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How to Use This Book

Who This Book Is For

This book is for the reader who

© Icons and Buttons
has never used this Icons and buttons show you exactly what you need to

particular technology or software application. It is click to perform a step.
also for readers who want to expand their knowledge. e Tips

The Conventions in This Book Tips offer additional information, including warnings

@ Steps

and shortcuts.

This book uses a step-by-step format to guide you easily e Bold
through each task. Numbered steps are actions you Bold type shows command names, options, and text

must do; bulleted steps clarify a
feature; and indented steps give

Q Notes

point, step, or optional  or numbers you must type.

you the result. e Ttalics
Italic type introduces and defines a new term.

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference

to a related area of the book.

Open a Web Page in a Tab

need only click its tab.

Open a Web Page in a Tab

page in its own tab. As you surf the web, you may come upon a page that you want to keep ° Click File-
available while you visit other sites. Instead of leaving the page and trying to find it again when

you need it, Safari lets you leave the page open in a special section of the browser window called a .

@tah You can then use a second tab to visit your other sites, and to resume viewing the first site, you o:z:‘;la(li)%

You can make it easier to work with multiple web pages and sites simultaneously by opening each Create a New Taba

CHAPTER

Browsing the Web

@ Click New Tab.

(@ Safari creates a new tab and , Bokal mather uan physcal

Open a Link in a New Tab
&0 Right-click the link you want
to open.

@ Click Open Link in New Tab.

displays the Favorites tab. - - OonooeEn
&Nole: After you have used Safari
J for a while, the Favorites tab lists o et oy My s
the websites that you have visited oyt
e i b b
most often. Prp————
oyt
- e e e
© Type the address of the page T —— T
you want to load into the _ — """ﬂ - "
new tab. |
© Fress (.
@ Safari displays the page in
the tab.

© A new tab appears with the
page title.
@ Click the tab to display the
page.

cobactions TIP
e oonooaa Are there any shortcuts I can use to open web pages in tabs?

A
i i B ds” « Press and hold (3 and click a link to open the page in a tab.
e B ol wepe o .
6 S RS + Type an address and then press (3-+ (] to open the page in a new tab.
e e T
=

Yes, here are a few useful keyboard techniques you can use:

o Press E0+[+E0 or D +E+[1 to cycle through the tabs.
o Press [+ to close the current tab.
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CHAPTER 1

Learning Basic
HEWINEENE

mac0S (formerly 0S X) has a few basic tasks that you need to know

to make the rest of Mac chores faster and easier. These chores include
starting and managing applications, searching your Mac for documents
and data, saving your work, and fundamental file operations such as
opening, printing, and copying.
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Start an Application

'I'o perform tasks of any kind in macQS, you use one of the applications installed on your Mac. The
application you use depends on the task you want to perform. For example, if you want to surf
the World Wide Web, you use a web browser application, such as the Safari program that comes with
mac0S. Before you can use an application, however, you must first tell macOS what application you
want to run. macOS launches the application and displays it on the desktop. You can then use the
application’s tools to perform your tasks.

‘ Start an Application

Using the Dock

0 If the application that you
want to start has an icon in the
Dock, click the icon to start the
application.

@ You can position the mouse
pointer (k) over a Dock icon to
see the name of the application.

i,

MO0 e lIR I ERO®ANE

USing SpOtl‘ight Edit View Go Tools Window Help = L Wed353PM O @ =

@ click Spotlight ().

e Start typing the name of the

application you want to start. T a
() macOS displays a list of matching

items. T

When the application appears in ; o e

the results, click it to start the g S

program. . ::;;e:,

wooss GarageBand
& gargoyle.gif 0 Version: 10.1.0
PRESENTATIONS

Urban Garden Design.pptx -

| Urban Garden Design.pptx -
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Size 11GB
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Using Finder

& Finder File Edit View Go Window Help

[a] Wed357PM Q @ i

[ Applications

@ click Finder ().

The Finder window appears.
© Click Applications. et
Note: You can also open Applications in any ==
Finder window by pressing E10+E3+() 8 e
or by clicking Go and then clicking it
Applications.

e Double-click the application you
want to start.

Note: In some cases, double-clicking the
icon just displays the contents of a
folder. In this case, you then double-
click the application icon.

® Calculator File Edit View

@ The application appears on the
desktop.

() macOS temporarily adds a button for
the application to the Dock.

( The menu bar displays the menus
associated with the application.

¢ iCloud Drive

Note: Another common way you can g
. . . . Desktop
launch an application is to use Finder to {3 Documens
. © Downloads
locate a document you want to work with o

and then double-click that document. S

Tags

10007 lAROSRO@A

How do I add an icon to the Dock for an application
I use frequently?

To add an icon to the Dock, repeat steps 1 to 3 in the

subsection “Using Finder.” Right-click the application’s
Dock icon, click Options, and then click Keep in Dock.

How do I shut down a running application?
To shut down a running application, right-click
the application’s Dock icon and then click Quit.
Alternatively, you can switch to the application
and press 3+ (.




Start an Application Using Launchpad

ou can start an application using the Launchpad feature. This is often faster than using the
Applications folder, particularly for applications that do not have a Dock icon.

Launchpad is designed to mimic the Home screens of the iPhone, iPad, and iPod touch. So if you
own one or more of these devices, then you are already familiar with how Launchpad works.

0 Click Launchpad ().

The Launchpad screen appears.

e If the application you want to start
resides in a different Launchpad
screen, click the dot that corresponds
to the screen.

Launchpad switches to the screen and
displays the applications.

e If the application you want to start
resides within a folder, click the
folder.

Launchpad opens the folder.

Click the icon of the application you
want to start.

macOS starts the application.

Note: To exit Launchpad without starting
an application, you can press (= ).

‘ Nu ‘

Mail Contacts Calendar Reminders

-
Be 3® [

P

1 .2
1000 "aBIROBHO®AOZ B

Migrati...sistant Terminal Activity Monitor

B

Console Keychain Access ~ System..mation  Automator Script Editor  BootC..sistant  Digital...r Meter

SN Eﬁ )B bk Y

Colors...Utility Grab. Blueto..change  Audio...| Setup Disk Utility
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Locate the Mouse Pointer 1

acO0S includes a feature that helps you locate the mouse pointer. This is useful because although
myou can control certain features of macOS using the keyboard or by using gestures on a trackpad
or similar device, most macOS tasks require the mouse or trackpad. Clicking, double-clicking, dragging,
and other standard mouse techniques make using macOS easy and efficient, but not if you have trouble
locating the mouse pointer. This can happen very easily if your screen is crowded with windows.

Locate the Mouse Pointer

o J]ggl_e the pointer several times: [& File Edt view Convert Speech Window Help = o Wed4a07PM Q@ =

If you have a mouse, move the
mouse back and forth.

If you have a trackpad or a Magic
Mouse, slide your finger back and
forth on the surface of the trackpad
or the top of the Magic Mouse.

height of at least 300 meten Font Book Books Image Capture iTunes Launchpad

Posted: June 14, 2016 (Full|

) mac0S temporarily increases the
size of the mouse pointer (k).

height of at least 300 meter: Font Book iBooks Image Capture unes Launchpad
Posted: June 14, 2016 (Full

1000 mlﬂﬁ&@o'b@@’\”?'m h'




Switch Between Applications

f you plan on running multiple applications at the same time, you need to know how to easily

switch from one application to another. In macQS, after you start one application, you do not
need to close that application before you open another one. macOS supports a feature called
multitasking, which means running two or more applications simultaneously. This is handy if you

need to use several applications throughout the day.

Switch Between Applications

o Click the Dock icon of the
application you want to switch to.

% TextEdit File Edit Format View Window Help

Note: If you can see part of the
application’s window, you can also
switch to the application by clicking
its window.

@ Finder

() macOS brings the application
window(s) to the foreground.

File Edit View Go Window Help

= [J Wed412PM Q @ =

(© The menu bar displays the menus
associated with the application.

eoce

Note: To switch between applications

Favorites
@) AirDrop
E Al My Files
< iCloud Drive
# Appiications
[ Deskiop
[ Documents
@ Downloads.

from the keyboard, press and hold
and repeatedly press until

the application that you want is
highlighted in the list of running
applications. Release [ to switch

to the application.

Devices
Shared

Tags

App Store
Contacts

Font Book

a
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View Running Applications with Mission Control 1

he Mission Control feature makes it easier for you to navigate and locate your running applications.

macOS allows you to open multiple applications simultaneously, and the only real limit to the number
of open applications you can have is the amount of memory contained in your Mac. In practical terms,
this means you can easily open several applications, some of which may have multiple open windows. To
help locate and navigate to the window you need, use the Mission Control feature.

@ click Launchpad (#).

e Click Mission Control.

Note: You can also invoke Mission Control
by pressing (] or by placing four fingers
on the trackpad of your Mac and then
swiping up.

) Mission Control displays each open
window.

To switch to a particular window,
click it.

© To close Mission Control without
selecting a window, you can click
Desktop or press (2.




Run an Application Full Screen

You can maximize the viewing and working areas of an application by running that application
in full-screen mode. When you switch to full-screen mode, macOS hides the menu bar, the
application’s status bar, the Dock, and the top section of the application window (the section that
includes the Close, Minimize, and Zoom buttons). macOS then expands the rest of the application
window so that it takes up the entire screen. Note that not all programs are capable of switching to

full-screen mode.

Run an Application Full Screen

@ Click View.
Q Click Enter Full Screen.

You can also press (S +E0+(2).
@ In applications that support Full

Screen, you can also click Zoom (@).

mac0S expands the application
window to take up the entire screen.

Note: To exit full-screen mode, move the
mouse pointer (k) up to the top of the
screen to reveal the menu bar, click View,
and then click Exit Full Screen. You can
also click Zoom (&), press (323, or

press (EELIEN+E+(3.
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Split the Screen with Two Applications 1

You can make your macOS desktop more convenient and more efficient by splitting the screen with
two application windows. Splitting the screen means that macOS switches to full-screen mode,
where one application window takes up the left side of the desktop, and a second application window
takes up the right side of the desktop. With these windows arranged side by side, the content of both
windows remains visible at all times, so you can easily refer to one window while working in the other.

Split the Screen with Two Applications

@ click and hold Zoom (@).

e Drag the mouse pointer (k)
to either the left or the right
side of the screen.

@) macOS displays a blue

background to show you
where the application gle
window will reside.

6 Release the mouse.

Fealing Lucky

Privacy  Terms  Seffings  Use Google.

(© mac0S switches to full-screen
mode and displays the
application in the half of the
screen you selected.

@ mac0S displays thumbnail
versions of the other open
windows.

e Click a window.

macOS displays the window in
the other half of the screen.

Note: To exit split-screen mode,
move the mouse pointer (k) to the
top of the screen, click View, and
then click Exit Full Screen. You
can also click Zoom (@), press (=,

or press (o) +E+ (G-




Search Your Mac

You can save time and make your Mac easier to use by learning how to search for the apps, settings,
or files that you need.

After you have used your Mac for a while and have created many documents, you might have trouble
locating a specific file. You can save a great deal of time by using the macOS Spotlight search feature
to search for your document. You can also use Spotlight to search for apps as well as information from
the Internet, the iTunes Store, the App Store, and more. Alternatively, you can use Finder’s Search box
to search just your Mac.

Search Your Mac \

Search with Spotlight e Edit View Go Window Help = ] Wedd:41PM Q @& =
@ Click Spotlight ().

You can also press [+,

() The Spotlight window appears. Q [Spotlight Search

220e0

In addition to searching your Mac, Spotlight now shows suggestions from the
Internet, iTunes, the App Store, movie showtimes, locations nearby, and more. To
make suggestions more relevant to you, Spotlight includes your approximate
location with search requests to Apple.

You can change this in Preferences. Learn more...

Q Type a word or short phrase “
that represents the item or Q. allan Gardens &
information you want to s
locate. N illz:sGardens
© As you type, Spotlight O
displays the Mac and Bl Allan GardensO1.jpg - paul - ﬁ?:rfsogg_ggae.ipg
online items that match Bl Alan GardensO.jpg - Paul a
SUGGESTED WEBSITE 2015 0111.0967.pg
your SearCh teXt' M torontoplus.ca — Allan Gardens Co... - 111115, 5:15 PM
Cl k th t tt MAIL & MESSAGES - - o
1C e i1tem yOU wan 0 7 Re:We'd like to stay with you! - 111715, 5415 PM
view or work with. Eu ERn.e: We'd like to stay with you! = ———
. -~ 1/11/15, 5:15 PM
mac0S opens the item. || englishText 480000_400000
|| englishText_570000_580000 oA ﬁ?;‘ﬁ;';:;—gf“-ipg
|| englishText 590000_600000 :
r i = P EEm 2015 01711.0971.ipg
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Search Your Mac
@ click Finder ().

o If you want to search within
a specific folder, open that
folder.

9 Click inside the Search box.

O Type a word or short phrase
that represents the item you
want to locate.

@ As you type, Spotlight
displays the items that match
your search text.

() If you are searching a specific
folder, you can click This Mac
to switch to searching your
entire Mac.

Click the item you want to
work with.

macOS opens the item.

TIP.
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remove (B4 changes to| ).

Can I remove item types from the Spotlight search results?
Yes. Spotlight supports a number of different categories, such as Applications, Documents, and Contacts. If
there are categories that you never search for, such as system preferences or movies, you should remove
them to make it easier to navigate the Spotlight search results.
To remove one or more categories from the Spotlight results, click System Preferences (@) in the Dock
and then click Spotlight. In the Search Results pane, click the check box beside each category you want to
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Voice-Operate Your Mac with Siri

f your Mac comes with a built-in microphone or if you have connected a headset or microphone to

your Mac, you can use the Siri voice-activated assistant to control mac0S. You can use Siri to search
your Mac, search the web, and start apps. You can also use Siri to run commands within certain apps.
For example, you can use Siri to schedule appointments, start an email, or display a contact.

Before you can use Siri, you must have a microphone — either one that comes with your Mac or one
that you connect to your Mac — and you must enable Siri in System Preferences.

Voice-Operate Your Mac with Siri

Enable Siri
@ Click System Preferences (@).

© click siri.

The Siri preferences appear.

Click the Enable Siri check box
(" | changes to ).

System Preferences asks you to
confirm.

@ click Enable Siri.

You can now use Siri to operate
your Mac with voice commands.

14

o0 i System Preferences Q, search
fEeoEEBEB G @
. :
General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Control & Region & Privacy
-, o= N o
[
L
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
s @ 0 v @ 0 W
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
T
1 ® 20 ©
Alg) b —4
Users & Parental Siri Date & Time Time Accessi 1
Groups Controls Machine

@ Siri

Siri sends information like your voice input,
contacts, and location to Apple to process
your requests.

Cancel Enable Siri 0

ind files on your
re.

<

Siri Voice Feedback: (*)0On Off

M Enable Siri Mic Input: | Logitech USB Headset

Keyboard Shortcut: | Off

Click the microphone in the menu bar, click the Siri Dock icon,

or use a keyboard shortcut to talk to Siri.

Show Siri in menu bar About Siri and Privacy ?

<
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Access Siri
€@ Click Siri () in the Dock.
Note: See the second Tip to learn

how to access Siri using a keyboard
shortcut.

The Siri window appears and
prompts you to ask something.

: A !
@ You can also click Siri () in the Some things you |
menu bar. can ask me:

Q Use your microphone to ask a
question.

(© The Siri window runs through
several screens that show you the
types of questions you can ask.

How do I change the voice that Siri uses? Can I access Siri using the keyboard?
macOS offers six English male and female voices for | Yes, although this feature is turned off by default.
Siri in three accents: American, Australian, and To enable this feature, follow steps 1 and 2 in the

British. To change the voice, follow steps 1 and 2 in | subsection “Enable Siri,” click the Keyboard
the subsection “Enable Siri,” click the Siri Voice ), | Shortcut |, and then click Function Space. You
and then click the voice you prefer. can now access Siri by pressing (Z0)+EE 0.
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Save a Document

fter you create a document and make changes to it, you can save the document to preserve your

work. When you work on a document, macOS stores the changes in your computer’s memory.
However, macQOS erases the contents of the Mac’s memory each time you shut down or restart the
computer. This means that, unless the app you are using saves changes automatically, as many now
do, the changes you make to your document are lost when you turn off or restart your Mac. Saving
the document preserves your changes on your Mac’s hard drive.

Save a Document \

@ Click File.

© Click save.

In most applications, you can
also press [+

If you have saved the document
previously, your changes are
now preserved, and you do not
need to follow the rest of the
steps in this section.

If this is a new document that
you have never saved before,
the Save As dialog appears.

e Type the filename you want to
use in the Save As text box.

@ To store the file in a different
folder, you can click the
Where [ and then select
the location that you prefer
from the pop-up menu.

O click Save.

The application saves the file.
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Open a Document

CHAPTER

|

o work with a document that you have saved in the past, you can open it in the application

that you used to create it. When you save a document, you save its contents to your Mac’s hard
drive, and those contents are stored in a separate file. When you open the document using the same
application that you used to save it, macOS loads the file’s contents into memory and displays the
document in the application. You can then view or edit the document as needed.

Open a Document

o Start the application you want to
work with.

© click File.
e Click Open.

In most applications, you can
also press ()+(2).

The Open dialog appears.

O To select a different folder from
which to open a file, you can click
and then click the location that you
prefer.

O Click the document.

e Click Open.

The document appears in a window
on the desktop.
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Print a Document

hen you need a hard copy of your document, either for your files or to distribute to someone

else, you can send the document to your printer. Most applications that deal with documents
also come with a Print command. When you run this command, the Print dialog appears. You use the
Print dialog to choose the printer you want, as well as to specify how many copies you want to print.
Many Print dialogs also enable you to see a preview of your document before printing it.

Print a Document

o Turn on your printer. ® TextEdt File Edt Format View Window Help

L NoN ] |4 Introducing Cloud Computing ~

Q Open the document that you want
to print. Ehapter |

&-Introducing Cloud Computing

‘We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoops, Pet
Rocks, CB radio, the Atkins Diet, Croes, to name but a very few. You would think that technology would not be
buffeted by such changeable winds, but a quick look at even recent technological history belies that hope:
PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLcats. So the to-the-point question is this: Is
cloud computing just another technological fad? If you talk to people in IT or read the business press, you'd be
forgiven for thinking the answer is a resounding "Yes!" After all, the word cloud seems to be on every speaker's
lips and every writer's fingertips.

One of this book's goals is to convince you that cloud computing resolutely is not a fad. It may be overhyped at
the moment (more on that later), but it is definitely not some passing technical fancy that you can turn a blind
eye to and move on with your business life. Why am I so sure that cloud computing won't end up in the dustbin
of technological history, alongside virtual reality and (soon) MySpace? Because at its heart cloud computing is
not based on the appeal of whimsy or the pull of marketing. Instead, it is a reaction to a world that is undergoing
drastic changes economically, culturally, and socially.

that are helping to fual the cloud computing fire: urbanization and the subsequent rise in buying
ever-growing urban middle class, particularly in the cities of developing naticns; globalization
which increases competition and puts pressure on businesses ic lower costs; the rise of social media, which

d d of data that businesses can take advantage of for marketing, product
developmmt and more; the mainstreaming of mobility where almost everyone has a mobile phone or tablet
and therefore expects to be able to access data, make purchases, and perform many other traditional desktop
chores while nowhere near a desk; and sustainability, where the movement to greener technologies and smaller
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One of this book's goals is to convinee you that cloud computing resolutely is not a fad. It may be overhyped at
the moment (more on that later), but it is definitely not some passing technical fancy that you can turn a blind
eye to and move on with your business life. Why am I so sure that cloud computing won't end up in the dustbin
of technological history, alongside virtual reality and (soon) MySpace? Because at its heart cloud computing is
not based on the appeal of whimsy or the pull of marketing. Instead, it is a reaction to a world that is undergoing
drastic changes economically, culturally, and socially.

megatrends that are helping to fuel the cloud computing fire: urbanization and the subsequent rise in buying
power of an ever-growing urban middle class, particularly in the cities of developing nations; globalization,
which inereases competition and puts pressure on businesses to lower costs; the rise of social media, which
generates unprecedented amounts of data that businesses can take advantage of for marketing, product
development, and more; the mainstreaming of mobility where almost everyone has a mobile phone or tablet
and therefore expects to be able to access data, make purchases, and perform many other traditional desktop
chores while nowhere near a desk; and inability, where the movement to greener technologies and smaller
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CHAPTER

Learning Basic macOS Tasks 1

The Print dialog appears. P e %
The layout of the Print dialog varies Presets: | Default Settings

from application to application. @ Copies: 1| 2/ [ | Two-Sided

The version shown here is a typical Pages: | Al

example.

© 1 you have more than one printer,
click the Printer | to select the
printer that you want to use.

@ To print more than one copy, type
the number of copies to print in the
Copies text box.

@ Click Print.

1of 23 b »

2) | PDF Show Details Cancel M

@ macOS prints the document.

i 3 I ducing Cloud C i
The printer’s icon appears ntroducing Cloud Computing

: : ‘We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoops, Pet
m the DOCk w h1 l'e th € Rocks, CB radio, the Atkins Diet, Croes, to name but a very few. You would think that technology would not be
dOCU ment pr—i ntS buffeted by such changeable winds, but a quick look at even recent technological history belies that hope:

* PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLeats. So the to-the-point question is this: Is

cloud computing just another technological fad? If you talk to people in IT or read the business press, you'd be
forgiven for thinking the answer is a resounding "Yes!" After all, the word eloud seems to be on every speaker's
lips and every writer's fingertips.

One of this book's goals is to convinee you that cloud eomputing resolutely is not a fad. It may be overhyped at
the moment (more on that later), but it is definitely not some passing technical faney that you ean turn a blind
eye to and move on with your business life. Why am I so sure that cloud computing won't end up in the dustbin
of technological history, alongside virtual reality and (soon) MySpace? Because at its heart cloud computing is
not based on the appeal of whimsy or the pull of marketing. Instead, it is a reaction to a world that is undergoing
drastic changes economieally, culturally, and socially.

power of an ever-growing urban middle class, particularly in the cities of developing nations; globalization,
which increases competition and puts pressure on businesses to lower costs; the rise of social media, which
generates unprecedented amounts of data that businesses can take advantage of for marketing, product
development, and more; the mainstreaming of mobility where almost everyone has a mobilg phone or tablet
and therefore expects to be able to access data, make purchases, and perform many other A jonal desktop
chores while nowhere near a desk; and sustainability, where the movement to greener techy Jiogies and smaller

BEAROTRO®ATZN B

Can I print only part of my document?

Yes, you can print either a single page or a range of pages, although the steps you use to specify what you
want to print vary from one application to another. In the Pages word-processing application, for example,
you use the Pages pop-up menu to select what you want to print: All, Single, or Range.

If you select the Single option, use the text box (or the stepper, ) to specify the number of the page you
want to print.

If you select the Range option, use the two text boxes (or their associated steppers, :) to specify the
numbers of the first and last pages you want to print.
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Copy a File

You can use macOS to make an exact copy of a file. This is useful when you want to make an extra
copy of an important file to use as a backup. Similarly, you might require a copy of a file if you
want to send the copy on a disc to another person. Finally, copying a file is also a real timesaver

if you need a new file very similar to an existing file: You copy the original file and then make the
required changes to the copy. You can copy either a single file or multiple files. You can also use this

technique to copy a folder.

o Locate the file that you want to
copy.

e Open the folder to which you
want to copy the file.

To open a second folder window,
click File and then click New
Finder Window, or press []+(1).

e Press and hold (£27°1), and then
click and drag the file and drop
it inside the destination folder.

(@ The original file remains in its
folder.

© A copy of the original file
appears in the destination
folder.

You can also make a copy of a
file in the same folder, which
is useful if you want to make
major changes to the file and
you would like to preserve a
copy of the original. Click the
file, click File, and then click
Duplicate, or press (:]+(2).
macOS creates a copy with
the word “copy” added to the
filename.
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CHAPTER

Move a File 1

hen you need to store a file in a new location, the easiest way is to move the file from its

current folder to another folder on your Mac. When you save a file for the first time, you specify
a folder on your Mac’s hard drive. This original location is not permanent, however. Using the
technique in this section, you can move the file to another location on your Mac’s hard drive. You
can use this technique to move a single file, multiple files, and even a folder.

o Locate the ﬁle that you Want ® Finder File Edit View Go Window Help — E:ﬂlﬂ( Thu PM Q @ =
I Documents ige
to move. < 22 = oo o (= o) (2 ][ ¢ Al < | ] B=0mow =- _a EE
Favorites Faverites
e Open the folder to which you ® wrorp o @ niorop
. [E) Al My Files Born o 5hop o4 B [E) AllMy Files
want to move the file.  ioouaoime -  iiouaorwe
42 Applications & ;_"TE: ) 3¢ Applications =N
To create a new destination — A e _m — ek
. Budget Budget ocument —
folder in the current folder, © douniacs e Nowsdacs | @) Dawrioads
click File and then click New o jpes
Folder, or press CL+E3+00. | N L
Variances.xlsm PowerP...tion.pptx
Click and drag the file and drop E
it inside the destination folder. |
Note: If you are mov.ing the ﬁle to .‘D .I-'Ind-r File Edit Vi;D::me:slndnw Help ’é':ﬂ? Thu3:33PM Q @ =
another drive, you must press and L - BED EN D ENE - Bl =) (= - (@ -] (& .
hold £ while you click and drag e =) ' oo
. . . Born to Shop.pub Brainstormin ~
the file. Otherwise a copy is made. gt ” N et
. . . ¥ Applicatio - 7 Applications
O The file disappears from its sy m& B oo
1ai (5 Documents | Budger udget [5 Documents
original folder. oy oo W i
© The file moves to the b i N
destination folder. B buidng s T
PowerP..tion.pptx Numbering.doc
N
-} Ll
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Rename a File

ou can change the name of a file, which is useful if the current filename does not accurately

describe the contents of the file. Giving your document a descriptive name makes it easier to
find the file later. You should rename only those documents that you have created or that have
been given to you by someone else. Do not try to rename any of the mac0S system files or any files
associated with your applications, or your computer may behave erratically or even crash.

o Open the folder containing
the file that you want to
rename.

© Click the file.

€ Press (D).

O A text box appears around the
filename.

You can also rename any
folders that you have created.

O Edit the existing name or type
a new name that you want to
use for the file.

If you decide that you do not
want to rename the file after
all, you can press (] to
cancel the operation.

e Press (Z.200 ) or click an empty

section of the folder.

The new name appears under
the file icon.
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CHAPTER

Delete a File 1

hen you no longer need a file, you can delete it. This helps to prevent your hard drive from

becoming cluttered with unnecessary files. You should ensure that you delete only those
documents that you have created or that have been given to you by someone else. Do not delete
any of the macOS system files or any files associated with your applications, or your computer may
behave erratically or even crash.

Delete a File

0 Locate the file that you want sce T Docaments
to del,ete, LIES B £ =y Q Search

Favorites

. . @ Airbrop & E=Ea
@ click and drag the file and drop g S ; E4T o
it on the Trash icon (' ) in the ¢ iCloud Drive 2015-2018 2016 2016-2017 2016-2017 A Brief E-mail
Budget.x|sx Budget.docx Budget...tes.docx Budget.xlsx Primer.docx.
DOCk )ﬁg Applications
* [ Desktop TR
@ Downloads e B o S
A Few of My AGuy In a Bartxt 4 Mosaic of New A Shaggy Dog Accounts
Devices Favourit..ords.doc ords.docx Story.txt Receivable.xlsx
Shared
Tags =

boc poc [

Addresses.doc Advances Adventure Works
2017 Sal...sal.pptx

Aligning Cell
Contents.xls

@ The file disappears from the sce 151 Documents
folder. on s #-o) o Q. search

Favorites

. @ Arorop — .
You can also delete a file s Mm& =
by clicking it and then & iCloud Drive 2016 2016-2017 2016-2017 A rief €-mail A Few of My

. ﬁ e Budget.docx Budget...tes.docx Budget.xlsx Primer.docx Favourit...ords.doc

36 B Delet

pressing (3 +(EET. s B
If you dElete a ﬁ le o i AG \nﬂ B AM Dn:xl N A She ” D Ai Add . d
accidentally, you can restore - IR e o Recamabedsx possesne

it. Click the Dock’s Trash shared o
icon (™) to open the Trash o —

ot pocx ooc
Wi ndow Rig ht_cljck the ﬁ le Advances Adventure Works Agenda for Aligning Cell Alignment
* Owed.doc 2017 Sal...sal.pptx Industry...ce.docx Contents.xls Examples.doc

and then click Put Back.
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Open a Folder in a Tab

You can make it easier to work with multiple folders simultaneously by opening each folder in its
own tab within a single Finder window. As you work with your documents, you may come upon
one or more folders that you want to keep available while you work with other folders. Instead

of cluttering the desktop with multiple Finder windows, mac0S enables you to use a single Finder
window that displays each open folder in a special section of the window called a tab. To view the
contents of any open folder, you need only click its tab.

Open a Folder in a Tab

@ Right-click the folder you want
to open.

o Click Open in New Tab.

O A new tab appears for the
folder.

() The folder’s contents appear
here.

@ You can click any tab to display
its contents in the Finder
window.

(© To close a tab, you can
position the mouse pointer (k)
over the tab and then click
Close Tab ().

@ If you already have two or
more tabs open, you can also
click Create a new tab ().

Note: You can also create a new
tab by clicking File and then
clicking New Tab.
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Open a Document in a Tab

CHAPTER

|

ou can make it easier to work with multiple documents at the same time by opening each

document in its own tab within a single application window. This is a new feature in macQS
Sierra and is supported by a number of mac0OS apps as well as some third-party apps. Now, instead
of cluttering the desktop with multiple app windows, you can use a single app window that displays
each open document in a special section of the window called a tab. To view the contents of any

open document, you click its tab.

Open a Document in a Tab

o In an app that supports tabs,
click File.

© Click New Tab.

You can also press (3+(0.

Close Window

Share

Print...

Edit View Window Help
- New Window Y

| Q keareh for place or address

Export as PDF...

=

a) Thu3s0PM Q@ i

Lo

®P

m Transit  Satellite

@ A new tab appears.

© The tab’s contents appear
here.

@ You can click any tab to
display its contents in the
app window.

() To close a tab, you can
position the mouse pointer (k)
over the tab and then click
Close Tab ().

@ If you already have two or
more tabs open, you can also
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click Create a new tab ().
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CHAPTER 2

Browsing the
Web

If your Mac is connected to the Internet, you can use the Safari
browser to navigate, or surf, websites. Safari offers features that make
it easier to browse the web. For example, you can open multiple pages
in a single Safari window, and you can save your favorite sites for
easier access.

@ Safari File Edit View History Bookmarks Window Help = ] Wed4:31PM Q @&
< [im] o

GQ gle world wide web

All Images News Books Apps More Search tools

About 268,000,000 results (0.62 seconds)

World Wide Web - Wikipedia, the free encyclopedia
https:/fen.wikipedia.org/wiki/World_Wide_Web ~ Wikipedia ~

The World Wide Web (WWW) is an information space where documents and other web
resources are identified by URLs, interlinked by hypertext links, and can ...

Tim Berners-Lee - History of the World Wide Web - Information system

History of the Web — World Wide Web Foundation
webfoundation.org/.../history-of-the-web/ ¥ World Wide Web Foundation -

Sir Tim Berners-Lee invented the World Wide Web in 1989. Image: ® CERN. Sir Tim
Berners-Lee invented the World Wide Web in 1989. Sir Tim Berners-Lee is ...

More images

World Wide Web Foundation — Founded by Tim Berners-Lee, ... World Wide <
webfoundation.org/ ¥ World Wide Web Foundation ~ W b
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The World Wide Web is an information
'space where documents and other web
resources are identified by URLs,

E-Book Lover? Check Your Amazon Account interlinked by hypertext links, and can be
accessed via the Internet. Wikipedia
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See results about
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Open a Web Page in a Tab

You can make it easier to work with multiple web pages and sites simultaneously by opening each
page in its own tab. As you surf the web, you may come upon a page that you want to keep
available while you visit other sites. Instead of leaving the page and trying to find it again when
you need it, Safari lets you leave the page open in a special section of the browser window called a
tab. You can then use a second tab to visit your other sites, and to resume viewing the first site, you
need only click its tab.

Open a Web Page in a Tab

Open a Link in a New Tab s0e < | m —— o &L o
o Right'click the |,'|nk yOu Want ﬁ McFedries.com Books  Articles Three MPH Reads  Search
to open.

@ Click Open Link in New Tab.

PAuL McFEDRIES

WRrITER. CODER. WALKER. READER. LOGOPHILE. HUMAN.

Fresh Books Fresh ArtNles

I Phone 6s Portable Genius The Great Transmogrification o
Atoms to BitsiiE SRS 2
Open Link in New Window

o Getting the most out of your iPhone 6s

smartphone and the i0S 9 operating Libraries move tg
system that runs it. physical collectio  Download Linked File
IEEE Spectrum Download Linked File As...
Published: November 2, 2015 Add Link to Bookmarks...
i . Add Link to Reading List
Teach Yourself VISUALLY 05 x = din Basit
eac ourse . Copy Link
m El Capitan How to build Exct .- R
are
E A visually-rich, easy-to-understand Excel 2016 Formg
E— §
guide to Apple’s OS X El Capitan Search With Google
When Techno  Add to iTunes as a Spoken Track

operating system for Macs. There’s a word foAdd to Reading List

Published: November 1, 2015 life seem to be out to get you: Resistentialism

IEEE Spectrum
o A new tab appearS With the [ NN ] [am] = spectrum.ieee.org & i} o
page t-itl.e. Paul McFedries A The Great Transmogrification of Atoms to Bits - |EEE Spectrum
€@ Click the tab to display the e = aeine e
age. g . D TO
pag The Great Transmogrification of Atoms to - :
Bits DS Alert tods
Libraries move to curating digital rather than physical
collections z O

el vl [slslol+
Posted 30 Mar 2016 | 19:00 GMT f Y ¢ % +

As I mentioned in my February 2013
column, *Balancing Act,” the belief  Ralated Stories
that our life offline is separate from - I

our life online has been denounced as

digital dualism. But there’s less of a

debate when it comes to H =
differentiating between analog
B . “®ise. . nhiscke and dicital Aata Vae tha nrint
Share v
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Create a New Tab

@ click File.

© Click New Tab.

© You can also click Create a

Topics

The (

CHAPTER

Browsing the Web

Edit View History Window Help Wed 4:35 PM

New Window

spectrum.iese.org i) [0}

Multimedia Magazine Resources
Close Window
Close All Windows C{r38W

Close Tab *’W

rification of Atoms to Sign up for

Bits Saveliss %3 The Human
l are
new tab (+). E oy & OS Alert today
. Librarij ©penin ashboard.. ligital rather than physical
() Séfan creates a new tab and collect meenren >
displays the Favorites tab. By P per WY |5 |S|o|+]

Note: After you have used Safari
for a while, the Favorites tab lists
the websites that you have visited
most often.

Posted 30 Marwwrop ruwamr

As I mentioned in my February 2013
column, “Balancing Act,” the belief
that our life offline is separate from
our life online has been denounced as
digital dualism. But there’s less of a
debate when it comes to
differentiating between analog

Related Stories
N

B s hiscte and dicital Aata Vae tha nrint
Share
e Type the address Of the page ® Safari File Edit View History Window Help = [ Wed 4:35 PM
. eoe < in] @ google.com [ |
you want to load into the . —
Bl Eaaa The Great Transmogrification of Atoms to Bits .. | T [+
new tab' Gmail Images  =i2 ﬂ
@ Press (D).
() Safari displays the page in
the tab.
Google Search F'm Feeling Lucky
Advertising Business About Privacy Terms Settings Use G

Are there any shortcuts I can use to open web pages in tabs?
Yes, here are a few useful keyboard techniques you can use:

e Press and hold (£ and click a link to open the page in a tabh.
¢ Type an address and then press ((]+(E1) to open the page in a new tab.

e Press 0+ 0+00 or E0+E)+(10 to cycle through the tabs.
e Press [1)+(7] to close the current tab.
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Navigate Web Pages

fter you have visited several pages, you can return to a page you visited earlier. Instead of

retyping the address or looking for the link, Safari gives you some easier methods. When you
navigate from page to page, you create a kind of path through the web. Safari keeps track of this
path by maintaining a list of the pages you visit. You can use that list to go back to a page you
have visited. After you go back to a page you have visited, you can use the same list to go forward

through the pages again.

Navigate Web Pages |

Go Back One Page
@ Click Previous Page (< ).

The previous page you
visited appears.

Go Back Several Pages

0 Click and hold down the
mouse pointer (k) on
Previous Page (< ).

A list of the pages you have
visited appears.

Note: The list of visited pages is
different for each tab that you
have open. If you do not see the
page you want, you may need to
click a different tab.

Q Click the page you want to
revisit.

The page appears.
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Go Forward One Page @ Safari File Edit View History Bookmarks Window Help = [ Wed 4:42 PM
. ece < 14 @ wikipedia.org & H O |T
0 Click Next Page ( ).
The next page appears. WIKIPEDIA
The Free Encyclopedia
Note: If you are at the last page English Espaiol
viewed up to that point, the Next o osoanearices et ameses
. . . B#E Deutsch
Page icon ( ) is not active. Em  Deutech
Pycckui Francais
1 314 000+ craTei 1 761 000+ anticles
ltaliano Portugués
1275 000+ voci 922 000+ artigos
iz Polski
881000+ 48 1 170 000+ haset
| = |
Go Forward Several Pages @ Safari File Edit View History Bookmarks Window Help = [ Wed 4:42 PM
. e0e < > # wikipedia.org & H O |T
o Click and hold down the mouse T
. 3 [Ed Facebook - Log Jgear Sign Up
ointer (k) on Next Page . & Wor
P (%) ge () S 2 . WIKIPEDIA
A list of the pages you have = Word e i | Tty | 1T TG Eocyclopedia _
. . -anol
visited appears. 165000 arics 25100
Note: The list of visited pages is oo Deutsch
different for each tab that you have i et
'CCKUN ram;as
Open. If yOLl dO not see the page 1314000+ crareit 1761 000+ articles
you want, you may need to click a haliano Portugués
d_ifferent tab 1275 000+ voci 922 000+ artigos
iz Polski
e Click the page you want to s 000 43 1170000 nase
revisit.
evisit . n
The page appears.

Are there any shortcuts I can use to navigate web pages?
Yes, a few useful keyboard shortcuts you can use follows:

e Press [1)+(7) to go back one page.
e Press ()+[]) to go forward one page.
e Press (C11+()+(2) to return to the Safari home page (the first page you see when you open Safari).
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Navigate with the History List

he Previous Page and Next Page icons (< and ) enable you to navigate pages in the current browser
session. To redisplay sites that you have visited in the past few days or weeks, you need to use the
History list, which is a collection of the websites and pages you have visited over the past month.

If you visit sensitive places such as an Internet banking site or your corporate site, you can increase
security by clearing the History list so that other people cannot see where you have been.

Load a Page from the Recent S i RN s =
0 0 m W (0]

History List s d -

Search rd %]

o Click HiStOl'y. | Home o%H

Safari displays a menu of recent 322223’@;‘33*673., e

Flare that the sp . seed." —Filippo
@ Pinterest « The world's catalog of ideas
@ (27) Pinterest « The world’s catalog of ideas

Click the date when you visited U

= dark social - Word Spy

the page. laul McFedries | = Word Spy ard

dates that you used the program.

[Ed Facebook - Log In or Sign Up
| & Apple

W Wikipedia

G Google

[l The Great Transmogrification of Atoms to Bits - IEEE Spectrum

G Google

& Paul McFedries

& world wide web - Google Search

G Google

Add a Pin  wednesday, June 15, 20160

| Clear History...

o A Submenu Of pages that you Edit View Iiﬂm Bookmarks Window Help

. . . Show All History ®Y
visited during that day appears. e e =
Search Forward Oﬁ_‘ [27]
. 2. H
e Click the page you want to revisit. | =5

Recently Closed >

Safar-i opens the page. Reopen Last Closed Tab 08T
biare that the sp o e T . seed." —Filippo

@ Pinterest « The world's catalog of ideas

@ (27) Pinterest « The world’s catalog of ideas

W Wikipedia

= dark social - Word Spy

laul McFedries | == Word Spy ard
[Ed Facebook - Log In or Sign Up

| & Apple

W Wikipedia

G Google

[l The Great Transmogrification of Atoms to Bits - IEEE Spectrum
G Google

& Paul McFedries

& world wide web - Google Search

‘Wednesday, June 15, 2016

G Google

Clear History...
\ ik + second screening - Word Spy

iCloud

[ switchResX o
3 SwitchResX - Th...ions On Your Mac
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Load a Page from the Full S e e e B e e
e0e® <> m Show All History h [w)

History List | Bk
. . @ | Search Forward 3] 27}
@ Cclick History. |
Recently Closed

1 Home. THEH
e Clek ShOW All HiStOI'y. Reopen La‘slbchfe‘dTab QSG;

“We declare that the sp z ) S 2eed.” —Filippo

Note: You can also run the Show All 8 P Sl TE s of dkae

. . @ (27) Pinterest « The world's catalog of ideas
History command by pressing £+ (7. ¥ Wikpedia
e dark social - Word Spy
@ Paul McFedries | -~ Word Spy ard ans
[Ed Facebook - Log In or Sign Up
| & Apple
W Wikipedia
G Google
[l The Great Transmogrification of Atoms to Bits - IEEE Spectrum
G Google
& Paul McFedries
& world wide web - Google Search
G Google

Add a Pin wednesday, June 15, 2016 »

Clear History...

Safari displays the full History list.

Histo ry Clear History... a
e Double-click the date when you wessie doress
. . @ (27) Pinterest « The world's catalog of ideas https:/fwww.pinterest.com/
V.IS.ItEd the page' W wikipedia https://twitter.com/wordspy
w dark social - Word Spy i k-social
© A submenu of pages that you + Word Spy [T ———
L : [ Facebook - Log In or Sign Up https://www.facebook.com/
visited during that day appears. P A
. W Wikipedia https://www.wikipedia.org/
@ Double-click the page you want " oo R
to rev'is'it. [ The Great Transmogrification of Atoms to Bits - IEEE h ieee.org/comp...ogrification-of-atoms-to-bits
G Google ps/ 4 ? iwS7-7TgCA
3 & Paul McFedries http:ffwww.mcfedries.com/
Safan 0pens the page. @ world wide web - Google Search ps:/ .google. Zclie...mac_| id b
G Google ps:/ google. ?clie...gV_KLHKupj p &fg=1
¥ (4) Wednesday, June 15, 20150 7 items
& G Google psy/ ?clie...V7HLFAUMyQKwir7oBwafg=1
G Google https://www.google.ca/?client...i=LrphV7HLF4uMyQKwir7oBw
& second screening - Word Spy s: Jind....p =second-screening
& Search Results - Word Spy ps:/ d. h="&type="&match=*
& iCloud https:/jwww.icloud.com/
[ SwitchResX - Download http:/fwww.madrau.com/srx_download/download.html

B SwitchResX - The Most Versatile To...ng Screen Resolutions On Your Mac  http:/jwww.madrau.com/

How can I control the length of time that Safari Is there an easier way to find the page I am
keeps track of the pages I visit? looking for?

In the menu bar, click Safari and then Preferences. | If you know some or all of the page’s title or

The Safari preferences appear. Click the General tab. | address, you can search for the page. Press (+(7)
Click the Remove history items g and then select to open History, click the Search box in the lower-
the amount of time you want Safari to track your right corner, and then type what you can remember
history. Click Close (@). of the page title or address.
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Change Your Home Page

Your home page is the web page that appears when you first start Safari. The default home page is
usually the Apple.com Start page, but you can change that to any other page you want, or even
to an empty page. This is useful if you do not use the Apple.com Start page, or if there is another
page that you always visit at the start of your browsing session. For example, if you have your own
website, it might make sense to always begin there. Safari also comes with a command that enables
you to view the home page at any time during your browsing session.

Change Your Home Page

)
d

Change the Home Page @ Safari File Edit View History Bookmarks Window Help

o Display the web page that you
want to use as your home page.

WORD SPY
Click Safari. WORD
° S%Y

THE WORD LOVER’S GUIDE TO NEW WOR

The Latest Word

Jafaican
n. An English dialect chiefly characterized by the use of accents and words, particularly slang terms, th|

borrow from or mimic Jamaican English.

He refers to Multicultural London English, generally known as MLE, which features new words borroy
from outside the UK — exactly the variety of slang that Andy, of West African origin, is talking about.
often linked to recently emerged multicultural hybrid “Jafaican,” or fake Jamaican, with West Africa
Asian undertones.

—Jasmin Ojalainen, “The (Slang) Word on the Street,” Teny Thorne, June 17,2016

Posted: June 23, 2016 (See the full entry)

e Click Preferences. m File Edit View History Bookmarks Window Help

® About Safari
Safari Extensions...

)
K]

<)

& wordspy.com

Preferences...

Clear History... O R D S PY

Services >
e | HE \WORD LOVER’S GUIDE TO NEW WOR

Hide Others NEH

Show All

Quit Safari ®Q
-T ne aest vwwora

Jafaican
n. An English dialect chiefly characterized by the use of accents and words, particularly slang terms, th|

borrow from or mimic Jamaican English.

He refers to Multicultural London English, generally known as MLE, which features new words borroy
from outside the UK — exactly the variety of slang that Andy, of West African origin, is talking about.

often linked to recently emerged multicultural hybrid “Jafaican,” or fake Jamaican, with West Africa
Asian undertones.

—Jasmin Ojalainen, “The (Slang) Word on the Street,” Teny Thorne, June 17,2016

Posted: June 23, 2016 (See the full entry)
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0 Click General.
o Click Set to Current Page.

@) Safari inserts the address of the
current page into the Homepage
text box.

Note: If your Mac is not currently
connected to the Internet, you can
also type the new home page address
manually using the Homepage

text box.

@ click Close (®).

View the Home Page
@ Click History.
© Click Home.

Note: You can also display the home
page by pressing (G110 +E9+(0.
Safari displays the home page.
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General Tabs AutoFill Passwords Search Security Privacy Motifications Extensions Advanced

Safari opens with: = A new window

New windows open with:  Favorites

New tabs open with: Favarites

Homepage: ‘hﬁps:,l,lwww.wordsw.mmi

Set to Current Page

Remove history items: = After one year

Favorites shows: (1] Favorites

Top Sites shows: 12 sites

File download location:  [&] Downloads

oo DEo éuuu

Remove download list items: = After one day

Open “safe” files after downloading
"Safe" files include movies, pictures,
sounds, PDF and text documents, and
archives.

® Safari File Edit View Bookmarks Window Help
eoe® < fin] All History ®Y

XS

1)
rl

Recently Closed »  Paul M
Reopen Last Closed Tab 48T | August 2|
Reopen All Windows from Last Session

uchoteug

[E7 Paul McFedries - Things we saw while wandering around Montreal al, Queb)|

& Word Spy - The inaugural editio...the Word Spy Press newsletter...

[Ed Facebook [Phato

Wednesday, June 22, 2016 »
Wednesday, June 15, 2016

Clear History...

Suggested Page)

R e

In the menu bar, click Safari and
then Preferences. The Safari
preferences appear. Click the
General tab. Click the New tabs
open with [ and then select

Click Close (@) to close the Safari
preferences.

How can I get Safari to open a new tab without displaying the home page?

Empty Page from the pop-up menu.

New tabs open with v Favorites

Top Sites
Homepage Homepage

Empty Page

Same Page
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Bookmark Web Pages

f you have web pages that you visit frequently, you can save yourself time by storing those pages
as bookmarks — also called favorites — within Safari. This enables you to display the pages with

just a couple of clicks.

The bookmark stores the name as well as the address of the page. Most bookmarks are stored on the
Safari Bookmarks menu. However, Safari also offers the Favorites bar, which appears just below the
address bar. You can put your favorite sites on the Favorites bar for easiest access.

Bookmark Web Pages

Bookmark a Web Page

o Display the web page you want
to save as a bookmark.

0 Click Bookmarks.

€@ Click Add Bookmark.

@ You can also run the Add
Bookmark command by clicking
Share (7)) and then clicking
Add Bookmark.

The Add Bookmark dialog
appears.

Note: You can also display the Add

Bookmark dialog by pressing (3+(2).

@ click [ and then click the
location where you want to
store the bookmark.

e Edit the page name, if
necessary.

@ click Add.

Safari adds a bookmark for the
page.
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® sSafari File Edit View History Juri ol Window Help Z L] Thu10:25 AM
~ Shqllk Favorites
o0e < 0 ¢ h [l
1 v S q ly Visited in Favorites F) rij It

WILEY

Edit Bookmarks ~C3¢B Nited States Change

Add Bookmark...

) ) Add Bookmark Folder
Home | Subjects | AboutWiley
Add to Reading List

Home | Computing / Software Engineering

Join An E-mail List

Featured Titles (T Favorites

Learn about the latest proy
«events, offers and content

Effective and Efficient
Test Professional

by Rex Black

April 2016

Now
Pragmatic Software
':EE Testing: Becoming an
=

[Show: @ All ) Only Textbooks & Course Offerings ~ Sort by: Featured Titles B
IAll Titles in Software Design (25)

-;:: Pragmatic Software Testing: Becoming an Effective and Efficient Test Professional

by Rex Black
~ Ror 2016, Paperback (E-book aiso availabie)
@ Safari File Edit View History Bookmarks Window Help = [ Thu10:25 AM

>0 wiley.com <

=t
Wl LEY MH;WS page to: Change My Account é
Favorites
P e oo @ ] h

FM’ Title, Author, ISBN, ISSN

Home | Subjects | AboutW

Cancel Add 6

Home / Computing ! Software

Featured Titles Join An E-mail Lisf
Learn about the latest pro

events, offers and content

Effective and Efficient
Test Professional

by Rex Black

April 2016

Now
Pragmatic Software
":EE Testing: Becoming an
<

Bhow: (+) All () Only Textbooks & Course Offerings ~ Sortby: Featured Titles <
Wl Titles in Software Design (25)

[Topes|  Pragmatic Software Testing: Becoming an Effective and Efficient Test Professional
by Rex Black
m: April 2018, Paperback (E-book also available)

vww.allitebooks.coni
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® Safari File Edit View History

Window  Help = [ Thu10:27 AM

Display a Bookmarked Web

eoe <

Page
@ Click Show sidebar (11)).

© Click Bookmarks ([1).

» 77 Favorites

o0

Sitting Disease
Prevention Kit

Adapting the Pomodoro technique — alte
timed work sessions with short breaks —|

I

mecfedries.com

sitting time and increase movement throug
day. Many studies have shown that this sin
schedule can help prevent sitting dise

Break
Time (mins): @ ]

Pomodoro

Time (mins): @ 25 @

® Safari File Edit View

History Window Help = [l Thu10:29 AM

The sidebar appears with the
Bookmarks tab displayed.

Click the location of the
bookmark, such as Favorites.

eoe <

& Apple

& iCloud
[1] Yahoo
[T] Bing

G Google
W Wikipedia

Click the folder that contains the
bookmark you want to display.

e Click the bookmark.
The web page appears.

v [ Social Media

E |7 Facebock
&m Twitter
[1] Linkedin
0 Yelp

@
&1? Favorites
Wiley: Software Design

[1] The Weather Channel

(1] TripAdvisor

Sitting Disease
Prevention Kit

Adapting the Pomodoro technique — alte
timed work sessions with short breaks —
sitting time and increase movement throug
day. Many studies have shown that this sin
schedule can help prevent sitting dise

o

mcfedries.com

Break
Time (mins): @ §

oo

Pomodoro

Time (mins): @ 25 @

Is there an easier way to display favorite
pages?

Yes. Click View and then click Show Favorites
Bar. Safari assigns keyboard shortcuts to the first
nine bookmarks, counting from left to right and
excluding folders. Display the leftmost bookmark
by pressing (J+(1). Moving to the right, the
shortcuts are £+, 3+, and so on.

How do I delete a bookmark?

If the site is on the Favorites bar, right-click the
bookmark and then click Delete, or press and hold
and drag it off the bar. For all other bookmarks, click
Show sidebar ([T]) and then Bookmarks ([]) to
display the sidebar’s Bookmarks tab. Locate the
bookmark to remove, right-click the bookmark, and
then click Delete.
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Pin a Web Page Tab

f you have one or more web pages that you visit frequently, you might want even easier access to

those pages than you get when you bookmark them. For example, you might want the web page
to be available every time you launch Safari and every time you open a new Safari window. You can
have that convenience and efficiency by using Safari to pin a web page’s tab. This places a small icon
for the tab to the left of the current tabs in every open Safari window. The pinned tabs also stay in

place when you close and reopen Safari.

Pin a Web Page Tab

0 Open the web page you want to pin.
e Click Window.
€ Click Pin Tab.

@ You can also pin a tab by dragging
the tab to the left of the existing
tabs.

@ Safari pins the tab.

@ To open the tab, you can either
right-click the pinned tab and
then click Unpin Tab, or drag
the pinned tab to the right.

Note: To remove the pinned tab,
you can right-click it and then click
Close Tab.
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@ Safari File Edit View History Bookmarks

o008 < [am]

Word Spy Press

BOOKS FOR

S
PRESS

Pin

an Elmze
Previous Tab

Show Next Taj

Merge All Windows

Mute This Tab
Mute Other Tabs

Bring All to Front

Help =

Tab

; 1/ Word Spy Pre:
; S S e CErrrererey
: R TTTIS SIS SIS IS
- - 1
1 | L o s i
[echnically B e 5
Speakin S5 wordspy B
p g s :‘ Vord Spy 3
1011 a1y \
What new words and phrsses tll "*' :‘ l)lLtI()pal b, u:l
IRt iy ronseea ol y'v :‘ of J’v
. 1
P Bad Behavior f#
Iy Wy
P Newuwen W
Iy Wy
Pwd o
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pd Paul VcFedries o
Iy iy
P v
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@ Safari File Edit View History Window Help Z L Thyl
o0® < [im} a Apple Inc. ¢ i ]
iCloud Je
Close Ti'b
b Thursday

es®s

28



CHAPTER

Mute a Web Page Tab

f a web page tab is playing sound, but you are not sure which tab is the source of the audio, you

can have Safari mute all the open tabs. Having many web pages open in tabs is convenient, but
a tab might suddenly begin playing sound, likely an ad or video that had a delayed start. The more
tabs you have open, the less likely you are to know which tab is playing the sound. To avoid this
frustration, tell Safari to mute all the tabs.

Mute a Web Page Tab

On the tab that 'is pl_ay'ing @ Safari File Edit View History Bookmarks Window Help = [ Thu
sound, click Mute This Tab (<1)). [®~® < © & worcspycom (R <) ¢ ol §=
VIDEO: Great Pyramid in Giza 1 iCloud acoustic privacy - Word Spy

O If multiple tabs are playing
sound, you can mute them all by
switching to a tab that is not . .
playing audio and then clicking acou Stl C p riva Cy
Mute Other Tabs (1)) in the
address bar.

Home —+ Alpha —+ A —+ acoustic privacy + acoustic ecology - acoustic snooping &

n. A state or condition in which external sounds are reduced or
eliminated.

Examples

2001
A recent study conducted by Bosti Associates, a workplace analysis firm based in Buffalo, N.Y,,
suggests that despite all the drawbacks, people prefer cubicles to open space. The company
surveyed 13,000 workers at Fortune 500 companies and found the most important issue for them
was acoustic privacy. “In the modern office there’s so much noise, what with speaker phones,

desktop video and voice-activated computing,” explains John Olson, president of Bosti Associates.

1T S PO I 4 il all blns®
Safari mutes the Sound & Safari File Edit View History Bookmarks Window Help = ] Thu
([:J) changes tO [‘-_\:\). o0® < [Em] & wordspy.com S ] o
VIDEO: Great Pyramid in Giza | 2 g iCloud acoustic privacy - Word Spy 4

To resume playing the sound,
click Unmute This Tab ().

Home —+ Alpha —+ A —+ acoustic privacy + acoustic ecology - acoustic snooping &

acoustic privacy

n. A state or condition in which external sounds are reduced or
eliminated.

Examples
2001

A recent study conducted by Bosti Associates, a workplace analysis firm based in Buffalo, N.Y,,
suggests that despite all the drawbacks, people prefer cubicles to open space. The company
surveyed 13,000 workers at Fortune 500 companies and found the most important issue for them
was acoustic privacy. “In the modern office there’s so much noise, what with speaker phones,

desktop video and voice-activated computing,” explains John Olson, president of Bosti Associates.

L3-8} PN TN I +, ied all bl
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Display a Web Page Video as Picture-in-Picture

f you want to watch an online video while performing other tasks, you can display the video as

a picture-in-picture screen that stays visible while you work in other windows. This is useful for
those times when you want to watch an online video, but you do not need to give the video your
full attention. When you display the video as picture-in-picture, the video window stays visible even
when you switch to another app. This enables you to read or work with that app while still being
able to view the video playback.

Open the WEb page that ® Safari File FEdit View History Window Help = L] Thull00AM Q& = |
. . o0 e < [in] & wordspy.com [V} juf [m}
contains the video you want T £ ‘ s B
to watch. Y 2006 (earliest)
The phenomenon, which has been variously described as “Jafaican” — a combination of Caribbean and African — or Tikkiny,
e Right_cl‘ick the V'ideO. in honour of the influence of Bengali in areas such as Tower Hamlets, is more properly referred to as “multicultural London

English”.
—Jonathan Brown, “Jafaican and Tikkiny drown out the East End’s Cockney twang,” The Independent (London), April 10, 2006

A menu of the video's built-in

commands appears. Notes (]
Multi~*ural L¢ 1don English (MLE) or Jafaican
@ Right-click the video a second 2 A
time. o e /,
| Open video in New Window
O A menu of Safari’s video oy o ess

Fd

commands appears.

0 Click Enter Picture-in-Picture.

oSafari displays the video in a @& Calendar_File Edit View Window Help = L Thull05AM Q8 = |
t . t . . t ® O ® Calendars b Day — - . '
separate picture-in-picture
. "()ctober 2016
window. i -
@ When you switch to another
app, the video remains visible. , : : X ; - ;
@ To close the video window,
you can position the mouse o u E b o b
pointer (k) over the video
. 8 9 20 2
and click Close ([X]). b v ' ' ' b
23 24 25 26 27 28 29
30 &1l

Halloween
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Search for Sites

CHAPTER

f you need information on a specific topic, Safari has a built-in feature that enables you to quickly

search the web for sites that have the information you require. The web has a number of sites
called search engines that enable you to find what you are looking for. By default, Safari uses the
Google search site (www.google.com). Simple, one-word searches often return tens of thousands of
hits, or matching sites. To improve your searching, type multiple search terms that define what you
are looking for. To search for a phrase, enclose the words in quotation marks.

Search for Sites \

o Click in the address bar and
then type a word, phrase, or
question that represents the
information you want to find.

O If you see the search text you
want to use in the list of
suggested searches, you can
click the text and skip step 2.

© Press (0.

© A list of pages that matches
your search text appears.

e Click a web page.
The page appears.

Note: To rerun a recent search,
click History and then click
Search Results SnapBack (or

press (L0 +E3+6)).

Note: To change the search
engine, click Safari, click
Preferences, click the Search
tab, click the Search engine [,
and then click the search engine
you prefer: Google, Yahoo!, Bing,
or DuckDuckGo.

@ Safari File Edit View History Bookmarks Window Help =

[ Thu11:19 A]

eoe ¢ >l m 1

) Google Search
4 McFedries.com  Books  Q nhistory of dog walking
—————

| © histery of dog walking| — Search Google & ]

PROGRAMMING

“We are hiring”
A delightful surprise lurks in The Guardian’s source code
True education flowers at the point when delight falls in love with

responsibility.

—PuiLP PULLMAN

hecking out a the source code of a web page isn’t normally a “fun” experience. Most
often, your goal is get the name of a file or to figure out how the site performed some

HTML or CSS magic. But every once in a very long while you can find a surpise, even
a delightful one, waiting in the source code. I came across one such surprise the other day

Filed under:
programming
Tags:

CS85, HTML
Posted on:

June 20, 2016

Permalink:
hrep://mcfedries|

® Safari File Edit View History Bookmarks Window Help = [ Thu1:23 Al
e0e® < [am] | . history of dog walking 9
Go gle history of dog walking B
All Images Videos News Maps More + Search fcols

About 16,700,000 results (0.53 seconds)

& Dog walking - Wikipedia, the free encyclopedia
https://en.wikipedia.org/wiki/Dog_walking
Dog walking is both a pastime and a profession involving the act of a person walking
with a dog, typically from the dog's residence and then returning. This constitutes part of
the daily exercise regime needed to keep a dog healthy. It also provides exercise and
companionship for the walker.
Description - Health benefits - Professional dog walkers - See also

Walkies! - Paul McFedries

mcfedries.com/threemph/post.php?p=walkies-a...history-of-dog-walking 4
A Brief History of Dog-Walking.

41


http://www.google.com/
https://www.yahoo.com/
http://www.bing.com/
https://duckduckgo.com/
http://www.google.com/

Download a File

ome websites make files available for you to open on your Mac. To use these files, you can

download them to your Mac using Safari. Saving data from the Internet to your computer is called
downloading. For certain types of files, Safari may display the content right away instead of letting
you download it. This happens for files such as text documents and PDF files. In any case, to use a
file from a website, you must have an application designed to work with that particular file type. For
example, if the file is an Excel workbook, you need either Excel for the Mac or a compatible program.

Download a File

o Navigate to the page that @ Safari File Edit View History Bookmarks Window Help = LJ ThuTT43AM  Q
contains the link to the file. eoe <L LT

mcfedries.com 1 ¢ | a

E McFedries.com  Books  Articles ThreeMPH  Reads  Search

Scro l'l' down and Cth the h nk D ata analysis is the application of tools and techniques Book Info:

to the ﬁ l_e- to organize, study, reach conclusions, and sometimes Wiley Publishing
make predictions about a specific collection of 336 pages
information. A sales manager might use data analysis to study Us$29.99
the sales history of a product, determine the overall trend, and Pub. Date: July 29, 2013
produce a forecast of future sales. A scientist might use data Category:
analysis to study experimental findings and determine the productivity
statistical significance of the results. A family might use data Tags:

analysis to find the maximum mortgage they can afford or how
much they must put aside each month to finance their
retirement or the kids' education.

analysis, Excel, intermediate,
Office, Office 2010, Office

2013, spreadsheets
Excel offers an excellent and complete set of data analysis tools,

but you need to know both how and when to use them. That's
the idea behind my new book Excel Data Analysis: Your visual
blueprint for analyzing data, charts, and PivotTables. It's the
4th edition of the book, but it's actually a brand new book that T Share This:
wrote from scratch to highlight Excel's powerful and useful data u ﬂ m
analysis capabilities.

Permalink:
http://mcfedries.com/books/book.php?
title=excel-data-analysis

Example Files:
Please use the tabs above to learn more about the book. Bcamples.zipﬁ
Safar-i down loads the ﬁl_e to ® Safari File Edit View History Bookmarks Window Help = [ Thutl:43AaM  Q
e0e® < [im} mefedries.com & A — a g

your Mac.

@ The Show Downloads button

E McFedries.com  Books  Articles  ThreeMPH  Reads  Search

D ata analysis is the application of tools and techniques Book Info:

S h [\ the prog ress Of th e to organize, study, reach conclusions, and sometimes Wiley Publishing
make predictions about a specific collection of 336 pages
dOWI'I |.0a d . information. A sales manager might use data analysis to study Us529.99
8

the sales history of a product, determine the overall trend, and Pub. Date: July 29, 2013

produce a forecast of future sales. A scientist might use data Category:

analysis to study experimental findings and determine the productivity

statistical significance of the results. A family might use data

Tags:

analysis to find the maximum mortgage they can afford or how
much they must put aside each month to finance their
retirement or the kids' education.

analysis, Excel, intermediate,
Office, Office 2010, Office

2013, spreadsheets
Excel offers an excellent and complete set of data analysis tools,

but you need to know both how and when to use them. That's
the idea behind my new book Excel Data Analysis: Your visual
blueprint for analyzing data, charts, and PivotTables. It's the
4th edition of the book, but it's actually a brand new book that T Share This:
wrote from scratch to highlight Excel's powerful and useful data u H m
analysis capabilities.

Permalink:
http://mcfedries.com/books/book.php?
title=excel-data-analysis

Example Files:
Please use the tabs above to learn more about the book. Examples.zip
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rarl File Edit View History Window Help = [ Thuil:dd AM Q

e When the download is complete,
click Show Downloads (£).

O Right-click the file.

to study, reach i and sometime

=1 r
o You can al.SO double_cljck the make predictions about a specific collection of 336 pages
information. A sales manager might use data analysis to study Us$29.99
1con to the l_eft Of the ﬁl_e. the sales history of a product, determine the overall trend, and Pub. Date: July2
produce a forecast of future sales. A scientist might use data Category:
. . . analysis to study experimental findings and determine the productivity
0 YO ucanc h Ck Show n F1 nder statistical significance of the results. A family might use data
. 3 . Tags:
Te ‘) 3 3 J analysis to find the maximum mortgage they can afford or how &
(LQ".I to view the ﬁ l'e mn the much they must put aside each month to finance their analysis, Excel, intermediate,
Down loads fo l_der retirement or the kids' education. Office, Office 2010, Office

2013, spreadsheets
Excel offers an excellent and complete set of data analysis tools,

e cljck open but you need to know both how and when to use them. That's Permalink: 5
* the idea behind my new book Excel Data Analysis: Your visual Iitp:/metedries.com/books/book.pp?
blueprint for analyzing data, charts, and PivotTables. It's the title=excel-data-analysis
4th edition of the book, butit's actually a brand new book that I Share This:

wrote from scratch to highlight Excel's powerful and useful data D n m
analysis capabilities.

Example Files:
Please use the tabs above to learn more about the book. Examples.zip
The ﬁle opens -|n F-inder (-in der File Edit View Go Window Help = ] Thul:d5AM Q@ =
. o0 ® [ ExcelDataAnalysis_Examples
the case of a compressed Zip B=uo = - Q. searen
file, as shown here) or in the @ suomo o .
corresponding application. B Aty Fies oo = ===
& iCloud Drive 2014 ChapterOl.xisx  Chapter02.xlsx ~ ChapterO3.xlsx  Chapter04.xlsx
#; Applications R
[ Desktop T o= =D
[ Documents Resx B o el ask
ODcmn\oads Chapter05.xl: Chapter08.xl: by 07.x Chapter08.x Chapt
Devices _
. st | ] e W
Chapter10.xlsx Chapter.xlsx Chapter12.xlsx Division A Division B
Budget.xlsx Budget.xlsx
Division C Divisiont. Division2.xis Division3.xl: "
Budget.xlsx v
If Safari displays the file Is it safe to download files from the web?
instead of downloading it, how | Yes, but download files only from sites you trust. If you notice that
do I save the file to my Mac? Safari is attempting to download a file without your permission, cancel
Click File and then click Save As. | the download immediately; the file likely contains a virus or other
Type a name for the new file, malware. Fortunately, macOS has built-in safequards against installing
choose a folder, and then click malware, so even if you download a malware program by accident,
Save. mac0S will not allow it to be installed.
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View Links Shared on Social Networks

You can make your web surfing more interesting and your social networking more efficient by
using Safari to directly access links shared by the people you follow. Social networks are about
connecting with people, but a big part of that experience is sharing information, particularly links
to interesting, useful, or entertaining web pages. You normally have to log in to the social network
to see these links, but if you have used macOS to sign in to your accounts, you can use Safari to
directly access links shared by your Twitter and LinkedIn connections.

Note: For more information on
signing in to your social networking
accounts, see Chapter 9.

@ Click Show sidebar (11)).

The Bookmarks sidebar appears.
© Click Shared Links (@).
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Safari File Edit View History Bookmarks Window Help = [ Thuti:53AM Q@

Safari displays the Shared -
Links sidebar, which lists the oo B

& Twitter, Inc.

¢ ot oE

m o0

most recent links shared by the
people you follow on Twitter and
LinkedIn.

v wordnik
Game of Words: Our 11

Favorites from ‘Game of
Thrones’ Season 6
blog.wordnik.com/game-
of-words-...
#GameofThrones https://
t.co/Quiz6WSjzN

Linguistic Society
Congratulations to LSA
member Abby Kaplan
whose new book sets the
facts straight on
#language myths!

Note: If you do not see any links, it
means you have not set up any
social media accounts in macO0S. See

L 4 Search Twitt

2 @
WS  What's happening?

wordnik Cwordnik - 11
' Game of Words: Our 11 Favorites from ‘Game of Thrd
blog.wordnik.com/game-of-words-... #GameofThron

Chapter 9 deseretnews.com/article/ ‘Who 10 follow - Refresh - View il
: ‘3 B s ner o Rachel Riley % ¢ Fachelfil...
. . “booty call": @elongreen v 8+ Follow
e Click the shared link you want o0 1on3 on o ity
) ;FO ;@;séﬁ;:;o‘mnn Scott @MaxHedrm
), @MisterSlang,
tO view. and Duice gsquire.com/ 2+ Follow
Iifestyle/sex/...
Richard O ichar...
Merriam-Wabster o ichard Osman % “richa
—d = New word quiz! = 2 Follow
How well do you know
these words for summer? Find friends
ow.ly/z6bZ301yJoG-
Subscriptions
Trends - change
o Safan' disp[ays the hnked Web ® sSafari File Edit View History Bookmarks Window Help = [J ThulliaAM  Q
e0e® < [Em] merriam-webster.com ¢ o i} a [+

page.

© For a Twitter link, if you want to
retweet the link to your followers,
you can click Retweet.

m (o0}

. wordnik
Game of Words: Our 11

Favorites from ‘Game of
Thrones' Season 6
blog wordnik comjgame-
of-words-..,
#GameofThrones https://
t.co/QuizBWSjzN

Linguistic Society (]
Congratulations to LSA
member Abby Kaplan
whose new book sets the
facts straight on
#language myths!
deseretnews.com/article/
865656...

3 Jesse Sheidlower (v
R “booty call": @elongreen

goes long on its history

for @esquire, quoting

@OED, @MisterSlang,

and Duice gsquire.com/

lifestyle/sex/...

Merriam-Webster v

_d = New word quiz! =

How well do you know

these words for summer?

ow.

Subscriptions

@ Words for Summer -- A Quiz

[ Merriam-Webster @MerriamWebster — 13 Retweet
= New word quiz! ® How well do you know these words for si 7 ow.ly/z6bZ301yJoG

SINCE 1828 MENU =

3
®== How To Play Sudoku >

Test your knowledge of words related to the
season of longer days and vacations.

Summer is upon us, bringing with it the
perennial combination of redolence and
indolence. Below is a quiz on words related to
this laziest time of the year.

START THE QUIZ

How can I be sure that I am seeing the most recent
shared links?

Safari usually updates the Shared Links list each time
you open it. However, to be sure that you are seeing
the most recent links shared by people you follow on
Twitter or are connected to on LinkedIn, click the View
menu and then click Update Shared Links.

How do I hide the Shared Links sidebar
when I do not need it?

To give yourself more horizontal screen area for
viewing pages, hide the sidebar by clicking
Show sidebar ([T]) again. You can also toggle
the Shared Links sidebar on and off by pressing

Control g3 s K 3 X

45



Create a Web Page Reading List

f you do not have time to read a web page now, you can add the page to your Reading List and
then read the page later when you have time. You will often come upon a page with fascinating
content that you want to read, but lack the time. You could bookmark the article, but bookmarks are
really for pages you want to revisit often, not for those you might read only once. A better solution

is to add the page to the Reading List, which is a simple list of pages you save to read later.

Create a Web Page Reading Li ‘

Add a Page to the & Safari File Edit View History Bookmarks Window Help & Lal Thu1200PM Q

spectrum.ieee.org & [+] th 9 | [

eoe < [in]

Reading List

0 Navigate to the page you
want to read later. 19 When Technology Hates Us

Topics Reports Multimedia Magazine Resources Search

There'’s a word for when the machines in your life seem to
be out to get you: Resistentialism

et flw]Y]s]S[e]+]
Posted 28 Jan 2016 | 20:00 GMT f Y @ +

Our lives are immeasurably easier
and more connected than we could
ever have imagined just 20 years ago. .
But to reap these benefits, we've had Related Stories
to cozy up to our tech. So close, in

' fact, that it has become personal,
almost a part of who we are. But
every now and then, that closeness
enables us to see a darker side of the
relationship: Sometimes, it seems,

' our devices are actively working
against us. The phone that
spontaneously reboots just when you

o Click Bookmarks ® sSafari File Edit View History JLotiiuel Window Help
' o0® < o = Shql Favorites
v

. . N requently Visited in Favorites !
€ Click Add to Reading List. 2
Topics Reports Bl Edit Bookmarks Resources REET)]

Safar} add.s the page to the When Technology | m:m Wd
Reading List.

Add to Reading List 3 30 Y

Iustration: Richard Mia

There’s a word for when
be out to get you: Resiste

By Paul McFedries :
Posted 28 Jan 2016 | 20:00 GMT [ Favorites »
[ Social Media >

Our lives are immeasurably easier

and more connected than we could

ever have imagined just 20 years ago. .
But to reap these benefits, we've had Related Stories
to cozy up to our tech. So close, in
fact, that it has become personal,
almost a part of who we are. But
every now and then, that closeness
enables us to see a darker side of the
relationship: Sometimes, it seems,

' our devices are actively working
against us. The phone that E
spontaneously reboots just when you Transportation

lllustration: Richard Mia
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Select a Page from the
Reading List

@ Click Show sidebar (11)).

The Bookmarks sidebar
appears.

Q Click Reading List (o).

@ Drag the list down slightly to
see the controls.

0 Click Unread.

@ If you want to reread a page
you have read previously, you
can click All instead.

e Click the page.
© Safari displays the page.

TIP

CHAPTER
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® Safari File Edit View History Bookmarks Window Help

= [ Thulz06PM_Q

eo0e < D 1 ® codepen.io

€3 Random Word Quotations
Paul McFedries

< Fork

wankind.
-Rudyavd Kigling

0 ) a B

=] Change View I

T awm, by caling, a dealer in wovdS, and words
ave, o€ course, the wmost Qowe.r‘?ul drUtj vsed b\.‘

The most spectacular libraries of the world

Q I 3 and Mafra Palace Library, in Mafra, Portugal
WEEER Bernice \ '
Wi § crossword for T... [ ]
e

nytimes.com
™ For more than six decades,
Ms. Gordon created Cross...

%4  Oliver Sacks on Learning
Lo s HeHas Terminal Cancer

¥ nyimes.com
1am now face to face with
dying. But | am not finishe...
‘The word-hoard: Robert i
Macfarlane on rewilding... ||
‘theguardian.com
For decades the leadins
nature writer has been coll..

The mast spectacular
libraries of the world
imgur.com

Album uploaded by
lylephone. The most spect...
See a 400-Year-Old Book
Made Entirely from Feat...
atlasobscura.com

‘The title page of The
Feather Book. The banner...
1} Written on Beasts
nybooks.com

Shave this. ’
@ Safari File Edit View History Window Help = LJ Thu12:08PM Q@
e0e < D [-"w‘- - - “imumm;w ’, | 0- _rT:_, =)

Next Post >

click the link.

Are there easier ways to add a web page to my Reading List?
Yes, Safari offers several shortcut methods you can use. The easiest is to navigate to the page and then
click Add to Reading List ((+)) to the left of the address bar. You can also add the current page to the
Reading List by pressing £+ +(2). To add all open tabs to the Reading List, click Bookmarks and
then click Add These Tabs to Reading List. To add a link to the Reading List, press and hold (1) and
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CHAPTER 3

Communicating
via Email

mac0S comes with the Apple Mail application that you can use to
exchange email messages. After you type your account details into
Mail, you can send email to friends, family, colleagues, and even
total strangers almost anywhere in the world.

@ Mail File Edit View Mallbox Message Format Window Help ] = Tue3:06PM Q @& =

oee Inbox (Read Only)

Reply Reply All Forward Flag

Get Mail New Message Archive
[ Maiboxes [ ICETS Sent

Choose a Mail account provider...
© iCloud
O [@8Exchange
O Google
= YAHOO!
© Aol.

) Other Mail Account...

e Selected
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Add an Email Account

To send and receive email messages, you must add your email account to Mail. This is usually

a POP (Post Office Protocol) or IMAP (Internet Message Access Protocol) account supplied by
your Internet service provider (ISP), which should have sent you the account details. You can also
use services such as Yahoo! and Gmail to set up a web-based email account, which enables you to
exchange messages from any computer. If you have an Apple ID — that is, an account on the Apple
iCloud service (www.icloud.com) — you can also set up Mail with your Apple account details.

Add an Email Account

Get Started Adding an Account
@ In the Dock, click Mail ().

© Click Mail.
€@ Click Add Account.

Note: If you are just starting Mail
and the Welcome to Mail dialog is
on-screen, you can skip steps 2
and 3.

0 Click the type of account you are
adding (' ' changes to ).

() For a POP or IMAP account, you
can click Other Mail Account.

e Click Continue.
Add an iCloud Account

0 Type your Apple account address.

0 Type your Apple account
password.

e Click Sign In.

Mail signs in to your Apple
account.

Note: Mail prompts you to choose
which services you want to use with
iCloud. See Chapter 14 to learn more.

@ Click Add Account (not shown).
Mail adds your Apple account.
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t Mail No Mailbox Selected

Q search

| Choose a Mail account provider..

© iCloud
@8 Exchange
o Google
YAHOO!
- Aol.

& ") Other Mail Account...
2
T

Services 4
Hide Mail ®H
Hide Others C3H

Quit Mail £l

e )1

THeODOUTallR0R0@®ATE M

Sign in to iCloud with your Apple ID.
Don't have an Apple ID? You can create one for free.

Apple ID Password Forgot Password?

myaccount@icloud.com 4 I .................. Q |

Create Apple ID



http://www.icloud.com/

Add a POP or IMAP Account
o Type your name.
e Type your account address.

e Type your account password.

0 Click Sign In.

Note: If the sign-in is successful, you
can skip the rest of the steps in this
section.

e Edit the User Name text as
required.

Click the Account Type EJ and then
click POP or IMAP.

0 Type the address of the account’s
incoming mail server.

e Type the address of the account’s
outgoing mail server.

e Click Sign In.

Mail signs in to your POP or IMAP
account.

TIP

CHAPTER

Communicating via Email

@ Add a Mail account

To get started, fill out the following information:

Name: Paul McFedries 0

Email Address: myaccount@myisp.com Q

Cancel

Password:  sssssssssssssanan { ‘

4

Email Address: myaccount@myisp.com

User Name: myaccount@myisp.com@ ‘

password: AeeseRRsGRERERRRER

Account Type: POP

Incoming Mail Server: pop.myisp.com 4

Outgoing Mail Server: smtp.myisp.com @

Unable to verify account name or password.

Cancel Back m

Close (@) and then click Save.

My email account requires me to use a nonstandard outgoing mail port. How do I set this up?

In the menu bar, click Mail and then click Preferences. The Mail preferences appear. Click the Accounts tab.
Click the Outgoing Mail Server (SMTP) [g) and then click Edit SMTP Server List. Click the outgoing mail
server. Click the Advanced tab. Use the Port text box to type the nonstandard port number. Click OK. Click
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Send an Email Message

f you know the recipient’s email address, you can send a message to that address. An email address

is a set of characters that uniquely identifies the location of an Internet mailbox. Each address takes
the form username@domain, where username is the name of the person’s account with the ISP or with
an organization, and domain is the Internet name of the company that provides the person’s account.
When you send a message, it travels through your ISP’s outgoing mail server, which routes the messages
to the recipient’s incoming mail server, which then stores the message in the recipient’s mailbox.

Send an Email Message

o Click New Message ([#).

Note: You can also start a new
message by pressing (]+(0.

A message window appears.

o Type the email address of the
person to whom you are sending
the message in the To field.

e Type the email address of the
person to whom you are sending
a copy of the message in the
Cc field.

Note: You can add multiple email
addresses in both the To field and
the Cc field by separating each
address with a comma (,).

e Type a brief description of the
message in the Subject field.
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@ Mail File Edit View Mailbox Message Format Window Help
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Ca: 0
Subject: Your multigrain recipe 4

From: Paul McFedries - paulmcfedries@icloud.com Signature: | None
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© Type the message. ece | = el A
@ To change the message font, you T 6
can click Fonts (A) to display the e
FOI’lt panel. Subject: Your multigrain recipe
From: Paul McFedries — paulmcfedries@icloud.com Signature: | None <

Hello Bree,

It was great to meet you the other day. It's not often | get to nerd out with a fellow bread baking enthusiast! Thank you,
as well, for generously offering to share the recipe for your sublime muitigrain loaf. Please pass it along at your earliest

convenience.
Cheers,
Paul McFedries
e Cl]Ck Send (ﬁ), @ Mail Flle Edit View Mailbox Message Format Window Help
&7 || =v & A

Mail sends your message.

To:  b.oche@leschantsdeble.com ~

Note: Mail stores a copy of your message ce:

-in the Sent folder‘ Subject: Your multigrain recipe
From: Paul McFedries - paulmcfedries@icloud.com Signature: | None s
Hello Bree,

It was great to meet you the other day. It's not often | get to nerd out with a fellow bread baking enthusiast! Thank you,
as well, for generously offering to share the recipe for your sublime multigrain loaf. Please pass it along at your earliest
convenience.

Cheers,
Paul McFedries|

How can I compose a large number of messages offline?
You can compose your messages offline by following these steps: While disconnected from the Internet,
click Mail (®) in the Dock to start Mail. To ensure you are working offline, click Mailbox. If the Take All

Accounts Offline command is enabled, click that command. Compose and send the message. Each time you
click Send (<7), your message is stored temporarily in the Outbox folder. When you are done, connect to
the Internet. After a few moments, Mail automatically sends all the messages in the Outbox folder.
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Add a File Attachment

f you have a file you want to send to another person, you can attach it to an email message. A typical
message is fine for short notes, but you may have something more complex to communicate, such as
budget numbers or a slideshow, or some form of media that you want to share, such as an image.

These more complex types of data come in a separate file — such as a spreadsheet, presentation file,
or picture file — so you need to send that file to your recipient. You do this by attaching the file to

an email message.

Add a File Attachment

@ Click New Message ((7).

A message window appears.

© Fill in the recipients, subject,
and message text as described
in the previous section, “Send
an Email Message.”

e Press (i1 two or three

times to move the cursor a
few lines below your message.

@ Click Attach (2).
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[ NN ]

] Mailboxes

No Mailbox Selected

Inbox  Sent Drafts

Sort by Date v

No Messag

@ Mail File Edit View Mailbox Message Format Window Help

00® « | =- & A

[

L
To: dharper@thepostmanplay.com - 0 6
Cc:

Subject: App proposal Q

From: Paul McFedries - paulmcfedries@me.com Signature: = None

Hi David,

As we discussed during our meeting, attached is my proposal for an app that you could use as an online “playbill" for
your play, The Postman. The proposal includes the list of features we discussed, the platforms the app would support,
delivery dates, and fee schedule. Please let me know if you have any questions or if you need more information.

Cheers,
Paul

-9
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A file selection dialog appears. (coe
Click the file you want to D < o [@l=m = moocumens < th || O Q search
attach. Favarites -
£ All My Files | ipocx | _TXT | _bocx |
. . . . Taming Text Outline.txt The Food The Jargon of
e Click Choose File. e Traffic.docx Pyramid.pptx Junk Food
#% Applications
[ Desktop i ;—_.-
[ pocuments = - A .
© Downloads The Postman - Thumbs.db To-Do Listtxt Training.pptm
Devices App Proposal.doc
Shared 'Tﬁ
Tags i" ]
. pocx
Media
. Travel Itinerary - Travel Request Trips v. Vacations Troubleshooting
n Music Florence.pptx Form.xsn Windows.pptx
[iE1 Photos
H Movies
ooc poc poc
Options Cancel Choose File ﬁ
o Mail attaches the file to the @ Mail File Edit View Mailbox Message Format Window Help
message. }i =2 R K5 =) &S

To: dharper@thepostmanplay.com+

Note: Another way to attach a file

Ce:
to a message is to click and drag et Ao proposal
the ﬁl'e from F1nder and drop Tt From: Paul McFedries — paulmcfedries@me.com Signature: | None z
]n51de the message' Message Size: 34 KB
0 Repeat steps 4 to 6 to attach Hi Devi,
additional files to the message. your iy, 7o Posiman The proposs Inolydes h ot of s w6 16550, 00 o o app wok SUpPOR,
delivery dates, and fee schedule. Please let me know if you have any questions or if you need more information.
@ click Send (7). Greers,
Mail sends your message. 0

The Postman - App
Proposal.doc
27 K8

Is there a limit to the number of files I can attach to a message?

The number of files you can attach to the message has no practical limit. However, you should be careful
with the total size of the files you send to someone. Many ISPs place a limit on the size of a message’s
attachments, which is usually between 2MB and 10MB. If you have an iCloud account, when you send a
large attachment Mail asks if you want to use the Mail Drop feature, which stores the attachment in iCloud.
Click Use Mail Drop to enable your recipient to download the attachment from iCloud.
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Add a Signature Block

signature block is a small amount of text that appears at the bottom of an email message.

Instead of typing this information manually, you can save the signature in your Mail preferences.
When you compose a new message, reply to a message, or forward a message, you can click a button
to have Mail add the signature block to your outgoing message.

Signature blocks usually contain personal contact information, such as your phone numbers, business
address, and email and website addresses. Mail supports multiple signature blocks, which is useful if
you use multiple accounts or if you use Mail for different purposes such as business and personal.

Add a Signature Block

Create a Signature Block
@ Click Mail.

© Click Preferences.

The Mail preferences appear.
€ Click Signatures.

O Click the account for
which you want to use the
signature.

o Click Create a signature ().

Mail adds a new signature.
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w File Edit View Mailbox Message Format Window Help
GI About Mail l No Mailbox Selected

Preferences...
1 Accounts...

sortl  Add Account...

Services >

Hide Mail #H
Hide Others " 38H

Quit Mail #Q

Signatures

[ NN
8] @ % D o i

General Accounts Junk Mail Fonts & Colors Viewing Composing Shl'ld‘:l.m Rules

All Signatures é
~ 2 signatures

A iCloud

0 signatures

&4. Always match my default message font
(Helvetica 12)

Choose Signature: None

IS

Place signature above quoted text 2




@ Type a name for the signature.
0 Type the signature text.

e Repeat steps 4 to 7 to add
other signatures, if required.

Note: You can add as many
signatures as you want. For
example, you may want to have
one signature for business use and
another for personal use.

© click Close (®).

Insert the Signature
o Click New Message ([#) (not

shown) to start a new message.

Note: To start a new message,
see the section “Send an Email
Message.”

@ In the message text area,
move the insertion point to
the location where you want
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@

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

Signatures

D o 1

All Signatures
9}5’ 2 signatures

Business 0

Paul McFedries
Spymaster, Word Spy Ltd.

321 Hoosier Highway, Indianapolis, IN 4
46290

.  iCloud .
] 0 signatures Phone: 317-555-8642
E-mail: spymaster@wordspy.com
+ = | Always match my default message font
(Helvetica 12)
Choose Signature: None
Place signature above guoted text ?

& Mail File Edit View Mailbox N je Format Window Help

[ NoN ] =24 & A

& Paul McFedries
Spymaster, Word Spy Ltd.

To: @
Cc:

Subject: MNone

Sl - Busiess 3 ]

Personal

From: Paul McFedries — paulmcfedries@me.com

0

Edit Signatures

321 Hoosier Highway, Indianapalis, IN 46290
Phone: 317-555-8642

E-mail: spymaster@wordspy.com

the signature to appear.

Click the Signature | and
then click the signature you
want to insert.

() The signature appears in the
message.

I have multiple signatures. How can I choose which
signature Mail adds automatically?

Follow steps 1 to 4 in the subsection “Create a Signature
Block” to display the Signatures preferences and choose an
account. Click the Choose Signature [ and then click the

If you prefer to add a signature manually, click None.

signature you want to insert automatically into each message.

Can I format my signature text?

Yes. Follow steps 1 to 4 in the subsection
“Create a Signature Block” to display the
Signatures preferences and choose an
account. Click the signature you want to
modify and then use the commands on
the Format menu to format your signature.
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Receive and Read Email Messages

hen another person sends you an email, that message ends up in your account mailbox on the

incoming mail server maintained by your ISP or email provider. Therefore, you must connect
to the incoming mail server to retrieve and read messages sent to you. You can do this using Mail,
which takes care of the details behind the scenes. By default, Mail automatically checks for new
messages while you are online, but you can also check for new messages at any time.

Receive and Read Email Messages

Receive Email Messages
@ Click Get Mail ().

© Click Inbox.

@ If you have new messages, they
appear in your Inbox folder with
a blue dot in this column.

© The Inbox command and the
Mail icon (® ) in the Dock show
the number of unread messages
in the Inbox folder.
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@ Mail File Edit View Mailbox Message Format Window Help

ece No Mailbox Selected

] Mailboxes  Inbox Sent Drafts

Sort by Date v v

A g

eoe
= o

] Maiboxes ([N

Inbox (3 messages, 3 unread)

Q Search

¥
12:19 PM

Sert by Date v

~® David Harper

Re: App proposal B
Hey Paul, This lookS"antastic! Nice work. Your dates and fee are
fine, so I'll get a contract out to you in the next day or two. I'mr...

1217 PM

® Bree Oche
Re: Your multigrain recipe
Hi Paul, | enjoyed meeting you, as well. | could discuss bread all
day, so | hope | didn't talk your ear off! My multigrain recipe is a...

® Word Spy 9:14 AM
Word Spy - post-factual democracy
Word Spy The Word Lover’'s Guide to New Words post-factual

democracy n. A democracy in which ignorance and irrationality...

No Message Selected




Read a Message
o Click the message.

Mail displays the message text
in the preview pane.

e Read the message text in the
preview pane.

Note: If you want to open the
message in its own window, you
can double-click the message.
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2 ® -

] Mailboxes [[[TAEM Sent Drafts

Inbox (3 messages, 3 unread)

Q, Search

Sort by Date v v
® David Harper

Re: App proposal
& Hey Paul, This looks fantastic! Nice work. Your dates and fee are
fine, so I'll get a contract out to you in the next day or two. I'mr...
® Bree Oche
Re: Your multigrain recipe
Hi Paul, | enjoyed meeting you, as well. | could discuss bread all
day, so | hope | didn't talk your ear off! My multigrain recipe is a...

1219 PM

1217 PM

® Word Spy
‘Word Spy - post-factual democracy
Word Spy The Word Lover’s Guide to New Words post-factual
democracy n. A democracy in which ignorance and irrationality...

9:14 AM

No Message Selected

= =N =D AL KK D

] Mailboxes [[E24E30 Sent Drafts

Inbex (3 messages, 2 unread)

Q Search

Sert by Date v v

David Harper
Re: App proposal

® Bree Oche
Re: Your multigrain recipe
Hi Paul, | enjoyed meeting you, as well. | could discuss brea

day, so | hope | didn't talk your ear off! My multigrain recipe is a...

® Word Spy 9:14 AM
‘Word Spy - post-factual democracy
Word Spy The Word Lover’s Guide to New Words post-factual

democracy n. A democracy in which ignorance and irrationality...

David Harper
To: Paul McFedries  details..

12:19 PM @

Hey Paul,

This looks fantastic! Nice work. Your dates and
fee are fine, so I'll get a contract out to you in
the next day or two.

I'm really looking forward to working with you on
this project!

D.

See More Irom Paul McFedries

Can I change how often Mail automatically checks for messages?
Yes. Click Mail and then click Preferences. The Mail preferences appear. Click the General tab. Click the

Check for new messages [ and then click the time interval that you want Mail to use when checking for
new messages automatically. If you do not want Mail to check for messages automatically, click Manually
instead. Click Close (@) to close the Mail preferences.
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Reply to a Message

hen a message you receive requires a response — whether it is answering a question, supplying

information, or providing comments — you can reply to that message. Most replies go only to
the person who sent the original message. However, it is also possible to send the reply to all the
people who were included in the original message’s To and Cc lines. Mail includes the text of the
original message in the reply, but you should edit the original message text to include only enough
of the original message to put your reply into context.

Reply to a Message

Click the message to which you
want to reply.

e Click the reply type you want
to use:

@ You can click Reply () to
respond only to the person who
sent the message.

© You can click Reply All (<) to
respond to all the addresses in
the message’s From, To, and Cc
lines.

A message window appears.

( Mail automatically inserts the
recipient addresses.

() Mail also inserts the subject
line, preceded by Re:.

 Mail includes the original
message text at the bottom
of the reply.
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® Mail File Edit View Mailbox Message Format Window Help = [ Wed 2:06PM Q

[ XoN ] nbox (3 messages)
2| o = & - «\0 Q search

[ Mailboxes [[T® Sent Drafis

contract out to you in the next day eor two.

Sort by Date v v

I'm really looking forward to working with you on this project!
o.

See More from Paul McFedries

Bree Oche 12:17 PM

Re: Your multigrain recipe

Hi Paul, | enjoyed meeting you, as well. | could discuss bread all

day, so | hope | didn't talk your ear off! My multigrain recipe is a.. David Harper 12:19 PM
Word Spy 9:14 AM To: Paul McFedries details.

Word Spy - post-factual democracy

Word Spy The Word Lover’s Guide to New Words post-factual

demacracy n. A democracy in which ignorance and irrationality... Hey Paul,

This looks fantastic! Nice work. Your dates and fee are fine, so T'll get
a contract out to you in the next day or two.

I'm really looking forward to working with you on this project!

D.

See More from Paul McFednies

& Mail File Edit View Mailbox Message Format Window Help Z [ Wed207PM Q
008 I =~ “« || ¢ |8 A (=]

To: David Harper~ 0

Ce:

Subject: Re: App proposal

From: Paul McFedries — paulmcfedries@icloud.com Signature: None <

On Jun 29, 20186, at 12:18 PM, David Harper wrote:

Hey Paul,

This looks fantastic! Nice work. Your dates and fee are fine, so I'll get a contract out to you in the next day or two.
I'm really looking forward to working with you on this project!

D.

On Wed, Jun 29, 2016 at 11:46 AM, Paul McFedries wrote:
Hi David,

As we discussed during our meeting, attached is my proposal for an app that you could use as an online “playbill” for your play, The Postman. The proposal
includes the list of features we discussed, the platiorms the app would support, delivery dates, and fee schedule. Please let me know if you have any questions or if
You need more information.

Cheers,
Baul




@ Edit the original message to
include only the text relevant
to your reply.

e Click the area above the original
message text.

© Type your reply.
@ click Send (7).
Mail sends your reply.

Note: Mail stores a copy of your
reply in the Sent folder.

CHAPTER

Communicating via Email

& Mail File Edit View Mailbox Message Format Window Help = L[] Wed2:07PM Q
008 7 | =-| “| ¢ | 8| A|B

To: David Harper v
Ce:

Subject: Re: App proposal

From: Paul - paulmcfedri I m Signature:  None <
|

On Jun 29, 2016, at 12:18 PM, David Harper wrote:

Hey Paul,

This looks fantastic! Nice work. Your dates and fee are fine, so I'll get a contract out to you in the next day or two.

I'm really looking forward to working with you on this project!

-0

D.

@ Mail File Edit View Mailbox Message Format Window Help = [ Wed2110PM Q
- ) =) “| e A B

To: David Harper v

Ce:

Subject: Re: App proposal
From: Paul McFedries - paulmcfedries@icloud.com Signature: None <

‘Great news, David! Thank you so much for this. I'll iook out for the contract and |'ll be in touch soon 1o talk about getting content — company bios, production notes,
play history, etc. — for the app.

Cheers,
©On Jun 29, 2016, at 12:18 PM, David Harper wrote:
Hey Paul,
This looks fantastic! Nice work. Your dates and fee are fine, so I'll get a contract out te you in the next day or two.
I'm really looking forward to working with you on this project!

D.

to the original sender, not to you.

I received a message inadvertently. Is there a way that I can pass it along to the correct recipient?
Yes. Mail comes with a feature that enables you to pass along inadvertent messages to the correct
recipient. Click the message that you received inadvertently, click Message, and then click Redirect (or
press (E1+()+(3). Type the recipient’s address and then click Send. Replies to this message will be sent
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Forward a Message

f a message has information relevant to or that concerns another person, you can forward a copy
of the message to that person. You can also include your own comments in the forward.

In the body of the forward, Mail includes the original message’s addresses, date, and subject line.
Below this information Mail also includes the text of the original message. In most cases, you will
leave the entire message intact so your recipient can see it. However, if only part of the message is
relevant to the recipient, you should edit the original message accordingly.

Forward a Message

o Click the message that you
want to forward.

© Click Forward (=5).

Note: You can also press

ED+68+@.

A message window appears.

@ Mail inserts the subject line,
preceded by Fwd:.

(@ The original message’s
addressees (To and From), date,
subject, and text are included
at the top of the forward.

e Type the email address of
the person to whom you are
forwarding the message.

0 To send a copy of the forward
to another person, type that
person’s email address in the
Cc line.
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@ Mail File Edit View Mailbox Message Format Window Help = [ wWed214

= || #

[0 Mailboxes [T Sent Drafts

Q Search

0 Inbox (3amessages)
B B 9 « @« »%

Sort by Date v v

Word Spy

Word Spy - post-factual democracy
To: Paul McFedries

Reply-To: Word Spy

WoRD Spy

THE WorDp Lover's Guipe To New
WoRrbs

David Harper 12:19 PM
Re: App proposal

Hey Paul, This looks fantastic! Nice work. Your
dates and fee are fine, so I'll get a contract out t...

Bree Oche 12:17 PM
Re: Your multigrain recipe

Hi Paul, | enjoyed meeting you, as well. | could
discuss bread all day, so | hope | didn't talk your...

8:14 AM @

Word Spy 9:14 AM
Word Spy - post-factual democracy

post-factual democracy

n. A democracy in which ignorance and irrationality
hold sway over facts and reason.

Examples
Thirdly and perhaps most significantly, we now live in a
post-factual democracy. When the facts met the myths
they were as useless as bullets bouncing off the bodies of
aliens in a HG Wells novel.

@ Mail File Edit View Mailbox Message Format Window Help = [ wed 216
008 o = D E 0 E
To: kferry@bluedoggroup.com v 0
Ce: editors@oxforddictionary.com @

Subject: Fwd: Word Spy - post-factual demacracy 0

From: Paul McFedries - paulmcfedries@mac.com Signature: | None <

Begin forwarded message:

From: Word Spy

Subject: Word Spy - post-factual democracy
Date: June 29, 2016 at 9:13:58 AM EDT

To: paulmefedries

Reply-To: Word Spy

B
WoRrD Spy

THE WorD Lover’s Guipe To New WoRDs

post-factual democracy

n. A democracy in which ignorance and irrationality
hold sway over facts and reason.

Examples




© Edit the original message to include
only the text relevant to your
forward.

e Click the area above the original
message text.

0 Type your comments.
© click Send (7).

Mail sends your forward.

Note: Mail stores a copy of your forward
in the Sent folder.

Note: You can forward someone a copy
of the actual message rather than just a
copy of the message text. Click the
message, click Message, and then click
Forward As Attachment. Mail creates a
new message and includes the original
message as an attachment.

TIP.
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® Mail File Edit View Mailbox Message Format Window Help =

[J Wed 2:17

000 I | =v & A

To: kferry@bluedoggroup.com~
e editors@oxforddictionary.com ~
Subject: Fwd: Word Spy - post-factual democracy

From: Paul McFedries - paulmcfedries@mac.com Signature:  None

Begin forwarded message:

WoRrD Spy

THE WorDp Lover's Guipe To New WoRDs

post-factual democracy

n. A democracy in which ignorance and irrationality
hold sway over facts and reason.

View the Full Entry Online
http://wordspy.com/index.php?word=post-factual-democracy.

http://wspy.ws/pfd
Posted on: June 29, 2016

-0

® Mail File Edit View Mailbox Message Format Window Help =

[a] Wed 219

< | =v & A

To: kferry@bluedoggroup.com~

e editors@oxforddictionary.com ~

Subject: Fwd: Word Spy - post-factual democracy
From: Paul McFedries - paulmcfedries@mac.com

Signature:  None

HiKyra,
When | saw this sad but all-too true phrase, | immediately thought it was an idea you'd appreciate. Enjoy! 4

Cheers,
Paul

Begin forwarded message:

WoRD Spy

THE WorDp Lover’s Guipe To New WoRDs

post-factual democracy

n. A democracy in which ignorance and irrationality
hold sway over facts and reason.

View the Full Entry Online
httn://wordspv.com/index.phn?word=nost-factual-demacracy

fix this problem?

the Mail preferences.

Mail always formats my replies as rich text, even when the original message is plain text. How can I

You can configure Mail to always reply using the same format as the original message. To do this, click Mail
and then click Preferences to open the Mail preferences. Click the Composing tab. Click the Use the same
message format as the original message check box (| changes to ) and then click Close (@) to close
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Open and Save an Attachment

f you receive a message that has a file attached, you can open the attachment to view the

contents of the file. However, although some attachments require only a quick viewing, other
attachments may contain information that you want to keep. In this case, you should save these
files to your Mac’s hard drive so that you can open them later without having to launch Mail.

Be careful when dealing with attached files. Computer viruses are often transmitted by email
attachments.

Open and Save an Attachment

0pen an Attach m ent .do .Mail File Edit View Mailbox Message IF:::T! m\:gi::;v; Help = [ Wed 2:23
o Click the message that has the CRES el RS SRR L S sexrch
. . [ Mailboxes [T @ Sent Drafts
attachment, as indicated by the R v
/r' David Harper 12:19 PM
Attachment symbol (). R i orssocne v @
. dates and fee are fine, 5o Il get a contract out t... To: Paul McFedries  detals
@ An icon appears for each  wosocne w2 pu
e: Your multigrain recipe aul,
message attachment. 1 " ,
I enjoyed meeting you, as well. I could discuss bread all day, so I hope 1
Word Spy 9:14 AM didn't talk your ear off!
o DOUbl-e_Cl-1Ck the attaCh ment m;: g':; ;ﬁ:ﬂf:T:J;zmsj(::{u New Words My multigrain recipe is attached. Enjoy!
post-factual nAd in whic...
you want to open. Best,

Bree Ochs
Les Chants de Bl

Ses More from Paul McFadries

o O

mutigrain bread
recipe.doc

The file opens in the associated .io TS P S e s = L) Wed225
. . _| mutigrain bread recipe -
application. O s s ) ) O e ==
¥ L 3

Multigrain Bread

INGREDIENTS

1/2 cup unsweetened multi-grain cereal (such as
7-grain)

2 cups boiling water

1 envelope dry yeast

4 1/3 cups (about) bread flour

1 tablespoon olive oil

1 tablespoon dark brown sugar
1 1/2 teaspoons salt

2 teaspoons sesame seeds

2 teaspoons flax seeds™

2 teaspoons poppy seeds
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Save an Attachment e , R
=8 & H W R s & e Q Search
o Click the message that has the M Metooes [T sere ot m—
. . Sort by Date ¥ Y
attachment, as indicated by David Harper 1219 o
. Re: App proposal
the Attachment symbol (7). et || o oo ieraces oo B =)
. Bree Oche 12:17 PM
© Right-click the attachment @@ | we
you Want to Save :i:::s: =Rl ST mlk;::;';ﬂ ;enjnye:!kmeeting VD’I;I. as well. I could discuss bread all day, so I hope I
. jord Spy : idn't talk your ear off!
. Yo By e hord Lover s Guldls 1o New Words My multigrain recipe Is attached. Enjoy!
e Click Save Attachment. post-fectua nA inwiic..

Best,

Bree Ochs

Les Chants Open Attachment

Open With... >
See More from b Quick Look Attachment

Save Attachment... 3
Save to Downloads Fold€
Share >
mutigrain b
Copy

Speech >

Mail prompts you to save the
file.

Click in the Save As text box
and edit the filename, if

desired. Where: Documents M
© Click the Where [ and select

the folder into which you Cancel m

want the file saved.
@ click Save.

Save As: || mutigrain bread recipe.dod ﬂ " v

Tags:

TIPS

Can I open an attachment using a different application? Are viruses a big problem on the Mac?
In most cases, yes. mac0S usually has a default application No, not yet. Most viruses target Windows
that it uses when you double-click a file attachment. However, | PCs and only a few malicious programs

it also usually defines one or more other applications capable target the Mac. However, as the Mac

of opening the file. To check this out, right-click the icon of becomes more popular, expect to see more
the attachment you want to open and then click Open With. Mac-targeted virus programs. Therefore,

In the menu that appears, click the application that you prefer | you should still exercise caution when

to use to open the file. opening email attachments.
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Create a Mailbox for Saving Messages

fter you have used Mail for a while, you may find that you have many messages in your Inbox.
To keep the Inbox uncluttered, you can create new mailboxes and then move messages from the

Inbox to the new mailboxes.

You should use each mailbox you create to save related messages. For example, you could create
separate mailboxes for people you correspond with regularly, projects you are working on, different

work departments, and so on.

Create a Mailbox for Saving Messages

Create a Mailbox
@ click Mailbox.

© Click New Mailbox.

The New Mailbox dialog appears.

Click the Location [ and then
click where you want the mailbox
located.

Note: Click On My Mac to have the
mailbox available only on your Mac; if
you want to make the mailbox
available on any computer that has
iCloud access, click iCloud instead.

@ Type the name of the new mailbox.

© click ok.

66

® Mail File Edit View

00 |
=]

] Mailboxes BLIMSE Sent qu

Sort by Date v

David Harper 1219
Re: App proposal

Hey Paul, This looks fantastic! Nice

work. Your dates and fee are fine, s ”
: New Mailbox... p
Bree Oche 12171 New Smart Mailbox...

Re: Your multigrain recipe
Hi Paul, | enjoyed meeting you, as
well. | could discuss bread all day, 5

‘Word Spy 914 |
Word Spy - post-factual demoeracy
Word Spy The Word Lover's Guide t
New Words post-factual democracy

Message Format
Tike All Accounts Online
All Accounts Offline
ew Mail
Synchronize "iCloud"

Mark All Messages as

Erase Deleted ltems
Erase Junk Mail

Edit Smart Mailbox..
Duplicate Smart Mailbox
New Smart Mailbox Folder...
Rename Mailbox...

Delete Mailbox...

Export Mailbox...

Go to Faverite Mailbox
Move to Favorite Mailbox
Use This Mailbox As

Rebuild

s)
38N

Window Help

>
RN

New Mailbox

Enter name for new
in account “iCloud”.

Location: | & iCloud

mailbox to be created at the top level

Name: || Work Q

Cancel




G Click Mailboxes.

Mail displays your account’s
mailboxes.

(@ The new mailbox appears in the
location you chose in step 3,
such as in the iCloud list shown
here.
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® Mail File Edit View Mailbox Message Format Window Help

o>iWark

Move a Message to Another
Mailbox

o Position the mouse pointer (k)
over the message you want to
move.

e Click and drag the message and
drop it on the mailbox to which
you want to move it.

Mail moves the message.

ell. | could discuss bread all day, so...

Word Spy 9:14 AM
Word Spy - post-factual democracy

Smart Mailboxes

iCloud N
Word Spy The Word Lover's Guide to
53 Junk E-mail New Words post-factual democracy...
E3 Trash

B3 work ]

eCe Inbox (3 messages)
=] £ Q, Sed|
Mailboxes [0 Sent Drafts
(il
Mailbaxas Sort by Date v g
& Inbox David Harper 12:19 PM
Re: App proposal
E Drafts Hey Paul, This looks fantastic! Nice
< Sent work. Your dates and fee are fine, so...
Bree Oche 12:17 PM
o Junk Re: Your multigrain recipe
ﬁ‘ Trash Hi Paul, | enjoyed meeting you, as
well. | could discuss bread all day, so...
Smart Mailboxes Word Spy 9:14 AM
iCloud Word Spy - post-factual democracy
L Word Spy The Word Lover's Guide to
3 Junk E-mail New Words post-factual democracy...
3 Trash
®@ Mail File Edit View Mailbox Message Format Window Help
e0e Inbox (3 messages)
=] & Q, Sea|
] Mailboxes [0 Sent Drafts
Mailbasas Sort by Date v g
2 Inbox David Harper 12:19 PM
Re: App proposal
E Drafts Hey Paul, This looks fantastic! Nice
<ﬂ Sent work. Your dates and fee are fine, so...
Br :e Oche 127 PM
o Junk F - Your multigrain recipe
ﬁ‘ Trash i Paul, | enjoyed meeting you, as

How do I rename a mailbox?
Right-click the mailbox and then click
Rename Mailbox. Type the new name
and then press (GE0071). Note that Mail
does not allow you to rename any of the
built-in mailboxes, including Inbox,
Drafts, and Trash.

How do I delete a mailbox?

Right-click the mailbox and then click Delete Mailbox. When
Mail asks you to confirm the deletion, click Delete. Note that
Mail does not allow you to delete any of the built-in mailboxes,
including Inbox, Drafts, and Trash. Remember, too, that when
you delete a mailbox, you also delete any messages stored in

that mailbox.

67



Add Events and Contacts from a Message

You can save time and effort by adding items to Contacts and Calendar directly from Mail. As you learn
in Chapter 6, you use the Contacts application to create new contacts, and you use the Calendar
application to schedule new events. Quite often, however, you get the new information for a contact or
an event from an email message you have received. Instead of using the cumbersome process of copying
information from Mail to Contacts or Calendar, you can use Mail to add these new items directly.

Add Events and Contacts from a Message

o Click the message that contains
the event information or contact
data.

@ If Mail recognizes the data for
either an event or a contact, it
lets you know here.

e Click add beside the data you
want to enter.

Mail displays the data.

e If you are adding an event, click
Add To Calendar.

Note: If you are adding a contact,
click Add To Contacts instead.

Mail adds the event or the
contact.
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Sent  Drafts

Inbox (4 messages)

M- Q Search

Sort by Date v Y

Karen O'Reilly
Launch meeting

3:00 PM

David Harper 121 A
Re: App proposal

Hey Paul, This looks fantastic! Nice
work. Your dates and fee are fine, so...

Bree Oche 12117 PM
Re: Your multigrain recipe

Hi Paul, | enjoyed meeting you, as
well. | could discuss bread all day, so...
Word Spy 9:14 AM
Word Spy - post-factual democracy
Word Spy The Word Lover's Guide to
New Words post-factual democracy...

Karen O'Reilly

Launch meeting

3:00 PM @
To: Paul McFedries
@ 1event found in this email: October 27, 2016 from 5:00 PM - 6:00 PM Edd”.g

Hi Paul,

This is to let you know that I have set up a launch meeting via FaceTime for
October 27. The meeting should last for about an hour. Here are the details:

Meeting: October 27, 2016 5:00PM

Let me know if you have any questions.
Karen,

10475 Crosspoint Blvd.

Indianapolis, IN 46256

kareno@bigpub.com
317.555.3000

Hi Paul, This is to let you know that |
have set up a launch meeting via Fac...

David Harper 1219 PM
Re: App proposal

Hey Paul, This looks fantastic! Nice
work. Your dates and fee are fine, so...

Bree Oche 1217 PM
Re: Your multigrain recipe

Hi Paul, | enjoyed meeting you, as
well. | could discuss bread all day, so...

‘Word Spy 9:14 AM
Word Spy - post-factual democracy
Word Spy The Word Lover's Guide to
New Words post-factual democracy...

Inbox (4 messages) y
N e S < > 10of1
ent  Drafts
Sort by Date v v Launch n'lee‘ling a2~
Karen O'Reilly 3:00 PM Karen O'Reil )M @
Launch meeting Launch meetin

To: PaulMcFe Thursday, October 27, 2016
all-day | Karen's Birthday Lunch Ascari

D 1 event foul | Karen Hammond's 7th Birthday o add... ®
Hi Paul,
This is to let y 4o eTime for
October 27. T 2PM le details:
Meeting: Octo Karen's Birthday
Let me know | 5PM
® 5PM (5 PM GMT-4)

Karen Launch meeting
10475 Crossp 6 PM
Indianapolis, |
kareno@bigpy
317.555.3000

7PM

8PM

Details Ignore Add To Calendar 4




Process Messages Using Gestures

CHAPTER

ou can process your incoming Mail faster by using gestures to implement common tasks. With the

Mail app on an iPhone or iPad, you can swipe right or left on a message to get quick access to a
few message-related chores. That same convenience is also available in the macOS Mail application.
Using a trackpad or a Mighty Mouse, you can swipe right on a message to mark it as unread, and you

can swipe left on a message to delete it.

Process Messages Using Gestures

Mark a Message as Unread ece Inbox (4 messages)
. he riah h = 2 :
o SW] pe to t € ng t on t € [ mailboxes [EE @ Scnt Drafts
message. Sert by Date v v
Karen O'Reilly
Note: If you are using a 2 R 1

trackpad, use two fingers to
swipe; if you are using a Mighty
Mouse, use one finger to swipe.

© Tap Mark as Unread.

Mail changes the message
status to unread.

launch meeting via FaceTime for Octobe

David Harper

Re: App proposal
Hey Paul, This looks fantastic! Nice work. Your dates
and fee are fine, so I'll get a contract out to you in t...

12:19 PM

Bree Oche

Re: Your multigrain recipe
Hi Paul, | enjoyed meeting you, as well. | could
discuss bread all day, so | hope | didn't talk your ear...

Word Spy

Word Spy - post-factual democracy
Word Spy The Word Lover's Guide to New Words
post-factual democracy n. A democracy in which ig...

12:17 PM

9:14 AM

Delete a Message sce inbox (4 messages)
. = #
o SW] pe to the lEft on the ] Mailboxes i@ Sent Drafts —
message. Sert by Date 7

© Tap Trash.

Mail moves the message to
the Trash folder.

¥

Karen O'Reilly
Launch meeting
Hi Paul, This is to let you know that | have set up a
launch meeting via FaceTime for October 27. The m...

3:00 PM

David Harper

Re: App propesal
Hey Paul, This looks fantastic! Nice work. Your dates
and fee are fine, so I'll get a contract out to you in t...

Bree Oche 12:17 PM
Re: Your multigrain recipe

Hi Paul, | enjoyed meeting you, as well. | could
discuss bread all day, so | hope | didn't talk your ear...

12:19 PM

lv - post-factual cy

9:14 AM
The Word anm?nds
ual democracy n. A democracy in which ig...
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CHAPTER 4

Enhancing
Online Privacy

This chapter helps you stay secure online by showing you a number of
tasks designed to make your Internet sessions as safe and as private
as possible. You learn how to delete your browsing history, prevent ad
sites from tracking you online, browse the web privately, control junk
email, and more.

@ Safari File Edit View History Bookmarks Window Help

& wordspy.com

. ‘ (I':'Ilea:‘ [ i.hre last h:urﬂa- a
dataveillarg@ omes J Gty ]

Home — Alpha + D — dataveillance ° Clearing history will remove related cookies e nin s e o e

n. The ability to monitor a person’s activities by studying the data trail created by actions
such as credit card purchases, cell phone calls, and Internet use.

Etymology

data + surveillance

Examples
2000

Many Canadians don’t realize how extensive electronic surveillance has become in the past 20 years. There are safeguards
and penalties for abuse in government, but information exists in countless private-sector databases, often unsecured ones. ...
That’s why Big Brother is less a concern, critics say, than the thousands of profit-motivated Little Brothers already in our
midst. People who do [not] understand about ‘dataveillance’ are often lulled by empty promises of confidentiality, especially
online.

—Lynda Hurst, “The ‘Little Brothers’ Are Watching You,” The Toronto Star, August 12, 2000

1988 (earliest)
Dataveillance is the systematic use of personal data systems in the investigation or monitoring of the actions or
communications of one or more persons.
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Delete a Site from Your Browsing History

You can enhance your privacy as well as the safety of other people who use your Mac by removing
a private or dangerous site from your browsing history. Safari maintains your browsing history,
which is a list of the sites you have visited. If you share your Mac with others, you might not want
them to access certain private sites in your history. Similarly, if you accidentally stumble upon

a dangerous or inappropriate site, you likely do not want others to see it. To help prevent both
scenarios, you can delete the site from your browsing history.

Delete a Single Site
@ click History.
© Click Show All History.

You can also run the Show
All History command by
pressing 3+,

The History list appears.

e Right-click the site you want
to remove.

O Click Remove.

Note: You can also click the site
and then press (L2010,

Safari deletes the site from your
browsing history.

Note: To return to Safari, either
click History and then click Hide
History, or press [)+(0.

72

= lal Tue210PM Q

Home — Alpha -+ D — dataveillan
Search Results SnapBack

Recently Closed
Reopen Last Closed Window 48T
Reopen All Windows from Last Session

» dataveillance - Word Spy
& Search Results - Word Spy
w Word Spy

dataveil

n. The ability to mo

actions such as cres
Thursday, June 23, 2016 »
Wednesday, June 22, 2016 »

»

Etymology Wednesday, June 15, 2016
data + surveillance Clear History...
Examples

2000

tudying the data trail created by
1 calls, and Internet use.

ju =

+ datasexual - daughter track &

Many Canadians don’t realize how extensive electronic surveillance has become in the past 20 years. There are
safeguards and penalties for abuse in government, but information exists in countless private-sector databases,
often unsecured ones. ... That's why Big Brother is less a concern, critics say, than the thousands of profit-motivated
Little Brothers already in our midst. People who do [not] understand about ‘dataveillance’ are often lulled by empty
promises of confidentiality, especially online,

—Lynda Hurst, “The ‘Little Brothers’ Are Watching You,” The Toronto Star, August 12, 2000

(@ The most spectacular libraries of the world - Album on Imgur
€ CodePen - Random Word Quotations

&3 Random Word Quotations

@ Paul McFedries on CodePen

® see a 400-Year-0ld Book Made Entirely from Feathers | Atlas Obscura

® Safari File Edit View History Window  Help 7 L] TieziPM Q|
ene® < [im] wordspy.com th | @
History GlarHistory.. [GF )
Website Address

» (2) Last Visited Today 3items

¥ (4) Thursday, June 23, 2016 77 items

http:ffimgur.com/gallery/wYj58

http:f/codepen.io/paulmcf/fullfopZXNo/
http:/fcodepen.io/paulmcf/pen/bpZXNo

http://codepen.io/paulmcf/

@ CodePen http://codepen.iof

& Bernice Gordon, Crossward Creator f..mes, Dies at 101 - The New York Times  http:/f ytimes. '015/...ed-with-words-dit 101.html
& oOliver Sacks on Learning He Has Terminal Cancer - The New York Times 2015/...-has-te html?_r=1
4 The word-hoard: Robert o..eof | Books | The Guardian ps:/J guardian.comj...ord-hoard ilding

http:/fwww.atlasobscura.com/a...k-made-entirely-from-feathers

g Written on Beasts by Bruce Holsinger...Daily | The New York Review of Books  http:/f ybook: ily/2015/1 it-beasts/
& Reading Suggestions by, cFedries http:/fwww.mcfedries.com/readings/

¥ A plagiarism Scandal Is ing In The Crossword World | FiveThirtyEight olding-in-thy rid/
] A Ghost Among Us - Backfficker i...-crest-trail/a-gh ong-us/

© Page not found | Observer  gpen in New Tab

2016/02/i...

Proj

G-y Kl

% AShort History of "Hack”-|  Open in New Window

[ when Technology Hates Us  Copy
A

comftec.

its/a-short-history-of-hack

http:/fwww.mcfedries.com/

ieee.org/geek-|...ary/when-

hnology-hates-us




Delete an Entire Day

@ click History.

© Click Show All History.
You can also run the Show

All History command by
pressing (£3+(7.

The History list appears.

© Right-click the date you want
to remove.

e Click Remove.

Safari deletes the date from
your browsing history.

Note: To return to Safari, either
click History and then click Hide
History, or press (3+(7.

Note: To learn about the Clear
History command, see section
“Remove Saved Website Data,”
later in this chapter.
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Safari File Edg Bookmarks Vggdow Help = 0 Tue2i2PM Q
e0e® ¢ > m AR e = [ ERE=D
Back [
o D Forward ) ,
Home oRH
Search Results SnapBack s
= Recently Closed >
(1d L d Reopen Last Closed Window oRT

Reopen All Windows from Last Session

w dataveillance - Word Spy
& Search Results - Word Spy
w Word Spy

n. The ability to mo
actions such as cre

tudying the data trail created by

1calls, and Internet use.
Thursday, June 23, 2016 »
Wednesday, June 22, 2016 »

»

Etymology Wednesday, June 15, 2016
data + surveillance Clear History...
Examples

2000

Many Canadians don’t realize how extensive electronic surveillance has become in the past 20 years. There are
safeguards and penalties for abuse in government, but information exists in countless private-sector databases,
often unsecured ones. ... That’s why Big Brother is less a concern, critics say, than the thousands of profit-motivated
Little Brothers already in our midst. People who do [not] understand about ‘dataveillance’ are often lulled by empty
promises of confidentiality, especially online.

—Lynda Hurst, “The ‘Little Brothers’ Are Watching You,” The Toronto Star, August 12, 2000

® Safari File Edit View History Window  Help = ] Tuwe212PM Q|
00 ® < [im} wordspy.com fis) @ H
History e Cr—
Website Address

» () Last Visited Today 3items

» (&) Thursday, June 23, 2016 77 items

» (3) Wednesday, June 22, 2016 e
> (4) Wednesday, June 15, 2016

Nitems

5 items

Is there a way to clear my browsing history automatically?
Yes. If you regularly delete all your browsing history, constantly running the Clear History command can
become tiresome. Fortunately, you can configure Safari to make this chore automatic. Click Safari and then
click Preferences to display the Safari preferences. Click the General tab. Click the Remove history items [
and then click the length of time after which you want Safari to automatically remove an item from your
browsing history. For example, if you click After one day, Safari clears out your browsing history daily.
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Prevent Websites from Tracking You

You can often prevent advertising sites from tracking your online movements by blocking the
tracking files (called cookies) that they store on your Mac, as well as other mechanisms that
they use for tracking users. Advertisers want to track the sites that you visit in order to deliver
ads targeted to your likes and preferences. However, you cannot be sure how these sites are using
the information they store about you. Therefore, many people prefer to configure Safari to request
that websites not use their tracking features. Note, however, that there is no guarantee as yet that
websites will honor a so-called Do Not Track request.

Prevent Websites from Tracking You
@ click Safari. W Fie Edit View Tistory Bookmarks Window Filp
J About Safari \ alagosaoog o

e Click Preferences. Safari Extensions...

Clear History...
Services >
Hide Safari #H

Hide Others N #H
Show All

Quit Safari ®Q
Google Search I'm Feeling Lucky
The Safari preferences appear. General
e Cth the anacy tab. - Tabs ﬁ;;{l;;;“ Passwords Search Security Privacy i
Safari opens with: | A new window
New windows open with: | Favorites
New tabs open with: = Favorites
Homepage: Ihttpﬁ:].Mww.wnrdspy.mm.r I
Set to Current Page
Remove history items: = After one year
Favorites shows: | [1] Favorites
Top Sites shows: = 12 sites
File download location: | [#] Downloads
Remove download list items: = After one day

Open “safe” files after downloading
“Safe" files include movies, pictures,
'sounds, PDF and text documents, and
archives.
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o Click the Allow from websites I eo 0 BhTa
visit option (" changes to ©). =/ ¢$ Q=0 2 & O
General Tabs AutoFill Passwords Search Sm:unty i ions i i |

Cookies and website data: "?' Always block
"?' Allow from current website only
°Al\cw from websites | visit
"’T' Always allow

Manage Website Data...

Website use of location services: "’j" Prompt for each website once each day
"‘T' Prompt for each website one time only
° Deny without prompting

Website tracking: | Ask websites not to track me

Apple Pay: Allow websites to check if Apple Pay is set up ’_?
© click the Ask websites not to o Privacy
track me check box (| changes =L ¢ QSO0 * B &
tO ) . General Tabs AutoFill Passwords Search Sm‘.untyI i ions q
. Cookies and website data: "?' Always block
G Cth Close (.)‘ "T"Al\uw from current website only
. . © Allow from websites | visit
Safari no longer accepts cookies ) Atways allow
from third-party sites and sends Manage Website Data...
au WEbS]teS a DO NOt Tl’aCk ‘Website use of location services: "'T" Prompt for each website once each day
request. "?' Prompt for each website one time only
° Deny without prompting

Website tracking: Ask websites not to track me

Apple Pay: Allow websites to check if Apple Pay is set up ‘j

How can a website track me online?

Usually by using a cookie, a small text file that the website stores on your Mac. Cookies are used routinely
by any website that needs to “remember” information about your session at that site, such as shopping
cart and logon data.

A third-party cookie is set by a site other than the one you are viewing. An advertising site might store
information about you in a third-party cookie and then use it to track your online activities. This works
because the advertiser has ads on dozens or hundreds of websites, and that ad is the mechanism that
enables the advertiser to set and read its cookie.
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Remove Saved Website Data

o ensure that other people who have access to your Mac cannot view information from sites you
have visited, you can delete Safari’s saved website data.

Saving website data is useful because it enables you to quickly revisit a site. However, it is also
dangerous because other people who use your Mac can just as easily visit or view information about
those sites. This can be a problem if you visit financial sites, private corporate sites, or some other
page that you would not want another person to visit. You reduce this risk by deleting your saved
website data.

Remove Saved Website Data

o Click Safari. ® Safanl File Edit View History Bookmarks Window Help o= T
[ NoN ] |4 > 0] & wordspy.com [} i

1

Home — Alpha — P - parlicipatory panopticon

participatory panopticon

n. An all-encompassing system of surveillance created by the people being
watched through their use of mobile technologies and trackable transactions.

Examples

2013
This is pretty much a spot-on manifestation of the next phase of the Participatory Panopticon. The first ph
used cameraphones — ubiquitous and useful, to be sure, but reactive: you had to take it out and do someth
make it record. A cameraphone isn't a tool of a panopticon in your pocket. But a wearable system, particula
something that looks stylish and not “tech,” leads to very different kinds of outcomes.

—Jamais Cascio, “Google Glass: a wearable heads-up display and camera,” Institute for Ethics and Emerging]

o Click Clear History. __.’—m Fle Edit View History Bookmarks Window Help L T Tue
®a Ahouf Safari ) & wordspy.com & ul
The clear H]Story dia[og Safari Extensions... o
Preferences... 28, ry panopticon
appears. Clear History...
Note: Despite its name, the Clear Services g [
History command removes not only Hide Others 364 a to ry p < pt IEOI

Show All

your website history, but all your

R I Quit Safari ssing system of surveillance created by the people bein
saved website data. i E-SIng SY y the peop g

watched through their use of mobile technologies and trackable transactions.

Examples
2013

This is pretty much a spot-on manifestation of the next phase of the Participatory Panopticon. The first ph
used cameraphones — ubiquitous and useful, to be sure, but reactive: you had to take it out and do someth
make it record. A cameraphone isn't a tool of a panopticon in your pocket. But a wearable system, particula
something that looks stylish and not “tech,” leads to very different kinds of outcomes.

—Jamais Cascio, “Google Glass: a wearable heads-up display and camera,” Institute for Ethics andEmerging]
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€ Click the Clear [ and then click
the history interval you want to Clearing history will remove related cookies
remove. 0 and other website data.
U el-E] « thelast hour 3
_ today
.?) today and yesterday | Clear History |
all history
e Click Clear History.
Safari deletes the website data Clearing history will remove related cookies
from the time interval you U and other website data.
specified. Clear @ the last hour
( ’? | Cancel @ Clear History 49
-
TIP

What types of website data does Safari save?

Besides your browsing history, the website data that Safari stores includes copies of page text, images, and
other content so that sites load faster the next time you view them. Safari also tracks what sites you visit
most often and uses that data to populate the Top Sites page that appears when you open a new tab or
window.

Safari also saves the names of files you have downloaded, the names of websites that you have given
permission to use your current location, and the names of websites that you have given permission to use
the Notification Center.
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Enable Private Browsing

f you regularly visit websites that contain sensitive or secret data, you can ensure that no one else

sees any data for these sites by deleting Safari’s saved website data, as described in the previous
section, “Remove Saved Website Data.” However, if these sites represent only a small percentage of
the places you visit on the web, deleting all your website data is overkill. A better solution is to turn
on Safari’s Private Browsing feature before you visit private sites. This tells Safari to temporarily stop
saving any website data. When you are ready to surf regular websites again, you can turn off Private
Browsing to resume saving your website data.

Enable Private Browsing

o Click File. ® Safari File Edit View History Bookmarks Window Help
[ NoN i Em} | & Apple Inc. (e

iCloud

19 Tuesday
LS | e

Mail (e ts Calendar

Reminders. Numbers

e Click New Private Window. & safari Edit View History Bookmarks Window Help
New Window N
New Private Window

& Apple Inc.

iCloud _ %0
L

Close Window rEW
Close All Windows X {r3wW
Close Tab 3

Share
Export as PDF...
Open in Dashboard... 5 Calendar

Import From
Export Bookmarks...

Print...

Numbers
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Safari creates a new window and ® Safari File Edit View History Bookmarks Window Help

activates the Private Browsing - el el

feature.

() The address bar’s dark
background tells you that
Private Browsing is turned on.

Private Browsing Enabled
Safari will keep your browsing history private for all tabs in this window. After you close this window, Safari won't remember the pa

Favorites

s
WILEY ‘ g . YAHOO!

Wiley: Software Apple iCloud Yahoo Bing
Design
The
\g/ Weather
Channel
Wikipedia The Weather
Channel
e Visit the sites you want to see ® Safari File Edit View History Bookmarks Window Help
during your private browsing &" oe <> |0 Eicheto

session.

o When you are done, close the
Private Browsing window.

Learn more

_ ('3 S CIBC

/"—

IThank you for using CIBC Online Banking. You have successfully signed off.

The easy way to pay is here
with Apple Pay

Pay with your CIBC debit and credit cards using your
Apple device.

Con

Can I prevent websites from requesting my
location without having to activate Private
Browsing?

and then click Close (@).

Safari’s Search box displays suggestions based
on my previous entries. Can I prevent this?
Yes. Click Safari and then click Preferences to

Yes. Click Safari and then click Preferences to open | open the Safari preferences. Click the Search tab.
the Safari preferences. Click the Privacy tab. In the Click the Include search engine suggestions
Website Use of Location Services section, click the check box (B2 changes to | ), click the Include
Deny without prompting option (" ' changes to @) | Safari Suggestions check box (B2 changes to| ),

and then click Close (@).
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Delete a Saved Website Password

You can avoid unauthorized access to a website by removing the site’s password that you saved
earlier using Safari.

Many websites require a password, along with a username or email address. When you fill in this
information and log on to the site, Safari offers to save the password so that you do not have to
type it again when you visit the same page in the future. This is convenient, but it has a downside:
Anyone who uses your Mac can also access the password-protected content. If you do not want this
to happen, you can tell Safari to remove the saved password.

Delete a Saved Website Password

@ click Safari.
e Click Preferences.

|

P

EEIELGM File  Edit  View  History Bookmarks Window Help
il - T
Safari Extensions...

Preferences... 2 Search Twitter Q| Haw

Clear History...

Services

Hide Safari =
Hide Others EH
Show All >

Quit Safari

l-:'- y \ = .-7" % ! i ‘ -y : ‘.V_ s

% WQRD 575 2 s

v Ser, (Mirmiy 76 Nole to gr the
1 S TWEETS FOLLOWING FOLLOWERS LIKES

1,926 56 211K 5

Tweets Tweets & replies Media

Word Spy

The Safari preferences appear. General

0o
= = ) @
9 Click the Passwords tab. a s ¥ B! = O e ! &

General Tabs AutoFill Passwords Search Security Privacy

Safari opens with: A new window
New windows open with: =~ Favorites
New tabs open with: = Favorites
Homepage: I https:/fwww.wordspy.com/ I

Set to Current Page
Remove history items: = After one year
Favorites shows: [ Favorites
Top Sites shows: 12 sites
File download location:  [&] Downloads
Remove download list items: = After one day

Open “safe” files after downloading
“Safe” files include movies, pictures,
sounds, PDF and text documents, and
archives.
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o Click the web password you
want to remove.

e Click Remove.

(@ If you no longer want Safari to
save your website passwords,
you can click the AutoFill user
names and passwords check
box (4 changes to ).

CHAPTER

Enhancing Online Privacy

General Tabs AutoFill

Passwords

Qw0 °

o
[} L
Search Security Privacy i ions

M AutoFill user names and passwords | Q

Website
idmsa.apple.com
codepen.io
www.facebook.com

pinterest.com

twitter.com — https
twitter.com — https

~ User Name Password
paulmcfedries@mac.com
Mail@mcfedries.com
Paul@paulmcfedries.com
Mail@mcfedries.com

paulmcf

wordspy

[ show

ds for selected websit

Remove 0

Add

Safari asks you to confirm.
@ Click Remove.

Safari removes the password.

Are you sure you want to remove the
password for "www.pinterest.com”?

TIP

Are there any other website password security risks that
I should know about?

Yes. Many websites offer to “remember” your login
information. They do this by placing your username and
password in a cookie stored on your Mac. Although
convenient, it may lead to a problem: Other people who
use your Mac to surf to the same sites can also access the
password-protected content. To avoid this, be sure to click
the website option (€)) that asks if you want to save your
login data (B2 changes to | ). Alternatively, you can set
up separate user accounts for each person who uses your
Mac, as described in Chapter 12.

Have an account?

myageeuni

.............

Wj Remember me - Forgot password?
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Delete Saved Credit Card Data

You can avoid unauthorized use of your credit card by deleting card data that you saved earlier
using Safari.

Most online purchases require a credit card, which means entering the number, expiration date,

and CVV (card verification value) at checkout. To avoid the effort this requires, you can save your
card number and expiration date (but not the CVV) and have Safari enter them automatically during
checkout. However, anyone who uses your Mac can also use your card information, provided they also
know your card’s CVV. To prevent this, you can delete the saved credit card data.

Delete Saved Credit Card Data

o Click Safari. File Edit View History Bookmarks Window Help
About Safari \ e ¢
© Click Preferences. i . :
-
Clear History...
Services >
Hide Safari #BH

Hide Others N 3H

Show All

Quit Safari ®Q

Google

Google Search I'm Feeling Lucky

The Safari preferences appear. ®e00 AutoFil
[ | e = .
@ Click the AutoFill tab. 15/ @9 QA=0 * B O

General Tabs _Pﬂsswurds Search Security Privacy Motifications Extensions Advanced
@ To the right of the Credit Cards

. . AutoFill web forms: Using info from my Contacts card Edit...
CheCk bOX, Cth Ed]t. User names and passwords Edit...
Credit cards Edit... 0
Other forms Edit... ?
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Safari displays the list of your

saved credit cards. XXXX XXXX XXXX 9098 04/17
WISA Bank of Vandelay .
— Paul McFedries

e Click the credit card data you
want to remove. 23 Fifth National

@ click Remove.

Add Remove 0

Safari removes the saved credit

card data.
B Bark of Vandelay XXXX XXXX XXXX 9098 04/17
. —— Paul McFedries
o Click Done.

Add | Remove m

TIP

What can I do if Safari does not offer to save credit card data that I enter into a web form?

You can enter your credit card data by hand. To do this, click Safari, click Preferences, and then click the
AutoFill tab. Click Edit to the right of the Credit Cards check box to display the credit card list. Click Add
to create a new credit card entry. Type the credit card description, number, and expiry date, pressing
after you fill in each field. Type the name that appears on the credit card and then click Done.
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Move Spam to the Junk Mailbox Automatically

unk email — or spam — refers to unsolicited, commercial email messages that advertise anything

from baldness cures to cheap printer cartridges. Many spams advertise deals that are simply
fraudulent, and others feature such unsavory practices as linking to adult-oriented sites and sites
that install spyware. Mail enables junk mail filtering, which looks for spam as it arrives in your Inbox
and then marks each such message as junk. This enables you to quickly recognize junk mail and
either delete it or move it to the Junk mailbox. However, you can customize Mail to automatically
move all junk messages to the Junk mailbox.

Move Spam to the Junk Mailbox Automatically

o Click Mail. W File Edit View Mailbox Message Format Window Help
0] Al

bout Mail I Inbox (46 messages, 20 unread)
© Click Preferences. = )
Em} Accounts... Drafts (2)
5‘”‘! Add Aceount... |_ ¥
® Apl - 312 PM
You Services P | to FaceTime and iMessage o...
Dei . . ID (paulmcfedries@mac.com)
wat H!de Mail B #EH 5y iMessage on a Mac Pro na...
al Hide G:thers X #H 251 PV
248 Show All
Atti Quit Mail %0 fleeting - June 28 2016.doex
® Word Spy Yesterday

‘Word Spy Monday - June 27, 2016
Word Spy The Word Lover's Guide to New Words Welcome
to Word Spy Monday for June 27. The post-Brexit meltdown for...

® Apple 6/26/16
Your receipt from Apple.
Receipt APPLE ID paulmcfedries@mac.com BILLED TO Visa ....
3568 Paul McFedries 28 Galt Avenue Toronto, ON M4M 221 CA..

® iTunes Store 6/25/16
Price increase for your The New Yorker subscription.
Dear Pay| The orice of vour T-vear The New Yorker subeerintion

No Messég

The Mail preferences appear.

o0 0
€ Click the Junk Mail tab. @ @l o5 S 9

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

General

K

Check for new messages: = Automatically

oo

New sound: | New Messages Sound

Play sounds for other mail actions

Dock unread count:  Inbox Only

New message notifications: = Inbox Only

Add invitations to Calendar: | Never

Downloads folder: | [;# Downloads

Remove unedited downloads: | After Message is Deleted

DoooDoD

If outgeoing server is unavailable: = Show a list of alternate servers

‘When searching all mailboxes, include results from:
Trash
[ Junk
|| Encrypted Messages
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o Click the Move it to the Junk
mailbox option (" ' changes to ).

[ NONC] Junk Mail
1@ A s o9 T
General mm@rm&com ing Composing Sig Rules

Enable junk mail filtering

When junk mail arrives:
ﬂ Mark as junk mail, but leave it in my Inbox
Move it to the Junk mailbox
(" Perform custom actions (Click Advanced to configure)

The following types of
Sender of message is in my Contacts
Sender of message is in my Previous Recipients
Message is addressed using my full name

are exempt from junk mail filtering:

Trust junk mail headers in messages

|| Filter junk mail before applying my rules

Reset... dvanc

© click Close (@).

Mail closes the preferences and puts

5 4

Junk Mail

=

L ® O C
5 @ 1 L

General Accounts m Fonts & Colors

(/]

Ci

the new setting into effect.

Enable junk mail filtering

When junk mail arrives:
() Mark as junk mail, but leave it in my Inbox
° Move it to the Junk mailbox
’?‘ Perform custom actions (Click Advanced to configure)
The following types of messages are exempt from junk mail filtering:

Sender of message is in my Contacts
Sender of message is in my Previous Recipients
Message is addressed using my full name

Trust junk mail headers in messages

|_!Filter junk mail before applying my rules

Reset...

Why does Mail not mark some spam messages
as junk?

Mail does not mark as junk any message addressed
using your full name. To override this, click Mail,
click Preferences, and then click the Junk Mail
tab. Click the Message is addressed using my
full name check box (B changes to | ).

Is there a downside to automatically moving spam
to the Junk mailbox?

Yes. Mail occasionally marks legitimate messages as junk.
These are called false positives, and you should check for
them by periodically opening the Junk mailbox. If you
see one, click the message, click Not Junk in the
preview pane, and then move the message to the Inbox.
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Configure Advanced Junk Mail Filtering

You can gain greater control over Mail’s junk mail filtering by configuring the advanced filtering
options. These options are organized as a set of conditions that each message must meet before
Mail marks it as junk, such as the sender not being in your contacts and the message containing spam
content. The filtering options also specify a set of actions to perform on any message marked as junk,
such as formatting the message with a special text color and moving it to the Junk mailbox. You can
customize these options by deleting those you do not need and by adding new conditions and actions.

Configure Advanced Junk Mail Filtering

o Click Mail. W File Edit View Mailbox Message Format Window Help
e A

. bout Mail l Inbox (46 messages, 20 unread)
© Click Preferences. ‘

Preferences...

Accounts...

Add Account... ¥
® Apj : 3:12 PM
You Services P} to FaceTime and iMessage o...
Dei . . ID (paulmecfedries@mac.com)
wat  Hide Mail #H g iMessage on a Mac Pro na...
L Hide F{thers A\ 38H 2:51 PM
248 Show All
Atti Quit Mail 2Q fleeting - June 28 2016.docx
® Word Spy Yesterday

‘Word Spy Monday - June 27, 2016
Word Spy The Word Lover's Guide to New Words Welcome
to Word Spy Monday for June 27. The post-Brexit meltdown for...

@ Apple 6/26/16
Your receipt from Apple.
Receipt APPLE 1D paulmcfedries@mac.com BILLED TO Visa ....
3568 Paul McFedries 28 Galt Avenue Toronto, ON M4M 221 CA...

® iTunes Store B/256/16
Price increase for your The New Yorker subscription.
Dear Paul, The price of your 1-year The New Yorker subscription

No Messa

The Mail preferences appear. ®0 Junk Mail
@ Click the Junk Mail tab 5@ @ s o

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

e Click the Perform custom actions
option (' changes to ).

Enable junk mail filtering

When junk mail arrives:

o Click Advanced. " Mark as junk mail, but leave it in my Inbox
"_)Move it to the Junk mailbox

M Perform custom actions (Click Advanced to configure)

The following types of messages are exempt from junk mail filtering:

Sender of message is in my Contacts
Sender of message is in my Previous Recipients
Message is addressed using my full name

Trust junk mail headers in messages

| Filter junk mail before applying my rules

Reset... Advanced... 0 ?
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Safari displays the advanced junk ® 0 Junk Mail

mail filtering dialog. @ Qg / o «i»
o Mail marks a message as junk if it General MmuntsﬁFonu&Colnrs Viewing Composing Signatures Rules

meets all these conditions. Dascription: [l

0 Click a condition’s Remove icon (=) If L all of the following conditions are met:
to delete it. Sender is not in my B — o+

0 Click an Add icon ((+)) to create a & Sender is not in my previous recipk - +0
new condition. ge is not add i to my full name B —) (+

ge is junk mail B — o+
Perform the following actions:
Move Message to mailbex: | ful Junk B +
? Cancel OK

e If you added a condition, use @J X} Junk Malil
the pop-up menus and text box i @ = A s /7 9? <i»
to define it. General Mcuuntsﬁhnts&(:olors Viewing Composing Signatures Rules

0 Remove or add actions, as Description: [Junk
I'EQU'I red' If | all B of the following conditions are met:

@ Click OK. Sender is not in my contacts — o+
Ma]l. Cl.OSES the dlalog and pUtS Sender is not in my previous recipients -+
the new ﬁltering rules into Message is not addressed to my full name —) (+
effect. Message is junk mail —) (+

. Subject | contains > |seo | -+

) Click Close (®). O _ _

X Perform the following actions:
Mail closes the preferences. vove Message — g ;
? Cancel

TIP

Enhancing Online Privacy

CHAPTER

Almost all the spam I receive contains particular words in the subject or the message text. Can I set
up junk mail filtering to handle this?

Yes. Click Remove ((—) beside each existing condition. In the list of conditions, click Add (). Click the
first BJ and then click either Subject or Message content. In the second [, click contains. In the text
box, type the spam word. Repeat this procedure for each spam word you want to include in your filter. Click
the If g and then click any in the pop-up menu. Click OK.
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Disable Remote Images

You can make your email address more private by thwarting the remote images inserted into some
email messages. A remote image is an image that resides on an Internet server computer instead

of being embedded in the email message. A special code in the message tells the server to display the
image when you open the message. This is usually benign, but the same code can also alert the sender
of the message that your email address is working. If the sender is a spammer, then this usually
results in you receiving even more junk email. You can prevent this by disabling remote images.

Disable Remote Images

Disable Remote Images W File Edit View Mailbox Message Format Window Help
o Cth Mail BS)] About Mail l Inbox (46 messages, 20 unread)

e Click Preferences.

Preferences...
Accounts...

Add Account... ¥
® Ap| . 3:12 PM
you Services ¥\ to FaceTime and iMessage o...
Det . . 1D (paulmecfedries@mac.com)
wat  Hide Mail #H ind iMessage on a Mac Pro na...
Kal Hlde‘ thers X #HH Pa—
24% Show All
Atti Quit Mail 1®Q fleeting - June 28 2016.docx
® Word Spy Yesterday

‘Word Spy Monday - June 27, 2016

Word Spy The Word Lover's Guide to New Words Welcome

to Word Spy Monday for June 27. The post-Brexit meltdown for...
® Apple 6/26/16

Your receipt from Apple.

Receipt APPLE ID paulmcfedries@mac.com BILLED TO Visa ....

3568 Paul McFedries 28 Galt Avenue Toronto, ON MAM 221 CA...

@ iTunes Store 6/25/16
Price increase for your The New Yorker subscription.
Dear Paul, The price of your 1-year The New Yorker subscription

The Mail preferences appear. 04 )
3 : >
@ Click the Viewing tab. 1@ A @ o

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

No Messg

Viewing

@ Click the Load remote content [ Us classic layout
in messadges CheCk bOX || Show To/Cc label in the message list
g — ["| Show contact photos in the message list
( changes to | - |) . List Preview: 2 Lines B

e CI.]Ck Close (.) Move discarded messages into: | Trash B
: Show message headers: | Default B

Ma]l bl.OCkS remote images in || Display unread messages with bold font
[_| Load remote content in messages

your messages. Email messages may contain images or content stored on remote servers.

|| Use Smart Addresses
Turn this off to always display names and addresses.

View conversations:

Highlight messages with color when not grouped D

Use the View menu to group by cor i

Include related messages
[ Mark all messages as read when opening a conversation
|| Show most recent message at the top >
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Display Remote Images in a
Message

o Click a message.

() Mail displays a placeholder for
each remote image.

© Click Load Remote Content.

() Mail displays the message’s
remote images.

CHAPTER

Enhancing Online Privacy

e e Inbox (26 messages, 19 unread)
=N B 0 R & & > Q Search
0 Maioores ([EZNID Sort Dratts (2)
Sod by paely g [©) This message contains remate content. Load Remate Content
® Apple 3112 PM
Your Apple ID was used 10 sign in to FaceTime and iMessage 0.
Dear Paul McFedries, Your Apple ID (paulmcfedries®mac.com) Word Spy Yesterday at B:48 AM
was used to sign in 13 FacaTime and (Message on a Mac Pro ns. Werd Spy Monday - June 27, 2016

Karen Hammond 2:51PM
2455
Attachment; TSCG 2455 - BOD Meeting - June 26 2016.docx

Word Spy

© Apple 6/28/16
“Your receipt from Apple.
Recaipt APPLE ID paulmetacries@mac.com BILLED TO Visa ...
3568 Paul McFedries 28 Galt Avenue Toronto, ON M4M 221 CA...

® iTunes Store 6/2516
Price increase for your The New Yorker subscription.
Desar Paul, The price of your i-year The New Yorker subscription
has increased from $89.99 to $84.99. Your subscription will co...

@ Word Spy 6124116
‘Word Spy - White-Fi
Word Spy The Word Lover's Guide to New Words White-Fi n.
Wireless networking that transmits over the unused §paces in 1...

® Apple 62316
‘Your Apple ID was used 10 Sign in 10 iCloud via 2 web browser.
Dear Paul McFedries, Your Apple ID (paulmcfecties@mac.com)
was Used 1o $ian in 1 iCloud via a web browser. Date and Time...

® Word Spy 6
Word Spy - Jafaican
Word Spy The Word Lover's Guide to New Words Jafai adult v.
Engish dislect chiefly characterized by the use of acce - ‘

Te: Paul McFedries
Reply-To: Word Spy

WoRD Spy

THE Worp Lover’s Guipe 1o New WoRbs

Welcome to Word Spy Monday for June 27. The post-Brexit meltdown
forecast by the world's dread merchants appears to be gathering steam
and Eurogeddon might be just around the bend. But Word Spy, infused with
hopium, will keep calm and carry on rolling out the new words.

Words Spied

adult v. To perform duties and assume responsibilities typically associated
with being an adult. [Cosmopolitan]

oo e Inbox (46 messages, 19 unread)
=R 5|0 9|« & > Q, Search
E Maibores Sent Draits (2)
et by Date v v

® Apple 312PM

Your Apple 1D was used 10 Sign in 1o FaceTime and Message o..
Dear Paul McFedries, Your Apple ID {paulmefedries@mac.com)
was used to sign in 1o FaceTime and iMessage on a Mac Pro na.
Karen Hammand 2551PM
2158

Attachment: TSCC 2455 - BOD Meeting - June 28 2016.docx

Word Spy

® Apple 6/26/16
Your receipt from Apple.
Receipt APPLE ID paulimctedries @mac.com BILLED TO Vik ...
3568 Paul MeFedries 28 Galt Avenue Toront, ON MAM 221 CA...

® iTunes store 6/25/16
Price Increase for your The New Yorker subscription.
Dear Paul, The price of your T-year The New Yorker subscriotion
has increased from $69.99 to $84.99. Your subseription willco...
® Word Spy 6124/16
Word Spy - White-Fi
Word Spy The Word Lover's Guide to New Words White-Fi n.
Wireless networking that transmits over the unused spaces in 1.
® Apple 8/23/16
Your Apple 1D was used 10 €ign in 10 ICkoud via a web browser.
Dear Paul McFedries, Your Apple I (pauimcedries@mac.com)
was used ta sign in 1o iCloud via a web browser, Date and Time..
® Word Spy 6/23/16
Word Spy - Jafaican
Word Spy The Word Lover's Guide to New Words Jafaican n. An
English dialect chiefly characterized by the use of accents and...

‘Welcome to Word Spy Monday for June 27. The post-Brexit meltdown
forecast by the world's dread merchants appears to be gathering steam
and Eurogeddon might be just around the bend. But Word Spy, infused with
hopium, will keep calm and carry on rolling out the new words.

Words Spied

adult v. To perform duties and assume responsibilities typically associated
with being an adult. [Cosmopolitan]

Please don't make me

(LAY

adult teday

Source: The Internet

How do remote images cause me to receive more spam?
Many spammers include in their messages a web bug, which is a small and usually invisible image, the code
for which is inserted into the email message. That code specifies a remote address from which to download
the web bug when you display the message. However, the code also includes a reference to your email
address. The remote server notes that you received the message, which means your address is a working one
and is therefore a good target for further spam messages. By blocking remote images, you also block web
bugs, which means you undermine this confirmation and so receive less spam.
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ac0S includes the Messages application to enable you to use the iMessage technology to exchange

instant messages with other people who are online. The first time you open Messages, you might
be required to sign in with your Apple ID. Note that signing in is optional. You can still use Messages
with other instant messaging services such as AIM, Google, or Yahoo!, even if either you do not have
an Apple ID or you have an Apple ID but are not signed in.

| Sign In to Messages |

0 Click Messages ().

1 ' {
&

E

MeOOUMTalIROTRO®A

The iMessage dialog appears.

If you do not have or do not iMessage

want to use an Apple ID with o o

. Sign in with your Apple ID to send unlimited messages to
Messages, yOU can Chck Not any Mac, iPhone, iPad, or iPod touch right from your Mac.
Now and skip the rest of the
steps in this section.

Q Type your Apple ID.

Apple ID: | myaccount@icloud.com 0

Password:

Not Now

Create new Apple ID... Forgot Apple ID or password?
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9 Type your Apple ID password. oo
e Click Sign in. iMessage

Sign in with your Apple ID to send unlimited messages to
any Mac, iPhone, iPad, or iPod touch right from your Mac.

L1

Apple ID: | myaccount@icloud.com
3 |

Password:

Not Now |

Create new Apple ID...  Forgot Apple ID or password?

The Messages window appears. € Messages File Edit View Buddies Window Help
[ XN

{ Q, Search | [ ] | To:No recipients ®

¥l

Mo Conversations

No Conversation Selected

TIP

What if I do not have an Apple ID?

You can create a new Apple ID during the sign-in process. After you click Messages (%) and the iMessage
dialog appears, click Create new Apple ID. macOS opens Safari, which takes you to the Create an Apple ID
page. Type your name, the email address you want to use as your Apple ID, and the password you want to
use. You must also choose several security questions, specify your birthday and address, and provide a
rescue email address. Click Create Apple ID to complete the operation.

93



n the Messages application, an instant messaging conversation is most often the exchange of text
messages between two or more people who are online and available to chat.

An instant messaging conversation begins with one person inviting another person to exchange
messages. In Messages, this means sending an initial instant message, and the recipient either
accepts or rejects the invitation.

Send a Message

L3
.,))

0 Ch‘ck Compose new message (g)' - Messages File Edit View Buddies Window Help
L N

Note: You can also click File and then = L 4
click New Message, or press []+(0. e

3
)

Messages begins a new @ Messages File Edit View Buddies Window Help 5
. LN
conversation. R 2) ®

Q +
O e "
recipient using one of the

following:

The person’s email address.
The person’s mobile phone number.

The person’s name, if that person
is in your Contacts list.

You can also click Add Contact ()
to select a name from your Contacts 7
hSt. iMessage =2 0

94



CHAPTER

Talking via Messages and FaceTime

l

..))

File Edit View Buddies Window Help

[3

© Type your message.

() You can also click (= if you want
to insert an emoji symbol into
your message.

O Press (D).

| Q, Search

New Message to Alex Bland...

=

&Alex: I'm going down to Loaded Pierogi for a quick bite. Want to join me?

Q

©
Py

=

File Edit View Buddies Window Help

Messages sends the text to the

recipient. |

() The recipient’s response appears
in the transcript window.

() You see the ellipsis symbol ( )
when the other person is typing.

e Repeat steps 3 and 4 to
continue the conversation.

Q search

£ New Message to Alex Bland...
-

| @ Details

To: Karen Hammond

iMessage with
Today, 2:32 PM

Alex: I'm going down to Loaded Pierogi for a

quick bite. Want to join me?

Sure, I'm starving! What time? 0

Delivered

Let's say 2:45. See you there!

Delivered

liMessage

What is an emoji?

An emoji is a pictograph similar to a smiley or
emoticon. Many emojis represent an emotional state,
such as happy, sad, or angry. There are also many
emojis that show symbols such as flowers or animals
that you can use to add a bit of visual interest to
your messages.

How do I make the Messages text a bit bigger?
To change the size of the text that appears in the
Messages window, click Messages and then click
Preferences. In the Messages preferences, click the
General tab. Drag the Text size slider to the right
to make the text bigger, or to the left to make the
text smaller.
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Send a File in a Message

f, during an instant messaging conversation, you realize you need to send someone a file, you can
save time by sending the file directly from the Messages application.

When you need to send a file to another person, your first thought might be to attach that file to
an email message. However, if you happen to be in the middle of an instant messaging conversation
with that person, it is easier and faster to use Messages to send the file. Note that not all instant
message services support sending files.

Send a File in a Message

o Start the conversation with the
person to whom you want to
send the file.

© Click Buddies.

€ Click Send File.

Note: You can also press

) -+8+@.
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[ File Edit View Buddies Window Help =
L N
| Q, search | [ ] @
r“. New Message to Millicent P... iMessage with
Please do! Today, 3:18 PM

Great! The social sharing modules are nearly

done.

Please do!

Hi Mill! How goes the coding? 1
Nice workl Shall | send you the specs for the
sync engine?

Read 3:21 PM

iMessage Q,
[ File Edit View JEITCEITM Window Help o=
L XN ] Show Contact Card X #B
- Z )] sendEmal.. CRE @
"h'. New Message to Millicent P... Seﬂ File... 3 - #F B wi
Pleass dol Invite to Share M Today, 3:18 PM
: fok lo e SoieeD Hi Mill How goes the coding?

FaceTime Video
FaceTime Audic
done.

Please do!

iMessage

dules are nearly

Nice work! Shall | send you the specs for the
sync engine?

Read 3:21 PM
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Messages displays a file selection [ o EI= |9 Documents B Q Search
dialog DOCX DOCX Doc
. Adventure Works Agenda for 2016 Agenda for Industry Aligning Cell Alignment .
. . 2016 Sal...osal.pptx Conference Conference.docx Contents.xls Examples.doc
e Click the file you want to send.
© click Send. : _ s L
All About All About Gypsy the All-Time Favorite Alphabets.pub Amortization
Bears.pptx Dog.pptx College...ames.docx Schedule.x|sx
Anagrammer App - ANAGRAMS.DOC Analyzing Financial Assets.accdb Backup of
Sync Spe...ons.docx Data.xIsx Inventory.xlk
poc - T
Backup of Product Bearwmyv Borders and Born to Shop.pub Brainstorming
Inventory...Hand.xlk Shading...mples.doc Notes.txt
Cancel Sendﬁ
(1) Messages adds an icon for the eoe -
- \ Q search LB o Milicent Pesved=! ®
file to the message box.
’ %, New Message to Millicent P...
¥ Please do! iMessage with
B Today, 3:18 PM

@ Type your message.
o Press (Goi0i).

Messages sends the message and
adds the file as an attachment.

Hi Milll How goes the coding?

Great! The social sharing modules are nearly

done.
Nice workl Shall | send you the specs for the
sync engine?
Read 3:21 PM
Please do!
Here you go. Have fun! @ g

How do I save a file that I receive during a conversation?
When you receive a message that has a file attachment, the
message shows the name of the file, with the file’s type icon to
the left. Right-click the file attachment and then click Save to
Downloads to save the file to your Downloads folder. Messages
saves the file and then displays the Downloads folder.

Today, 3:41 PM
Here are the sharing files.
& Sharina |
~ Quick Look

Save to Downloads
Open

Forward...
Copy
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aceTime is a video and audio chat feature that enables you to see and speak to another person

over the Internet. To use FaceTime to conduct video chats with your friends, you must each first
sign in using your Apple ID. This could be an iCloud account that uses the Apple icloud.com address,
or it could be your existing email address.

After you create your Apple ID, you can use it to sign in to FaceTime. Note that you only have to do
this once. In subsequent sessions, FaceTime automatically signs you in.

Sign In to FaceTime

@ 1n the Dock, click FaceTime (L)

The FaceTime window appears.

9 Type your Apple ID email address.

Apple ID mya::count@icloud‘co' '//’ ‘iw“

Password o

r'.f:::EHH -—"':“'""'
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e Type your Apple ID password.
0 Click Sign in.

FaceTime verifies your Apple ID and then
displays the regular FaceTime window.

What equipment do I and the person I am calling
need to use FaceTime?

For video calls, your Mac must have a web camera,
such as the iSight camera that comes with many
Macs. For both video and audio calls, your Mac must
have a microphone, such as the microphone that is
part of the iSight camera.

Apple ID  myaccount@icloud.co

Wil aﬂm

Password sssssssssassses| 3

Apple ID  myaccount@icloud.co

Password

Which devices support FaceTime?

You can use FaceTime on any Mac running macOS or
0S X or later. In all recent versions of 0S X or
macO0S, FaceTime is installed by default. FaceTime
is also an app that runs on the iPhone 4 and later,
the iPad 2 and later, and the iPod touch fourth
generation and later.

99



nce you sign in with your Apple ID, you can use the FaceTime application to connect with

another person and conduct a video or audio chat. You connect using whatever email address or
phone number the person has associated with his or her FaceTime account. FaceTime will attempt
to connect to that person on any of his or her devices, which can include a Mac, an iPhone, an iPad

touch, or an iPad.

| Connect Through FaceTime

0 Begin typing the name of the contact or °
the phone number you want to call. g ) —)
Contacts that support FaceTime calling :‘::ﬂ“"ﬂ:’“
appear with the FaceTime icon (mE). [ —

Karin Josephs

Karl Jablonski

Matti Karttunen
Paul McFedries
Sioban Karman

If you are calling a contact, click the °
contact’s FaceTime icon (M). B

Contacts
Anne Heikkonen
Greg Karman
Karen Hammond
Karin Josephs
Karl Jablonski
Matti Karttunen
Paul McFedries
Sioban Karman
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FaceTime sends a message to the contact asking if
he or she would like a FaceTime connection. paulmcfedries@icloud.com

would like FaceTime...

The other person must click or tap Accept to
complete the connection.

o { ]
Remind Me Message
= A

Decline

FaceTime connects with the other person. FaceTime with Paul M

The other person’s video takes up the bulk of the :
FaceTime screen. 3

Your video appears in the picture-in-picture (PiP)
window.

Note: You can click and drag the PiP to a different
location within the FaceTime window.

0 When you finish your FaceTime call, click End.

Can I use FaceTime to call a person without using video?

Yes, FaceTime also supports audio calls, which is useful if the other person does not have a device that
supports FaceTime, or if you feel you do not know the other person well enough to place a video call. Use
FaceTime to start typing the person’s name and then click the Audio icon (@) that appears to the right of
the person’s name. If you have an iPhone running i0S 8 or later nearby, then you can click the phone
number that appears below the Call Using iPhone text; otherwise, click FaceTime Audio.
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CHAPTER 6

Tracking Contacts
and Events

In macOS, you use the Contacts application to manage your contacts

by storing information such as phone numbers, email addresses, street
addresses, and much more. You also use the Calendar application to enter
and track events and to-do items.

@ Contacts File Edit View Card Window Help 4 Wed 2:48PM Paul Q @
ece

All Contacts Q ;
nias ™ Margaret Hamilton
Coders G ~ Mooncode LLC

Galt Ramblers ‘Amanda Gambill
Tony Gilroy
Giovanni Giudici
Globe and Mail
Carlos Gonzalez mobile (317) 555-4321

Chantal Goulet work (317) 555-1234

Charles Granek

FaceTime
Betsy Gratner
Cameron Gray work  mhamilton@mooncode.com

Meaghan Gray home page [www.mooncode.com
Sergio Gutierrez

H birthday August 17, 1936

Margaret Hamilton work SR 4085

Karen Hamm Titusville FL 32899
Ed Hanna
Thomas Hardy
Kyra Harper
Susan Hassler
‘Anne Heikkonen
Sarah Hellert
Paul Henriot
Carlos Hernandez
Matt Hicks
Michael Holz
Gerry Howard

I
John Ibbitson
Palle Ibsen
ICE
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EditaContact . . . . ... ... ........... 106
CreateaContactGroup. . . . . . . . . . . o v oo . 108
Navigate theCalendar . . . . . . . . ... ... ... 110
CreateanEvent . . . .. ... ... ... 112
Create a RepeatingEvent. . . . . . . . ... ... .. 114

Send or Respond to an Event Invitation. . . . . . . .. )



Add a New Contact

acOS includes the Contacts application for managing information about the people you know,
m whether they are colleagues, friends, or family members. The Contacts app refers to these people as
contacts, and you store each person’s data in an object called a card. Each card can store a wide variety
of information. For example, you can store a person’s name, company name, phone numbers, email
address, instant messaging data, street address, notes, and much more. Although you will mostly use
Contacts cards to store data about people, you can also use a card to keep information about companies.

| Add a New Contact |

@ In the Dock, click Contacts (). “ e R
New Group. N
@ Click File. | s
ey
9 Click New Card. i | = -
| Imoort 2
@ You can also begin a new el e .
contact by clicking Add (+) v Al ===
and then clicking New Contact. T
Martin Bein
Note: You can also run the New Card e
command by pressing 3+ (1. g
Michzel Bjorn
o
iy [\

@ Contacts adds a new card. N o w —
Q [First
@ 1n the First field, type the @ R 6 )
contact’s first name. T 6
© 1n the Last field, type the (B e :
contact’s last name. i S
@ In the Company field, type the oiemn =
contact’s company name. amer am <
0 If the contact is a company, i
click the Company check box s
(| changes to ). g
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In the first Phone field, click ¢
and then click the category you
want to use.

Q Type the phone number.

@ Repeat steps 8 and 9 to enter
data in some or all of the other
fields.

Note: To learn how to add more
fields to the card, see the next
section, “Edit a Contact.”

@ Click Done.

Contacts saves the new card.
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Q

My Card
Paul McFedries 1
No Name

A
Bjorn Aalborg
Paolo Accorti
Pedro Afonso
Albany Medical Clinic
Maria Anders
Apple Inc.
Victoria Ashworth
Gary Aslett
Andrea Aster

B
Bernardo Batista
Martin Bein
Helen Bennett
Christina Berglund
Jonas Bergulfsen
Marie Bertrand
Michael Bjorn
Aaron Black

O

Q@ mo..

iPhone

o o

home &
ringtone
texttone
home p... =
birthday

home &

home &

Margaret Hamilton
Mooncode LLC

(] Company

Info Picture

317-565-4321 Q

Opening %

MNote &

AIM =

Done u

([ ]
Q

My Card
Paul McFedries 1
No Name

A
Bjorn Aalborg
Paolo Accorti
Pedro Afonso
Albany Medical Clinic
Maria Anders
Apple Inc.
Victoria Ashworth
Gary Aslett
Andrea Aster

B
Bernardo Batista
Martin Bein
Helen Bennett
Christina Berglund
Jonas Bergulfsen
Marie Bertrand
Michael Bjorn
Aaron Black

Q@ mo.. =
iPhone &
@ work
home
ringtone
texttone
© hom.
home
birthday
home &

home &

Margaret Hamilton
Mooncode LLC
) Company

Info Picture

(317) 555-4321

mhamilton@mooncode.com @

Opening ©
Note ©

http://www.mooncode.com

AM <

@ Done th

type the address?

If I include a contact’s email address, is there a way to send that person a message without having to

Yes. Click the contact’s card, click the email address category (such as work or home), and then click Send
Email. Mail displays a new email message with the contact already added in the To field. Fill in the rest of
the message as required and then click Send (7).

105




Edit a Contact

f you need to make changes to the information already in a contact’s card, or if you need to add

new information to a card, you can edit the card from within Contacts. The default fields you see
in a card are not the only types of data you can store for a contact. Contacts offers a large number
of extra fields. These include useful fields such as Middle Name, Nickname, Job Title, Department,
URL (web address), and Birthday. You can also add extra fields for common data items such as phone
numbers, email addresses, and dates.

\ Edit a Contact

0 Click the card you want to edit. eoe

Q Margaret Hamilton
e Click Edit. G Mooncode LLC

Carlos Gonzalez

Chantal Goulet L “ =
Charles Granek message  mobile video work
Betsy Gratner

mobile (317) 555-4321
Cameron Gray

Meaghan Gray FaceTime
Sergio Gutierrez
H

work mhamilton@mooncode.com

home page http://www.mooncode.com

Karen Hamm
Ed Hanna

note

Thomas Hardy
Kyra Harper
Susan Hassler
Anne Heikkonen
Sarah Hellert
Paul Henriot
Carlos Hernandez

Matt Hicks
Michael Holz
Gerry Howard T & it n
@ Contacts makes the card’s fields ece
i i Q M t Hamilt
available for editing. g @ e en
() Company
. . . . Carlos Gonzalez
e Edit the existing fields as . - o

I’eq U1 I'ed . Charles Granek
ComyEie &O work © (317) 555-1234 0

To add a field, click an empty camerce o Phone ¢
Meaghan Gray

placeholder and then type the Sergio Gutierrez © work ¢ mhamilton@mooncode.com 0

ﬁel.d data. i home ¢
LG L ringtone  Opening &

. . Karen Hamm

To remove a field, click i Hom e e -

Delete (o)' VIS HET @ hom..t http:ffwww.mooncode.com
Kyra Harper N
Susan Hassler home =
Anne Heikkonen birthday
Sarah Hellert o = A -
Paul Henriot e B
Carlos Hernandez @ work ¢ SR 405
Matt Hicks Titusville FL 32899
Michael Holz Usa
Gerry Howard + Done ﬁ
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G To add a new field type, click Card.
@ Click Add Field.
Q Click the type of field you want.

© Contacts adds the field to the card.

Q When you complete your edits,
click Done.

Contacts saves the edited card.
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@ Contacts File

ede
Q

Carlos Gonzalez
Chantal Goulet
Charles Granek
Betsy Gratner
Cameron Gray
Meaghan Gray
Sergio Gutierrez
H
Margaret Hamilton
Karen Hamm
Ed Hanna
Thomas Hardy
Kyra Harper
Susan Hassler
Anne Heikkonen
Sarah Hellert
Paul Henriot

(Carlos Hernandez

Edit View Window Help
to Next Card 28]
c o Previous Card 38[
Look for Duplicates...
Add Field 7 >
Mark as a Company 28\

@ | Show Last Name Before First

Pt Make This My Card
Go to My Card {+88M
© ' Sshare My Card >

Clear Custom Image
fing Choose Custom Image... 38

text

@ hom..2
home 2

birthday
home % AIM =

© work ¢ SR405
Titusville FL 32899

Open in Separate Window £l

| URL
o B} Birthday 8
p:/[www.mooncode.com Lunar Birthday’

Phonetic First/Last Name
Prefix

Middle Name
Suffix

Nickname
Phonetic Company
Job Title
Department
Maiden Name
Phone

Email

Date

Related Name
Instant Message
Twitter

Profile

Address

Matt Hicks Edit Template...
Michael Holz USA
Gerry Howard + Done i]
L
@ Contacts File Edit View Card Window Help & =

ede
Q

Carlos Gonzalez
Chantal Goulet
Charles Granek
Betsy Gratner
Cameron Gray
Meaghan Gray
Sergio Gutierrez
H
Margaret Hamilton
Karen Hamm
Ed Hanna
Thomas Hardy
Kyra Harper
Susan Hassler
Anne Heikkonen
Sarah Hellert
Paul Henriot
(Carlos Hernandez
Matt Hicks
Michael Holz
‘Gerry Howard

Margaret Hamilton
Mooncode LLC
) Company

Info Picture

© work T (317) 555-1234
iPhone &
@ work

home

< mhamilton®meoncode.com
ringtone  Opening &
texttone  Note &

© hom..

hame

http:/[www.mooncode.com

o o

08/17/1936|
home % AlM 2

@ work = SR 405
Titusville FL 32899
USA

& bone | [

click Save to close the picture dialog.

How do I add a picture for the new contact?
Click the contact’s card and then drag a photo from Finder and drop it on the contact’s picture box. Drag
the preview to the position you want, click + or - to adjust the magnification, and then click Save.

Alternatively, click the contact’s Picture tab and then click Add ((+)). A dialog of picture options appears.
Click the type of picture you want to add: Defaults, Camera, or Photos. Click or take the picture and then
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Create a Contact Group

You can organize your contacts into one or more groups, which is useful for viewing just a

subset of your contacts. For example, you could create separate groups for friends, family, work
colleagues, or business clients. Groups are handy if you have many contacts in your address book. By
creating and maintaining groups, you can navigate your contacts more easily. You can also perform
groupwide tasks, such as sending a single email message to everyone in the group. You can create a
group first and then add members, or you can select members in advance and then create the group.

\ Create a Contact Group

Create a Contact Group mwid:m View Card Window H:DN # 7 [ Wed1:50 PM
o Cl.]Ck File All Contacts New Group
) New Smart Group... EN
e Click New Group.
Close |W
Note: You can also run the New — %0
Group command by pressing e ,
ED+8+0. i
No Cards
O Contacts displays the lists of
groups and adds a new group.
e Type a name for the group.
e Press (i 00).
N
e Click All Contacts. [ @ Contacts File Edit View Card Window Help W % [a] Wed 1:52 PM
. | Q .
@ click and drag a contact to the c Margaret Hemilton
IR
roup. Carlos Gonzalez
g p Chantal Goulet ) [N =
Contacts adds the contact to S
h ameron Gray mobile (317) 6565-4321
the group. worc (@17 ss5-1238
Sel»» io Gutierrez aceTime
@ Repeat step 6 for the other : R
work mhamilton@mooncode.com
ContaCts you Want to add to the Karen Hamm home page http://www.mooncode.com
group' f’::::::amy birthday August 17, 1936
Kyra Harper work SR 405
Susan Hassler Titusville FL 32899
Anne Heikkonen veh
Sarah Hellert note
Paul Henriot
Carlos Hernandez
Matt Hicks
Michael Holz
Gerry Howard + Edit t
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Create a Group of Selected T —— T T wedieew
Conta Cts 24 Contacis From Selection 3 o
Coders
Select the contacts you want to NewStat G .
include in the new group. Close =W
Note: To select multiple contacts, press Export 8 POF.. e
and hold (73 and click each card. — =
e Cljck File, Lino Rodriguez 11 Cards Selected
€@ Click New Group From Selection. Sovae i
S
oot
Carine Schmitt +
BCOntacts adds a new group. .! .t:nntscts File Edit View Card Window Help & % L[ Wed1:56 PM
@ Contacts adds the selected g s
contacts as group members. F“ﬂ"“’“’"
0 Type a name for the group. Sonemne
e Press :]. E He\vetiu‘sNagy
:::::::5 11 Cards Selected
Y
Can I send an email message to the group? | What is a Smart Group?
Yes. With a group, you send a single It is a group where each member has one or more fields in
message to the group, and Mail common, such as the company name or city. When you create
automatically sends a copy to each the Smart Group, you specify one or more criteria, and then
member. Right-click the group and then Contacts automatically adds members to the group who meet
click Send Email to “Group,” where those criteria. Click File, click New Smart Group, and then
Group is the name of the group. enter your group criteria.
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Navigate the Calendar

Calendar enables you to create and work with events, which are either scheduled appointments
or activities such as meetings and lunches, or all-day activities such as birthdays or vacations.
Before you create an event, you must first select the date on which the event occurs. You can do this
in Calendar by navigating the built-in calendar or by specifying the date that you want.

Calendar also lets you change the calendar view to suit your needs. For example, you can show just a
single day’s worth of events or a week’s worth of events.

Navigate the Calendar

Using the Calendar
€@ In the Dock, click Calendar (7).

© Click Month.

@ Click Next Month () until the
month of your event appears.

O If you go too far, you can click
Previous Month ({) to move
back to the month you want.

© To see a specific date, you can
click the day and then click Day

(or press [+(1).

© To see a specific week, you
can click any day within the
week and then click Week

(or press [+()).

© To return to viewing the entire
month, you can click Month

(or press (+().

O If you want to return to today’s
date, you can click Today

(or press [+ (1)).
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Go to a Specific Date
@ click View.
© Click Go to Date.

Note: You can also run the Go to Date
command by pressing 0+ (0 +00.

The Go to Date dialog appears.

@ In the Date text box, type the
date you want using the format

mm/dd/yyyy.

@ You can also click the month, day,
or year and then click = to increase
or decrease the value.

O click Show.

© click Day.
© Calendar displays the date.

TIP

(G g
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@ Calendar File Edit

® O ® Calendars ||+

how Tab Bar
September 20za=yek

+ By Month

Next

Window Help = LJ

+ al  Wed 2:1

Date: 10/27/2016 .
Fri

By Year

bay Week Year Q s
E
ﬁ Go to date

-
Previous e
Go to Today 22T
Go to Date... 2 T
< Make Text Bigger ®+ 7 8 o
LaborDey  pake Text Smaller 38—
Show Calendar List
1 14 15 16
+ Show All-Day Events
Show Declined Events
+ Show Travel Time
18 Refresh Calendars ~ #R 21 22 23
Enter Full Screen  ~38F
25 26 27 28 29 30
@ Calendar File Edit View Window Help 4 = [ Wed 2:1
® O @® Calendars | | + w Week  Month Year Q g
rOctober 27, 2016 g T e
Thursday 2 3 4 5 6 7 8
9 10 M 12 13 14 15
1 7 18 19 20 21 22
23 20 25 26 € 28 29

@

In the Week view, the week begins on Sunday. How can I change this to Monday?

Calendar’s default Week view has Sunday on the left and Saturday on the right. To display the weekend days
together, with Monday on the left signaling the start of the week, follow these steps: Click Calendar in the
menu bar and then click Preferences; the Calendar preferences appear. Click the General tab. Click the
Start week on [, select Monday from the pop-up menu, and then click Close ().
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Create an Event

You can help organize your life by using Calendar to record your events — such as appointments,
meetings, phone calls, and dates — on the date and time they occur.

If the event has a set time and duration — for example, a meeting or a lunch date — you add the event
directly to the calendar as a regular appointment. If the event has no set time — for example, a birthday,
anniversary, or multiple-day event such as a convention or vacation — you can create an all-day event.

\ reate an Event

Create a Regular Event Calendar File Edit View Window Help & 2 ] Wed2:22PM Paul Q
Calendars == Dav Week Month Year Q, searct
@ Navigate to the date when the ©> - o October2’ 2016 Swwre s [
event occurs. B Thursday 00080
& Writing 9 10 1 12 13 14 15
© Click Calendars. Le? SRR e
Other
6 Click the calendar you want m
£ Found in Apps
to use. US Holidays 0
@ Double-click the time when the 0
event starts.
Note: If the event is less than or
more than an hour, you can also
. . < October 2016 >
click and drag the mouse pointer (k) EE
over the full event period. Soame®o

16 17 18 19 20 21 22
23 24 25 26 27 28 28

30 %M 1 2 3 4 5
o Calendar adds a one-hour event. @ Calendar File Edit View Window Help & % LJ Wed224PM Paul Q

® @ @ Calendars | + Week  Month Year Q Searct

6 Type the name of the event. e s October 27, 2016 S e s e |
@ Work 2 3 4 5 8 7 8

e PI‘ESS :]. x?'mng Thuredey g 10 M 12 13 14 15
@ roldays A B om0
(& Family N 30 A

Other
@ Birtndays Karen's Birthday Lunch %

Found in Apps

US Holidays .0
Thursday, Oct 27 12PMto1PM

m- Birthday Lunch A

< October 2016 >

SMTWTF S

26 27 28 20 30 1
2 345678
9 10 1112 13 14 15
16 17 18 18 20 21 22
23 24 25 26 27 28 29
3081 1 2 3 &4 5
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create an Au_Day Event Calendar File Edit View Window Help & 2 o] Wed 2:26PM Paul Q
Calendars + Day Month Year Q search
o Click Week. ‘Br= & Qctober 2016 ? <| Today |>
e Navigate to the week that g & ol = e %27 e e
includes the date when the n
event occurs. o
@ Birthdays
. Found in Apps
e Click Calendars. @ Us Holdays )
0 Click the calendar you want e
to use.
e Double-click anywhere inside
the event date’s all-day section.
< October 2016 >
Bedm il
2 3 45 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
80 3 1 2 3 4 5
- ® Calendar File Edit View Window Help # = L] Wed2:26PM Paul Q
© Calendar adds a new all-day
event ® © ® Calendars + Day Week Month Year Q Searct
: s 7 Coding Workshop 13
Personal AN OCtOber 2016 E
@ Type the name of the event. & vork hm M ez wam
= Orcmn 0
@ Press G o
m:’ainhdays
Found in Apps
US Holidays .
12 PM
Karen's Birt...
< October 2016 >
B
9 10 11 12 13 14 15
e e
MMM 1 23 465

TIP

How can I specify event details such as the location and a reminder message?

Follow the steps in this section to create an event and then double-click the event. Type the location of
the event in the Add Location text box. (Note that if you type an address, Calendar displays the location on
a map.) Click the event’s date or time, click alert, and then click the amount of time before the event that
you want to receive the reminder. To add notes, attach a file, or add a web address, click Add Notes, URL,
or Attachments and then click the type of information you want to add. Click outside the event. Calendar
saves the new event configuration.
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Create a Repeating Event

f you have an activity or event that recurs at a regular interval, you can create an event and
configure it to repeat in Calendar automatically. This saves you from having to add the future
events repeatedly yourself because Calendar adds them for you.

You can repeat an event daily, weekly, monthly, or yearly. For even greater flexibility, you can set up
a custom interval. For example, you could have an event repeat every five days, every second Friday,
on the first Monday of every month, and so on.

\ Create a Repeating Event

0 Create an event.

Note: To create an event, follow the

steps in the previous section,
“Create an Event.”

Q Double-click the event.

Calendar displays information
for the event.

Q Click the event’s date and time.
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Calendar opens the event for
editing.

@ Click the repeat <.

e Click the interval you want
to use.

O If you want to specify a custom
interval such as every two weeks
or the first Monday of every
month, you can click Custom
and configure your interval in
the dialog that appears.

@ Press (D).

© Calendar adds the repeating
events to the calendar.
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Click outside the event.

How do I configure an event to stop
after a certain number of occurrences?
Follow steps 1 to 5 to select a recurrence
interval. Click the end repeat < and then
select After from the pop-up menu. Type
the number of occurrences you want.

events?

Can I delete a single occurrence from a recurring series of

Yes, you can delete one occurrence from the calendar without
affecting the rest of the series. Click the occurrence you want
to delete, and then press (2. Calendar asks whether you

want to delete all the occurrences or just the selected
occurrence. Click Delete Only This Event.
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Send or Respond to an Event Invitation

You can include other people in your event by sending them invitations to attend. If you receive
an event invitation yourself, you can respond to it to let the person organizing the event know

whether you will attend.

If you have an event that requires other people, Calendar has a feature that enables you to send
invitations to other people who use a compatible email program. The advantage of this approach is that
when other people respond to the invitation, Calendar automatically updates the event. If you receive
an event invitation yourself, the email message contains buttons that enable you to respond quickly.

‘ Send or Respond to an Event Invitation

Send an Event Invitation
0 Create an event.

Note: To create an event, follow
the steps in the section “Create
an Event.”

Q Double-click the event.

€@ Click Add Invitees.
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@ Begin typing the name of a
person you want to invite.

e Click the person you want to
invite.

e Repeat steps 4 and 5 to add
more invitees.

0 Click Send.
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Handle an Event Invitation

O The Invitation button shows the
number of pending invitations you
have received.

Coding Workshop * Karen's Bi.. 12°M

Ell

Halloween Steve's Birthday Kyra's Birthday

=3

® Calendar File Edit View Window Help # = [ Wed 2

Week Year qd

&10 Day

® O ® Calend

QOctok

© The event appears tentatively in your
calendar.

@ click Invitation ().

e Click the button that represents your
reply to the invitation:

Leslieville Hackathon
From: Paul McFadries

Fri, Oct 28 4:00 AM

Tue Wed Thu Fri

Maybe Decline | Accept

* Clean humi... o am

2 3 4 5 6 7

* Code & Co... 10AM * Logophilia.. 2aMm

© You can click Accept if you can
attend the event. 9 10 7 12 1 1

* Code & Co... 10AM Replace humidifi...

= Clean humi.. @ am

Columbus Day

@ You can click Decline if you cannot
attend the event. 16 17 18 19 20 2

* Code & Co... 10AM

© You can click Maybe if you are
currently not sure whether you can 3 2 25 26 27 28
attend * Code & Co... 10AM Coding Workshop . Karen‘ﬁ&

TIPS

Is it possible to see emailed invitations in
Calendar before I decide whether to accept
them?

Yes. Open Mail, click Mail in the menu bar,
click Preferences, click General, click the Add
invitations to Calendar |, and then click
Automatically. Events you have not responded
to appear in gray in the calendar.

How do I know when a person has accepted or declined
an invitation?

Double-click the event. In the list of invitees, you see a
check mark beside each person who has accepted the
invitation; you see a question mark beside each person
who has not made a choice or who has selected Maybe; and
you see a red Not symbol beside each person who has
declined the invitation.
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CHAPTER 7

Playing and

Organizing

Music

You can use iTunes to create a library of music and use that library to

play songs, albums, and collections of songs called playlists. You can also

purchase music from the iTunes Store and more.

@ iTunes File Edit Song View Controls Account Window Help

ece W p » O— o

<] T Music 3 oy

Library

[ Recently Added
A Artists
Albums.

I songs

Ji Genres

Music Videos

Music Playlists v

2 Genius

BR Genius Mixes

¥ 90's Music

ﬂ Music

¥ Music Videos

LF My Top Rated

LF Party Mix

¥ Recently Added

¥ Recently Played

ﬂ Sloan

¥ Top 25 Most Played

¥ vivaldi, Antonio

=/ Bach Christmas Music
Bach Keyboard Conce...
Cello Music

Fully Completely
The Tragically Hip

’

ForYou Browse Radio iTunes Store

Phantom Power

Phantom Power

The Tragically Hip
Rock - 1998

Poets
2 Something On
3 Save The Planet
Bobcaygeon
5 Thompson Girl
lembership
ireworks
% Vapour Trails
9 Rules
0 Chagrin Falls
Escape Is At Hand For The Travellin' Man
° Emperor Penguin

Thu2:12PM Paul Q @& =
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Understanding the iTunes Library

acOS includes iTunes to enable you to play back and manage various types of audio files. iTunes
m also includes features for organizing and playing videos, watching movies and TV shows, and
organizing apps, but iTunes is mostly concerned with audio-related media and content.

Most of your iTunes time will be spent in the library, so you need to understand the various categories —
such as music and audiobooks — that iTunes uses to organize the library’s audio content. You also need
to know how to configure the library to show only the categories you will be working with.

The iTunes Library <> 1 Music -
The iTunes library is where your Mac stores the files that you can play and work Library

with in the iTunes application. Although iTunes has some video components, its E@ Recently Added
focus is on audio features, so most of the library sections are audio-related. Besides Lr LT

music, you can also switch the library to work with podcasts, audiobooks, ringtones, ? 2:;”;:5

and more. I cenres
Music Videos

Understanding Library Categories | 5| v 1 musi
The Media menu just above the Library pane displays the various media types tiorary | Movies
. . N . . . . @ Rec 1 TV Shows

available in the iTunes library. The audio-related types include Music, Podcasts, P At @ Podcasts
Arti i

Audiobooks, Tones, and Internet Radio. Aby  [E] Audiobooks
o Q Tones

When you select a media type, the Library pane shows you the contents of that ;}; Zen Edit Menu...

type and the details for each item. For example, in the Music category, you can Music Videos

see details such as the name of each album and the artist who recorded it. Music Playlists v

Configure the Library <> Show these items in the menu:

You can configure which categories of the iTunes library appear in the Media Lbrary | [ 1 Music

menu. Click the Media - and then click Edit Menu. Click the check box for each i-i - Sf\fz:zws
type of media you want to work with (| changes to ) and then click Done. by B @ Podeasts
I song | ¥ iTunes U
M Gen ~ /A Apps

Mus| [ Audiobooks

Q Tones

Music Playl
(‘A’) Internet Radio

Gi
g P:n @ Shared Libraries
a
a- 90’ Done
n' Barogue "
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Navigate the iTunes Window 7

Familiarizing yourself with the various elements of the iTunes window is a good idea so that you
can easily navigate and activate elements when you are ready to play audio files, music CDs,

or podcasts; import and burn audio CDs; create your own playlists; or listen to Internet radio. In
particular, you need to learn the iTunes playback controls because you will use them to control the
playback of almost all music you work with in iTunes.

O Playback Controls

These buttons control
media playback and T
enable you to adjust the | ... )
VOlume. [ Recently Added

% iTunes File Edit Song View Controls Account Window;Help = Thu1:43AM Paul Q @ =
8 Q, searc

A Arists
© Status Area e
1 Genres

This area displays 0 musie Videos
information about the 6
item currently playing

or the action that
iTunes is currently
performing.

0O Media

Click an item in this
menu to select the type
of content you want to

brones Fanens -
bt
Soul Queen:

gaspz[»
= (&I Aretha Frankli®

Aretha Gospel The Very Best Beautiful Imperfection
Aretha Franklin Aretha Franklin ASA

Heaven Is for Easy Girls
e Awkward Stage

view.

O Group @ iTunes Store @ Contents

The commands in this pane group  Click this command to access the  The contents of the current iTunes
the contents of the current iTunes  iTunes Store, which enables you library source appear here.

media type. to purchase songs and albums,

subscribe to podcasts, and more.
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Play a Song

ou use the Music category of the iTunes library to play a song that is stored on your computer.
Although iTunes offers several methods to locate the song you want to play, the easiest method
is to display the albums you have in your iTunes library, and then open the album that contains the
song you want to play. While the song is playing, you can control the volume to suit the music or your
current location. If you need to leave the room or take a call, you can pause the song currently playing.

Play a Song

@ Click the Media - and then click cce wb» — o . 2
Music. <[> | 7 Music s Ubrary  ForYou Browse Radio  iTunes Store
© Click Albums. i S
, , Tl
You can also click a grouping = -gﬂ‘ f’zi—
. . e - aspe,
option such as Songs, Artists, B Muckc Viead JP B Soul Queen:
or Genres. Music Playlists v s ¢ Aretha Frankl® ‘
Note: To sort the current grouping,
click View, click Sort By, and then
click a sort option, such as Title or
Artist.
9 Click the album that contains it e lsfor sy Ot Bl St
the song you want to play.
@ If you want to play the entire o “W P » — P = a
album, you can click Play (p»). <> m& : B v Gome foso Munessior
0 Double-click the song you want e < . ;
(@ Albums
to play. e
1 Genres

[E Music Videos

Music Playlists v

Heaven Is for Easy Girls Blues Summit
he Awkward Stage 3.8 K

The Asteroids Galaxy Tour
Pop - 2009

Lady Jesus
The Sun Ain't Shining No More
Push the Envelope

! Satellite

13 items = Crazy
5 The Golden Age = v}
Around the Bend

Sunshine Coolin'
9 Hero
0 Bad Fever
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iTunes begins playing the song.

@ Information about the song
playback appears here.

@ iTunes displays a speaker icon
(w)) beside the currently playing
song.

() If you need to stop the song
temporarily, you can click
Pause (I1)-

Note: You can also pause and restart
a song by pressing the (2000,

@ You can use the Volume slider
to adjust the volume (see the
first Tip).
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ece |l » — o > The Golden Age Fr=)
had \J

005 The Asteroids Galaxy Tour — Fruit e

< | > | ]I Music 2 ForYou Brofle Radio iTunes Store

Library

[ Recently Added
A Artists

@ Abums

I songs

1 Genres

[E1 Music videos

Music Playlists +

S i ASTEROIDS GALAXY T8

: Heaven s for Easy Gi Blues Summit
Fruit The Awky .

d Stage

Fruit
The Asteroids Galaxy Tour
Pop - 2009

Lady Jesus 3:44
The Sun Ain't Shining No More
Push the Envelope

4 Satellite

13 items < B {Grazy
) The Golden Age -

Around the Bend
& sunshine Coolin'
© Hero
0 _Bad Fever

The Golden Age leg )=t
The Asteroids Galaxy Tour — Fruit i= Q

<> I M 2
Library

[ Recently Ade

A Artists

@ Albums

I Songs

1 Genres

[Z1 Music Videos

Music Playlists v

Heaven s for Easy
he Awkward Stage

5 Blues Summit
Fruit )

Fruit
The Asteroids Galaxy Tour
Pop - 2009

Lady Jesus 3:44
The Sun Ain't Shining No More
Push the Envelope

THE ASTERDIES GALAXY TOUR [RIS
13 items >3 ECrazy

Around the Bend
& Sunshine Coolin'
9 Hero

0 _Bad Fever

How do I adjust the volume?

To turn the volume up or down, click
and drag the Volume slider to the left
(to reduce the volume) or to the right
(to increase the volume). You can also
press )+ to reduce the volume,

or (+() to increase the volume.

Can I share my music with my family?

Yes, you can activate Home Sharing, which enables you to share
your iTunes library with other people on your network as long

as you are all logged in to Home Sharing with the same Apple
ID. Click File, click Home Sharing, and then click Turn On Home

Sharing. Type your (or a family member’s) Apple password and
click Turn On Home Sharing.
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Create a Playlist

Aplaylist is a collection of songs that are related in some way. Using your iTunes library, you can
create customized playlists that include only the songs that you want to hear. For example,

you might want to create a playlist of upbeat or festive songs to play during a party or celebration.
Similarly, you might want to create a playlist of your current favorite songs to burn to a CD. Whatever
the reason, once you create the playlist you can populate it with songs using a simple drag-and-drop
technique.

Create a Playlist

Create the Playlist ] % % [ Thu121aPM Paul Q@)
¢ Edit P [Ere. ©YZN= aQ
o C'jCk Fi le. <|> | n [| o Witdow : Y;@N ;aﬂm iTunes Store
Ubrary | Add toLibrary.. %0 — . —
o Cljck NeW. ? Receme Li.h'a'v aylist t C 3 I“, — IJ‘le.rs Cnmp[eke 9 "S:gmfhocwes [Di..  The Complete Recordin{
Artists Devices >
. . {3 Abums | Home Sharing >
e Click Playlist. ! sows | opensueam. U

34 Genres Subscribe to Podcast...

[ Music Vid

Show in Finder 3R
Convert 4

Note: You can also create a new
playlist by pressing (]+(1. p——

Print... #P

The Good, the Bad, and

he Bicycle

The Best of Bill Withers
8ill Wither.

"BLACK,
EVER BEAC

() iTunes creates a new playlist. ece «ll» -~ =

Sunshine Coolin® (vE=1N e a

The Asteroids Galaxy Tour — Fruit os6 | L=

< | > I Music Z Library ForYou Browse Radio iTunes Store

O Type a name for the new S taen Baroque

. £¥ J.5. Bact
playlist. £ viiratn Iy chilaxin <)
& Mozart No items Edit Playlist
¥ Music ) 0
o Press (Gl ). o e
. . . £¥ My Top Rated
G Click Edit Playlist. £ pary

¥ Recently Added

iTunes opens the playlist for B —
editing so that you can add o . o

£¥ Vivaldi, Antonio

=[ Bach Christmas Music Click the Edit Playlist button to
=/ Bach Keyboard Conce... add items to this playlist
=I' callo Music

=l Festivus

=I' Festivus 2013

=I" Internet Songs

=] Mozart Piano Concertos

=" Party Tunes
oFEI Piayiist
=F vids

=l Walking tunes

your songs.
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Add Songs to the Playlist

0 Open an album that has one or
more songs you want to add to
the playlist.

e Click a song that you want to
add to the playlist.

Note: If you want more than one
song from the album’s playlist, press
and hold () and click each of the
songs you want to add.

e Drag the selected track and drop
it on your playlist.

ece |l

<> | A Music
Ubrary

[ Recently Added
A Artists

[E Albums

J songs

14 Genres

[ Music Videos

Music Playiists v

lamprey

The Complete Recordings, Vol. 1 [Dis...
essie Smith

Lamprey

To create a playlist drag songs or
other itemsy

g 1 Keepsake &
3 D. Feathers B
3

“ Re-Feel-it

Lamprey
Bettie Serveert
Alternative « 1995

> <

5 21Days
G CybarD
7 Tell Me, Sad

2

e Repeat steps 2 and 3 to add sce « b —— o @ = =
more songs to the playlist. Lo fume s
. [ Recently Added
© click Done. e
. J Songs
© To access your playlists, you can B e R
use the Music Playlists pane. &'”&“;‘Lﬁ;“
L¥ 90's Music
# iy Young Galaxy
¥ Music Videos
¥ My Top Rated
¥ Party Mix

£¥ Recently Added

¥ Recently Played

£¥ sloan

4§ Top 25 Most Played
¥ Vivaldi, Antonia

=/ Bach Christmas Music
=] Bach Keyboard Conce...
=F Cello Music

= Chillaxin'

=I Internet Songs.

Young Galaxy
Young Galaxy
Alternative » 2007

>
1 Swing Your Heartache =
No Matter How Hard You Try
2 Outside The City
Lazy Religion
| Wailing wall
The Sun's Coming Up And My Plane’s Gaing Down

IPS

EJ Party Tunes

a playlist?
Yes. Press and hold () and then click each

Is there a faster way to create and populate

Can iTunes add songs to a playlist automatically?
Yes, you can create a Smart Playlist where the songs have
one or more properties in common, such as the genre or

song you want to include in your playlist. Click
File, click New, and then click Playlist from

Selection (you can also press 0] +(3+(10).
Type the playlist name and then press (G000,

text in the song title. Click File, click New, and then click
Smart Playlist (you can also press (200 +E3+(0). Use

the Smart Playlist dialog to create rules that define what

songs appear in the playlist.
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Purchase Music from the iTunes Store

You can add music to your iTunes library by purchasing songs or albums from the iTunes Store.
iTunes downloads the song or album to your computer and then adds it to both the Music category
and the Purchased playlist. You can then play and manage the song or album just like any other
content in the iTunes library. To purchase music from the iTunes Store, you must have an Apple ID,
which you can obtain from https://appleid.apple.com.

0 Click iTunes Store.

The iTunes Store appears.
@ Click Music.

Locate the music you want
to purchase:

@ You can use the Search box
to search for an artist, album,
or song.

© You can click All Genres to
select a music genre.

@ You can scroll down to view
music in various categories.
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I Genres

(] Music Videos

Music Playlists v
# Genius

B8 Genius Mixes
£ 90's Music
£F Music

£ Music Videos
£¥ My Top Rated
£F Party Mix
£¥ Recently Added

¥ Recently Played

¥ Sloan

¥ Top 25 Most Played
£¥ Vivaldi, Antonio

=J' Bach Christmas Music
=J' Bach Keyboard Conce...
=I' Cello Music s | N ' "]
=T chiloxi - | Do,

=[ Internet Songs

=[' Party Tunes
= vids

= Walking tunes

Brand New Day In The Trees
he Watchr p

Raditude Weezer Folk Songs and Songs for C.. Sky Blue Sky
ceze Weeze Wiener i vilco

DESTINATION:

SURILER

Exclusive Video + Music

Music ~

All Genres ~

HAGEH

L

Teimaey Colorrs

MUSIC QUICK LINKS

Primary Colours
MAGIC

qerznony [ -l ﬁ
el B / w

What We Live For
American Auth
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e Cl.]Ck Buy 000 «W P W —— o ‘ = Q lake street dive o
. < | > | 1 Music < Library ForYou Browse Radio iTunes Store
() If you want to purchase just a
3 4 Music > Alternative > Lake Street Dive
song, you can click the song’s
: : Bad Self Portraits
price button instead.
Lake Street Dive >
Songs  Ratings and Reviews  Related
A NAME RTIST TIME POPULARITY PRICE
Bad Self Portraits Lake Street Dive 324 A $0.99 |~
- 2. Stop Your Crying Lake Street Dive 3:34 1] 5099 |~
3. Better Than Lake Street Dive 3:385 (I 5099 |~
$8.99 Buy
4. Rabid Animal Lake Street Dive 213 i 5099 |~
ek (25) 2., “od'sa Devromoatly Lake Street Dive 320 I 5099 |~
Released Feb 18, 2014 6. UseMe Up Lake Street Dive 357 I 5099 |~
2014 Sigheture Soiinds Recordings 7. Bobby Tanqueray Lake Street Dive 33z || 5099 |~
8. Just Ask Lake Street Dive 5:05 1] & 5099 |~
9. Sewventeen Lake Street Dive 3:39 i} $0.99 |~
0. What About Me Lake Street Dive 417 i 5099 |~
n Rental Love Lake Street Dive 2:37 [l $099 | v
» Preview All TOTAL: 11 ITEMS
Listeners Also Bought
iTunes asks you to sign in to “«pw - o = a °

yOur iTuneS Store account. <[ >] £ Music B Library ForYou Browse Radio | iTunes Store
e If yOU haVe not Signed .in tO Music > Alternative > Lake Street Dive
your account, you must type ———

your Apple ID.
G Type your password.

. Cancel $0.99 |~
0 Click Buy. e
$0.99 |~
. . e $099 [~
iTunes charges your credit card o Rabi Anma Lake street Dive a1 s0s |
. : - 5. You Go Down Smooth Lake Street Dive 3:29 OO $0.99 [~
Ferk ke (25)

and beg]ns download]ng the Released Feb 18, 2014 6. UseMe Up Lake Street Dive 3:57 (i 5099 |+
. B 2014 Signature Sounds Recordings 5 5 =

m US] C to yo u r Ma c. 7. Bobby Tanqueray Lake Street Dive 3:32 [} $0.99
8 JustAsk Lake Street Dive 505 $0.99 |~
. . 9 Seventeen Lake Street Dive 339 |l 3099 |~
G TO retu m to the ]TU nes h bra ry, 10.  what About Me Lake Street Dive 417 i 5099 |-
1. Rental Love Lake Street Dive 237 || $0.99 [~

you can click Library.

TIPS |

Apple ID

» Previow All

Listeners Also Bought

TOTAL: 11 ITEMS

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

PRICE

How do I redeem an iTunes gift card?
Scratch off the sticker that covers the
card’s redeem code. Access the iTunes
Store, click Redeem, and then enter your
account password. In the Redeem Code
screen, type the redemption code and then
click Redeem.

Can I use my purchased music on other computers and
devices?

Yes. When you purchase music through iTunes, you are
given a license to play that music on any device (such as
an iPod, iPad, or iPhone), as long as that device is signed
in to iCloud using the same Apple ID that you used to
purchase the music. You can also burn your music to CDs.
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Apply Parental Controls

f you are setting up a user account in Mac

Pro for a child, you can use iTunes’ parental controls to

ensure the child does not have access to music that has been marked as having explicit content.

You can also disable certain content types —

such as podcasts, the iTunes Store, and Internet radio

stations — that could offer content not suitable for the child. Finally, you can also disable access
to shared iTunes libraries, which might contain unsuitable music.

Apply Parental Controls

0 Log -in to maCOS using the ch'il_d's NgoRiI ) File Edit Song View Controls Account Window Help 4 7= L Thu1:56 PM
About iTunes = " =
user account. T . = —
. . < \ e T T Library ForYou Browse Radio iTunes Store
e Cth 'ITU“ES. Librat Check for Updates...
B ‘ Services >
€@ Click Preferences. Y w
Hide Others N#H p.
&L Show All
m Quit [Tunes

Music Playlists v

Second Coming
he Stone Roses

: 3
‘ ‘
| = = 1
SUBMARINES
| eaogerabio Dol
-8 :8:0:8:6:8-6:0:008:0:8.644]

Honeysuckle Weeks
he Submarines

S

Love Notes/Letter Bombs (D...
he Submarines

Declare a New State!
he Submarines

— @«

The iTunes preferences appear.
@ Click the Restrictions tab.

In the Disable section, click the
check box beside each type of
content you do not want the user
to access (| changes to ).

Click the Ratings for | and then
click the country ratings you want
to use.

To ensure the user cannot access
explicit musical content, click the
Music with explicit content check
box (' changes to ).
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Restrictions Preferences
[i]

e oo
General Playback Sharing Store Restrictions Devi Advanced

Disable: || Podcasts
[ Internet Radio

iTunes Store
Allow access to iTunes U 0
v| Apple Music

| Connect
|| Shared Libraries

Ratings for: | United States

Show content ratings in library

Restrict: | Music with explicit content 0

~IMoviesto | PG-13 n
"I TV showsto | Tv-14 n
_|Appsto | 12+ B

" | Books with explicit sexual content

Restrictions apply to playback, sharing, iTunes purchases,
and the iTunes Store.

A
Click the leck to prevent further changes.

Cancel
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iTunes displays an overview of what it Restrctions Preferences
ict explici i > BE® 1 G
means to reStnCt expl1c1t Content. c\;;\ Playback Sharing Store Restrictions Devices Advanced
@ Click Restrict Explicit Content. e

‘Are you sure you want to restrict explicit contentin Apple
Music and iTunes?

When you restrict explicit content, you will not be able to play,
praview, purchase, or subscrioe to content marked as explicit by those
who provided it to Apple.

Restrict Explicit Content

ith explicit content

| Movies to | PG-13 <

[ 1 TVshowsto | TV-14 :
[“IAppsto 12+ £

|| Books with explicit sexual content

Restrictions apply to playback, sharing, iTunes purchases,
and the iTunes Store.
A\
[l Click the lock to prevent further changes.

? Cancel oK

e CﬁCk OK. Reslr'mt‘m»rjs Preferences
o> BE® 8 g

iTunes puts the parental controls into Geners Playssck Srarng Store. Restlrs Dovices Advrces
effect. Disable: | Podcasts

|| Internet Radio
("l iTunes Store

Allow access to iTunes U

[ Apple Music
|| Connect
["| Shared Libraries

Ratings for: | United States B

Show content ratings in library

Restrict: | | Music with explicit content

I Movies to | PG-13 <]
| TVshowsto | TV-14 ™
[“|Appsto 12+ B

|| Books with explicit sexual content

Restrictions apply to playback, sharing, iTunes purchases,
and the iTunes Store.
A\
[l Click the lock to prevent further changes.

Is it not possible for the child to open the iTunes preferences and disable the parent controls?

Yes, although this is not likely to be a concern for young children. However, for older children who know
their way around macOS, you should lock the parental controls to avoid having them changed. Follow

steps 1 to 4 to open the child’s user account and display the Restrictions tab. Click the lock icon (&), type
your mac0S administrator password, and then click OK. & changes to (7, indicating that the controls in
the Restrictions tab are now locked and can be unlocked only with your administrator password. Click OK.
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Subscribe to a Podcast

You can use iTunes to locate, subscribe, manage, and listen to your favorite podcasts. A podcast
is an audio feed — or sometimes a feed that combines both audio and video — that a publisher
updates regularly with new episodes. The easiest way to get each episode is to subscribe to the
podcast. This ensures that iTunes automatically downloads each new episode to your iTunes library.
You can subscribe to podcasts via either the publisher’s website or the iTunes Store.

Subscribe to a Podcast

@ Click iTunes Store. soe Wb —— o .' | e

< 1 Music B Library ForYou Browse Radio  iTunes Store

]

Library

[ Recently Added
A Atists
Albums

J songs

JH Genres

Music Videos

Music Playlists v i
One Chord To Another Parallel Play Pretty Together Smi

smashing pumpking

N
" ingis

Siamese Dream The Queen Is Dead Lies On|
Sloan smashing Pumpkins he Smiths Sna

e Click Podcasts. 000 « b M —— o a = -
< | @ Podcasts & Library  Unplayed iTunes Store
B coco | video

4
1l Il
i A

REVISIONIST HISTORY

WITH MALCOLM GLADWELL

Just Launched

s> Podcasts -
All Categories ~
MALC@ILM
GLADWELL PODCAST QUICK LINK]

Revisionist MEEH{HSE% Redeem Acd}

History Send iTunes Gifts  Suj

bict Beautifl S The Wect Wi Resources and Help
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o, 2

you want to subscribe. <| > | @ poscass & Ubrary  Unployed | unes Store

e Clek SUbSCﬁbe Podcasts > Science & Medicine » Natural Sciences > WNYC
_m Radiolab

WNYC Studios >

e Locate the podcast to which e0e b M <— G c = o

@ If you want to listen to just
one episode before subscribing,
you can click the episode’s Get
button instead.

Details  Ratings and Reviews  Related

0

RADIOLAB

Description

A two-time Peabody Award-winner, Radiolab is an investigation told through sounds and stories, and centered around
one big idea. In the Radiolab world, information sounds like music and science and culture collide. Hosted by Jad

Abumrad and Robert Krulwich, the show is designed for listeners who demand skepticism, but appreciate wonder.
Subscribe ~ WNYC Studios is the producer of other leading podcasts including Freakanomics Radio, Death, Sex & Money, On the

Media and many more,

Jokokokok (621) A NAME TIME RELEASED DESCRIPTION POPULARITY PRICE
Audio N
vl Selences 1 Update: Eye In the Sky 36min  Sep13,2016  RossMc. i T Get |~
®WNYC 2 The Girl Who Doesn't ... 33 min Aug 28, 2016 Intoday's.. i IO Get |~
ﬂ'é% 3 Playing God Thrimin  Aug22,2016  Whenpe. i T et |~
4 From Tree to Shining T. 32 min Jul 30, 2016 Forestsfe.. i I Get |~
LINKS 5 David and the Wire 31min - Jul 12, 2016 David Wel... i LU Get [~
Website 6 Radiolab Presents: .. @ Thr 5 min Jun 28, 2016 Onthise i LR Got |~
Report a Concern 7 Radiolab Presents: Mo... 43min  Jun10, 2016 Onthise. i [ Got v
& The Buried Bodies Case 47min  Jun 3, 2016 How fars.. i [ et |~
9 Coming Soon: More Pe... imin  May 24,2016  Fromthe. i [ et~
iTunes asks you to confirm.
3 3 a W ; "
Click Subscribe. Are you sure you want to subscribe to "Radiolab"?
. . . The most recent episode will appear in the Podcasts section of your
iTunes beg1 ns downloadin g the liorary when it has finished downloading. Future episodes will be
downloaded automatically as they become available.
podcast.

. . | Do not ask about subscribing again.
To listen to the podcast, click

the subscription in the Podcasts Cancel w
category of the library.

How do I subscribe to a podcast via the web?

Use your web browser to navigate to the podcast’s home page, click the iTunes link to open a preview of
the podcast, click View in iTunes, and then follow steps 4 and 5.

If the podcast does not have an iTunes link, copy the address of the podcast feed, switch to iTunes, click
File, and then click Subscribe to Podcast. In the Subscribe to Podcast dialog, paste the address of the
podcast feed into the URL text box and then click OK.
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CHAPTER 8

Learning Useful
mac0S Tasks

mac0S comes with many tools that help you accomplish everyday tasks. In
this chapter, you learn how to integrate your Mac with an iPhone or iPad;
create notes and reminders; work with notifications, tags, and maps; install
fonts; and access special characters.

Maps File Edit View Window Help

@ @ | Directions < | Q Skyscraper Museum .I |.'17| Transit  Satellite

Skyscraper Museum
Museum - 476 mi
(46) on Yelp

Directions (8 hr 20 min drive)

\
ne T

Add a Photo Photos on Yelp

Battery
Pl & 1st Pl
+1(212) 968-1961

skyscraper.org

39 Battery Pl
Rnrjen_.r. Efa_iper New York, NY 10280
UnenEar United States

Wikipedia Open Wikipedia Hamilton College

| The Skyscraper Museum is an architecture
' museum located in Battery Park City,

| ‘Show
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Integrate macOS and Your iPhone or iPad

Continuity is a set of features that enable you to integrate your Mac and your iPhone or iPad (as well
as your iPod touch), and it includes the following: Handoff, for continuing tasks on one device that
you started on another; taking phone calls on your Mac or sending Mac calls to your iPhone; Personal

Hotspot for sharing your device’s Internet connection with your Mac; accessing your macOS desktop and
documents on any device; copying and pasting between devices; and unlocking macOS with Apple Watch.

For the Continuity features to work, your Mac must be running 0S X Yosemite or later and your
iPhone or iPad must be running i0S 8 or later. Also, your Mac and your device must be signed in to
the same iCloud account.

Handoff

The Handoff feature enables you to begin certain tasks on
your iPhone or iPad and then continue those tasks on your
Mac. For example, if you are using Safari on your iPhone, an
icon (€Y) appears beside the mac0S Dock, and clicking that

icon opens the same web page in macOS Safari. Other ) .
Handoff-compatible tasks include composing an email, writing A 6 q Y é
a text message, and working with apps such as Maps, :

Reminders, Calendar, and Contacts. Handoff works both ways, so if you start a task on your Mac, you can
continue it on your iPhone or iPad.

Phone Calls

= ™

Continuity enables you to initiate iPhone calls from your = *)
Mac. For example, if you come across a phone number while Al el Canada

o ample, 1y P ! 1-800-275-2273 + — English: 1-
using Safari on your Mac, select the number, click the arrow R R, | ;.. |.
that appears, and then click Call “Number” Using iPhone iPhone
(where Number is the selected phone number). You can also | 800-MIPHONE
N (1-800-694-7466)
initiate calls from Contacts or Calendar.

If your iPhone receives an incoming call, your Mac displays a notification that you can click to answer the
call on your Mac.

Personal Hotspot &) Mon311PM Paul Q @ :

If your Mac cannot connect to a Wi-Fi network for Internet
access, you can still get your Mac online by using your iPhone’s
(or iPad’s) cellular connection as a temporary wireless network. i

., . + Paul’s iPhone a8 @
When you enable the device’s Personal Hotspot (tap Settings Disconnect from Paul’s IFhone
and then tap Personal Hotspot), your device appears in your
Mac’s list of nearby Wi-Fi networks (€9). Select the device and
type the password to connect.

Turn Wi-Fi Off

BELLO43 a8 =
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Desktop and Documents ece i3 Documé)
. o o | EE ~
You can synchronize the contents of your Mac user S - i
account’s Desktop and Documents folders and access R £
those contents from another Mac or from an iPhone or iPad. e Ean
CR— : . &7 iCloud Drive pocx
Continuity uses iCloud Drive to store your Desktop and —— 20162017 AMoss of New  c
o e o esktop
Documents folders in iCloud. This means that any other Mac, B boci Budget.xisx Words.docx  Recei
. . . . . u £4 RE 48 KB |
a Windows PC, or any iPhone or iPad that is logged in to
. . Devi
iCloud using the same user account can also access those e
ﬁles Shared : L
. . ooc
Addresses.doc Adventure Works Ag
2017 Sal_sal.nntx  Confe
Universal Clipboard  [<weuses T p—r Undo Typing ®Z | | o
Copy Select Al Define Share. '3
A clipboard is a section R ety e August 18, 2016 at 812 AN
- i
Of mem(?ry on yOUI: MaC klp Creep Paste ey r:.l?r:::::iual increase in the standard tip
or your iPhone or iPad n. The gradual increase in the Paste and Match Style {3V ﬁj{‘:?ﬁ::::z"ﬁfi:x "u“;;bsr:fﬁe""ice
3 standard tip percentage as well as Paste and Retain Style B % s
that E used to store data the number of service workers who
that ou co or cut. expect or request tips Select All EA
y Py

When you open another

app or document and paste the data, macOS (or i0S) retrieves the data from the clipboard. The Universal
Clipboard feature enables you copy or cut data on your iPhone or iPad and then paste it into an app on your
Mac (and vice versa).

Unlock Your Mac with Apple Watch < i Security & Privacy Q
If you have an Apple Watch and you have your iCloud
account set up to use two-factor authentication — P
WhICh SendS yOU a Cf)nﬁrmat'lf)n message Whenever A login password has been set for this user Change Password...
you try to l'og mn t(.) 1CI'OUd US]ng a new deV1ce - [ Require password 5 minutes B after sleep or screen saver begins
then you can configure your Mac to unlock | Show a message when the screen is locked
automatically whenever your Apple Watch is within £ Disable automatic login
Allow your Apple Watch to unlock your Mac
range (0)).
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Using Handoff to Switch Between a Device and macOS

he Handoff feature enables you to use macOS to continue a task begun on your iPhone or iPad.

Handoff requires that your iPhone or iPad is running i0S 8 or later, is close to your Mac (within
about 30 feet), and has Bluetooth activated. Also, your Mac must be running OS X Yosemite or later,
it must be relatively new (three or four years old at most), and it must have Bluetooth activated.
Finally, as shown in this section, you must configure macOS to accept Handoff connections between

your device and your Mac.

Using Handoff to Switch Between a Device and mac0S

Enable Handoff
@ Click System Preferences.

© click General.

The General preferences appear.

€ Click the Allow Handoff
between this Mac and your
iCloud devices check box
(| changes to ).

O click Close (®).

mac0S now accepts Handoff
connections between your Mac
and your iPhone or iPad.
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General

Displays

iCloud

n

Users &
Groups

File —
= @
Oos

Desktop &
Screen Saver

o
Energy
Saver

A

App Store

Parental
Controls

System Preferences Q, search
Dock Mission Language Security Spotlight Notifications

Control & Region 8 Privacy

Keyboard Mouse Trackpad Printers & Sound Startup

Scanners Disk
Internet Extensions Network Bluetaoth Sharing
Accounts
Siri Date & Time Time Accessibility
Machine

-® O <

General Q search

Appearance:

Highlight coler:

Sidebar icon size:

Show scroll bars: ) Automatically based on mouse or trackpad

Click in the scroll bar to:

Default web browser:

Recent items: | 10 a Documents, Apps, and Servers

[ Blue B For Buttons, Menus, and Windows

| Use dark menu bar and Dock
| Automatically hide and show the menu bar

Blue B
Medium B

") When scrolling
) Always

: @ Jump to the next page
~) Jump to the spot that's clicked

t @ Safari (10.0) B

| Ask to keep changes when closing documents
Close windows when quitting an app

When selected, open documents and windows will not be restored
when you re-open an app.

Allow Handoff between this Mac and your iCloud devices

Use LCD font smoothing when available ?




Using Handoff

0 On your iPhone or iPad, open an
app that supports Handoff, such
as Safari shown here.

Q Bring your iPhone or iPad
within range (about 30 feet or
less) of your Mac.

e On your Mac, click the icon that
appears to the left of the Dock.

macOS retrieves the data from
the i0S app and displays it in
the macOS version of the app.
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a google.com v}

ALL  IMAGES HE + ] \8

@ Google
=]

® Unknown - Use precise location

3 MHeAOL " allR20 %6

Which i0S apps are compatible with
Handoff?

Examples of Handoff-compatible apps made by
Apple are Safari, Mail, Messages, Contacts,
Calendar, Notes, Maps, and Reminders. Many
third-party apps can also use Handoff, including
Chrome, Airbnb, and The New York Times.

Can I also use Handoff to go from macOS to my iPhone
or iPad?

Yes. On your Mac, open an app that supports Handoff.
Bring your iPhone or iPad within range of your Mac, and
then turn on, but do not unlock, the device. Tap the icon
that appears in the lower-left corner of the Lock screen
to load the app with the data from your Mac.
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Install a Program Using the App Store

You can enhance and extend mac0S by installing new programs from the App Store. mac0S
comes with an impressive collection of applications — or apps. However, macOS does not offer
a complete collection of apps. For example, macOS lacks apps in categories such as productivity,
personal finance, and business tools. To fill in these gaps, you can use the App Store to locate,
purchase, and install new programs, or look for apps that go beyond what the default mac0S

programs can do.

Install a Program Using the App Store

@ 1n the Dock, click App Store (@).
The App Store window appears.

e Locate the app you want to
install.

9 Click the price button or, if the
app is free, as shown here, click
the Get button instead.

The price button changes to a Buy
App button, or the Get button
changes to an Install App button.

@ click Buy App (or Install App).
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The App Store prompts you to
log in with your Apple ID.

© Type your Apple ID.
e Type your password.
@ Click Buy.

O The App Store begins
downloading the app. The
download is indicated by a
progress meter under the
Launchpad icon. When you click
Launchpad (#), you see the
app’s icon, which also shows
the progress meter.

When the progress meter
disappears, your app is
installed. You can click
Launchpad (#) and then click
the app to run it.

TIP
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Sign-In Required

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

Apple ID Password Forgot Password?

paulmcfedries@mac.com 0 | ------------- 0 |

T R T O O &

Messages FaceTime Photo Booth Photos iTunes s

= R om -

Preview Dictionary Calculator Mission Control

TIOOU T a1l BRO OB

How do I use an App Store gift card to purchase apps?

If you have an App Store or iTunes gift card, you can redeem the card to give yourself store credit in the
amount shown on the card. Scratch off the sticker on the back to reveal the code. Click App Store (&) to
open the App Store, click Featured, click Redeem, type the code, and then click Redeem. In the App Store
window, the Account item shows your current store credit balance. Be sure to redeem the card before you
make a purchase; you cannot apply the credit after the purchase is made.
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Write a Note

You can use the Notes app to create simple text documents for things such as to-do lists and
meeting notes. Word processing programs such as Word and Pages are useful for creating complex
and lengthy documents. However, these powerful tools feel like overkill when all you want to do is

jot down a few notes. For these simpler text tasks, the Notes app that comes with macOS is perfect

because it offers a simple interface that keeps all your notes together. As you see in the next
section, you can also pin a note to the macOS desktop for easy access.

Write a Note \

Create a New Note
o In the Dock, click Notes (© ).

The first time you start Notes, it
displays an overview of the app.

Q Click Continue.

The Notes window appears.
€ Click File.
@ Click New Note.

@ You can also click New Note ([7),
or press (3+(0.

(© Notes creates the new note.

e Click inside the note pane.
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Welcome to Notes

Great new tools for notes synced to your iCloud account.

I" e \/
| | |
N % N4
Note to self, or with anyone Organize your thoughts Add almost anything
Invite others to view or make Format your notes with titles, Capture information, like maps,
changes to a note. checklists, and text styles. tos and more for a richer
Not =]
Continue 2

w Edit Fori View Window  Help B = L]
L New Folder a 0 © 42 O\%ea,rm

Close 8w lNe Note s
| 5:37 AM No additional text

|
| Import to Notes...
Export as PDF...

Lock This Note

Print... ®P
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e Type your note text. @ Notes File Edit Format View Window Help # F L Tueb:
. X eoe OB | w) & ol ) A e || 4 QSearch
O Notes uses the first line as the e
. On My Mac &Things To Do July 12, 2016 at 5:41 AM
note t1t|.e. Notes 5:41AM Baok flights a&'rhings To Do

Book flights and hotel for London @
Buy new reading glasses
Renew passport

Delete a Note # Notes File Edit Format View Window Help £ = [ Tues:

eoe 0B | 88 th Q Search

0 Click the note you want to e
delete. s

© Click Delete ([ii]).
The Notes app deletes the note.

NN )
July 12, 2016 at 5:43 AM
Presentation Notes

React basics
Presentation Notes Compenents
5:43 AM React basics Props

State
Firebase

Birthday List
5:44 AM Water-resistant...

Things To Do
5:41 AM Book flights and...

Can I synchronize my notes with my iPhone or iPad?
Yes, as long as you have an iCloud account set up in
macOS, as described in Chapter 14, and you are
syncing notes between your Mac and iCloud. To create
a new note using iCloud, click Notes under the iCloud
folder and then follow the steps in this section.

Can I create a bulleted or numbered list?

No, but you can create a checklist, which is a list
of items with check boxes to the left of each
item. When an item is complete, click its check
box (|| changes to ). To create a checklist,
click Format, and then click Checklist.
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Enhance Notes with Attachments

ou can enhance your notes by adding links to websites and by attaching files such as photos and

documents. Most of your notes will contain only text, but you might need to augment a note with
extra data, such as a link to a website that contains related content. Similarly, you can enhance your
notes with related files such as photos, videos, maps, audio files, and documents.

Besides enhancing existing notes, you can also create notes that consist only of external links and
files. For example, you could create a note that has links to websites on a particular topic.

Enhance Notes with Attachments

Add an Attachment to a Note Safari File Edit View History Bookmarks Window Help % = L] Tue6:27 AM Paul Q
oe < [in] & wordspy.com ] th = |
o Open the application that .
contains the item you want to WORD WORD SPY
attach. s% THE WORD LOVER’S GUIDE TO NEW WORDS
Q Select or display the item,

such as a web page, as in this The Latest Word
example. deathist

n. A person who is prejudiced against the belief that science and technology will someday overcome human death.

Of course, people obsessed with control have to eventually confront the fact of their own extinction. The
response of the tech world to death has been enthusiastic. We are going to fix it. Google Ventures, for example, is
seriously funding research into immortality. Their head VC will call you a “deathist” for pointing out that this is
delusional.

—Maciej Cegtowski, “The Moral Economy of Tech,” Idle Words, June 26, 2016

Posted: July 7, 2016 (See the full entry)

L Other Recent Words Most Popular Words
e Click Share ([i-l)_ Bri File Edit View Fistory Window _Help F = ] Tue628AM Faul O @ =
eo® < fin] o o ¢ -4 _| 5 |
@ Click Notes. @ Aokt
WoRD Spy L 1T

Ws%RD THE WORD LOVER’S GUIDE TO N

The Latest Word @ Linkedin

(=) More... One new

deathist

n. A person who is prejudiced against the belief that science and technology will someday overcome human death.

Of course, people obsessed with control have to eventually confront the fact of their own extinction. The
response of the tech world to death has been enthusiastic. We are going to fix it. Google Ventures, for example, is
seriously funding research into immortality. Their head VC will call you a “deathist” for pointing out that this is
delusional.

—Maciej Cegtowski, “The Moral Economy of Tech,” Idle Words, June 26, 2016

Posted: July 7, 2016 (See the full entry)

L__Other Recent Words Most Popular Words
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The Notes dialog appears. Notes

@ The item appears in the note.
e Type an optional description of a :::\mspy.com Vgggm

. The Word Lover's Guide to New Words
the item.

. Word Spy tracks rds and ph th in tracti
@ click the Choose Note ¢ and e bl S <@

then click the note to which
you want to attach the item.

Note: To attach the item to a new Choose Note: Word Nerd Websites £ @
note, you can click New Note in the

Choose Note list. Cancel m

0 Click Save. ® Notes File Edit Format View Window Help % 2= L Tue6:39AM Paul Q
ece 1 B 3 5 fa)

View Note Attachments
. Notes Photos & Videos  Sketches  Maps Audio  Documents
o In the Notes app, click Browse Z

attachments (55). wwaite.com Slate
Notes displays the Attachment & _
Browser. D v SPED

e Click an attachment category,
such as Websites as in this
example.

© Notes displays the items in the
category from all your notes.

e Click Browse attachments (53)
to return to your notes.

I have a lot of notes. Is there an easy way to see the | How do I open an attachment in its original
note to which an item is attached? application?

Yes. Follow steps 1 and 2 in the subsection “View Note Follow steps 1 and 2 in the subsection “View
Attachments” to display the category of the attachment | Note Attachments” to display the category of
you want to view. Right-click the attachment and then the attachment you want to open. Right-click
click Show in Note. Notes exits the Attachment Browser | the attachment and then click Open Attachment
and displays the note that contains the attachment. (you can also double-click the attachment).
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Create a Reminder

ou can use Reminders to have macOS display a notification when you need to perform a task.

You can use Calendar to schedule important events, but you likely have many tasks during the
day that cannot be considered full-fledged events: returning a call, taking clothes out of the dryer,
turning off the sprinkler. If you need to be reminded to perform such tasks, Calendar is overkill,
but macOS offers a better solution: Reminders. You use this app to create reminders, which are
notifications that tell you to do something or to be somewhere.

Create a Reminder \

The Reminders app appears. @ Reminders File Edit View Window Help
. ] eoe
@ Click New Reminder (+). 5 Reminders + <@
oYou.can al:so c.hck the ne>'<t . i 0
available line in the Reminders list. S G
Note: You can also click File and then i
click New Reminder, or press (+(1].
€ Add List
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© Type the reminder title. € Reminders File Edt_View Window Fieln
@0
@ click Show Info (D). s Reminders
1] Scheduled " Car emissions le&d@
On My Mac
Reminders
@ Add List
The Reminders app displays the & Reminders File Edt View Window Help
. N [ NN
reminder details. [ Reminders + | caremissions test
Click the On a Day check box 0 schoduos (- Sopomisos o © QR
(I changes to ). ST Oct2016  en
— Reminders ropaa SuMo TuWe Th Fr Sa
@ Specify the date and time you o Jraese
. priority
want to be reminded. - Bt
23 24 25 26 27 28 29
@ Click Done. 2

The Reminders app adds the
reminder to the list.

© When you have completed the
reminder, click its radio button

("' changes to ©).

€ Add List

TIP

What does the At a Location option do?

The At a Location option allows the Reminders app to display a notification for a task when you arrive at or
leave a location and you have your Mac notebook with you. To set this up, follow steps 1 to 4, click the

At a Location check box (| | changes to ), and then type the address or choose a contact that has a
defined address. Click either the Leaving or the Arriving option (' ' changes to @) and then click Done.
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Create a New Reminder List

ou can organize your reminders and make them easier to locate by creating new reminder lists.

By default, Reminders comes with a single list called Reminders. However, if you use reminders
frequently, the Reminders list can become cluttered, making it difficult to locate reminders. To solve
this problem, you can organize your reminders by creating new lists. For example, you could have
one list for personal tasks and another for business tasks. After you create one or more new lists, you
can move some or all of your existing reminders to the appropriate lists.

Create a New Reminder List

Create a Reminder List ® Reminders File Edit View Window Help

@ Click Add List. o .

Q Reminders +
Note: You can also click File and oo Car emissions test
then click New List, or press (]+("). o 10/12/16, 8:00 AM

n My Mac

Sample chapter

Book proposal

Take DFW book to Kyra
< Leaving: Home

@ Add List {

@ The Reminders app adds the ® Reminders File Edit View Window Help
new list to the sidebar. eoe@
5 e .
Q Type the list name. Writing Tasks
77 Scheduled
e Press m' On My Mac
Reminders

Ll iriting Tasks —aPd) |

€ Add List
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Move a Reminder to a ® Reminders File Edit View Window Help

Different List i )

0 Click the list that contains the Q_ search Reminders +
reminder you want to move. 121 Scheduled ?;;2:?:?331:::

@ click and drag the reminder and ——— i

drop it on the destination list. (") Book proposal|J
—

Take DFW book to Kyra
< Leaving: Home

€ Add List
e Click the destination list. @ Reminders File Edit View Window Help
eoe
© The remi.nde!' now appears in 0 Writing Tasks N
the destination list.
77 Scheduled Book proposal 0
Note: You can also right-click the S

reminder, click Move to List, and Reminders

then click the destination list.

€ Add List
TIPS
Why does my Reminders app not have a Can I change the order of the lists in the sidebar?
Completed Llist? Yes. By default, the Reminders app displays the new

The Reminders app does not show the Completed | lists in the order you create them. To move a list to a
list when you first start using the program. When | new position, click and drag the list up or down in

you mark a reminder as complete (" ' changes the sidebar. When the horizontal blue bar shows the
to @), Reminders creates the Completed list list to be in the position you want, release the mouse
and moves the task to that list. button.
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Work with the Notification Center

You can keep on top of what is happening while you are using your Mac by taking advantage

of the Notification Center. Several apps take advantage of a feature called notifications, which
enables them to send messages to mac0OS about events that are happening on your Mac. For example,
the App Store uses the Notification Center to let you know when macOS updates are available. There
are two types of notifications: a banner that appears temporarily and an alert that stays on-screen
until you dismiss it. You can also open the Notification Center to view recent notifications.

Work with the Notification Center

Handle Alert Notifications # 2 ] Tue10:00AM Paul Q @ =
O An alert notification displays
one or more buttons.

o Click a button to dismiss the
notification.

Radio phone-in show Complete

-
:
*
o now

Later

Note: In a notification about new
mac0S updates, you can click
Update to open the App Store and
see the updates. For details about
the updates, click Details.

Handle Banner Notifications @ 2 ] Tue956AM Paul Q @ =
© A banner notification does not
display any buttons. o Sumroad

5 New sale of Technically Speaking
Note: The banner notification stays You made a sale! $9.99 for Technically Speaking. Vi...
on-screen for about 5 seconds and

then disappears.
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View Recent Notifications

@ Click Notification Center (:=).
Note: If your Mac has a trackpad,
you can also open the Notification
Center by using two fingers to swipe

left from the right edge of the
trackpad.

e Click Notifications.

@ mac0S displays your recent
notifications.

e Click a notification to view the
item in the original application.

TIP
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# = ] Tuel10:01AM Paul Q @& =

# = ] Tue10:02AM Paul Q @ =

Notitcaions )
Today [

) REMINDERS

® MAIL

Gumroad
New sale of Technically Speaking

You made a sale! $9.99 for Technically Speaking.
View account bal Your new 'S eM..

check box (B4 changes to | ).

Can I control which apps use the Notification Center and how they use it?

Yes. Click System Preferences (@) in the Dock and then click Notifications. Click an app on the left side
of the window and then click a notification style: None, Banners, or Alerts. To control the number of items
the app can display in the Notification Center, click the Show in Notification Center option menu and
select a number. To remove an app from the Notification Center, click the Show in Notification Center
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Organize Files with Tags

You can describe many of your files to macOS by adding one or more tags that indicate the content
or subject matter of the file. A tag is a word or short phrase that describes some aspect of a file.
You can add as many tags as you need. Adding tags to files makes it easier to search and organize

your documents.

For an existing file, you can add one or more tags within Finder. If you are working with a new file,

you can add tags when you save the file.

Organize Files with Tags

[ Documents

Add Tags with Finder o
0 Click Finder (|& ) in the Dock. —
@ Open the folder that contains .
the file you want to tag. 1 Desktop
€@ Click the file. 20
@ Click Edit Tags (). o
® Red
' Orange
Yellow
@ Green
@ Blue
@ Gray
) Al Tags...

ss = o) Ee g )| E@ Q Search

HLSX

TXT pocx T
AGuylnaBartxt A Mosaic of New A Shaggy Dog Accounts
Words.docx Story.txt Receivable.x|sx
48 KB 22K

boe pocx

Advances Adventure Works Agenda for Aligning Cell

Owed.doc 2017 Sal..sal.pptx el CIEREN T4 Contents.xls
92 KB 65 KB

. P— =3 L
L @ Eﬂl
__ | I— - I
All About All About Gypsy All-Time Favorite Alphabets.pub

the Dog.pptx

Bears.pptx
320 KB 6.4 MB

College...es.doex
g KB

Addresses.doc

Examples.doc

Amortization
Schedule.xlsx
13 K8

poc

poc

Alignment

HLSX

macOS displays the Tags sheet. ece 15 Documents
<> ss = m izl Nt fl e Q Search
o Type the tag‘ Favorites | Assign tags to "Agenda...nce.docx”
. . iCloud | conferencel
Note: To assign multiple tags, you € iCloud Drive ki -
can separate each one with a I Desktop Ao Bt A o v
comma.
Devices ==
O Press (0. —
Tags -
macOS assigns the tag or tags. R ey g it cargame
— %2 65
@ Press (70 again. == === = = S
@ Green ;I | | a o ﬁl
. Blue Docx KLSX.
maCOS Closes the Tags ShEEt' All About All About Gypsy All-Time Favorite Alphabets.pub Amortization
© Gray Bears.pptx the Dog.pptx College...es.docx Schedule.xlsx
@ A" Tags. 320 KB 64 MB 8KB 3KB
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Add Tags When Sav‘ing @ Preview Iiu Edit View Go Tools Window Help & 1
e0e | New from Clipboard N ) Untitled 2 — Edited
0 In the application, click the command oD e 0 &5 |
that saves the new file. I T a— wwl | =- B~ B~ A~
Close Sele

Enter Password...

Import from Camera...
Import from Scanner
Take Screenshot

The application displays the Save . [e——— 0 .
Sheet. Tags:
e Type the tag into the Tags text box. 3 = LS Q search
e Name Date Modified - 5i
Note: To assign multiple tags, you can L T
separate each one with a comma. R
[ Desktop
e Choose the other save options, such g"‘“i“
. Downloads .
as the filename, as needed. e
. #3; Preview
0 Click Save. -~ :;,m —_
. . . [ Deskto
The application saves the file and & Dwum:ms

assigns that tag or tags. L =

Format: | PNG B
Alpha
File Size: 27.6 M8

Hide extension New Folder Cancel M

Is there an easier method I can use to assign an Can I assign the same tag or tags to multiple
existing tag to another file? files?
Yes. macOS keeps a list of your tags, and it displays Yes. First, use Finder to select all the files in

that list each time you display the Tags sheet. You can | advance. Click Edit Tags (<7), type the tag, and
assign the same tag to another file by displaying the mac0S automatically assigns the tag to all the
Tags sheet and clicking the tag in the list that appears. | selected files.
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Search Files with Tags

fter you assign tags to your files, you can take advantage of those tags to make it easier to find

and group related files.

Although keeping related files together in the same folder is good practice, that is not always possible.
It can make locating and working with related files difficult. However, if you assign the same tag or
tags to those files, you can use those tags to quickly and easily search for the files. No matter where
the files are located, Finder shows them all together in a single window for easy access.

Search Files with Tags

Search for a Tag

0 Type the first few letters of the
tag in Finder’s Search box.

e When the tag appears, click it.

O Finder displays the files

assigned that tag.
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|8 Searching “Documents”

<[> B==oo =

Frye

EEE  —

Favorites Search: This Mac ([EETSTLL @l Shared | Filenames
@) AirDrop Name matches: conf
E Al My Files | Tags
=] Desktop A Brief E-mail Agenda for Borders and Conference
n Musi Primer.docx Conference.docx Shading...ples.doc Agenda 2009.rtf
usic
o Downloads
iCloud
RTF RTF poc Doc
7Y iCloud Drive
Conference Conference Conference Conference
=] Desktop Agenda 2010.rtf Agenda 2016.rtf Agenda.doc Attendees.doc
| B oocuments L
Devices =
n— soe oot
Conference Conference Flat-Coated Florence - The
Tags Presentation.pptm Schedule.doc Retriever.doc Piazza..oria.docx
O art
) conference
e0e [&] Searching “Documents”
< = o o ¢~ | ¥~ [Q Tac~ conference | }
Favorites Search: This Mac [T od Shared [(Save ) (+)
@ AirDrop
E All My Files
2 Applications 0 DoCx boc boc
[E Desktop Agenda for Conference Conference Conference
I Music Conference.docx Attendees.doc Presentation.pptm Schedule.doc
0 Downloads I = o
iCloud E m L ;|
oo RTF
<7 iCloud Drive
Industry Inflatable Map to Presentation
(& Desktop Confere...2016.ppt Dartboa...lan.pptx Convent...nter.doc Notes. rtf
Devices
Shared
Tags
O art
) conference
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SEleCt a Tag [ NN ] [ Documents
. . . | > Gl = [0 ol B~ ﬁ e Q Search
0 In the Finder sidebar, click the -
tag' iCloud
& iCloud Drive Dok Lotk ool
o If you do not see the tag you [ Desktop 2018 2016-2017 2016-2017 A Brief E-mail
. Budget.docx Budget...tes.docx Budget.xlsx Primer.docx
want, you can click All Tags to [ Documents
display the complete list. Devices
Shared
poc TXT bocx TET
LD A Few of My A Guy In a Bartxt A Mosaic of New A Shaggy Dog
&O macro Favourit...ords.doc Words.docx Story.txt
O art 48 KB
) conference TR
o
' Orange AL Doc boc
Accounts Addresses.doc Advances Adventure Works
Yellow Receivable.xlsx Owed.doc 2017 Sal...sal.pptx
@ Gray 22 KB 92 KB
@ Green =
‘:»o: All Tags... -
= Docx =R ooc
© Finder displays the files soe " macro
assigned that tag i > Hl = 00 (of| 2 v ﬁ pul =5 Q, Search
Favorites
Note: With the tag folder displayed, Ktoud (c ol - | €3 | N [ |
you can automatically assign that i
. . E Desktop 2015 0_1 2015 0_1 2015 0_1 2015 CI_‘I
tag to other files by dragging the 5 o : 11.0966.pg 11.0972jpg 11.0980.pg 11.0982.pg
ocuments
files from .another Fm.der window . N i 5, 9
and dropping them within the tag —— L | L
folder. Tags 201501 2015 01 201501 2015 01
_ 11_0984.jpg 11_.0988.jpg 11.0990.jpg 11.0994.jpg
O art
- E B = =
@ Red
2015 01 2015 01 201501 Allan
@ Orange 11_0999.jpg 11.1007.jpg 11.1008.jpg Gardens01.jpg
Yellow
© Gray
@ Green
) All Tags...
Can I control what tags appear in Finder’s sidebar?
Yes, by following these steps:
0 Open Finder. For each tag you do not want to appear in the
e Click Finder sidebar, click the check box to the right of the
) tag (B2 changes to| ).
Click Preferences. .
o O click Close (®).
@ Click the Tags tab.
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Search for a Location

You can use the Maps app to display a location on a map. Maps is a macOS app that displays digital
maps that you can use to view just about any location by searching for an address or place name.

Maps comes with a Search box that enables you to search for locations by address or by name. If
Maps finds the place, it zooms in and drops a pin on the digital map to show you the exact location.
For many public locations, Maps also offers an info screen that shows you the location’s address,

phone number, and more.

Search for a Location ‘

@ click Maps (=).

The first time you start Maps,
macOS asks if the app can use
your location.

Note: If you see the message “Maps
is not authorized to access your
location” instead, then you need to
activate location services, as
described in Chapter 11.

© click Allow.

macOS starts the Maps app.

e Type the address or name of the
location into the Search box.

0 Press (i i0i).

O If Maps displays the name of
the location as you type, you
can click the location instead.
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o MapS dropS a pin on the location. ® 0@ Disctions 7| QL Skyscraper Museur ] & TR venst | Satelite
© You can click Zoom In () or > e
press [+ to get a closer look.
© You can click Zoom OQut (—) or o
press []+() to see more of the M ﬁ e e @ s
map. Lo P [l e
T e °
If Maps offers more data about the )
location, click Show Info ((i)). |
st goer R
o
Show - &Jiﬂ
 Maps displays the Info screen 000 oo 7 2 Sz B
for the location. wswmpe,mmm
= | Museum
LIIJE?.‘#:"‘ | koo (a8) on Yelp ok
Directions
F\B;‘:z:"l’l 5:;:;,\\"‘: | o
| Add a Photo Photos on Yelp I
4 +1(212) 968-1961 (i ‘ Zipcar
v | skyscraper.org ) e ;
Robert F. Wagner. | And G
w0 aoy s o |
New York, NY 10280
United States Hamilton College
Weanerpark | wikipedia Open Wikipedia
The Skyscraper Museum is an architecture
museum located in Battery Park City, iy Ry 2
‘-m N——p—— Battery Park 3D
Show ~ SER

Can I use Maps to show my current location?

Yes. Maps can use surrounding electronic
infrastructure, particularly nearby wireless networks,
to come up with a reasonably accurate calculation of
your current location. Click Current Location (-7),
or click View and then click Go to Current Location

(or press (3+(0).

How do I save a location for future use?

You can save it as a favorite, which means you do
not have to type the location’s address or name each
time. Display the location, click Show Info ((i)),
click Share (7)), and then click Add to Favorites.
You can also click Edit and then click Add to
Favorites (or press [.J+(2)).
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Get Directions to a Location

Besides displaying locations, Maps also understands the roads and highways found in most cities,
states, and countries. This means that you can use the Maps app to get specific directions for
traveling from one location to another. You specify a starting point and destination for a trip, and
Maps then provides you with directions for getting from one point to the other. Maps highlights the
trip route on a digital map and also gives you specific details for negotiating each leg of the trip.

Get Directions to a Location

0 Add a pin to the map for your
destination.

Note: See the previous section,
“Search for a Location,” to learn
how to add a pin.

© click Directions.

The Directions pane appears.

@ Your pinned location appears in
the End text box.

Maps assumes you want to start
the route from your current
location.

e To start the route from another
location, type the name or
address in the Start text box.

0 Select how you intend to travel
to the destination: Drive, Walk,
or take Transit.
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® Maps Flle Edit View Window Help 7 % % 2 Tueltd7AM Paul Q
®®® Directions 4 | Q skyscraper Museum o 1 [EER venst  sstelice
PS-IS 276 - The
Battery park
City Sehool
caro'd
pi
]
o ¢
Skyscraper Museum = 5 &
: ® &
46 Reviews on Yelp =
@
r]
(7]
Zipear
Flo
" RobertF. Wagner s
Jiinlor Park
I Hamiiton/Collage
Giaine At
aheriark
i
3D
Battery Pl &
St e West 1 T
® Maps File Edit View Window Help 7 & = 0 Tue1:48AM Paul Q
ece m -l @, Where do you want to go? & m Transit | Sateliite
. -
B Start: 130 E 67th St, New Yor ¢
End SkyscraparMuswm0®
Walk Transit /
& W'Vvv

10f 2 Suggested Routes

18 min — 6.7 miles — 2nd Ave

@ 130 E57th St, New York, NY
10022, United States

0.3 miles
Turn right onto 2nd Ave

0.7 miles
Turn left onto € 42nd St

0.2 miles
Continue onto Frankiin Delano
Roasevelt Drive Service Rd W

0.4 miles
Continue onto Franklin Delano
Roasevelt Drive Service Rd W

50 feet
Merge onto FDR Drive S toward
Battery Pk

3.4 miles

Keep left on FDR Dr S
i 3D

1.4 miles
Take a slight right turn onto

T | = = || 3| LT

Morris St




© Maps displays the suggested
route for your journey.

© This area tells the distance and
approximate traveling time.

() This area displays the various
legs of the journey.

@ If Maps displays alternate
routes, you can click a banner
to view the route.

e Click the first leg of the trip.

(@ Maps zooms in to show you just
that leg of the trip.

e As you complete each leg of
the trip, click the next leg for
further instructions.

Note: To learn how to send a map
to your iPhone, iPad, or iPod touch,
see the section “Share Information
with Other People” in Chapter 9.

e !
41 0.7 miles
Turn left onto E 42nd St
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start: 130 E 67th St, New Yor

< || Q Where do you want to go? fui] m Transit  Satellite

0
End:  Skyscraper Museum &

BTN ek mransit

10f 2 Suggested Routes
13 min — 6.7 miles — 2nd Ave

&

S
s ~"~:,7A4‘»
/ 4] 19 min
0 iver
G o
) £

130 E 57th §t, New York, NY v
10022, United States X/

5l
FLLY S HOBOKEN
0.3 miles = 3/

Turn right onto 2nd Ave {

0.2 miles
Continue onto Franklin Delana

Roosevelt Drive Service Rd W

0.4 miles
Continue onto Franklin Delana
Roosevelt Drive Service Rd W

50 feet
T Merge onto FDR Drive S toward

Battery Pk

3.4 miles l
Keep left on FDR Dr § —

1.4 miles
Take a slight right turn onto
Morris St

Start: 130 E 57th St, New Yor

5

Q Where do you want to go? fui] m Transit
Cinemas 1,2 & 3
55‘?

s,

n & Starbucks

End:  Skyscraper Museum

Wk Transt_

Starbucks

Renaissance New

m 10f 2 Suggested Routes ©

18 min— 6.7 miles — 2nd Ave

130 E 57th St, New York, NY
10022, United States

0.3 miles
Turn right onto 2nd Ave

0.7 miles
Turn left onto E 42nd St

0.2 miles
Continue onto Franklin Delana
Roosevelt Drive Service Rd W

0.4 miles
Continue onto Franklin Delano
Roosevelt Drive Service Rd W

York Hotel 57

dizza by Certé

Little Callins 5

shnny Rockets () &

Johnny Rockets 3

e Reve
L

Starbucks

Omar's Kitchen &
Bakery

50 feet

Merge onto FDR Drive S toward D
Hitlstangd

Battery Pk Honts Grant United States

Post Office-

3.4 miles FDR Station

Keep left on FDR Dr § | Vi~ Yo

Pinkbeg

g 3D
3,
enwich by
Insomnia Cookief Lennyis

1.4 miles
Take a slight right turn onto
Morris St

ﬁ._a—b-—bw_}'jw

Show
— —Courtyara Hew

Can I get traffic information?

Yes, Maps can display current traffic
conditions for most major cities. Click
View and then click Show Traffic. On
the map, you see orange lines where
traffic is slow and red lines where traffic
is heavy.

Can I get directions even though I do not have an exact
address?

Yes. You can give Maps the approximate location and it generates
the appropriate directions. To specify a location without knowing its
address, click Edit and then click Drop Pin (or press (1 -+(3+(2]).
Maps drops a purple pin randomly on the map. Click and drag the
pin to the location you want.
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Install a Font

acOS ships with a large collection of fonts, but if you require a different font for a project, you
m can download the font files and then install them on your Mac.

Macs have always placed special emphasis on typography, so it is no surprise that mac0S ships with
nearly 300 fonts. However, typography is a personal, exacting art form, so your Mac might not have
a particular font that would be just right for a newsletter, greeting card, or similar project. In that

case, you can download the font you need and then install it.

Install a Font

@ Click Finder (&)

The Finder window appears.

e Open the folder that contains
the font files.

e Select the font files you want to
install.

O Click File.

© click Open.
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mac0S launches the Font Book & FontBook File Edit View Window Help
application. @0 Lato
@ click Install Font. Ragular
ABCDEFGHIJKLM
NOPQRSTUVWXYZ
abcdefghijkim
nopgrstuvwxyz
1234567890
Font Book installs the font. & Tl e R 7 % = o Tweizo0Pw P
O The typeface name appears in IR Y Qe
the Fonts list. —— EE:ﬁ“fdGK size: [F

X User

0 Click p» to open the typeface
and see its individual fonts
(W changes to ).

e Click a font.

© A preview of the font
appears here.

Smart Collection

Callection
Fun
Modern
PDF
Traditional
Web

= N F » Lao Sangam
English (LJmIm&Y Lot %
£ Fixed Width Hairline

Lato Regular

ABCDEFGHIJKLM <©
NOPQRSTUVWXYZ
abcdefghijkim
nopqgrstuvwxyz
1234567890

B Liblan TC
P LiHei Pro

» LingWai 5C

B inauin T

¥ Lantinghei SC
» Lantinghei TC
» Lao MN

Light
Regular 8
Hairline Italic

Italic

Light Italic

Black

Bold

Black ltalic

Bold Italic
P Libian SC

What is the difference between a font and a
typeface?

A typeface is a unique design applied to each
letter, number, and symbol. A font is a particular
style of a typeface, such as regular, bold, or
italic. However, in everyday parlance, most people
use the terms typeface and font interchangeably.

What is a font collection?

A collection is a group of related fonts. For example,
the Fun collection contains fonts normally used with
informal designs. To add your font to an existing
collection, drag it from the Fonts list and drop it on
the collection. To create a collection, click File and
then click New Collection (or press (+(1).
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Access Non-Keyboard Characters

You can make your documents more readable and more useful by inserting special symbols not
available via your keyboard. The keyboard is home to a large number of letters, numbers, and
symbols. However, the keyboard is missing some useful characters. For example, it is missing the
foreign characters in words such as café and Kéln. Similarly, your writing might require mathematical
symbols such as + and ¥, financial symbols such as ¢ and ¥, or commercial symbols such as © and ®.
These and many more symbols and emoji icons are available in macOS via the Emoji & Symbols Viewer.

Access Non-Keyboard Characters

Display the CharaCter Viewer 0 EH System Preferences | Q [search
@ Click System Preferences (@). ‘
[ 8 Com— oy .
=2 B =2 o @
The SyStem Preferences appear- General SDeskmsp& Dock iéliﬁsmr; La‘araguage ;(;cyrily Spotlight  Motifications
creen Saver ontrol egion rivacy

Q Click Keyboard.

. -9 I & N L&

Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
n ® ® & @ @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

The Keyboard preferences appear. Help 7 4 EYHIEl ez1arv Pl O B =
o0 < i E Rt Show Emoji & Symbols 6
€ Click the Keyboard tab. T ]
@ Click the Show viewers for keyboard (3 o RN M Ll
’

emoji, and symbols in menu bar Key Repeat Delay Until Repeat

CheCk box ( Changes to )' dr Sl\ow IIIII Falsl Lol"\g ' ' ' ' shlnrt
e Cth Show v.lewers for Keyboard' | Use all F1, F2, etc. keys as standard function keys

= When this aption is selected, press the Fn key to use the special features

Emoji’ and SymbOI's ()' printed on each key.

0 Cljck Show Emoj-i & SymbolS. Mshuw viewers for keyboard, emoji, and symbols in menu bar

The Emoji & Symbols viewer appears.

Set Up Bluetooth Keyboard... Modifier Keys...
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Insert a Character @ Mail File Edit View Mailbox Message Format Window Help 7 & = O] 8 Tue12:17
oy ece = & A
0 In the document, position the L e
o:
insertion point where you want .
the CharaCter to appear' Subject: Welcome to Logoph‘l\ia\ 4
In the Emoji & Symbols viewer, From: Paul MeFearies < o @ =
select a category. © emoj © smileysapeope | Smileys & Poaple
— Arrows —~ —~ -
% Bullets/Stars 3 Animals & Nature & & & @&
§ Currency Symbols & Food & Drink L e @ ®
A Latin ) 8 6 & @
&Nﬂ Letterlike Symbols B nciy - - -
o Math Symbols &5 Travel & Places L
- Grinning face with
e T
.y Punctuation Symbols @ & @ (Add 1o Pavorites )
D Flags Y @ @ @ Font variation
© 00 e @
e Double-click the character you ® Mail File Edit View Mailbox Message Format Window Help 7 @ = L Tue 12:17]
want to use. L el B0 =3I 0= ECE
To:
@ The character appears in the .
dOCument at the insertion Subject: Welcome to Logophi\iam|0
po.int' From: Paul M&.ﬁ ® ? @k 2
0 Click Close (.). (@ Frequently Used ® @ ® ™ W™ N 3 ©
Emaji
—»Armtvs 5 2 3 8 g p Q i TM
sk Bullets/Stars $ I R #4 °C °F %
§ Currency Symbols
A Latin % A
No Letterlike Symbools radle markc sign
4 Math Symbols
() Parentheses [ Add o Favorites |
#a Plctographs Font Variation
-y Punctuation
TM TM TM TM
™ T T ™
™ ™ ™ T™
™ ™ ™ ™
Can I access the Character Viewer if I choose not to Is there an easier way to access characters
display the menu bar icon? that I often use?
Yes, in some applications you can access the Emoji & Yes, you can add those characters to the Emoji &
Symbols viewer directly. For example, in TextEdit, you Symbol viewer’s Favorites section. To add a
can click Edit and then click Emoji & Symbols, or you character to the Favorites section, display the
can press (£ )+ )+ 20, This command is also | Emoji & Symbols viewer, click the character, and
available in Calendar, Contacts, Mail, Messages, and Notes. | then click Add to Favorites.
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CHAPTER 9

Connecting to
Social Networks

In this age of ubiquitous social connection, macOS makes everything easier
by enabling you to connect and post content to a number of social networks,
including Facebook, Twitter, LinkedIn, Flickr, and Vimeo.

Home — Alpha —+ § —+ sharebait + shape coding - sharent &

sharebait

n. A social media post with text, images, or video designed to entice the reader to share the
post.
ﬁ Facebook

Also Seen As

share-bait - share bait - tweetbait | . ..

sharebait n. A social media post with text,
Other Forms

images, or video designed to entice the reader

sharebaiting pp. to share the post.

Exam ples Add Location Cancel

2014
In its short life, BuzzFeed has garnered almost as much criticism as it has readers. Competitors and media critics have panned
the website as a manifestation of clickable sharebait on steroids.

—Stephen Hutcheon, “BuzzFeed, Ben Smith and how to harness the viral power of the bored-at-work brigade,” The Sydney
Morning Herald, November 28, 2014

2014

Behold, we have entered the age of share-bait: Content that exists only to be shared.
—Caitlin Dewey, “Forget click-bait. We're living in the world of share-bait now.,” The Washington Post, August 27, 2014
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Sign In to Your Facebook Account

f you have a Facebook account, you can use it to share information with your friends directly from

macO0S because mac0S has built-in support for Facebook accounts. This enables you to post status
updates and other data directly from many macOS apps. For example, you can send a link to a web
page from Safari or post a photo from Photos. macOS also displays notifications when your Facebook
friends post to your News Feed. Before you can post or see Facebook notifications, you must sign in
to your Facebook account.

o Click System Preferences (). sl < ) = S ——
Note: You can also click Apple (g§) ™ e : Py
- 2 B E O g

and then click System Preferences.

General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Control & Region & Privacy
The System Preferences appear.
© Click Internet Accounts. m oy - N &
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
» & 0O @ 0

iCloud App Store Internet Extensions Network Bluetoath Sharing
Accounts

81 ® & & @ @

Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

DETa B8RO RO®A
The Internet Accounts 000 <[> J u Internet Accounts ~ Qsesrn
preferences appear.
@ Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
€ Click Facebook. other apps.
] :CI-ULUd"H e and 5 more... »n icloud
@8 Exchange
Googler
Twitter ¥
facebook<©)
Linked [T}l
= VAHNN :
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System Preferences prompts you
for your Facebook username and
password.

e Type your Facebook username.
e Type your Facebook password.
@ click Next.

System Preferences displays
information detailing what
signing in to Facebook entails.

@ Click Sign In.

macOS signs in to your
Facebook account.

CHAPTER
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facebook

To get started, fill out the following information:

User Name: rrryaccount@myisp.corn@

Password:]j.u..........| { U

By clicking “Next", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Facebook's Terms of Use.
cce | SO

facebook

Signing into Facebook will:

Download your Facebook friends to the Contacts app
and keep their information up to date.

Download your Facebook events to the Calendar app and
keep them up to date.

Allow you to post status updates, photos, videos, and other
content to Facebook.

©EES

Enable apps to work with your Facebook account, with your
permission.

You can disable Contacts and Calendar syneing and disallow any app on this Mac
from accessing your Facebook account in System Preferences.

In addition, when each app asks for permission to use your account, you can:

+ Approve or deny the request.

» Review a description of the info an app requests.

» Grant the app access to info on your behalf, like friends photos & videos
that are available to apps you use.

» See whether friends, only you, or everyone can view the app’s posts to
Facebook on your behalf.

Apps obtaining your permission to access your basic profile info and friends list can
‘obtain your name, profile picture, email address, birthday, current city, other info
you make public, and your list of friends. Facebaok may also let others know that

you're using the app.
 Concal | mﬂ

Is there an easy way to add my
Facebook friends’ profile pictures to
the Contacts app?

Yes. Follow steps 1 and 2 to open the
Internet Accounts window, click your
Facebook account, and then click Update
Contacts. When System Preferences asks
you to confirm, click Update Contacts.

Can I prevent Facebook friends and events from appearing
in the Contacts and Calendar apps?

Yes. Follow steps 1 and 2 to open the Internet Accounts
window and then click your Facebook account. To remove
your Facebook friends from Contacts, click the Contacts check
box (B4 changes to | ). To remove your Facebook events or
friends’ birthdays from Calendar, click the Calendars check
box (B changes to| ).
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Post to Facebook

Once you sign in to your Facebook account, you begin seeing notifications whenever your friends
post to your News Feed. However, macOS’s Facebook support also enables you to use various macOS
apps to post information to your Facebook News Feed. For example, if you surf to a web page that you
want to share, you can post a link to that page. You can also post a photo to your News Feed.

Post to Facebook

Post a Web Page fi File Edit View History Bookmarks Window Help 7 % = ) [§ Tue251PM_Paul Q& =

e0e < in] = spectrum.ieee.org < a3

‘oo Add to Reading List

0 Add Bookmark

@ Add Website to Shared Links
# Email This Page

o Use Safari to navigate to the
web page you want to share.

Reports Blogs Multimedia Magazine

. {9 You Don’t Actually Own Your Data and € Messages
© click Share (1)) \ Y | @i
Devices Ed C rotes
. L U Reminders
e Click Facebook. Companies go to great lengths to lock us out from our T
own stuff
Porad 2y 308 1200 T f[v]Y]|s[S]e]+

One of the contradictions of our age
is that while the Internet increasingly Related Stories
makes all kinds of information
available, many devices and services
are increasingly including less
accessibility as a feature. For every
‘Wikipedia that you can edit, there are
athousand devices and appliances
that are manufactured to discourage
~ tampering. We like to think the world

macOS displays the Facebook
share sheet. 'i Facebook

() The web page appears as an Eriends
attachment inside the post.

O Type your post text.
© Click Post.

& My latest column for IEEE Spectrum is now
online. Check it outi

Add Location 7 Cancel
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Post a Photo

o In Finder, open the folder that
contains the photo you want
to share.

e Click the photo.

€@ Click Share (1))
O Click Facebook.

macOS displays the Facebook
share sheet.

(© The photo appears as an
attachment inside the post.

e Type some text to accompany
the photo.

@ click Post.
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n Facebook

Friends ¢

Timeline &

This heavy metal magpie has been hanging
&around our backyard. What should we feed
him?

24 Cancel

Add Location

to Facebook?

How do I control who sees the links and photos that I post

posts?

Can I add a location to my Facebook

Yes, in the Facebook share sheet, click
Add Location. Note that when you first
click this link, macOS asks if Facebook is
allowed to use your location, so be sure
to click Allow.

In the Facebook share sheet, click Friends to open a pop-up
menu that lists your sharing choices, including your Facebook
groups and three predefined choices: Public (anyone can view
the post), Friends (only your Facebook friends can view the
post), and Only Me (only you can view the post).
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Publish a Photos Album to Facebook

f you have connected macOS to your Facebook account, you can use that connection to publish a
collection of Photos pictures to a new album in your Facebook profile. The easiest way to do this
is to upload an album that you have created in Photos. However, you can also upload a selection of
photos from the Photos library, or an item in the Faces or Places categories.

Publish a Photos Album to Facebook

o In Photos, click the album you
want to publish to Facebook.

Note: To learn how to use the
Photos app, see Chapter 10.

If you want to upload a
different collection of photos,
select the photos.

© click Share (1))
9 Click Facebook.

168

@ Photos File FEdit Image View Window Help

b 7 [ (@ Tue3:07PM Paul

009 < | o—_—m Albums

] Photos Swingline Stapler January 10, 2015

£¥) Memories
Shared g
UEE
04 Videos

Albums
=] All Photos o E
D Favorites -
A People
] ; * v
@) Last Import
Selfies
=1 Paneramas

? Places
:'% Slo-mo

ﬁ Bursts H
CAP TO 1048
i Screenshots |

1] Recently Deleted
[ Allan Gardens
Instagram
Lake District
=1 Macro

[T Steve & Helen

#
> + th Q, Search

File Edit Image View Window Help 7 B T L)

[ Tue3:08PM Paul Q @& =

00O < m—  —m Albums

=) Photos. Swingline Stapler January 10, 2015
£¥) Memories
-~ e
Albums
=] All Photos
@ Favorites
A People
? Places

[ Videos
@) Last Import

&) Selfies
= Panaramas.
Slo-mo

[Tl Bursts F
CAP TO LOAD
i Screenshots |
1] Recently Deleted
[ Allan Gardens
Instagram &F

[T Lake District
e W Ty
[T Steve & Helen

4,

> B+ N 7@4; rch

|
& iCloud Photo Sharing |

4
[ A Mail
! (@ AirDrop
| Notes.
f Facebook
= Flickr
@ More...




Photos displays the Facebook
photo-sharing options.

e Type a description of the
photos.

© click Timeline.

Photos displays a list of your
Facebook albums.

G Click the album to which you
want to add the photos.

@ Click Post.

TIP

Connecting to Social Networks

n Facebook

Friends ¢

Remember the old Swingline staplers? They're
classics and this album takes a close — "very*
close — ook at one of them. Enjoy]|

Add Location 7 Cancel

Timeline

0OS X Photos

classics and this album takes aclose  Leslie Spit
close — look at one of them. Enjay!| Gerrard India Bazaar
Gypsy, the Best Dog Ever!
Flat Coat Calendar 2010
South Beach
iPhonography

Add Location 7 Cancel

ﬂ Facebo
Friends & Scenes Imm@nh’eal

Remember the old Swingline staplers  paul and Karen's Excellent Southwestern Ontario Adventure 2015

CHAPTER

Facebook by following steps 2 to 7.

Can I upload a folder of photos as a Facebook album?
No, not directly. That is, you cannot do this from Finder. Instead, you need to import the folder into Photos
and then share the folder. In Photos, click File and then click Import (or press £+ J+(1). In the
Import Photos dialog, click the folder you want to use and then click Review for Import. Click Import All
New Photos. Photos imports the folder. Click Albums, click Last Import, and then share the photos to
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Sign In to Your Twitter Account

f you have a Twitter account, you can use it to share information with your followers directly from
mac0S, which comes with built-in support for Twitter. This enables you to send tweets directly
from many macOS apps. For example, you can send a link to a web page from Safari or tweet a photo
from Photos. macOS also displays notifications if you are mentioned on Twitter or if a Twitter user
sends you a direct message. Before you can tweet or see Twitter notifications, you must sign in to

your Twitter account.

o Click System Preferences (@). aee < )= PR—
Note: You can also click Apple (g§) = " E o Q °
and then click System Preferences. 2 ‘ 7= ﬁ
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
The System Preferences appear.
© Click Internet Accounts. m O N &
Displays Energy Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
2 0 00O @ 0 ™
iCloud App Store Internet Extensions  Network Bluetooth Sharing

Accounts

n ® & & 0 @

Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

AR ARORO®AT

The Internet Accounts TTTORE Intexmet Accounts

preferences appear.

€@ Click Twitter.

@ Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
other apps.

iCloud H
. :C'?Lu: Drive and & more.. . Icloud
Facebook
Facebook
@8 Exchange

Google
Twitter W <€)
facebook
Linked[fl]

= VAHOOY
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System Preferences prompts you

for your Twitter username and Twitter ’

password.
To get started, fill out the following information:

e Type your Twitter username. _
. User Name: wordspy 0
© Type your Twitter password.

0 ch.ck Next, Password:lnn..n.....lg I

By clicking "Next", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Twitter's Terms of Use.
coee . EEETO

System Preferences displays

information detailing what Twitter W'
signing in to Twitter entails. Signing into Twitter will:

o CliCk Sign In |m‘ Allow you to tweet and post photos and links to Twitter.
mac0S Sig ns in to your Twitter o Show links from your Twitter timeline in Safari.
account.

Enable apps to work with your Twitter account, with your
~ permission.

You can disable Contacts syncing and disallow any app on this Mac from accessing

your Twitter account in Systemn Preferences.
Cance w

TIP

Some of the people in my contacts list are on Twitter. Is there an easy way to add their Twitter
usernames to the Contacts app?

Yes, macOS has a feature that enables you to give permission for Twitter to update your contacts. Twitter
examines the email addresses in the Contacts app, and if it finds any that match Twitter users, it updates
Contacts with each person’s username and account photo.

Follow steps 1 and 2 to open the Internet Accounts window, click your Twitter account, and then click
Update Contacts. When macOS asks you to confirm, click Update Contacts.
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Send a Tweet

fter you sign in to your Twitter account, you can send tweets from various macOS apps. Although

signing in to your Twitter account is useful for seeing notifications that tell you about mentions
and direct messages, you will mostly use it for sending tweets to your followers. For example, if you
come across a web page that you want to share, you can tweet a link to that page. You can also take
a picture using Photo Booth and tweet that picture to your followers.

Send a Tweet

Tweet a Web Page

o Use Safari to navigate to the
web page you want to share.

© Click Share (1))
e Click Twitter.

macOS displays the Tweet
share sheet.

() The attachment appears as a
link inside the tweet.

o Type your tweet text.
© This value tells you how many

characters you have remaining.

© click Post.
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Tweet a Photo Booth Photo

0 Use Photo Booth to take a
picture.

Photo Booth

Note: To learn how to use the Photo
Booth app, see Chapter 10.

Q Click the picture you want to
share.

¥ Twitter

€@ Click Share (1)) FFscencok
[o+| Flickr
O Click Twitter.

‘% Add to Photos

| Notes

X Change Profile Picture...
Ly () More...

| Recents
(= tyvosxelcapitan@mciedries.com Email

(&)
(-

macOS displays the Twitter '
share sheet. O Twitter

(@ The attachment appears as a

Meet the meta-selfie.
link inside the tweet. & e meta-selfie

e Type your tweet text.

() This value tells you how many
characters you have remaining.

@ click Post.

- Add Location cancel | (IEEIINO

Are there other apps I can use to send tweets? Can I add a location to my
Yes. If you open a photo using Quick Look (click the photo in Finder | tweets?
and then press [£:25°71), you can click Share ({1)) and then click Yes, but you must enable location

Twitter. Similarly, you can open a photo in Preview, click Share (1), | services on mac0S, as described
and then click Twitter. Also, with your permission, many third-party | in Chapter 11. In the Twitter
apps can use your sign-in information to send tweets without share sheet, click Add Location
requiring separate Twitter logins for each app. to insert your current location.
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Connect to Your LinkedIn Account

You can use your LinkedIn account to share information with your connections directly from
mac0S, because mac0S comes with built-in support for LinkedIn. This enables you to use Safari to
send web page links to your connections and to display the links that your connections share. mac0S
also displays notifications if one of your connections endorses you or sends you a message. Before
you can post updates or see LinkedIn notifications, you must sign in to your LinkedIn account.

Note: You can also click Apple (g§)
and then click System Preferences.

The System Preferences appear.

e Click Internet Accounts.

The Internet Accounts
preferences appear.

€ Click LinkedIn.
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System Preferences prompts you %
for your LinkedIn username and Llﬂk&dm.

password.
To get started, fill out the following information:

e Type your LinkedIn username.
. User Name: myaccount@myisp.com 0
© Type your LinkedIn password.

o Click Next. Password:!-n.......... @ Il

By clicking "Next”, you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Linkedin's Terms of Use.
System Preferences displays

information detailing what Linkedﬂﬂ.
signing in to LinkedIn entails. Signing into LinkedIn will:
o Click Sign In. ‘ Download your LinkedIn connections to the Contacts app and

keep their information up to date.
mac0S signs in to your LinkedIn Allow you to share links to Linkedin from Safari.
account.

Show links from your LinkedIn updates in Safari.

Enable apps to work with your LinkedIn account, with your
permission.

©e

You can disable Contacts syncing and disallow any app on this Mac from accessing

your LinkedIn account in System Preferences.

Is there an easy way to add my LinkedIn Can I prevent my LinkedIn connections from
connections’ profile pictures to the Contacts appearing in the Contacts app?

app? Yes. Follow steps 1 and 2 to open the Internet
Yes. Follow steps 1 and 2 to open the Internet Accounts window and then click your LinkedIn

Accounts window, click your LinkedIn account, and | account. To remove your LinkedIn connections from
then click Update Contacts. When System Preferences | the Contacts app, click the Contacts check box
asks you to confirm, click Update Contacts. (#3 changes to | ).
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Post to LinkedIn

fter you sign in to your LinkedIn account in macOS, you can send updates to your connections.

Although signing in to your LinkedIn account is useful for seeing notifications that tell you
about endorsements and other messages, you will mostly use it for sending updates to your
followers. For example, if you come across a web page that you want to share, you can post a link to
that page. You can share the link with just your connections or with the entire LinkedIn community.

Post to LinkedIn

o Use Safari to navigate to the [History Bookmarks Window Help B = L Tue 11:46 AM Paul Q@ = |

web page you want to share. ean i & wordspycom < ol =

n. A measurement or score thatis used to impress other people, but
is not a true indicator of quality or success.

Examples
2015

Use the social web and all the popular social media channels to connect with people who
you know, and people you would like to meet — your target audience. It's the same as a
traditional networking event, network with like minded individuals. The trick with this is all
about finding the correct people to connect with. Don’t be fooled with vanity metrics such

as followers or the number of likes.

o Click Share (ﬁ) [History Bookmarks Window Help F = L) Tue 11:47 AM_ Paul Q = |
e

. . [ B wordspy.com

e Click LinkedIn. 00 Add to Reading List
M Add Beokmark
® Add Website to Shared Links
'3, Email This Page

- Messages
(@) AirDrop
n. A measurement or score thatis used to impre = notes
H tat indicat f li ) Reminders
is not a true indicator of quality or success. O Twitter
i Facebook
Examples i lnean 3 |
(=) More... One new
2015

Use the social web and all the popular social media channels to connect with people who
you know, and people you would like to meet — your target audience. It's the same as a
traditional networking event, network with like minded individuals. The trick with this is all
about finding the correct people to connect with. Don't be fooled with vanity metries such

as followers or the number of likes.
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macOS displays the LinkedIn m Linkedl
InKeain

Share with Linkedin £
share sheet.

() The attachment appears as a vanity metric _
link inside the post. n. A measurement or score that is used to impress :
other people, but is not a true indicator of quality or 4’
O Type your update text. ARy = -

© click Post. ,
m LinkedIn Share with Linkedin <
mac0S sends the update to

LinkedIn. vanity metric
n. Ameasurement or score that is used to impress
other people, but is not a true indicator of quality or

success.
| TIPS
How do I control who sees the updates that I Are there other apps I can use to send updates?
post to LinkedIn? None of the other default macOS apps support

In the LinkedIn share sheet, click the Share with < in | LinkedIn. However, with your permission, many

the upper-right corner and then click either LinkedIn | third-party apps are able to use your sign-in

(all of LinkedIn can view the update) or Connections | information to send updates from the apps without
(only your LinkedIn connections can view the post). requiring separate LinkedIn logins for each program.
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Update Your Social Network Profile Picture

You can use macOS social network connections to easily and quickly update the profile picture for
one or more of your accounts. All supported social networks identify you with a photo, which

is part of your account profile. Updating this picture for just a single social network is usually a
convoluted task, and it is only made worse if you want to use the same photo across multiple social
networks. macOS enables you to take a single Photo Booth picture and use it to update your profile
picture for Facebook, Twitter, and LinkedIn.

0 Use Photo Booth to take a picture. ® Photo Booth

Note: To learn how to use the Photo
Booth app, see Chapter 10.

Q Click the picture you want to use.

€@ Click Share (1))
0 Click Change Profile Picture.

(@) AirDrop '
) Twitter
£ Facebook i
== Flickr ‘
% Add to Photos

- Messages 1
|_ Notes

il () More...

. Recents
=4 tyvosxelcapitan@mcfedries.com Email
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Phote Booth

© Drag the photo to the position
you want.

@ Use this slider to set the
magnification you want.

Choosd 6 es to update:
Change Facebook Profile
Picture

Change Linkedin Profile
Picture

Change Twitter Profile Picture

Contact Card & User Picture

Cancel

s

Photo Booth asks which profile
you want to update.

0 Click to deselect the profile
pictures you do not want to
update (B2 changes to | ).

© Click Set.

Photo Booth

Choose pictures to update:

Change Facebook Profile
Picture

Change Linkedin Profile
Picture
Change Twitter Profile Picture

| Contact Card & User Picture

Cancel

TIP

Can I update my Facebook profile picture from Photos?
Not directly, but you can use Photos to share an image to a Facebook album, and then use Facebook to set
that image as your profile picture. In Photos, click the photo you want to use for your Facebook profile picture,
click Share ({17), and then click Facebook. In the Facebook share sheet, select Only Me in the left pop-up and
choose an album in the right pop-up. Click Post. Log in to Facebook, click the photo you shared, hover the
mouse pointer (k) over the photo, and then click Make Profile Picture. Facebook updates your profile picture.
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Connect to Your Flickr Account

'I'ens of millions of people use Flickr to share their photos with the world. If you have a Flickr
account, you can use it to share photos directly from macQS, which comes with built-in support
for Flickr. This enables you to send photos from many mac0S apps, including Finder, Preview, Photos,
and Photo Booth. Before you can send photos, you must sign in to your Flickr account.

@ Click System Preferences (@).

Note: You can also click Apple (g§)

and then click System Preferences.

The System Preferences appear.

e Click Internet Accounts.

The Internet Accounts
preferences appear.

€ Click Flickr.
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System Preferences prompts

you for your Yahoo! ID and fIiCkr
password.

e Type your Yahoo! ID.

Note: Your Yahoo! ID is the email
address associated with your Yahoo! Pass“"“’dil"‘“'“‘a |
account.

To get started, fill out the following information:

User Name: myaccount@yahoo.com 0

By clicking "Sign In", you agree that you will only upload content you
e Type yOUI’ F|.'ICkI’ password are legally permitted to upload, and that the content does not violate

Flickr's Terms of Use.
cancel | (TN

G Click Sign In. ﬂ' k
macOS signs in to your Flickr Ickr

account. To get started, fill out the following information:

User Name: myaccount@yahoo.com

Password:l ssessssas I

By clicking "Sign In", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Flickr's Terms of Use.
coce | ECTIRO

Can I temporarily disable my Flickr account?

Yes. This is a useful technique if you know you will not be using your Flickr account for a while because it
reduces clutter in the macOS sharing menus. To disable Flickr, follow steps 1 and 2 to open the Internet
Accounts window. Click your Flickr account and then click the Enable This Account check box (8 changes
to ). Note that you can also use this technique to disable your Facebook, LinkedIn, and Vimeo accounts,
if needed.
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Send Photos to Flickr

lickr is all about sharing your photos, so once you have connected macOS to your Flickr account,

you can begin using that connection to upload photos. You can upload individual photos to Flickr
using Finder, Quick Look, Preview, or Photo Booth, and those photos appear as part of your Flickr
Photostream or an album. Similarly, you can upload multiple photos or an album from the Photos
app, and you can add those photos to an existing Flickr album.

\ Send Photos to Flickr

In Finder, Quick Look, Preview,
or Photo Booth, select or open
the photo or photos you want
to upload. In Photos, you can
also select an album to upload.

Q Click Share ((1y).
€@ Click Flickr.

macOS displays the Flickr share
sheet.

@ The photo appears inside the
post.

0 Type a title.
e Type a description.

@ Type one or more tags,
separated by commas.
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@ Click the Access ¢ and then
click who can see the photo.

®® Flickr

To add the photo to an album

Title: Italy

i

Public

(also called a photo set), click
the Select Photo Set £ and
then click an album.

Description: Part of the Forum in Rome.

Tags: Rome ltaly | Italy c@
© click Publish. ,
®e@ Flickr
mac0S sends the photo to
Title: Italy Friends ¢

Flickr.

Description: Part of the Forum in Rome.

Tags:

Rome Italy Italy ¢

_cancel | (O

Do I have to specify a Flickr album for my
photo?

No. If you do not want the photo to appear in an
album, or if you do not have a suitable album for
the photo, do not choose anything from the Select
Photo Set list. This tells Flickr to post the photo to
your Photostream.

How can I upload my photos to a new Flickr
album?

Unfortunately, you cannot do this within

macO0S. Instead, you need to sign in to your Flickr
account on the web using Safari or another browser.
Once you are signed in, open your albums and then
click Create new album.
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Set Up Your Vimeo Account

f you have a Vimeo account, you can use it to post videos online directly from macQS, which
comes with built-in support for Vimeo. This enables you to send videos from many macOS apps,
including Finder, QuickTime Player, Photo Booth, and iMovie. Before you can send videos, you must

sign in to your Vimeo account.

Set Up Your Vimeo Account

@ Click System Preferences (@). L) m————
Note: You can also click Apple (g§) - m 0 - @ PY
and then click System Preferences. B , ﬁ . —
General Desktop & Dock Mission Language Security Spotlight Notifications
Screen Saver Centrol & Region & Privacy
The System Preferences appear.
© Click Internet Accounts. . O Ooa N &
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
s & 0O @ O
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
2 ® 2 & 0 @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

BRI ROTHO®

The Internet Accounts eee < > .
preferences appear.
@ Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
€ Click Vimeo. il
o Cioud TACEDUUK
iCloud Drive and 6 more...
Imcf H
B Linked[T}].
Twitter
Twitter YAI_m ’
Facebook i
Facebook
LinkedIn AOI.
Linkedin
Yahoo! -4
flickr
| ‘ | Add Other Account... ?
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System Preferences prompts you

for your Vimeo login data. vimeo
e Type the email address To get started, fill out the following infoermation:

associated with your Vimeo

account. User Name: myaccount@myisp.com 0 |
e Type your Vimeo password. Password: | eessasasd { |

By clicking “Sign In", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Vimeo's Terms of Use.
Cance

G Click Sign In. 2
macOS signs in to your Vimeo vimeo

account. To get started, fill out the following information:

User Name: myaccount@myisp.com

Password:lauu.u.| I

By clicking “Sign In" you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Vimeo's Terms of Use.

How do I delete my Vimeo account?
If you no longer use your Vimeo account, you should delete it from macOS. This not only reduces clutter in
the macOS sharing menus, but also makes the Internet Accounts window easier to navigate.

To delete your Vimeo account, follow steps 1 and 2 to open the Internet Accounts window. Click your
Vimeo account and then click Remove (—). When macOS asks you to confirm, click OK. Note that you can
also use this technique to delete any other account that you no longer use.
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Send a Video to Vimeo

Vimeo is one of the web’s most popular video-sharing services, so once you have connected mac0S
to your Vimeo account, you can begin using that connection to upload videos. You have two ways
to publish photos from macOS to Vimeo. First, you can use a macOS share sheet to upload a video

to Vimeo using Finder, QuickTime Player, or Photo Booth. Second, you can upload a video to Vimeo
from an iMovie project, which gives you many more options for publishing the video.

Send a Video to Vimeo \

Send a Video Using a Share Sheet

In Finder, QuickTime Player, or Photo
Booth, select or open the video you
want to upload.

© click Share (1))
€@ Click Vimeo.

& Mail
@ Messages
@) AirDrop
4 W Notes
¥ Vimeo
@ Add to Photos
f Facebook
@ Flickr
@ YouTube
More...

macOS displays the Vimeo share
sheet.

() The attachment appears as a link £ vimeo
inside the post.

0 Type a title.

Lo Description: A beautiful morning walk along the Martin
e Type a description. Goodman waterside trail. 0
e Type one or more tags, separating
each with a comma.

0 If you want anyone to be able to
view the video, click the Make Tags:  walking ﬂmurd@
this movie personal check box
(#3 changes to | ).

© Click Publish.

macOS sends the video to your
Vimeo account.
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Send a Video from an iMovie
Project

0 In iMovie, open the project you
want to publish to Vimeo.

© Click Share.
e Click Vimeo.

iMovie displays the Vimeo
dialog.

e Click Sign In, type your Vimeo
email address and password,
and then click OK.

© Type a title.
Q Type a description.

0 Type one or more tags,
separating each with a comma.

Click the Resolution ¢ and
then click the movie size you
want to use.

Click the Viewable By ¢ and
then click with whom you want
to share the video.

@ Click Next.
) Click Publish (not shown).

iMovie uploads the video.

TIP
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dit Mark Modify View Window Help

W = L Tue 237PM Paul Q @ i

Theater

YouTube

[ad

Facebook

© 10m 9s

Sign In...

B 752 MB est.

Add to Theater

Vimeo

My Paris Movie <)

Description:
Tags:
Resolution:

Viewable By:

This video is about My Paris Muvie@

iMovie

HD 720p (1280 x 720) #0

Only me +

Do I have to sign in to Vimeo every time I want to upload a video using iMovie?

No, you can tell iMovie to save your sign-in data so that you do not have to enter it each time. In iMovie,
click Share ({17) and then click Vimeo to open the Vimeo dialog. Click Sign In, type your Vimeo email
address and password, and then click to activate the Remember this password in my keychain check box
(| changes to B). Click OK. The next time you click Share and then Vimeo, iMovie enters your Vimeo
email address and password automatically.
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Share Information with Other People

You can use macOS to share information with other people, including web pages, notes, pictures,
videos, photos, and maps. macOS was built with sharing in mind. It comes with a feature called
the share sheet, which not only enables you to easily share data via Facebook and Twitter, as you

have seen in this chapter, but also via multiple other methods such as email and instant messaging.

Share Information with Other People

Share a Web Page
o Use Safari to navigate to the
web page you want to share.

© click Share (1))

e Click the method you want to
use to share the web page.

Share a Note
@ 1n the Notes app, click the note
you want to share.

© click Share (1))

e Click the method you want to
use to share the note.
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History Bookmarks Window Help

4 Z [ [E Tue2:25PM  Paul

sharebait

the reader to share the post.

Also Seen As

share-bait - share bait - tweetbait

n. A social media post with text, images, or vide( - Notes

& wordspy.com

©0 Add to Reading List
0 Add Bookmark

@ Add Website to Shared Links
(@ AirDrop

9

! Reminders
D Twitter

3 Facebook
D Linkedin
(=) More... One new

7112/16 Water-resistant s...

Presentation Notes
712/16 React basics

Things To Do
71M2/16 Book flights and h...

Other Forms
sharebaiting pp.
Examples
View Window Help ] Tue 2:225PM Paul Q @ =
L1 | B8 & = ; Q search
Word Nerd... 5 Juty| 8 Mail
d g oS By “gw Word Nerd Websites ? MEEEREE
. i) Reminders
Birthday List Werd Spy 2 Twitter 0
i Facebook |

wwawordspy.com
The Word Lover's Guide to N¢

@ Linkedin
Word Spy tracks new words @ L 3ain traction in the
language.
Lexicon Valley
www.slate.com SIate

Interesting and provocative opinions about words and language.

Investigations into the English language from across the globe.

World Wide Words: Recently added
wwwworldwidewords.org

Woarld Wide Wards home page. Amast
3000 pages on the origins, history,

Language Log
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Share a Photos Picture Window _Fielp

eoe < = m

0 In Photos, click the picture you
want to share.

© click Share (1))

e Click the method you want to
use to share the picture.

Share a Video

0 In QuickTime Player, open the
video you want to share.

© click Share (1))

e Click the method you want to
use to share the video.

= Photos

S = ) E Tue2:26PM Paul Q @& =

) < @ __+ ﬁ‘l@ Details

Share

& iCloud Photo Sharing
& Mail
¢ Messages

£ Twitter

3 Facebook

|s#) Flickr

mm Set Desktop Picture
(=) More... One new

@ Messages
L @) AirDrop
B Notes
¥ Vimeo
@ Add to Photos

§ Facebook
= @ Flickr
o YouTube
More...

@) AirDrop 0
'_ Notes

Can I share a map or directions with my iPhone or iPad?
Yes. Maps and directions are usually much easier to use on a
handheld device such as an iPhone or iPad. First, use the
Maps app to display the map or the directions to a location.
Click Share (') and then click Send to Device, where
Device is the name of the device you want to use.

How do I share a Photo Booth photo?
Use Photo Booth (see Chapter 10) to snap
the photo using your Mac’s attached
camera. Click the photo, click Share ((19),

and then click the method you want to use

to share the photo.
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View a Preview of a Photo

acOS offers several tools you can use to see a preview o

m

f any photo on your Mac. The Finder

application has a number of methods you can use to view your photos, but here you learn

about the two easiest methods. First, you can preview any saved image file using the mac0S Quick

Look feature. Second, you can see photo previews by switchi
preview photos using the Preview application.

View a Preview of a Photo

ng to the Cover Flow view. You can also

VieW a Preview With Quick j( Finder Ed.it View Go Window Help W & L [@ Wed1267PM Paul Q@& = |
LLA] e‘wvigg::vﬁndw 0::' w ©©  Kensington-08jog | Open with Preview | | b
Look . Folder with "Kensington-08Jpa"  ~N |-~ S0
Favorites Smart Folder
: Icioud lew Tab BT W,
On Finder, open the folder that e on T ag:)@ |
contains the photo you want to 5 esop | Print P ko
. @ Docurent] Close Window ZWL
preview. i cutio 2 ﬂ
. s Compress “Kensington-08.jog" iy
e Click the photo. S o D soen-cni
© Click File. s EX
Add 1o Dock ~0RT WT;M it
0 Click Quick Look “file,” where ] 5
file is the filename of the photo. e = 1l !
Tius; e e \gton-18jpg Kenunuw‘n-‘\s.[pq q
Note: You can also launch Quick -
Look by pressing (T, biad £
ing .ipg ot 81 gt i
() Finder displays a preview of the § §
® Finder File Edit View Go Window Help % 2 L] [§ WedT:06PM Paul Q
photo. eoe 5 Florence 4
< i (=] Q, Search
View a Preview with Cover P
Flow &3 iCloud Drive
[ Desktop
@ 1n Finder, open the folder that 18 oocurens
. Devices
contains the photo you want to
preview.
il
© Cclick the photo. |
€ Click Cover Flow (o). I
() Finder displays a preview of the iebbpdeingd e T
% Florence_0154.JPG Sep 30, 2010, |'\";\::M J:EG ir“\ige
photo. 2 Fovnce 05860 050,201, 150 Sred mase
§ e e Sep0,2010, 14 P Sred irage.
1 Florence_0160.J86 Sep 30, 2010, 1:47 PM JPEG image
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View a Preview in the Preview

Appll cat]on Folder with “Allan Gardens_1010.jpg” ~3N = = — ?M:i —
0 In Finder, open the folder that A Now s * S o
N pen
contains the photo you want to 2 ::k:: G > peien e 5
. | N = - . Allan
preview. 5 Document z:en'“:'"m :Iw ;g:;gﬁ{:c ATy 38ipg Gardens 098
Click the phot N fommearmees | N
]C e p 0 0' . Compress “Allan Gardens_1010.jpg” ¥ Grab (1.9) I
. o e Duplicate 20| M A ) | T A”;’;QS.
e Cl.le F'l I.e. Make Alias 38 F Phcl.us (My Boot Camp) ipg lens_0995.jog
Quick Look "Allan Gardens_1010.jpg” ®Y ; ::"‘_’W 8.9
W ] fari
@ click Open With. s toDock "7 | o . | .
Move to Trash wa Other... Allan
. . 5.0998]] Gardens 0999 ‘Gardens_1000.ji Gardens_ 1001,
© click Preview. i <) - o o
N
Note: In many cases, you can also T;’E - i e E2 Lo

simply double-click the photo to
open it in the Preview application.

Allan

@ Finder Edit View Go Window Help
eoe lew Finder Window

< w Folder
Favorites w Smart Folder

Allan Allan
Gardens 1008.jpg  Gardens1009.jpg  [SCIEEIERIGDNTF]

@ = 0J @ Wed1:09PM Pal

8N Fdsns{
QRN |

151004jpg  Gardens 1005jpg Gardens 1006jpg  Gardens_1007.jpg

The Preview application opens

@ Preview File Edit View Go Tools Window Help

@ 7 [ @ Wed1:09PM Pal

and displays the photo.

@ Use the toolbar buttons to
change how the photo appears
in the Preview window.

(® More commands are available on
the View menu.

0 When you finish viewing the
photo, click Close ().

&l Allan Gardens_1010.jpg -

ENES 6

Is there an easier way to preview multiple photos using
the Preview application?

Yes. In Finder, navigate to the folder that contains the photos
and then select each file that you want to preview. Either
click and drag the mouse pointer (k) over the photos, or
press and hold (& and click each one. In Preview, press

(C2000+00 and (£ +() to navigate the photos.

Is there a way that I can zoom in on
just a portion of a photo?

Yes. In Preview, click and drag your mouse
pointer (k) to select the portion of the
photo that you want to magnify. Click
View and then click Zoom to Selection

(or press (+().
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View a Slideshow of Your Photos

Instead of viewing your photos one at a time, you can easily view multiple photos by running
them in a slideshow. You can run the slideshow using the Preview application or Quick Look. The
slideshow displays each photo for a few seconds and then Preview automatically displays the next
photo. Quick Look also offers several on-screen controls that you can use to control the slideshow
playback. You can also configure Quick Look to display the images full screen.

View a Slideshow of Your Photos

o In Finder, open the folder that
contains the photos you want
to view in the slideshow.

e Select the photos you want to
view.

€@ Click File.
@ click Open With.
© click Preview.

The Preview window appears.
@ click View.
@ Click Slideshow.

You can also select Slideshow

by pressing 0+ +(5).
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@ Finder Edit View Go Window Help & 2 [ [E@ Wed3:3g
e0e ew Finder Window $N jetown 4
7% \w Folder 48N | o Q, Search
= Folder with Selection (11 Items) ~%#N [ ——
Favorites New Smart Folder |
Open 30 | | | !
< iCloud Dri

Open With

[ Desktop Print
& Close Window
Documents
el Get Info
Rename 11 Items...
Shared

Compress 11 Items
Tags

»> & Preview (default) (9.0)
®P

% ColorSync Utility
¥ Grab (1.9)

<4 Paint (My Boot Camp)
‘=3 Preview (8.1)

[ = 2
@ Safari
Other... e

Duplicate #®D
Make Alias BL |
Quick Look 11 Items #Y
Show Original R
to Dock
Move to Trash #¥a
Find #F
Tags...
(N BN N N N
@ Preview File Edit Go Tools Window Help N Wed 3:4(
de Sidebar 31 11 documents, 11 total pages) ~
mbnails N#2
. o)
PP of Contents T3 | =C _7 Q. Search -
Highlights and Notes T4
Bookmarks N#5
Contact Sheet X®e
Continuous Scroll #1
Single Page ¥®2
Two Pages ®3
| »E Soft Proof with Profile >
& S = Show Image Background X B
Actual Size 50
+ Zoom to Fit #9
Zoom In B+
Zoom Qut -
Zoom to Selection £
Show Markup Toolbar {r3A
Hide Toolbar ®l

Customize Toolbar...

Slideshow




Preview opens the slideshow
window.

6 Move the mouse pointer ().

Preview displays the slideshow
controls.

© Click Play ([3). Play ([3)
changes to Pause ([[])-

Preview begins the slideshow.

You can click Next () to move
to the next photo.

You can click Back (L&) to move
to the previous photo.

You can click Pause ([]) to
suspend the slideshow.

@ When the slideshow is over or
when you want to return to
Finder, click Close (X]) or

press [=).

Can I jump to a specific photo during the slideshow?
Yes. With the slideshow running, press (S22 to
stop the show. Use the arrow keys to select the photo
that you want to view in the slideshow. Click Play to
resume the slideshow.

What keyboard shortcuts can I use when
viewing a slideshow?

Press () or [[J to display the next photo,
and press () or [ to display the previous
photo. Press (=] to end the slideshow.
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Import Photos from a Digital Camera

You can import photos from a digital camera and save them on your Mac. You can use the Photos
application to handle importing photos. Photos enables you to add a name and a description to
each import, which helps you to find your photos after the import is complete. To perform the import,
you need a cable to connect your digital camera to your Mac. Most digital cameras come with a USB
cable. Note that the steps in this section also apply to importing photos from an iPhone or iPad.

Import Photos from a

Digital Camera

0 Connect one end of the
cable to the digital camera.

Connect the other end of the
cable to a free USB port on
your Mac.

e Turn the camera on and
put it in either playback or
computer mode.

Your Mac launches the Photos ® Photos File Edit Image View Window Help F = o [ Wed353PM Paul O @& i= |

. . 000 T— —@
application. i e e 20 [ cp i s
[=] Photos:
Note: You can also launch 2 Momeris E
the application by clicking Qmmmu
Photos () in the Dock. iy

) Family
O Your s caneaapeasin |12 [ ‘ ! = E
1= Family

the Import section. =

[ All Photos
() Photos displays previews of the T E - !
camera’s photos. it — _

@Lammpnn
e If you want Photos to remove 8 sl | _ -
the images from your camera i & 1
after the import, click the .

Delete items after import
check box (| changes to ).
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e Click and drag the mouse import
pointer (k) around the photos b Photos or s cevice ﬂnelemremu Amﬂ
you want, or press and hold
and click each photo you want
to select.

@ click Import X Selected, where X
is the number of photos you
selected in step 5.

( To import all the photos from the
digital camera, you can click
Import All New Photos.

Photos imports the photos from
the digital camera.

View the Imported Photos oo < =— —&

Photos Last Import  April 10, 2016

@ Urcer Abums,clickLast =0 i T S

8l Canon EOS6...

Raswmancl | | 1T
Albums
All Photos = B
P Favorites : ” o= |
L People ! . 7
? Places
O¢ Videos
o EIEIEIENE
i@ Selfies
= Panoramas
[T Bursts -7 = = - =~
[l screenshots - ‘ ]

ﬁ' Recently Deleted

Allan Gardens

TIP

When I connect my digital camera, why do I see Image Capture instead of Photos?

Your Image Capture app is not configured to open Photos when you connect your camera. To fix this,
connect your digital camera to your Mac; the Image Capture application opens. (If the Image Capture
application did not open, click Finder [[§: ] in the Dock, click Applications, and then double-click Image
Capture.) Click the Connecting [ and then click Photos. Click Image Capture in the menu bar and then
click Quit Image Capture.
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View Your Photos

f you want to look at several photos, you can use the Photos application. Photos offers a single-
image view, which hides everything else and displays each photo using the entire height of the
window. Once you activate the single-image view, Photos offers on-screen controls that you can use
to navigate backward and forward through the photos. You can also configure single-image view to

show thumbnail images of each photo, so you can quickly jump to any photo you want to view.

View Your Photos

In the Photos application, click ® Photos File Edit Image View Window Help S T
Photos or press (.]+(1. gee < la=Cmm Morments ™

o» Photas | Apro ’0

() The Photos view organizes your 49 Memories
photos by moments — that is, - &*w e
by the date they were taken. 15 Al Photos

@ Favorites

Q Locate the date that contains 4 pecrle

@ Places
the photos you want to view. ¢ Videos
@) Lastimport
Selfies

=1 Panoramas

2% Slo-mo

& Bursts

ﬂ Screenshots

T Recently Deleted
Allan Gardens
Instagram

Lake District
Macro

= Ceaue 0 1ol

e Double-click the first photo you ® Photos File Edit Image View Window Help W 2 ] bW Wed 4:22PM
3 e0e® < = —— Moments + il
want to view. = .

Photos Apro >
4+) Memories

Shared
Apr10 >

Albums.
All Photos
<2 Favorites
L People
? Places
04 Videos
@) Last Import
Selfies

=1 Panoramas

2" Sle-mo

Bursts

[l screenshots

T Recently Deleted
Allan Gardens
Instagram

Lake District
Macro

=S T)
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1 os File Edit Image View Window Hel b = [ [E Wedd4: ul =
Photos d1splays the phOtO. .' :"“‘( 1 E:!.' o .;.V Window _Help e 3 : ;daz:m :l Z Eum“s
0 Click Next ( > ) to view the next R
£3) Memeries
photo. i
() You can also click Previous (<) e
to see the previous photo. A Puape
? Places
. ¢ Videos
Note: You can also navigate photos B
. i@ Selfies
by pressing £ and (2. S
i Slo-mo
[T Bursts
[ Screenshots

1] Recently Deleted
Allan Gardens.
[ Instagram

[5) Lake District

5 Macro

Steve & Helen
i swingline Stapler

When yOU are done, Cl.iCk ® Photos File Edit Image View Window Help T % L] [l Wedd25PM Paul Q@ = |

e0e <| O mC = 2R, 2010, 24530 B O N ® |+ o} = || Detais
Photos or press (]+(0 to (5 -

return to the Photos view.

£¥) Memories
Shared
Albums
[ All Photos
D Favorites
A reople
% places
¢ Videos
Last Import
@ Selfies
=1 Panoramas
% Slo-mo
[ Bursts
Scraenshots
T Recently Deleted
Allan Gardens
T Instagram
5 Lake District
Macra
Steve & Helen
0 swingline Stapler

Is there a way that I can jump quickly to a particular photo in full-screen mode?

Yes. Click View and then click Show Split View (or press (2/21+(=)). Photos uses the left side of the window
to show thumbnails of the photos in the current date. Use the vertical scroll bar to bring the thumbnail of the
photo you want into view. Click the photo’s thumbnail. Photos displays the photo in full-screen mode.
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Create an Album

You can use Photos to organize your photos into albums. In Photos, an album is a collection of
photos that are usually related in some way. For example, you might create an album for a series
of vacation photos, for photos taken at a party or other special event, or for photos that include a
particular person, pet, or place. Using your Photos library, you can create customized albums that
include only the photos that you want to view.

Create an Album

@ Click New (+).

() To add an entire moment to a
new album, you can move the

mouse pointer (k) over the
moment and then click New ()
beside the moment.

© Click Album.

Note: You can also start a new
album by pressing (3+(10.

The Create New Album dialog
appears.

e Type a name for the new album.

@ click OK.
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Book
Calendar

X y =) Slideshow
§
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§
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cnee | (RO




CHAPTER

Viewing and Editing Photos and Videos 10

Photos prompts you to add 008 o— —u Choose tems |
.Items to the new album. [IIEEY Favories  Selected AGA 55 selected tems to “Plant Macros” | Cance! | .

e Click each photo you want to
add to the album.

@ click Add.

() The new album appears in
the Albums section.

> N+ B || Qesearcn

57Photos - Show as Memory
: . -
® Plac
¢ Videos
@ Last Import ». g
& Selfies = ;
=1 Panoramas d n %
1 Slo-mo
Bursts u

Screenshots <
g . .
T Recently Deleted
Allan Gardens. i __._‘
[ Instagram ' -
5 Lake District
5 Macro

3 £ 3
‘

[ Steve & Helen
8 swingline Stapler

TIP

Is there any way to make Photos add photos to an album automatically?

Yes, you can create a Smart Album where the photos that appear in the album have one or more properties
in common, such as the description, rating, date, or text in the photo title. Click File and then click New
Smart Album (you can also press (/2 )+()+(). Use the Smart Album dialog to create one or more rules
that define what photos you want to appear in the album.
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Crop a Photo

f you have a photo containing elements that you do not want to see, you can often cut out those

elements. This is called cropping, and you can do this with the Photos app. When you crop a photo,
you specify a rectangular area of the photo that you want to keep. Photos discards everything outside
of the rectangle. Cropping is a useful feature because it can help give focus to the true subject of a
photo. Cropping is also useful for removing extraneous elements that appear near the edges of a photo.

Crop a Photo

o Open the photo you want to
crop.

© Click Edit Photo (==).

The Lake District, Ambleside, United Kingdom
June 18, 2014, 11:51:25 AM - 50f 26

Photos displays its editing
tools.

€@ click Crop.
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The Lake District, Ambleside, United K...

Revert to Original

Photos displays a cropping
rectangle on the photo.

Click and drag a corner or side
to define the area you want to
keep.

Note: Remember that Photos keeps
the area inside the rectangle.

The Lake District, Ambleside, United K... Y
& 8, 20 5 of 28 Revert to Original

© cClick Done.

Photos saves the cropped photo
and exits edit mode.

Is there a quick way to crop a photo to a certain size?

Yes, Photos enables you to specify either a specific shape, such as square, or a specific ratio,
such as 4 x 3 or 16 x 9. Follow steps 1 to 3 to display the Crop tool. Click Aspect (€9) and ongm;m.
then click the size or ratio you want to use. You can also click Custom () to specify a : S
custom ratio. 16:9
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Rotate a Photo

You can rotate a photo using the Photos app. Depending on how you held your camera when you
took a shot, the resulting photo might show the subject sideways or upside down. This may be
the effect you want, but more likely this is a problem. To fix this problem, you can use Photos to

rotate the photo so that the subject appears right-side up. You can rotate a photo either clockwise

or counterclockwise.

‘ Rotate a Photo

o Open the photo you want to
rotate.

Note: A quick way to rotate a photo
is to right-click the photo and then
click Rotate Clockwise.

© click Edit Photo (=).

Photos displays its editing
tools.

€ Click Rotate.
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Scarborough Biuffs Park, Toronto, Canada

o N = i
September 28, 2014, 12:29:51 PM - 578 of 1,353 &7 @ il 0] = J Details

Done

Add to Favarite:




Photos rotates the photo ; Ravert o Orgial
90 degrees counterclockwise.

e Repeat step 3 until the subject
of the photo is right-side up.

e Click Done.

Photos saves your changes and
exits edit mode.

Can I rotate a photo clockwise instead?

Yes. With the editing tools displayed, press and hold (/2"11). The Rotate icon changes from [§} to [l
Press and hold (£ and then click Rotate to rotate the photo clockwise by 90 degrees. You can also
right-click the photo and then click Rotate Clockwise.

205



ou can straighten a crooked photo using the Photos app. If you do not use a tripod when taking
pictures, getting your camera perfectly level when you take a shot is very difficult and requires
a lot of practice and a steady hand. Despite your best efforts, you might end up with a photo
that is not quite level. To fix this problem, you can use Photos to nudge the photo clockwise or
counterclockwise so that the subject appears straight.

Straighten a Photo

0 Open the photo you want to TR = Ao 75 B TR
straighten. 2 phoos

© Click Edit Photo (==). pon

@ Favorites
A reople
® Places
¢ Videos
(@) Last Import
@ Selfies

=1 Panoramas
. Slo-mo

[T Bursts

il screenshots
f Recently Deleted |
[ Allan Gardens
30 instagram

& Lake District

™ Macro

® Plant Macros

[ Steve & Helen
8 swingline Stapler

August 25, 2013, 12:43:12 PM

Photos displays its editing
tools.

€ Click Crop.
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August 25, 2013, 12:43:12 PM

Photos displays its cropping and
straightening tools.
e Click and drag the Angle slider.

Drag the slider up to angle the
photo counterclockwise.

Drag the slider down to angle
the photo clockwise.

e Click Done August 25, 2013, 12:43:12 PM

Photos saves your changes and
exits edit mode.

HONESTY
IS THE BEST

POETRY.

GREGORY ALAN ELLIOTT
e

How do I know when my photo is level?

Use the gridlines that Photos places over the photo while you drag the Angle slider. Locate a horizontal
line in your photo and then rotate the photo so that this line is parallel to the nearest horizontal line in
the grid. You can also match a vertical line in the photo with a vertical line in the grid.
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Remove Red Eye from a Photo

You can remove red eye from a photo using the Photos app. When you use a flash to take a picture
of one or more people or animals, in some cases the flash may reflect off the subjects’ retinas.
The result is the common phenomenon of red eye, where each pupil appears red instead of black. If
you have a photo where one or more subjects have red eyes due to the camera flash, you can use
Photos to remove the red eye and give your subjects a more natural look.

‘ Remove Red Eye from a Photo

o Open the photo that contains
the red eye.

© Click Edit Photo (=).

Photos displays its editing
tools.

€ Click Red-eye.
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Photos displays its Red-eye
controls.

You may be able to fix the red
eye automatically by clicking
Auto. If that does not work,
continue with the rest of these
steps.

If needed, you can click and
drag this slider to the right to
zoom in on the picture.

Move the Red-Eye pointer over a
red eye in the photo.

e Click the red eye.

Revert to Original

® Photos File Edit Image View Window Help

Photos removes the red eye.

@ Repeat steps 4 and 5 to fix any
other instances of red eye in
the photo.

a Click Done.

Photos saves your changes and
exits edit mode.

une 2,

Why does Photos remove only part of the red eye in my photo?

The Red-Eye pointer may not be set to a large enough size. The tool should
be approximately the same size as the subject’s eye. If it is not, as shown
here ((29), follow steps 1 to 3 to display the Red-eye controls. Click and drag
the Size slider until the Red-Eye pointer is the size of the red-eye area. Use
your mouse to move the circle over the red eye and then click.
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Add Names to Faces in Your Photos

You can make your photos easier to manage and navigate by adding names to the faces that
appear in each photo. This is sometimes called tagging, and it enables you to navigate your
photos by name.

Specifically, Photos includes a special Faces section in its library, which organizes your faces
according to the names you assign when you tag your photos. This makes it easy to view all your
photos in which a certain person appears.

Add Names to Faces in Your Photos

0 Open the photo that you want ece < = a_
to tag. 0 Photos

£¥) Memories

© click Show Info ().

Albums

North Dumfries, Ontario...
10/27/2015 - 873 of 1,378

] + i} = Details

All Photos
D Favorites

X reople

? Places

O Videos

@) Last Import

i@ Selfies

= Panoramas

<% Slo-mo

fl Bursts
Screenshots

ﬁ' Recently Delet...
Allan Gardens
B8 instagram

& Lake District
Macro

8! Plant Macros
Steve & Helen
¥ swingline Stap...

Photos displays information e = ool o) = o
about the photo. © Photos NN
£¥) Memories |‘ | "‘
() Photos displays an icon for each sraed 1l i ™ o
> Albums | | I‘ IMG_0200.JPG
face in the photo. T Cotoner 7, 2015 43203 P
 Favorites Apple iPhone 6 A
X reople iPhene 6 back camera 4.15mm /2.2
@ p 2448 x 3264 33 MB Lirec)
EI| V.:ces 1S032  415mm Dev fj22 1842
4 Videos
@) Last Import Add a Description
i@ Selfies

Add a Keyword
= Panoramas

<% Slo-mo

fl Bursts
Screenshots

ﬁ' Recently Delet...
Allan Gardens
A1 instagram

& Lake District
Macro

8! Plant Macros
Steve & Helen
¥ swingline Stap...

¢ K North Dumfries, Ontarie, Canada

PR R
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e Click the icon for the face you
want to work with Faces.

() Photos displays its naming tools
around the face.

O Type the person’s name.
e Press G100,

@ Repeat steps 3 to 5 to name
each person in the photo.

@ Click Close (®).

Photos saves the changes and
exits naming mode.
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Morth Dumfries, Ontario... = i
= 10/27/2015 - 873 of 1,378 < @ i th = Details

I

Add a Title (7]
B MG_0200.JPG
October 27, 2015 4:32:03 PM

Apple iPhone 6 s o)
iPhone 6 back camera 4.15mm /2.2

2448 x 3264 3.3 MB [JPEC]
1S032  415mm  Dev  £22 1842

Add a Description

Add a Keyword

et 25

- ad
100
% wiater
Rl

Morth Dumfries, Ontario... =S 2
- 10/27/2015 - 873 of 1,378 < @ it th = Details

fi Adda Titie (7
§ MG_0200.0PG
1 gl October 27, 2015 4:32:03 PM
Apple iPhone 6 aa o)
iPhone 6 back camera 4.15mm /2.2
2448 x 3264 3.3 MB JPEG]
1S032  415mm  Dev  £22 1842
Add a Description
Add a Keyword
7 JO)
— North Dumfries, Ontario, Canada
et 25

- ad
100
% ater
arant

How do I view all the photos that contain a particular person?

You can open a photo, click Show Info ((i)), and then double-click the person’s face. You can also click the
People album. Photos displays the names and sample photos of each person you have named. Double-click
the person you want to view. Photos displays all the photos that contain the person.
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Mark Your Favorite Photos

ou can make it easier and faster to find the photos you like best by marking those photos as
favorites. If you take photos regularly, you can easily end up with hundreds or even thousands of
images in your Photos library, and you might end up creating dozens of albums. Locating a cherished
photo quickly becomes a time-consuming and frustrating chore. You can greatly speed up the task
of locating such photos by marking them as favorites. Photos stores all your favorites in a special
album, so it takes only a few clicks to view them.

\ Mark Your Favorite Photos

Mark a Single Photo sen oo —m e @ B3
o Open the photo that you want ;’"’:5 r “é -
to mark as a favorite. srare
Q Click Add to Favorites (<7). © A1 Photos
<P Favorites
Photos marks the photo as a -'-:”"
faVO nte [ Videos
@) Last Import

@ Selfies

= Panoramas

2% Slo-mo

ﬁ Bursts
Screenshots

T Recently Delet...
Allan Gardens
Instagram

& Lake District
Macro

B! Plant Macros
Steve & Helen
#5 swingline Stap...

Mark Multiple Photos ®e0® < u— —m Albums » | + | & [ Qserh
o Open the album that Contains ::;qr;:ies Plant Macros  April 10, 2016 57 Photos - Show as Memory
the photos you want to mark as Shard
favorites.

All Photos

e Press and hold (3 and click pi

= B SR I
each photo you want to mark. i - - u ln - - %

[0 Videos

€@ Click Add to Favorites (<) in e N e

one of the selected photos = Pancramas

Photos marks all the selected D:m'; - E - Q" E
photos as favorites. @iZL::;hzlt - - m - - - -

[E) Allan Gardens

Note: To view your favorites, you 80 ntagram
can click Albums and double-click E:::::'S‘"“ - . s ﬂ - - ﬂ

the Favorites album. m - - - - !

#5 swingline Stap...

[\Z]
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Set an Album’s Key Photo

CHAPTER

10

You can make it easier to navigate your albums and to understand the content of your albums by
setting the key photo for each album. The key photo is the image that appears in the Albums view
as the thumbnail used to display the album. As such, the key photo acts as a representative of all
the photos in the album, so it should therefore either reflect the content of that album or contain
text or an image that help you to identify the album.

Set an Album’s Key Photo

o Open the album you want to work
with.

e Double-click the image that you
want to set as the album’s key
photo.

Photos opens the image.

€@ Click Image.
@ Click Make Key Photo.
You can also press C00+E9+09.

Photos sets the image as the
album’s key photo.

Shared
Albums.
All Photos
@ Favorites
X Pecple
? Places
D¢ Videos
@) Last Import
i@ Selfies
=1 Panoramas
2" Slo-mo
(] Bursts
i Screenshots

Allan Gardens
28 instagram

& Lake District
[E) Macro

@ Photos File Edit Image View Window Help # T ) [ Wed6:34

000 { E—  —m@ Albums > + t Q_ Search
Photos Plant Macros  April 10, 2016 67 Photos + Show as Memory
£») Memories

7 Recently Delet...

L |
[ Steve & Helen - - - - - n ‘:Ia-
#8 swingline Stap... | g 4

A DR ENAN
Kl BE BS =5 B
] SN ] N R
-----IL-

£¥) Memories
Shared
Albums
All Photos
P Favorites
L People
? Places
D¢ Videos
@) Last Import
i@ Selfies
=1 Panoramas
=" Slo-mo
(] Bursts
n Screenshots

Allan Gardens
21 Instagram
& Lake District
Macro

Steve & Helen

# swingline Stap...

@& Photos File Edit View Window Help & B E
@08 < o | = [KistosteandTime. rmsew cHoll +t ll &l = ) cews
- I ¥ tion >

[E) Photos te Counterclockwise 3R

7 Recently Delet...

[ Wed 6:34]

Rotate Clockwise NHR
Flip Horizontal
Flip Vertical

Copy Adjustments {3#C
Paste Adjustments a8V
Revert to Original

Show Details
Show Edit Tools

Make Key Photo

Use RAW as Original

Turn On Live Photo

Duplicate 1 Photo
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Email a Photo

f you have a photo that you want to share with someone, and you know that person’s email
address, you can send the photo in an email message. Using Photos, you can specify what photo
you want to send, and Photos creates a new message. Even if a photo is very large, you can still send
it via email because you can use Photos to shrink the copy of the photo that appears in the message.

Email a Photo

o Open the photo you want to
send.

e Click Share ((Ty).
€@ Click Mail.

() Photos creates a new message
and adds the photo to the
message body.

o Type the address of the message
recipient.

e Type the message subject.
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hage View Window Help

# TLE

Wed 6:38PM Paul Q @ =

ece <

Speed River, Guelph, C...
10/26/2016 - B67 of 1,378

[=1 Photos
£¥) Memories
Shared
Albums
All Photos
<P Favorites
L People
? Places
O Videos
(@) Last Import
@ Selfies
=1 Panoramas
" Slo-mo
Ii Bursts

Instagram

[l screenshots
T Recently Delet...
Allan Gardens

B Lake District

8 =—a
\

(ool + ﬁQDetai\s_
Share 1 Photo To

(@) AirDrop
_ Notes
[ Twitter
£ Facebook

o Flickr

1= Set Desktop Picture
©More.. omenen

™

@ Mail File Edit

View Mailbox Message Format Window Help

Message Size:

0ce | v = cdelclajald
To: Millicent Peeved ~ 4
Cc:
Subject: Wish you had been therd 0
From: Paul McFedries Signature: | None <

1.8 MB

Image Size: = Actual Size 3|
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0 Click to the left of the image. ® Mail File Edit View Mailbox Message Formal Window Help % = L [@ Wed 6:40)
ece v | = E3'F3 E Y Y ED
0 Press (CZ0111) once or twice to pr—
move the image down. e
. Subject: Wish you had been there
e cl’]Ck here and then type your From: Paul McFedries Signature: | None o3
message teXt' Message Size: 1.8 MB Image Size: = Actual Size T

The Speed River is lovely this time of year. | thought you'd like this one.

Cheers,
Paul

© Cclick Send.

Photos sends the message with To: Millicent Poaved

the photo. ce:
Subject: Wish you had been there
From: Paul McFedries Signature: | None =
Message Size: 1.8 MB Image Size: | Actual Size ¢

Hi Mill,
The Speed River is lovely this time of year. | thought you'd like this one.

Cheers,
Paul|

TIP

How do I change the size of the photo?

You need to be careful when sending photos because a single image can be several megabytes in size. If
your recipient’s email system places restrictions on the size of messages it can receive, your message might
not go through.

To change the size of the photo, click the Image Size [ and then click the size you want to use for the
sent photo, such as Small or Medium. Note that this does not affect the size of the original photo, just the
copy that is sent with the message.
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Take Your Picture

ou can use your Mac to take a picture of yourself. If your Mac comes with a built-in iSight or

FaceTime HD camera, or if you have an external camera attached to your Mac, you can use the
camera to take a picture of yourself using the Photo Booth application. After you take your picture,
you can email that picture, add it to Photos, or set it as your user account or Messages buddy picture.

Take Your Picture

Take Your Picture with Photo dit View Go Window Help & = ] @ Wed64BPM Paul Q @ =
Booth :

@ Click Spotlight ().
Q Type photo booth.
e Click Photo Booth.

DEFINITION

B Photo Booth
MAIL & MESSAGES

(] i0S 4.3 rumored to have PhotoStre...

i0S 4.3 rumored to have PhotoStre...

=
{ [ i0S 4.3 rumored to have PhotoStre...

[ Word Spy - How We React to New... Photo Booth
sut

IGGESTED WEBSITE Version: 8.0

& picturex.ca

IMAGES

|2 PhotoS.jpg — 4947

- Kind Application
|2 Photo20jpg — 5218 Cicy Ao
Created 5/13/16
Modified 726016
|2/ Photo20.pg — 5218 Last opened  7/26/16

[ Photo20jpg — 5216

The Photo Booth window appears. sce Photo Booth

() The live feed from the camera
appears here.

@ Click Take a still picture ().

(© You can click Take four quick
pictures (HH) to snap four
successive photos, each about
1 second apart.

(® You can click Take a movie clip
(H)) to capture the camera feed as
a movie.

© click Take Photo (©).

Photo Booth counts down 3 seconds
and then takes the photo.
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Work with Your Photo Booth Photo Booth
Picture

() Photo Booth displays the picture.
o Click the picture.

© click Share (7).

(@ You can click Add to Photos to
add the image to the Photos app.

( You can click Change Profile & Add to Photos 0
Picture to set the photo as your o T

user account picture.

X Change Profile Piclure...4

(=) More...

!
f ﬂMcFedries Email

(=] tyvosxelcapitan@mcfedries.com Email

TIP

Can I make my photos more (LX)
interesting? |
Definitely. Photo Booth comes with
around two dozen special effects. Follow L
these steps: Nose/ Twir ¥ cripmunk
@ Click Effects. o o IS

@ Click an icon to select a different 3 o=t
page of effects.

Photo Booth

l\l‘

() You can also use the arrows
(« and p) to change pages.

e Click the effect you want to use.

® -éo [} } Effects 1
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Play Digital Video with QuickTime Player

ac0S comes with an application called QuickTime Player that can play digital video files in
m various formats. You will mostly use QuickTime Player to play digital video files stored on your
Mac, but you can also use the application to play digital video from the web.

QuickTime Player enables you to open video files, navigate the digital video playback, and control
the digital video volume. Although you learn only how to play digital video files in this section,
the version of QuickTime that comes with macOS comes with many extra features, including the
capability to record movies and audio and to cut and paste scenes.

@ Click Spotlight ().

o Type quick.
€@ Click QuickTime Player.

TOP HIT

QuickTime Player — Applications . .
FOLDERS QuickTime Player
1 Recent Document

[ QuickLook — My Great DVD.dvdproj

B QuickLook — My Great DVD 1.dvdp...

[  QuickLook — It's Raining Cats!.dvd... | Paris 01.mov
5/31/13, 3:52 PM

[ QuickLook — It's Raining Cats!-DV...

') QuickLook — Bahamas Vacation DV...
OTHER

() QuickTime Plugin.plugin — Internet...
(' QuickTime Plugin.plugin — Macinto...
() QuickTime Plugin.plugin — Macinto...
DEFINITION

B quick
Music

|+ Quick Calculation Beat.caf

The QuickTime Player application & QuickTime Player JITT)| Edit View Window Help
appears. If you see the Open dialog, Wt O
skip to step 6. Screen Recording  ~%N
O Click File. Open Localion-
Open Recent

Save...
Duplicate

© click Open File. . Close

Note: You can also press (]+(2).
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The Open dialog appears' E il 32 = [0} =EW [E Movies = i E Q Search

G Locate and click the video file & Recents i E@ E

you want to play. 8 AllMy Files
:Ag Applications
. At the Dog Partyl.mdv Gypsy at Martin Hello World!.mov
o Click Open. (5] Desktop Cottage.mev

n Music
iCloud

;A: QuickTime Pla... iMovie Library iMovie Theater Paris 01.mov The Gangly
Teenager.mdy

&Y iCloud Drive

[E Desktop

B Documents
Devices
Shared

B Paul's iMac =

QuickTime opens a new player
window.

© click Play (p»).

(@ You can click » to fast-forward
the video.

() You can click <4 to rewind the
video.

( You can click and drag this
slider to adjust the volume.

If you want to view the video in
full-screen mode, press (£3+(3.

Can I use QuickTime Player to play a video from the web?

Yes. As long as you know the Internet address of the video, QuickTime Player can play most video formats
available on the web. In QuickTime Player, click File and then click Open Location (or press (+(1). In
the Open URL dialog, type or paste the video address in the Movie Location text box and then click Open.
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General  FileVault  Firewall [Zgiioy

Location Services *4 Enable Location Services
Allows the apps and services below to determine your lacation.

Contacts
3 = Maps

| Calendars
Calendar

Reminders \

| Reminders
U=}

t’ Facebook

Linkedin -

Twitter

¢ Indicates an app that has requested your location within the
Facebook last 24 hours.

(=) =
@ Accoszibliigy About Location Services & Privacy

[ Click the lock to prevent further changes. Advanced...
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ou can make mac0S more secure by changing your password. For example, if you turn on file

sharing, as described in Chapter 15, you can configure each shared folder so that only someone
who knows your password can get full access to that folder. Similarly, you should change your
password if other network users know your current password and you no longer want them to have
access to your shared folders. Finally, you should also change your password if you feel that your
current password is too easy to guess. See the Tip to learn how to create a secure password.

\ Change Your Password

0 Click System Preferences ().

The System Preferences appear.

© Click Users & Groups.

The Users & Groups preferences
appear.

Your user account is selected
automatically.

If you want to work with a
different user account, you
must click the lock icon (),
type your administrator
password (2 changes to &),
and then click the account.

6 Click Change Password.
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P @ M
General Desktop & Dock

Screen Saver

ﬁ -l B

Displays Energy Keyboard
Saver
» @ ©
iCloud App Store Internet
Accounts

en ©@ 2

Parental Siri
Controls

Users &
Groups

System Preferences

Mission Language
Control & Region
Mouse Trackpad
s

Extensions Network

= @

Date & Time Time
Machine

Security
& Privacy

-
Printers &
Scanners

Bluetooth

()

Q

g o @

Spotlight

A\

Sound

&

Sharing

Accessibility

Notifications

=
Startup
Disk

3 System Preferences Edit View Window Help

L] <

Current User

&= Paul
~ Admin

Other Users
Guest User
Off

m‘ Login Options

Users & Groups

= Paul

Contacts Card:

Open...

Change Password...0

Allow user to reset password using Apple ID

Enable parental controls

.| Click the lock to make changes.

+| Allow user to administer this computer

Open Parental Controls...




The Change Password dialog
appears.

e Type your current password.
e Type your new password.
e Retype the new password.

@ Type a hint that mac0S will
display if you forget the
password.

Note: Construct the hint in such a

way that it makes the password easy

for you to recall, but hard for a

potential snoop to guess.

e Click Change Password.

mac0S changes your password.

CHAPTER
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Old password: |a-oot.ooooooooo 4 |

New password: ||-no.-oo.-oo|ooo 6

Verify: Ic.no-.oo.ooo.ooo@ I

Password hint:
(Recommended)

Cancel | Change Password

Old password: |a-oot.ooooooooo |

(2]

New password: | escseccsecnseeeee

Verify: | escscccsscnsessee

Mom's maiden name, year of birth, month p

of birth
Canc |

Password hint:
(Recommended)

How do I create a secure password?
Follow these steps:

o Follow steps 1 to 4 in this section.
o Click Password Assistant (¢ ).
The Password Assistant dialog appears.

e Click the Type | and then click a
password type.

Click and drag the Length slider to set
the password length you want to use.

e Click the Suggestion [ and then
click the password you want to use.

@ click Close (®).

(6 o

5 NOX©)

Password Assistant

Type: Memorable

Suggestion: I numbs35\nosy

12

[ — |

Length:

Quality: l
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ou can enhance your Mac’s security by configuring mac0S to ask for your user account password

when the system wakes up from either the screen saver or sleep mode. Protecting your account
with a password prevents someone from logging on to your account, but what happens when you
leave your Mac unattended? If you remain logged on to the system, any person who sits down at
your computer can use it to view and change files.

To prevent this, activate the screen saver or sleep mode before you leave your Mac unattended, and
configure macOS to require a password on waking.

‘ Require a Password on Waking

@ click Apple (g).
Q Click System Preferences.

You can also click System
Preferences (@) in the Dock.

The System Preferences appear.

e Click Security & Privacy.
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The Security & Privacy
preferences appear.

@ Click the General tab.

Click the Require password
check box (| changes to ).

@ click Close (®).

macOS puts the new setting
into effect.
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D08 < > Security & Privacy Q_ search

&Geneml FileVault ~ Firewall

Location Services [v| Enable Location Services
Allow the apps and services below to determine your lacation.
‘ Contacts
¥ .?@ Maps ¥
@ Calendars
¥ @ Calendar
% Reminders -
¥ D Reminders
u Twitter
ﬁ Facebook
R uinkedin
P Indicates an app that has reguested your location within the
'i Facebook last 24 hours.
Accessibility [ About Location Services & Privacy J
% Click the lock to make changes. Advanced... (2)
w. @O <[> Security & Privacy Q, search

FileVault Firewall  Privacy |
A login password has been set for this user ~ Change Password...

Require password = 5 minutes B after sleep or screen saver begins
|| Show a message when the screen is locked  Set Lock Message...

|__| Disable automatic legin

Allow apps downloaded from:
() App Store
() App Store and identified developers

% Click the lock to make changes. Advanced... (2)

How do I activate the screen saver or
sleep mode before I leave my Mac
unattended?

To put your Mac display to sleep, press
(CZT0+ETD and then press the eject
key (). To engage full sleep mode,
click Apple (g§) and then click Sleep.

If I engage the screen saver or sleep mode accidentally,
entering my password is a hassle. Is there a workaround for
this?

Yes, you can tell macOS to not require the password as soon as
the screen saver or sleep mode is activated. Follow steps 1 to 5,
click the Require password [, and then click the amount of
time you want macOS to wait.
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ou can enhance your Mac’s security by preventing macOS from logging in to your user account
automatically. If you are the only person who uses your Mac, you can configure macOS to
automatically log in to your account. This saves time at startup by avoiding the login screen, but
it opens a security hole. If a snoop or other malicious user has access to your Mac, that person can
start the computer and gain access to your documents, settings, web browsing history, and network.
To prevent this, configure macOS to disable the automatic login.

| Disable Automatic Logins

0 Click Apple (g8)- PRpbiC A Finder File Eat View Go Window Help

About This Mac
@ Click System Preferences.

*

System Preferences...
. App Store...
You can also click System

Preferences (@) in the Dock.

Recent ltems >
Force Quit Finder {39

Sleep
Restart...
Shut Down...

Log Out Paul...

The System Preferences appear. ks

€@ Click Security & Privacy.

System Preferences Q, Search

B H |
General Desktop & Dock Mission Language Security Spotlight Motifications
Screen Saver Control & Region & Privacy

BN Y = & N 2
- J i ) I\ e

Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup

Saver Scanners Disk

s @ 0 v @ 0 W

iCloud App Store Internet Extensions Network Bluetooth Sharing

Accounts

0 A2 & ©® @

Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

®
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The Security & Privacy
preferences appear.

@ Click the lock icon (3).

mac0S prompts you for your
administrator password.

a Type the administrator
password.

@ click Unlock.

mac0S unlocks the preferences
(1 changes to ¢).

@ Click the General tab.

Click the Disable automatic
login check box (| | changes

to ).
© click Close (®).

macOS puts the new setting
into effect.

General  FileVault  Firewall  Privacy

Or
o

Alogir
| System Preferences is trying to unlock Security &
1 Privacy preferences. Type your password to allow
this.
L
User Name: | Paul
Password: |esssses l.....l@
Cancel “Unlock
Allow apps)
pp Store
Authenticating... ?
< i Security & Privacy Q

M FileVault ~ Firewall  Privacy

A login password has been set for this user | Change Password...

Require password = 5 minutes ﬂ after sleep or screen saver begins

Show a message when the screen is locked

W Disable automatic login

Allow apps downloaded from:
App Store
o App Store and identified developers

Eﬂ Click the lock to prevent further changes.

Advanced...

Is there a way to get macOS to log out of my account automatically?
Yes, you can configure the system to log you out of your account when macOS has been idle for a specified
amount of time. Follow steps 1 to 7 to unlock and display the General tab and then click Advanced. In the

dialog that appears, click the Log out after X minutes of inactivity check box (

changes to ) and

then use the spin box to set the amount of idle time after which macOS logs you out automatically. You can
select a time as short as 5 minutes and as long as 960 minutes.
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ou can ensure that malware cannot be installed on your Mac by configuring the system to allow only

app downloads from the Mac App Store. By default, macOS allows downloads from the App Store and
from so-called identified developers. The reason for this heightened security is that malware developers
are starting to target Macs now that they have become so popular. The extra security is a response to
that and is designed to prevent users from accidentally installing malware. However, you can configure
this feature to be even more secure, which is useful if you are setting up a user account for a child.

' Configure App Downloads

0 Click Apple (g8). PRpblCHl Finder File Edit View Go Window Help

About This Mac
© Click System Preferences.

o

System Preferences...
. App Store...
You can also click System

Preferences (@) in the Dock.

Recent ltems >
Force Quit Finder 4#Y

Sleep
Restart...
Shut Down...

Log Out Paul...

The System Preferences appear. ® o

€@ Click Security & Privacy.

System Preferences Q, Bearch

N E O ced
@
General Desktop & Dock Mission Language Security Spetlight  Notifications
Screen Saver Control & Region & Privacy
i i i —
M v = o= N 2
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
s @ @ v @ 0 ™
iCloud App Store Internet Extensions Network Bluetooth Sharing

Accounts

3n ® & & 0 @

Users & Parental Siri Date & Time Tirme Aceessibility
Groups Controls Machine
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The Security & Privacy
preferences appear.

@ Click the lock icon (3).

mac0S prompts you for your
administrator password.

a Type the administrator
password.

@ click Unlock.

mac0S unlocks the preferences
(1 changes to ¢).

@ Click the General tab.

@ Click the App Store option
(" changes to ©).

© click Close (®).

macOS puts the new setting
into effect.

What is an identified developer?

An identified developer has registered with
Apple and has a security certificate for digitally
signing apps, thus certifying where the apps
came from. It is possible a malicious developer
could spoof a digitally signed app, so allowing
only App Store apps is the safest option.

o
o»o

General FileVault Firewall Privacy

Alc

System Preferences is trying to unlock Security &
Privacy preferences. Type your password to allow

| n this.

User Name:  Paul

Password: -------------4
concel | (IR

Authenticating...

3 |

< HHH Security & Privacy

M FileVault ~ Firewall  Privacy

A login password has been set for this user | Change Password...

Require password 5 minutes a after sleep or screen saver begins
Show a message when the screen is locked
Disable automatic login

Allow apps downloaded from:

o App Store
App Store and identified developers

Click the lock to prevent further changes.

Advanced...

72

How can I'install an app that I downloaded from the web?

If you are certain the app is legitimate — it was created
by a reputable developer and purchased from a reputable
dealer — double-click the downloaded file to open the
disk image. Right-click (or (£:00-click) the installer,
click Open, and then click Open when macOS asks you to

confirm.

229



ou can make your Mac’s Internet connection much more secure by turning on the macOS firewall.

A firewall is a tool designed to prevent malicious users from accessing a computer connected to
the Internet. Chances are your network router already implements a hardware firewall, but you can
add an extra layer of protection by also activating the macOS software firewall. This will not affect
your normal Internet activities, such as web browsing, emailing, and instant messaging.

the Firewa

‘ Turn O

%

0 Click Apple (). PR A Finder File Edit View Go Window Help

About This Mac
Q Click System Preferences.

System Preferences...
. App Store...
You can also click System

Preferences (@) in the Dock.

Recent Items >
Force Quit Finder N {3#Y

Sleep
Restart...
Shut Down...

Log Out Paul...

The SyStem Preferences appear. @ B System Preferences Q, Search

eCh’ck Security & Privacy. o s N
fF @ = = 0

General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy

By o & N L
- J e — N e

Displays Energy Keyboard Mouse Trackpad Frinters & Sound Startup

Saver Scanners Disk

> @ @ 4 @ 9 &

iCloud App Store Internet Extensions Metwork Bluetooth Sharing

Accounts

1 ® & & 0 @

Users & Parental Siri Date & Time Time Acecessibility
Groups Controls Machine
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The Security & Privacy preferences
appear.

@ Click the lock icon (3).

mac0S prompts you for your
administrator password.

e Type the administrator password.
@ click Unlock.

o

General  FileVault  Firewall  Privacy

System Preferences is trying to unlock Security &
Privacy preferences. Type your password to allow

| n this.

User Name: Paul

Password: | esssssssesessel 0
concel | (IR

Allow

+) App Store

Authenticating... ?

mac0S unlocks the preferences w.
(1 changes to ¢).

@ Click the Firewall tab.
@ Click Turn On Firewall.
© click Close (®).

macOS puts the new setting into
effect.

< i Security & Privacy

General  FileVault ewa Privacy

Firewall: Off T Turn On Firewall 0

This computer’s firewall is currently turned off. All incoming connections to this
computer are allowed.

Eﬁ Click the lock to prevent further changes. Advanced... ?

Can I prevent online malicious users from
finding my Mac?

Yes. Malicious users often probe connected machines
for vulnerabilities, so put mac0S into stealth mode,
which hides it from these probes. Follow steps 1

to 7, click Firewall Options, click the Enable
stealth mode check box (| changes to ), and
then click OK.

Can I use Internet apps such as my FTP program
through the firewall?

macOS allows digitally signed apps to receive
connections, but to use an Internet app that is not
digitally signed you must add it as an exception.
Follow steps 1 to 7, click Firewall Options, click
Add (+), click the application you want to use, and
then click Add.
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ocation services refers to the features and technologies that provide apps and system tools with access
to location data, particularly the current location of your Mac. This is a handy and useful thing, but
it is also something that you need to keep under your control because your location data, especially
your current location, is fundamentally private and should not be given to applications thoughtlessly.
Fortunately, macOS comes with a few tools for controlling and configuring location services.

@ click Apple (g).
@ Click System Preferences.

You can also click System
Preferences (@) in the Dock.

The System Preferences appear.
e Click Security & Privacy.
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LW Finder File Edit View Go

App Store...
Recent Items
Force Quit Finder X4#Y

Sleep
Restart...
Shut Down...

Log Out Paul...

Window Help

<&

@
s @ -
.

General Desktop & Dock

Screen Saver

Displays Energy Keyboard
Saver

s & ©

iCloud App Store Internet
Accounts

21 ® @

Users & Parental Siri

Groups Centrols

System Preferences

Mission Language
Control & Region
Mouse Trackpad

w @

Extensions Network

= @

e =

Date & Time Time
Machine

Security
& Privacy

o

Printers &
Scanners

0

Bluetooth

@

Accessibility

Spotlight

)

Sound

@

Sharing

Notifications

L=
Startup
Disk




The Security & Privacy preferences ¢
appear.

@ Click the lock icon (3).

mac0S prompts you for your |
administrator password. |

e Type the administrator password.
@ click Unlock.

General  FileVault  Firewall  Privacy

A login password has heen set for this user Chanae Password_

System Preferences is trying to unlock Security &
Privacy preferences. Type your password to allow

i n this.

User Name:  Paul

Password: nnuunno‘@

Cancel Unlo

w Authenticating...

mac0S unlocks the preferences @L. ¢
(1 changes to ¢).

@ Click the Privacy tab.

Security & Privacy Q

General  FileVault  Firewall M

. . . M Location Services Enable Location Services
e CI.] Ck Locat] on Serv] ces . Allow the apps and services below to determine your location.

' Contacts

Click the check box beside each app oo B Mars Y
. 17| Calendars
that you do not want to determine {7) calendar
your location (B4 changes to ). ) Rominders ) rominders
3 : : . ) Twitter

Note: This list will be empty if none - & B Fecevoo
of your apps have requested to use [ inkean -
location services. 3 Facevook g e
@ CliCk Close (.). Accessibility About Location Services & Privacy

macOS puts the new setting into

eﬂ:ect. Eﬁ Click the lock to prevent further changes. Advanced...

How does the location services feature know my
location?

Location services uses several bits of data to determine
your location. First, it looks for known Wi-Fi networks
that are near your location. Second, if you are connected
to the Internet, it uses the location information
embedded in your unique Internet Protocol (IP) address.

Can I turn off location services?

Yes. Follow steps 1 to 7 to unlock and display

the Privacy tab. Click Location Services and

then click the Enable Location Services check
box (B4 changes to | ). Note, however, that by
turning off location services, you disable many

features in apps such as Reminders and Maps.
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ou can give a family member, friend, or other visitor temporary and secure access to your Mac or
your network by letting that person log in using the built-in Guest User account. This account
is given only limited privileges, so anyone logged in under that account cannot access or edit your
data, change macOS settings, or install apps. Also, any files created by the Guest User account are
deleted when that account logs out. The Guest User account is disabled by default, so to allow your
visitor to log in under that account, you must first enable it.

\ Enable the Guest User Account \

0 CliCk System PI'EfererlceS (@)- [ ] > System Preferences Q
The System Preferences appear. r— g &
, M A o o @
e Cl]ck Users & Groups_ General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
— B=
N o= & N &
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
. LN o | |
s @ 0 v @ @
iCloud App Store Internet Extensions  Network Bluetooth Sharing

The Users & Groups preferences
appear.

Accounts

L ® 2 & @ @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

Password

Login Items

. . - Current User
€@ Click the lock icon (13). pau Change Password..
macO0S prompts you for your o st udll

administrator password.

0 Type the administrator
password.

© Click Unlock.

Off

System Preferences is trying to unlock Users &
Groups preferences. Type your password to allow

| n this.

User Name: Paul

Password: -u-----n---| 4

Cancel

Login Opti F
{a} togin options * Enable parental controls | Open Parental Controls...
&1 Authenticating... ?
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macOS unlocks the preferences a0 0. < — o —
(i) changes to ).
TN Login tems |
G Cl'iCk Guest User. Current User

Paul . Change Password... |

Other Users

0 Guest User 6

Off

Contacts Card:  Open... |
|| Allow user to reset password using Apple ID

V| Allow user to administer this computer

Login Options
m gin LB || Enable parental controls | Open Parental Controls... |

+ (%
iu Click the lock to prevent further changes. L?)
@ Click the Allow guests to log in se <) = o8 o —
to this computer check box
(| changes to ). Current User
o . . Pau!
Visitors can now log in to Admin 1
. Other Users
your Mac using the Guest User Guest User
Enabled, Managed 7 4 Allow guests to log in to this computer
aCCOUﬂt. Enable the guest user so that friends can temporarily log in to your

computer. Logging in to the guest account does not require a
password. Users cannot log in to the guest account remotely. If
FileVault is turned on guest users can only access Safari.

When a guest user logs out, all information and files in the
guest account’s home folder are deleted.

Enable parental controls | Open Parental Contrals... |

|| Allow guest users to connect to shared folders

m Login Options
ol

1
£ Click the lock to prevent further changes. ?

How do visitors log in using the Guest User account?
Once you have activated the Guest User account, follow these
steps to log in to your Mac with the Guest User account:

c Click your user name in the menu bar.
© Click Guest User.

Alternatively, you can click Apple (g§), click Log Out User,
where User is your user name, and then click Log Out. In the
login window, click Guest User.

Login Window...

Users & Groups Preferences...
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CHAPTER 12

Customizing
macOS

mac0S comes with a number of features that enable you to customize
your Mac. For example, you might not like the default desktop
background or the layout of the Dock. Not only can you change the
appearance of macOS to suit your taste, but you can also change the
way mac0S works to make it easier and more efficient for you to use.

@ SystemPreferences Edit View Window Help & = L Wed 9:57 AM Paul Q @ =

System Preferences

Trackpad

Time
Machine

4

.5

TeONIral IR0 cRO@®ATEE
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Display System Preferences

You can find many of the mac0S customization features in System Preferences, a collection of
settings and options that control the overall look and operation of mac0S. You can use System
Preferences to change the desktop background, specify a screen saver, set your Mac’s sleep options,
add user accounts, and customize the Dock, to name some of the tasks that you learn about in this

chapter. To use these settings, you must know how to display the System Preferences.

Open System Preferences

@ 1n the Dock, click System
Preferences ().

The System Preferences appear. e ¢

Fila

General

Displays

)

iCloud

n

Users &
Groups

Desktop &
Sereen Saver

o
Energy
Saver

@

App Store

®

Parental
Controls

Dock

Keyboard

©

Internet
Accounts

(o)

Siri

System Preferences

Mission
Control

Mouse

-’

Extensions

Date & Time

Language
& Region

Trackpad

Network

Time
Machine

Security
& Privacy

-

Printers &
Scanners

0

Bluetooth

@

Accessibility

Q search

g o @

Spotlight

Sound

@

Sharing

Notifications
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Close System Preferences
0 Click System Preferences.

e Click Quit System Preferences.
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&  System Preferences Edit View Window Help i
®C System Preferences Q) [gearch
E @0 BB O E @
IR )]
General Desktop & Dock Mission Language Security Spotlight  Notifications
Sereen Saver Control & Region & Privacy
ol o= N &
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
- Y @ @ 9 @ B &
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
21 ® & = @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine
8 RO Edit  View Window Help a4
® About System Preferences Es‘em i Q fearch
Services >
Hide System Preferences $%H A\ @ @
. Hide Others N#H
Ger ission Language Security Spotlight  Notifications
ontrol & Region & Privacy
Quit System Preferences 2
B o= N &
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
» @ @ 4 @ B &
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
21 &® & = @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

Are there other methods I can use to
open System Preferences?

If you have hidden the Dock (see the
section “Hide the Dock”) or removed the
System Preferences icon from the Dock,
you can click Apple (g§) and then click
System Preferences.

Sometimes when I open System Preferences, I do not see

all the icons. How can I restore the original icons?

When you click an icon in System Preferences, the window
changes to show just the options and settings associated
with that icon. To return to the main System Preferences
window, click < until the window appears. You can also click

Show ALL (::) or press (J+().
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Change the Desktop Background

'I'o give macOS a different look, you can change the default desktop background. macOS offers

a wide variety of desktop background options. For example, macOS comes with several dozen
images you can use, from abstract patterns to photos of plants and other natural images. You can
also choose a solid color as the desktop background, or you can use one of your own photos. You
can change the desktop background to show either a fixed image or a series of images that change
periodically.

Set a Fixed Background Image °
0 In the Dock, click System Preferences (&)

(not shown). ‘ﬂ €l

HHH System Preferences Q, Search

& @
General Desktop & Mission Language Security Spotlight Notifications
. Screen Saver Control & Region & Privacy
e In the System Preferences, click Desktop &
Screen Saver. ) . =
N Y = o= N o
Note: YOU can also n’ght_ch’ck (Or :]_Cljck) Displays E;ae‘:g:t Keyboard Mouse Trackpad PSrclg:‘er:;? Sound St;rst:p

the desktop and then click Change Desktop

Background. Ll & 9
ackground s @ O uw @ @
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
14 ® & & @ @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine
The Desktop & Screen Saver preferences 000 < i e it

appear.

Click Desktop.
e = p ‘- e Sierra
O Click the image category you want to use.

@ To add a folder, you can click Add (<), e
open the folder, and then click Choose. & ek Picures

> Folders

| Change picture: = Every 30 minutes

(A &
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9 Click the image you want to use as the
desktop background.

Your Mac changes the desktop background.

Q If you chose a photo in step 5, click & and
then click an option to determine how your
Mac displays the photo.

Note: Another way to set a fixed background
image is to select a photo in the Photos app,
click Share (17), and then click Set Desktop.

Set a Changing Background Image

@ Click the Change picture check box
(| changes to ).

9 Click g and then click how often you want
the background image to change.

e If you want your Mac to choose the periodic
image randomly, click the Random order
check box (| changes to ).

Your Mac changes the desktop background
periodically based on your chosen interval.
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< 2 Desktop & Screen Saver Q Search

Screen Saver

ﬁ Florence_0158

~ Fill Screen w

¥ Apple - i
| 7l Desktop Pictures
' Solid Colors

» Photos

¥ Folders
|5 Pictures

| | Florence

<

| Change picture: = Every 30 minutes

< 2 Desktop & Screen Saver Q Search

Screen Saver

AR
ﬂ‘! Fill Screen

¥ Apple
|7 Desktop Pictures
' Solid Colors

» Photos

¥ Folders
|5 Pictures

I /

| | Florence

==
Change picture: = Every 30 minutes

&ﬂ Random order o

“EN

How do the various options differ for displaying a photo?

Your Mac gives you five options: Fill Screen expands the photo proportionally in all four directions until it
fills the entire desktop. Fit to Screen expands the photo proportionally in all four directions until the
photo is either the same height as the desktop or the same width as the desktop. Stretch to Fill Screen
expands the photo in all four directions until it fills the entire desktop; the resulting image may no longer
be proportional as a result. Center displays the photo at its actual size and places the photo in the center
of the desktop. Tile repeats your photo multiple times to fill the entire desktop.
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Set Your Mac’s Sleep Options

You can make mac0S more energy-efficient by configuring parts of your Mac to go into sleep mode
automatically when you are not using them. Sleep mode means that your display or your Mac is in
a temporary low-power mode. This saves energy on all Macs, and saves battery power on a notebook
Mac. For example, you can set up macOS to put the display to sleep automatically after a period of
inactivity. Similarly, you can configure macOS to put your entire Mac to sleep after you have not
used it for a specified amount of time.

‘ Set Your Mac’s Sleep Options

open the Energy Saver L] > 295 System Preferences Q Search

Preferences
In the Dock, click System - 0 M H o @ e
Preferences (ﬁ) (nOt ShOWn). General Desktop & Dock Mission Language Security Spotlight  Notifications

Screen Saver Control & Region & Privacy

9 In the System Preferences, click

Energy Saver. - : ﬂ@ﬁ% H‘ ‘ =
= v — {9 e
The Energy Saver preferences Displays lESr\angr;t Keyboard Mouse Trackpad I;rci:r;l;::rg Sound StDa‘_rstEp
appear.
s @ @ ' @ 9 3
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
2O A= e o
Users & Parental siri Date & Time Time Accessibility
Groups Controls Machine
Set Sleep Options for a o < i S— Q Search
Desktop Mac
0 Click and drag the slider to set
. . Turn display off after: [ 4
the display sleep timer. Y N
1 min 18 min 1hr 3hrs Never
Th]S SDECiﬁes the per'iOd Of Prevent computer from sleeping automatically when the display is off
inaCtiVity after WhiCh your Put hard disks to sleep when possible

Wake for network access
Start up automatically after a power failure

Enable Power Nap
‘While sleeping, your Mac can back up using Time Machine and periodically check for new email,
calendar, and other iCloud updates

display goes to sleep.

Schedule... ?
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Set Sleep Options for a ® < = Enargy Savar Q Search
Notebook Mac

0 Click Battery. Power Adapter

9 Click and drag the slider to set Computer slecp: = T ﬂ N
the computer sleep timer for e smin e it
when your Mac is on battery ik e 0 e
power. 1 min 15 min 1hr 3 hrs Mever

Put hard disks to sleep when possible

e Click and drag the slider to

Slightly dim the display while on battery power

set the d1splay Sleep timer fOI' Enable Power Nap while on battery power
When your Mac ]'S on battery While sleeping, your Mac can periodically check for new email, calendar, and other iCloud updates
power.
Battery is charged. Restore Defaults
Show battery status in menu bar Schedule... ?
0 Click Power Adapter. ° < Energy Saver Q search

e Click and drag the slider to set

the computer sleep timer for satiery

when your Mac is plugged in. T . Q
@ click and drag the slider to e e ” e e
set the display sleep timer for LT e 0 T —

When your Mac 'is plugged 'in- 1 min 15 min 1hr 3hrs Mever

Put hard disks to sleep when possible
Wake for Wi-Fi network access

Enable Power Nap while plugged into a power adapter
‘While sleeping, your Mac can back up using Time Machine and pericdically check for new email,
calendar, and other iCloud updates

Battery is charged. Restore Defaults
Show battery status in menu bar Schedule... ?
How do I wake a sleeping display or I changed the display sleep timer, and now I never see
computer? my screen saver. Why?

If your Mac’s display is in sleep mode, you can | You set the display sleep timer to less than your screen
wake it by moving your mouse pointer (k) or saver timer. For example, if you configured the screen

sliding your finger on the trackpad. You can saver timer to 15 minutes and the display sleep timer to
also wake up the display or your entire Mac by | 10 minutes, macOS always puts the display to sleep
pressing any key. before the screen saver appears.
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Change the Display Resolution and Brightness

You can change the resolution and the brightness of the macOS display. This enables you to adjust
the display for best viewing or for maximum compatibility with whatever application you are using.

Increasing the display resolution is an easy way to create more space on the screen for applications
and windows because the objects on the screen appear smaller. Conversely, if you have trouble reading
text on the screen, decreasing the display resolution can help because the screen objects appear larger.
If you find that your display is too dark or too bright, you can adjust the brightness for best viewing.

\ Change the Display Resolution and Brightness

0 In the Dock, click System ® 5
Preferences () (not shown).

9 In the System Preferences, click ﬁ ‘ H E

System Preferences Q, Search

g o @ f

Displays General Desktop & Dock Mission Language Security Spotlight  Notifications
‘ Screen Saver Control & Region & Privacy

FEEET ¢ "_._ |

e -f o E=n — 'H‘ &! b

Displays Eneray Keyboard Mouse Trackpad Printers & Sound Startup

Saver Scanners Disk

*» @ @0 v @ 0
iCloud App Store Internet Extensions Netwerk Bluetoath Sharing

Accounts

21 ® ® & O @

Users & Farental Siri Date & Time Time Accessibility

Groups Controls Machine
The Displays preferences ® < Y e

appear.
9 Click Display. m Color

Resolution: | Default for display
O scaled

1280 = 1024
1024 = 820
800 = 640

Rotation: | Standard B
Refresh Rate: = 60 Hertz B
AirPlay Display: = Off B
Show mirrering options in the menu bar when available ?
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0 Select the resolution: ® < = — Q search
O To have macOS set the S
resolution based on your 00?
display, you can click the Resolution: () Default for display
Default for display option © scaled
(" changes to ©). 61522;022040
© To set the resolution yourself, sleat
you can click the Scaled option
(" changes to @) and then
: : Rotation: = Standard B
click the resolution you want
to use. Refresh Rate: | 60 Hertz B
mac0S adjusts the screen to
the new resolution. AirPlay Display: = Off B
Show mirroring options in the menu bar when available ?
e For some screens, you can click ® < = E— —
and drag the Brightness slider
to set the display brightness. Color
macOS adjusts the screen to Resolution: () Default for display
the new brightness. © scaled
1440 = 900
© If you do not want macOS to 1280 x 800
adjust the notebook screen oo
brightness based on the
ambient light, you can click the ‘
Ambient light compensation Srighness: 5

check box (B4 changes to | ).

AirPlay Display: = Off B

Show mirroring options in the menu bar when available ?

& Ambient light compensation

What do the resolution numbers mean?
These numbers are expressed in pixels,
which are the individual dots that make up
what you see on your Mac’s screen, arranged
in rows and columns. So a resolution of
1440 x 900 means that the display is using
1,440-pixel rows and 900-pixel columns.

Why do some resolutions also include the word “stretched”?
Most older displays use an aspect ratio (width to the height) of
4:3. However, most new displays use a widescreen aspect ratio of
either 16:9 or 16:10. Resolutions designed for 4:3 displays use
only part of a widescreen display. To make them use the entire
display, choose the stretched version of the resolution, although
in some cases this may distort screen text and images.
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Create an App Folder in Launchpad

You can make Launchpad easier to use by combining multiple icons into a single storage area called
an app folder. Normally, Launchpad displays icons in up to five rows per screen, with at least seven
icons in each row, so you can have at least 35 icons in each screen. Also, if you have configured your
Mac with a relatively low display resolution, you might see only partial app names in Launchpad.

All this can make it difficult to locate your apps. However, app folders can help you organize similar
apps and reduce the clutter on the Launchpad screens.

\ Create an App Folder in Launchpad

0 Click Launchpad (#).

@ Launchpad displays icons for . Q . gﬂ @ @

Messages FaceTime Photo Booth Photos iTunes iBooks

each installed application.

9 Click the dot for the Launchpad — ',-ﬁ\'a_ :
screen you Want to Work With- evie Dictionary Calculator er Mission Control

X

System...rences

1 3 2

PeOOU " a B BIROTHOMD

Click and drag an icon that you
want to include in the folder,
and drop it on another icon that :
you want to include in the same 04 P g N g

[5
fo l_der MicrognEt Wiase Excel Micros...utlook  Micros...erPoint  Micros...neNote
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Launchpad creates the app
folder.

© Launchpad applies a name to
the folder based on the type of
applications in the folder.

@ Launchpad adds the icons to Wg X g '

t h ea p p fo l-de r. Microsoft Word  Microsoft Excel

Productivity D

© To specify a different name, you
can click the name and then
type the one you prefer.

e Click the Launchpad screen,
outside of the app folder.

@ Launchpad displays the app

Q

folder. :
. o/
Q To add more icons to the new E . -0 pd N g
app fOlder, Click and dl’ag each Productivity 5 Micros...utlook  Micros...erPoint  Micros...neNote

icon and drop it on the folder.

Note: To launch a program from
an app folder, you can click
Launchpad (#), click the app
folder to open it, and then click
the program’s icon.

How do I make changes to an app folder? How do I remove an icon from an app folder?
Open Launchpad and then click the app folder. To rename | Open Launchpad and then click the app folder.
the folder, click the current name, type the new name, To remove an app, click and drag the app out of

and then press (:-11:1). To rearrange the icons, drag and the folder. Launchpad closes the folder, and you
drop the apps within the folder. When you are done, click | can then drop the icon within the Launchpad
outside the app folder. screen.
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Add a User Account

You can share your Mac with another person by creating a user account for that person. This
enables the person to log in to macOS and use the system. The new user account is completely
separate from your own account. This means that the other person can change settings, create
documents, and perform other macOS tasks without interfering with your own settings or data. For
maximum privacy for all users, you should set up each user account with a password.

\ Add a User Account
In the DOCk' click SyStem 0 System Preferences Q search
Preferences (@) (not shown).
A File Com— 5 gl .
@ 1In the System Preferences, click - M B 19/ @
Users & GrOUpS. General Sgrisekr}%z‘ir Dock ll\.:-lésrfluro; Ls."arr\l%;?g: :gc;il.\u{railg; Spotlight  Notifications
/ — [ =
. = = N A
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
* @ @0 v @ 0 =
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
el ® & & © @
Users & Farental Siri Date & Time Time Accessibility
Groups Controls Machine
o To mOd]fy aCCOUntS, you must [ N} < Users & Groups Q, Search
click the lock icon (&) and
then type your administrator oot Lo
password (ﬁ Changes tO < | ) ::;Im \ Paul Change Password...
. Other Users
e CI']Ck Add (+) Guest User

Off

‘m' Login Options
+ %

Contacts Card:  Open...

| Allow user to reset password using Apple ID

v | Allow user to administer this computer

" Enable parental controls

I &)
ﬂ Click the lock to prevent further changes.

Open Parental Controls...
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The New Account dialog appears.
Click the New Account g and New Account: | Standard M
then click an account type. P Karen@
6 Type the user’s name.
. A tN : k 43
Edit the short username that ceountTame a;:n .
is will be used as the name for your home folder.
macOS creates.
Password: eeseesess 000000 ?
0 Type and retype the user’s
password. Verify: esessees 000000
Type a hint that macOS will
: : Password hint: | First cat + Mom's birth year
display if the user forgets the R v 0 ‘
password.
© click Create User. > Cancel
© mac0S adds the user account to 200 < Users & Groups EErs
the Users & Groups preferences.
Current User
paui . Karen Reset Password...
Admin
Other Users
(B 2 Rl
Guest User
Off
| Allow user to administer this computer
m Login Options | Enable parental controls ~ Open Parental Controls...
+[—[#
é Click the lock to prevent further changes. ?
IPS
Which account type should I use for the new How do I change the user’s picture?
account? Click the user and then click the picture. mac0S
The Standard type is a good choice because it can make displays a list of the available images. If you
changes only to its own account settings. Avoid the see one you like, click it. If your Mac has a
Administrator type because it enables the user to make camera attached and the user is nearby, you
major changes to the system. Consider the Managed with | can click Camera and then click Camera (i)
Parental Controls account type for children. to take the user’s picture.
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Customize the Dock

You can customize various aspects of the Dock by using System Preferences to modify a few Dock
options. For example, you can make the Dock take up less room on the screen by adjusting the
size of the Dock. You can also make the Dock a bit easier to use by turning on the Magnification
feature, which enlarges Dock icons when you position the mouse pointer (k) over them. You can also
make the Dock easier to access and use by moving it to either side of the screen.

\ Customize the Dock

0 In the Dock, click System
Preferences ().

@ 1n the System Preferences, click
Dock.

Note: You can also open the Dock
preferences by clicking Apple (),
clicking Dock, and then clicking
Dock Preferences.

The Dock preferences appear.

Q Click and drag the Size slider to
make the Dock smaller or larger.

O You can also click and drag the
Dock divider: Drag up to
increase the Dock size, and drag
down to decrease the Dock size.

© System Preferences adjusts the
size of the Dock.

Note: If your Dock is already as
wide as the screen, dragging the
Size slider to the right (toward the
Large value) has no effect.
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General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy

N = B8 AR
Displays Energy Keyboard Mouse Trackpad Printers & Startup
Saver Scanners Disk

@ © . @ ©

App Store Internet Extensions Network Bluetooth
Accounts

® & & @ @

Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

Size: = 0

Small

Magnification:
M;n
Position on screen: ) [+]
Left Bottom Right
Minimize windows using: | Genie effect B
Prefer tabs when opening documents: | In Full Screen Only B

Double-click a window's title bar to | zoom [
Minimize windows into application icon
Animate opening applications
Automatically hide and show the Dock
Show indicators for open applications
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0 Click the Magnification check
box (' changes to ).

0 Click and drag the
Magnification slider to set

Size:

Small

the magnification level. : Mwamﬁcaﬁm: :
@ When you position the mouse / iR R
pointer (k) over a Dock icon, Minimiza windows using: [ Gerla wfoct )

Prefer tabs when opening documents: | In Full Screen Only B

your Mac magnifies the icon.

Double-click a window's title bar to | zoom [
Minimize windows into application icon
Animate opening applications
Automatically hide and show the Dock
Show indicators for open applications

Use the Position on screen
options to click where you
want the Dock to appear, such
as the Left side of the screen

(" changes to ©).

© Your Mac moves the Dock to
the new position.

0 Click the Minimize windows D
using [gJ and then click the
effect you want your Mac to
use when you minimize a
window by clicking © in the
window's toolbar: Genie effect
or Scale effect.

wnﬁm)n | i

120940 OREEE

Size:
Small
" Magnification:

Min

Position on screen: @) s 2 0
Left Bottom Right

Minimize windows using: =~ Genie effect

Prefer tabs when opening documents:  In Full Screen Only

Double-click a window's titlebar to _zoom [
Minimize windows into application icon

Animate opening applications

| Automatically hide and show the Dock

Show indicators for open applications

Is there an easier method I can use to control some of these preferences?

Yes, you can control these preferences directly from the Dock. To set the Dock size, click and drag the
Dock divider left or right. For the other preferences, right-click (or (&2 )-click) the Dock divider. Click
Turn Magnification On to enable the magnification feature; click Turn Magnification Off to disable this
feature. To change the Dock position, click Position on Screen and then click Left, Bottom, or Right.
To set the minimize effect, click Minimize Using and then click either Genie Effect or Scale Effect.
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Add an Icon to the Dock

he icons on the Dock are convenient because you can open them with just a single click. You can
enhance the convenience of the Dock by adding an icon for an application you use frequently.

The icon remains in the Dock even when the application is closed, so you can always open the
application with a single click. You can add an icon to the Dock even if the program is not currently
running.

Add an Icon to the Dock

Add an Icon for a Nonrunning

Application 2 - o4l i
@ Click Finder (). o ——— 8w
e Click Applications. ' : '
2 o
¥\ Anuliis Gypsy at Martin 28

Goodman.MOV irg I Ipg irg
= Desktop

e = L B
© Dpownloads =

icloud 4. C 20. e . C 08.
& iCloud Drive i i i ipg irg
= Desktop

B Documents n

Devices

Cabbagetown-02. Cabbagetown - Allan Paris 01.mov IMG_0278.JPG
Shared g Y.J.5 Dr..-Mart.tif  Gardens_1010.jpg

<8 ER o
@

Tags

Click and drag the application
icon, and then drop it inside

the Dock. B 7 mApplicaiuns
= o) Emv| H
i

-

Messages | Microsoft Microsoft Outlook
OneNote

@ Be sure to drop the icon
anywhere to the left of the 221(1“,";.3
Dock divider. y

[ Desktop

=)
()
Maps
n Music B -—'—]
@ Downloads & @ -‘

iCloud Microsoft Microsoft We Mission Control Photo Booth

& iCloud Drive PowerPoint

[ Desktop o
[ Documents .
Devices

Preview QuickTime Player Reminders Safari
Shared

d @& | e

m@mIEQGoQQGO“EI
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© mac0S adds the application’s
icon to the Dock.
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|#% Applications

B=uoov = % &

Favorites
@ AirDrop
E Al My Files

[ Desktop
n Music

° Downloads

icloud
< iCloud Drive
= Desktop
B Documents

Devices

Shared

Tags

Add an Icon for a Running
Application

@ Right-click (or (ETE-click) the

application icon in the Dock.
© click Options.
e Click Keep in Dock.

The application’s icon remains
in the Dock even after you close
the program.

Messages Microsoft Excel Microsoft Microsoft Outlook
OneNote

.

Microsoft Microsoft Word Mission Centrol Notes Phote Booth

PowerPoint
" |
-4 \

Preview QuickTime Player Reminders Safari

/

& | Microsoft Word / !
Open Recent >
Options 2 » Keep in Dock
——

Open at Login
Show in Finder

@OOHd 71aRBROCROMA|

TIPS |

Can my Mac start the application automatically
each time I log in?

Yes. You can configure your application as a login
item, which is a program or similar item that
runs automatically after you log in. Right-click
(or (£:000-click) the application’s Dock icon,
click Options, and then click Open at Login.

How do I remove an icon from the Dock?

Drag it off the Dock, or right-click (or (£ 0-click)
the application’s Dock icon, click Options, and then
click Remove from Dock. If the application is running,
mac0S removes the icon from the Dock when you quit
the program. You can remove any application icon
except Finder ().
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Hide the Dock

hen you are working in an application, you might find that you need to maximize the amount of

vertical space the application window takes up on-screen. This might come up, for example, when
you are reading or editing a long document or viewing a large photo. In such cases, you can size the
window to maximum height, but macOS will not let you go past the Dock. You can work around this by
hiding the Dock. When the Dock is hidden, it is still easily accessible whenever you need to use it.

| Hide the Dock

Turn On DOCk Hiding R Finder File Edit View Go Window Help 6“ [§ Thu719AM Paul Q@ &

@ Right-click (or (ZITT-click)
the Dock divider.

e Click Turn Hiding On.

Turn Hiding On 2
Turn Magnification On
Position on Screen >
Minimize Using 3
Dock Preferences...

File Edit view Go Window Help # T L A Thu719AM Paul Q @

® Finder

@ mac0S removes the Dock from
the desktop.
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® Finder File Edit View Ge Window Help # T [ B Thu7:20AM Paul Q @ &

Display the Dock Temporarily

Move the mouse pointer (k) to the
bottom of the screen.

File Edit View Go Window Help

© mac0S temporarily displays the S i
Dock.

Note: To hide the Dock again, you can
move the mouse pointer (k) away from
the bottom of the screen.

Y

BRBROBRO@ATT EE

Is there a faster way to hide the Dock? How do I bring the Dock back into view?
Yes. You can quickly hide the Dock by pressing (27 0+E3+(2). | When you no longer need the extra screen
This keyboard shortcut is a toggle, which means that you space for your applications, you can turn
can also turn off Dock hiding by pressing (200 + (0 +(C0. off Dock hiding to bring the Dock back
When the Dock is hidden, you can display it temporarily into view. Display the Dock, right-click

by pressing [£:0:]+(] (on some keyboards you must (or (£20)-click) the Dock divider, and
press (@) + (1) + (). then click Turn Hiding Off.
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Add a Widget to the Notification Center

he Notification Center is a macOS application that you use not only to view your latest notifications,

but also to display widgets. A widget is a mini-application, particularly one designed to perform a
single task, such as displaying the weather, showing stock data, or working with reminders. You can
customize the Notification Center to include any widgets that you find useful or informative. macOS
comes with several widgets, and there are also many widgets available via the App Store.

0 Click Notification Center (:=). B

% = L] [ ThuBO0TAM Paul Q@&

Q Click Today.

macOS displays the Notification
Center and its current set of widgets.

€@ Click Edit.

& DO NOT DISTURB :m

Thursday,
August 4t

‘The first thing on your calendar today is
“Books+Code Podcast’, at 1:00 PM.

) CALENDAR

18,355.00 ERELY

TOOU "o lBROT™
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macOS displays its collection of & Fnder Fle E_Ven Go_Wirdow e TR e P & 8 )
WidQEtS W | Natification ltems (5)

& DO NOT DISTURE

(@ o} -; CALCULATOR o

@ Click Add () beside the widget -
you want to add. - Thursday, —
o i i : £ SOCIAL )
© ToDAY (Y WoRLD cLock o@
| @ ITUNES ©

The first thing on your calendar today is
“Books+Code Podcast’; at 1:00 PM.

© [ CALENDAR

1eM
Books+ Code Podcast

20Mm

3IPM
Editorial Board Meeting

% 2 L [@ Thug0ZAM Paul Q@& =

S | Notfication Items (4)

@ mac0S adds the widget to the
Notification Center.

. . DO NOT DISTURE. XD j CALCULATOR ©
0 Click and drag the widget to the

g ) FIND MY FRIENDS (-]
position you prefer. - | Thursday, — -

: : | August 41" |
e Cth DOI’le. Y 1 @ ITUNES -]

& TODRY

mac0S updates the Notification
Center.

The first thing on your calendar today is
"Books+Code Podcast’, at 100 PM.

@ o WORLD CLOCK

Cupertino

& [ GALENDAR

CHeODH

Can I get more widgets? How do I remove a widget from the Notification Center?
Yes, the App Store has a section dedicated | To remove a widget, follow steps 1 to 3 to open the widgets
to Notification Center widgets, some of list for editing, and then click Remove () that appears to
which are free. To see what is available, the left of the widget. macOS removes the widget and adds it
follow steps 1 to 3 to open the widgets to the Items list, just in case you want to use it again later.
list for editing and then click App Store. Click Done.
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Extend the Desktop Across Multiple Displays

ou can improve your productivity and efficiency by connecting a second monitor to your Mac.

To work with an extra display, your Mac must have a video output port — such as a Thunderbolt
port or Mini DisplayPort — that matches a corresponding port on the second display. If you do not
have such a port, check with Apple or the display manufacturer to see if an adapter is available that
enables your Mac to connect with the second display. After you connect your Mac to the display, you
can extend the macOS desktop across both monitors.

0 Connect the second monitor to
your Mac.

e Open System Preferences.

Note: See the section “Display
System Preferences,” earlier in this
chapter.

e Click Displays.

The Displays preferences appear.

0 Click Arrangement.
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o m 0 @ @
= & O o
General Desktop & Dock Mission Language Security Spotlight  MNotifications
Screen Saver Control & Region & Privacy
| = o= N &
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Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
s Q@ 0 v @ 0 =
iCloud App Store Internet Extensions Network Bluetooth Sharing
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1600 = 900
1280 = 720
Brightness:
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O This window represents your Mac’s 800 <

Thunderbolt Display Q, Search
main display.
. . Display Arrangement Color
© This window represents the second
display. o flocatsthe e b deeg ft o6 lfrowt Ol
© This white strip represents the mac0S
menu bar.
Click and drag the windows to set
the relative arrangement of the two
displays. g
| Mirror Displays
AirPlay Display:  Off
Show mirroring options in the menu bar when available Gather Windows ?
0 To move the menu bar and Dock to L] < Thunderbolt Display Q, Search
the second display, click and drag the
menu bar and drop it on the second BIERIaY | iz COOF
diSplay. To rearrange the displays, drag them to the desired position.
To relocate the menu bar, drag it to a different display.
L3
6

AirPlay Display:

| Mirror Displays

Show mirroring options in the menu bar when available

off

~
-

Gather Windows ?

Can I use a different desktop background in each
display?

Yes. To set the desktop background on the second
display, open System Preferences and click Desktop &
Screen Saver. On the second display, use the
Secondary Desktop dialog to set the desktop picture
or color, as described in the section “Change the
Desktop Background.”

Can I just use the second display to show my
main mac0S desktop?

Yes. This is called mirroring the main display
because the second display shows exactly what
appears on your Mac’s main monitor, including the
mouse pointer (k). Follow steps 1 to 4 to display
the Arrangement tab and then click the Mirror

Displays check box (| | changes to ).

259



Customize the Share Menu

he Share menu appears in many macOS applications, including Finder, Safari, Preview, Maps, and

Notes. You use the Share menu's extensions to perform actions on the application’s content. For
example, in Safari you can use the Share menu to create a bookmark; send the page URL via email,
text message, or AirDrop; or share the page on Twitter, Facebook, or LinkedIn. If you find that
extensions are on the Share menu that you never use, you can reduce clutter on the menu by removing
those items. You can also reorder the menu to put the items you use most often near the top.

Customize the Share Menu

Display the Share Menu ®C > i System Preferences Q search
Extensions -
File o el
@ 1In the Dock, click System @2 B A2 2 @
General Desktop & Dock Mission Language Security Spotlight Notifications
Preferences (ﬁ). Screen Saver Contral & Region & Privacy
e In the System Preferences, =
click Extensions. L] J BB — 'ﬁ & —
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
» @ @ L6 0 W
iCloud App Store Internet Extensions  Network Bluetooth Sharing
Accounts
§11 e & @ ©
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine
BEAROGRO®A
The Extensions preferences 00 ¢ i — Q search
appear.
Use Apple and third-party extensions to customize your Mac.
€ Click Share Menu. "
All third-party extensions Select extensions for sharing with others:
@ macOS displays the extensions et SO Add to Reeding List
available for the Share menu. ehotos 7 B e
Markup .
Share Menu ‘ e P
Add to Reading List and 13 more... 7 @ ‘Airbrop
LDD‘:I:YSCEK, Calendar, and 3 more. : Notes 0
U Reminders
D Twitter
n Facebook
(D) vinkedin
?
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Remove a Share Menu Extension

0 To temporarily remove an extension
from the Share menu, click its check
box (B4 changes to ).

The next time you open the Share
menu, you will no longer see the
extension.

Note: macOS moves the disabled extension
to the bottom of the list. To enable the
extension later on, you can scroll to the
bottom of the list and click the extension’s

check box (| changes to ).

Move a Share Menu Extension

Position the mouse pointer (k) over
the name of the icon of the extension
you want to move.

Q Click and drag the extension up or
down to the new menu position and
then release the extension.

The next time you open the Share
menu, you will see the extension in its
new position.

IPS
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[ NS i Extensions Q Search
Use Apple and third-party extensions to customize your Mac.

Al Sel ions for shari ith others:
All third-party extensions elect extensions for sharing with others:
Actions -
Markup a Twitter
Photos n

o
Markup /] Facebook
Share Menu m Linkedin
Add to Reading List and 13

m Vimeo

Today
World Clock, Calendar, and 3 more.. ®® Flickr

& Add to Photos

. Add to Aperture

vk Add People

o - Evernote
?
e0 i Extensions Q Search

Use Apple and third-party extensions to customize your Mac.

All . - .

All third-party extenslons Select extensions for sharing with others:
Actions OO Add to Reading List

Markup

Photos v u_, Mail

Markup
v r Messages

- @ AirD1 merﬂ
LDD?:?C ock, Calendar, and 3 maore... [== Note

u Remin iers
u Twitter 4
'i Facebook
(@D vinkedin

Share Menu
Add to Reading List and 12 more...

Is there a quicker method I can use to
customize the Share menu?

What is the difference between the Share menu and a
share sheet?

Yes, if you are working in an application that
includes the Share menu. If so, click Share ({9)
and then click More. mac0S automatically runs
System Preferences, opens the Extensions
preferences, and selects the Share Menu item.

The Share menu is a list of macOS extensions that let you
share your data. When you select some Share menu items,
such as Facebook or Twitter (see Chapter 9), mac0S
displays a share sheet, which enables you to add extras
such as text and location before you share the data.

261



CHAPTER 13

Maintaining
macOS

To keep macOS running smoothly, maintain top performance, and reduce the
risk of computer problems, you need to perform some routine maintenance
chores. This chapter shows you how to empty the Trash, delete unnecessary

files, uninstall applications, back up and restore your files, recondition your
notebook battery, and more.

Favorites

IMG_0243.JPG IMG_0244.JPG IMG_0245.JPG

iCloud

< iCloud Drive

2 — ~
[E] Desktop
B Documents 8/20/16, 12:06 AM

Devices
IMG_0248.JPG IMG_0250.JPG IMG_0251.JPG

e

1 of 20 selected, 1.84 TB available

Shared

Tags

Cancel Restore
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Empty the Trash

You can free up disk space on your Mac by periodically emptying the Trash. When you delete a file
or folder, macOS does not immediately remove the file from your Mac’s hard drive. Instead, mac0S
moves the file or folder to the Trash. This is useful if you accidentally delete an item because it
means you can open the Trash and restore the item. However, all those deleted files and folders take
up disk space, so you need to empty the Trash periodically to regain that space. You should empty
the Trash at least once a week.

Empty the Trash

0 CI.'ICk the desktop. W Finder :I:r Edit View Go Window Help & La) mmumnom Paul Q. @ =
e Click Finder from the menu.
€ Click Empty Trash.

@ You can also right-click Trash (™)
and then click Empty Trash.

Note: Another way you can select
the Empty Trash command is to 1

press D +E+ CEED.

1000 alBRORO@ETT HF A

macOS asks you to confirm the
deletion.
. Are you sure you want to permanently erase
o Click Empty Trash. the items in the Trash?
mac0S empties the Trash . ! You can‘t undo this action.
(7 changes to ).

e | TSN
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ou can make your macOS desktop easier to scan and navigate by organizing the icons. The mac0S

desktop automatically displays icons for objects such as your external hard drives, inserted CDs
and DVDs, disk images, and attached iPods. The desktop is also a handy place to store files, file
aliases, copies of documents, and more. However, the more you use your desktop as a storage area,
the harder it is to find the icon you want. You can fix this by organizing the icons.

Organize Your Desktop

o Click the desktop.
© click View.

® Finder File Edit RO Go Window Help % = L [@ Thui018AM Paul Q@ =

Clean Up

€ Click Clean Up By. = '*‘! r 4” i

O Click Name. 7. ] .
You can also right-click the ; ﬁ 3 : SEptics
desktop, click Clean Up By, ;
and then click Name, or 1 A
press (D + B3+ @. i Y et

Eel, Xy e
(@ Your Mac organizes the icons e e

alphabetically and arranges
them in columns from right . _ : J"‘"-’f?;.;,_“.:"‘ s

to left. At “ /_

Introducing Cloud 02 You've Gota
Computing  LotOn Y...ind.mda

x{ .

Microsoft Excel cahbaguown 02.f
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Check Hard Drive Free Space

'I'o ensure that your Mac’s hard drive does not become full, you should periodically check how
much free space it has left. If you run out of room on your Mac’s hard drive, you will not be able
to install more applications or create more documents, and your Mac’s performance will suffer. To
ensure your free space does not become too low — say, less than about 50GB — you can check how
much free space your hard drive has left. You should check your Mac’s hard drive free space about

once a month.

Check Hard Drive Free Space

Check Free Space Using Finder LD —— —
@ Click Finder (&) e e = o i
@) Airbrop
o Click any folder on your B Aty s
Mac’s hard drive, such as e
Downloads, as shown here. E 2 usic
Note: Do not click Desktop, o
because that might only show you S
how much free space you have 5 Documents
on your iCloud account. °:':
e In the status bar, read the =

available value, which tells
you the amount of free space

0 items, 53.28 GB available

B lIRORO®A

left on the hard drive.

If you do not see the status bar,
press (+(7). Cover Fow

Clean Up

Display Free Space on the JomnBEG y
Des ktO p Show Tab Bar TGRT g
. , Show Path Bar L8P
o Display your Mac’s HD (hard Hide Status Bar 3/ B
Hide Sidebar LS

drive) icon on the desktop, Show Preview

as described in the first Tip.
o Click the desktop.
€@ Click View.
e Click Show View Options.

Note: You can also run the Show
View Options command by pressing

a+0.

Hide Toolbar T
Customize Toolbar...

Show View Options  ~

Enter Full Scre:
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The Desktop dialog appears.

Click the Show item info check
box (| changes to ).

@ Your Mac displays the amount of
free hard drive space under the
Macintosh HD icon.

lcon size: 64 =64

N Tue 10:43AM Paul Q @ =
Deskiop a

e Ve

Grid spacing:

P Macintosh HD
T 108.44 G...28 GB free A

Text size: | 12 B

Label position:
© Bottom () Right

% Show item info
Show icon preview
Sort by: | None

@ Drag the Icon size slider until
you can read all the icon text.

@ I you still cannot read all the
text, click the Text size [g and
then click a larger size.

© Cclick Close (®).

& = L] [w Tue10:444AM Paul Q @& =
Desktop 6

Icon size: 108 x 108 =
T v ey 1 —

Grid spacing:

Text size: | 11 Macintosh HD
| 108.44 6B, 53.27 GB free

Label position:
© Bottom () Right

Show item info
Show icon preview

Sort by: | None B

My Mac’s hard drive icon does not appear
on the desktop. How do I display it?
Click the desktop, click Finder in the menu
bar, and then click Preferences. Click the
General tab, click the Hard disks check
box (| changes to ), and then click
Close (@).

What should I do if my Mac’s hard drive space is
getting low?

First, empty the Trash, as described earlier in this chapter.
Next, uninstall applications you no longer use, as described
in the next section. If you have large documents you no
longer need, either move them to an external hard drive or
flash drive, or delete them and then empty the Trash.
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Uninstall Unused Applications

f you have an application that you no longer use, you can free up some disk space and reduce

clutter in the Applications folder by uninstalling that application. When you install an application,
the program stores its files on your Mac’s hard drive, and although most programs are quite small,
many require hundreds of megabytes of space. Uninstalling applications you do not need frees up the
disk space they use and removes their icons or folders from the Applications folder. In most cases,
you must be logged on to macOS with an administrator account to uninstall applications.

Uninstall Unused Applications

@ Click Finder (&).
@ Click Applications.

Click and drag the application
or its folder and drop it on
Trash ().
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N Finder wants to make changes. Type your

macOS prompts you for an
administrator password.

password to allow this.

e Type the password. H:_

© Click OK. it ]

Password: I

@ macOS uninstalls the ece 4 Appiications
application. [ <] > S W @m i) O || O Q Search

Favorites .

. | @ W |

& All My Files = e
_ Image Capture iMovie iTunes Launchpad Mail

= Desktop

T Music = = .

© Downloads ﬁx@ e E.

i ioud Maps Messages Microsoft Excel Microsoft Outlook Microsoft
<2 iCloud Drive PowerPoint
= Desktop —

P @ = iﬂ ﬁ

Devices : == -

Shared Microsoft Word Mission Control Nates Photo Booth Photos

— — L A ==\ o, .

40 items, 53.36 GB available i
Is there another way to uninstall an application? = Snapz Pro X
Yes, in some cases. A few Mac applications come with B =Shon & 6| I O | ¥~
a separate program for uninstalling the application: & Photos @ Ambrosia’s web site.webloc
% Preview % Audio captur..ap Studio.pdf
o Follow steps 1 and 2. @ QuickTime Player [ extras ,
i) Reminders & Snapz Pro X
. .y ar s @ safari % Snapz Pro X 2 Manual.pdf
e Open the application’s folder, if it has one. &_i - B & Snops Prox 2.1 Menuatpd
. . . - Stickies | Snapz Pro X notes.txt
Note: Some programs store their uninstallers in @ system Preferences i Snapz Pro X Uninstaller 3
Utilities, which is a subfolder of Applications. | Textedit
e Double-click the Uninstall (or Uninstaller) icon and then follow the instructions on-screen.
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Force a Stuck Application to Close

hen you are working with an application, you may find that it becomes unresponsive and you

cannot interact with the application or even quit the application normally. In that case, you can
use a macOS feature called Force Quit to force a stuck or unresponsive application to close, which
enables you to restart the application or restart your Mac.

Unfortunately, when you force an application to quit, you lose any unsaved changes in that
application’s open documents. Therefore, you should make sure the application really is stuck before
forcing it to quit. See the second Tip for more information.

o Click Apple (). Finder File Edit View Go Window Help %

o Click Force Quit.

About This Mac

System Preferences...
App Store...

Recent Items

Force Quit...

Sleep
Restart...
Shut Down...

Log Out Paul...
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The Force Quit Applications
window appears.

e Click the application you want
to shut down.

O click Force Quit.

Your Mac asks you to confirm
that you want to force the
application to quit.

e Click Force Quit.

Your Mac shuts down the
application.

G Click Close (@) to close the
Force Quit Applications window.
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0 Force Quit Applications

If an app doesn‘t respond for a while, select its
name and click Force Quit.

© Photos (not responding) 3

=3 Preview
@ System Preferences
& Finder

You can cpen this windew by pressing
Command-Option-Escape.

Force Quit Applications

Do you want to force “Photos” to quit?

You will lose any unsaved changes.

You can cpen this window by pressing
Command-Option-Escape.

Force Quit

Are there easier ways to run the Force
Quit command?

Yes. From the keyboard, you can run the Force

Quit command by pressing (/2 0+ 0+ 0.
If the application has a Dock icon, press and

hold (£ )+, click the application’s

Dock icon, and then click Force Quit.

If an application is not responding, does that always
mean the application is stuck?

Not necessarily. Some operations — such as recalculating a
large spreadsheet or rendering a 3-D image — can take a
few minutes, and the application can appear stuck. Low
memory can also cause an application to seem stuck. In this
case, try shutting down applications to free some memory.
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Configure Time Machine Backups

ne of the most crucial macOS maintenance chores is to configure your system to make reqular

backups of your files. Macs are reliable machines, but they can crash and all hard drives
eventually die, so at some point your data will be at risk. To avoid losing that data forever, you need
to configure Time Machine to perform regular backups.

To use Time Machine, your Mac requires a second hard drive. This can be a second internal drive on a
Mac mini, but on most Macs the easiest course is to connect an external hard drive.

Configure Time Machine Backups

0 Connect an external USB or
Thunderbolt hard drive to
your Mac.

If macOS asks if you want to
use the hard drive as your
backup disk, click Use as
Backup Disk and then skip the
rest of these steps.

0 Click System Preferences ().

The System Preferences appear.

e Click Time Machine.

The Time Machine preferences
appear.

0 Click Select Backup Disk.
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o0 it System Preferences
File Fo— . oy
f @ B H O g @
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
P > [ ==
- . = N 2
|
. )
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
*» @ @ v @ 0
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
s
L8 b —
N ® ® = €
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

@ System Preferences Edit View Window Help ok

000 <

Time Machine

"\/;.
Time Machine

|| Back Up Automatically

~
' Click the lock to prevent
further changes.

Select Backup Disk... 4

Time Machine keeps:

= 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 becomes full.

| Show Time Machine in menu bar Options... ?
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Time Machine displays a list of

Time Machine

available backup devices.
e Click the external hard drive.
@ Click Use Disk.

Note: If the drive contains data,
Time Machine will ask you to
confirm that you want the drive’s
data erased. If you are sure the
drive contains no valuable
information, you can click Erase.
Otherwise, click Don’t Erase, check
the drive’s contents, and then
repeat these steps.

| Back Up

Time Ma

~
E" Click the lock to prevent
further changes.

"~ | Macintosh HD 2
5.92 GB

— | Macintosh HD 3
12.43 GB

P Seagate Backup Plus Drive

5

- 157 7TB

Other AirPort Time Capsule

Set up an AirPort Time Capsule that is not listed here

? [ Encrypt backups

I es full.

|| Show Time Machine in menu bar Options... '_?

() Time Machine enables backups

Time Machine Q search

and prepares to run the first
backup automatically in
2 minutes.

@ Click Close (®).

Time Machine

Back Up Automatically

' Click the lock to prevent
further changes.

Seagate Backup Plus Drive
2TB of 2 TB available
Oldest backup: None

Latest backup: None

Next backup: 119 semnds‘..ﬂ

Select Disk...

Time Machine keeps:

= Hourly backups for the past 24 hours
« Daily backups for the past month
» Weekly backups for all previous months

The aldest backups are deleted when your disk becomes full.

| Show Time Machine in menu bar Options...

?

How do Time Machine backups work?
Time Machine backups are handled automatically as
follows:

e The initial backup occurs 2 minutes after you
configure Time Machine for the first time. This
backup includes your entire Mac.

® Another backup runs every hour. These hourly
backups include files and folders you have changed
or created since the most recent hourly backup.

¢ Time Machine runs a daily backup that includes
only those files and folders that you have
changed or created since the most recent daily
backup.

¢ Time Machine runs a weekly backup that includes
only those files and folders that you have
changed or created since the most recent weekly
backup.
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Restore an Earlier Version of a File

f you improperly edit or accidentally overwrite a file, some apps enable you to revert to an earlier

version of the file. Why would you want to revert to an earlier version of a file? One reason is that
you might improperly edit the file by deleting or changing important data. In some cases, you may
be able to restore that data by going back to a previous version of the file. Similarly, if you overwrite
the file with a different file, you can fix the problem by restoring an earlier version of the file.

Restore an Earlier Version of a File ‘

0 Open the file you want to
restore.

© Click File.

€ Click Revert To.

Note: If you do not see the Revert
To command, it means the
application does not support this
feature.

@ To restore the most recently
saved version, you can click
Last Saved.

@ To restore the most recently
opened version, you can click
Last Opened.

@ Click Browse All Versions.
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If you've been working so hard lately that you feel as though you're practically
living in your cubicle, that’s at least a linguistically appropriate feeling. That's
because the word cubicle comes from the Latin term cubiculum, which roughly
translates as "bedroom." That was how cubicle was used in English until around
the 16th century. About 300 years later,
cubicles resurfaced as small sleeping
areas that were separated using
wooden partitions that didn't quite reach
the ceiling.

The office cubicle as we know it today
was the brainchild of a fellow name
Harold Probst, who worked for the
Herman Miller company in the 1960s.
Before Mr. Probst came along, offices
were arranged bulipen-style, with desks
out in the open in regimented rows, the
workers arranged like so many galley slaves. Probst saw much wrong with this
design, including what he memorably called the "idiot salutation problem": the
constant interruptions caused by every Tom, Dick, and Harriet saying "Hello" to
you as they walked by.
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The restore interface appears.

@ This window represents the
current version of the file.

() Each of these windows
represents an earlier version
of the file.

@ This area tells you when the
displayed version of the file
was saved.

Restore ‘od: F

(® You can use this timeline to
navigate the earlier versions.

Q Navigate to the date that
contains the version of the
file you want to restore.

Note: See the first Tip to learn
how to navigate the Time Machine
backups.

G Click Restore.

macOS reverts the file to the
earlier version.

6

How do I navigate the previous Can I restore a previous version without overwriting the
versions? current version of the file?
There are two methods you can use: Yes, you can restore a copy of the file. This is useful if the

e Use the timeline on the right side of current version has data you want to preserve, or if you want
the window to click a specific version. = to compare the two versions. Follow steps 1 to 5 to navigate
to the version you want to restore. Press and hold (£, and

e (lick the title bars of the version then click Restore a Copy.

windows.
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Restore Files Using Time Machine

f you have configured macOS to make regular Time Machine backups, you can use those backups
to restore a lost file. If you accidentally delete a file, you can quickly restore it by opening the
Trash folder. However, that does not help you if you have emptied the Trash folder. Similarly, if the

program or macOS crashes, a file may become corrupted.

Because Time Machine makes hourly, daily, and weekly backups, it stores older copies of your data.
You can use these backups to restore any file that you accidentally delete, has become corrupted, or
you need an earlier version of.

‘ Restore Files Using Time Machine

o Cljck F-inder (i‘)- .l- .Flndar File Edit View Go  Window ;e:.sm 5 =
< Bl= wwo gz s e O Sazren
e Open the folder you want to . m— wtime machine
&) AirDrop
restore, or the folder that B e
. . Applications IMG_0242.0PG
contains the file you want to 9 Deskop
J1 Music
restore. Pt = \ )
e pase S
Note: If you have repaired or o Time Machine
replaced your original hard drive, iy o '
you can restore the entire drive by i : Bt el o
. s 9 | | 4 Time Machine St
pressing 1)+ J+(%) and then = = o

double-clicking the drive (usually
Macintosh HD).

€@ Click Spotlight ().
@ Type time machine.
e Double-click Time Machine.

The Time Machine interface

appears.
@ Each window represents a
. .
backed-up version of the folder. e
[ Fiesole
() This area tells you when the LS| LRI .
displayed version of the folder . P T
was backed up. o ﬁ i
0 You can use th'is t'imeljne to ::Es 1MG_0249.0PG 1MG.0250.PG IMG_0251.0PG.

navigate the backed-up versions. =]
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Q Navigate to the date that
contains the backed-up version
of the folder or file.

Note: See the Tip to learn how to .°° o et
iesole
navigate the Time Machine backups. B=ro = %
0 If yOU are I’eStOH ng da ﬁl.e, Cth icloud IMG_0243.JPG IMG_0244.JPG IMG_0245.JPG
the ﬁle & iCloud Drive
M Desktop o
- = d-om [

Q Click Restore. — — L [

IMG_0249.JPG IMG_0251.0PG

Shared

Tags

1 of 20 selected, 1.84 TB available — e

Cancel Restore

If another version of the folder Fiesole
or file already exists, Time < g2l =|mn o (= !
Machine asks if you want to — -
eep 1t or replace 1t. @) AirD
@ Airbrop IMG_0243.JPG IMG_0244.JPG IMG_0245.JPG
© Cclick Replace. £ Al My Files
. . ¥A; Applications —=
Time Machine restores the folder v~ | |
. {5 Desktop o0
or ﬁ le‘ n Music - The location to which you're restoring “IMG_0250.JPG"
-:3' already contains an item with the same name. Do you want to
o Downloads 2" replace it with the one you're restoring?
o Keep Original Keep Both Replace
¢ iCloud Drive
=] Desktop B
) 1 of 20 selected, 52.8 GB available — 0.

How do I navigate the backups in the Time Machine interface?
Here are the most useful techniques:

e (lick the top arrow to jump to the earliest version; click the bottom arrow to return to the most recent
version.

® Press and hold (53 and click the arrows to navigate through the backups one version at a time.
e Use the timeline to click a specific version.
e (lick the version windows.
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Recondition Your Mac Notebook Battery

o get the most performance out of your Mac notebook’s battery, you need to recondition the

battery by cycling it. Cycling a battery means letting it completely discharge and then fully
recharging it again. Most Mac notebook batteries slowly lose their charging capacity over time. For
example, if you can use your Mac notebook on batteries for 4 hours today, later on you will only
be able to run the computer for 3 hours on a full charge. You cannot stop this process, but you can
delay it significantly by cycling the battery once a month or so.

Recondition Your Mac Notebook Battery

Display the Battery Status
Percentage

o Click Battery Status (za).
@ Click Show Percentage.

Your Mac shows the percentage
of available battery power
remaining.

Cycle the Battery

o Disconnect your Mac notebook’s
power cord.

() The Battery Status icon changes
from @4 to mm.

278

Tue 2210 PM  Paul McFedries Q @

Battery Is Charged
bwer Source: Power Adapter

No Apps Using Significant Energy

Show Percentage 2

Open Energy Saver Preferences...
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Tue 4:13PM Paul McFedries Q @ :

o Operate your Mac notebook = [ 95%
normally by running
applications, working with
documents, and so on.

9 As you work, keep your eye on
the battery status percentage.

When the battery status reaches = [ %@ Wed1:02PM PaulMcFedries Q @ :
8% the meter turns red, and
when the status reaches 5%,
macOS warns you that the system
will soon go into sleep mode.

e Click Close.
e Reattach the power cord.

Low Battery
Q Your Mac will sleep soon unless plugged Close 4
into a power outlet.

Your Mac restarts and the = [L] 100% @ Wed 11:40 PM Paul McFedries Q @ =
Battery Status icon changes

from = to 3.

@ Leave your Mac plugged in at
least until the battery status
shows 100%.

I do not see the battery status in my menu bar. How do I display it?
Click System Preferences (@) in the Dock to open System Preferences, and then click Energy Saver. In the
Energy Saver window, click the Show battery status in menu bar check box (| changes to ). Click Close ().
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Restart Your Mac

f an application is behaving erratically or if a device attached to your Mac stops working, it often
helps to restart your Mac. By rebooting the computer, you reload the entire system, which is often

enough to solve many computer problems.

For a device that gets power from the Mac, such as some external hard drives, restarting your Mac
might not resolve the problem because the device remains powered up the whole time. You can
power cycle — shut down and then restart — such devices as a group by power cycling your Mac.

Restart Your Mac

Restart Your Mac

@ click Apple (gf).

o Click Restart. pp Store...
Recent ltems
Force Quit...

Sleep
Restart...
Shut Down..."

Log Out Paul...

Your Mac asks you to confirm.
€ Click Restart.

Note: To bypass the confirmation
dialog, you can press and hold

when you click the Restart
command.
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| BCJ Finder File Edit View Go Window Help

Are you sure you want to restart your
computer now?

If you do nothing, the computer will restart automatically
in 51 seconds.

@Renpen windows when logging back in
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Power Cycle Your Mac [ICW Finder File Edit View Go Window Help

@ click Apple (g).
© Click Shut Down.

Recent Items
Force Quit...

Sleep
Restart...

Your Mac asks you to confirm.

Note: To bypass the confirmation
dialog, you can press and hold
when you click Shut Down.

€ Click Shut Down.

Wait for 30 seconds to give all
devices time to spin down.

e Turn your Mac back on.

TIP

Are you sure you want to shut down your
computer now?

If you do nothing, the computer will shut down
automatically in 58 seconds.

@Reopen windows when logging back in

(such as USB devices) are properly inserted.
e If a device is battery-powered, replace the batteries.

stop spinning, and then turning it back on again.
® C(lose all running programs.

click Log Out — and then log back in again.

What other basic troubleshooting techniques can I use?
e Make sure that each device is turned on, that cable connections are secure, and that insertable devices

e If a device has an on/off switch, power cycle the device by turning it off, waiting a few seconds for it to

® Log out of your Mac — click Apple (g§); click Log Out User, where User is your Mac username; and then
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Working with
iCloud

You can get a free iCloud account, which is an online service that lets you
automatically synchronize data between iCloud and your Mac (as well as your
iPhone, iPad, or iPod touch). You can also use iCloud to generate website
passwords, store documents online, and locate a lost Mac.

@ Safari File Edit View History Bookmarks Window Help af [ [F Tue12:02PM Paul Q @ =

2808 <> O icloud.com

Tuesday

9

Contacts Calendar

(©

Find Friends Find iPhone Settings
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Create an Apple ID

'I'o use iCloud, you need to create a free Apple ID, which you use to sign in to iCloud on the web
and to synchronize your Mac and other devices. An Apple ID is an email address. You can use an
existing email address for your Apple ID. When you use an existing email address, you are required to
verify via email that the address is legitimate. Once you have created an Apple ID, you can use it to
sign in to iCloud on the web, on your Mac, and on devices such as your iPhone or iPad.

Create an Apple ID ‘

0 Click System Preferences ().
The System Preferences appear.
© click iCloud.

The iCloud preferences appear.
9 Click Create Apple ID.
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[ N System Preferences Q_ |search
File = o .
B Ooa O
Oos
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
- L Yy
o s )
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
@ @ 0 o @ 0 W
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
o
<. A8 4
81 @ & = @
Users & Parental Sirl Date & Time Time Accessibility
Groups Controls Machine

[N £ iCloud Q Search
iCloud lets you access your music, photos, contacts, calendars, and
more on your devices, automatically.
- . Learn more about iCloud.
Sign in with your Apple ID:
. I | i
I C OUd Create Apple ID... 0 Forgot Apple ID or password?
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The first dialog for creating

an Apple 1D appears. ; I mnbtl'r‘t':d;:‘:'s used to determine which services to set

e Click the three Birthday pop-up > . " -
menus to choose your month, Foer Rl ® e M

day, and year of birth. Cancel m
© click Continue.

e Type your name. I Get started with your name, email address, and password.
0 Type the email address you want Name: Paul McFedries @
to use.

Email address: tyvmacossierra@mcfedries.com 0
e Type the password (twice). This will be your new Apple ID.

A Get a free iCloud email address...
© Click Next.

Password: sssssssssssss E

Your password must be at least 8 characters,
include a number, an uppercase letter, and a
lowercase letter.

~| Announcements from Apple
Get announcements, recommendations, and
updates about Apple products, services,
software updates, and more.

coe | TS

TIP

iCloud does not accept my password. Why?

Apple has fairly stringent requirements when it comes to the passwords used for iCloud accounts. First, the
entire password must be at least eight characters long. Anything less and Apple rejects it. Also, the password
must include at least one character from each of the following three sets: lowercase letters, uppercase letters,
and numbers. If you do not use at least one character from each of those sets, Apple will reject your password.
Finally, spaces are not allowed, so make sure you are not including any spaces in your password.

continued P>
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Create an Apple ID (continued)

[though there is nothing to stop you from using any email address as your Apple ID, you really

should use an address that belongs to you. Also, you need to be able to retrieve and read
messages that are sent to that address, because this is part of the verification process. That is,
once you give Apple your details and agree to the terms of service, Apple will send a verification
message to the email address you provided. Before you can use your iCloud account, you must click a

verification link in that message.

Create an Apple ID (continued)

@ For each security question, click
to select a question and then type
an answer.

@ Click Next.

@ Click the check box (| changes
to ).
) Click Agree.

286

Create security questions for your Apple ID. These
questions are used to verify your identity when updating
your account.

Security questions: What is your dream job? M)

Apple

What was the first name of your fir

Steve

What is the name of the street _\_.\_rh_e_

Woz

Terms and Conditions

A. iCloud Terms and Conditions
It is important that you read and understand the following terms. By clicking
"Agree," you are agreeing that these terms will apply if you choose to access
or use the iCloud service. More...

B. Game Center Terms and Conditions
It is important that you read and understand the following terms. By clicking
"Agree," you are agreeing that these terms will apply if you choose to access
or use the Game Center service. More...

€. Privacy Policy
The Apple Privacy Policy was updated on September 17, 2014. Moare...

D. 0S5 X Software License Agreement
By clicking "Agree,” you are agreeing to be bound by these Apple and third
party terms. More...

A copy of these Terms and Cenditions is available at http:{jwww.apple.comflegalficloudww/

| have read and agree to the OS X Software License Agreement, iCloud, Game
Center Terms and Conditions, and the Apple Privacy Palicy.

Apple ID & Privacy Cancel Agree

13



Apple sends an email message
to the address you typed in
step 7.

@ In your email program, open
the message from Apple.

@ Click Verify now.

Apple prompts you to sign in to
verify your email address.

@ Type your Apple ID (that is, the
email address from step 7).

@ Type your password.

@ Click Continue.
Apple verifies your address and

then macOS sets up your iCloud
account on your Mac.

P
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+ = == —
| 4= = 5 G BRI e R i S
Back  Compose Reply  Replyall  Foward  Delete Move Print Mark More
£ 1mbox [ 1] Verify your Apple ID. Messag
# Drafts From Apple L+
@ semt To tyvmacossierra@mcfedries.com L%
— Reply-To  appleid_usen@email.apple.com L*
gank Date Today 13:23
=
L Trash
Dear Paul McFedries,
You have selected tyvmacossierra@mcfedries.com as your new Apple ID. To
verify this email address belongs to you, click the link below and then sign in
using your Apple ID and password.
Verify now > @
Why you received this email.
Apple requires verification whenever an email address is selected as an Apple ID.
Your email cannot be used until you verify it.
If you didn't make these changes or you believe an unauthorized person has
accessed your account, you should change your password as soon as possible
from your Apple ID account page at https://appleid.apple.com.
Apple Support
App|e |D Sign In Create Your A|

Verify Email Address

Apple 1D and Password Required

Enter your Apple ID and password to verify
tyvmacossierra@mcfedries.com

tyvmacossierra@mcfedries.com @

]

Continue @

Why do I not see any iCloud data on my Mac?
At this point, you have verified your address and macOS has set up your new iCloud account on your Mac.
However, mac0S does not synchronize any iCloud data automatically. Instead, you need to sign in to iCloud
on your Mac and then choose which services you want to synchronize between your Mac and iCloud. See
the section “Set Up iCloud Synchronization,” later in this chapter, for details.
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Sign In to iCloud Online

[though you can access most iCloud features using your Mac, you can also sign in online using

a web browser, which is useful if you need to access iCloud data when using someone else’s Mac
or Windows PC. Most modern browsers work well with iCloud, but Apple recommends that you use at
least Safari 8, Firefox 22, Internet Explorer 10, or Chrome 28.

To sign in to iCloud using a Mac, you must be using at least 0S X Lion 10.7.5, although Apple
recommends 0S X Yosemite (10.10.3) or later. To access iCloud using a Windows PC, the PC must be
running Windows 7 or later.

Sign In to iCloud Online ‘

o In your web browser, type & sSafari File Edit View History Bookmarks Window Help w = J
WWW.'iCloud.Com. 288 < > 0 i‘ www.icloud.com| g l
Top Hit
o Press M' # iCloud — https:/fwww.icloud.com
H | Google Search
WILEY n - Q. www.icloud.com
[ PH ;] - fc] o]
Wiley: Digital Bookmarks Word Spy Amazon.com McFedries.com|
Cameras & Ph...
a WILEY
\\-;"' %
Read Later Amazon.ca Google The VPus-t-man ‘Wiley: Softwarg
App Design
fops _A The
YAHOO! Weather
Channel
Yahoo Bing Wikipedia The Weather

Channel

The iCloud Login page appears.

e Type your Apple ID in the Apple ID
text box.

O Type the password for your Apple ID
in the Password text box.

Sign in to iCloud

| tyvmacossierr’a@mcfedries.com0

@

B Keep me signed in

Forgot Apple ID or password?

Don't have an Apple ID? Create yours now.
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O If you want iCloud to sign you in
automatically in the future, you
can click the Keep me signed in
check box (| changes to ).

© click Sign In (3).

Sign in to iCloud

tyvmacossierra@mcfedries.com

A v Keep me signed in

Forgot Apple ID or password?

Don't have an Apple ID? Create yours now.

The first time you sign in,
iCloud prompts you to configure
some settings.

Click Add Photo, drop a photo
on the dialog that appears, and
then click Done. AdEEEP L0

0 Click Start Using iCloud.
Paul McFedries

English ©

Pacific Time &

Start Using iCloud > 7

| TIPS |
Can I sign in from my Mac? How do I sign out from iCloud?
Yes. Click System Preferences (@) in the Dock (or When you are done working with your iCloud account,
click g§ and then click System Preferences) and if you prefer not to remain signed in to your account,
then click iCloud. Type your Apple ID and password | click your account name in the upper-right corner of
and then click Sign In. the iCloud page and then click Sign Out.
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Set Up iCloud Synchronization

You can ensure that your Mac and your iCloud account have the same data by synchronizing

the two. The main items you will want to synchronize are email accounts, contacts, calendars,
reminders, and notes. However, there are many other types of data you may want to synchronize to
iCloud, including Safari bookmarks, photos, and documents. If you have a second Mac, a Windows PC,
or an iPhone, iPad, or iPod touch, you can also synchronize it with the same iCloud account, which
ensures that your Mac and the device use the same data.

Set Up iCloud Synchronization

0 Click System Preferences (@8).
The System Preferences appear.

@ click iCloud.

The first time you open iCloud,
mac0S prompts you to choose
which iCloud services you want
to use.

e If you do not want to sync your
data to iCloud, click the Use
iCloud for Contacts, Calendars,
Reminders, Notes, and Safari
check box (B4 changes to | ).

O 1 you do not want to use
iCloud to locate your Mac, click
the Use Find My Mac check box
(#3 changes to | ).

© Click Next.
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Groups

B aliR0eR0@A=

Controls

e 0 " i System Preferences | Q jsearch

File e e > o .
- a o

ans
General Desktop & Dock Mission Language Security Spotlight  Notifications

Screen Saver Control & Region & Privacy
py o (=
Displays Energy K Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
@ &0 0 v @ 0 =
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts

n @ e k_ﬁjd @ @
Users & Parental Siri Date & Time Time Accessibility

Machine

iCloud

Q search

Do

iCloud

o @

Use iCloud for C

Notes, and Safari

“Your contacts, calendars, reminders, notes, and bookmarks
will be uploaded and stored in iCloud so they can be

accessed anywhere.

Use Find My Mac

Find My Mac allows you to locate this Mac on a map, send it
messages, and remotely lock or erase it.

, Calendars, Remind
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If you elected to use Find

My Mac, mac0S asks you to Allow Find My Mac to use the location of this Mac?
confirm.

@ Click Allow.

Find My Mac is part of iCloud and helps you locate, lock, or erase
| alost Mac.

(s Not Now
The iCloud preferences appear. R < e — —
0 Click the check box beside a
type of data you want to sync ) icloud drive Options...
~Ich to ().
(L changes to ) 2 & rhotos _ Options...

Note: If you do not want to sync
a type of data, click its check box e
(2 changes to | ). If macOS asks e e i kel o M B conecs

if you want to keep or delete the Account Details

iCloud data that you are no longer ey T caoncars
syncing, click Keep or click Delete U Reminders
from Mac.

Your Mac synchronizes the data

=
with your iCloud account. kool Noles
You have 5 GB of iCloud storage.

Sign Out 5 GB Available Manage...

What happens if I modify an appointment, contact, bookmark, or other data in iCloud?

The synchronization process works both ways. That is, all the Mac data you selected to synchronize is sent to
your iCloud account. However, the data on your iCloud account is also sent to your Mac. This means that if
you modify, add, or delete data on your iCloud account, those changes are also reflected in your Mac’s copies.
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Set Up iCloud Keychain

You can make it easier to navigate secure websites by setting up iCloud Keychain. A keychain is a
master list of usernames and passwords that a system stores for easy access by an authorized user.
iCloud Keychain is a special type of keychain that stores website passwords auto-generated by Safari,
as described in the next section, “Generate a Website Password.” This means that you do not have to
remember these passwords because Safari can automatically retrieve them from your iCloud account.

Set Up iCloud Keychain

0 Click System Preferences ().
The System Preferences appear.
© click iCloud.

The iCloud preferences appear.

9 Click the Keychain check box
(" | changes to ).

Note: If macOS prompts you to
create a password to unlock your
screen, see Chapter 11.

mac0S prompts you for your
Apple ID password.

0 Type your password.

© click ok.
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System Preferences

Q |search

General Desktop &

Screen Saver

! i

Displays Energy
Saver

@ O

iCloud App Store

Users & Parental
Groups Controls

H O a @

Dock Mission Language Security Spotligh
Control & Region & Privacy
[ |
N
Keyboard Mouse Trackpad Printers & Sound
Scanners
Internet Extensions Network Bluetooth Sharing
Accounts
A & @ @
Sirl Date & Time Time Accessibility
Machine

t Notifications

=

Startup
Disk

iCloud

Paul M

Enter your Apple ID password to set up iCloud Keychain.

Enter the Apple ID password for “paulmcfedries@mac.com”.

Password: E—

corcel | )

paulmcfedries@mac.com

Account Details

Sign Out

T —

-
|__ Notes

-\
v "?l Keychain

- Back to My Mac
Turn on sharing to access this Mac.

= Q Find My Mac

You have 25 GB of iCloud storage.

| Photos and Videas 12.31 GB Available

Details...

Manage...




mac0S prompts you to enter an
iCloud security code.

@ Type a six-digit security code.
@ Click Next.

mac0S prompts you to confirm
the iCloud security code.

e Repeat steps 6 and 7 to confirm
the security code.

mac0S prompts you to enter a
phone number that can receive
SMS (text) messages.

Note: If you have previously set up
a phone number with iCloud, mac0S
sends a verification code to that
number and then prompts you to
enter the code.

Q Type the phone number.
@ Click Done.

macOS activates iCloud
Keychain.

IPS
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Create an iCloud Security Code.
Your iCloud Security Code can be used to set up iCloud

looloolon”

Enter a six-digit numeric security code.

Advanced...

Enter a phone number that can receive SMS
messages:

Country: = +1 (United States)
Number: | (317) 555-4321 <€) |
This number will be used to verify your identity when using

your iCloud Security Code. This can be your own number, or
the number of someone you trust.

Cancel Done 10

Can I use iCloud Keychain only on my Mac?
No, any Mac or i0S device such as an iPhone or iPad that
uses the same iCloud account has access to the same
keychain, so your saved website passwords also work on
those devices. On the downside, this sets up a possible
security problem should you lose your iPhone or iPad.
Therefore, be sure to configure your device with a passcode
lock to prevent unauthorized access to your iCloud Keychain.

How do I change my security code or
verification phone number?

If you want to use a different security

code, or if the phone number you use for
verification has changed, you should update
these important security features as soon as
possible. Display the iCloud preferences and
then click Options beside Keychain.
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Generate a Website Password

You can make it easier and faster to navigate many websites by using Safari to generate, and iCloud
to store, passwords for those sites that require you to log in. Many websites require you to set

up an account, which means you must log in with a username and password. Good security practices
dictate using a unique and hard-to-guess password for each site, but this requires memorizing a large
number of passwords. To enhance security and ease web navigation, you can use Safari to automatically
generate for each site a unique and secure password stored safely with your iCloud account.

Generate a Website Password

Generate a Website Password
Turn on iCloud Keychain.
o y @ Create your Google Account
Note: See the previous section, “Set
Up iCloud Keychain,” to learn how One account is all you need Name
to activate 'iClOUd KeyCha‘in. One free account gets you into everything Google. Paid McFedries
. . Choose your username
© 1n Safari, navigate to a web GMBROE > 6 rom—— e
page that requ.ires a neW | prefer to use my current email address
Create a password
password. — ‘ ~
Take it all with Use at least 8 characters. Don't use a - Use Safari suggested pas;
e Click inside the password field. Switch betwieen devices and pick up| PASSWordfrom apalher i, or someling 0‘%“’“"“‘“”
This password will be saved for use on this website.
() Safari displays its suggested Birthday
Month = Day Year
password.
Gender
O Click the password. S
@ iCloud enters the password.
iCloud also enters the password
in the confirmation field, if one Create your Google Account
exists.
. . One account is all you need Name
e Fill in the rest of the website One free account gets you into everything Google. Paul McFedries
form data as required. DR ETTT
GCGM 2D L 2 B E tyvmacossierra @gmail.com
| prefer to use my current email address
Create a password
Takeitallwithyou 0
. < . Confirm your pass
Switch between devices, and pick up wherever you left off. ‘ ............... ﬁ =
= Birthday
Month = Day Year
Gender
lam... =
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Using a Generated Website Password

0 In Safari, navigate to a web page that
requires you to log in using a previously
generated password.

9 Click inside the Password box.

e Click Keychain (§+).
0 Click the saved website password.

© Safari fills in the website password.

TIP

CHAPTER

Working with iCloud 14

One account. All of Google.

& Sign in with your Google Account

Paul McFedries
tyvmacossierra@gmail.com

Mlpassword !vw
|2 tyvmacossierra
f From this site

Suggest New Password...

Other Passwords...

Sign in with a different account

One account. All of Google.

Sign in with your Google Account

Paul McFedries
tyvmacossierra@gmail.com

Need help?

Sign in with a different account

How do I get access to website passwords on another device?

You must activate iCloud Keychain on the other device and then authorize the other device to use the
keychain. When you activate iCloud Keychain — see the previous section — iCloud gives you two ways to
continue. As a first option, if a device that has previously been authorized to use your iCloud Keychain is
available, click Request Approval. On the other device, click Allow. As a second option, if a device that has
previously been authorized to use your iCloud Keychain is not available, click Use Code, type your six-digit
iCloud security code, click Next, and then enter the verification code that iCloud sends via text message.
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Activate and Configure iCloud Drive

ou can use the iCloud Drive feature to store documents online. You can then access those

documents either via the iCloud website or by using any other device — such as an iPhone or
iPad — that is signed in to the same iCloud account. iCloud Drive works with all your Mac apps, so
you can store any document in any iCloud Drive folder. If you have apps that you do not want to
access your online storage, you can configure iCloud Drive to exclude those apps.

0 CIjCk SyStem Preferences (ﬁ)‘ ®0 RS & System Preferences Q, search
The System Preferences appear. ric Qe , P
T - B o QO
e Cth ]Cloud. General  Desktop & Doek Mission Language  Seeurity Spotlight  Notifieations
Screen Saver Control & Region & Privacy

- [
|
pa=Y v

R

Displays Energy Keyboard Mouse Trackpad  Printers & Sound Startup

Saver Scanners Disk
> O 0 v @ 0 =
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
:.’71\
1 ® & & @ @
L 18 b —4
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

The iCloud preferences appear. T m o P e )
9 Click the iCloud Drive check i
— iCloud Drive
box (' changes to ). 0
e \6/ Photos _ Options...
& % Mail
Paul McFedri
(yvmacosast\!erran(‘@rﬁclrt:::es‘com ‘ Contacts
Account Details @ calendars
Set Up Family =
u Reminders
Q Safari
[ Notes
You have 5 GB of iCloud storage.
Sign Qut ﬁ 4,59 GB Available Manage...
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macOS activates iCloud Drive

on your Mac.

@ click Options.

Paul McFedries

o0 £ | > iCloud Q, Search
4 . iCloud Drive Options... 4
-] \g/ Photos _ Options...
& % Mail

tyvmacossierra@mcfedries.com

Account Details

‘ Contacts

Set Up Family )
u Reminders
Q Safari
Bl Motes
You have 5 GB of iCloud storage.
Sign Out [ 4.99 GB Available Manage...
© click the Documents tab. —

macOS displays a list of apps
that store documents using
iCloud Drive.

O If you want to access your
mac0S desktop and documents
on other devices, leave this
check box selected (E2).

@ Click the check box for each app
that you do not want to access
iCloud Drive (4 changes to | ).

0 Click Done.

macOS puts your iCloud Drive
settings into effect.

w l, Desktop & Documents Folders

M / TextEdit

Look Me Up By Email

Apps that store documents and data in iCloud will appear here:

,% Preview

. QuickTime Player

L'7 Pages
“‘J Mail
Py ==

Optimize Mac Storage

The full contents of iCloud Drive will be stored on this Mac if you have enocugh space. Older

Documents will be stored only in iCloud when space is needed.

How do apps store documents using iCloud Drive?

It depends on the app. In some cases, an app is given its own iCloud Drive folder, which is a special
storage area called an application library. Apps that get their own folders on iCloud Drive include TextEdit,
Preview, Pages, Numbers, and Keynote. For all other apps, as well as apps that have their own libraries, you
can store documents either in the main iCloud Drive folder or in a subfolder.
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Access Your Desktop and Documents on Other Devices

By default, macOS configures iCloud Drive to store the contents of your macOS desktop and your
Documents folder in iCloud. This enables you to access those files from other Macs and devices
such as an iPhone, iPad, or iPod touch. This means in many cases that you only have to create a
single copy of a document because you can now access that one copy on all your devices.

To access the same desktop and Documents folder on your devices, they must all be signed in to the

same iCloud account.

Access Your Desktop and Documents on Other Devices

Access Your Desktop and
Documents on Another Mac

@ Click Finder (&.).

o In the iCloud Drive section of the
sidebar, click either Desktop or
Documents.

@ The files stored on your desktop
or your Documents folder appear.

e Double-click the file you want to
work with.

macOS opens the file in its
associated app.

Note: If you have not yet configured
iCloud Drive, see the next section,
“Save and Open Documents Using
iCloud Drive.”

Access Your Desktop and
Documents on an i0S Device

@ 0n the Home screen, tap iCloud
Drive.
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[ NN ] Desktop

< EE = o ol | B v Q Search
Favorites
iCloud ==

< iCloud Drive

Brainstorming Budget Notes To-Do List
Notes
' Documents
Devices
Shared

Tags

3 items, 13.28 GB available on iCloud




The iCloud Drive app opens.

0 Tap either Desktop or
Documents.

© iCloud Drive displays the files
stored on your desktop or your
Documents folder.

e Tap the file you want to work
with.

i0S opens the file in its
associated app.
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Mo Service ¥ 12:38 PM 3 S2NE ¥
iCloud Drive Select
Seal
Desktop Documents Numbers Pages
3items 268 items 1item 26 items
Preview Script Editor TextEdit
2 items 0 items 2 items
Mo Service ¥ 12:38 PM 3 S2NE
£ iCloud Drive Desktop Select
Q, Sea
o
RN
Brainstorming Notes To-Do List Budget Notes
12 KB 73 KB 635 KB

items even if I am offline?

you are offline.

Can I access my desktop or Documents folder

Yes, macOS uses a feature called Optimized Mac
Storage to ensure that you always have access to
your files. macOS stores copies of your iCloud Drive
files on your Mac, so you can use them even when

Why do I not see the iCloud Drive on my i0S
device?

You need to activate iCloud Drive. Tap Settings, tap
iCloud, tap iCloud Drive, and then tap the iCloud
Drive switch to On. You should also tap the Show
on Home Screen switch to On to see the iCloud
Drive app icon.
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Save and Open Documents Using iCloud Drive

ow that you have activated iCloud Drive, you can use any macOS application to save your
documents to iCloud Drive. If a program has its own iCloud Drive application library, you can use
that folder to save your documents. Otherwise, you can save your documents in any iCloud Drive folder.

Once you have documents saved to iCloud Drive, you can use the associated macOS applications to open
and work with those documents. You can also access iCloud Drive documents directly using Finder.

Save to an Application Library
0 Run the app’s Save command.

Note: In most apps, you run the Save
command by clicking File and then
clicking Save, or by pressing £+

© Click the Where [ and then click
App — iCloud, where App is the
name of the app, such as Pages,
as shown here.

@ Fill in the other file details.
O Click Save.

macOS saves the document to the
program’s application library.

Save to Any iCloud Drive Folder
0 Run the app’s Save command.

© Click Expand (- ).
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® Pages Flle Edit Insert Format Arrange View Share Window Help T L
oe Untitled -
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View Zoom Insert Table Chart Text Shape Media Comment Share
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@ Mail File Edit

View Mailbox

L
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d

Message Format Window Help

[ Mailboxes EEd&M Sent Drafts

Inbox (82 messages, 1 unread)

Mailboxes
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macOS expands the dialog.

Save As: AppNotes.docx 0 o

e In the Favorites section of the Tags:
sidebar, click iCloud Drive.

<> =zHEo = & iClaud Drive 5 Q Search
macOS displays the contents of Favories Name Date Modifad - s
in 1 d <7 iCloud Dri » [ Pages Today, 12:22 PM
your main iCloud Drive folder. - Dozm’:"’ > B Deskiop Tt A
> @Prewew Yesterday, 11:19 AM
@ Double-click the folder you want A o e T T YA 7Y
B Desktop » [ TextEdit Jul 27, 2016, 12:48 PM
»> Script Editor Jul 27, 2016, 12:48 PM
to use to store the document. ; i
1 Music » [ Numbers Jul 27, 2016, 12:47 PM
. . . . D load »> @Ke ul 27, 2016, 12:47 PM
e Fill in the other file details. O Doasn e -
Devices
@ Click Save. srared
Tags

macOS saves the document to
the iCloud Drive folder.

~ New Folder Cancel M

Open a Document Using LLL] - T
h i BE « R ERCS ERE=) Q Search
F] n d er Favorites = g:i::’:ms " UN Establish..iet Fund.docx
Urban Garden Design.docx
3 i . [ Keynote * [ Urban Garden Design.mi
@ Click Finder (K:). Dommms  Mume  BUmormoem
. . @) AirDrop ;f:z:w : M Urban Garden Design.pptx
© 1In the sidebar's Favorites B Ayl S g+ U SucenDesignal
. . . o A Applicati (3 Textedit 2" When Words Collide dacx
section, click iCloud Drive. g W
Windows Vis__hooting. doex
. I Music Word Macros.docx
0 Open the folder than contains © Downloscs  erdSo i s When Words Collide.docx
= Wo . ppix
the document you Want to Devices wnrkmgitm..‘es[men[s‘xlsx o
‘Shared x:i;:::gx:“h Text.doc Created March 2, 2016 at 10:26 AM
Open_ T W"m“‘ﬂ“ Modified March 2, 20186 at 10:26 AM
B WSH Seripts » Last opened ?:4;’:2:.3;2018 at10:26 AM
e Double-Cth the document 1 of 272 selected, 13.23 GB available on iCloud

100U TalIROBRO®AE

mac0S opens the document in
its associated application.

Can I create my own folders on iCloud Drive?

Yes, there are couple of methods you can use. The first method is to follow steps 1 to 3 in the subsection
“Open a Document Using Finder” to open the folder where you want your new folder to appear. Click File
and then click New Folder (or press (£1)+()+(]), type a name for the folder, and then press (ZE1100.
Alternatively, sign in to iCloud as described in the section “Sign In to iCloud Online.” Click iCloud Drive,
double-click the folder where you want the new folder to appear, and then click New Folder (F57). Type the
folder name and then press (C00).
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Manage Your iCloud Storage

he iCloud preferences include a feature that enables you to manage your iCloud Drive storage.

When you sign up for iCloud, Apple automatically gives you 5GB of free storage. Upgrading your
storage, as described in the Tip at the end of this section, costs money, so if you do not want to
spend anything for your iCloud Drive storage, then you need to manage your storage. This means
deleting data that you no longer need from iCloud Drive. You can delete the backups stored for one
or more devices, or you can delete the documents and data stored by one or more apps.

Manage Your iCloud Storage

0 Click System Preferences ().
The System Preferences appear.
© click iCloud.

The iCloud preferences appear.
9 Click Manage.
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e 0 System Preferences | Q. search
File ot » ey ®
! B O g ©
Ooe
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
P > i =
=) i ‘
o F—
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
n ® ® & @ ©
18 b —d
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

GEBRO OB

@0 DA B iCloud Q earch

. iCloud Drive Options...
\6] Photos _ Options...
% Mail

Paul McFedries

paulmcfedries@mac.com ‘ Contacts

Account Details
@ Calendars

Set Up Family .
B \.' & Reminders
o Safari
— | Notes

Sign Out

You have 25 GB of iCloud storage
[‘Photos and Videas 12.31 GB Available Manage...ﬁ




The Manage Storage dialog
appears.

@ Click Backups.

e Click the device backup you
want to remove.

@ click Delete.

iCloud Drive asks you to
confirm,

@ Click Delete.

iCloud Drive removes the device
backup.

e Click an app.

@) Cclick Delete Documents and
Data.

iCloud Drive asks you to
confirm.

(D Click Delete.

@ Repeat steps 8 to 10 to remove
the data for other apps, as
needed.

@ Click Done.

mac0S puts your iCloud Drive
settings into effect.

-
U
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iCloud

Manage St Are you sure you want to delete the backup data  je Plan...
12.31GB of for "Paul's iPad 3"? |
ph' E Y Backup will be turned off and all backup data will be

1 deleted immediately from iCloud. You cannot undo
249 this action.

& Delete Don't Delete

Paul’s iPad 3 (August 1, 2016 at 3:52 PM)

5 a2ame

25.3 MB
R i Delete@

Done
You have 25 GB of iCloud storage.
Sign Out Photos and Videas | 12.31 GB Avallable Manage...
iC|OUd S S iRt - -
Manage Si | l
ag Are you sure you want to delete all documents je Plan...
12.31GB of and data for “Script Editor"? | —
- . All “Script Editor” documents and data will be
deleted immediately from iCloud and all of your
Ke devices. You cannot undo this action.
R TV W Delete Don't Delete
64 e
The documents stored inside Script Editor take up
; TextEdit 0.4 KB.
4 0.9 KB

& .i;__ el Delete Documents and Data 0

gy

- Done 7@

F

You have 25 GE of ICloud storage.

Sign Out | Photos and Videos 12.31 GB Avallable Manage...

How do I change my iCloud storage plan?

iCloud Drive comes with 5GB of online file storage. If you are getting low on iCloud Drive storage space, then
you should consider upgrading your storage plan to give yourself more room. You can get 50GB for $0.99 a
month, 200GB for $2.99 a month, or 1TB for $9.99 a month. To upgrade your plan, follow steps 1 to 3 to
open the Manage Storage dialog, and then click Change Storage Plan. The Upgrade iCloud Storage dialog
appears. Click the storage plan you want to use, click Next, type your Apple ID password, and then click Buy.
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Set Up Family Sharing

N ot being able to see what other members of your family are sharing on iCloud has long been a
major drawback of the service because the only way to work around it was to share an account.
Now, however, iCloud offers a feature called Family Sharing, which lets up to six family members
share each other’s content, including photos, calendars, and reminders. And if purchases are made
through the App Store, iTunes Store, or iBookstore using a single credit card, then each family
member also gets access to the others’ purchased apps, songs, movies, TV shows, and e-books, where

the seller allows that sharing.

Set Up Family Sharing

Note: These steps assume you
want to be the Family Sharing
organizer, which means you are
responsible for maintaining Family
Sharing.

@ Click System Preferences (@)
in the Dock (not shown).

Q Click iCloud (not shown).
The iCloud preferences appear.

€ Click Set Up Family.

The Family Sharing preferences
appear.

O Click Continue.
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®0 < iCloud Q search
M icloud drive Optians...
ﬁ Photos Options...
% Mail

Paul McFedries

paulmcfedries@mac.com

Account Details

Set Up Family 0

Sign Out

You have 25 GB of iCloud storage.

| Photos and Videas

‘ Contacts
@ Calendars
U Reminders
o Safari

r
k Motes

12.31 GB Available Manage...

Family Sharing

Set up Family Sharing

Family Sharing is the easy way to share what's important with
members of your family.

+ Share purchased music, movies, apps, and books
+ Share a family membership to Apple Music

+ Share photos and videos in a family photo album
+ Schedule events on the family calendar

+ Share your location with family members

+ Help family members find their missing devices

Details...
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iCloud asks if you want to be
the organizer.

e Click Continue.

Do you want to be the organizer for this family?

- Paul McFedries
i e’ paulmcfedries@mac.com

Ag the family organizer, you will invite family members and agree to pay

F 'i Sh A for iTunes, iBooks, and App Store purchases they initiate. Before you
aml y a rl ng continue, confirm that this is your personal Apple ID.

The purchases made with the Apple ID
“paulmcfedries@mac.com” will be shared with your
family.

iCloud lets you know that
purchases made through your
account will be shared with
your family.

@ Click Continue.

Family members will be able to view and download the music, movies,
TV shows, books, and apps you have purchased from the iTunes,
iBooks, and App Store. Available content may vary by country or region.

Use a Different Account...

Family Sharing

iCloud displays the payment

method associated with your Go Back M

account.

0 Click Continue. Purchases initiated by family members will be billed to
your account.

iCloud asks if you want to share

. . . Visa (+=2+ 8888)
your location with your family. S
@ click the Share your location . , b fay i nd il s el S
Option ( 5 | Changes tO o) (not Faml]y Sharlng Use Ask to Buy to reguire children under 18 to get approval from a
hown) - parent for purchases.
S .

About family purchases...

Q Click Continue (not shown).

iCloud sets up Family Sharing. e w

TIP

How do I add family members?

When you complete the Family Sharing setup, iCloud displays the Manage Family Sharing dialog. You can
also display this dialog at any time by clicking Manage Family in the iCloud preferences. Click Add Family
Member (+), enter the person’s name or email address, and then click Continue. Click the Ask this family
member to enter the password option (' changes to @) and then type the password for that person’s
iCloud account. If you do not know the password, click Send Name an invitation instead (where Name is
the family member’s name). Click Continue.
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Locate and Lock a Lost Mac, iPod, iPhone, or iPad

You can use iCloud to locate a lost or stolen Mac, iPod touch, iPhone, or iPad. Depending on how
you use your Mac, iPod touch, iPhone, or iPad, you can end up with many details of your life
residing on the device. That is generally a good thing, but if you happen to lose your device, you
have also lost those details, plus you have created a large privacy problem because anyone can now
see your data. You can locate your device and even remotely lock the device using an iCloud feature
called Find My iPhone, which also works for Macs, iPod touches, and iPads.

Locate and Lock a Lost Mac, iPod, iPhone, or iPad

@ sign in to the iCloud website. ®
h. Wednesday
o 10 8

Note: See the section “Sign In to

iCloud Online,” earlier in this

chapter.

o Cljck F_ind iPhone. Mail Contacts Calendar Phaotos iCloud D
Note: If iCloud asks you to sign in

to your account, type your password
and click Sign In.

1 iCloud

Find Friends Find iPhone Settings

9 Click ALl Devices. s @ sppie © oo lm
. . Phone i VG Paul v | (7

@ Click the device you want to kL Lo ,, . el

locate. 4 1 ﬁ All Devices

@ iCloud displays the device
location on a map.

© click Lost Mode.
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Paul's iPad
L i & minute

b
Paul's iPad mini 4
Less than a minute ago

Paul's iPhone 55
Online, Locati Services Off

Paul's iPad mini

Less than a minute ago

Play Sound Lost Mode Erase iPad

Paul’s iPhone
L an a minute ago Paul's iPad mint
Less than a minute ago

o Christine’s MacBook Air .. %

Ry
Locating.. Y ®) A\ B
k-
Karen's Mac I SLIEVILLE
. Locating
pun B

My iPhone

cating




The Lost Mode dialog appears. If the
device is not protected by a passcode,
iCloud prompts you to enter one. If
the device is protected by a passcode,
you can skip to step 8.

@ Type a six-digit lock code.

0 Type the lock code again to confirm
(not shown).

iCloud prompts you to enter a phone
number where you can be contacted.

e Type the phone number.
e Click Next.

iCloud prompts you to enter a
message to display on the device.
@ Type your message.
) Click Done.
iCloud locks the device and sends the

message, which then appears on the
device screen.

TIP
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Cancel Lost Mode

o

Lock this iPad by entering a passcode.

cecccee)

1] 2 | 8
s s s
78 9
Clear 0 @

Cancel Lost Mode Nexbo

Enter a phone number where you can be
reached. It will be shown on this iPad.

Number 3175554321 @

Cancel Lost Mode Doneu@

Enter a message that will be shown with
your phone number on this iPad.

This iPad has been lost. Please call @
me.|

I tried to enable Find My Mac, but macOS would not allow it. How can I enable Find My Mac?

You first need to enable location services. To do this, click System Preferences (@) in the Dock. In the
System Preferences, click Security & Privacy, click the lock icon ((3), type your macOS administrator
password, and then click OK (5 changes to ¢'). Click Privacy, click Location Services, and then click the
Enable Location Services check box (| changes to ).

307



CHAPTER 15

Networking with
macOS

If you have multiple computers in your home or office, you can set up these
computers as a network to share information and equipment. This chapter
gives an overview of networking concepts and shows you how to connect to a
network, how to work with the other computers on your network, and how to
share your Mac’s resources with other network users.

@ Finder File Edit View Go Window Help W = ) Thu7:46 AM Paul Q @ =

@ Network

Karen's Mac epson720did hpd0Obf8cdb09f4

3 paul's iMac =

bigd - ! Ga
] EPSON XP-810 S.. - o - !.L
=

epson720did Karen's MacBook karensnewpc Paul's iMac Paul's MacBook.
hpdObf9edbogta Ero Alf

L1 Karen's MacBook...

karensnewpc

[ Paul’s MacBook Air

Tags

100N alEROSRO@A= Y.
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Understanding Networking

Anetwork is a collection of computers and other devices that are connected. You can create a
network using cable hookups, wireless hookups, or a combination of the two. In all three cases,
you need special networking equipment to make the connections.

A network gives you a number of advantages. For example, once you have two or more computers
connected on a network, those computers can share documents, photos, and other files. You can also
use a network to share equipment, such as printers and optical drives.

Shared Resources

Share Files

Networked computers are connected
to each other, and so they can
exchange files with each other along
the connection. This enables people
to share information and to
collaborate on projects. mac0S
includes built-in security, so that you
can control what files you share with
other people.

On  Service
| | Screen Sharing

"1 Printer Sharing
Remaote Login
Remote Management
Remote Apple Events
Internet Sharing
Bluetooth Sharing

® File Sharing: On

Other users can access shared folders on this computer, and administrators
all velumes, at smb://192.168.2.74.

Options...
Shared Folders: Users:
|71 Karen's Public Folder X karen Read & Write
[ Kyra's Public Folder 11 Staff Read Only
|4 Paul's Public Falder ﬂEueryone Read Only
+]] [+ ]

-
o
~
v
s
e

Share Equipment

Computers connected over a network
can share some types of equipment.
For example, one computer can share
its printer, which enables other
network users to send their
documents to that printer. Networked
computers can also share hard drives,
optical drives, and document
scanners.

On  Service
Screen Sharing

File Sharing

1 Remote Login
Remote Management
Remote Apple Events
Internet Sharing
Bluetooth Sharing

@ Printer Sharing: On

Printer Sharing allows others on your network to use printers connected to
this computer.

Open Printers & Scanners Preferences...

Printers: Users:

W P Officejet 761... Can Print

2 cveryone

-
v
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‘ Wired Networking

Network Cable

A network cable is a special cable designed for exchanging information.
One end of the cable plugs into the Mac’s network port, if it has one. The
other end plugs into a network connection point, which is usually the
network’s router (discussed next), but it could also be a switch, hub, or
even another Mac. Information, shared files, and other network data travel
through the network cables.

Router

A router is a central connection point for all the
computers on the wired portion of the network. For
each computer, you run a network cable from the Mac’s
network port to a port in the router. When network
data travels from computer A to computer B, it first
goes out through computer A's network port, along its
network cable, and into the router. Then the router
passes the data along computer B’s network cable and
into its network port.

| Wireless Networking |

Wireless Connections

A wireless network is a collection of two or more computers that communicate with each other using radio
signals instead of cable. The most common wireless technology is Wi-Fi (rhymes with hi-fi) or 802.11. Each of
the four main types (802.11ac, 802.11b, 802.11g, and 802.11n) has its own range and speed limits. The other
common wireless technology is Bluetooth, which enables devices to communicate directly with each other.

Wireless Router

A wireless router is a device that receives and transmits signals from wireless
computers to form a wireless network. Many wireless routers also accept wired
connections, which enables both wired and wireless computers to form a network.
If your network has a broadband modem, you can connect the modem to your
wireless router to extend Internet access to all the computers on the network.
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Connect a Bluetooth Device

ou can make wireless connections to devices such as mice, keyboards, headsets, and cell phones
by using the Bluetooth networking technology. The networking tasks that you learn about in
the rest of this chapter require special equipment to connect your computers and devices. However,
with Bluetooth devices, the networking is built in, so no extra equipment is needed. For Bluetooth
connections to work, your device must be Bluetooth-enabled, and your Mac and the Bluetooth device
must remain within about 30 feet of each other.

Connect a Bluetooth Device

Connect a Bluetooth Device
Without a Passkey

0 Click System Preferences (@)
in the Dock.

© Click Bluetooth.

The Bluetooth preferences
appear.

e Click Turn Bluetooth On.

macOS activates Bluetooth and
makes your Mac discoverable.

312

Displays

0 > W System Preferences Q Search
Fila At z e @
T 2D B EH O g Q@
General Desktop & Dock Mission Language Security Spotlight Notifications
Screen Saver Control & Region 8 Privacy

— i [
v O o= N &
\q
L
Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk

s @ 0 v @ (Om
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
oo
QK] b
1 ® @& & @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine
)y g — A ¢
=h m A
HTalBAROTRO®AE
(&) < | > | Bluetooth Q, search
Devices
Bluetooth: Off
Turn Bluetooth On 0
Show Bluetooth in menu bar

Advanced... ?
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@ Perform whatever steps T, = — Q search
are necessary to make your

Bluetooth device discoverable.

. .
Devices ot

& Apple Mighty Mouse Pair 0

Note: For example, if you are
connecting a Bluetooth mouse, the
device often has a separate switch
or button that makes the mouse
discoverable, so you need to turn on Bluetooth: On
that switch or press that button. Turn Bluetooth Off

@ A list of the available Bluetooth
devices appears here.

e Click Pair beside the Bluetooth
device you want to connect.

Now discoverable as

“Paul’s Mac Pro"

Show Bluetooth in menu bar Advanced... ‘P
G Perform the steps required to
pair your Mac and your device. e8e < e Bluetooth Q search
(© Your Mac connects with the _
. Devices %i
device.

Apple Mighty Mous
. Connected = 0

Bluetooth: On

Turn Bluetooth Off
MNow discoverable as

“Paul's Mac Pro"

Show Bluetooth in menu bar Advanced... ’P
TIPS
What does it mean to make a device What does pairing mean?
discoverable? As a security precaution, many Bluetooth devices do
This means that you configure the device to not connect automatically to other devices.
broadcast that it is available for a Bluetooth Otherwise, a stranger with a Bluetooth device could
connection. Controlling the broadcast is important | connect to your cell phone or even your Mac. To
because you usually want to use a Bluetooth prevent this, most Bluetooth devices require you to
device such as a mouse or keyboard with only a type a password before the connection is made. This
single computer. is known as pairing the two devices.

continued B>
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Connect a Bluetooth Device (continued)

Bluetooth mouse and a Bluetooth headset do not require any extra pairing steps, although with a

headset you must configure macOS to use it for sound output. However, pairing devices such as a
Bluetooth keyboard and a Bluetooth cell phone does require an extra step. In most cases, pairing is
accomplished by your Mac generating a six- or eight-digit passkey that you must then type into the
Bluetooth device (assuming that it has some kind of keypad). In other cases, the device comes with
a default passkey that you must type into your Mac to set up the pairing.

Connect a Bluetooth Device (continued)

Connect a Bluetooth Device
with a Passkey

0 Turn the device on, if required.

Turn on the switch that makes
the device discoverable, if
required.

e Follow steps 1 and 2 in
the subsection “Connect a
Bluetooth Device Without a
Passkey” to display a list of
available Bluetooth devices.

O Click Pair beside your Bluetooth
device.

The Bluetooth Setup Assistant
displays a passkey.

e Use the Bluetooth device to
type the displayed passkey.

@ Press (D).

mac0S connects to the device.
If you see the Keyboard Setup
Assistant, follow the on-screen
instructions to set up the
keyboard for use with your Mac.
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o0 R & Bluetooth Q Search
Devices
& Apple Mighty Mouse
. Connected @
=2 Microsoft Bluetoot...ile Keyboard 6000 Pair 4
Bluetooth: On
Turn Bluetooth Off
Now discoverable as
“Paul's Mac Pro"
Show Bluetooth in menu bar Advanced... ?
] Bluetooth

To pair this keyboard, enter the following numbers on
the keyboard, and then press the Return key.

Cancel

“Bluetooth: On |

Turn Bluetooth Off

MNow discoverable as

“Paul's Mac Pro”

Show Bluetooth in menu bar

N

Advanced...

?




Listen to Audio Through
Bluetooth Headphones

o Click System Preferences (@)
in the Dock.

© click Sound.

The Sound preferences appear.
€ Click the Output tab.
O Click the Bluetooth headphones.
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8808 < > System Preferences Q search
2 B E o @ °
General Desktop & Dock Mission Language Security Spotlight  Notifications

Screen Saver Control & Region & Privacy
v L o= N€
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
_ - &
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
| e ()
81 ® & & @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

Sound Q search

| Sound Effects Input

Select a device for sound output:

Type
Built-in
Bluetooth

Name

Internal Speakers
Motorola HE00

Chill Room Apple TV AirPlay

Settings for the selected device:

The selected device has no output controls

‘ ))) I Mute

Output volume: ‘

b ' '

| Show volume in menu bar

How do I remove a Bluetooth device?

To remove a Bluetooth device, first follow

steps 1 and 2 in the subsection “Connect a
Bluetooth Device Without a Passkey.” Position
the mouse pointer (k) over the device you want
to disconnect and then click Disconnect (%) (9).
When macOS asks you to confirm, click Remove.
macO0S removes the device.

Devices P

Apple Mighty Mouse

Connected (wmi

Microsoft Bluetooth Mobile Keyboard 6000

Motorola H500
Connected

 Connected (mml k
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Connect to a Wireless Network

[l the latest Macs have built-in wireless networking capability that you can use to connect to
a wireless network that is within range. This could be a network in your home, your office, or
a public location such as a coffee shop. In most cases, this also gives you access to the wireless

network’s Internet connection.

Most wireless networks have security turned on, which means you must know the correct password to
connect to the network. However, after you connect to the network once, your Mac remembers the
password and connects automatically the next time the network comes within range.

Connect to a Wireless Network

@ Click Wi-Fi status (- ) in the Window Fielp
menu bar.

ol ThuB29 AM Paul Q@& =

Your Mac locates the wireless
networks within range of your Mac.

() The available networks appear in
the menu.

© Networks with a lock icon (&)
require a password to join.

o Click the wireless network you
want to join.
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Cal Thu8:30 AM Paul Q @ =

Wi-Fi: Looking for Networks...
Turn Wi-Fi Off

lal Hotspot
Pal iPhone sscoo ||

L

BELLO43 a
BELL374 a
BELL548 =
BELL610 a
c:virus -
Christopher's Wi-Fi Network @
CIk2420 a
GCss e
GCSS-RPT2G a
=}
a
]
-
[+
]
a
a

GCSS-RPT5G
GlucklicheZeiten
Krusty
LogophiliaB
Rogers42726
Stinky1
Stinky1-6G

z

Join Other Network...
Create Network...
Open Network Preferences...
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If the wireless network is
secure, your Mac prompts you

for the password. P The Wi-Fi network “LogophiliaB"” requires a WPA2
& %"~ password.
e Type the network password in ‘;"
the Password text box.
@ If the password is very long and Easoword. l:“".".""lé !
you are sure no one can see (> show password

. 7 :
your screen, you can click € Remember this network

the Show password check box

(I changes to ) to see the > Ousical

actual characters rather than ' =

dots. This helps to ensure you
type the password correctly.

O click Join.

Your Mac connects to the
wireless network.

Window Help $ = 0L Thu8:30 AM Paul Q @ =

() The Wi-Fi status icon changes
from  to = to indicate the

connection.
TIP
I know a particular network is within range, but I do not I do not see the Wi-Fi status icon on my
see it in the list. Why not? menu bar. How do I display the icon?
As a security precaution, some wireless networks do not Click System Preferences (@) to open the

broadcast their availability. However, you can still connect to System Preferences. Click Network, click
such a network, assuming you know its name and the password. | Wi-Fi, and then click the Show Wi-Fi status
Click Wi-Fi status () and then click Join Other Network. in menu bar check box (| ' changes to ).
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Connect to a Network Resource

o see what other network users have shared on the network, you can use the Network folder

to view the other computers and then connect to them to see their shared resources. To get
full access to a Mac’s shared resources, you must connect with a username and password for an
administrator account on that Mac. To get access to the resources that have been shared by a
particular user, you must connect with that user's name and password. Note, too, that your Mac can
also connect to the resources shared by Windows computers.

Connect to a Network Resource

o Click the desktop.

5 %[
e Click Go. 2 ;:(?trglartup Disk on Desktop ‘D:]T
e Click Network.

Note: Another way to run the Network
command is to press 00+ +(9.

® Finder File Edit View QM Window Help

B All My Files {8F
[ Documents DHO
5 Desktop 22D
@ Downloads XL
18} Home DHH
[0 Computer 38c
@ Airdrop D2R
@ Network 3

<3 iCloud Drive
# Applications
3 utilities

Recent Folders

; Go to Folder... THG
Connect to Server...

The Network folder appears. ece @ Network
il i S: il fahd £ ol E=5 Q Search

Favorites

@ Each icon represents a computer on

your local network. @ Airdrop & - -J e H
B Al My Files - LE —_—
e DOUble-Cth the Computer to Wh'ich % Applications EPSI;N XP-810 epson720d1d Karen'spMacEnok Kkarensnewpc
eries ro
you want to connect. J1 Music
@ Downloads - %
mac0S attempts to connect to the icloud - _!4 o
network computer. The attempt Devices Paul's Mac Paul’sMacBoak
: P : P @ Paul's Mac Pro Alr
usually either fails or macOS logs ikt e
on using the Guest account. Macintosh HD 2
Remote Disc
Note: The Guest account has only i I
limited access to the network computer. R
Tags
* 1 of 6 selected — e
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e Cl.iCk Connect AS. H Paul's MacBook Air
< 85 | = |OD | o v 2k
Your Mac prompts you to connect — il e @
to the network computer. @ Airbrop
£ Al My Files
e ChC_k th(eFBegr:Stered Usoer) ;ﬁ}\pplim!iuns - _ Enter your name and password for the server “Paul’s
Opt-|0n )¢ anges to . Music | | MacBook Air
B ° Downloads é Connect As: | Guest
0 Type the username of an account | cious O Registered User
. () Usil Apple ID
on the network computer into Devices G
U Paul's Mac Pro Name: paul -
the Name text box. Macintosh HD 3 e |.............|£ ]
6 Type the password of the account ’“‘“‘"“’5“ Ho2 & Ramambex thia passwerd in my kaychain
. () Remote Disc
into the Password text box. iR e
e To store the account data, click Shared
the Remember this password 4
in my keychain check box = — i
(|_| Changes to ) [ XoN ] IE Paul's MacBook Air
o feaA :: = mojlzm- @)l & fl o Q_ Search
@ Click Connect. Favorites Connected as: paul | Disconnect @
@) AirDrop
(© Your Mac connects to the B taire & E ﬁ M ﬁ
computer and shows the shared 7 Applications
n Music Documents Downloads Karen Macintosh HD
resources that you can access. G McHam..lic Folder
Downloads
@ When you are done, click iCioud m M M
Disconnect. Devices . :
[0 Paul's Mac Pro Macintosh HDY Paul Paul McFedries's

Macintosh HD 3 Public Folder

|Z) Macintosh HD 2
(@) Remote Disc
Seagate Back..

Shared

» 7 items — p—
Is there a faster way to connect to a network computer? Shared
Yes. In the Shared section of Finder’s sidebar area, click the computer with £ Paul's iMac s
which you want to connect (€)) and then follow steps 5 to 10 to connect as 3 Paul's MacBook Air
a registered user. [ Karen's MacBook Pro

319



Turn On File and Printer Sharing

You can share your files with other network users. This enables those users to access your files
over the network. Before you can share these resources, you must turn on your Mac’s file-sharing
feature. To learn how to share a particular folder, see the next section, “Share a Folder.”

You can also share a printer that is connected directly to your Mac (such as via USB) with other
network users. This enables those users to send print jobs to your printer over the network. Before
this can happen, you must turn on your Mac’s printer-sharing feature. To learn how to share a
particular printer, see the section “Share a Printer,” later in this chapter.

Turn On File and Printer Sharing

o Click Apple (g8)- PRpbfCH Finder Fie Edit View Go Window Help 3
About This Mac
@ Click System Preferences. e

App Store...

Recent Items

Sleep
Restart...
Shut Down...

Log Out Paul...

The System Preferences appear. 0 £ ——

@ click Sharing. e
@ B =

g o @
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy

n i =
.
L-J
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
s @ 0 v @ 0 =€
iCloud App Store Internet Extensions Network Bluetoath Sharing

Accounts

o )
gE] b —4
1 ® & = @
Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

©
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The Sharing preferences appear.

@ Click the File Sharing check box
(I changes to ).

0090 < Sharing Q, Search

Computer Name: Paul's Mac Pro

Computers on your local network can access your computer at:

Pauls-Mac-Pro.local Edit...

You can now share your folders,
as described in the next

On  Service ® File Sharing: On
Section . [ Sereen Sharing Other users can access shared folders on this computer, and administrators
— all volumes, at smb://192.168.2.74.
"] Printer Sharing Options...
" Remote Login
- Shared Folders: Users:
"] Remote Management
| Remote Apple Events | "|Karen's Public Folder X Karen Read & Write &
' Internet Sharing [WKyra's Public Folder 28 Staif ReadOnly 2
[ Bluetooth Sharing [#Paul's Public Folder W everyone Read Only &
- [+
@ Click the Printer Sharing check < > — s
box (' changes to ).
Computer Name: | Paul's Mac Pro
You can now share your
Computers on your local network can access your computer at: Edit

Pauls-Mac-Pro.local

printers, as described later
in this chapter.

On  Service ® Printer Sharing: On
|:\ Screen Sharing Printer Sharing allows others on your netwerk to use printers connected to
File Sharing this computer.

Open Printers & Scanners Preferences...
| Remote Login
If\ Remote Mo:ﬂagement e i
[ Remote Apple Events W HP Officejet 761... 1} Everyone Can Print &

Internet Sharing
[ Bluetooth Sharing
[+]]

How do I look up my Mac IP address?
In System Preferences, click < to return to the
main window and then click Network. Click Wi-Fi

What is the Public folder and how do I access it?
The Public folder is a special folder for sharing files.
Anyone who connects to your Mac using your

if you have a wireless network connection, or click
Ethernet if you have a wired connection. In the
Status section, read the IP address value.

username and password has full access to the Public
folder. To access the folder, click Finder (&), click
Go, click Home, and then open the Public folder.
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Share a Folder

You can share one of your folders on the network, enabling other network users to view and
optionally edit the files you place in that folder. macOS automatically shares your user account’s
Public folder, but you can share other folders. Sharing a folder enables you to work on a file with
other people without having to send them a copy of the file. macOS gives you complete control
over how people access your shared folder. For example, you can allow users to make changes to the
folder, or you can prevent changes.

Share a Folder

o Open the Sharing preferences. 280 < ) = — e
Note: See the previous section, 6
“Turn On File and Printer Sharing,” sl e R— -
. . omputers on your local network can access your computer at: "
to learn how to display the Sharing Pauls-Mac-Pro.local Edit...
preferences.
On  Service @ Printer Sharing: On
o Cljck Fi le Shaﬁng. ] Screen Sharing Pr]‘nier Sharing allows others on your network to use printers connected to
File Sharing this computer.
Note: Be sure to CliCk the F-i le Open Printers & Scanners Preferences...
Sharing text, not the check box. R Printers: Users:
agement
This ensures that you do not (] Remote Appls Events W P Officejet 761... 88 Everyone Can Print %

Internet Sharing
Bluetooth Sharing

accidentally uncheck the check box.

il
€ Under Shared Folders, click — 5555 —— Q search
Computer Name: | Paul's Mac Pro
Computers on your local network can access your computer at: .
Edit...
Pauls-Mac-Pro.local
On  Service @ File Sharing: On
| Sereen Sharing Other users can access shared folders on this computer, and administrators
S mln all volumes, at smb://192.168.2.74.
~  File Sharing
Printer Sharing Options...
Remote Login
Shared Folders: Users:
Remote Management
Remota Apple Events [""|Karen's Public Folder X Karen Read & Write 2
Internet Sharing 7| Kyra's Public Folder 1 Staff Read Only 2
Blustooth Sharing [ #1Paul's Public Folder ﬂEveryone Read Only >
O - ]
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An Open dialog appears.

e Click the folder you want to i =w =
share. ites

@ Click Add. e ==
Your Mac begins sharing the _ SN
folder. e

Note: You can also click and drag a
folder from a Finder window and
drop it on the list of shared folders.

@ The folder appears in the Shared
Folders list.
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Sharing I

Paul'siMac =
bigd

EPSON XP-810...
Karen's MacBo...

karensnewpc

es —_—

d Pictures

(=] Q, Search

0" 7

K

2]
=)
i}
(=
<)
G

Movies Music

Public

Cancel

40

@0 <

Sharing Q, search

Computer Name: | Paul's Mac Pro

@ click the folder.

Pauls-Mac-Pro.local

Computers on your local network can access your computer at:

Edit...

0 For the Everyone user, click the
current permission and then
click the permission you want
to assign.

(© The current permission is
indicated with a check mark (B4).

macOS assigns the permission

On  Service

Screen Sharing
File Sharing
Printer Sharing
Remote Login

as

Remote Managemen
Remote Apple Event:
Internet Sharing
Bluetooth Sharing

@ File Sharing: On

Other users can access shared folders on this computer, and administrators
all velumes, at smb:(/192.168.2.74.

Options...

Shared Folders:

Downloads
E Karen's Public Folder
[ Kyra's Public Folder
[ Paul's Public Folder

Read & Write
Everyone  + Read Only
Write Only (Drop Box)
o Access

to the user.

@ You can also click Add () under
the Users list to add more users.

C _gEE

What are the differences between the permission types?
Read & Write means users can open files, add new files, rename
or delete existing files, and edit file contents. Read Only means
users can only open and read files, but cannot make changes to
files. Write Only (Drop Box) means users can add files to the
folder as a Drop Box, but cannot open the folder. No Access
means users cannot see the folder.

Can I share folders with Windows users?
Yes. In the Sharing window, click Options
and then click Share files and folders
using SMB (| | changes to ). Click
your user account (| changes to ),
type your password, click OK, and then
click Done.
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Share a Printer

f you have a printer connected directly to your Mac, you can share the printer with the network.
This enables other network users to send their documents to your printer, as long as your Mac is
running. Sharing a printer saves you money because you only have to purchase one printer for all the
computers on your network. Sharing a printer also saves you time because you only have to install,
configure, and maintain a single printer for everyone on your network. See the next section, “Add a

Shared Printer,” to learn how to configure macOS to use a shared network printer.

Share a Printer

@ click Apple (gf).
o Click System Preferences.

Note: You can also click System

Preferences (@) in the Dock.

The System Preferences appear.

€ Click Sharing.
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DB ) Finder File Edit View Go Window Help o
About This Mac

System Preferences...
App Store...

Recent ltems

Sleep
Restart...
Shut Down...

Log Out Paul...

0 HH System Preferences .
Fila o
BH O o @
onmo 4
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy

=

I
!
@

Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
s @ 0 v @ 0 =0

iCloud App Store Internet Extensions Network Bluetoath Sharing
Accounts

8L & A = @

Users & Parental Siri Date & Time Time Accessibility
Groups Contrels Machine

e




O Click Printer Sharing.

Note: Be sure to click the Printer
Sharing text, not the check box.
This ensures that you do not
accidentally uncheck the check box.

e Click the check box beside
the printer you want to share
(" I changes to E2).
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000 <

Sharing Q search

Computer Name: | Paul's Mac Pro

Pauls-Mac-Pro.local

o
3

Service

Screen Sharing

File Sharing

Printer Sharing 0
Remote Login

Remote Manageme:!
Remote Apple Even
Internet Sharing

Bluetooth Sharing

88l

Printers:

Computers on your local network can access your computer at:

@ Printer Sharing: On

Printer Sharing allows others on your network to use printers connected to
this computer.

Edit...

Open Printers & Scanners Preferences... |

Users:

H Everyone CanPrint ¢

Is there another method I can
use to share a printer?
Yes, you can follow these steps:

@ click Apple (g).
© Click System Preferences.

The System Preferences
appear.

e Click Printers & Scanners.

O Click the printer you want
to share.

© Click the Share this printer
on the network check box
(| changes to ).

Printers & Scanners

Q search

Printers
HP Officejet 7610 series

Idle, Last Used

Location:
Kind:
Status:

M Share this printer on the network | Sharing Preferences... |

Default printer:

Default paper size:

HP Officejet 7610 series

Open Print Queue... |

| Options & Supplies... |

Pauls Mac Pro
HP Officejet 7610 series
Idle

Last Printer Used

oo
-

US Letter
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Add a Shared Printer

f another computer on your network has an attached printer that has been shared with the
network, you can add that shared printer to your Mac. This enables you to send a document from
your Mac to that shared printer, which means you can print your documents without having a printer
attached directly to your Mac. Before you can print to a shared network printer, you must add the

shared printer to macOS.

Add a Shared Printer

o c"iCk SyStem Preferences (a) 880 | < | > J System Preferences Q, Search
in the Dock.
Fila = - oy
u @ @ i
The System Preferences appear. = - E ﬁ
General Desktop & Dock Mission Language Security Spotlight  Notifications
. . Screen Saver Control & Region & Privacy
@ Click Printers & Scanners.
-, O &N &
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
» @ 0 » @ O
iCloud App Store Internet Extensions Network Bluetooth Sharing

Accounts

D
81 ® & = @
i3 b —4
Users & Parental Sirl Date & Time Time Accessibility
Groups Cantrols Machine

e c"iCk Add (+)' 08006 < i3 Printers & Scanners Q Search

Note: If macOS displays a list of
nearby printers, click the printer you
want to add and skip the rest of
these steps.

No printers are available.
Click Add (+) to set up a printer.

Default printer: | Last Printer Used

(o o]

Default paper size: | US Letter
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O Click Default. ece® Add
. . | 1 - [ Q, Search
e Click the shared printer. & & ? w:m -

@ Look for the word Bonjour or

. . Name ~ Kind
the Word Shared n the pn nter Brother DCP-L2540DW series Bonjour
descri pti on. EPSON XP-810 Series Bonjour Multifunction

Dificejet 7610 series [DC3713] Bonjour Multifunction

@ click Add.

Note: If macOS alerts you that it
must install software for the printer,
click Download & Install.

Name: |EPSON XP-810 Series 2 |

Location: | |
Use: | AirPrint
Add ﬂ
0 macOS adds the pn nter. 000 < i Printers & Scanners Q Search
EPSON XP-810 Series
Idle, Last Used EPSON XP-810 Series
- Open Print Queue...
Options & Supplies... |
Location:
Kind: EPSOM XP-B10 Series-AirPrint
Status: Idle
|| Share this printer on the netwark | Sharing Preferences... |
e
Default printer: | Last Printer Used
Default paper size: | US Letter '?

Can I add a shared Windows printer? How do I print to the shared printer that I

Yes. Follow steps 1 to 3 and then click the Windows added?

tab. Click the Windows workgroup, click the computer In any application that supports printing, click
sharing the printer, log on to the computer, and then File and then click Print. In the Print dialog, click
click the shared printer. In the Print Using list, click the Printer |, click Add (+), and then click the
Add (+), click Other, and then click the printer in the | shared printer. Choose your other printing options
list. Click Add. and then click Print.
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View macOS on Your TV

f you have an Apple TV, you can use it to view your macOS screen on your TV. If you want to

demonstrate something on your Mac to a group of people, it is difficult because most Mac screens
are too small to see from a distance. However, if you have a TV or a projector nearby and you have
an Apple TV device connected to that display, you can connect your Mac to the same wireless
network and then send the macOS screen to the TV or projector. This is called AirPlay mirroring.

View macOS on Your TV

Mirror via System Preferences °0 > ) — Q search

Click System Preferences (@)

ointheDock. ‘ H E ﬁ @ |

General Desktop & Dock Mission Language Security Spotlight Notifications
Screen Saver Cantrol & Region & Privacy

The System Preferences appear.

. . a ~ { ==
© click Displays. o= g N &
w
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
* @ 0 o @ 0 =
iCloud App Store Internet Extensions Network Bluetaoth Sharing

Accounts

Q1 ® & & © ©

Users & Parental Siri Date & Time Time Accessibility
Groups Controls Machine

The display preferences appear. Bea <) DELL1704FPY Q Search
€ Click the AirPlay Display [ and oo I

then click your Apple TV.

Resolution: | | Default for display

macOS displays your Mac’s e
1280 = 1024

screen on your TV. 1024 % 820
800 x 640

Rotation: = Standard

(o] o]

Refresh Rate: | 60 Hertz

AirPlay Display + Off |
Show mirroriCGIE L LR 3 ,
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Mirror via the Menu Bar [ Help 7 2 o 0 ThuosaAv paul Q@ =
@ rollow steps 1 and 2 to open - Aes °ELL17°$’ S Saet
the display preferences. m
o c“Ck the Show mirroﬁng Resolution: F Default for display
options in the menu bar O scaled
when available check box 0
s 1 x
(" | changes to ). 800 x 640
@) mac0S adds the AirPlay
Mirroring icon (0J) to the T
menu bar. - =
Refresh Rate: | 60 Hertz
€ Click Close (®).
AirPlay Display: | Off

%ﬂ Show mirroring options in the menu bar when available ?

@ click AirPlay Mirroring ().
e Click your Apple TV.

macOS displays your Mac's
screen on your TV (GzJ changes
to [J).

[ Thu10:06 AM Paul C @ :
AirPlay: Looking for Apple TV...

AirPlay To:
Chill Room Apple TV )

Open Displays Preferences...

'

How can I make my desktop fit my Mac’s screen?
If you have a high-resolution TV, the macOS desktop
might look small at that resolution. In System
Preferences, click Displays, click the Display tab,
click the Optimize for |, and then click your Mac’s
screen.

Can I use my TV as a second monitor for the
mac0S desktop?

Yes. This is useful if you need extra screen room to
display the desktop and applications. Click AirPlay
Mirroring On () and then click Use as Separate
Display.
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A

accessing
desktop/documents on other devices, 298-299
non-keyboard characters, 160-161
Public folder, 321
Siri, 15
accounts, 50-51
adding
an account for iCloud, 50
attachments to notes, 142-143
contacts, 68, 104-105
email accounts, 50-51
events from email messages, 68
Facebook friends' photos to Contacts app, 165
family members to Family Sharing, 305
file attachments to email, 54-55
jcons to Dock, 5, 252-253
LinkedIn profiles to Contacts app, 175
locations
to Facebook posts, 167
to tweets, 173
names to faces in photos, 210-211
pictures for contacts in Contacts app, 107
shared printers, 326-327
signature blocks to emails, 56-57
songs to playlists in iTunes, 125
Twitter usernames to Contacts app, 171
user accounts, 248-249
web pages to Reading list, 46
widgets to Notification Center, 256-257
advanced junk mail filtering, configuring, 86-87
AirPlay mirroring, 328-329
alert notifications, 148
all-day events, creating in Calendar app, 113
App Store, 138-139
Apple ID, 93, 284-287
Apple Watch, unlocking Mac with, 135
application library
defined, 297
saving documents to an, 300
applications (apps)
configuring downloads, 228-229
creating folders for in Launchpad, 246-247
forcing stuck ones to close, 270-271
installing, 229
Internet, 231
running full screen, 10
shutting down, 5
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splitting screens with two, 11

starting
about, 4-6
using Launchpad, 6
switching between, 8
troubleshooting, 271
uninstalling unused, 268-269
viewing with Mission Control, 9
applying parental controls in iTunes, 128-129
aspect ratio, 203
assigning tags, 151
At a Location option, 145
audio, listening to through Bluetooth headphones, 315
audio calls, through FaceTime, 101
automatic logins, disabling, 226-227
automatic logout, 227

background images, setting, 240-241

backups, Time Machine, 272-273

banner notifications, 148

battery, reconditioning for notebooks, 278-279
Bluetooth, 312-315

bookmarking web pages, 36-37

brightness, changing for display, 244-245
browsing history, 72-73

bulleted lists, creating, 141

C

Calendar app
creating
events, 112-113
repeating events, 114-115
managing event invitations, 117
navigating, 110-111
sending event invitations, 116-117
card, in Contacts app, 104
changing
display resolution/brightness, 244-245
home page, 34-35
iCloud storage, 303
passwords, 222-223
security code, 293
Siri voice, 15
user pictures, 249
volume in iTunes, 123
Character Viewer, 160-161
characters, inserting, 161



checking hard drive free space, 266-267

clearing browsing history, 73
Clipboard feature, 135
closing
full-screen mode, 10
Launchpad, 6
Mission Control, 9
split-screen mode, 11
System Preferences, 239
collection, of fonts, 159
communicating. See email; FaceTime; Messages app
configuring
advanced junk mail filtering, 86-87
app downloads, 228-229
events in Calendar app, 115
iCloud Drive, 296-297
iTunes library, 120
location services, 232-233
Time Machine backups, 272-273
connecting
Bluetooth devices, 312-315
to Flickr, 180-181
to LinkedIn, 174-175
to network resources, 318-319
through FaceTime, 100-101
to wireless networks, 316-317
contacts. See also Contacts app
adding
about, 104-105
from email messages, 68
editing in Contacts app, 106-107
Contacts app
adding
contacts, 104-105
Facebook friends' photos to, 165
LinkedIn profiles to, 175
Twitter usernames to, 171
creating contact groups, 108-109
editing contacts, 106-107
Contents (iTunes window), 121
Continuity features, 134-135
cookies, 74-75
copying files, 20
Cover Flow, viewing photo previews with, 192
creating
albums, 200-201
app folders in Launchpad, 246-247
Apple ID, 93, 284-287

bulleted lists, 141

contact groups in Contacts app, 108-109
events in Calendar app, 112-113

folders on iCloud Drive, 300-301
mailboxes for email, 66-67

notes, 140-141

numbered lists, 141

playlists in iTunes, 124-125

reminder lists, 146-147

reminders, 144-145

repeating events in Calendar app, 114-115
secure passwords, 223

signature blocks, 56-57

tabs, 24, 29

web page Reading lists, 46-47

website passwords, 294-295

credit card data, deleting saved, 82-83
cropping photos, 202-203
customizing

adding

icons to Dock, 252-253

user accounts, 248-249

widgets to Notification Center, 256-257
changing

desktop background, 240-241

display resolution/brightness, 244-245
creating app folders in Launchpad, 246-247
displaying System Preferences, 238-239
Dock, 250-251

extending desktop across displays,
258-259

hiding Dock, 254-255
setting sleep options, 242-243
Share menu, 260-261

cycling battery, 278-279

deleting. See also removing

bookmarks, 37

email messages, 69

events in Calendar app, 115

files, 23

mailboxes, 67

notes, 141

saved credit card data, 82-83
saved website passwords, 80-81
sites from browsing history, 72-73
Vimeo accounts, 185
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desktop
accessing on other devices, 298-299
displaying free space on, 266-267
extending across displays, 258-259
organizing, 265
Desktop folder, 135
devices
discoverable, 313
locating lost, 306-307
switching between mac0S and, 136-137
used for FaceTime, 99
digital cameras, importing photos from, 196-197
digital video, playing with QuickTime Player, 218-219
directions
getting to locations, 156-157
sharing, 189
disabling
automatic logins, 226-227
Flickr account, 181
location services, 233
remote images, 88-89
discoverable devices, 313
displaying
battery status, 279
battery status percentage, 278
bookmarked web pages, 37
Character Viewer, 160
current location, 155
Dock temporarily, 255
hard drive icon, 267
Share menu extensions, 260
System Preferences, 238-239
videos as picture-in-picture, 40
web page videos as picture-in-picture, 40
Wi-Fi status icon, 317
displays
changing brightness/resolution, 244-245
extending desktop across, 258-259
Dock
adding icons to, 252-253
customizing, 250-251
hiding, 254-255
removing icons from, 253
starting applications using the, 4
documents
accessing on other devices, 298-299
opening
about, 17
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in tabs, 25
using iCloud Drive, 300-301
printing, 18-19

saving
about, 16
using iCloud Drive, 300-301
Documents folder, 135
downloading files, 42-43

E

editing contacts in Contacts app, 106-107
effects, in Photo Booth, 217

email
adding
accounts, 50-51
events/contacts from messages, 68
file attachments, 54-55
signature blocks, 56-57
composing messages offline, 53
creating mailboxes, 66-67
deleting messages, 69
forwarding messages, 62-63
marking messages as unread, 69
opening attachments, 64-65
processing messages using gestures, 69
reading messages, 59
receiving messages, 58-59
redirecting messages, 61
replying to messages, 60-61
saving attachments, 65
sending
messages, 52-53
photos, 214-215
emoji, 95

Emoji & Symbols Viewer, 161
emptying Trash, 264
enabling
file/printer sharing, 320-321
Find My Mac, 307
firewalls, 230-231
Guest User account, 234-235
Handoff feature, 136
iCloud Drive, 296-297, 299
private browsing, 78-79
screen saver, 225
Siri, 14
sleep mode, 225



Energy

Saver Preferences, opening, 242

equipment

requirements for FaceTime, 99
sharing, 310

events. See also Calendar app

exiting

adding from email messages, 68
configuring in Calendar app, 115
creating

in Calendar app, 112-113

repeating events in Calendar app, 114-115
deleting in Calendar app, 115
managing invitations to in Calendar app, 117
sending invitations to in Calendar app, 116-117

full-screen mode, 10
Launchpad, 6
split-screen mode, 11

extending desktop across displays, 258-259

F

Facebo

ok

adding photos of friends to Contacts app, 165
posting to, 166-167

publishing photos to, 168-169

signing in to, 164-165

faces, adding names to in photos, 210-211

FaceTime

connecting through, 100-101
signing in to, 98-99

false positives, 85

Family

Sharing, setting up, 304-305

favorites, in Photos app, 212

file attachments

adding
to email, 54-55
to notes, 142-143
limits to, 55
opening, 64-65, 143
saving from email, 65

file sharing, turning on, 320-321

files

copying, 20

deleting, 23

downloading, 42-43

moving, 21

organizing with tags, 150-151

renaming, 22

restoring
earlier versions of, 274-275
using Time Machine, 276-277
saving, 43, 97
searching with tags, 152-153
sending in Messages app, 96-97
sharing, 310
versions of, 275
Find My Mac feature, 306-307
Finder
adding tags with, 150
checking hard drive using, 266
starting applications using, 5
firewalls, enabling, 230-231
Flickr, 180-181
folders
creating on iCloud Drive, 300-301
opening in tabs, 24
sharing, 322-323
fonts
compared with typefaces, 159
installing, 158-159
Force Quit command, 270-271
forcing stuck apps to close, 270-271
formatting email signatures, 57
forwarding email messages, 62-63
free space, hard drive, 266-267
FTP program, 231
full-screen mode, 10, 199

G

gestures, processing email messages using, 69
getting directions to locations, 156-157
gridlines, 207

Group (iTunes window), 121

groups, of contacts in Contacts app, 108-109
Guest User account, 234-235

H
Handoff feature, 134, 136-137
hard drive, checking free space, 266-267
hiding
Dock, 254-255
Shared Links sidebar, 45
History list, navigating with, 32-33
home page, 34-35
Home Sharing, 123
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I
iCloud
accessing desktop/documents on other devices, 298-299
activating iCloud Drive, 296-297
adding an account for, 50
configuring iCloud Drive, 296-297
creating Apple ID, 284-287
generating website passwords, 294-295
locating lost devices, 306-307
managing storage, 302-303
opening documents using iCloud Drive, 300-301
saving documents using iCloud Drive, 300-301
setting up
Family Sharing, 304-305
iCloud Keychain, 292-293
synchronization, 290-291
signing in to online, 288-289
troubleshooting, 285, 287
iCloud Drive
activating, 296-297, 299
configuring, 296-297
creating folders, 300-301
saving documents to folders in, 300-301
iCloud Keychain, setting up, 292-293
icons
adding to Dock, 5, 252-253
removing
from app folders, 247
from Dock, 253
restoring, 239
Trash, 23
Wi-Fi status, 317
identified developer, 229
Image Capture app, 197
images, remote, 88-89
IMAP, adding an account for, 51
iMessage. See Messages app
iMovie, sending video from, 187
importing
photos from digital cameras, 196-197
viewing photos, 198-199
inserting
characters, 161
signatures in emails, 57
installing
apps, 229
fonts, 158-159
programs, 138-139
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Internet apps, 231

IP address, 321

iPad, 306-307
iPhone, 134, 306-307
iPod, 306-307

iTunes

applying parental controls, 128-129

creating playlists, 124-125

library, 120

navigating window, 121

playing songs, 122-123

purchasing music from iTunes Store, 126-127

redeeming gift cards, 127

subscribing to podcasts, 130-131
iTunes Store, purchasing music from, 126-127
iTunes Store command, 121

J

Junk mailbox, moving spam to, 84-85

K
key photo, 213
keyboard
accessing Siri using, 15
switching between applications from, 8
keyboard shortcuts
for navigating web pages, 31
for opening web pages in tabs, 29
for viewing slideshows, 195

L

Launchpad
creating app folders in, 246-247
starting applications using, 6
library, iTunes, 120
LinkedIn
connecting to, 174-175
posting to, 176-177
links
opening in tabs, 28
viewing
about, 44-45
shared on social networks, 44-45
listening to audio through Bluetooth headphones, 315
loading web pages from History list, 32-33
locating
lost devices, 306-307
mouse pointer, 7



location services, configuring, 232-233

locations
adding to tweets, 173
getting directions to, 156-157
searching for, 154-155
locking parental controls, 129
logging in, as visitors, 235
logging out automatically, 227

M

Mac
locating lost, 306-307
power cycling, 281
restarting, 280-281
searching your, 12-13
unlocking with Apple Watch, 135
Mac IP address, 321
mac0S. See also specific topics
switching between devices and, 136-137
viewing on TVs, 328-329
Magic Mouse, 7
mailboxes, creating for email, 66-67
maintenance
checking hard drive free space, 266-267
configuring Time Machine backups, 272-273
emptying Trash, 264
forcing stuck apps to close, 270-271
organizing desktop, 265
reconditioning notebook battery, 278-279
restarting Mac, 280-281
restoring
earlier versions of files, 274-275
files using Time Machine, 276-277
uninstalling unused apps, 268-269
malicious users, 231
managing
event invitations in Calendar app, 117
iCloud storage, 302-303
preferences, 251
Maps app
getting directions to locations, 156-157
searching for locations, 154-155
sharing maps and directions, 189
marking
email messages as unread, 69
favorite photos, 212
Media (iTunes window), 121
Menu bar, mirroring via, 329

messages, 94-95. See also email
Messages app
resizing text, 95
sending
files in messages, 96-97
messages, 94-95
signing in to, 92-93
Mighty Mouse, 69
mirroring, 259, 328-329
Mission Control, viewing applications with, 9
mouse pointer, locating, 7
moving
files, 21
reminders between lists, 147
Share menu extensions, 261
spam to Junk mailbox, 84-85
music. See also iTunes
adding to playlists in iTunes, 125
playing in iTunes, 122-123
purchasing from iTunes Store, 126-127
sharing, 123
muting tabs, 39

N

names, adding to faces in photos, 210-211
navigating
backups in Time Machine, 277
Calendar app, 110-111
with History list, 32-33
iTunes window, 121
web pages, 30-31
network, 310
network cable, 311
network resources, 318-319
networking
about, 310-311
adding shared printers, 326-327
connecting
Bluetooth devices, 312-315
to network resources, 318-319
to wireless networks, 316-317
sharing
folders, 322-323
printers, 324-325
turning on file/printer sharing, 320-321
viewing macOS on TVs, 328-329
wired, 311
wireless, 311
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non-keyboard characters, accessing, 160-161

nonstandard outgoing mail port, 51
notes

adding attachments to, 142-143

deleting, 141

sharing, 188

synchronizing, 141

writing, 140-141
Notes app

sharing notes, 188

writing notes, 140-141
Notification Center

about, 148-149

adding widgets to, 256-257

removing widgets from, 257
numbered lists, creating, 141

0

online privacy

configuring advanced junk mail filtering,
86-87

deleting

saved credit card data, 82-83

saved website passwords, 80-81

sites from browsing history, 72-73
disabling remote images, 88-89
enabling private browsing, 78-79
moving spam to Junk mailbox, 84-85
preventing websites from tracking you, 74-75
removing saved website data, 76-77

opening
documents
about, 17
in tabs, 25

using iCloud Drive, 300-301

Energy Saver Preferences, 242

file attachments, 64-65, 143

folders in tabs, 24

links in tabs, 28

Mission Control, 9

System Preferences, 238

web pages in tabs, 28-29
Optimized Mac Storage feature, 299
organizing

desktop, 265

files with tags, 150-151
0S X. See mac0S
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P

pairing, 313
parental controls, applying in iTunes, 128-129
Passkey
connecting Bluetooth devices with a, 314
connecting Bluetooth devices without a, 312-313
passwords
changing, 222-223
deleting from websites, 80-81
generating for websites, 294-295
requiring on waking, 224-225
permissions, 323
Personal Hotspot, 134
phone calls, 134
photo albums
creating, 200-201
publishing to Facebook, 168-169
Photo Booth
managing photos in, 217
sharing photos, 189
taking photos with, 178-179, 216
tweeting photos, 173
photos
adding
for contacts in Contacts app, 107
from Facebook friends to Contacts app, 165
names to faces in, 210-211
changing for users, 249
cropping, 202-203
emailing, 214-215
importing from digital cameras, 196-197
key, 213
marking favorites, 212
posting on Facebook, 167
removing red eye from, 208-209
resizing, 215
rotating, 204-205
sending to Flickr, 182-183
sharing, 189
straightening, 206-207
tagging, 210-211
taking, 216-217
viewing
about, 198-199
previews of, 192-193
slideshows of, 194-195
zooming, 193



Photos app. See photos
picture-in-picture, displaying videos as, 40
pinning web page tabs, 38

pixels, 245
plain text, compared with rich text, 63
Playback Controls (iTunes window), 121
playing
digital video with QuickTime Player, 218-219
songs in iTunes, 122-123
playlists, creating in iTunes, 124-125
podcasts, subscribing to, 130-131
POP, adding an account for, 51
posting
to Facebook, 166-167
to LinkedIn, 176-177
power cycling Macs, 281
preferences
controlling, 251
for email, 59
Notification Center, 149
Safari, 79, 83, 85
preventing websites from tracking you, 74-75
Preview app, viewing photo previews with, 193
previews, viewing of photos, 192-193
Print command, 18
printer sharing, 320-321, 324-327
printing documents, 18-19
privacy, 177. See also online privacy
private browsing, enabling, 78-79
processing email messages using gestures, 69
profile pictures, updating, 178-179
programs, installing, 138-139
Public folder, 321
publishing photo albums to Facebook, 168-169
purchasing music from iTunes Store, 126-127

Q

Quick Look, viewing photo previews with, 192
QuickTime Player
playing digital video with, 218-219
sharing video, 189

R

Read Only permission, 323

Read & Write permission, 323
reading email messages, 59
Reading lists, creating, 46-47
receiving email messages, 58-59

reconditioning notebook battery, 278-279
red eye, removing from photos, 208-209
redeeming iTunes gift cards, 127
redirecting email messages, 61
reminders, creating, 144-147
remote images, disabling, 88-89
removing. See also deleting

Bluetooth devices, 315

icons

from app folders, 247
from Dock, 253

item types from Spotlight search results, 13

items from History list, 33

red eye from photos, 208-209

saved website data, 76-77

Share menu extensions, 261

widgets from Notification Center, 257
renaming

files, 22

mailboxes, 67
reordering reminders, 147
replying to email messages, 60-61
requiring passwords on waking, 224-225
resizing

Messages app text, 95

photos, 215
resolution, changing for display, 244-245
restarting Mac, 280-281
restoring

earlier versions of files, 274-275

files using Time Machine, 276-277

jcons, 239
rich text, compared with plain text, 63
rotating photos, 204-205
router, 311
running applications full screen, 10

S

Safari
about, 4
preferences, 79, 83, 85
sharing web pages, 188
website data saved by, 77
saving
attachments from email, 65
documents
about, 16
using iCloud Drive, 300-301
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saving (continued)
files
about, 43
in Messages app, 97
locations, 155
screen, splitting with two applications, 11
screen saver, activating, 225
searching
files with tags, 152-153
for locations, 154-155
for websites, 41
your Mac, 12-13
security
changing passwords, 222-223
configuring
app downloads, 228-229
location services, 232-233
disabling automatic logins, 226-227
downloading files, 43
enabling
firewalls, 230-231
Guest User account, 234-235
requiring passwords on waking, 224-225
viruses, 65
website passwords, 81
security code, changing, 293
selecting
email signatures, 57
tags, 153
web pages from Reading list, 46
sending
email messages, 52-53
event invitations in Calendar app, 116-117
files in Messages app, 96-97
messages in Messages app, 94-95
photos to Flickr, 182-183
tweets, 172-173
video to Vimeo, 186-187
setting
album's key photo, 213
background images, 240-241
sleep options, 242-243
setup
Family Sharing, 304-305
iCloud Keychain, 292-293
iCloud synchronization, 290-291
junk mail filtering, 86-87
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nonstandard outgoing mail port, 51
Vimeo, 184-185

Share menu, 260-261

share sheets

compared with Share menu, 261
sending video using, 186
Shared Links sidebar, 44-45
sharing
directions, 189
equipment, 310
in Facebook, 167
files, 310
folders, 322-323
information over, 188-189
maps, 189
music, 123
notes, 188
pictures, 189
printers, 324-325
video, 189
web pages, 188
shutting down applications, 5
signature blocks, adding to emails, 56-57
signing in
to Facebook, 164-165
to FaceTime, 98-99
to iCloud online, 288-289
to Messages app, 92-93
to Twitter, 170-171
signing out, from iCloud, 289
Siri, voice-operating with, 14-15
sleep mode
activating, 225
requiring passwords from, 224-225
setting, 242-243
sleep timer, 243
slideshows, viewing of photos, 194-195
Smart Album, 201
Smart Group, 109
Smart Playlist, 125
social networks
connecting
to Flickr, 180-181
to LinkedIn, 174-175
posting
to Facebook, 166-167
to LinkedIn, 176-177



publishing photo albums to Facebook, 168-169
sending
photos to Flickr, 182-183
tweets, 172-173
video to Vimeo, 186-187
setting up Vimeo, 184-185
sharing information over, 188-189

signing in
to Facebook, 164-165
to Twitter, 170-171

updating profile pictures, 178-179

viewing links shared on, 44-45
spam, moving to Junk mailbox, 84-85
split-screen mode, 11
splitting the screen with two applications, 11
Spotlight

searching with, 12

starting applications using, 4
starting applications, 4-6
Status Area (iTunes window), 121
storage, managing for iCloud, 302-303
straightening photos, 206-207
stretched version, 245
subscribing to podcasts, 130-131
switching

between applications, 8

between devices and mac0S, 136-137
synchronizing

iCloud, 290-291

notes, 141
System Preferences

displaying, 238-239

mirroring via, 328

tabs
creating, 24, 29
muting, 39
opening
documents in, 25
folders in, 24
links in, 28
web pages in, 28-29
pinning, 38
tagging photos, 210-211
tags
assigning, 151
organizing files with, 150-151

tasks

searching files with, 152-153
selecting, 153

accessing non-keyboard characters, 160-161
adding attachments to notes, 142-143
Continuity features, 134-135
copying files, 20
creating
reminder lists, 146-147
reminders, 144-145
deleting files, 23
getting directions to locations, 156-157
installing
fonts, 158-159
programs, 138-139
locating mouse pointer, 7
moving files, 21
Notification Center, 148-149
opening
documents, 17
documents in tabs, 25
folders in tabs, 24
organizing files with tags, 150-151
printing documents, 18-19
renaming files, 22
running applications full screen, 10
saving documents, 16
searching
files with tags, 152-153
for locations, 154-155
your Mac, 12-13
splitting the screen with two applications, 11
starting applications, 4-6
switching
between applications, 8
between devices and mac0S, 136-137
viewing running applications with Mission Control, 9
voice-operating with Siri, 14-15
writing notes, 140-141

text, resizing in Messages app, 95
third-party cookie, 75
Time Machine

configuring backups, 272-273
restoring files using, 276-277

tracking data, 74-75
trackpad, 7, 69
traffic information, 157

Trash, emptying, 264
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Trash icon, 23

troubleshooting

apps, 271

basic techniques for, 281

battery status, 279

hard drive space, 267

iCloud, 285, 287

sleep timer, 243

wireless networks, 317
TVs, viewing macOS on, 328-329
tweets, sending, 172-173
Twitter, signing in to, 170-171
two-factor authentication, 135
typefaces, compared with fonts, 159

U

uninstalling unused apps, 268-269

unlocking Mac with Apple Watch, 135

updating profile pictures, 178-179

uploading
folders of photos as Facebook albums, 169
photos to Flickr albums, 183

user accounts, adding, 248-249

')

versions, of files, 275
videos
displaying as picture-in-picture, 40
sending to Vimeo, 186-187
sharing, 189
viewing
home page, 35
imported photos, 197
links shared on social networks, 44-45
macOS on TVs, 328-329
previews of photos, 192-193
running applications with Mission Control, 9
slideshows of photos, 194-195
Vimeo, 184-187
viruses, 65
visitors, logging in as, 235
voice-operating, with Siri, 14-15
volume, adjusting in iTunes, 123

waking, 224-225, 243
web browsing

bookmarking web pages, 36-37
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changing home page, 34-35
creating web page Reading lists, 46-47
displaying web page videos as picture-in-picture, 40
downloading files, 42-43
muting web page tabs, 39
navigating
with History list, 32-33
web pages, 30-31
opening web pages in tabs, 28-29
pinning web page tabs, 38
searching for sites, 41
viewing links shared on social networks, 44-45
web bug, 89
web pages
bookmarking, 36-37
creating Reading lists, 46-47
displaying videos as picture-in-picture, 40
muting tabs, 39
navigating, 30-31
opening in tabs, 28-29
pinning tabs, 38
posting on Facebook, 166
sharing, 188
tweeting, 172
websites
deleting
from browsing history, 72-73
saved passwords, 80-81
generating passwords for, 294-295
preventing from tracking you, 74-75
removing saved data, 76-77
searching for, 41
Week view (Calendar app), 111
widescreen aspect ratio, 245
widgets, 256-257
Wi-Fi status icon, 317
window, iTunes, 121
Windows users, 323, 327
wired networking, 311
wireless networking, 311, 316-317
wireless router, 311
Write Only permission, 323
writing
email messages offline, 53
notes, 140-141

Z

zooming photos, 193
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