the library
and dragging them over to the album you just created.

AN0

LIgRAKY

o Photos

T Faces

# Maces
YRECENT

Sta. Ulalia Lancdscapes

™ Last 12 Months

# Lt impen

P flagged

1) Teash

v ALRLAS

g Summer Holid .y L] -'

[+ 0 " 7| ' Q: ) 1 phato setected
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Creating Slideshows

Creating a slideshow is very similar to creating an album. Select New
Slideshow from the File menu. Rename the slideshow that has now
appeared in the bottom left of your screen.

New Empty Album

LIBRARY New Smart Album..
% Events New Folder XO%N
& Protos New Book
New Card
Faces
i New Calendar

New Slideshow

RECENT

Import to Library. ol
# 28Aug201  Switch to Library...
=2 Last 12 Mo . h

Export... o XE
o e Reveal in Finder >

Flagged Close Window =W
W Trash
SHARED P
s

- er Prints.

Print.
ALBUMS
& VIDEO
(& xmas 05
I 2008
i Book Covers
I untitied album

SLIDESHOWS

In this case, | named it Summer Holiday. Once your slideshow is created, it’s

just a matter of dragging in photos from your photo library as before.
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(&5 Photos
Faces

@] Places

' RECENT

|_| Sta. Ulalia Landscapes
] Last 12 Months
¥/ Last Import
P’ Flagged
B Trash

F ALEUMS
Summer Ha

Add some
music

Play slideshow
full screen

Theme changed the
transitions between
slides and the fonts

Exportand
share with
friends

Emailing Photographs

To email a photograph to a friend, double click the appropriate image, as
shown in the following screen.
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iPhoto

Photos 1 photo selected (3 more hidden)

v Fish Tank 7 Jar

w‘ w
o “a
———

47 photos

e »

= Order Prints...
B rickr...

Show photos
in slideshow

If this is the first time sending email through iPhoto, you will be prompted
to set up an email account. The best thing is to link it to the same email
account you set up in Apple mail.

My email is on iCloud, so I’'m going to select that and click Setup.

Then enter full name, email address, and password. This information will
have been sent to you from your service provider when you signed up.
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Add iCloud Account

Full Name: Kevin Wilson

Email Address: [kevwils@sky.con{ I

Password: sesese

Description: iCloud

. Cancel || Save ]

iPhoto lets you select all sorts of fancy email templates; it’s just a matter of
choosing one from the list on the right-hand side.

Uploading to Facebook

Uploading photos to Facebook is simply a matter of selecting the
photographs you want, as highlighted by borders in following screen. Click
Share and select Facebook.

Photos _Events Share \View Window Hel D = 4 @Feaw Sat

LIBRARY Photos
3
- Cumbria 2011

Easter Breakfast
A Faces

& Places

ECENT

% Fish Tank

) Last import
57 Last 12 Months
£23 Photo Stream
™ Flagged

B Trash

Fish Tank

Computer Components

ALBUMS
VIDEO
xmas 05
2006

If this is your first time uploading to Facebook, iPhoto will ask for your
Facebook email and password. Enter your details and click Login.
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0.0 iPhoto

LIBRARY
% Dents Login to Facebook
= Login 1o Facebook 1o CONNECT it 1o the iPhoto Uploader. After
YOU CONNECE, YOu can publish phatos directly from iPhoto to
E Facebook.
AL Faces
@ racs Y —
SCRNT Password
% Fish Tank
Sl | agree to Facebook's terms.
Last Import

Last 12 Months
=1 Photo Stream

Eorgot vour oassword? Cancel

o Flagged
§ Trash
ALBUMS
VIDEO
xmas 05
2006

0 7/ # O ¢
info  Edit Create Add To Share

iPhoto shows you the albums currently on Facebook, under a new heading
called Web on the left-hand side.

1ann
| usrary
% Events
Photos
. Faces
D Places
| recent
| & Fish Tank
Last Import
=1 Last 12 Months
21 Photo Stream
} ™ Flagged
U Trash

Cover Photos

ALBUMS
VIDEO
xmas 05
2006

Computer Co...
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Using iMovie

iMovie can be great for editing together your home movies. Perhaps you’ve
just come back from your holidays, maybe a family member or friend has
just gotten married, or maybe you are just collecting precious memories of
your kids.

You will find iMovie on your Dock or in Finder.

Importing from Your Camera

Connect the camera to your computer with the USB cable.

Turn on your camera and set it to PC Connect mode (this mode may have a
different name on your camera).

The first time you import from a device that records high-definition (HD)
video, an HD Import Setting dialog appears. Even if you aren’t importing
high-definition video now, select Large or Full, and then click OK.

Select which video clips to import. To import all clips, set the
Automatic/Manual switch to Automatic and then click Import All.
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ann Import From: Sony DCR-5X63

Generating Thumbnails

Processing Event: Full Sail NHT Training Summit

Time remaining. less than a minute

([ Automatic ;
[ 2 ) Ta kmport all chips from the camera, click Import All. Done | Import Selected...

Camera: [ Sony DCR-SX63 ol [Achive st | [ & ] O e— ]

Editing Your Footage

Editing is a matter of selecting sections of your footage, as shown in the
following screen, then clicking and dragging them to the project window in
the top left.
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Movie preview
‘window

Music, Photos,
Text tities,
transitions.

animations.

Your project
timeline -
contains all your
clips put together

Preview & Play
edited movie

Unedited
footage, select
bis you want
from here

Once you are done, you will have built up a little timeline of different clips.

iMovie

Project - My First Project

Transitions

You can also add transition effects between the clips in the Transitions
window. To do so, click the Transitions button, circled here.

ERE = )3

From the Transitions window, click a transition and drag it to one of the
gaps between two clips on your timeline.
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anon iMovie >
Proea [ Project - My First Project

=i~

£

Animations

You can add little animations in the Animations window. To do so, click the
Animations button, circled here.

RBEe)

A good one is the Map feature, which works well for vacation videos. To add
one, just click and drag it onto the point on the timeline at which you want
it to appear. I'm adding mine to the beginning.
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Project - My First Project

capetown haliday

¥ "Capeionn ROV
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Pages 5

Starting Pages

To launch Pages, click the Pages icon on the Dock.

Once Pages 5 has opened, you can open a saved document or click New
Document (bottom left) to open a new one.
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(Y« On My Mac Pages ent Q

= llm o

oo
aa

FAVORITES ;
& Applications (] Amazon MP3
| Desktop (L] Amazon Music Importer
€ Downloads ¢
{1 Movies aquarium cy...results chart
aquarium water test
J7 Music ? ietiugpeinsit
{2l Pictures ] Aquariums
DEVICES . g
) ] Backup002
+, Macintosh HD K ,
SHARED
-
i kpc = [3) Book Title
TAGS K RISX
O Work Files
| New Document | (=2 || | Done ||

Choose a Template

Flyers & Posters
Cards
Miscellaneous

Blank Landscape Note Taking

-
= -~

School Report Visual Report

Cancel Choose

You can either select a pre-designed template or a blank one.
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For this example, | am going to choose a blank template, found under the
word processing section.

Once you have selected the template to use you will see the main work
screen.

Insert page break, Add textbox, shape,
column, date etc. table or chart

Paragraph Styles
(allows consistent
formatting of text)

Planet Earth

The third planet from the Sun is unique in the Universe as it is cumently the only
planet known to support life. It has a single natural satellite called the Moon and is
the fifth largest planet in the Solar System. Earth's distance from the Sun is
149,600,000 km.

Water covers 71% of the surface. Its atmosphere is 77% nitrogen and 21% oxygen,
with traces of cther gases. White clouds of water yapor hide much of Earth's ES 1 v e @O

surtace. Character Styles | None

Paragraph
Jjustification

» Spacing 1.0 -Single Space between lines
of text
» Bullets & Lists | Nope* -

Bullet points and
numbered lists

Two other sections that are hidden that are worth taking note of are
Document Setup and Paragraph Styles.

Document Setup is accessed by clicking Setup, seen on the top right of the
following screen. The other section is Paragraph Styles. This is a library of
preset styles for headings and paragraphs that you can use.

These are marked in the following screen.
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D= EEaTE® th @

View

Text

When you click on these you will see more option menus appear, as shown

below.
@ Finder Fie Edt View Go Window Help
o + 4 T @ B¢ h @ P ﬂq—m Sectios
Tent Printar & Paper Size
Any Princer
oy - P 30 Ve + —
Planet Earth Title
el - [ Page Oriestation
Subtitie
- Heading
Melvetica 3 2
Regular 3 [ Headeg 3 "
o s v o @O Heading Red 21% 306m
Character Styles | vone ol
[ Header ™ Footer
Jet— = A 1250m 2 15om 3
L3 = E - Tow LT
— S o Document Body
Documest Margins
» Spacing 10 - Single 2om 2em
Top Bottom
» Bullets & Lists  pone - 2em o 2em o
et g

Formatting Text

Start by creating a new document, so click New Document, as shown at the
bottom right of the following screen.
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® Pages File Edit Insert Format Arrange View Window Help

#% Applicatons _]
- Desktop
p kruger park.pages
¥ Documents 3
O Downloads " planet earth.pages
Movies
JJ Music
=) Pictures
DEVICES

v, Macintosh HD

SHARED

I»

ol kpc

4| workgroup

TAGS

| New Document | = [ Done [

As shown in the next screen, you can either select a blank document or
choose from a variety of pre-designed templates to suit your needs. For this
example, select a blank template.

# Pages File giat Insert Format A:rang_e View Window Help 2
(2] (3] Choose a Template

Blank Landscape Note Taking

School Report Visual Report

Cancel Choose
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Now we need to type some text.

[-NsNs) ¥ pages 6 — Edited v o
i B[]l TE [ u @ £ B
EE RO N——3 VN _FF NN - o T8 2P,

Text
Free Form v
Planet Earth
The third planet from the Sun is unique in the Universe as it is currently the only planet W
known to support life. It has a single natural satellite called the Moon and is the fifth largest
planet in the Solar System. Earth's distance from the Sun is 149,600,000 km. P
on
Water covers 71% of the surface. Its atmosphere is 77% nitrogen and 21% oxygen, with Halvetica,
traces of other gases. White clouds of water yapor hide much of Earth's surface. - -
| Regular DRI 8
(s 1 v e @O
Character Styles | None =,
Alignment
E | = I =
Ll o e
2 + +
» Spacing 1.0 - Single
» Bullets & Lists | None* X,

The text at the moment is very plain, so we need to format it. To format the
heading, highlight it with the mouse and click Heading 1 in the paragraph

styles menu.
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Edit _Insert Format  Arr View Window Help
enon 7 pages 6 t
- - 2. Open your paragraph
] o0 T O O 0 styles
1. Select your text Insert Table Chart Text Shape Media Comment Share  Tips

<> —

The third planet from the Sun is unique in the Universe as it is currently the only planet Paragraph Styles +
known 1o support life. It has a single natural satelite called the Moon and is the fifth largest pr

planet in the Solar System. Earth's distance from the Sun is 149,600,000 km. oo

Water covers 71% of the surface. Its atmosphere is 77% nitrogen and 21% oxygen, with Body Bullet

traces of other gases. White clouds of water yapgr hide much of Earth's surface Caption

3. Select
heading style to
apply to
selected text

Heading 3
Heading 4
Heading 5

Heading 6
Heading 7
Heading 8
Heading 9

Title

Formatting your document means laying it out in a style that is easy to read
and looks attractive. This could involve changing fonts, making text bigger
for headings, changing the color of text, adding graphics and photographs,
and so on.

For each document template you choose from the Template Chooser, there
are a number of pre-set paragraph styles. These can help you format your
document consistently. For example, by ensuring all headings are the same
font, size, and color.

Adding a Picture

The easiest way to add a picture is via your Finder window. Find your
desired photo, then click and drag it into your document. It might be helpful
to position your Finder window next to your document window, as shown in
the following screen.
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125% - |+ al T n u PO -

eno & Pictures o

<> Blzcm(a-)(s-| ) e

| L@
Planet Earth | Favomrres [ Bl |- | = |

| L Al My Files
The third planet from the Sun is unique in the Universe as it is currently the ol o, AlrDro
known 1o support life. It has a single natural satellite called the Moon and isthi  » ""0"°P Shot Screen Shot Screen Shot Screen Shot
planet in the Solar System. Earth's distance from the Sun is 149,600,000 km.| % Applications 222236 2013-1..09.3629  2013-1..18.2827  2013-1..18.28
| [ Desktop
Water covers 71% of the surface. lts atmosphere is 77% nitrogen and 21% o o |
traces of other gases. White clouds of water yagar hide much of Earth's uﬁ } Documents -

1

Usuki- House- [ wholeearth 1o

224847 pano.psd interior-wall jpg

)

DEVICES
|2 Macintosh HD

» Spacing 1.0 - Single

» Bullets & Lists | None

You will notice that there are sections of black around the picture you
added.

To edit or format the image, click on it. You will notice that you have some

new options, seen on the right-hand side.
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® Pages File Edit Insert Format Arrange View Window Help

enn pages 6 x
125% - + il T n T Felr - |

View Zoom Insert Table Chart Text Shape Media Comment Share Tips Format Setup
3 |
Planet Earth |

The third planet from the Sun is unique in the Universe as it is currently the only planet = P P
known to support life. It has a single natural satellite called the Moon and is the fifth largest \&- ui-« \&- {

planet in the Solar System. Earth's distance from the Sun is 149,600,000 km.

Water covers 71% of the surface. Its atmosphere is 77% nitrogen and 21% oxygen, with

» Border

» Shadow

Reflection

Opacity
100% | .

To alter the shade of the black around your image, click the Image tab on
the right-hand side. Then click Instant Alpha, as shown in the following

screen.
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eno pages 6 d I

) (s - =] 3l T8¢ .
View Zoor Mesert Table (hant Test Shape Meda Comment Share T

o == —

- - = B

. ]

The third planet from the Sun is unique in the Universe as it is currently the only planet g Sox Shape Pauns  Themes

Kknown 1o support ife. It has a single natural sateliite calied the Moon and is the fifth largest 1S wholssarh o B as P

planet in the Solar System. Earth's distance from the Sun is 148,600,000 km. Aplace

Water covers 71% of the surface. lts atmosphere is 77% nitrogen and 21% oxygen, with

S —

Adjustments

Exposure

Saturation

Click and hold your mouse on the black area of the image and move your

mouse to the right slowly until the entire black section changes color.

Then click Done. This helps neaten up images, but it only really works when
the background is significantly different from the main image. It doesn’t
work as well when you have crowded backgrounds in photographs, etc.
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Keynote

Keynote allows you to create multimedia presentations.

Starting Keynote

To launch Keynote, go to Launchpad and click Keynote.

Once Keynote has loaded, you can select a saved file to open. If you want to
create a new presentation, click New Document, as seen on the bottom left-

hand side of the following window.
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® Keynote File Edit Insert Slide Format Arrange View Play Window Help

.
< iCloud Keynote Documents Q
» s Blo=-

FAVORITES Name Date Mod ified v
,_/_\‘ Applications ¥ ] MacResources 29 November 2013 09:5
(&) Desktop - planet earth.key 11 April 2013 10:40
[ Documents
0 Downloads
;, g Movies
J9 Music
2) Pictures

DEVICES

el Macintosh HD
SHARED

I8 kpc

TAGS
@ Work Files

New Document @ Open

From here you can choose from a variety of pre-designed templates with
different themes, fonts, and colors.




CHAPTER 13: Keynote 97

® Keynote File Edit Insert Slide Format Arrange View Play Window Help

(] o Choose a Theme

[ Sandars RCTT

MY 'Fnsssnnﬂ“

My Presentation My Presentation My Presentation k'

Photo Essay

Classic Cream Paper

Improv Photo Portfolio

Cancel Choose

Once you have selected a template, you will see the main screen, as shown
below. This is where you can start building your presentation.

_ 8 Keynote File Edit Insent Siide Format Arrange View Play Window Help e T ® G Mon0346 Q iE
800 Untitled 2

100% - 3 L n u & O

ey Table Cun Tem Sape Meda Commest v T Forman Asimare Setup

Appearance
o e
o sody

Slide Numbe;

Double-click to edit |

€01t Master Siice

Double-click to edit
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Editing a Slide

Double click in the heading field, shown in the following screen, and enter a
heading; for example, Planet Earth. You can click and drag the heading
wherever you like.

File Edit Insert Slide Format _Arr View Window _Hel
Untitied 2

L n

Table Chart Text Shape Meda Comment Share T

§
iv

Doubie-CiiCk 0 edit

Planet Earth

Adding a New Slide

Click the New Slide button located on the bottom left of the screen.

Choose a slide layout from the options that appear.
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#_ Keynote File Edit Insert Slide

8ano

! 100% «

Title slide with image and
heading text

Slide heading with bullet
points

Slide heading with bullet
points and an image

Slide with image only

Complete blank slide

Add some text by double clicking on the text box, circled below. For

example, enter the title Planet Earth.

File_ Edit Insert Slide Format Aur View Play Window Help D i T e @ Monle:06 Q iE
aene Untitled 2 B
. - B T n u FElR IR -

View Tewm Py Table Chart Tewt Shape Media Comment Share  Tips Format  Amimate  Setup

Double-click to edit

S
. " 13 = E ] =
= Double-click to edit . r »
ki +
b Aty 10 Bage

b Bullets & Lists | Buber
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Adding Media

The easiest way to add images and media to your slides is to find them in
your Finder window and then drag and drop them onto the slides.

‘Mﬂhmmmmﬂ £ 4 G Fild:d4 Q
25% + T r 1 Pl -
ene = 8 Pctures
- > Blzom a-| (& == &]a

Planet Earth —— :

2 Al My Files
The third planet from the Sun is unique in the Universe as it is currently the of

known 10 support ile.  has a single natural satelite called the Moon and is i = /"D™0P Shot Screen Shot Screen Shot Screen Shot

planet in the Solar System. Earth's distance from the Sun is 149,600,000 km.] % Applications 222236 2013-1..09.3629  2013-1.18.2827  2013-1..18.2¢
[ Deskt

Water covers 71% of the surface. lts atmosphere is 77% nitrogen and 21% 08 e ,' ]

waces of other gases. White clouds of water yapar hide much of Earth's surfa [! Documents -

mountain Usuki-House- [ wholeearth ol

pano.psd erior-wall jpg

o

> Spacing

1.0 - Single

» Bullets & Lists | None

If you want photographs, they can be dragged and dropped from your

iPhoto library by starting up iPhoto, finding the photograph in your library,
and then dragging and dropping them onto your slide.
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Drag over to right so you
can see keynote window
underneath

Help

iPhoto File Edit Photos Events Share View Window

" - >

* Double-click to edit

It helps to drag your iPhoto window over to the side, as shown above, so
you can see your Keynote slide underneath.

Adding Animations

Animations allow you to make objects such as text or photographs appear.

vww allitebooks.conl
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file Edit _insert _Side Atange \View Play Window _Help
800 planet earth 05
L [ > il T E
‘h Toam Py Table Chart Tewt Shape Meda Comment

Third planet from t un

The fifth-largest of the nine major planets

Ac 000 km from t

It is the only planét known to support life

D L T G Monl0dd Q iE

u
e Tips

Fo® o
ot Amete. Sep
Show or Wt arvemation sption
el T

Syt
Text
» Fill
» Border
» Shadow
Reflection
Opacity
Do

Click on your text box and select the Animate icon located on the top right
corner of your screen. Then select an effect from the Effects drop-down

menu (shown in the following screen).
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D 1 B 4 Gk Monl04s Q S I T @ GF Monl0:46 Q =
N . ~
FelR " N - FelR " I -
Format Animate Setup Format Animate Setup
Appea Action Build Out Action Build Out
Appear Appear
—— B e [ s
4 D¥
Drife Order
Dros
., Delivery
Move In + All at Once
Typewriter
,:W By Bullet Group
By Highlighted Bullet
Cube
Flip
Pop
Spr
Twar
Blas
Bouncy

Build Order Build Order

Next, specify that you want the bullet points to appear one by one. Click the
box under Delivery and select By Bullet from the drop-down menu.

To see what the effect looks like, click Preview.

Formatting Text Boxes

Click Text Box to add text, as shown below.

File Edit Insert Slide Format A, View Window D i T G Monlll? Q iE
= planet earth 05 "
» 0 T & B u £ ® o
ny Tale Cham 7 T Shce Meda Comment are s Tomu Aneute Setun
Siide Layout
. it St
Appearance
o Title
Body
Shde Number

» Background —

Edit Master Siide
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Choose a style from the drop-down menu. Enter some text into the text
box.

Planet Earth

d the heavens and the earthsNow E
knesswas oyer the surface_
overing theswaters.
AR

.

You can format your text box by adding borders, changing fonts, changing
the background color, and so forth.

To format the border and fill, click your text box and, on the right-hand side
of the screen, select Style.

Formatting Text inside Text Boxes

To change the formatting of the text—for example to change the color of
the text or make it bold—first select your text in the text box that you want
to change. Then click the text icon on the right-hand side of your screen, as
shown below.
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File Edit _Insert Slide Format A, View Window _Help

planet earth 05
L 75% > i T r 1
Ve Zoom nay

Table Charr Test Shape Mogia Comment

O i = e G Monllds Q =

Share Tin

Helvetica
Light apt
B 1 u e s)
Character Styles | None
Alignment
E = a -
L
¥ + 4
* Spacing 1.0 - Single

» Bullets & Lists | None

From here you can change the font, the font color, size, and so on.
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e
L ® &
Format Animate Setup
Style -=- Arrange

Label*

Font
Helvetica =
Bold H 24 pt
el v = @O
Bl s
g | [ [ [ [
s
[ [ | .
Nl
T T i
» Spacing 1.0 - Single B

b Bullets & Lists | None

As an example, | have changed the color to dark red and made it bold. You
can see what it looks like in the following screen.
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Adding Styles to Text Boxes

If you wanted to change the background color (also called fill color) or add a
nice border around the box, click on your text box then select the Style icon,
which is located on the top right of your screen.

Help 9D 4 = 4 = Monlldl Q =
earth 05 fited &
Ll on u @ L ® B
Shape Media Comment Share Tips Format Animate Setup
Style Text Arrange
Text
¥ Fill
No Fill
¥ Border
No Border
» Shadow
Reflection
bnd the earthy«Mow % LN Opacity
vas oyer the surface . —_— 100%|[;

If you look down the right-hand side you will see several sections: Fill allows
you to change the background color of the text box. Border allows you to
add fancy borders such as picture frames and colored-line borders. Shadow
allows you to add a drop-shadow effect, as if the text box is casting a
shadow onto the slide.
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To change the background color of the text box, click Fill, which is circled
below, and select a color from the drop-down menu.

Dt T o M2 O K, D 1L B e G Mnllia2 QS
+ > ) e 9 .
L4 L ® B

Format  Animate Setup
Text Arrange

Text

o

v Fill

No Fill

¥ Border v Border
No Barder
Line
Picture Frame

L

Gradient Fills

Reflection

Image Fills

b4

Opacity
100% |2

Also, if you want to add a border, under the Border section click No Border,
as shown above, and change it to Picture Frame.
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A .
| —
. Picture Frame C
I
| Scale
e = 70% |,
]
¥ Shadow :
Drop Shadow -
‘ Blur
No Border -/ 4 pt v
e Offset

Click the "Choose frame style" button, circled above, and select a picture

frame style from the menu that appears. Change the size by moving the
scale slider.

Here is the result of the effect:

File Edit Insert Slide Format A View Window _Hel

D i T & G Monl235 Q IE
[ Rals] planet earth 05 B
X > il T E L o B

Vew  Zoom Pay Table Cham Test Shape Megi Comment Share  Tios Toma Anmute Setuo

Style
Text
& L
-) Angle: =
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Creating a Line Chart

Select the Chart icon from the toolbar.

File Edit Insert Slide Format Aur; View Window L 1 T e @ Monl728 Q iE

>
Ay

Select the Line Chart icon (fourth icon down on list). At the bottom of the
chart click Edit Chart Data.

Remove the default data in the table and add your data for the chart. This
example is displaying world population data over a number of years.
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File Edit Insert Slide Format Asr, View Window _Hel L LT e @ Mnl74 Q iF

- planet earth 05 g

5% | 2 " n £ » o
- LA T o2 L St

PR PR Py

Population Density | Mx

Border

» Background & Border Style

Creating Tables

To create a table click the Table icon on the toolbar. This will add a table to

the current slide.
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Click to add a table — select
style from menu that
appears

Click to increase or $ Q
decrease number of Outline tabie name
columns
Grid Lines
- (e ah e

Alternating Row Calor

* Row & Column Sire

Resize rows to Fit cell contents

Click to increase or
decrease number of
fows

On the right-hand side of the screen, you can increase the text size, change
the styles, and more. To add text to a cell in the table, double click the cell
and type.
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Giving Presentations

When giving your presentations, you will likely be using a projector and a
laptop. It’s best to make sure both your laptop and projector are turned off
before you start.

Connect to Your Computer and Projector

If the projector cable has a VGA connector, then you will need an adapter.

Plug the adapter into the laptop (it will only go in one way).
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Then plug the other end of the adapter into the projector cable.

Plug the other end of the projector cable into the "VGA in" port on the back
of the projector. The "VGA in" port is usually color-coded dark blue (on
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some projectors it’s called “Computer in”).

To summarize, the order will be laptop, adapter, projector cable, projector.

If you are using a ceiling-mounted projector in a classroom or boardroom,
you don’t usually have to worry about plugging the cable into the projector.

Power Cable

Plug in the projector power cord and press ON/STANDBY on the projector.

Select the Input on the Projector

Make sure the correct input is selected; for most modern projectors, this is
automatic. If not, there is usually a button on the projector labeled “Input”
or “Source.” Press this repeatedly until the computer is displayed on the
projector screen.



116 CHAPTER 14: Giving Presentations

Tip: Switch on the projector first and then turn on the laptop. This allows the laptop to
automatically detect the projector.

Now just launch your presentation in Keynote and you are ready to present.

If for some reason your laptop does not detect the projector, go to Finder -
> Applications -> System Preferences -> Displays -> Click Display tab -> Click
Detect Displays.

Select the Display

In Keynote there are two different displays: presenter and audience. The
presenter version displays notes, a preview of the next slide, and so on to
help you when you are giving your presentation. The other display is what
your audience sees on the projector screen.

Your primary display is your laptop screen. Your secondary display is the
projector screen. To make sure your audience sees the correct screen, click
"Present on secondary display."
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When Presenting: ' Scale slides up to it display
™ Exit presentation after last slide
™ Reduce Cube transitions to avoid clipping
™ Reduce Flip transitions to avoid clipping

) Allow Exposé, Dashboard and others to use screen
Caston Can reduce anmaton pericrmance on 1ome hardware.

@ Show pointer only on slides with hyperlinks or movies
() Show pointer when the mouse moves

M Show playback controls when mouse is over 2 movie
1 Show slide switcher when scrolling

® Present on primary display
() Present on secondary display

(" Open Display Preferences )
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