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Who This Book Is For © Icons and Buttons
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and shortcuts.
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© steps © Bold

This book uses a step-by-step format to guide you
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Bold type shows command names, options, and text
or numbers you must type.

result. Italic type introduces and defines a new term.

© Notes

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.
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Rewomar: Argdae, TN [T sk cens tracks) and drop them on
Note: You can also choose the bl v laylist
New Playlist command by it ' your playfist.
pressing (3+00. ks Howry © Repeat Steps 2 to 4 to add
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@ Click the playlist.
& iTunes displays the songs you
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B If you want to listen to the
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% ilunes creates a new playlist.
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© Press [T, £ i e
& e i
Is there a faster way to create and populate a Is there any way to make iTunes add songs to a
' playlist? playlist automatically?
Yes. First, click Music to open the Music category of | Yes, you can create a smart playlist where the songs
the iTunes Library. Press and hold the (1) key and | that appear in the list have one or more properties
then click each song that you want to include in in common, such as the genre, rating, artist, or text
- your playlist. When you are done, click File and then | in the song title. Click File and then click New
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CHAPTER 1

Reviewing What

You Can Do
with Mac 0OS X

In this chapter you find out about the wide variety of tasks you can
perform with Mac 0S X, including creating documents; playing music;
organizing photos, contacts, and appointments; surfing the web; and

communicating with others.
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Create Documents

hether you use your Mac at home, at the office, or on the road, you can use Mac 0S X to create

a wide variety of documents. In general terms, a document is a file that contains information,
which is usually text, but it may also consist of pictures, charts, lines, and other nontext items. With
Mac 0S X, you can create documents such as lists, letters, memos, budgets, forecasts, presentations,

and web pages.

Text Documents

® TextEdit File Edit Format Window Help

0S X, you can use the TextEdit application to create
plain text documents, and the Stickies application to
create electronic sticky notes.

L. eo0e = To-Do List Edited ¥
You can use text editing software on Mac 0S X to () (e = 3] v o) WICE) (20 0a) B (sl =)
create simple documents such as lists, notes, ettt P
instructions, and other items that do not require To-Do List
fonts, colors, or other types of formatting. With Mac Pick up AA batteries

Make dinner reservations at Joy Bistro (555-8642)
Get flowers for Karen

Call mom

Drop off books for library

Clean out office storage areal

Word Processing Documents

create letters, résumés, memos, reports, newsletters,
brochures, business cards, menus, flyers, invitations, and
certificates. Anything that you use to communicate on
paper, you can create using Mac 0S X. You can also use
TextEdit to create formatted documents. Other examples
include Microsoft Word for the Mac and Apple iWork
Pages.

® Word File Edit View Insert Format Font Tools Table Window & Help

ann ~| Travel Brochure.docx [Compatibility Mode]
You can use word processing software on Mac 0S X to SLAD .. ]

"

Want to
replace this

BEL =00 P Layout View | S 3 Pages dotd 100%

A Home | Layowt  Dotument Bements | Tables | Charts | SmartArt | Rewiew ~ B

R




CHAPTER

Reviewing What You Can Do with Mac 0S X 1

Spreadsheets [® Excel File Edit View Insert Format Tools Data Window ¥ Help
ans Loans.xky

A spreadsheet is a software program that enables you to R L I R A — :.,J

manipulate numbers and formulas to quickly create e R —t

powerful mathematical, financial, and statistical models. Loan Payment Analysis

Mac 0S X comes with a test drive version of the Apple T T

iWork Numbers application. Another example is Microsoft
Excel for the Mac.

Principal 510,000
Maonthly Payment| (5182 I‘.ﬁil

"noo:wa‘-:-._|nu~._-

0

ii o w bl [ Losan Paymeent Asalyiss | Mailoen Loan | imeeit €0 3
-_’nn--n.u\nm Py

Presentations _a‘ﬂ :nu--v«lm File Edit View |m__-:;w:::m::::; Tools _Siide Show Window # _ Hel
A presentation program enables you to build e arww—ae— e 2
professional-looking slides that you can use to convey =t T

your ideas to other people. Mac OS X comes with a test H Key Objectives g
drive version of the Apple iWork Keynote application.

Another example is Microsoft PowerPoint for the Mac.

@@l

1

|me)
web Pages We Edn_Insert_Format Anan::m View Window _Help
You can use web page editing software on Mac 0S X to create | =, | AUGNG" Wide. Mhyrinh kD
your own pages to publish to the web. You can create a i
personal home page, a blog, or pages to support your e

business. If your Mac comes with the ilLife suite, you can use
the iWeb application to create and publish entire websites.

Favorits Color: Blus
Favorite Book: TYV Lion
Favarite Movio
Favorite Food: P
Favarite Quote
the call may

Add Poga  Pubah s




Play and Record Music

ac 0S X is a veritable music machine that you can use to build, organize, play, and share your

digital music collection. You can get music onto your Mac by copying it from audio CDs, or by
purchasing music online. If you are musically inclined, you can even record or compose new tunes
using an application called GarageBand (part of Apple’s iLife suite). Once you have a collection of
music on your Mac, you can use Mac 0S X to create custom music CDs, or copy some or all of the

music to a device such as an iPod or iPad.

iTunes

Mac 0S X comes with the iTunes application,
which stores your library of digital music
files. With iTunes you can play albums and
songs, organize tunes into related playlists,
download and edit track information, and
organize your music to suit your style.

You can also use iTunes to listen to
Internet-based radio stations.

® iTunes File Edit View Controls Store Advanced Window Help

2 Ealln X on) . . =[= o h
(< )( p Yoo ) ) . |=|= i | { Q» Search \
et Y Bl St e e et bl

Composers w

Genres

@D Artists

LIBRARY
[EH Movies
L1 TV Shows

bettie serveert

i Podcasts

|41 Books
i Apps
2. Radio

ismprey
STORE
[Z] iTunes Store
¢ Ping
=)' Purchased

The Good, the Bad, and...
The Bicycles

Lamprey
Bettie Serveert

™

A Rush Of Blood To The...

Blue Horse
The Be Good Tanyas

=)' Purchased on Pau

=)' Purchased on Pau...
NSO ER
GENIUS

Nt

PLAYLISTS

Furr {Bonus Track Versi... The Ditty Bops
Blitzen Trapper Coldplay The Ditty Bops %
v
+ ® 2 0 LTI £ @

iTunes Store ARy
44 Music
You can use the iTunes application 4 Movies
[ TV Shows

to connect directly to the online

%' Podcasts

iTunes store, where you can L zwk
. o . kaud =
purchase individual songs, usually T

for 99 cents per song, or entire
albums, usually for $9.99 per
album. Mac 0S X downloads the
purchased music to your iTunes
library, and you can listen to the

STORE

¢ Ping
=J' Purchased
=J' Purchased on Pau..

GENIUS

=J' Purchased on Pau..

4 b # Music Movies TV Shows App Store $4.88 paul@mcfedries.com
Music This Week | Feceni Hits See All
| ; I i | A
|

#4\
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Rise Against Maother Mother Travis Barker Various Artists Oh Land

[

Born This Way (...
Lady GaGa

@

The Royal Weddi...
Chair Of Westmin..,

Take It from the ...
Coiin James

High Maintenanc...
Miranda Cosgrove

Juno Awards: T...
Warious Artists

music on your Mac or add the music
to your iPod, iPhone, or iPad.
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Import Music from a CD

You can add tracks from a music CD to
the iTunes library. This enables you to
listen to an album without having to

put the CD into your CD or DVD drive

each time. In iTunes, the process of I
copying tracks from a CD to your Mac Ne |
is called importing or ripping.

Would you like to import the CD "Fleet Foxes" into your
iTunes library?

| Do not ask me again

Record MUSiC ® GarageBand File Edit Track Control Share Window Help |

a0 GarageBand - Air on G

Most Macs come with GarageBand, which enables you
to record or compose your own tunes. You can attach )18 :
an instrument such as a guitar or keyboard to your 1 Keyboard - Grand Piano
Mac and record your playing_ You can also use W CTE ITI T T  TE n i e v |
GarageBand to add accompanying instruments such
as drums, bass, piano, or another guitar.

Burn Mus'ic to P | CD ® iTunes m Edit View Controls Store
] —~ New Playlist 8N

You can copy, or burn, music files from your Mac onto a CD. Burning CDs is |2 =/ * Now Payis Folder B

a great way to create customized CDs that you can listen to on the e E;;’::;,’:;fm‘;-" =

computer or in a portable device. You can burn music files using the cens i Sl =

o o o BAvLioTE Add to Lirary. ' 20

iTunes application.
-:é 90's Music Library x
4F Classical Musl  Get Info 3|

4 Music Videos

% Peace Tunes Display Duplicates

% Recently Adde

4 Recently Play
# Top 25 Most|

=P Chillaxin' Page Setup...
=) Party Tunes Print... ®p
Synchron‘ize with an 'iPOd, iPhone, or iPad it View Controls Store Advanced Window Help
. . . | iPhone sync is complete. |
You can use the iTunes application to copy some or all == = Ok T
of your music library to an iPod, iPhone, or iPad, which ' o Apps Ringunes Music Movies TVSnows Pod

enables you to play your music wherever you are or on iPhone
another audio device that connects to the device. When
you attach the iPod, iPhone, or iPad to your Mac, iTunes
automatically synchronizes the device according to the
settings you specify.

Name: Paul’s iPhone 4
Capacity: 14 GB
Software Version: 4.3
Serial Number: 7R029373A4S
Phone Number:




View and Organize Your Photos

Your Mac is perfect for showing your digital photos in their best light. Mac 0S X comes with tools
that enable you to view individual photos and to run slide shows of multiple photos. Mac 0S

X also enables you to organize your digital photos, import images from a digital camera or similar
device (such as an iPhone or iPad 2), and edit your photos. Many Macs also come with a built-in
camera that you can use to take simple snapshots.

View PhOtOS ® Preview File Edit View Go Tools Bookmarks Window Help
8086 # White lily.tif Locked ¥

Mac 0S X gives you many ways to view your - =il s Bl =] OFTE
digital photos. You can view photos within Previous  Next Zoom Move Text Select Ammotate View
Finder using the Cover Flow view, or by
selecting the photos and pressing (0.
You can also double-click a photo file to open it
using the Preview application, or you can open
a file using the iPhoto application, if it is
installed on your Mac. Also, both Preview and
iPhoto enable you to run photo slide shows.

»

Organize PhOtOS ® iPhoto File Edit Photos Events Share View Window Help
If your Mac comes with iPhoto, part of Apple’s ZR:R? s
iLife suite, you can use it to organize your ¢ |Events
collection of digital photos. For example, you B4 Photos
can create albums of related photos, and you & Faces
q ] & Places
can create folders in which to store photos. il
You can also rename and rate photos, apply DEVICES
keywords to photos, flag important photos, L] iPad
and sort photos in various ways. 0 Paur's iPhone 4

ALBUMS

|| Dogs, Dogs, Dogs!
|| Videos

|| Vacations

|| Wedding

|l iPhonography

WEB

Festivus Bahamas
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ImpOI’t PhOtOS tO Paul’s iPhone 4 6/24/10 - 6/25/10 = 46 photos
MaC OS X Import ed import All...

Event Name:

If you have a digital camera
attached to your Mac, you

can use either the Image L q/
Capture application or the g

iPhoto application, part of G Y

Apple’s iLife suite, to import
some or all of the camera’s
images to Mac 0S X.

u‘%,\

Take Snapshots | ﬁ Photo Booth File Edit View Camera Window Help

Photo Booth

If your Mac includes an iSight camera or has a
digital video camera connected, you can use the
Photo Booth application to take snapshots of
whatever subject is currently displayed in the
camera. You can also apply various effects to
the photos.

- Comic Book

Thermal Camera

Edit Photos

If your Mac comes with the iPhoto application, you can use it to edit your digital photos.
You can rotate, crop, or straighten a photo; you can modify a photo’s exposure, contrast,
and sharpness; you can fix problems such as red eye and blemishes; and you can apply
special effects to a photo.




Play and Make a Movie or DVD

Your Mac’s solid graphical underpinnings mean that it is a great tool for video playback. For
example, Mac 0S X comes with tools that enable you to watch movies on DVD. You can play
digital video such as movies, TV shows, and podcast files that you download from the Internet, or
digital video that you import from a camera. You can also use Mac OS X to create your own digital
movies and your own DVDs.

Playa DVD ® DVDPlayer File Edit Controls Features Go View Window Help
8. 068 DIME_NTSC

If your Mac has a DVD drive, you
can use the DVD Player application
to play a DVD movie. You can either
use full-screen mode to watch the

S
»

““WHERE ART THOU?

movie using the entire screen, or .
you can watch the movie in a SET UP

window while you work on other FREE NATSSIAL

things. DVD Player has features that
enable you to control the movie
playback and volume.

SNEAK PEEKS

0:02 @ D 2:07 7

Play a Video File

Mac 0S X comes with an
application called
QuickTime Player that
enables you to open video
files and control the
playback and volume.
QuickTime Player also
includes many extra
features, including the
ability to record movies
and audio, cut and paste
scenes, and publish your
videos on services such as
YouTube and Facebook.

File Edit View Share Window Help

& It's Raining Cats

uickTime Player

® Q
¢ é

10
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Play a Movie, TV Show, or Podcast B

You most often use iTunes to play music, but you can also
use it to play video files stored on your Mac, movies, and TV
shows that you purchase from the iTunes store, as well as
podcasts that you download from the iTunes store or
subscribe to online.

Make a Movie

Most Macs come with an
application called iMovie, part of
Apple’s iLife suite, that enables
you to make your own digital
movies. You can import clips from
a video camera or video file, add
clips to the movie, and rearrange
and trim those clips as needed. You
can also add transitions between
scenes, music and sound effects,
titles, and more.

Make a DVD ® iDVD File Edit Project View Advanced Window Help
8.0 0 Magic iDVD

You can use Mac 0S X to create your

own custom DVD discs. Using the DVD Title: | My Great DVD
iDVD application, part of Apple’s iLife
suite, you can create a DVD project Chooses Theme:
that includes video footage, photos,
and audio effects. You can enhance
the project with a custom menu,
titles, and sophisticated background
and text themes. When you are done, Drop Movies Here:
you can burn the project to a DVD
disc.

7.0 Themes -

[ ¥e3

J = —_—
Revolution Sunflower Modern Vintage Vinyl Center Stage Soft F

11



Take Advantage of the Web

You can use Mac OS X to connect to your Internet account. Once the connection has been
established, you can use the built-in web browser to access almost any site that’s available on
the web. This means you can use your Mac to search for information, read the latest news, research
and purchase goods and services, sell your own items, socialize with others, and more.

window using tabs.

Surf the Web ® safari File Edit View History Bookmarks Window Help
eo0e Paul McFedries
Mac 0S X comes with a browser application called |m i+ | B ftesrteiies com G ¢ J{Q- Google
0 . . B Apple Yahoo! Google News(433)v Wikipedia Popularvy
Safari that you use to surf the web. With Safari you || ruiscemies renrone [ Word oy j 7
can navigate web pages, save favorite web pages as
bOOkmal’kS, and V'ieW mult-iple pages -in A Singl.e Welcome to the Stupendous, Colossal, and most Astonishing

Website of

PAUL MCFED

WRITER OF BOOKS, COLLECTOR OF
WORDS, READER OF MANY THINGS

RIES

RECENT RELEASES RECENT WRITINGS
(T write books. Lots of books.) (Other scribblings of note)

Search for
Information

If you need information
on a specific topic, free .
websites called search |
engines enable you to .
quickly search the web
for pages that have the
information you require.
You can search the web
either by going directly
to a search engine site
or by using the search Google Search | [
feature built into Safari.

m Feeling Lucky

Advanced search
Language tools

12
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. 9 Ehye New dlork Eimes
The web is home to many sites that enable you to read the e asgbadity
latest news. For example, many print sources have websites, WA NERCAS ASAPAGIG ELRSE WOLEEAST

some magazines exist only online, and there are more recent
innovations such as blogs and RSS feeds. Some media sites
require that you register to access the articles, but on most Workers Strain to Retake Control After Blast and Fire at
sites the registration is free. kAt

Buy and Sell

e-Commerce — the online buying and selling of goods

and services — is a big part of the web. You can use
web-based stores to purchase books, theater tickets, and
even cars, which gives you the convenience of shopping at
home, easily comparing prices and features, and having
goods delivered to your door. Many sites also enable you
to sell or auction your products or household items.

izud reo wr? Efart hary

amazoncom

Todsy's Deals  Gifis & Wish Lists Gt Cards

Drowse Hew . T
- Rokasey  SeSIbERE Tar

| Up to 50% Off Dummies Guides J{i}

Wueks o ans wod iEAllovks

Spring I fust arcund
sof | MUBEC whe cormar, and our

rcuding  EASENIER  sprng Gocks Preview

features the biggest
selection, Cabrielle new fiction of the
Haminon's fipod, s sewson, incuong Joo
Bants & Butter-ond PeCult's Sig. Foid
Rilg o naw releases = bipms:
¥ not to miss.

The web offers many opportunities to socialize, whether you are looking
for a friend or a date, or you just want some good conversation. However, B ORRCRAAS Vou S s s
it is a good idea to observe some common-sense precautions. For

example, arrange to meet new friends in public places, supervise all
online socializing done by children, and do not give out personal
information to strangers.

Ao Winnen
Bast Boaks of 2010

MabileMe Cabendar - Easiern Time

Take Advantage of MobileMe e T Eer vee e T W R

You can use Mac 0S X to set up a web-based MobileMe account that LR e R e T
enables you to perform many activities online, including exchanging —t ._

e-mail, maintaining contacts, tracking appointments, sharing photos e March 2011
and videos, and storing files online. You can also synchronize data o
between Mac 0S X and your MobileMe account. e

® ey O Pt @ P

@ St P
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Communicate with Others

ou can use Mac 0S X to communicate with other people using online and wireless technologies.

For example, once you have connected your Mac to the Internet, you can start sending and
receiving e-mail, using either your Internet service provider (ISP) account or a web-based account.
You can also use your Internet connection to exchange instant messages and perform audio and
video chats. If you have a camera attached to your Mac, you can also place video calls to other
people through your wired or wireless network.

Exchange E-mail 808 Inbox — paulm@m
o = IR R N
E-mail is the Internet system that enables you to =
o o Inbox {1} Sentv Notesv Draftsv
electronically exchange messages with other Internet users ME'RO:[:’ =
anywhere in the world. To use e-mail, you must have an (2} Inbox Paul McFedries anor )
e-mail account, which is usually supplied by your ISP. The 5 My MobileMe Acc... RTINS
account gives you an e-mail address to which others can ) My POP Account "‘”’”"‘”‘“E”“
. ) ) cComb, Stephanie - Indi...
send messages. You then set up that account in Mac 0S X's = ' : Hotsl Credit Card Form
. . . {dl paul@mcfedries.con Sounds good. ['l take care af it 2)
Mail appllcatwn. [y Drafts Stephanie Stephanie McComb Se...
= & Vorce, Kristin - Hoboken 34811
L iPad Ch 5 Query
g Trash Just to confirm, | made this
% change. Kristin VorceProject Edito.
R[ENUERS <chrisandsandy.renaud@... 3/9/11
[] Notes Checking in
= Hi Paul, Thank you for keeping i
M To Do lﬂu:hbrsg;r:i?r.:q j:;i:zf;;:gs;
RSS Paul McFedries 3811
Howlin' for You (feat. Prins Thom...
ON MY MAC This message has no content
[ Bacnuarad Macs
EXChange E-mail. over the WEb ® Safari File Edit View History Bookmarks Window Hel

. MobileMe Mail - Inbox (5
You can also set up a web-based e-mail account.

Although you can do this using services such as
Hotmail.com and Yahoo.com, many Mac users create
MobileMe accounts, which include web-based e-mail. A [ _ :
web-based account is convenient because it enables ——— MobileMe Calendar 12:44 P

of https:/ fwww.me,com/mail /

Apple Yahoo! Google News(433)v Wikipedia Popularv

. 2 inbox MobileMe Calendar setup instructions.
you to send and receive messages from any computer Set up your computers & devices for the new
Calendar, ———8M8 ————————————————
that has access to the Internet. i
& iTunes Store 6:54 AM
e Your receipt #195016919426
= Apple Receipt
W Tash Billed to: paulmcfedries @mac.com
Junk Apple Developer Yesterday
® Apple Developer Seed Notice March 14, 2011
Apple Developer ——7m78 ——7FF————
New Downloads Available Seed Notice:
. b iTunes Store Yesterday
» [ Junk E-mail ® Your receipt.#ﬁE{HSSQEQGB
Apple Receipt

B et — Billed to: paulmefedries@mac.com
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Exchange Instant Messages 00 Paul McFedries

AlM: Empty chat room 2/8/09 8:48 PM

Instant messaging allows you to contact other people who
are online, thus enabling you to have a real-time exchange - Hey, Kyra, have you got a minute to
of messages. Communicating in real time means that if you H ol

send a message to another person who is online, that

message appears on the person’s computer right away. If Sure! What's up7) @]
that person sends you a response, it appears on your = _ =

. . Decl
computer right away. On Mac 0S X, you use the iChat - | Decline || Accept | %

application to exchange instant messages.

You can also use the iChat program to audio
or video chat with another person. With an

audio chat, you speak into a microphone and —

your voice is sent over the Internet to the EE —} 4
other person, who hears you through his or [ - — -
her computer’s speakers. You also hear that E Text Reply - Decline H Accept !
person’s voice through your own speakers.

With a video chat, a camera connected to

your Mac sends your image over the Internet to the other person. You can also see and hear the other
person on your Mac.

Audio and Video Chat ® O 7 Audio Chat with Paul McFedries

Place Video Calls

Mac 0S X Lion comes with a program called FaceTime that enables you
to make video calls to other people. With a video call, your image is
captured by a video camera — such as the iSight camera built into

many Macs — and a microphone captures your voice. Both the video and
audio streams are sent to the other person, who could be using FaceTime
on a Mac, an iPhone 4, or an iPad 2. The other person can also see and
hear you.

FaceTime with Paul Sellars
- s

15



Organize Your Contacts and Appointments

You can use Mac OS X to help you organize various aspects of your life. For example, Mac 0S X
comes with tools that enable you to enter, edit, organize, and work with your contacts, which
means you can maintain a convenient digital version of your address book. Other Mac 0S X tools

enable you to schedule events such as appointments, meetings, and trips. You
Mac 0S X to synchronize your contacts and schedule among multiple devices.

can even configure

Maintain Your Address Book

Groups
Mac 0S X comes with an application called Address On My Mac
Book that enables you to store information about Al on My Mao
your contacts. For each contact, you can store data S
such as the person’s name, address, telephone Farnly

number, e-mail address, and birthday. e

Penske Project

Writers

Directory Services

-}

CY|

A

Dr Aardvaark Sorenstam
Accessories

Akela Einzelganger
Alejandra Camino

Alex Blanton

Alexander Feuer

Alfred Rosenblatt

Ana Trujillo

Work with Contacts

You can use your Address Book items to perform several different
contact-related tasks. For example, you can use Mail to send a message

Writers

Groups

On My Mac

All on My Mac
either to individual contacts or to a contact group, which is an Address Colleagu:s
Book item that contains multiple contacts. Also, you can use iCal to set T
up a meeting with one or more contacts. Family

Export Group vCard...

Friends Send Email to “Family”

Penske P

Edit Distribution List...

Directory Services

Schedule an Appointment

You can help organize your life by using Mac OS X to record your appointments on
the date and time they occur. You do this using the iCal application, which uses an
electronic calendar to store your appointments. You can even configure iCal to
display a reminder before an appointment occurs.

(8 7 Deaner wih Karen — Info

Dinner with Karen

on Allen's Restawrant

o 03/1§/2011 0700 PM
m 03/15/2011 03:00 P
ster H

Add Invitees.

T
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Schedule an All-Day Event B06 Smimme :

Sales Meeting

If an appointment has no set time — for example, a birthday, TN
anniversary, or multiple-day event such as a sales meeting or vacation — driy @
you can use iCal to set up the appointment as an all-day event. 115

03/18/2011
None &

Schedule a Repeating Appointment June 2011

If an appointment occurs regularly — for example, once a week or once every three
months — you do not need to schedule every appointment by hand. Instead, you can
use iCal to configure the activity as a repeating appointment, where you specify the
repeat interval. iCal then creates all the future appointments automatically.

SynChronize With MObileMe m MobileMe is the simple way to keep everything in sync on your Mac, PC, iPhone, and
If you have a MobileMe account, you can Mg fPodtouch - -

synchronize Mac 0S X’s contacts and Account | Sine | IDisk  Bacicro My Mac _
appointments so that they also appear in the | T T Srachos |
MobileMe Address Book and calendar. If you @) tookmarks

have an iPod touch, iPhone, or iPad, you can & (D calendars

use MobileMe to sync those same contacts @ W conacts

and appointments to your phone. If you have O reccbomi Mdges

a second Mac, you can use MobileMe to keep
your contacts and appointments in sync on both Macs.
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CHAPTER 2

Learning Basic
Mac 0S X
Program Tasks

A crucial Mac 0S X concept is the application (also sometimes called a
program), because it is via applications that you perform all other Mac
0S X tasks. Therefore, it is important to have a basic understanding of

how to start and manage applications in Mac 0S X.




Explore the MacOS X Screen . . . . . . . ¢ ¢« ¢ v ¢ v v 20
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Run an Application FullScreen . . . . . . . . . ... .. 29
Select a Command from a Pull-Down Menu. . . . . . . .. 30
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Explore the Mac 0OS X Screen

efore you can begin to understand how the Mac 0S X operating system works, you should
become familiar with the basic screen elements.

These elements include the Mac 0S X menu bar, the desktop, desktop icons, and the Dock.

Understanding where these elements appear on the screen and what they are used for will help
you work through the rest of the tasks in this book and will help you navigate Mac 0S X and its
applications on your own.

Menu Bar I Finder File Edit View Go Window Help = 4 (= 340PM 1 Q

The menu bar contains
the pull-down menus for
Mac 0S X and most Mac
software.

Desktop

This is the Mac 0S X
work area, where you
work with your
applications and
documents.

Mouse Pointer

When you move your
mouse, the pointer
moves along with it.

Desktop Icon

An icon on the & (B Y Yo | W o T
desktop represents an - —
application, a folder, a
document, or a device attached to your Mac, such as a disk drive, a CD or DVD, or an iPod.

Dock
The Dock contains several icons, each of which gives you quick access to some commonly used applications.

20



Tour the Dock

CHAPTER

he Dock is the strip that runs along the bottom of the Mac screen. The Dock is populated with several
small images, each of which is called an icon. Each icon represents a particular component of your
Mac — an application, a folder, a document, and so on — and clicking the icon opens the component.

This makes the Dock one of the most important and useful Mac 0S X features because it gives you
one-click access to applications, folders, and documents.

The icons shown here are typical, but your Mac may display a different arrangement.

Finder

Work with the files on
your computer.
Launchpad

View, organize, and start
your applications.

App Store

Install new applications and
upgrade existing applications.

Dashboard

Access several cool and handy
mini applications called widgets.

Mail

Send and receive e-mail messages.
Safari

Browse the World Wide Web on
the Internet.

iChat

Converse with other people in real
time by sending each other text
messages.

FaceTime

Place video calls to other
FaceTime users.

Address Book

Store people’s names, addresses,
and other contact information.

iCal

Record upcoming appointments,
birthdays, meetings, and other
events.

Preview

View certain files on your Mac,
particularly photos.

iTunes

Play music and other media and add
media to your iPod, iPhone, or iPad.

Photo Booth

Take a picture using your Mac’s
camera.

iPhoto

Import and edit digital photos
and other images.

iMovie

Import video footage and edit
your own digital movies.

iDVD

Burn images or video to a DVD
disc.

GarageBand

Create songs, podcasts, and other
audio files.

iWeb

Create web pages and maintain
websites.

Time Machine

Create and access backups of your
files.

System Preferences
Customize and configure your Mac.

Applications

Display the contents of your
Applications folder.
Documents

Display the contents of your
Documents folder.
Downloads

Display the contents of your
Downloads folder.

Trash

Delete files, folders, and
applications.

21



Start an Application

o perform tasks of any kind in Mac 0S X, 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 would use a web browser application, such as the Safari program that

comes with Mac 0S X.

Before you can use an application, however, you must first tell Mac 0S X which application you want
to run. Mac OS X launches the application and displays it on the desktop. You can then use the
application’s tools to perform your tasks.

Start an Application

o Click the Finder icon (EE).

Note: If the application that you
want to start has an icon in the
Dock, you can click the icon to
start the application and skip the
rest of these steps.

The Finder window appears.

xS’ ] v NERD e ——
e Click Appllcatlons. FAVORITES | spreadsheets
B Al My Files =
Note: You can also navigate to @ airprop B e = =
. . . . [=2] Desktop o | - WESTRTES
Applications in any Finder
) . m paul Finances Travel Planner Mortgage Budger 2011
window by pressing EL0+E)+ O _
(@ or by clicking Go and then B tRimes PDF Documents
o . . . SHARED
clicking Applications from paulsGdbltpe. A Ak LA
Findel/s menu bar- =] Karen's MacBook Pro = e
- Paul’s iMac About Stacks.pdf About
@ bootcamppe Downloads.pdf
[E) hpd48564f3dBa3 | iages Show Al (4,579)
karens-pc — i S =
DEVICES ‘ | | | i -
2] Macintosh HD i o -
iDisk gradient.jpg IMG_0218.PNG IMG_0218.jpg IMG_0217.Jpg
Remote Disc
Mavies Show All (61)
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The Applications window LTS T Applcatons

appears. ; -
L A My Files o & = '
© Double-click the icon of the S MH“ 2_ Mﬂ 3
application that you want to o=
start. B Documents ‘x%‘? Q g F=y
Note: If you see a folder icon (1), Qi e e e
it means that the application et @ sl \\/Y ﬁ/
resides in its own folder, a storage }:::d*:‘::"’m FasiTie Flpsac e Bk Cangesang
area on the computer. Double-click A
= to open the folder and then = @ é 2 Q Nl
double-click the application icon. @ I “ o o sl
() The application appears on & Filn Edit View Convert Speech Window Help = @ = 45EfM L QO
the desktop.
@® Mac 0S X adds a button for B X —

the application to the Dock.

@ The menu bar displays the
menus associated with the

application.
S o
1 boatcamape
& hpcdRsE4iIdRal
| TIPS |
How do I add an icon to the Dock for an application How do I shut down a running
I use frequently? application? .
First, start the = The easiest way is Calculator
application as B Calculator | to right-click the ot
described in Steps 1 Options Keep in Dock application’s Dock o
to 3. Right-click the o Open at Login s icon and then click —
application’s Dock Quit Show [T Finder Quit. Alternatively,
icon, click Options, ' you can switch to
and then click Keep i 7 the application and
in Dock. 7B 2 ' E press E3+(.
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Start an Application Using Launchpad

You can also start an application using the Launchpad feature that is new for Mac 0OS X Lion. This
is often faster than using the Applications folder as described in the previous section, particularly
for applications that do not have a Dock icon.

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

o Click the Launchpad
icon ([@).

The Launchpad screen
appears.

9 If the application you want
to start resides in a different
Launchpad screen, click the
dot that corresponds to the
screen.
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Launchpad switches to the k)
screen and displays the

applications. @ ] E r—]
9 If the application you want SmapzProX  Snapz..staller  Launchpad Utilities

to start resides within a
folder, click the folder.

Launchpad opens the folder.

Q Click the icon of the application
you want to start.

Mac OS X starts the application.

Utilities

=
L]

Parallel...esktop Remot...nection Parallel...sporter Vodafo...onnect

TIP |

The dots that represent each Launchpad screen are quite small, making them hard to click with the
mouse. Is there an easier way to navigate the Launchpad screens?

Yes. I mentioned earlier that Mac OS X Lion has designed Launchpad to look somewhat similar to the
Home screens of the iPhone, iPad, and iPhone touch. Another similarity is how you navigate the screens.

On an iPhone, iPad, and iPhone touch, you navigate the Home screens by using a finger to swipe the
screen right or left. With your Mac, you can also navigate the Launchpad screens by swiping. In this case,

however, you must use two fingers, and you swipe right or left on either the trackpad or the surface of a
Magic Mouse.

Note, too, that you can also use a trackpad gesture to open Launchpad: Place four fingers lightly on the
trackpad and pinch them together.
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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 Mac 0S X, after you start one application, you do not need to close that application before you
open another one. Mac 0S X supports a feature called multitasking, which means running two or
more applications at once. This is handy if you need to use several applications throughout the day.
For example, you might keep your word processing application, your web browser, and your e-mail
application open all day.

Switch Between Applications ‘

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

o
T e o f- a
ravomrres
[ All My Files | -z,
P Arorp _
1] Deskron Apo ian Ausamarar
(i} paut
B Documants
SHARED
@ pautsssbape -

® Calculator File Edit View Convert Speech  Window Help = o4 = 541N L Q

I Karen's MacBook Pro
[ Paul’s ae

& booteamppe

1 hpeldRSEafidRal
& larens-pc

® Mac 0S X brings the
application’s window(s)
to the foreground.

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

Note: To switch between
applications from the keyboard,

press and hold and repeatedly gm‘;
press until the application that B ittt

you want is highlighted in the list
of running applications. Release
to switch to the application.
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View Running Applications e

with Mission Control

he Mission Control feature, which is new in Mac 0S X Lion, makes it easier for you to navigate and
locate your running applications.

Mac 0S X allows you to open multiple applications at once, 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 a half a dozen or more applications, some of which may have multiple
open windows. To help locate and navigate to the window you need, use the Mission Control feature.

9 Place three fingers on your
Mac’s trackpad and then

Swipe up. Welcome to the Stupendons, Colossal, and most Astonishing
. Website of
Note: You can also invoke PAUL MCFEDRIES
Mission Control by pressing (i) WRITER OF BOOKS, COLLECTOR OF

. WORDS, READER OF MANY THINGS
or, depending on how your

keyboard is configured, (Z+(E).

RECENT RELEASES RECENT WRITINGS
{1 write boaks. Lots of bosks. ) (Cober scriliblings of none)

ADS RECENT WORDS
Frivalaus] (Freats additions to the fesican)

® Mission Control displays each
open window.

@ Mission Control groups
windows from the same
application.

To switch to a particular
window, click it.

® To close Mission Control
without selecting a window,
click Desktop or press (5.




Tour an Application Window

hen you start an application, it appears on the Mac 0S X desktop in its own window. Each
application has a unique window layout, but almost all application windows have a few features

in common.

To get the most out of your applications and to start working quickly and efficiently in an
application, you need to know what these common features are and where to find them within the

application window.

Close Button

Click the Close button
(@) to remove the
application window

Album by Artist

v Name Time | Artist a

from the desktop,
usually without exiting

the application. @ Podcasts
Igl Books

Minimize Button K Ap
"4 Radio

Click the Minimize
button (©) to
remove the window
from the desktop and
display an icon for
the currently open
document in the right
side of the Dock. The

STORE
@ iTunes Store
¢Q Ping
=D purchased
=] Purchased on Pau... |

= Purchased on Pau...

SHARED
Paul's Library

GENIUS

PLAYLISTS

Blue Horse
The Be Cood Tanyas

st e

Lamprey 1 v Keepsake 6:19 Bettie Serveert

Bettie Serveert & ¥ Ray Ray Rain 4:22 Bettie Serveert
3 ¥ D.Feathers 5:33 Bettie Serveert
4 ¥ Re-Feel-It 3:58 Bettie Serveert
5 ¥ 21 Days 3:24 Bettie Serveert
6 v CyborD 4:02 Bettie Serveert L
7 ¥ Tell Me, sad 5:18 Bettie Serveert o
] A:S3_Partia Sanmart bl

¥ The Littlest Birds 4:07 The Be Good Tanya
4:53 The Be Good Tanyas
4:00 The Be Good Tanyas
4:40 The Be Good Tanyas
4:56 The Be Good Tanyas
4:51 The Be Good Tanyas,
4:46 The Be Good Tanyas
5:33 The Be Good Tanyas
3:39 TheBe G
3:20 TheBe G
4:17 The Be Good Tanyas
4:58 The Be Good Tanyas

I

2 + Broken Telephone

3« Rain And Snow

4 v Lakes Of Pontchartain

5 ¥ Only In The Past

& v The Coo Coo Bird

7 Dogsong AKA Sleep Dog Lullaby
B ¥ Momsong

g

¥ Don't You Fall
10 ¥ Up Against The Wall
11 « OhSusanna
12 ¥ Light Enough To Travel

ryas.

window is still open,
but not active.

Zoom Button

Click the Zoom button (/©) to enlarge the window
so that it can display all of its content, or as much
of its content as can fit the screen.

Toolbar

The toolbar contains buttons that offer easy access
to common application commands and features,
although not all applications have toolbars. To move
the window, click and drag the toolbar.

Status Bar

The status bar displays information about the
current state of the application or document.

J4]r

Vertical Scrollbar

Use the vertical scrollbar to navigate up and down in
a document. Click Scroll Up (&) to navigate up;
click Scroll Down ( * ) to navigate down.

Horizontal Scrollbar

Use the horizontal scrollbar to navigate left and right
in a document. Click Scroll Left ( <) to navigate left,
and click Scroll Right ( » ) to navigate right.

Resize Control

Click and drag (2 in the lower right corner of the
window to make the window larger or smaller.
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Run an Application Full Screen

CHAPTER

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, Mac 0S X 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 icons). Mac 0S X then expands the rest of the application
window so that it takes up the entire screen.

You must be running Mac OS X Lion to use full-screen mode. Note, too, that not all programs are
capable of switching to full-screen mode.

Run an Application Full Screen

@ click view.
e Click Enter Full Screen.

® You can also hold down

(T and click &,

Mac 0S X expands the
application window to take
up the entire screen.

Note: To exit full-screen mode,
move the mouse » up to the top
of the screen to reveal the menu
bar, click View, and then click
Exit Full Screen.
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View Source
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Select a Command from a Pull-Down Menu

hen you are working in an application, you can use the menu bar to access the application’s

commands and features. Each item in the menu bar represents a pull-down menu, a collection of
commands usually related to each other in some way. For example, the File menu commands usually
deal with file-related tasks such as opening and closing documents.

The items in a menu are either commands that execute an action in the application, or features that

you can turn on and off.

Select a Command from a Pull-Down Menu

Execute Commands

o Click the name of the menu that
you want to display.

©® The application displays the menu.

e Click the command that you want
to execute.

The application executes the
command.

If a command is followed by an
ellipsis (...), it means the
command displays a dialog.

If a command is followed by an
arrow ( » ), it means the command
displays a submenu. Click the
command to open the submenu
and then click the command that
you want to run.

Turn Features On and Off

SHARED

pauls64bitpe
1 Karen's MacBook Pro

@ Finder File Edit View
8o0e
FAVORITES N
£ All My Files
@‘ AirDrop
I Desktop Add
# paul

r[\;: A.pplil:atiuns

@ Documents

- |

ow Help

Back [

Forward 3]

Enclosing Folder ®t
=l Computer +38C
& Home {+¥#H
[ Desktop 3D
& Downloads EL
& Network T ®8K
I iDisk >
< Applications A

E Documents
S Utilities

Recent Folders

Dictionary

o Click the name of the menu that you want

to display.
® The application displays the menu.
9 Click the menu item.

You may have to click for a submenu if your

command is not on the main menu.

The application turns the feature either on
(a check mark (v ) appears the next time you open the menu) or off (no check mark appears the next time

you open the menu).
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Select a Command Using a Toolbar

You can access many application commands faster by using the toolbar. Many applications come
with a toolbar, which is a collection of buttons, lists, and other controls displayed in a strip,
usually across the top of the application window. Because the toolbar is always visible, you can
always use it to select commands, which means that the toolbar often gives you one-click access to
the application’s most common features. This is faster than using the menu bar method, which often
takes several clicks, depending on the command.

Select a Command Using a Toolbar

Turn Features On and Off
o Click the toolbar button that

represents the feature you
want to turn on.

® The application turns the
feature on and indicates this
state by highlighting the
toolbar button.

® When a feature is turned off,
the application does not
highlight the button.

Execute Commands

9 Click the toolbar button that
represents the command that
you want.

e If the button displays a
menu, click the command on
the menu.

@ The application executes the
command.

® Finder File Edit w Go Window Help
806 {3 Applications

ETCA-

FAVORITES ‘

Z All My Files

Q AirDrop B

] Desktop Address Book App Store Automator Caleulator

& paul

r[\a; Applications P Ll

@ Documents [ ‘é l'
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I8 pauls64bitpc )
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® Finder File Edit View Go Window Help
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[ Documents ‘W S Make Alias
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. Remote Desktop Safari 5
=] Karen's MacBook Pro Connection Clean Up Selection
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Select Options with Dialog Controls

You often interact with an application by selecting options or typing text using a dialog.

A dialog is a small window that appears when an application has information for you, or needs
you to provide information. For example, when you select the File menu’s Print command to print a
document, you use the Print dialog to specify the number of copies that you want to print.

You provide that and other information by accessing various types of dialog controls. To provide
information to an application quickly and accurately, you need to know what these dialog controls
look like and how they work.

Command Button
.. ! Enter the URL of the calendar you want to subscribe to.
Clicking a command
button executes the 17 2 Calendar URL: [http:Hical.me.comfmycalendar.icd ‘
command written on the . .
button face. For example, | Cancel | [ ‘Subscribe
you can click OK to apply

settings that you have

chosen in a dialog, or .8.0.6 <Seellingapd Grammal,

you can click Cancel to close the dialog without fleet w&
changing the settings. Find Next |
Text Box

Ignore

A text box enables you to enter typed text. Use the
() key to delete any existing characters, and then

Learn

type your text. (izefine ]
. [ Guess
List Box

| Automatic by Language : | [ Check grammar

A list box displays a list of choices from which you
select the item you want. Use the vertical scrollbar
to bring the item you want into view, and then click the item to select it.
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Learning Basic Mac 0S X Program Tasks

Tabs @00 RSS

Many dialogs offer a large
number of controls, so
related controls appear

X Default RSS reader: | & Safari (5.1) =
on different tabs, and [ Never i
the tab names and icons Automatically update articles in Evarpide ‘
appear across the top of Every hour _
the dlalog Click a tab to Check for updates v Every 30 minutes %

see its controls.

Mark articles as read: [ After viewing the RSS page 2 |

POp'Up Menu |_| Highlight unread articles

A pop-up menu displays

a list of choices from Remove articles: | After two weeks =2

which you select the | Remove Now | @
item you want. Click :

to pop up the menu, and 800 vCard

then click the item that you want to select.

Check Box

Clicking a check box toggles an application vCard Format: (£)3.0

Oz1

feature on and off. If you are turning on a
vCard 2.1 Encoding: | Western (Mac OS Roman)

feature, the check box changes from = to #;

if you are turning off the feature, the check ’EJ Enable private me card
box changes from # to . gExport viokes {rivCards
[_| Export photos in vCards
Radio Button ©

Clicking a radio button turns on an application
feature. Only one radio button in a group can
be turned on at a time. When you click a radio button that is currently off, it changes from © to @; a
radio button that is on changes from @ to .
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CHAPTER 3

Learning Basic

Mac OS X
Document Tasks

Much of the work you do in Mac 0S X will involve documents, which
are files that contain text, images, and other data. These tasks include
saving, opening, printing, and editing documents, as well as copying

and renaming files.
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SaveaDocument. . . . . . . . . i i e e e e e e e ... 36

OpenaDocument . . . . . . . ¢ v v v v v v v o o oo 37
PrintaDocument . . .. .. ... ... ........ 38
Edit DocumentText . . . . . ... .. ... 40
CopyaFile. . . . ¢ v v v v i i i e e e e e et e e e 44
MoveaFile . ... ... ..o, 45
RenameaFile . . . . . . ¢ v ¢t v v v v v v v v v 0 v 46

DeleteaFile. . . . & ¢« ¢ ¢ ¢ v v v 0 v e e e e o e o o 47



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, Mac 0S X stores the changes in your computer’s memory. However,
Mac 0S X erases the contents of the Mac’s memory each time you shut down or restart the computer. This
means that the changes you have made to your document are lost when you turn off or restart your Mac.

However, saving the document preserves your changes on your Mac’s hard disk.

Save a Document

@ click File.

9 Click Save.

In most applications, you
can also press CJ+C).

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 dialog
appears.

e Use the Save As text box to
type the filename you want
to use.

® To store the file in a different
folder, you can click : in the
Where list and then click the
location that you prefer.

O click Save.

The application saves the
file.

36

& Word Edit View Insert Format Font Tools Table Window #
ew Blank Document %N | Document1
ew from Template... {r&&P h 11 [100% [*| (@
. | BB & o @
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Open Recent p Paagrph =
Close - g
™ - Mo
) Save As... Ll TR P T TR
Save as Web Page... — : : : : : : :
Share >
Web Page Preview
Restrict P issi >
gk hebiioco ity or Industry Conference
Reduce File Size...
Page Setup... iion
Print... P Opening Remarks
: President’s Welcome
Properties... Keynote Address
Save As: Agenda for Industry Conference| |E‘10
Where: | [ii] Documents = }‘
Format: | Word Document (.docx) =)
Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code.

Learn more about file formats

|_ Options... | | Compatibility Report... | _ Compatibility check recommended

| Cancel | [ save |
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Open a Document

'I'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 disk, and those contents are
stored in a separate file. When you open the document using the same application that you used to
save it, Mac 0S X 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 that & word T
you want to work with. ew Blank Document #N

A w from Template...
© click File.

Edit View Insert Format Font Tools Table Window
[7] Document2

Open URL...®

. ; Open Recent
e Cth Open. !Cambria[l!ndv] g
________ | Close
o . U |»

In most applications, you ]M Save
(] Save As...

can also press +m- Save as Web Page... | =
Share >

Web Page Preview
Restrict Permissions >
Reduce File Size...

Page Setup...
Print... P

Properties...

The Open dialog appears. 0006 Open : Microsoft Word
. B8 = | | (@D t §
® To select a different folder [o]>] s | LIl Documents
from Which to 0 en the ﬁle FAVORITES AOOresses.aod Advances uwed £.00c
. p ’ anskmp
you can click + and then £ paul g
click the location that you s Aoeciins
@ Documems
Pl'efe r. Advances Owed.doc Adventure Works 2009

SHARED ! Sales Proposal.pprx

o Click the document.

il K;ren's MacBo... - ‘:u__;_
© Ciick Open. e |19 L
The document appears in the "E;‘Em — i S
application window. | @l Macintosn kD | b
Enable: | All Office Documents =
Open: | Original 4]

[ Cancel |
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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 to use
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.

[%] Agenda for Industry Conference.docx

= 5% (@ search in Document )
# Home lituden
9 Open the document that you p—— e
: bt g -|rs_x el e A ) = U D oo, B - 6 [
want to prmt. | B 1] U [-|see| A[A.]|A [-]mnd]| |2\ =llaaliBal e "!’_i[a Em =" Themes
2| TS
}Agenda for Industry Conference
: Marning Session
- : : Opening Remarks
President’s Welcome
Keynote Address

Coffee Break
10:15-11:00 Industry Trends
11:00 - 12:00 Advisory Panel

12:00-1:30 Lunch

Afternoon Session

3 1:30 - 3:00 Breakout Sessions
= 2:00 - 3:30 Coffee Break. 3|
EE DE Print Layout View [Sec 1] Pages: 10f2 [ Words: 0of102 [ @] 1008 ===

e Click File mmn View Insert _Format _Font_Tools Table Window § Help = o @ 503
* L Ns) New Blank Document 3N | Agenda for Industry Conference.docx

X . o New from Template... %P ||. q ) (Qr (‘search in Document )
O click Print. % e X0 R - T

. . ri (Headings DnenRecent *E T] : == T s : = = £ e

In many applications, you ‘[C;—‘” ; 7 Close o (TEAES w% g (A

R i Uy 385 2 Book Title | i Text Box ™ ¢ Themes
can select the Print command ) Soreiinis ol B et W

. = Save as Web Page... = . - - - = - - -
by pI’ESSmg +ﬂ' E Share L4

Web Page Preview

Restrict Permissions

* for Industry Conference

Reduce File Size...

jsion

Opening Remarks
President’s Welcome
Keynote Address
Coffee Break
Industry Trends

Page Setup...

Properties...

9:45 - 10:1
10:15 - 11:00
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The Print dialog appears.

Print

The layout of the Print dialog
varies from application to
application. The version
shown here is a typical

Printer: | Photosmart Prem C410 series = {0

.
A

Presets: | Stan

example. 'é,' [PDF v || Show Details | | Preview | [ Cancel | E—iﬂﬂ—;

e If you have more than one

printer, click : in the Printer
list to select the printer that
you want to use.

0 of 102

® To print more than one copy,
click Show Details (in some
cases, you click (=] to expand
the dialog instead) and then
use the Copies text box to
type the number of copies
to print.

@ click Print.

@ Mac 0S X prints the document.
The printer’s icon appears in
the Dock while the document
prints.

| L9 |

Can I preview my document before I print it?

Click Preview to display the document in the
Preview application. When you are done, click
Preview and then click Quit Preview.

Yes. It is a good idea to preview the document before printing it to ensure that the document layout looks
the way you want. To preview the document, follow Steps 1 to 4 in this section to display the Print dialog.

i Preview -I i Ee-mce-lnl | Print ]
&

39



Edit Document Text

hen you work with a character-based file, such as a text or word processing document or an e-mail
message, you need to know the basic techniques for editing, selecting, copying, and moving text.

It is rare that any text you enter into a document is perfect the first time through. It is far more
likely that the text contains errors that require correcting, or words, sentences, or paragraphs that
appear in the wrong place.

To get your document text the way you want it, you need to know to edit text, including deleting
characters, selecting the text you want to work with, and copying and moving text.

Edit Document Text

Delete Characters

o In a text document, click
immediately to the right of
the last character that you

Agenda for Industry Conference

want to delete. Wil el
8:00 - 8:30 Opening Remarks
® The cursor appears after the B:30-9:00  President’s Welcome
9:00 - 9:45 Keynote Address
character. 9:45-10:15  Coffee Break

10:15 - 11:00 Industry Trends
11:00-12:00  Advisory Panel

12:00 - 1:30 Lunch

Afternoon Session

1:30 - 3:00 Breakout Sessions

3:00 - 3:30 Coffee Break

3:30-4:30 A Look at the Future of the Industry|

@ Press (2D until you have
deleted all the characters

you want. Agenda for Industry Conference

If you make a mistake,

immediately click Edit, and Morning Session
. 8:00 - 8:30 Opening Remarks
then click Undo. You can 8:30 - 9:00 President’s Welcome
9:00 - 9:45 Keynote Address
also press +B . 9:45 - 10:15 Coffee Break

10:15 - 11:00 Industry Trends
11:00-12:00  Advisory Panel

12:00 - 1:30 Lunch

Afternoon Session

1:30 - 3:00 Breakout Sessions
3:00 - 3:30 Coffee Break
3:30 - 4:30 A Look at the Future|
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Select Text for Editing

o Click and drag across the text

that you want to select Agenda for Industry Conference

Morning/Session
8:00 - 8:30 Openi arks

8:30 - 9:00 President’s Welcome
9:00 - 9:45 Keynote Address
9:45 - 10:15 Coffee Break

10:15 - 11:00 Industry Trends
11:00-12:00  Advisory Panel

12:00 - 1:30 Lunch

Afternoon Session

1:30 - 3:00 Breakout Sessions

3:00 - 3:30 Coffee Break

3:30 - 4:30 A Look at the Future

e Release the mouse button.
® The application highlights %enda for Industry Conference
the selected text. \

IMorning Session ﬁ

8:00 - 8:30 Opening arks

8:30 - 9:00 President’s Welcome

9:00 - 9:45 Keynote Address
9:45 - 10:15 Coffee Break
10:15-11:00 Industry Trends
11:00-12:00  Advisory Panel

12:00 - 1:30 Lunch

Afternoon Session

1:30 - 3:00 Breakout Sessions

3:00 - 3:30 Coffee Break

3:30 - 4:30 A Look at the Future
Are there any shortcut methods for selecting text? [EI0 View insert_Format_Font_To
Yes, most Mac 0S X applications have shortcuts you can use. Here are the ot} o
most useful ones: iz =

. . & #C

® Double-click a word to select it. Copy ta Sorapibaik G

e Hold down (E11) and press (€3 or (3 to select entire words.
¢ Hold down 111 and () and press (£ to select to the end of the line, or

to select to the beginning of the line. t — oy
e Triple-click inside a paragraph to select it. Find >
e Click Edit and then click Select ALL, or press (3+(J to select the entire e

document.

continued P>
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Edit Document Text (continued)

nce you select text, you can then copy or move the text to another location in your document.

Copying text is often a useful way to save work. For example, if you want to use the same
passage of text elsewhere in the document, you can copy it instead of typing it from scratch.
Similarly, if you need a similar passage in another part of the document, copy the original and then
edit the copy as needed.

If you entered a passage of text in the wrong position within the document, you can fix that by
moving the text to the correct location.

Edit Document Text (continued)

Copy Text ® Word File View Insert Format Font Tools Table Window # Help
808 ndo Typing 87 istry Conference.docx
o Select the text that you want 21- 8 @ 5 = @y T ull = B O e
to copy. | # Home | tayou| SUt #X artart | Review | |
-5 Cov & T
= == Copy to Scrapbook NG
e Click Edit. nda rase sV
Paste Special... ~3V
e CI.]Ck COpy Paste and Match Formatting {38V
. . M . s‘l Clear >
In most applications, you OININE S seiect Al %A
can also press (3+(3). g’gg“g’gg Find
9:00-9:45 '
9:45 - 10:15 - Drean
10:15 - 11:00 Industry Trends
11:00 - 12:00 Advisory Panel
e Click inside the document ._‘ Word  File m\iiew Insert Format Font Tools Table Window $ Help
h t th ied ® 006 Undo Typing 387 |stry Conference.docx
e Yo Al Ee Copie 218 & B e " il = T OF e
text to appear. Sl Cu: I :
;-’ | Copy HEC faph : . Styies.

The cursor appears in the |[Catibr Headings) m,.,m-ngs,'i.'\i'l_‘f Copy to Scrapbook ~xC || gm|o8 (H I

:| (4)|AaBbCcDy|
position where you clicked. e

Paste Special..,

———— = ==
o Click Edit. P04 paste and Match Formatting gV | 4
Clear »
o Click Paste. Day TW{ Select All #A
I Find >
In most applications, you a =
can also press (3+(1. Morning S( /-

® The application inserts a
copy of the selected text at
the cursor position.
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Learning Basic Mac 0S X Document Tasks

Move Text
o Select the text that you - cx r——
Comtris bl )34 C.opy 0 Serapbaok §om e | Pare—
want to move. Wi e o Eliinie | o
. . ) © Paste and Match Formanting COXY | ° -
9 C|.1Ck Edlt. Agenda . « rence
© Click Cut. Mornines) '
8:00 - 8:30 - UpEnIg e
In most applications, you 900945 Keynote Address
can also press (3+C3. Y?ﬁ:« dstry Troads
1 -12:00  Advisory Panel
The application removes the il i

teXt from the document. J Word  File View Insert Format Font Tools Table Window # Help

eo0e ndo Paste $87 |stry Conference.docx

e Click inside the document eRtPaste .48 x| @) (@)
u SmartAr R

where you want to move ol g~ % 7

Copy to Scrapbock

the text.

ANE:

Paste Spécial... ~8v

The cursor appears at the Paste and Match Formatting X ¢#V

position where you clicked. 2 Clear >
Select All A
o Click Edit. Morning g Find »
. 8:00-8:30  Links.
G Click Paste. B30, G000 e
. . 9:00 - 9:45 Keynote Address
In most applications, you 9:45-10:15  Coffee Break
can also press sl 10:15 - 11:00 Industry Trends

11:00 - 12:00 Advisory Panel
@ The application inserts the

text at the cursor position.
Afternoon Session

12:00 - 1:30 Lunch

cinne

How do I move and copy text with my mouse? ANertioon Sestion
First, select the text that you want to move or copy. To move the selected | 12:00°%:30  tunch =~
text, position the mouse pointer over the selection and then click and 3:00 - 3:30 Coffee Break

drag the text to the new position within the document. i R

To copy the selected text, position the mouse pointer over the selection, | Day Two
press and hold the () key, and then click and drag the text (the

mouse x changes to ») to the new position within the document. Morming Session
‘Afternoon Session
£%:00 - 1:30 Lunch
:30 - 3:00 Breakout Sessions
3:00 - 3:30 Coffee Break
3:30 - 4:30 A Look at the Future
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Copy a File

You can use Mac 0S X 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 disk 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].

€ Press and hold the (D)
key, 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).
Mac OS X creates a copy with
the word “copy” added to the
filename.
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Move a File

CHAPTER

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 disk. 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 disk.

You can use this technique to move a single file, multiple files, and even a folder.

o Locate the file that you want
to move.

9 Open the folder to which you
want to move the file.

To create a new destination
folder in the current folder,
click File and then click New

Folder, or press Ei0+E0+(0.

e Click and drag the file and drop
it inside the destination folder.

Note: If you are moving the file to
another disk drive, you must hold
down (3 while you click and drag
the file.

©® The file disappears from its
original folder.

@ The file moves to the
destination folder.

il Decumaents - o H
F o (B~ a5l 4l
ORITES FAVORITES
s Al My Files _| All My Files
Al
? tOrop o | >
) Deskzop [ Deskeop =
i paul Owed c an.-ﬂm & paul b
R Aoplix N = #% Applications Attventure Wk k]
[ Decuments - % Documants 3009 Sal...sal.nptx
SHARED o === SHARED
51 Paul's iMac A Agenda for Aligning Cell (=1 Paul's IMac &
1 Karen's M o InduseryConference Contens 2.xls 50 Karais Mac S
W pauissabitpe P - W paulseabitpe
@ winterver 0 wingenme
CEVICLS Bavices
- Madesh HO &3 Mecintosh HD
808 L Wark
: ° o wlan] B (-] (o8] »
FANORTES FAVORITES - =
o Al My Files 4 All My Files E
@ AirDrop & Alrdrop
I wance (L Desitop e
@) paut Cwad.do &) paul 200y sal pptx
#9% Appliexians - - i Applications
M- ' Documents e a Dacuments
snastp vacx = -
5 Paul's iMac & Agenda far Aligning Cel [ Paul's iMac &
= Karen's M S Indlustry Conference Contents 2.xls o s 2
W phukes icic = ™ @ paulsbabitpe
§ wingarver @ winserve
-
DLVICES Mignment Devices
sl Macincosh HO Examples 2.doc (| Macintash HD
[ Biesk | 2] iisk
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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. By giving your document a descriptive name, you make 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 Mac 0S X 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 (2.

® A text box appears around
the filename.

You can also rename any
folders that you have
created.

e 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 (23 to
cancel the operation.

e Press (GCi0i) or click an

empty section of the folder.

@ The new name appears under
the file icon.
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CHAPTER

Delete a File

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 Mac 0S X system files or any files associated
with your applications, or your computer may behave erratically, or even crash.

Delete a File

. ens i3] Documents
o Locate the file that you want e EEEW (5] (o6 Q
to delete. FAVORITES Data.xlsx Iventoryadk  Inventor.. Hand.xlk
L0 A My Fikes o - 5> N s
. . @ wirDrop | )
e Click and drag the file and e & , — ' oy
drop it on the Trash icon in 'f};::mm B IR STk
the Dock. N S X
SHARED = -
] Paul's iMac a R s —— 92
[ Karen's MacBock Bro Boak Brainstorms. Brilliant Ideas Budger 2011 qucz‘:.:l:ld:c
W paulbsBdbitpc -—
W winserver = ’
DEVICES N‘ -
|l Macintash HD Company Compuliteracy Conditional
EJ iDisk Meeting.pptx Catalog.pub matting. xisx
() Remate Disc N e

® The file disappears from the 808 [E Documents
folder e =@ (B (o] [#-) Q )
. ‘FAVOR]TE Dat;xlsx Inventory.xlk Inventor...Hand.xlk
. =) i
You can also delete a file by S PN - 2 N
clicking it and then pressin Daskton L [ @ Ve
g p g = _rages
ag A ﬁj’ paul Backups Bahamas Vacat?on Blog Topics
.+m Aan — DVD.dvdproj
If you delete a file = = - =
y, SHARED :—'——
accidentally, you can restore &l iac A _escts s | boc
. . . , i Book Brainstorms Brilliant |deas Budget 2011 Committee
1t. S]mpl.y Cth the DOCk S Karens MacBook Pro Questions.doc
. = pauls64bitpc "
Trash icon to open the Trash o —= - = e ™
= =
window. Click and drag the DEVICES e
. . ] i g i
file from the Trash window st Wi I oL -~
and drop it back in its © Rerote i N - v} e
original folder. s |
=_——
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CHAPTER 4

Surfing the
World Wide Web

The World Wide Web, or simply, the web, is a massive storehouse of
information that resides on computers, called web servers, located all over
the world. Information is presented on web pages that you download to
your computer using a web browser program, such the Mac 0S X Safari
application. Each web page can combine text with images, sounds, music,

and even videos to present information on a particular subject.
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Open and Close Safari

0 access websites and view web pages, you must use a web browser program. In Mac 0S X, the
default web browser is Safari, which you can use to surf websites when your Mac is connected to

the Internet.

The Safari application offers a number of features that make it easier to browse the web. For
example, you can open multiple pages in a single Safari window, you can save your favorite sites for
easier access, and you can perform Internet searches from the Safari window.

To use these features, you must know how to start the Safari application. When you have finished
surfing the web, you also need to know how to shut down Safari to save system resources on your Mac.

Open and Close Safari

Open Safari

@ 1n the Dock, click the Safari
icon ().

The Safari window appears.

Note: The initial web page you
see depends on how your version
of Safari has been configured.

In most cases, you see the
Apple.com Start page.
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Thinner. Lighter. Faster.
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CHAPTER

Surfing the World Wide Web

Help &

Close Safari o File Edit View History Bookmarks Window
' Apple

@ click safari.

Store ac iPhone iTunes

9 Click Qllit Safari. m_ﬁle Edit View History Bookmarks Window Help & =]
® O About Safari i Apple
Safari Extensions... |

Report Bugs to Apple...

Preferences...
+ Block Pop-Up Windows iPhone iTunes

Private Browsing...
Reset Safari...
Empty Cache...

Services 4 ®
Hide Safari #H

Hide Others X #H

Show All

. Thinner. Lighter. Faster.
TIPS
Are there other methods I can use to open Safari? Are there faster methods I
If you have removed the [ icon from the Dock, there are a couple of other can use to close Safari?
quick methods you can use to start Safari. If you have used Safari recently, Probably the fastest method
click &, click Recent Items, and then click Safari. You can also click you can use to quit Safari is
Spotlight (Q), type Safari, and then click Safari in the search results. to right-click its icon ()
and then click Quit. If your
{1 _ I 1
m@ =0 G 0000 546PM 1 q hands are closer to the
safar ' keyboard than to the mouse,
Show in Finder you can quit Safari by
_— switching to the application
i and then pressing (3+().
Definition E safari

51



Select a Link

most all web pages include links to other pages that contain related information. When you
select a link, your web browser loads the other page.

Web page links come in two forms: text and images. Text links consist of a word or phrase that usually
appears underlined and in a different color from the rest of the page text. However, web page designers
can control the look of their links, so text links may not always stand out in this way. Therefore,
knowing which words, phrases, or images are links is not always obvious. The only way to tell for sure is
to position the mouse (» ) over the text or image; if the x changes to @, you know the item is a link.

Select a Link

o Position x over the link ( k Changes to & ) n. A doctor who is frequently on call, particularly one who earns a living by filling in

for other doctors. Also: oncallogist.

e Click the text or image. Example Citations:
® The status bar shows the address of the otflont g dhon i, breiroii sl Ml
linked page. 3gl.l1ssta Priest, "Canadian surgeons face flat-lining job market.” The Globe and Mail,
February 24, 2011

Note: The address shown in the status bar when éﬂ
you point at a link may be different from the one | S Beres o e oo s,
shown when the page is downloading. This Hisrabelorinls s
occurs when the website “redirects” the link.

a can clarify.
"The Tale of the Crazy 'On-Call-gist'," A Day in the Life of AJ and Dexter,
, 2010

Note: If you do not see the status bar, click
View then click Show Status Bar.

The linked web page appears.

O Safari File Edit Vie

History Bookmarks Window Help &
Canadian surgeons face flat-lining job market - The Globe and Mail

@ The status bar shows the current
download status.

f: flat-lining-job- ket/artic

@ The web page title and address
change after the linked page is
loaded.

; Discover all the ways to save.»
THE GLOBE AND MAIL fod

Home | ENews | ECommentary | NBusiness | Binvesting | ESports | WLife BArts | ¥ Technology

Search: News | Quote | Web | Businesses | People

Health & Fitness Food & Wine Style Parenting Relationships Home & Garden Tr

Canadian surgeons face flat-lining
job market

From Friday's Globe and Mail
Published Thursday, Feb. 24, 2011 8:57PM EST
Last updated Monday, Feb. 28, 2011 5:02PM EST

5 (8] s (4)(4)

52



CHAPTER

Enter a Web Page Address

f you know the address of a specific web page, you can type it into the web browser to display the
page. Every web page is uniquely identified by an address called the Uniform Resource Locator, or
URL (pronounced yoo-ar-ell or erl).

The URL is composed of four basic parts: the transfer method (usually HTTP, which stands for
Hypertext Transfer Protocol), the website domain name, the directory where the web page is located
on the server, and the web page filename.

The website domain name suffix most often used is .com (commercial), but other common suffixes
include .gov (government), .org (nonprofit organization), .edu (education), and country domains
such as .ca (Canada).

Enter a Web Page Address

. . . Word Spy - Googleganger
0 Click inside the address bar. — T

(2] Press () to delete the ——— =
existing address.

: : The Word Lover’s
weorg =Ry
e Type the address of the web iy

. . Home > G > Googleganger ~ Google bombing lejuice -
page you want to visit. Googleganger Rec
n. A person who has the same name as you, and whose online references are mixed
e Press m . in with yours when you run a Google search on your name. Also: Google-ganger.

[Google + doppelginger]
Example Citations:

The point is, when you Google yourself, it's a bit of a blow to your ego when you
discover that: A) your name isn't unique, and B) other people have done more with it
than you. These are your so-called Googlegangers, from the German "doppelganger.”
—Casey Phillips, "Reflections in an online mirror," Chatt Times Free Press, April

16, 2010
Google 4

The web page appears.

oogle.com/ ¢ | (Qr Google

® The web page title changes
after the page is loaded.

Web Images Videos Maps News Shopping Gmail more«

Google

Advanced search
| Language iools

Google Search | I'm Feeling Lucky |
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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. That page may contain important information that you need to
reference, or it might be a page that you want to read later on.

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
o Right-click the link you want

Macs Portable Genius, Second Edition Publibedtfute 1;
to open. 210
My book Miics Partable Geniis, Secumad Edition 1s out! This is another book in Wiley's M ot :‘""ﬂ':'":;‘ .
] 1 2 néw Portabile Genius series, and this time I'm talkj tigs, techniques, how-tas, acs “=7| Functivas: Microso
e Click Open Link in New Tab. ki sl yondh s ki ot i it iite | © Offce Fxeel 2010
dreaded trip 1o the Genius Bar. Published: May 24,
For much moee infa about the ook, see the haolls hime <o = o
Open Link in New Window | et oy Mkerosoft Exeel 2010
Poated it Sepasber 7, 2010 IpEn LINK 11 Wave-Talx ‘:M Visual Quick Tips
Dewnload Linked File b ! Published: May 10,
Download Linked File As... | L2010
Add Link to Bookmarks,..
WPl | [Pad Portable Genius
iPhone 4 Portable Gei conun A
My bock ifhome ¢ Purtuble Gendus Is naw available! This is snother book in Wiley's ! T
great Portable Genius series, which features full-color sereen shots, a clean, erigp iPhone 4
® A new tab appears with 209 e e e o

=+ g imcfedries.com/ MacsPG2E/ Index.asp WG Google

the page title.
e Click the tab to display

3 i
the page. Macs Portable GeMls, 2nd Edition E
Do you want to conmect your Mac with devices sach as desplays and
Macs iustnoth doodsds? Synchroaize your Mac with a eell phane or PDA? Get r>
i " mare out of Safari, Mail, nd iCAT? Maiotain, upgrade, sad treubleshoat
your Mac? Lesen how 1o run Windows on your Mac? All these sound like S brasic: bowok info
you might need 1o book an spomntment to soo & Apple Genits, but pul VITAL STATS
down that phone! It's all covered in my book Macs Porrable Cerdis, Ind Publisher: Wiley Publidhing
Edition, and there's plenty more where they came from. AR 750
Plesse use liiks belew to learn mare about the book: (Far some af the links Lengih: 332 pages
youlll need & peogram that can cpen PDF files, nsch at Adohe Raader ) List price: US25

Table of Contents (38 KB PDF)
Sample Chapter (2.12 M8 POF)
Index (167 kB PDF)

Tidkling ywmer buying bore
BUY IT ONLINE
Amiazon. com

Amaron, e
Armaon.co.uk.

Barnes & Noble.com
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Create a New Tab

@ click File.

@ Click New Tab.

T W= 9 oo 508 X Q@
P

I € O Coogle

@ If you already have two or vaicommmsof e rage 3 118> 200d Edlition
Mail Link to This Page ol
more tabs open, you can also Open in Dashbord.. consact yoe Mac withdesice s o iplys snd
. wds? Synchromize your Mag with a cell phone or PDA? Gel -
click the Create a new tab ki g s, M, and a7 o, upgrde, o oubieshos
. n bow ta nan Windows oa your Mac? All thess sound like Some Basic Book info
icon (+). Foe. 2Pt bock a0 gl et Apple Geni, bt put VITAL STATS

T W= 9 G 507 X a
P

@ Safari creates a new tab.

e Type the address of the page
you want to load into the
new tab.

e Press GEUL.

® Safari displays the page in
the tab.

Are there any shortcuts I can use to open web pages in tabs?
Here are some useful keyboard techniques:

e Press and hold and click a link to open the page in a tab.

e Press and hold £3+EL) and click a link to open the page in a tab and display the tab.

Type an address and then press (3+(Z0) to open the page in a new tab.

Type an address and then press (E11)+ E3+EE000 to open the page in a new foreground tab.
Press E0+E0+00 or E+E3+D to cycle through the tabs.

Press E3+(] to close the current tab.

Press (/210 and click @ to close every tab but the one you clicked.

55



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 have visited. You can use that list to go

back to a page you have visited.

After you have gone back to a page you have visited, you can also use the same list of pages to go

forward through the pages again.

Navigate Web Pages

Go Back One Page

o Click the Previous Page
icon ([«]).
The previous page you visited
appears.

Go Back Several Pages

O Click and hold down » on [«].
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.

A list of the pages you have
visited appears.

9 Click the page you want to
revisit.

The page appears.
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800 Word Spy (wordspy) on Twitter

¢ [ (Q- Google

= Word Spy
@wordspy

) Word Spy is devoted to "lexpionage, " the sleuthing of new
words and phrases.
hitp:/Awww. wordspy.com

Edit your profile —

fiii
4

Timeline Favorites Following Followers  Lists -

5[y About @wordspy

538 25 5170 437
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Following 25 Followers
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8en0e Word Spy (wordspy) on Twitter
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i
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Go Forward One Page

Word Spy

@ Click the Next Page icon ([x)).
The next page appears.

Note: If you are at the last page
viewed up to that point, [»] is not
active.

Paul McFedries

1 9 http: / fwordspy.com/

The Word Lover’s
Guide to
New Words

Spy

n. An advisor who helps people make decisions about or avoid the pitfalls of a home
renovation. Also: renovation coach.
—reno coaching pp.

Word

@
reno coach

She figured she needed help from someone knowledgeable and impartial, who
understood how the industry worked. Then she heard about reno coaching, a relatively
new service where, for 575-5100 an hour, a project manager would come to her

and help her draw up a budget and advise her whether her project was practical and
affordable.

—Dianne Nice, "Reno coach kee|
2011

rojects in the ballpark,” Globe and Mail, March 1,

Go Forward Several Pages
o Click and hold down » on [].

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.

e Click the page you want to
revisit.

The page appears.

Word Spy

 Word Spy - Googleganger
A Paul McFedries

 Macs Portable Genius, 2nd Fdigge
3} Wiley::Home :

*§ Google
 Word Spy (wordspy) on Twitter
 Twitter / Home

A Word Spy (wordspy) on Twitter

i http: / fwordspy.com/

The Word Lover's
‘Guide to
New Words

Py

n. An advisor who helps people make decisions about or avoid the pitfalls of a home
renovation. Also: renovation coach.
—reno coaching pp.

@ reno coach

She figured she needed help from someone knowledgeable and impartial, who
understood how the industry worked. Then she heard about reno coaching, a relatively
new service where, for $75-5100 an hour, a project manager would come to her house
and help her draw up a budget and advise her whether her project was practical and
affordable.

—Dianne Nice, "Reno coach keeps projects in the ballpark," Globe and Mail, March 1,
2011

* Press (3+(D to go back one page.
e Press 3+ to go forward one page.

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

e Press E00+ED+() 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 buttons ([«] 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
History List
@ click History.

e Click the date when you
visited the page.

A submenu of pages that you
visited during that day
appears.

e Click the page you want to
revisit.
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y  Show All History x2

_Paul McFedries

W@F C

Back [
Forward ]
Home ORH

Search Results SnapBack RS

Reopen Last Clased Window

Reopen All Windows from Last Session

e

= i

Pomed on March 17, 2017

rew
writeprint

ay,
Monday, March 14, 2011
Sunday, March 13, 2011
Thursday, March 10, 2011
Wednesday, March 9, 2011

Clear History...

rvvwwid

n. The set of writing style
Also: write-print.

quety Taenury

reno coach ; :t::mms.;mbw,.m-mmfmmmmm 'mm;m’ osts
n. An advisor who helps pe ¢ Ward Spy writeprint
renovation. Also: renovatit g Tuiwer | Home browsewrap
=TECCONCDIN PP 4 Word Spy (wordspy) on Twitter hint fistion
) Goagle pajamahadeen
She figured she needed helf € Wiley::Home racial battie fatigue
how the nduste @ Macs Portable Genius, 2nd Edition neurecinematics
iy m’i'..,"'..,“: 375 R Paul McFedries ‘presariat
| Word Spy - Googleganger on-call-ogist
-mbﬁm Nice, Renocoach  © Apple biketash
| Wednesday, March 16, 2011 Q 3
Tuesday, March 15, 2011 » Alpha Archives
“ Monday, March 14, 2011 > ABCDEEGH!
Pomed on March 17, 3011 Sunday, Mareh 13, 2011 » JELMNOPQR
p Thursday, March 10, 2011 » STUNWXYZH
- Wednesday, March 9, 2011 >
e Clear History. . Search Word Spy
n. The set of writing style quety Y | Gl
Bk «
__Paul MeFedries Fn:r\uard O:L
W@r Search Results SnapBack RS
C Reopen Last Clased Window
Reopen All Windows from Last Sesgion
R — g ‘I::::_.igmms.gmnncl,.m-numxmmmmm Recent Posts
n. An advisor who helps pé 6 Word Spy writeprint
renovation. Also: renovatit g Tuimer | Home browsewrap
—reno eoaching pp.  Ward Spy (wardspy) on Twitter hint figtion
21l Google pajamahadesn
Nﬁlmgmﬁhﬂ 8 Wiley: Home racial battle fatigue
understood ndusts @ Macs Portable Genius, 2nd Edition peurpdinematics
mmm;;‘: f:: %, Paul McFedries presariat
afferdable.  Word Spy - Googleganger on:call-ggist
mbhm Hice, '!m.mnh  Apple biketash
11

) Word Spy - Search
 hitp:/ googlea....wordspy.com
@ Ward Spy - on-call-ogist

# about:blank

 Canadian surg...Globe and Mail
# Word Spy - on-call-ogist

4 Word Spy - precariat

4 Word Spy - retox
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800

® The page appears.

et Pwaw Google.com|

Web Images Videos Maps Mews Shopmng Gmal more s

@& MQ- Google

Pauil McFadrios =

Google

Asvpread vearch
Larquags loos

Clear the History List
@ click History.
e Click Clear History.

Search Results SmapBack LRS

Safari deletes all the pages
from the history list.

- Google

Reopen Last Closed Window

Reopen All Windows from Last Session

A Google

@ hitp:/ /googleads.g.doublec|... AuUdp=hitpX3A/ fwordspy.com
& Wiley: Home

€ Word Spy

3 Twitter / Home

€ Word Spy (wordspy) an Twitter

8 wiley: Home it

" Macs Portable Genius, 2nd Edition

W Paul McFedries
) Word Spy - Coogleganger
@ Agple

Wednesday, March 16, 2011 (3
Tuesday, March 15, 2011 »
Monday, March 14, 2011 >
Sunday, March 13, 2011 »
Thursday, March 10, 2011 3

>

Can I control the length of time that Safari keeps
track of the pages I visit?
Yes, by following these steps:

o In the menu bar, click Safari.
e Click Preferences.
e Click General.

e In the Remove history items pop-up menu, click :
and then click the amount of time you want Safari
to track your history.

O click o.

Default web browser: [ @ Safari (5.1) =)
Default search engine: [ Google = ]
New windows open with: [ Empty Page . J
New tabs open with: [ Top Sites =

Homsnase: | R
After one day

After one week
After two weeks
Remove history item SRR R R L]
After one year

Save downloaded files 4 Manually
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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

Change the Home Page S e ) 2oy -
@ Display the web page that p,..n T g
you want to use as your rd Spy S
ros
home page.
runocun:h
n..Mldviwr;:?Wmﬂzr:wmﬂmmwwmdmowﬂdlsdlm
~rena coaching pp.

hfwwwmfmmwwwm
haw the industry worked, Then she heard about reno coaching, a relatively
mwhus for 575- $|Wmhul.lw]eumnua'wuwmwhsm
mmwmwam advise her whether her project was practical and

mmnia. “Rene coach keeps protects In the ballpsr, Glode and Mall, March 1,

9 Click Safari N 3 dit View History Bookmarks Window Help & .
) ® O About Safari i Word Spy
. Safari Extensions... |
e Click Preferences. R
Report Bugs to Apple... : —
I:  Preferences... e The Word Lover’s
v Block Pop-Up Windows Guidate
Private Browsing... Mew Words
Reset Safari...
@ Empty Cache... NSE
Services 1
Hide Safari sy ke decisions about or avoid the pitfalls of a home
Hide Others ~xsH h
Show All
Quit Safari #®Q |

g Tu e e - someone knowledgeable and impartial, who
understood how the industry worked. Then she heard about reno coaching, a relatively
new service where, for $75-$100 an hour, a project manager would come to her house
and help her draw up a budget and advise her whether her project was practical and
affordable.

—Dianne Nice, "Reno coach keeps projects in the ballpark,"” Globe and Mail, March 1,
2011
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e Click General.
e Click Set to Current Page.

©® Safari inserts the address of
the current page in 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.

O click o.
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Remove download list items: [ Manually

General

Default web browser: | @ Safari (5.1) = ]

Default search engine: | Google = J

New windows open with: l Empty Page

New tabs open with: | Top Sites s ]

Homepage: | http://wordspy.com/

Set to CurrentM

Remove history items: | After one month 2

)
)

[™ Open “safe” files after downloading
“Safe” files include movies, pictures, sounds,
PDF and text documents, and disk images

Save downloaded files to: | [&] Downloads

ar

as

and other archives. ®

View the Home Page [ @ safari File Edit View muks Window Help o
. . 808 | Show Top Sites N1
o Click History. @ hitp,/ fmordspy.com  Show All Histary 382
. Back [
9 Click Home. | Forward 5]

Note: You can also display the
home page by pressing E11)+
a8-0.
Safari displays the home
page.

Paul McFedries

e e S AY.

Were

@ reno coach

n. An advisor who helps pe
renovation. Also: renovatic
—reno coaching pp.

Home [ 2
Search Results SnapBack

Reopen Last Closed Window
Reopen All Windows from Last Session

@ Word Spy

@ about:blank

@ Google

@ http://googleads.g.doublecl...AuU&p=http¥%3A/ /wordspy.com
@ Wiley::Home

1 @ Twitter / Home

P

Can I get Safari to open a new window
without displaying the home page?
Yes, by following these steps:

9 In the menu bar, click Safari.

9 Click Preferences.
e Click General.

0 In the New windows open with pop-up
menu, click : and then click Empty Page.

0

Ceneral

Default web browser: [ @ Safari (5.1) & ]

Default search engine 'Fop Gites _J
| Homepage
v Empty Page
Same Page
Bookmarks

New windows open wit|
New tabs open wit|

Homepage  Taps for Bookmarks Bar

Choose tabs folder...

@ click .
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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 within Safari. This enables you to display the pages with just a couple of

mouse clicks.

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

Bookmark Web Pages

Bookmark a Web Page

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

9 Click Bookmarks.
€@ Click Add Bookmark.

@ You can also run the Add
Bookmark command by clicking
Add a bookmark ( +).

The Add Bookmark dialog
appears.

Note: You can also display the

Add Bookmark dialog by pressing

a-0.

e Edit the page name, if
necessary.

© click : and then click the
location where you want to
store the bookmark.

O click Add.

Safari adds a bookmark for
the page.
62

® Safari  File Edit View History JELIIHGENE ;2 Help

808

Show All Bookmarks

+ | @ hup://mcfedries.com/

Add Bookmark... .

Add Bookmark Folder

- Bonkmarks Bar (494)

PAUL MCFEDRIES

WRITER OF BOOKS, COLLECTOR OF WORDS, READER OF

Add Baokmarks fof These THNE.

@most Astonishing Websiy

RECENT RELEASES
(I write books, Lots of books.)

vscioy, MacBook Air Portable
- (Genius, Second Edition
Published: March 8, 2011

RECENT WRITINGS
(Other scribblings of note)

The Coming Data Deluge: As
science becomes more data
intensive, so does our language.
IEEE Spectrum, February 1, 2011

Jarpon Watch: Sofalise, Flexisexual,

RECENT READS

(From fascinating to frivolous)

‘When disaster strikes others:
How your brain responds
Brain scans suggest that watching
media coverage of disasters isn't
voyuerlsm or rubbm‘nechn ; it's

® Safari File Edit View History Bookmarks

Window Help &

008

Paul McFedries

+ @ hutp://mcfedries.com/

WRITER OF BOOKS, COi

Type a name for the bookmark, and

Welcome to the §|  choose where to keep it. ishing Websil
PA — 4 B S

| [ Bookmarks Bar B

Cancel
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8080

Wikipedia ‘

Display a Bookmarked Web
Page

Popularv

.  Read Later
© Click the Show all 4 o -l
_ 1 3 578000+ arficles & Amazon i
bookmarks button (I&3). . S B .
ST, . o @ Expedia Travel .
Die freie Enzyklopadie 4 7 La enciclopedia libre
@® If you added the bookmark 1183 0o0e Ao 4’4 it 752 000+ artcube
to the Bookmarks bar, click . Bl S ) R
th Pl i CareerBuilder e
e page name. eDisney
pag Italiano % gmisslist Portugués
L'encick ia libera GBK A enciclt ia livre
® If you added the bookmark - e AT et
to a folder, click the folder _Polski OpeninTabs  nds _
and then click the page p— TR

name. ¢ [(Q~ Google

COLLECTIONS
@ H\smnj

The Bookmarks window
appears.

| Auto-Click | Address
hitp:/ /mefedries.com/

€A Paul McFedries

D Bookmarks Menu :
. [1] Address Book :::;; :Es ;;‘m::::,c;:lf
e Click » to open the folder el Wit e
eeds -
that contains the bookmark e -
BOOKMARKS W Wikipedia hnp e
 Oxford English n&" [ Popular (] en
you Want ( 4 Changes tO b )’ € Read Later javisr_npl function®20ipri5 (i
& aBay http: / fwww.ebay.com/
s A Am: htrp:, £ A
e Double-click the bookmark. S 0P e ne Eong
B Flicke hittp:/ fwww.flickr.com/
@ Expedia Travel http:f fwww.expedia.com/
7 orbitz http:/ fwww.orbitz.com/
The WEb page appears. [ Facebook http:/ fwww.facebook.com/
 Monster Jobs http:/ /www.monster.com/
oli] careerBuilder http:/ fwww.careerbuilder.con
& Disney http:/ /disney.go.com/
@ craigsiist http:/ jwww.craigslist.org/
@ car http:/ /greatburger.ca/upload
&9 Word Spy http:/ fwordspy.com/

I use my Bookmarks bar a lot. Is
there an easier way to display these
pages?

Yes. Safari automatically assigns
keyboard shortcuts to the first nine
bookmarks, counting from left to right
and not including folders. For example,
you display the left-most bookmark by
pressing (3+(0. Moving to the right,
the shortcuts are (3+@, E3+E), and
so on.

How do I delete a bookmark?
If the site is on the Bookmarks
bar, right-click the bookmark
and then click Delete, or hold
down [ and drag it off the
bar. For all other bookmarks,
click [m to display the
Bookmarks window. Locate the
bookmark you want to remove,
right-click the bookmark, and

then click Delete. You can also click the bookmark and then

press ().

|www wwklped{a

£l

D!'gf

Open in New Window

Open in New Tab

Edit Name
Edit Address
Show in Collections

Copy
Delete

dia

1076 000+ articles
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Search for Sites

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

0 Click in the search box. Word Spy ) %

cebook.com/WordSpy ¢ [(Q- Google

Search Q
Word Spy # Edit Page
Website # Edit Info
wall Word Spy - Most Recent v Admins (1) [7] See All
Share: [5) Status Photo &) Link 'S Video H

‘7Wri[e something... |

% Use Facebook as Word Spy

¥ Promote with an Ad

‘ \ Word Spy
)p T —— B3 view Insights
-

reno coach n. An advisor who helps people make decisions about or 4 Suggest to Friends
avoid the pitfalls of a home renovation. Also: renovation coach. —rena

coaching pp. Example Citations: She figured she needed help from

someone knowledgeable and impartial, who understood how the o Moot 3y
industry worked. Then she heard about reno coaching, a relatively new

service where, for $75-$100 an hour, a project manager would come to

her house and help her draw up a budget and advise...

Source: Word Spy

Published: 2011-03-17 15:57:40 GMT & 3 friends like this.
W 2 hours ago via RSS Graffiti - Like - Comment - Share &Y The OED, Wordnik
. h\ Word Spy Quick Tips
© Type a word, phrase, or | M Sey | Facshosk. . 3
. ebook.com/WordSpy & | | Q- paraskevidekatriaphobia
question that represents the
information you want to find. - o

© Press (D). Word Spy

Website # Edit Info

wall Word Spy - Most Recent Admins (1) [7] See All
Share: [5) Staus [@] Photo 4] Link 'SR Video H

‘VWrire something...i |

% Use Facebook as Word Spy

ﬁ Promote with an Ad

- Word Spy

,p‘ i B view Insights
rena coach n. An advisar who helps people make decisions about or A Suggest to Friends
avoid the pitfalls of a home renovation. Also: renovation coach, —reno
coaching pp. Example Citations: She figured she needed help from
someone knowledgeable and impartial, who understood how the Yo, wng Word 3y
industry worked. Then she heard about reno coaching, a relatively new
service where, for $75-5100 an hour, a project manager would come to
her house and help her draw up a budget and advise...

Source: Word Spy
Published: 2011-03-17 15:57:40 GMT AP, 3 friends like this.

W 2 hours ago via RSS Graffiti - Like - Comment - Share &) The OED, Wardnik

_ 1# Chat (Offline)
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©® A list of pages that match Vb Wk VN Magt: W Bautpl e ipnn O T
your search text appears. GOOS[E e p—— X [Bowen| Mo
. Abous 32500 rosely [0.12 seconds] Avanced search
e Click a web page. 18 Everyming
& Images ..uwwwmmw:::&u;u::mm;u
W Videos Fricay the 13th (2009 film) - Friday the 13h (franchise)
an wikipadia.ong/wikiFriday_the_13th - Cached - Similar

im iy a o r z

@ Shopping 9 Dac 201 hovideka i o & etid iational foat

- Mare of Friday the T3th. Tharapist Dr. Donald
. obia himl - Cached - Simdar ‘

Show soarch tooks Friday ihe 13ih - Origins. History, and Folklore
As folklorists. be able to (foar of Friday the 13th).
unmnmmu:m.mm

tha_13¢h htm . Cached - Similar
I‘mim“w armsbavi arisphob u-nmwu mmw
1oid his pationts that “when you lam 1o pronounce il you'n cured
‘waw. medisms. 876 Qch‘d Similar
n-
Wik ‘oo, 40208 fom - Cachod - Similor
&mﬁm.:mmmﬁ
13 Jun 2003 ... If your paraskevidelatriaphobin i g 1o your fear of Gigantic biues shouting
The page appears‘ Word Spy - paraskevidekatriaphobia .?'
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{ hwww.wordspy.com /words/paraskevidekatriaphobi

Paul McFedries

weorg Sy

Home > P > paraskevidekatriaphabia

The Word Lover's
Guide to
New Words

- parasitic compiting  Par-Don -

paraskevidekatriaphobia Recent Posts
(pair.uh.skee.vee.dek.uh.tree.uh.FOH.bee.uh) n. Fear of Friday the 13th. Also: %m.aih
paraskevidekatria phobia. el
—paraskevidekatriaphobic adj., n. browsewrap
—paraskevidekatriaphobe n. hint fiction
pajamahadeen

Example Citations:

racial battle fatigue
neurocinematics

* Candye Kane — 9:30 p.m. Friday in the Thirsty Ear Tavern, 1200 W. 3rd Ave. (614- precariat
21-4387) on-call-ogist

If your paraskevidekatriaphobia is tied to your fear of gigantic blues-shouting gals who bikelash

used to model for "adult’ magazines, you'll want to avoid this show.

But if you aren't afraid to leave the house on Friday the 13th and if you enjoy love-you- Alpha Archives
‘til-the-break-of -dawn barrelhouse blues, Kane's show and her new disc, Whole Lotta ABCDEFGHI

Love, are for you.

—Aaron Beck et al., "Night Life,” Columbus Dispatch, June 12, 2003

Is there an easy way that I can rerun a recent search?
Yes, Safari maintains a list of the last few searches you ran. Follow these steps z

to quickly rerun one of those searches: o (S
Recent Searches

9 In the search box, click the See your recent searches icon (). e
movies lion

«cheeseburger in paradise menu
o0s x new email with attachment
transmit ftp mac
itunes download ! g
runner crawls to finish
cibc pc online banking

9 Click the search you want to rerun.

® In many cases you can also click the Snapback icon (@) to rerun the most
recent search.

Clear Recent Searches

Safari sends the search text to Google again.
s
Bing

65



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
contains the link to the file.

!tle-rbml PivatTables and PivorCharts: Your visual blueprint for ereating dynamic spreadsheets, 2nd Edition

r\*"WILEY
KNOWLEDCE FOR GENERATIONS
HOME EXCEL |
Excel PivotTables and PivotCharts: Your visual blueprint for creating dynamic {
spreadsheets, 2nd Edition
s1aTeD| . = e e
 loiucn Picgias Paul WcFiien atiisors e it &
 bisoonclt Ouliooh ISBN: OT8-0470-80181-1 svaluation dcgy for this tla
+ Micronofl Powsrmint e
© Dot e Roazind SO Sk
e US #2999 = Addmncan
e, |l
More By This Aushor
Pod Toush Portable Genlus
Mac 08 X Lisn Simpiied Duscripron  Jobleol koo pounicads
=———— |
@ Click the link to the file. i —_ ==
. . 1Phoms 4 Portable Genius, 2nd Edition
Safari downloads the file to I ouch Pt G R 5 i
your Mac. guncning mr‘mm{mm_ WEOKE  HIIE|EIR
Mo O X Lioes Sanplted Requires Wcroncll Excel Viewsr. et HITE [ EIE
mwmmuvmax Ll '"'iw:mi . 2200KB HIIE | EIR
Microsoft Excel wmm —— HEIP B
Excal Warkbooh For Dummies oty l-sa ST 285M8  MITRIEIR
By Greg Hatnvey. Orders.him BBt KB HIOIE [EIR
herosc Offce Bcitet:Exow Orders.xis ; T8.00K8 HITE | ETR
by Lingia F. Johinsan PreotTablos. xis |2
Excal 57 For Windows For Oummiss Requines Microgol Excal Viewsr.
by Grog Harvery Produets himi 10 |ET
Excel 37 For Windows For Dummies ;  SalesCuba.cub AT MB HOR|EIR
Quick Rutirence StockPrices.cav 184 KB HIOE | EIE
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® The Show Downloads button dynamic spreadsheets
shows the progress of the ¢ | (Q- Google
download.

e When the download is complete, Click the Show Downloads
button (1@ ).

O Right-click the file.
@ You can also double-click the icon to the left of the file.

dynamic spreadsheets

@ If you want to access the downloaded file itself, click Show
in Finder (B) to view the file in the Downloads folder.

e Click Open.

Show in Flnder
37.50 KB ‘ Copy Address .
Remove From List

27.00k8 TTUHTTBTETETTTT
22.00KB HTTE | ETR

The file opens in the corresponding @00 FivotTables09.xlsm
application. @ m % E@ 156 E‘:l tl & @' 7N X 2&)' = WE ﬁJm (Q‘ Search in Sheet

|0Hnmnlllyput | Tables | Charts. \ sm

Edit Font Number

. Calibri o) - Hu Lzl \  foenen ] [
j— g
e LB L[S []A s L REE || %845 C"”‘"‘:‘,:;' Styles A
85 sl 8 @ ( fxl 301
] A WM ¢ | © [ E [ F [ & [ H [ v [ J TK[ L
1 |Country UsA v |
2
3 Sumof Quantity [Region .7
4 CategoryName| ~ |idaho Oregon Grand Total
|2 Beverages _ 71 182 554
& Condiments 240 2 58 37
7 | Confections 359 3 n 510
& |Dairy Products 343 3 54 283
5 | Grains/Cereals 247 2 25 314
10 | Meat/Poultry 337 5 %6 433
11 Produce 110 30 5 145
12 [seafood 637 35 85 757
13 Grand Total 2574 381 18 3573
14

\ 144 b r | PT-Customer Order Totals | PT-Monthly Sales | PT-Units By Category &Reglon J € |

|Normal View | Ready | |Sum=301

If Safari displays the file Is it safe to download files from the web?

instead of downloading it, how Yes, as long as you only download files from sites you trust. If you

do I save the file to my Mac? notice that Safari is attempting to download a file without your

Click File and then click Save As. permission, cancel the download immediately because it is likely the
Type a name for the new file, file contains a virus or other malware. If you do not completely trust
choose a folder, and then click a file you have downloaded, use an antivirus program — such as
Save. ClamXav; see www.clamxav.com — to scan the file before you open it.
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CHAPTER 5

Communicating
via E-mail and
FaceTlime

Mac 0S X comes with the Apple Mail application, which you can use to
exchange e-mail messages and attach documents, images, and other

types of files to your e-mail messages. The FaceTime application allows

you to make video calls to other people.
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ac 0S X includes the Apple Mail application to enable you to use an e-mail account to exchange
and manage e-mail messages. E-mail is one of the most popular Internet services because it
offers three main advantages: It is universal, fast, and convenient.

E-mail is universal because nearly anyone who can access the Internet has an e-mail address. E-mail
is fast because messages are generally delivered within a few minutes. E-mail is convenient because
you can send messages at any time of day, and your recipient does not need to be at the computer

or connected to the Internet.

Before you can send or receive e-mail messages, you must know how to start the Mail application.

| Open and Close Mail

Open Mail

@ 1n the Dock, click the Mail
icon ([&).

Note: If the Welcome to Mail
dialog appears, see the next
section to learn how to set up

your first e-mail account in Mail.

The Mail window appears.
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® Mail File Edit View Mailbox Message Format Window Help & = ) (=] 100
eoe Inbox 2
=N (Ol%|[leis=] 2] B[] Q

@ (TP sent Notesv Drafts

MAILBOXES

54 Sent
REMINDERS
RSS
ON MY MAC

MOBILEME
[T Deleted Items
(21 Junk




Close Mail ® Mail File Edit View Mailbox Message Format Window Help T =
0.8 plnbox
@ click mail. (= (S e[ % ] [(F(H)EL] @
= ‘Sent Notesv Drafts
MAILBOXES Sort by Date ¥
= Inbox
-ﬁ@"'-Senr
REMINDERS
RSS (97]
ON MY MAC
MOBILEME
MAIL ACTIVITY
© Click Quit Mail.
File Edit View Mailbox Message Format Window Help o .=
® 0 About Mail L Imbox
(=2 Preferences... s, ‘u_l (i = (2] B ][] Q
EI] Provide Mail Feedback... L
MAILE  Services » T
SN Hide Mail %H
% Hide Others #%H
remiy onow All
W Quit Mail . 20 2
|
ON MY MAC
MOBILEME
MAIL ACTIVITY
Are there other methods I can use to open Mail? Are there faster
If you have removed the f& icon from the Dock, there are a couple of other methods I can use
quick methods you can use to start Mail. If you have used Mail recently, to close Mail?
click &, click Recent Items, and then click Safari. You can also click Probably the fastest
Spotlight (Q), type Mail, and then click Mail in the search results. method you can use to

[ = 4 (= 2:07PM 1L [Re\

quit Mail is to right-click

Spotlight

its icon ([&) in the Dock
and then click Quit. If

Show in Finder

Definition E mail

your hands are closer to
the keyboard than to the
mouse, you can quit Mail
by switching to the
application and then

pressing (+(2).
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efore you can send and receive e-mail messages, you must add your e-mail account to the Mail

application. Your e-mail account is usually a POP (Post Office Protocol) account supplied by your
Internet service provider, which should have supplied you with the POP account details. You can also
set up web-based e-mail accounts with services such as Hotmail and Gmail. A web-based account is
convenient because it enables you to send and receive messages from any computer.

If you have an Apple e-mail account, you can also set up Mail with your Apple account details.

Add an E-mail Account

Get Started Adding an Account

@ click File.

9 Click Add Account.

Note: If you are just starting Mail and
the Welcome to Mail dialog is on-screen,
you can skip Steps 1 and 2.

The Add Account dialog appears. If you
are starting Mail for the first time, the
Welcome to Mail dialog is identical.

Add an Apple Account

o Type your name.
9 Type your Apple account address.

e Type your Apple account password.
e Click Create.
Mail adds your Apple account.
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Mail View Mailbox Message Format Window Help
en0e6 New Message B8N Inbox
=N New Nota “HEN = LB o]
New To Do oy |

= @j New Viewer Window X #N l
MAILBOXES Open Message

| Globeiate .J Close HW
4 Sent e S
REMINDERS

RSS

ON MY MAC

|

mport Mailboxes...”
Add RSS Feeds...

MAIL &

Add Account

Add Account

You'll be guided through the steps to set up an
additional account.

% To get started, provide the following information:

‘ Full Name:  Paul McFedries
Q Email Address:  myaccount@me.com
-
< Password: sesssscensl ‘ .
e
.
RERTN®

O | cCancel |




Add a POP Account
o Type your name.
9 Type your POP account address.

e Type your POP account password and click .\

Continue.
@ cClick : and then click POP.
o Describe the account.

0 Type the address of the account’s incoming
mail server, which may be called the POP or

POPD server. ‘.7-_-7- ‘:"‘ Description: My POP Server #’
A L
0 Edit the User Name text as required and click \ \ Incoming Mail Server: | mail.myisp.com %
Cont‘inue. \:EJP’F—‘—_‘-‘: User Name: myaccount 4
. e . . i 5—_~g, Password: |sesssssssl |
e Type a description of the outgoing mail server. e
0 Type the address of the outgoing mail server, Add Accaunt
which is sometimes called the SMTP server. Outgoing Mail Server
. . . . D iption: My SMTP §
® If your ISP requires authentication, click Use — B 60
O Qutgoing Mail Server:  smtp.myisp.com i

Authentication (

@ Click Continue, click Continue again, and

then click Create.

changes to #).

Add Account

=
i \,O F‘%!

Add Account

You'll be guided through the steps to set up an
additional account.

To get started, provide the following information:

Full Name: |Paul McFedries
Email Address: myaccount@myisp.com

Password: | sssssssss 0

Add Account

Incoming Mail Server

Account Type: I_QQVF]OP' i@

".w} ™ Use Authentication

E‘I Use only this server

User Name: myaccount

Password: sssssesss

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

o In the menu bar, click Mail.
9 Click Preferences.
e Click Accounts.

o In the Outgoing Mail Server
(SMTP) list, click + and then
click Edit SMTP Server List.

e Click the outgoing mail server.
e Click Advanced.

0 Click Use custom port
(© changes to @).

e Type the nonstandard port
number.

© click ok.
@ Click 0.

€ Click Save.

OB Accounts

1) ol i £ e S
Ganess: | mocem | 1 foems & Conen. Wik, Coraming | Sgtanans ikt
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f you know the e-mail address of a person or organization, you can send an e-mail message to

that address. An e-mail address is a set of characters that uniquely identifies the location of an
Internet mailbox. Each e-mail address takes the form username@domain, where username is the
name of the person’s account with the ISP or within his or her organization, and domain is the
Internet name of the company that provides the person’s e-mail account.

When you send an e-mail message, it travels through your ISP’s outgoing mail server. This server
routes the messages to the recipient’s incoming mail server, which then stores the message in the

recipient’s mailbox.

Send an E-mail Message

o Click New Message ([=]).

Note: You can also start a new
message by pressing £J+().

A message window appears.

9 Use the To field to type the
e-mail address of the person
to whom you are sending the
message.

9 To send a copy of the
message to another person,
use the Cc field to type that
person’s e-mail address.

Note: You can add multiple
e-mail addresses in both the To
line and the Cc line. Separate
each address with a comma (,).

e Use the Subject field to type
a title or short description
for the message.
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8eoo Inbux(gessages)

=0 (O ) & = || ] B>

(@ @D Sent Notes Drafts
Sor

MAILBOXES R et

54/ Sent

REMINDERS

800 Can you send me a menu?

l4jlo)le]|lr]lAa]le]l D)

To: mac@macandcheese.com
Cc: karenh@restaurantsrus.org
=~ Subject:| Can you send me a menu?




o Type the message.

® To change the message font,
click Fonts ([4 ) to display
the Font dialog.

@ To change the text colors,
click Colors ([&]) to display
the Color Picker.

@ To change the overall look of
the message, click Show
Stationery ([E]) and then
click a theme.

Note: Many people use e-mail
programs that cannot process
text formatting. Unless you are
sure your recipient’s program
supports formatting, it is best to
send plain-text messages. To do
this, click Format and then click
Make Plain Text.

@ click Send ([4)).
Mail sends your message.

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

806 Can you send me a menu?

ENENEIEY LB J

To: mac@macandc|

@J

Cc: karenh@restaurantsrus.org

EE' Subject: Can you send me a menu?

Dear Mae,

website that | can check out? Alternatively, can you send me a copy of your menu?

&Thankyou in advance.

Paul McFedries

| am looking forward to the opening of your new restaurant, Mac and Cheese Depot. In the meantime, do you have a

8en0e Can you send me a menu?

4)(2)le (1 ]lA]l& ][ D]

To: mac@macandcheese.com

Cc: karenh@restaurantsrus.org

=~ Subject: Can you send me a menu?

Dear Mac,

website that | can check out? Alternatively, can you send me a copy of your menu?
Thank you in advance.

Paul McFedries

| am looking forward to the opening of your new restaurant, Mac and Cheese Depot. In the meantime, do you have a

I have a large number of messages to compose. Do I have to be online to do this?
No, composing all the messages while you are offline is possible. Follow these steps:

o While disconnected from the Internet, start Mail.

Q To ensure you are working offline, click Mailbox. If the Take ALl Accounts Offline command is enabled,

click that command.

9 Compose and send the message. Each time you click Send ([«]), your message is stored temporarily in

the Outbox folder.

e 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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f you have a document that you want to send to another person, you can attach the document to
an e-mail message. A typical e-mail message is fine for short notes, but you may have something
more complex to communicate, such as budget numbers or a slide show, or some form of media that
you want to share, such as an image or a song.

Because these more complex types of data usually come in a separate file — such as a spreadsheet,
presentation file, or picture file — it makes sense to send that file to your recipient. You do this by
attaching the file to an e-mail message.

Add a File Attachmen

o Click New Message (|=]).

A message window appears.

9 Fill in the recipients, subject,
and message text as
described in the previous
section.

e Press (2011 two or three
times to move the cursor a
few lines below your message.

@ Click Attach ([£]).
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80e Inbox
=0 (Sl ®]lbis|=](Z][B]

= m Sentv Notesv Draftsv

MAILBOXES Sart by Date ¥
@ Outbox
oy Sent
i,‘? Trash

REMINDERS

MAIL ACTIVITY

| | A Il

808 Article proposal

(a0 el1](al[e](n]

]
]

To: edilor@zombiemag.com@

Cc:

EE" Subject: Article proposal ﬂ

Dear editors,

Atftached please find a copy of my essay "iPod Zombie Alert,”" which details the modern, urban threat of iPod-listening citizens

&Eening through the real world, heedless of their fellow citizens and oblivious to the city's d

angers. They have become, in

fact, iPod zombies, a digital undead army lurching through the streets, leaving mayhem and terror in their wake.

Please let me know if you are interested in running this piece in your fine publication.

Sincerely,
Paul McFedries

-©




A file selection dialog
appears.

e Click the file you want to
attach.

@ cClick Choose File.

® Mail attaches the file to the
message.

Note: Another way to attach a file
to a message is to click and drag
the file from Finder and drop it
inside the message.

0 Repeat Steps 4 to 6 to attach
additional files to the message.

© click Send ([4]).

Mail sends your message.

208 Article proposal
4)l.e|le | 2|l Al & =]
| 4> [SE (E | m ||z~ [EDocuments 4 Q
FAVORITES s
£ All My Files e
i Word Spy.pptx wordspy.xml.webar Work Working wit
|&) Desktop chive Investments.x
m paul
r/a\; Applications X T = .
L Documents _boc 2
SHARED Working with Warksheets Writing Yosemite.pp|
] Paul’s iMac = extdeL

Ll Karen's MacBook Pro
[E] hpd48564f3d8a3

LEI pauls-imac Sl
= s iPod Zombies.doc
[gSend Windows-Friendly Attachments
[ Ci}{ Choose File
e0e Article proposal

(B[ 5]

(4P L][A](&)(B]
To: editor@zombiemag.com

- I

iE' Subject: Article proposal

Dear editors,

Attached please find a copy of my essay "iPod Zombie Alert,” which details the modern, urban threat of iPod-listening citizens
careening through the real world, heedless of their fellow citizens and oblivious to the city's dangers. They have become, in
fact, iPod zombies, a digital undead army lurching through the streets, leaving mayhem and terror in their wake.

Please let me know if you are interested in running this piece in your fine publication.

Sincerely,
Paul McFedries

e

{Pod Zombies.doc (32 KB

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. If you or the recipient has a slow Internet connection, sending or
receiving the message can take an extremely long time. Also, many ISPs place a limit on the size of a
message’s attachments, which is usually between 2MB and 5MB. In general, use e-mail to send only a few

small files at a time.

77



n an e-mail message, a signature is a small amount of text that appears at the bottom of the

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

Signatures usually contain personal contact information, such as your phone numbers, business
address, and e-mail and website addresses. Mail supports multiple signatures, which is useful if you
use Mail with multiple accounts or for different purposes such as business and personal.

\ Add a Signature

Create a Signature
@ click Mail.

e Click Preferences.

The Mail preferences appear.
e Click Signatures.

0 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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File Edit View Mailbox Message Format Window Help

& O A About Mail Inbox
NEIEN A E=D

=@ Provide Mail Feedback... [

MAILE  Services | I
8 Hide Mail %H
@_ {  Hide Others N %H
! Show Al
*B 7 Quit Mail %Q
REMINDERS

MAIL ACTIVITY

ene Signatures

] @ B8 6 D wléif

General Accounts: RS5 JunkMail Fonts & Colors Viewing Composing: an‘fm?ﬁ

/ _All Signatures 6

"0 signatures

| & . My POP Account
0 signatures 4
|| Mobileme

0 signatures

Always match my default message font
(Helvetica 12)

Choose Signature: | None

Place signature above quoted text .7 |




6 Type a name for the signature.
o Type the signature text.

9 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 o.

Insert the Signature

o Click New Message ([=Z]) to start a new message.

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

9 In the message text area, move the insertion
point to the location where you want the
signature to appear.

e Click : and then click the signature you want
to insert.

® The signature appears in the message.

When I have multiple signatures, how can I choose which e

of them Mail adds automatically?

o Follow Steps 1 to 4 to display the signature preferences

and choose an account.

e Click + and then click the signature you want to insert (Fjuabieme

automatically into each message.

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

instead of a signature.

© click o.

Signatures

L@ @ & a .~

General Accounts RSS Junk Mail Fonts & Colors: \f\ewmg Cot

/f All Signatures L Paul McFedrias
0 signatures Spymaster, Word Spy Inc
My POP Account 1234 Hoosier Ave, Indianapolis, IN 46290

@ 317-555-9876

kalgnatuce master@wordspy.com|
~ MobileMe
0 signatures
l+]-] || Always match my default message font

(Helvetica 12)

Choose Signature: | None =

)

|| Place signature above quoted text

eoe New Message

lga)lolle|lr]la]|le) B

To:|

H=RN=N

Ce:

Subject: None

| Signatur TN
Personal ¥—

Paul McFedries

Spymaster, Word Spy Inc
1234 Hooslier Ave, Indianapolis, IN 46280
317-555-9876

master@wordspy.com

A

Bta
Rules

o

Signatures

] @ @ sl L o

General Accounts RSS Junk Mail Fonts & Colors Viewing Composing

f_All Signatures | [Biisiness Paul McFedries
2 signatures Personal ‘Spymaster, Word Spy Inc

= 1234 Hoosier Ave, Indianapolis, IN 46290
. My POP Account i
317-555-8676
i master@wordspy.com

i |+=] [_] Always match my default message font
; PEREN

None

cnumsismur
Personal 1

t @

At Random
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ou must connect to your mail provider’s incoming mail server to retrieve and read messages sent
to you.

When another person sends you an e-mail message, that message ends up in your e-mail account’s
mailbox on the incoming mail server maintained by your ISP or e-mail provider. However, that
company does not automatically pass along that message to you. Instead, you must use Mail to
connect to your mailbox on the incoming mail server and then retrieve any messages waiting for you.

By default, Mail automatically checks for new messages every 5 minutes while you are online, but
you can also check for new messages at any time.

\ Receive and Read E-mail Messages \

Receive E_ma-il Messages ® Mail File Edit View Mailbox Message Format Window Help = 4 =

ene Inbox

€) Click Get Mail ([=)). EaEFE@EED G
[ (I Sent Notes Drafts

MAILBOXES SoptEy .

@7 Outbox

< Sent
& Trash
REMINDERS
RSS
MAIL ACTIVITY
® The Mail Activity area lets 800 Inbox (1 message)
(=) (2 (F = =] [F[E][= a

you kn.ow if you have any e
incoming messages. T

Mac and Cheese Depot & 4:42 PM

Re: Can you send me a menu?

. If you have new messages, @ Outbox 'H\F_‘auI‘We're-q\ad[ﬂ hear you're
. 54 Sent excited about our restaurant. We are t.
they appear in your Inbox o sk ‘
folder with a blue dot in this
column.

@® The & icon in the Dock
shows the number of unread
messages in the Inbox folder.
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CHAPTER

Communicating via E-mail and FaceTime 5

Read a Message
o Click the message.

Mac and Cheese Depot & 4:42 PM
1) Re:Can you send me a menu?
Hi Paul, We're glad 1o hear you're
i Sent excited about our restaurant We are 1...
» § Trash
REMINDERS
RSS @ No Message Selected
MAIL ACTIVITY.
o+ |om Il

e Read the message text in the
preview pane.

© If the message comes with iRBox { 0 P Ga o et e A i
. . i March 18, 2011 4:42 PM
an attached file, double-click of i
. . . Hi Paul,
the ﬁle con to open Tt. bSTr“h We're glad 1o hear you're excited aboutour restaurant. We are too! Qur
REMINDERS o> mgs mmﬂvun:;ms;:u:gﬂng;;ﬂwe‘m attached a copy of our
Note: If you want to open the s @ i
. . . Thank you for your interestin Mac and Cheese Depot.
message 1n 1ts own wmdow, MAIL ACTIVITY. The Mac and Cheese Depot Crew

double-click the message. ’@
meny (936 KB
©On 2011-03-18, at3:40 PM, Paul McFedries wrote:

Dear Mac,

ERE-AES il

Can I change how often Mail automatically checks for
messages?
Yes, by following these steps:

Default emall reader | & Msil 5 M

1 3 Every minute
o Click Mail.
Every 15 minutes
. s Every 30 minutes
9 Click Preferences. Every hour

Manually

The Mail preferences appear.
© Click the General tab.

o In the Check for new messages pop-up menu, click ¢ 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 o.
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hen a message you receive requires some kind of 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

o Click the message to which you want
to reply.

e Click the reply type you want to use.

Click Reply (+ ) to respond only to
the person who sent the message.

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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800 Inbox (4 messages)

=0 (O 2] » ][ =] B][>] Q

= @ Sent Notes Drafts

Sort by Date v

MAILBOXES
B inbox Zombies lllus.._ed 2:44 PM :"'f‘:“?’l "'"5““9"‘"
S Ho: siiowpiopos Sttt
5 Sent Dear Paul, Thank you for your . i
E Trash submission. We all loved your essay...
Facebook 11:58AM | DearPadl,
REMINDERS
Welcome to Facebook Thank you for your submission. We all loved your ¢
— facebookHi Paul, Your account has run itin the nextissue. Il send paymentinfo and o
RSS 97} been created — now itwill be easiert... message.
ON MY MAC e Jsian Welcome to Zombies lllustrated!
Justone more step to getstarted...
facebookHi Paul, To complete the sign- Best,
up process, please follow this fink: hit.. Ward Clever, Editor-in-Chief
Mac and Cheese Depot & 318111 | o 2011 03 51 ot 299 PM, Paul McFedries wiote
Re: Can you send me a menu?
Hi Paul, We're glad to hear you're Dear editors,
excited about our restaurant. We are t...
Atached please find a copy of my essay "IPod Zon|
maodern, urban threat of iPod-listening citizens carg
heedless of their fellow citizens and oblivious to th
become, in fact, iPod zombies, a digital undead an
ane Re: Article proposal

EREIEYNENENPY KN LB)

To: | Zombies lllustrated

Ce:

Subject: Re: Article proposal ‘

=v Signature:| None |4

|
On Mar 21, 2011, at 2:44 PM, Zombies lllustrated wrote:
Dear Paul,

Thank you for your submission. We all loved your essay here, and will be happy to run itin the nextissue. Il send payment info
and other details in a separate e-mail message

Welcome to Zombies llustrated! ‘

Best,
Ward Clever, Editor-in-Chief

On 2011-03-21, at 2:39 PM, Paul McFedries wrote:

Dear editors,

Attached please find a copy of my essay *iPod Zombie Alen,” which details the modern, urban threat of IPod-listening citizens
careening through the real world, heedless of their fellow citizens and oblivious to the city's dangers. They have become, in fact,
iPod zombies, a digital undead army lurching through the streets, leaving mayhem and terror in their wake.

Please let me know if you are interested in running this piece in your fine publication.

Sincerely,
Paul McFedries

<IPod Zombies.doc>




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

6 Click the area above the
original message text and

type your reply.
© click Send ([4]).
Mail sends your reply.

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

eo0e Re: Article proposal

(4)(w|(o)le]| L] A]l&) D] =N

To: | Zombies lllustrated

Cc:

Subject: Re: Article proposal

|=~ Signature:| None -

On Mar 21, 2011, at 2:44 PM, Zombies lllustrated wrote:
Dear Paul,

Thank you for your submission. We all loved your essay here, and will be happy to run itin the nextissue. [l send payment info
and other details in a separate e-mail message.
Welcome to Zombies llustrated!

Best,
Ward Clever, Editor-in-Chief

0

8006 Re: Article proposal

e[S ExralE vivsrliy

=

To: | Zombies lllustrated

Cc:

Subject: Re: Article proposal

[=~ Signature:| None |

Hello Ward,

Thank you very much for accepting my essay. I'm looking forward 1o being part of the leeam!ﬂ

Cheers,
Paul

On Mar 21, 2011, at 2:44 PM, Zombies llustrated wrote:
Dear Paul,

Thank you for your submission. We all loved your essay here, and will be happy to run itin the next issue. Il send payment info
and other details in a separate e-mail message.

Welcome to Zombies lllustrated!

Best,
Ward Clever, Editor-in-Chief

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 E11+E9+(5). Type the recipient’s address
and then click Send. Replies to this message will be
sent to the original sender, not to you.

How much of the original message should I
include in my reply?

If the original message is fairly short, you usually do
not need to edit the text. However, if the original
message is long, and your response deals only with
part of that message, you will save the recipient
time and confusion by deleting everything except
the relevant portion of the text. Also, rather than
editing the original text within the reply, first select
the text you want to keep and then click Reply (or
Reply All), which tells Mail to only include the
selected text in the reply.
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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 ([=).

Note: You can also press 1]+
8+@.

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 e-mail address of
the person to whom you are
forwarding the message.

6 To send a copy of the forward
to another person, type that
person’s e-mail address in
the Cc line.
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800 Inbox — My POP Account (4 messages)
=0 (G| %[> ][] B8] >] a
[A inbox Sent Notes Drafts
MAILBOXES Sort By Dt ¥
Mac and Cheese Depot <microsoft@mcfedries.com>
B Inbox Zombies lllustrated 2uap | Heeine i m::‘menuv
= 4 1) N auiela piohonst March 18,2011 4:42 PM
5 Sent Dear Paul, Thank you for your L ki
Ej Trash submission. We all loved your essay...
Facebook 11seam | HiPad
Pt Welcome to Facebook We're glad to hear you're excited about our restaurant, W
e o facebookHi Paul, Your account has under construction, but we've attached a copy of our mer|
97 been created — now it will be easiert.
ONIMENAS Facebook 11:58 AM Thank you for your interest in Mac and Cheese Depot.
Justane more step 10 get started... The Mac and Cheese Depot Crew
facebookHi Paul, To complete the sign-
up process, please follow this link: hit.. =
Mac and Cheese Depot &  3/18/11 o
Re: Can you send me a menu? (919 KE)
Hi Paul, We're glad 10 hear you're 5 - 0
excited about our restaurant. We are 1. PHTHR-10 A0 P, Raulibcladase Widie:
Dear Mac,
Iam looking farward to the opening of your new restaura|
8eo0e Fwd: Can you send me a menu?

4/lo)le L]|lA]le |l D) (B [E)

To: karen@oddproducts.com 0

Cc::kyra@cheeselovers.cal
Subject: Fwd: Can you send me a menu?

=~ Signature:| None  |§

Begin forwarded message:

From: Mac and Cheese Depot
Subject: Re: Can you send me a menu? ‘
Date: March 18, 2011 4:42:31 PM EDT

To: Paul McFedries

Hi Paul,

We're glad to hear you're excited about our restaurant. We are too! Our website is currently under construction, but we've attached a copy
of our menu so you can see what we're offering.

Thank you for your interest in Mac and Cheese Depot.
The Mac and Cheese Depot Crew

&%)

Eod
menu (919 KB)

On 2011-03-18, at 3:40 PM, Paul McFedries wrote:
Dear Mag,

lam looking forward to the opening of your new restaurant, Mac and Cheese Depot. In the meantime, do you have a website that | can
check out? Alternatively, can you send me a copy of your menu?

Thank you in advance.

Paul McFedries




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

0 Click the area above the original
message text and type your
comments.

@ cClick Send ([4)).
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 instead of 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.

800 Fwd: Can you send me a menu?

l4]e]le|lr Al & D) (B ][&]

To: karen@oddproducts.com

Cc: kyra@cheeselovers.ca

Subject: Fwd: Can you send me a menu?

=v Signature:| None |3

Begin forwarded message:

From: Mac and Cheese Depot

Subject: Re: Can you send me a menu?
Date: March 18, 2011 4:42:31 PM EDT
To: Paul McFedries

Hi Paul,

We're glad to hear you're excited about our restaurant. We are too! Our website is currently under construction, but we've attached a copy
of our menu so you can see what we're offering.

Thank you for your interest in Mac and Cheese Depot.
The Mac and Cheese Depot Crew

w
menu (319 KB

e0e Fwd: Can you send me a menu?

ajlelle) L][Alle]( D) R N=N!
6 To: karen@oddproducts.com
Cc: kyra@cheeselovers.ca
Subject: Fwd: Can you send me a menu?

EI Signature:| None |4

Hi Karen,
| received a menu from the Mac and Cheese Depot folks, so I thought | would pass it along (it is aftached). 6

Cheers,
Paul

Begin forwarded message:
‘Subject: Re: Can you send me a menu?

Date: March 18, 2011 4:42:31 PM EDT
To: Paul McFedries

J From: Mac and Cheese Depot

Mail always formats my replies as rich text, even when the ﬂ g
original message is plain text. How can I fix this problem? bul 9 08 b M) m|ﬁéﬂ{£ w
You can configure Mail to always reply using the same format as the | copours %

original message. Follow these steps:

@ click Mail. O Click the Use the same

e Click Preferences.

The Mail preferences appear.

Message Format: | fich Texz

Check spelling | as | type

Automaticalty | Ce o | ropself
Addressing:
message format as the ™ Automatically compléte addresses | Configure LDAP..
o o [ When sending to a group, show all member addresses
original message check box Wik it ot oo WAl o B

( c h a n ges to lg ) . Send new messages from: | Account of selected mailbox

Create nates and 1o dos in: | Account of saleched mailbox

Respond using Rich or Plain Texy

e Click the Composing tab. @ click o. &Z{Lumm....g.,m.m.w_.m.,.

W usnen the taxt of the arialnal mescans
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ac 0S X Lion comes with a video chat feature called FaceTime that enables you to see and speak
to another person over the Internet.

To use FaceTime, you and your friend must have the right type of equipment. If either or both of you
are using a Mac, you must have a web camera attached to the computer, such as the iSight camera
that comes with many Macs, and you must have a microphone attached to the computer, such as the
built-in microphone that is part of the iSight camera.

Once you have all the necessary equipment, you must first sign in to FaceTime using an Apple ID.

Sign in to FaceTime

o In the Dock, click FaceTime ([@7).

FaceTime

—

&ptel 1Ko

The FaceTime window appears. K FaceTime

Enter Apple ID

e Type your Apple ID e-mail address.

Sign in with your Apple ID or
create a new account to activate

e Type your Apple ID password. FaceTime.
6 Click Sign In.

Sign In

Create New Account

Learn more about FaceTime @
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FaceTime prompts you to X0 FaceTime
specify an e-mail address
that peopl_e can use tO People will call you using your

email address. What email

co ntact you Via Face-ﬁme. address would you like to use?

o If the address you prefer to B
use is different than your
Apple ID, type the address
you want to use.

@ cClick Next.

Apple ID FaceTime

FaceTime verifies your Apple & é FaceTime
ID and then displays a list of :
contacts. T

#AUTO

Groups All Contacts

Dr Aardvaark Sorenstam
Akela Einzelganger
8 Alejandra Camino
Alex Blanton
Alexander Feuer
Alfred Rosenblatt
Ana Trujillo

Anabela Domingues

Andrea Aster
Andrea Fonseca

| AndrOeQ Fonseca
Ann Devon
Anne Heikkonen

Annette Roulet

Which devices support FaceTime? Can I use FaceTime if I do not have an Apple ID?
You can use the FaceTime application on any Mac No, FaceTime requires an ID that has been registered
that is running Mac 0S X 10.6.6 or later. For Mac OS X = with Apple. It does not cost anything to register, and
Snow Leopard (10.6.6), FaceTime is available through = you can use an existing e-mail address. To create a

the App Store for 99 cents. For Mac 0S X Lion (10.7), = new account with Apple, click [@7 to open FaceTime,

FaceTime is installed by default. The FaceTime and then click Create New Account. In the New
software is also available as an app that runs on the Account screen, fill in your name, the e-mail address
iPhone 4, the iPad 2, and the iPod touch. and password you would like to use, and so on.
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nce you have signed in with your Apple ID, you can use the FaceTime application to connect with
another person and conduct a video chat.

How you connect with the other person depends on what device he or she is using for FaceTime. If
the person is using a Mac, an iPad 2, or an iPod touch, you would use whatever e-mail address the
person has designated as his or her FaceTime contact address, as described in the previous section. If
the person is using an iPhone 4, you would use that person’s mobile number to make the connection.

‘ Connect Through FaceTime

o Click Contacts. O FaceTime

e Click the contact you want .
tO Ca'.l.. Karen Hammond

Karin Josephs

Groups All Contacts

Karl Jablonski
Katy

Katy Renaud
Kristin DeMint

Kyra

Kyra Harper

Lars Peterson
Laura Rowbotham
Laurence Lebihan
Leda See

Lino Rodriguez

Liu Wong

Liz Nixon

FaceTime displays the XX FaceTIme
contact’s data.

o Click the phone number (for
an iPhone) or e-mail address o
(for a Mac, iPad 2, or iPod ‘ B
touch) that you want to use i s el o Acd 0 Favorites
to connect to the contact. 3
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. - TELUS = 4:56 PM
FaceTime sends a message to E :

the contact asking if he or Paul McFedries ©
she would like a FaceTime
connection.

6 The other person must click
or tap Accept to complete
the connection.

would like FaceTime...

4

FaceTime connects with the other
person.

® The other person’s video takes up the
bulk of the FaceTime screen.

@ 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.

9 When you have finished your FaceTime
call, click End.

Are there easier ways to connect to someone through FaceTime?

Yes, FaceTime offers a couple of methods that you might find faster. If you have Allconcace
connected with a person through FaceTime recently, that person may appear in ‘ S
the FaceTime Recents list. In the FaceTime window, click Recents and then click i

the person you want to contact. mobile (888) 888-8888

work karen@iesssss— com

Alternatively, if you have someone you connect with frequently, you can add
that person to the FaceTime Favorites list. Use the Contacts list to click the T s
person, and then click Add to Favorites. To connect with a favorite, click
Favorites and then click the person.
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CHAPTER 6

Tracking Your
Contacts and
Events

Mac 0S X comes with two applications that help you manage your busy
life. You use the Address Book application to manage your contacts by
storing information such as phone numbers and e-mail addresses. You

use the iCal application to enter and track events and to-do items.

BOP DESBBRT, i BOT . mm -




Open and Close AddressBook. . . . . . ... ... ... 92

AddaNewContact. . . . . . ... ... ... .... 94
EditaContact . . . . . .. ... ... 96
CreateaContactGroup. . . . . . . . . v v v v v v v o 98
OpenandCloseiCal . . . .. ... ¢ 0o v 100
Navigate theCalendar . . . . . . . . . .. ... ... 102
CreateanEvent . . . . . . . . . ¢ v v v oo 104
Create a RepeatingEvent. . . . . . . . .. ... ... 106
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Open and Close Address Book

M ac 0S X includes the Address Book application to enable you to manage information about the
people you know, whether they are colleagues, friends, or family members. Address Book refers
to these people as contacts, and you store each person’s data in an object called a card.

Before you can add or work with contacts, you must know how to start the Address Book application.
When you are finished with Address Book, you should close it to reduce desktop clutter and save
system resources.

Open and Close Address Book

Open Address Book

o In the Dock, click Address
Book (I7).

1

Address Book

The Address Book window

All on My Mac E

appears.

Q Dr Aardvaark S...
= I alborg University
Dr Aardvaark Sorenstam

. home 416-555-1212
Accessories vork  416-555-4321
Akela Einzelganger 4 work  aardvark.sorenstam. .
Alejandra Camino birthday July 1, 1975
Alex Blanton i assislant Lars Gruntwerk
Alexander Feuer waork 28 Galtus Avenue
Alfred Rosenblatt i Gothenburg Sweden M...
Ana Trujill

kil A note  Co-discoverer of the

Anabela Domingues Soup-Nuts Continuum
i A + 1 Edit Share
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Close Address Book ® Address Book File Edit View Card Window Help
@ Click Address Book. Y eI

Q 1 _| Dr Aardvaark S...

Aalborg University

A

Dr Aardvaark Sorenstam
4 home 416-555-1212

Accessories work  418-555-4321

Akela Einzelganger U work aardvark.sorenstam...

Alejandra Camino birthday July 1, 1975

Alex Blanton N assistant Lars Gruntwerk

Alexander Feuer work 28 Galtus Avenue

Alfred Rosenblait Gothenburg Sweden M...
Hpd Tailo 4 note  Co-discoverer of the
Anabela Domingues Soup-Nuts Continuum
A o +| Y [ Edit |[shae
9 Cl.'ICk Qu.it Address BOOk u LU File Edit  View Card Window  Help
' About Address Book =
) Preferences... 8.
. | Dr Aardvaark S...
Services > — 1 Aalborg University
Hide Address Book $#H .
Hide Others CeH home 416-555-1212
Show All work  416-555-4321
work aardvark.sorenstam...
r £ == birthday July 1, 1975
i Blamré assistant Lars Gruntwerk
Alexarice " work 28 Galtus Avenue
Alfred Rosenblatt Gothenburg Sweden M...
Ana Trujillo .
note  Ce-discoverer of the
Anabela Domingues Soup-Nuts Continuum
‘ IPS | @ ] { Share
Are there other methods I can use to open Address Book? Are there faster methods I can
If you have removed the F icon from the Dock, there are a couple of use to close Address Book?
other quick methods you can use to start Address Book. If you have Probably the fastest method you
used Address Book recently, a reasonably fast method is to click &, can use to quit Address Book is
click Recent Items, and then click Address Book. You can also click to right-click its icon (F) and
Spotlight (Q), type Address, and then click Address Book in the then click Quit. If your hands
search results. are closer to the keyboard than

to the mouse, you can quit
Address Book by switching to
the application and then

pressing (J+(2).

B = 0 @ 2:14PM 1 KW |

address

Spotlight

Show in Finder

Definition m address
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Add a New Contact

o store contact information for a particular person, you first need to create a new contact within
Address Book. You do that by creating a new card, which is an Address Book item that stores data
about a person or company.

Each card can store a wide variety of information. For example, you can store a person’s name,
company name, phone numbers, e-mail address and instant messaging data, street address, notes,
and much more.

Although you will mostly use Address Book cards to store data about people, you can also use a card
to keep information about companies.

\ Add a New Contact

9 Click File. ® Address Book ALl Edit View Card Window Help
} New Card
9 Click New Card. Allon (@&Bew Group ™ T8N
| U | ew Group From Selection Aardvaark S...
® You can also begin a new —————— New Smart Group... 8N brg University
ntact b licking + A New Smart Group from Current Search
contact by ctic 9 . Dr Aardvaark Sorens
Close HEW 555-1212
Note: You can also run the Accessorles Save 9 5554321
New Card command by pressing Alota Bieelonon®e!  Imipoit.. 3e0 vark.sorenstam...
D+D. Alejandra Camino Export... b 1 1975
e mrion Subscribe to Address Book... #U Gruntwerk
Alexander Feuer
Send Updates... altus Avenue
Alfred Rosenblatt lenburg Sweden M...
.. Print... ®P
Spe Teadho T “T mote Codiscoverer of the

Anabela Domingues

(:@ O ’ +| ¥ [ Edt|[share

S All on My Mac i

Q J irst Last 4

% ‘mny
£J| Dary ,.:

Soup-Nuts Continuum

@® Address Book adds a new
card.

e Use the First field to type the
contact’s first name.

e Use the Last field to type the
contact’s last name.

e Use the Company field to

No Name

Dr Aardvaark Sorenstam
Accessories I
Akela Einzelganger
Alejandra Camino

i &
’ |
type the contact’s company Alex Blanton J AlM +

name. Alexander Feuer
. Alfred Rosenblatt

0 If the contact is a company, . i

. Ana Trujillo
click Company ( = changes — |
|m| O 4| Done | | Share

to ).

94



CHAPTER

Tracking Your Contacts and Events

o In the first Phone field, DI Al Ry i ,_
click s+ and then click the q J | Milicent Peeved
category you want to use. A Lm; ;J:?;:.f:iﬂuuuhraw

Millicent Peeved i
© Type the phone number. S —— - Qi)

Accessories I
0 Repeat Steps 7 and 8 to

Akela Einzelganger

enter data in some or all Alejandra Camino R &
of the other fields. Alex Blanton : —
Alexander Feuer I )
Alfred Rosenblatt
Ana Trijillo |
@ O + ! Done || Share
Note: See the next section to —_
JC All on My Mac

learn how to add more fields to

the card. i J LEL

Millicent Peeved
Jones Avenue Library

] Company

@ Click Done. it A E 317-555-9878
Dr Aardvaark Sorenstam | ) 217-555-1234
Address Book saves the Arcensriey ! mpeeved@onesavenu
new card. Akela Einzelganger elibrary.org
Alejandra Camino f
Alex Blanton : e
Alexander Feuer I AlM &
Alfred Rosenblatt @ 1078 Jones Avenue
3 i Indianapolis IN 46290
Ana Trujillo usA
@ O + @Done Share
 TIP | =
. , . . _
If I include a contact’s e-mail address, is _ prom— :
there a way to send that person a message a J ‘—‘ Millicent Peeved
2 : Jones Avenue Libr
without having to type the address? " R
Yes. You can follow these steps: s ~ work 317.656-9076
Mike Fenton | mobile 317-555-1234
0 Click the contact’s card. Mike Sarders | n
Millicent Peeved FaceTime
e Click the e-mail address category. Mum and Dad ' Send Update...
N : Search with Spotlight
© click Send Email. Nen Mo '

Apple Mail displays a new e-mail message
with the contact already added in the To line.

e Fill in the rest of the message as required.
e Click Send.

Note: Alternatively, start a new message in Mail, click Address, click the contact, and then click To: (or Cc:
or Bec:).
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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 Address Book.

The default fields you see in a card are not the only types of data you can store for a contact.

Address Book 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, e-mail addresses, and dates.

Edit a Contact ‘

o Click the card you want to
edit.

© click Edit.

® Address Book makes the
card’s fields available for
editing.

e Edit the existing fields as
required.

G To add a field, click an empty
placeholder and then type
the field data.

e To remove a field, click <.
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All on My Mac

Q

Miguel Paolino
Mike Fenton

Niels Petersen
P
Palle bsen

Paolo Accorti
Pascale Cartrain
Pat Hammond (Work)

work
mabile

work

work

.

| Millicent Peeved

Jones Avenue Library

317-555-0876
317-555-1234

mpeeved@jonesavenuelibrary.org

1079 Jones Avenue
Indianapolis IN 46290
USA

@ o o &Emt Share
All on My Mac
- f i
Q Millicent Peeved
TSR Library
M ¥ O Company
Miguel Paolino e 317-555-0876
Mike Fenton 317-555-1
Mike Sanders

Millicent Peeved
Mum and Dad

N

Nan McFedries
Niels Petersen

P

Palle Ibsen

Paolo Accorti
Pascale Cartrain

Pat Hammond (Work)

@] o

+ Done | | Share

mpeeved @jonesavenuelibrary.org

AlM 2

1079 Jones Avenue
Indianapolis IN 46280
Usa




CHAPTER

Tracking Your Contacts and Events

® Address Book File Edi

0 To add a new field type, click

Window Help

Go to Next Card 3]
Card' All on My Mac Go to Previous Card #[
L
. . a Merge Selected Cards i | ent Peeved
0 Cl‘]Ck Add Fleld' M Look for Duplicates... ::IT"E =Heary

Miguel Paolino

e Click the type of field you

Add Field

Add URL from Brows™

Phonetic First/Last Name
Prefix

Wihe foren Middle Name
want. Mike Sanders Mark as a Company B\ suffix
wtiticant Pesved Reorder Last Name Before First Nickn.ame
Mum and Dad Make This My Card Job Title
| Go to My Card Department
N Maiden Name
Nan McFedries Clear Custom Image Phone
NiSia Potioen Choose Custom Image... 3l Email
P | Open in Separate Window 1 LRL
Palle bsen K
@ Address Book adds the field pr—
to the card. a | Millicent Peeved
Jones Avenue Library
] v 0 Company
e When you have completed Wigue Poino <
your edits, click Done. el g~
Mike Sanders

Millicent Peeved

Address Book saves the
edited card.

Mum and Dad
N

Nan McFedries
Niels Petersen
P

Palle Ibsen
Paolo Accorti
Pascale Carirain

Pat Hammond (Work)

@ o

mpeeved @jonesavenuelibrary.org

8/23/1959
—

AIM ¢

1079 Jones Avenue
Indianapolis IN 46290
UsA

How do I add a picture for the new contact?

Follow these steps: -3

o Click the contact’s card. et P

© click Edit. o=

© Double-click the picture box. :,.,::

@ Click Choose and choose the picture you o
want to use. .

e Click Open. T

017-555-1204

wdiwnm-y.org

August 23, 1659

0 Click and drag the picture to the position
you want.

@ Click Set.
Q Click Done.
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Create a Contact Group

You can organize your contacts into one or more groups, which is useful if you want to view just
a subset of your contacts. For example, you could create separate groups for friends, family
members, work colleagues, or business clients.

Groups are particularly handy if you have a large number of contacts in 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 e-mail 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

@ click File.

e Click New Group.

BB View Card Window Help

New Card EN
New Group
New Group Ffom Setection

¥ Address Book B3
—_—

New Smart Group... EN
All on My Mac New Smart Group from Current Search
Note: You can also run the New || = o
Group command by pressing 1 Save %S
Dir
shitt W AN } 0
rch Directory Ser  Export... >
® Address Book adds a new | Subscribe to Address Book... BU
group. Smart Group Send Updates...
Print %P
e Type a name for the group. —
QO Press (.
© Click Al on My Mac. T P
0 Click and drag a contact to ‘9 On My Mac =
A
the grOUp. All on My Mac

Dr Aardvaark Sorenstam

Address Book adds the Accessorles

contact to the group. 0‘3" Hetvicos Akela Einzelganger

Search Directory Se Alejandra Camino

o Repeat Step 6 for the other Alex Blanton
Smart Groups
contacts you want to add to Alexander Feuer
Smart Group
the group. Alfred Rosenblatt
Ana Trujillo

Anabela Domingues
Andrea Aster
Andrea Fonseca

AndrBen Fonseca
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Create a Group of Selected
Contacts

o Select the contacts you want
to include in the new group.

Note: To select multiple contacts,
press and hold (3 and click each
card.

© click File.

e Click New Group From
Selection.

@ Address Book adds a new
group.

@ Address Book adds the
selected contacts as group
members.

e Type a name for the group.
o Press G .
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Gonzalez
Carlos Hernandez
arolyn & Alex McF
Catherine Dewey
Cathy & Donald Pet|

B Address Book @i
r————

el View Card Window Help

New Card 2N
New Group £ 38N

New Group From Selection ..

Carlos Hernandez

New Smart Group... € HEN ‘ Sales Represeniative
New Smart Group from Current Search m | HILARIoN-Abastos
O Company
Close ‘;W
Save E1 (5) 555-1340
Import... ®O |
Export... >
chernandez @hilarionabay
Subscribe to Address Book... BU |

Chandra Leka
Send Updates... Carlos Hernandez
Goulet
AR Print... - ¥P
Charlotte Cooper AlM 3
1 Saylor (=] Carrera 22 con Ave. Car|
. #B8-35
Davids
i ! San CristGanbal TG0
Chris Aenaud Venezuela
\‘ m | O + Done | | Share
Groups
On My Mac a
C.
All on My Mac Calon

|Family|
Fri

Directory Services

Search Directory Services
Smart Groups

Srmart Group

Carolyn & Alex McFedries
Cathy & Donald Pettigrew
Charlotte Cooper

Chris Renaud

E

Emily Evans

I

lan Pettigrew

J

John McFedries

K

Karen Hammaond

R R

Can I send an e-mail message to the group?
Yes, this is one of the best reasons to create a
group. Normally, sending an e-mail message to
multiple contacts involves typing or selecting
multiple addresses. With a group, however, you
send a single message to the group, and Mail

What is a smart group?
A smart group is a special group where each member
has one or more fields in common, such as the
company name, department name, city, or state.
When you create the smart group, you specify

one or more criteria, and then Address Book

automatically sends a copy to each member.
Right-click the group and then click Send Email to
“Group”, where Group is the name of the group.

automatically adds members to the group if they
meet those criteria. To create a smart group, click
File, click New Smart Group, and then enter your
group criteria.
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Open and Close iCal

Your Mac comes with the iCal application to enable you to manage your schedule. iCal enables
you to create and work with events, which are either scheduled appointments such as meetings,
lunches, or visits to the dentist; or all-day activities, such as birthdays, anniversaries, or vacations.
You can also use iCal to keep track of to-do items, which are tasks that you have to perform.

Before you can add or work with events (appointments, meetings, all-day activities, and so on), and
to-do items (tasks), you must know how to start the iCal application.

Open and Close iCal \

Open iCal
@ 1n the Dock, click iCal (F).

The iCal window appears. 806 ical
| calendars J |L| m Q-

To Do Itams by Priority &
August 2011 < Today | »
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Close iCal ® iCal File FEdit Calendar View Window Help
L. 808 iCal
o Click iCal. e (=] Q- |
August 2011 (4] Today | »]
e Click Quit iCal. o B= W File Edit Calendar View Window Help

® O AboutiCal

a— |

E Preferences... 3, L

ical

AU( Services >
' Hide iCal 3#H
Hide Others “C3H

Show All

| TIPS |

Are there other methods I can use to open iCal?

If you have removed the B icon from the Dock, there are a couple
of other quick methods you can use to start iCal. If you have used
iCal recently, a reasonably fast method is to click #&, click Recent
Items, and then click iCal. You can also click Spotlight (Q), type
ical, and then click iCal in the search results.

= o & 3.09°PM 1 JEW |

Spotlight ical|

Show in Finder

Definition ﬂ ical

Are there faster methods I can
use to close iCal?

Probably the fastest method

you can use to quit iCal is to
right-click its icon (&) and then
click Quit. If your hands are
closer to the keyboard than to
the mouse, you can quit iCal by
switching to the application and
pressing (J+(2).
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Navigate the Calendar

Before you create an event such as an appointment or meeting, or an all-day event such as a
conference or trip, you must first select the date on which the event occurs. You do that in iCal
by navigating the built-in calendar or by specifying the date you want.

iCal also lets you change the calendar view to suit your needs. For example, you can show just a single
day’s worth of events if you want to concentrate on that day’s activities. Similarly, you can view a
week’s worth of events if you want to get a larger sense of what your overall schedule looks like.

| Navigate the Calendar |

Use the Calendar
o Click Month.

9 Click the Next button ([»])
until the month of your event
appears.

® If you go too far, click the
Previous button ([«]) to move
back to the month you want.

@ To see a specific date, click
the day and then click Day
(or press E3+(0).

@ To see a specific week, click
any day within the week
and then click Week (or
press £J+()).

® To return to viewing the entire
month, click Month (or press

8+8).

@ If you want to return to
today’s date, click Today
(or press (J+01).
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Go to a Specific Date 9‘0 (;Cil File Edit Calendar yDa:l\!im:inw Help —
@ click view. | Caendars |+ | O K2 Ve
y Year #4
9 Click Go to Date. Auguskadld Next N
Esalie Previous B/~ P
Note: You can also select the Go Govto Taday %7
:
to Date command by pressing ;
Make Text Bigger  #+
:]+D+D. Make Text Smaller 38—
. Show Calendar List
The Go to date dialog
ADDEArS 00O ical
PP : Calendars B [ Day Week | Month | Year |
© Use the Date text box to type i _
the date you want using the August 2011 | A7 E"t“_’ :?:2”2011 I‘I‘
format mm/dd/yyyy. il : 11 [ /

@® You can also click the day, |ﬁ@e

month, or year and then click
: to increase or decrease the

value. ®00 ical
O ciick show. [Gaendos [+ ek et
© click Day.
iCal displays the date. 2 ;
27
 TIP |
In the Week view, the week begins on Sunday. How can ]
I change this to Monday?
iCal’s default Week view has Sunday on the left and
Saturday on the right. Many people prefer to display the i i o
weekend days together, with Monday on the left signaling . Smtkwfek:'qm
the start of the week. To set this up, follow these steps: | S i
ridas | |
Q Click iCal in the menu bar. Baysaatsg _;a‘m\éav J
Day ends at: [W:\
e CHCk Preferences. Show: | 12 % | hours at a time
e CHCk the General tab' Default Calendar: | B Horme &

e In the Start week on pop-up menu, click : and then
click Monday.

@ click o.
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Create an Event

You can help organize your life by using iCal 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.

Create an Event ‘
iCal o

Create a Regular Event SEl
2 e TR —
o Navigate to the date when o e

the event occurs. M' i -
™ work : :

e Click Calendars.
e Click the calendar you want

to use. 6

G Double-click the time when
the event starts.

® iCal adds a one-hour event.

Note: If the event is less than or

more than an hour, you can also 866 ical z
click and drag the mouse () (Calendars [+ | Oay ek CH
over the full event period. (4 Toom [ »]
o Type the name of the event. 2 ?

e Press (Goilid). _ ¥

)
Karen's Birthday Lunch
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Create an All-Day Event
@ cClick Week.
9 Navigate to the week that

includes the date when the
event occurs.

e Click Calendars.

e Click the calendar you want
to use.

o Double-click anywhere inside
the event date’s all-day
section.

@ iCal adds a new all-day event.

G Type the name of the event.
@ Press (.

 TIP

Tracking Your Contacts and Events

CHAPTER

[ NN

0]

ON MY MAC

i lovemnber 5, 2011 @
W
0

- Teday >

eo0e iCal

Calendars D

r ‘:J

October 30 — November 5, 2011

.

| 4 Today |

Follow these steps:

e Double-click the event.
© cClick Edit.

How can I specify event details such as the location and a reminder message?

....... o oy i

ail-day

Karen's Birthday Lunch

from 10/27/2011 1200 PM
1073772011 0100 P

o Follow the steps in this section to create an event. N

e Use the location text box to type the location of the event.

e Use the alert pop-up menu to choose Message.

e Choose the amount of time before the event that you want to receive the
reminder.

o Click Done.

iCal 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 automatically repeat in iCal. This saves you from having to repeatedly add the
future events yourself because iCal adds them for you automatically.

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

o Follow the steps in the
previous section to create an
event.

e Double-click the event.

iCal displays information for
the event.

€ cClick Edit.
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October 23 - 29, 2011

Running Club
Running Room

-0

| Conference Call |

[Karen's Birthday
|Lunch Joy Bistro

| -

Today > |

0606 ical

| Canaars |+ owy

| Week | Wonih

Y | @

October 23 — 29, 2011

Running Club

Running C
B 9 location Running Room

from 10/23/2011 09:00 AM
to L0O/23/2011 10:30 AM

. A

|Karen's Birthday
|Lunch Joy Bistro

| -

Today > |




iCal opens the event for
editing.

6 Beside the repeat label, click
None.

e Click the interval you want
to use.

® If you want to specify a
custom interval such as
every two weeks or the first
Monday of every month, click
Custom and configure your
interval in the dialog that
appears.

G Click Done.

iCal adds the repeating
events to the calendar.
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Running Club
location Running Room

all-day OJ
from 10/23/2011 09:00 AM

1o 10/23/2011 2830 AM
repeat Nnr.le :#
show as Bus? -
calendar Bl Home 3
alert None 5
invitees Add Invitees. .

attachments Add File...

url None
note None

| Done |

Running Club
location Running Room
all-day [
from 10/23/2011 09:00 AM

to 10/23/2011 10:30 AM
repeal ¥ None

| Every day |
e 5 )

| Every month
calendal :

Every year
ler
5 | Custom

invitees AQA TRVEES

attachments Add File..

url None
note hane

& Oone |

How do I configure an event to stop
after a certain number of occurrences?
Follow these steps:

o Follow Steps 1 to 5 to select a
recurrence interval.

e Beside the end label, click None and
then click After.

9 Type the number of occurrences you
want.

6 Click Done.

Running Club

location Running Reom

all-day O
from 10/2 9:00 AM
to 10/23/241 10:30 AM
repeat Every wedk 3

end After 4110 ftimes
—
show as BjA &
calendar e &
alert None &
invitees Add Invitees...
attachments Add File...

url None
note None

&Tm =

Is it possible to delete just a
single occurrence out of a
recurring series of events?

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. iCal asks
whether you want to delete all the
occurrences or just the selected
occurrence. Click Delete Only This
Event.
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Create a To-Do Item

You can also use iCal to create to-do items, which are current or future tasks that you need to

track.

You can monitor to-do items — which can be tasks associated with large projects such as budgets,
to basic chores such as returning phone calls — by using iCal to record these tasks. You can also
help organize your life by giving each task a priority.

When the to-do item is done, you should mark it as complete so you can easily tell which items

remain to be done.

Create a To-Do Item ‘

Create a To-Do Item
o Click Calendars.

o Click the calendar you want
to use.

© Click File.
e Click New To Do.

Note: You can also choose the
New To Do command by pressing

8-Q.

©® iCal displays the To Do Items
list.

® iCal adds a new to-do item
to the list.

e Type the name of the to-do
item.

0 Press GEANID.
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Close BW | Deadline
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Karen's Blrthday
|Lunch Joy Bistro
|
8086
= &
- To pg_n;ms__b_y Priority ¢ |
October 23 — 29, 2011 [« T@“

Deadiine |

RAunning |
Club |
Running Room |

Karen's
|Birthday L...

[ Pick up Greg from the |
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Set the Priority

@ Click the Set Priority icon ().

> |

e Click the priority you want _ :

to use. ' i
Mark a To-Do Item as -
Completed [.+)

@ Click the Completed check

tober 23 — 29, 2011
box (0 changes to & ). : T

ing ‘

g Hoom |

|Deadline | contract

To Do Items by Priority £

| 4| Today | » | | B Pick up Greg from the B
T . T airport at 6:30

B Sign and return book =

B Complete and send =
book outline

= Buy books far

[ >vacation

 TIP

How can I specify to-do item details such as the due date and a
reminder message?
Follow these steps:

o Follow the steps in this section to create a to-do item.
9 In the To Do Items list, double-click the to-do item.
9 Click due date (= changes to & ).

6 Type the date the to-do item is due.

o Use the alert pop-up menu to choose Message.

e Choose when you want to receive the reminder.

o Type the time you want the reminder to appear.

© click Close.

iCal saves the new to-do item configuration.

Complete and send book
outline

complete
priority dium
due date M 11/02/201 4
alert Message 5
@the day before

at 12:.00 PM
alert Noje §

calendar rk

| Revert || Close%

url None
note None
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CHAPTER 7

Playing and
Organizing
Music

Using iTunes, you can create a library of music and use that library to
play songs, albums, and collections of songs called playlists. You can
also use iTunes to listen to music CDs, import tracks from music CDs,

create your own CDs, and more.

S Wimss i (g% View Costrpin Wers Jobgecet Wedew Wy 0 W@ a g Jim L
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Open and Close iTunes

Your Mac includes iTunes to enable you to play back and manage various types of audio files.
iTunes also includes features for playing videos, watching movies and TV shows, and organizing
eBooks, but this chapter focuses on iTunes’s audio features.

To begin using the program, you must first learn how to find and open the iTunes window. When you
finish using the program, you can close the iTunes window to free up computer processing power.

\ Open and Close iTunes

Open iTunes
o In the Dock, click iTunes (&).

1

iTunes

The iTunes window appears. @& iTunes File Edit View Controls Store Advanced Window Help =2 0 G 30LPM
P — p
s - —_—
a () s & | (EI=EXm)  (Qcsearch wusc )
n —= AR ] 1
LIBRARY @D Artists  Genres  Composers 0 e——
% Movies ]
[ TV Shows I
7 Podcasts
|41 Books
KL Ringtones
1 Radio
STORE bty = T
& Blue Horse Lamprey The Good, the Bad, and t...  Furr (Bonus Track Version)
[ Tunes Store The Be Good Tanyas Bettie Serveert The Bicycles Blitzen Trapper
<2 Ping
=] Purchased
4 Downloads
SHARED g
GENIUS
PLAYLISTS
A Rush Of Blood To The... The Ditty Bops Fleet Foxes Moody Motorcycle
Coldplay The Ditty Bops Fieet Foxes Human Highway
v
+ B e @ CERIET RAN L e LB )
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Close iTunes ® iTunes File Edit View Controls Store Advanced Window Help
€ Click iTunes. @ |

m Artists  Genres  Composers

bettie serveert

?- Podcasts
|5 Books )
A Ringtones of
FAEIS wn lamprey
STORE
o Blue Horse Lamprey The Good, the Bad, and t...
[ Tunes Store The Be Good Tanyas Bettie Serveert The Bicycles
¢ Ping
=] Purchased
4 Downloads
SHARED
GENIUS
PLAYLISTS
A Rush Of Blood To The... The Ditty Bops Fleet Foxes
Caldplay The Ditty Bops Fleet Foxes
+ E F’l > &=
3 43 (LTl File Edit View Controls Store Advanced Window Hel
© click Quit iTunes. L] P
L) About iTunes

#
Preferences... 38, 2 [ . ‘ %ﬁ
Lﬁ-— = I ———]

Provide iTunes Feedback Genres  Composers
Check for Updates...

= ;

=t Services »

TP Hide iTunes il

[ 8 Hide Others X#H |
Show All »

iampray

Quit iTunes |-,

b Blue Horse Lam The G‘ood the Bad, and t.
E ::;"5 5‘°é The Be Good Tanyas Bettie s‘é':é'en The Bicycles

Are there other methods I can use to open iTunes? Are there faster methods I
If you have removed the B icon from the Dock, there are a couple of can use to close iTunes?
other quick methods you can use to start iTunes. If you have used iTunes Probably the fastest method
recently, a reasonably fast method is to click the Apple icon (&), click you can use to quit iTunes
Recent Items, and then click iTunes. You can also click Spotlight (Q), is to click Close (©).
type itunes, and then click iTunes in the search results. Alternatively, right-click

= o & 30ieM L W] the iTunes icon (&) and

then click Quit. Finally, if

your hands are closer to the

Show in Finder keyboard than to the mouse,

you can quit iTunes by

. switching to the application
and then pressing £3+(2).

Definition ﬁ itunes

itunes|

Top Hit
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Understanding the iTunes Library

M ost of your iTunes time will be spent in the Library, so you need to understand what the Library
is and how you work with it. In particular, you need to understand the various categories —
such as music and audiobooks — that iTunes uses to organize the Library’s audio content. Also, to
make it easier to navigate the Library, you need to know how to configure the Library to show only
the categories that you'll be working with.

The iTunes Library LIBRARY
The iTunes Library is where your Mac stores the files that you can play and work with :; ::::;
in the iTunes application. Although iTunes has some video components, its focus is on 1 TV Shows
audio features, so most of the Library sections are audio related. These sections enable Rlacass
. . . . . |1} Books
you to work with music, podcasts, audiobooks, ringtones, and Internet radio. . Singrnes
. Radio
STORE
[[] Tunes Store
+Q Ping
=)' Purchased
4 Downloads

Understanding Library Categories

The left side of the iTunes window is called the
Source List and it displays the various categories
that are available in the iTunes Library. In the
Library list, the audio-related categories include
Music, Podcasts, Books (for audiobooks),
Ringtones, and Radio. The Store list includes

LIBRARY

= Movies
1 TV Shows

: Podcasts

|| Books

Kl Ringtones

. Radio
STORE

[T iTunes Store

+) Ping

1L Artists

bettie serveart

@

lampray

Blue Horse
The Be Good Tanyas

Lamprey
Bettie Serveert

items you've purchased from the iTunes Store.

Each category shows you the contents of that

category and the details for each item. For example, in the Music category, you can see details such as the

name of each album and the artist who recorded it.

Configuring the Library
i . . Show: ¥ Mavies ™ Ringtones
You can configure which categories of the o o Radio
iTunes Library appear in the Library list on the |§IP 1o i;T "
left side of the iTunes window. Click iTunes _: cas; ;1 _I'_ng 5
and then click Preferences to open the iTunes Galian ';1' '"'".es )
preferences, and then click the General tab. In 8 Fosiks ;Gemus -
the Show section, click the check box for each Hipas P hare e

type of content you want to work with
(= changes to ), and then click OK.
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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. It is also worthwhile learning the different
View options because these often come in handy when navigating the iTunes Library.

Playback Controls

These buttons control media u
playback and enable you to L A
adjust the volume. A
Sort Buttons il
These buttons sort the contents i;::.f’"'
of the current iTunes category. pif i
Status Area S

This area displays information
about the item that is currently
playing or the action that iTunes
is currently performing.

" Gt Oberst & Oan Wekh

Loai Cantlines
Okckorvl Flar

View Options

These buttons control how the contents of the current category appear. Click List ([=]) to view the contents
as a list by song; click Album List ([=]) to view the contents as a list by album; click Grid ([=]) to view the
contents as thumbnails; click Cover Flow ([=]) to view the contents as scrolling thumbnails.

Genius Sidebar

This area displays a list of songs, albums, or other iTunes Store content similar to the current item in the
Library.

Contents
The contents of the current iTunes Library source appear here.

This area displays the iTunes Library categories that you can view.
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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 also pause the currently playing song.

o Click Music.
@ Click Albums.

e Double-click the album that
contains the song you want
to play.

® If you want to play the
entire album, click Play
Album.

e Click the song you want
to play.

o Click the Play button (i=)).
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(a)

) TV Shows

%) Podcasts

3 Books

A Ringtones

4 Radio
STORE

(5] Tunes Store

<Q Ping

=) Purchased

4 Downloads
SHARED
GENIUS

PLAYLISTS

@@ « - |7

LIBRARY a
E movies

E

Bluesbreakers With Eric...

John Mayall & the Blues Bre.

Key Principles
Nathan

Lily Come Down
Lily Come Down

|

Philadelphia
Museum Pieces

Stranger
Nathan

Nouvelle Vague
MNouvele Vague

Jimson Weed

Good Weird Feeling
The Odds

Ll & G

5 Podcasts
88 Books
A& Ringtones
Radio

N
STORE

(] iTunes Store

«Q Ping

=) Purchased

4 Downloads

‘ (@ searcn wusic )

< All Albums
Album by Artist

Lily Come Down

3 ¥ Emily

4 ¥ Widow's Sorrow
5 ¥ MyDarlin

6 ¥ OldCity

7 ¥ Tumbleweed

8 ¥ Wedding Song
9 ¥ Better Time Boy
10 ¥ Cod Fisher

11 ¥ Autumn Lips

& v Name Time Artist Cenre Ra
> Lily Comd 4 1 ¥ OutOnthe Docks [ g + ] 3:09 Lily Come Down Folk
Lily Come O3 2 ¥ Labrador Tea 341 Lily Come Down Folk

3:35 Lily Come Down Folk
4:09 Lily Come Down Folk
2:19 Lily Come Down Folk
3:23 Lily Come Down Folk
3:22 Lily Come Down Folk
2:28 Lily Come Down Folk
3:59 Lily Come Down Folk
1:32 Lily Come Down Folk
6:48 Lily Come Down Folk




iTunes begins playing the
song.

@ Information about the song
playback appears here.

@ iTunes displays a speaker
icon (1#1) beside the
currently playing song.

® If you need to stop the song
temporarily, click the Pause
button ([m).

Note: You can also pause and
restart a song by pressing the

.

@ You can use the Volume
slider to adjust the volume
(see the Tip, below).

Note: See the “Play a Music CD”
section to learn more about the
playback buttons.

CHAPTER

Playing and Organizing Music 7

LIBRARY

4 Movies
1 TV Shows
3 Podcasts
3 Books
M Ringtones
‘A Radio
STORE
(] iTunes Store
«Q Ping
=)' purchased
4 Downloads.

SHARED

oM OT=="""0M

Out On the Docks

2:55

Lily Come Down — Lily Come Down EQ
- -

< All Albums
Album by Artist

Lily Come Down

Lily Come Down

4 v Name
1) ¥ Qut On the Docks
27 ¥ Labrador Tea
v Emily
Widow's Sorrow
My Darlin
¥ Old City
v Tumbleweed
¥ Wedding Song
¥ Better Time Boy
¥ Cod Fisher

FSwomua

¥ Autumn Lips.

Time Artist

3:41
3:35
4:08
218
3:23
322
228
358
1:32
6:48

Lily Come Down
Lily Come Dawn
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Dawn

Q- Search Music )

% Podcasts

| Books

A Ringtones

"4 radio
STORE

(5] MTunes Store

<Q Ping

= Purchased

4 Downloads
SHARED
GENIUS

PLAYLISTS

Emily
Lily Come Down — Lily Come Down #O
3 =255
Lily Come Down
4|V Name Time
| Lily Come Down ¥ Out On the Docks 3:09

Lily Come Down

¥ Labrador Tea

3:41

@ 33

¥ Widow's Sorrow 4:09
¥ My Darlin 2:19
¥ old city 3:23
¥ Tumbleweed 3:22

2:28

¥ Better Time Boy

. 3

6

7

8 ¥ wedding Song
9

0 ¥ Cod Fisher
1

¥ Autumn Lips

3:59
1:32
6:48

Artist

Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down
Lily Come Down

Q- Search Music

Genre Ral
Folk I
Folk

Folk

Folk

Folk

Folk

Folk

Folk

Folk

Folk

Folk

How do I adjust the volume?

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 £3+() to increase

To mute the volume, either drag the Volume slider all the way to the left, or press (LZ00+E3+(3. To
restore the volume, adjust the Volume slider or press (000 +E3+(0.
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Play a Music CD

ou can play your favorite music CDs in iTunes. When you insert an audio disc in your Mac’s optical

drive (that is, a drive capable of reading CDs and DVDs), the CD appears in the Devices section of
the iTunes Library. When you click the CD, the iTunes contents area displays the individual tracks on
the CD, and if you have an Internet connection you see the name of each track as well as other track
data. During playback, you can skip tracks and pause and resume play.

To play a music CD, your Mac must have an optical drive.

Play a CD

o (W(P)or) +c—cmmm o 4 — EEAr
o Insert a music CD into your o W S —_—
, . . LIBRARY i & + Name Time Artist Album Genre
Mac’s Optlcal dr1ve. I Music 1 ¥ OneVoice 3:24 The Wailln' Jennys 40 Days Folk
EE Movies 2 ¥ Saucy Sailor 3:11 The Wailin' Jennys 40 Days Folk
® The music CD appears in a2 - ———————— ol
. K 7 Podcasts
1 1 . ¥l Books 9 Would you like to import the CD "40 Days" into your
Tunes’s Devices categor W s o g
AL Ringtones 8 ¥ This iTunes library?
iTunes asks if you want to Gl : o ” Obonatask
1 i v Heave ¥ [ Do not ask me again
. y SIDRE : v :’Ian / :
1mp0rt the CD. [] iTunes Store 10 v Comé
¢Q Ping 11 ¥ Take|
. =) Purchased 12 v Somi
9 Cth NO. 1 Downloads 13 The
Note: To learn how to import a e
(D, see the section “Import SHARED
Tracks from a Music CD.” GENIUS

@ If you have an Internet

ave d o ‘ 4 ‘ B == =)
connection, iTunes shows e

— E— —

4 v Name Time Artist Album Genre

the contents Of the CD. 3 Music 1 ¥ One Voice " 3:24 TheWailin Jennys 40 Days Folk

£l Movies 2 ¥ SaucySailor 3:11 TheWailin' Jennys 40 Days Folk

N < iTun h h nten ZF TV Shows 3 ¥ Arlington 4:54° The Wailin' Jennys 40 Days Folk

Ote. unes snows t € co te tS "g‘ Podcasts 4« Beautiful Dawn 3:21 The Wailin' Jennys 40 Days Folk

for most CDS, but it may not B8 Books 5 ¥ Untitled 4:28 TheWailin'Jennys 40 Days Falk

. . 2 Ringtones ’ 6 ¥ Thisls Where 5:08 The Wailin' Jennys 40 Days Folk

ShOW the Correct ]nformat]on W Radio 7 v Old Man 3:11 The Wailin' Jennys 40 Days Falk
e

. . 8 v Heaven When We're Home 4:25 The Wailin' Jennys 40 Days Folk

for some d]SCS, part'|CUlarly STORE 9 ¥ Ten Mile Stilts 4:51 TheWailin' Jennys 40 Days Folk

. . (] iTunes Store 10 ¥ Come All You Sailors 4:03 The Wailin' Jennys 40 Days Folk

noncommerC]al m1xed CDS‘ £ Ping 11 v Take It Down 3:53 The Wailin' Jennys 40 Days Folk

=l Purchased 12 ¥ Something To Hold Onto 3:42 The Wailin' Jennys, 40 Days Folk

o Click SR 1 Downloads 13 ¥ The Parting Glass 2:20 The Wailin' Jennys 40 Days Folk

DEVICES

iTunes begins playing the CD
from the first track.

SHARED

GENIUS
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Skip a Track

0:24 = 59 )
0 Cth the NeXt bUtton ( = ) tO A v Name T Time Artist _A_I;J‘um Genre
sk]p to the next track. i 1) ¥ One Voice © 324 Thewailn'Jennys 40 Days Folk
=] 2V SaucySailor 3111 The Wailin' Jennys 40 Days Folk
. owWs ¥ Arlington g he Wailin' Jennys ays olk
Note: You can also skip to the P ¢ W S i s
next track by pressing (3+E3. e i S A
j_A ngmnes isls ere 3 e Wailln' Jennys ays Ol
A . % Radio 7 ¥ Old Man 311 TheWailin'jennys 40 Days Folk
e Click the Previous button A 8 ¥ Heaven When We're Home 4:25 The Wailin' Jennys 40 Days Folk
. . . B 9 v Ten Mile Stilts 4:51 The Wailin' Jennys 40 Days Folk
( = ) to Sk]p to the begmmng [ unes Store 10 ¥ Come All You Sailors 4:03 TheWailin' Jennys 40 Days Folk
. Q Pin ake It Down e Wailin' Jennys ays o
ofthe cuent tracki click @ | Shw % (o R S O
again to Sk'lp to the preV'iOUS 1§ Downloads 13 ¥ The Parting Glass 2:20 TheWailin' Jennys 40 Days Folk
DEVICES
track.
. SHARED
Note: You can also skip to the e
previous track by pressing £3+(3.

Pause and Resume Play GO sc—mma o, rewsivioe oo __ | 0|
A - ==—— = —— S —
. 4 v Name Time Artist Album Genre
@ click (= (i changes to [2). i T e =
i Movies 2el0 ¥ Saucy Sailor [~] 3:11 The Wailin' Jennys 40 Days Folk
iTunes pauses playback, 1 TV Shows 3 Arington 4:54 The Wailin' Jennys 40 Days Folk
% Podeasts 4 ¥ Beautiful Dawn 3:21 TheWailin' Jennys 40 Days Folk
. 91 Books 5 o Untitled 4:28 The Wailin' Jennys 40 Days Folk
o C'.le Ed. B Hinatones § ¥ Thisls Where 5:08 The Wailin' Jennys 40 Days Folk
s 7 ¥ Old Man 3:11 The Wailin' jennys 40 Days Folk
: - & ¥ Heaven When We're Home 4:25 The Wailin' Jennys 40 Days Falk
1TUneS resumes pl‘aybaCk RENES 9 ¥ Ten Mile Stilts 4:51 The Wailin' Jennys 40 Days Folk
Where yOU left Off. [ iTunes Store 10 ¥ Come All You Sailors 4:03 The Wailin' Jennys 40 Days Falk
<Q Ping 11 ¥ Take It Down 3:53 The Wailin' Jennys 40 Days Folk
= Purchased 12 ¥ Something To Hold Onto 3:42 TheWailin' jennys 40 Days Folk
4 Downloads 13 ¥ The Parting Glass 2:20 The Wailin' Jennys 40 Days Folk
DEVICES
SHARED
GENIUS
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One Voice
The Wailin' Jennys — 40 Days

Saucy Sailor

Can I change the CD’s audio levels?

Yes, iTunes has a graphic equalizer component that
you can use to adjust the levels. To display the
equalizer, click Window and then click Equalizer
(or press (L200+E3+E)). In the Equalizer window,
use the sliders to set the audio levels, or click the
pop-up menu (:) to choose an audio preset.

Can I display visualizations during playback?
Yes. You can click View and then click Show
Visualizer (you can also press £3+(). To change
the currently displayed visualizer, click View, click
Visualizer, and then click the visualization you
want to view.

continued >
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PIay a Music CD (continued)

Tunes gives you more options for controlling the CD playback. For example, you can easily switch

]from one song to another on the CD. You can also use the Repeat feature to tell iTunes to start
the CD over from the beginning after it has finished playing the CD. iTunes also offers the Shuffle
feature, which tells iTunes to play the CD’s tracks in random order.

When the CD is done, you can use iTunes to eject it from your Mac.

If you want to learn how to import music from the CD to iTunes, see the section “Import Tracks from

a Music CD.”

Play Another Song

Saucy Sailor

¥ =em

The Wailin' Jennys — 40 Days
. -2:14
© 1n the list of songs, ‘ —
. LIBRARY A v Name Time Artist Album Genre
double-cl'lck the Song you J3 Music 1 v One Voice 3:24 The Wailin' Jennys 40 Days Folk
7% Movies 2l ¥ Saucy Sailor [~ 3:11 The Wailin' jennys 40 Days Folk
want to play. [ TV Shows 3 ¥ Arlington 4:54 The Wailin' Jennys 40 Days Folk
% Podcasts & The Wailin' Jennys 40 Days
3 3 3 5 ¥ Untitled 8 4:28 The Wailin' Jennys 40 Days Folk
iTunes begins playing the £ Bocks
g p y g a Ringtones [ v This Is Where 5:08 The Wailin' Jennys 40 Days Folk
song. % Radic 7 ¥ Old Man 311 TheWailin' Jennys 40 Days Folk
8 ¥ Heaven When We're Home 4:25 The Wailin' Jennys 40 Days Folk
FICIE 9 ¥ Ten Mile Stilts 4:51 The Wailin' Jennys 40 Days Folk
(5] iTunes Store 10 ¥ Come All You Sailors 4:03 The Wailin’ Jennys 40 Days Folk
< Ping 11 Take ft Down 3:53 The Wailin'Jennys 40 Days Folk
=] Purchased 12 ¥ Something Ta Hold Onto 3:42 The Wailin'Jennys 40 Days Falk
4 Downloads 13 ¥ The Parting Glass 2:20 The Wailin' Jennys 40 Days Folk
DEVICES
SHARED
GENIUS
Repeat the CD 1 TV Shows 3 ¥ Arlington 4:54 The Wailin' Jennys 40 Days Folk
'E\’ Podcasts 4 ) ¥ Beautiful Dawn [+] 3:21 The Wailin' Jennys 40 Days Folk
. ) Books 5 ¥ Untitled 4:28 The Wailin' Jennys 40 Days Folk
o Cth the Repeat bUtton % Rijgranu 6 W This Is Where 5:08 The Wailin' Jennys 40 Days Folk
( = Changes tO E ). 9 Radio 7 ¥ Old Man 3:11 The Wailin' Jennys 40 Days Folk
— 8 8 ¥ Heaven When We're Home 4:25 The Wailin' Jennys 40 Days Folk
. STORE 9 v Ten Mile Stilts 4:51 The Wailin' Jennys 40 Days Folk
iTunes restarts the CD aftel' ] Tunes Store 10 ¥ Come All You Sailors 4:03 The Wailin' Jennys 40 Days Folk
. . 2 Ping 11 ¥ Take It Down 3:53 The Wailin' Jennys 40 Days Folk
the l.aSt track ﬁn]SheS =] Purchased 12 v Something To Hold Onto 3:42 The Wailin' Jennys 40 Days Folk
play_ing 4 Downloads 13 ¥ The Parting Glass 2:20 The Wailin' Jennys 40 Days Folk
DEVICES
To repeat just the current s
SHARED
song, click = again ae

(= changes to &).

PLAYLISTS
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Play Songs Randomly
€D Click the Shuffle button
(=2 changes to ).

iTunes shuffles the order
of play.

Eject the CD

@ Click the Eject button (1))
beside the CD.

Note: You can also eject the CD
by pressing and holding the (=)
key on the keyboard.

iTunes ejects the CD from
your Mac’s CD or DVD drive.

IP |

Playing and Organizing Music

CHAPTER

/

1 TV Shows A
B Podeasts 4
|3l Bocks 3
A Ringtones &
] ; 7
4! Radio
8
STORE g
E;] Tunes Store 10
§Q Ping 11
=] purchased 12
4 Downloads 13
DEVICES
SHARED
GENIUS

PLAYLIS 10

L+ 2

= &

v Arlington
v Beautiful Dawn
gy ¥ Untitled
v This Is Where
v Old Man
v Heaven When We're Home
v Ten Mile Stilts
v Come All You Sailors
¥ Take It Down
v Something To Hold Onto
v The Parting Glass

4:54
3:21
4:28
508
3:11
4:25
4:51
4:03
3153
3:42
2:20

The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys
The Wailin' Jennys

40 Days
40 Days
40 Days
40 Days
40 Days
40 Days
40 Days
40 Days
40 Days
40 Days
40 Days

Folk
Folk
Folk
Folk
Folk
Folk
Folk
Folk
Folk
Falk
Folk

LIBRARY

J3 Music
1 Movies
L1 TV Shows
% Podeasts
|l Baoks

L Ringtones
0 Radio

STORE

:_ :; @_fz_w [

L@ N M B W e

(5] iTunes Store A

§Q Ping
=] Purchased
4 Downloads

DEVICES

SHARED

GENIUS

2 = [ [1m]
« &

- .

4 v MName Time Artist Album Cenre
v One Voice 3:24 TheWailin' Jennys 40 Days Folk
¥ Saucy Sailor 311 The Wailin' Jennys 40 Days Folk
v Aslington 4:54 TheWailin' Jennys 40 Days Folk
v Beautiful Dawn 3:21 TheWailin' Jennys 40 Days Folk
¥ Untitled 428 TheWailin' Jennys 40 Days Folk
¥ This Is Where 5.08 The Wailin' Jennys 40 Days Folk
v 0id Man 3:11 TheWailin' Jennys 40 Days Folk
¥ Heaven When We're Home 4:25 The Wailin' Jennys 40 Days Folk
v Ten Mile Stilts 451 The Wailin' Jennys 40 Days Folk
¥ Come All You Sailors 4:03 TheWailin' jennys 40 Days Folk
¥ Take It Down 3:53 TheWailin' Jennys 40 Days Folk
¥ Something To Hold Onto 3:42 TheWailin' Jennys 40 Days Folk
¥ The Parting Glass 2.20 TheWailin' Jennys 40 Days Folk

Track Names.

Why do I not see the song titles after I insert my music CD?
When you play a music CD, iTunes tries to gather information about the album from the Internet. If you
still see only track numbers, it may be that you do not have an Internet connection established or that
you inserted a noncommercial, mixed CD. Connect to the Internet, click Advanced, and then click Get CD
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Import Tracks from a Music CD

You can add tracks from a music CD to the iTunes Library. This enables you to listen to an album
without having to put the CD into your Mac’s optical drive each time. The process of adding tracks
from a CD is called importing, or ripping, in Mac 0S X.

After you import the tracks from a music CD, you can play those tracks from the Music category of
the iTunes Library. You can also use the tracks to create your own playlists and to create your own

custom CDs.

\ Import Tracks from a M

o Insert a CD into your Mac’s
CD or DVD drive.

® The music CD appears in
iTune’s Devices category.

iTunes asks if you want to
import the CD.

9 Click No.

@ If you want to import the
entire CD, click Yes and skip
the rest of the steps in this
section.

@ iTunes shows the contents of
the CD.

o Click the check box so it is
unchecked next to each CD
track that you do not want
to copy (& changes to ).

e Click Import CD.
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0 (2)( ) (rr) « TS [ 4 (Qc-search Play. )
(3} — — —
LIBRARY 4 v Name Time Artist Album Genre
J7 Music 1 ¥ Swing Your Heartache 6:18 Young Galaxy Young Galaxy Indie Rock
i Movies 2 ¥ No Matter How Hard You Try 3:50 Young Galaxy Young Galaxy indie Rock
23 TV Shows 3 ¥ Oumsi¢ — - ST e i =t die Rock
T Podcasts 4V Lazy b die Rock
s ¥ wall ’ -
)| Books Would you like to import the €D “Young Galaxy" into your
A Ringtones & Are iTunes library?
"‘,“ Radio Z b L —
) 8 ¥ Lost S [ Do not ask me again
FIHE 9 ¥ Come
[ Tunes Stare 10 W En —r—
«Q Ping 11 ¥ TheA =t
=] Purchased
4 Downloads
DEVICES
SHARED
GENIUS
LIBRARY L v Name Time Artist Album Genre
3 Music 1V Swing Your Heartache 6:18 Young Galaxy Young Galaxy Indie Rock
£ Movies 2 ¥ No Matter How Hard You Try 3:50 Young Galaxy Young Galaxy Indie Rock
21 TV Shows 3 Outside The City 3223 Young Galaxy Young Galaxy Indie Rock
7 Podcasts 4 ¥ Lazy Religion 5:33 Young Galaxy Young Galaxy Indie Rack
) Books 5 ¥ Wailing Wall 3552 Young Galaxy Young Galaxy Indie Rack
A Ringtones 6 ¥ The Sun's Coming Up And My Pla 6:16 Young Galaxy Young Galaxy Indie Rock
" i 7 Searchlight 2140 Young Galaxy Young Galaxy Indie Rack
- 8 ¥ Lostln The Call 3:32 Young Galaxy Young Galaxy indie Rock
SIEHE 9 Come And See 4:00 Young Galaxy Young Galaxy indie Rock
[ Tunes store 10 ¥ Embers 3:54 Young Galaxy Young Galaxy Indie Rock
Q Ping 11 ¥ The Alchemy Between Us 5:30 Young Galaxy Young Galaxy Indie Rock
=) purchased
4 Downloads
DEVICES
Young Galas
SHARED
GENIUS 4
PLAYLISTS

Import Settings... [N Import CD
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iTunes begins importing the
check-marked track or tracks.

LIBRARY 4 v Name Album Genre
1 Music ’pa'd'smng Your Heartache 6:18 Young Calaxy Young Galaxy Indie Rack
h o d o l h ] Movies 2@ v No Matter How Hard You Try 3:50 Young Galaxy Young Galaxy Indie Rock
‘ T 15 area 1Sp ays the Copy 1TV shows 3 Outside The City 3:23 Young Galaxy Young Galaxy Indie Rock
f k @ Padcasts 4@ ¥ Lazy Religion 5:33 Young Galaxy Young Galaxy Indie Rock
progress for each track. g ’N . Walling Wall 352 VoungGolowy  Voung Galmxy  IndieRock
B Rinatones 6 ¥ TheSun's Coming Up And My Pla... 6116 Young Galaxy Young Galaxy Indie Rock
: e 3 : N i 7 Searchlight 2:40 Young Galaxy Young Galaxy Indie Rack
‘ When 1Tunes 1S 1mp0rt1ng a - 8 ¥ LostinThe Call 3:32 Young Galaxy Young Galaxy Indie Rock
. . . SERE 9 Come And See 4:00 Young Galaxy Yeung Galaxy Indie Rock
traCkl Tt d]Splays be51de (5] unes Store 0 v Embers 3:54 Young Galaxy Young Galaxy Indie Rock
the track num ber ¢Q Ping 1 ¥ The Alchemy Between Us 5:30 Young Galaxy Young Galaxy Indie Rock
. =) Purchased
4 Downloads
H - 1 DEVICES
® When iTunes is finished o
importing a track, it displays
GENIUS

o beside the track number.

- @@@ o ‘

PLAYLISTS
impert Sewings.. Stop Importing

Importing "Wailing Wall"
Time remaining: 0:19 (7.7x)

Q-search Play...

Time Artist

When iTunes has completed e
the import, you see @ B es
1 TV Shows

7§ Podcasts
1B Books
A Ringtones
4! Radio

beside the track numbers of
all the tracks you selected.

@ Click the Eject button ([2))
beside the CD, or press (.

STORE
(] iTunes Store
<Q Ping
=) purchased
4 Downloads

SHARED

GENIUS

DEVICES E

2V Name Time Artist Album Genre
1@ v Swing Your Heartache 618 Young Galaxy "~ Young Galaxy Indie Rock 1
2@ ¥ NoMatter How Hard You Try 350 Young Galaxy Young Galaxy Indie Rock
3 Outside The City 3:23 Young Galaxy Young Galaxy Indie Rock
4® ¥ Lazy Religion 5:33 Young Galaxy Young Galaxy Indie Rock
5@ ¥ Wailing Wall 352 Young Galaxy Young Galaxy Indie Rock
6@ ¥ The Sun's Coming Up And My Pla_ 616 Young Galaxy Young Galaxy Indie Rock
7 Searchlight 240 Young Galaxy Young Galaxy Indie Rock
5© ¥ Lost InThe Call 332 Young Galaxy Young Galaxy Indie Rock
S ComeAndSee 400 Young Galaxy Young Galaxy Indie Rock
108 v Embers 3:54 Young Galaxy Young Galaxy Indie Rock
11@ ¥ The Alchemy Between Us 5:30 Young Galaxy Young Galaxy Indie Rock

PLAYLISTS

I ripped a track by accident. How do I
remove it from the Library?

Click the Music category, open the album
you imported, right-click the track that
you want to remove, and then click Delete
from the shortcut menu. When iTunes

asks you to confirm the deletion, click
Remove. When iTunes asks if you want

to keep the file, click Move to Trash.

Can I specify a different quality when importing?

Yes. You do that by changing the bit rate, which is a measure
of how much of the CD’s original data gets copied to your
computer. This is measured in kilobits per second (Kbps): The
higher the value, the higher the quality, but the more disk
space each track takes up. Click Import Settings to open the
Import Settings dialog. In the Settings pop-up menu, click :,
click Custom, and then use the Stereo Bit Rate pop-up to
click the value you want.
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Create a Playlist

playlist 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.

\ Create a Playlist \

Edit View Controls Store Advanced Window Help

. New Playlist | 2

ew Playlist from Selection

Create the Playlist ® iTunes

@ click File.

@ Click New Playlist.

Note: You can also choose the
New Playlist command by

New Playlist Folder
New Smart Playlist... TN
Edit Smart Playlist

Close Window BW

3 L Tv Shows Add to Library... 20
pressing E3+(0. 7 Podeasts Library >
|| Books B
£ Ringtones fd-e[. Info %
") Radio Rati .
Show in Finder £+ 38R SSmpTey ]
STURE Display Duplicates iy The 6
ﬂ._‘] iTunes Store | L
<2 Ping IE:-‘_"a'r'I':_ .:"l:l-:: B
=] Purchased Transfer Purchases from iPoc
4 Downloads Page Setup... TR
SHARED Print... P il
GENIUS -
® iTunes creates a new playlist. S
e Type a name for the new PLAYLISTS
laylist. 2 iTunes DJ
Py £k 90's Music
e PreSS :] # Classical Music
4F Music Videos
4F My Top Rated

4F Recently Added
4k Recently Played
4k Top 25 Most Played

= Party Tunes]
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Add Songs to the Playlist

@ cClick Music. S
B 8ok
9 Open an album that has one 4 Ringrores
1! Radio
or more songs you want to

add to the playlist.

9 Click a song that you want to
add to the new playlist.

Note: If the album has multiple
songs you want in the playlist,
hold down () and click each of

(] Tunes Stare
$Q Ping

=] purchased
4 Downloads

SHARED
GENIUS

PLAYLISTS
2 [Tunes D)
4F 90's Music
4 Classical Music
4F Music Videos
4§ My Top Rated

£F Recently Added
4 Recently Played

songs you want to add.

4 All Albums

LIBRARY
—_ﬁ4ﬂlbum by Artist
4 Movies eN

The Good, the Bad, and the Cuddly 4 >

& v Name

Time Artist
2:07 The Bicycles

2 ¥ Australia 3:02 The Bicycles Pop
3 ¥ I Will Appear for You 3:10 The Bicycles Pop
4 ¥ GotraGet Out 2:01 The Bicycles Pop
5 IKnow We Have to Be Apart 2:41 The Bicycles Pop
6 ¥ GhostTawn 3:52 The Bicycles Pop
7 ¥ Longjohns and Toques 1:47 The Bicycles Pop
8  The Defeat 1:25 The Bicycles Pop
9 W Luckof Love 2:07 The Bicycles Pop
10 Paris Be Mine 1:48 The Bicycles Pop
11 ¥ Cuddly Toy 2:45 The Bicycles Pop
12 ¥ Randy's Song 1:32 The Bicycles Pop
13 ¥ Please Don't Go 2:09 The Bicycles Pop
14 W SureWas Great 1:35 The Bicycles Pop
15 ¥ Homework 3:36 The Bicycles Pop
16 ¥ Pompand Circumstance 0:08 The Bicycles Pop
17 ¥ Twa Girls from Montreal 2:58 The Bicycles Pop

e Drag the selected track (or

L # O

tracks) and drop them on

your playlist. e 1] & (Gsexrcn vy
LIBRARY 4 v Name Time Artist Album Genre Rating Plays
e Repeat Steps 2 to 4 to add J3 Musid 1 v B-B-Bicycles 2:07 The Bicycles The Good, the Bad,... Pop KKk 1
= Movies 2 The Littlest Birds 4:07 The Be Good Tanyas  Blue Horse Folk £ 8 8 8 8 1
more son gs to th e p laylj St. L1 TV Shows 3V RayRayRain 4:22 Bettie Serveert Lamprey Alternative ‘
) Podcasts 4 ¥ Furr 4:08 Blitzen Trapper Furr (Bonus Track V... Alternative  # xR & ik 1
) Books 5 ¥ Walk or Ride 3112 The Ditty Bops The Ditty Baps Folk |
G Click the playlist plie 6 ¥ Sisterxate 225 TheDmysops  TheDmysops  Folk ——
. Wl i 7 ¥ Moody Motorcycle 3111 Human Highway Moody Motorcycle  Alternative s v % ¢ |
- 8V All Your Love 3:36 John Mayall Bluesbreakers With .. Blues P
. .iTunes d.is la S the songs vou s 9 ¥ Double Crossing Time 3.05 John Mayall Bluesbreakers With .. Blues
p y g y [ unes stare 10V OutOnthe Docks 3:09 Lily Come Down Lily Come Down Folk L8 8 8 81 1
added tO the I.a ﬁSt (f? Ping 11 ¥ Emily 3:35 Lily Come Down Lily Come Down Folk 1
p y . =) Purchased 12 ¥ John Paul's Deliveries 4:30 Nathan Key Principles Folk Fokk kK
4 Downloads 13 ¥ Scarecrow 425 Nathan Key Principles Folk ek d ek 1
. Bt 14 ¥ Trans Am 3.04 Nathan Key Principles Folk IR 1
@ If you want to listen to the ’ N o i S Cont W sy, hark ook .
. . FaChRl> 16 v EatMyBrain 4:26 Odds Good Weird Feeling  Rock
pl,ayl,'l St, CI,'ICk >R Saviies 17 ¥ Anybody Else But Me 3:50 Odds Good Weird Feeling  Rock
2 Tunes 01 18 ¥ Someone Who's Cool 316 Odds Nest Alternative
£ 50's Music 19 Tears & Laughter 4:05 Odds Nest Alternative
8 Classial tusie 20 ¥ st Francis 3:55 Ohbijou Swift Feet for Trou...  Folk ok
21 ¥ Leave Them All Behind 8:18 Ride Going Blank Again Alternative kAKX
4 Music Videos
22 ¥ Chrome Waves 3:54 Ride Going Blank Again  Alternative
BT e 23V pendulums 3:26  Sarah Harmer All Of Our Names  Folk
4 Recently Added 5 %
24 ¥ I'mA Mountain 3110 Sarah Harmer I'm A Mountain Folk
My 25V Steve McQueen 3:26 Sheryl Crow Cman C'mon Rock
4 Top 2_5 hiost Flayed 2 oak Up The Sun 452 Sheryl Crow C'men C'mon Rock
S bl he Rest OF My Life 2:46 Sloan Action Pact Rock Pk y
28 The N.S. 4:37 Sloan Between The Bridges  Alternative =
¢ 3 = @ 104 2 - MB [al

Is there a faster way to create and populate a
playlist?

Yes. First, click Music to open the Music category of
the iTunes Library. Press and hold the () key and
then click each song that you want to include in
your playlist. When you are done, click File and then
click New Playlist from Selection. (You can also
press (E100+E3+(.) Type the new playlist name
and then press (000,

Is there any way to make iTunes add songs to a
playlist automatically?

Yes, you can create a smart playlist where the songs
that appear in the list have one or more properties
in common, such as the genre, rating, artist, or text
in the song title. Click File and then click New
Smart Playlist (you can also press (00 +E3+(0).
Use the Smart Playlist dialog to create one or more
rules that define which songs you want to appear in
the playlist.
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Burn Music Filestoa CD

You can copy, or burn, music files from your Mac onto a CD. Burning CDs is a great way to create
customized CDs that you can listen to on the computer or in a portable device that plays CDs.

You can burn music files from within the iTunes window. The easiest way to do this is to create a
playlist of the songs you want to burn to the CD. You then organize the playlist by sorting the tracks
in the order you want to hear them.

To burn music files to a CD, your Mac must have a recordable optical drive.

\ Burn Music Files to a CD

o Insert a blank CD into your
Mac’s recordable disc drive. You inserted a blank CD. Choose an action
o If you already have iTunes ) from the pop-up menu or click lgnore.
running and your Mac asks “*" Action: | @ Open iTunes :4‘
you to choose an action, [ | Make this action the default
click Ignore. ———
(2) | Eject | &f lgnore | [ OK |
@ If you do not yet have iTunes
runm'ng, use the Action ArENA) 17 v Anybody Else But Me 3:50 Odds
menu to click :, click Open PLAYLISTS 18 ¥ Someone Who's Cool 3:16 Odds
iTunes, and then click OK. 2 Tunes DJ 18  Tears & Laughter 4:05 Odds
9 Create a playh'st for the ﬁ. 90's Music 20 v 5t Francis _ 3:55 Cl-hbij(
songs you want to burn to £F Classical Music 21 ¥ Leave Them All Behind 8:18 R!da
the disc. £& Music Videos 22 v Chrome Waves 3:54 Ride
£% My Top Rated 23 ¥ Pendulums 3:26 Sarah
Note: See the section “Create a £ Recently Added 24 ¥ I'm A Mountain 3:10 Sarah
Playlist” to learn how to build an 2% gewently Played 25 ¥ Steve McQueen 3:26 Sheryl
iTunes playlist. v Spak Up The Sun 4:52 Sheryl
v The Rest Of My Life 2:46 Sloan
0 Click the playlist that you i The s 427 Claam

want to burn.
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& |V Name

o To modify the play order,

Time Artist Album Genre Rating

1 ¥ B-B-Bicycles 2:07 The Bicycles The Good, the Bad,... Pop * KK L m
: 2 ¥ The Linlest Birds (TR The Be Good Tanyas  Blue Horse
Cth and drag a song and 3 ¥ RayRay Rain 4:22 Bettie Serveert Lamprey Alternative
: St : 4 Furr 4:08 Blitzen Trapper Furr (Bonus Track V... Alternative v e o 1
drop 1t on a new pOS]t10n m 5 Walk or Ride 3:12 The Dirty Bops The Ditty Bops Folk
the playlist 6 ¥ Sister Kate 2:25 The Ditty Bops The Ditty Bops Falk L8 8 8 8
: 7 ¥ Moody Motorcycle 3:11 Human Highway Moody Motorcycle  Alternative sk o oo
8 ¥ All Your Love 3:36 John Mayall Bluesbreakers With... Blues
G Repeat Step 5 to get the 5 ¥ Double Crossing Time 3:05  John Mayall Bluesbreakers With... Blues
. . . 10 ¥ Out On the Docks 3:09 Lily Come Down Lily Come Down Folk 5 Fe K L
SOI’]gS m the O]’de]’ m Wh'ICh 112 v Efily Littles 34367 Ll €6me Bioivhiaryas  LiyCaeDown Foik 1
12 ¥ John Paul's 4:30 Nathan Key Principles Folk S R B b
you want them to appear on 13 ¥ scarecrow 425 Nathan Key Principles Falk I L
14 ¥ Trans Am 3:04 Nathan Key Principles Folk WRHWRK 1
the CD.
o iTunes Edit View Controls Store Advanced Window Help =
0 Click File‘ ew Playlist %N ”
Playlist from Selection fHEN . = BB
. . . Playlist Folder - = H———
Click Burn Playlist to Disc. i New Smart Playlist.. BN B i o
Edit Smart Playlist |7 The Bicycles The Good, the Bad,... Pop A
1 TV Shows . i #
= s Close Window BW 5 gettie serveert Lamprey Alternative
{ . :
B Books Add to Library... 520 I8 :I:zen Trapper F:rr El?crms Track V... Alternative |
B dingones Burn Playlist to Disc e Ditty Baps e DI Bops Yol
‘___'__‘ Library » '5 The Ditty Bops The Ditty Bops Folk k|
L 1 Human Highway Moody Motorcycle Alternative W
STORE Get Info 31 6 John Mayall Bluesbreakers With... Blues
[]‘_‘j iTunes Store | Rating B I5 John Mayall Bluesbreakers With... Blues
¢ Ping Show in Finder {r3R 13 Lily Come Down Lily Come Down Folk A
=)' Purchased Display Duplicates 7 The Be Good Tanyas  Blue Horse Folk
¥ Dowricais el I Lily Come Down Lily Come Down Folk
Sync "Paul’s iPod L i » 10 Nathan Key Principles Folk |
DEVICES Transfer Purchases from “Paul’s iPod 5 Nathan Key Principles Folk 4
> [ Paul’s iPod Page Setup... 4 Nathan Key Principles Folk |
SHARED Print... gep 0 Odds Good Weird Feeling  Rock k|
- T 46 Odds Good Weird Feeling  Rock
The Burn Settings dialog 1 v Burn Settings. Bokkok
2
appears. 3 . Disc Burner: OPTIARC DVD RW AD-5630A o falaly
4
o Click Burn 5 W4 Preferred Speed: | Maximum Possible 7 | I o e
6 ‘ e e e e
_ Disc Format: @Audio cD -
iTunes burns the songs to s Gap Between Songs: | 2 seconds 4
9 ¥ || Use Sound Check ek e
the CD. =
1 ¥ [ Include €D Text »*
1 (OMP3 €D
12 = I i
5 d (_)Data CD or DVD
;. ! Data discs include all files in the playlist. These h e
14 ¥ discs may not play in some players. 9 a6 e
15 @i B
165 -
17 8 (?) | Cancel | m
12 ¥

Can I control the interval between songs on the CD?
Yes. By default, iTunes adds 2 seconds between each
track on the CD. You can change that in the Burn
Settings dialog. In the Gap Between Songs pop-up
menu, click :, and then click the interval you want
to use: None, or any time between 1 second and

5 seconds.

What happens if I have more music than can fit
on a single disc?

You can still add all the music you want to burn to
the playlist. iTunes fills the first disc and then adds
the remaining songs to a second disc. After iTunes
finishes burning the first disc, it prompts you to
insert the next one.
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Edit Song Information

For each song in your Library or on a music CD, iTunes maintains a collection of information that
includes the song title, artist, album title, genre, and more. If a song’s information contains
errors or omissions, you can edit the data. For example, it is common for an album to be categorized
under the wrong music genre, so you can edit the album to give it the correct genre.

You can edit one song at a time, or you can edit multiple songs, such as an entire album or music CD.

\ dit Song Informatio

Edit a Single Song

o Click the song you want to
edit.

© cClick File.
€ Click Get Info.

Note: You can also press [J+(1.
Alternatively, right-click the song
and then click Get Info.

O click Info.

6 Edit or add information to
the fields.

@ If you want to edit a nearby
song, click Previous or Next

to display the song you want.

O click ok.
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Edit View Controls Store Advanced Window Help

w Playlist HEN =

w Playlist from Selection 13N . =|
New Playlist Folr'jer i B — S——
New Smart Playlist... NN Moody Motarcycle
';-.'I'i: SI‘]-_':.I'_ Playlist | . [
Close Window HW — ¥ '8 haomd
Add to Library... #0 E  WAlDay
Library » 3 v Cet Lost

4 ¥ What World 1

Get Info 5 v Sleep Talking
Rating > 6 ¥ Moody Motorcycle
Show in Finder i #R 7 ¥ MyBeach
Display Duplicates & v Ode to Abner
AT 9 ¥ Pretty Hair
2¥YMNC
Trane Wakes fran H 10 ¥ Vision Failing

o ias b 11 ¥ Duties of a Lighthouse Keeper
Page Setup_l_ 12 v | Wish | Knew
Print... H®P

Moody Motorcycle
| Summary | Info | Video Sorting | Options | Lyrics | Artwork |

Name

Moody Motorcycld
Artist

Year

Human Highway 0

Album Artist

2008
Track Number

Human Highway
Album

6 of

Disc Number

Moody Motorcycle
Crouping

1 |ef|l
BPM

Composer

Comments

tive

| Previous | | Next 7|

@ ["] Part of a compilation
| Cancel |
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Edit Multiple Songs Edit View Controls Store Advanced Window Help
ew Playlist #EN
o Select all tl:]e songs that you w Playlist from Selection {3N ‘ E[
want to edit. New Playlist Folder - — —
o New Smart Playlist... TN
Note: To select individual songs, erg,nf? ,af,m. - : s
press and hold £ and click each Close Window
song; to select all songs (on a music | 4440 EraR
CD, for example), press EJ+(J. Library
¥ Trans Am
© click File. L ¥ The Boulevard Back Then
ting [ 6 ¥ Thewind
o Click Get Info. Show in Finder 38R
Display Duplicates ¥ Key Principles of Success
Note: You can also press (J+(1. Sunc.ifod : ﬁim:—
Alternatively, right-click any selected
song and then click Get Info. @ RS Te Te YA Ak B ot
items?
iTunes asks you to confirm that Dok ki 2
you want to edit multiple songs. Concel | [Eeni]
e Click Yes. Multiple Item Information
The Multiple Item Information [Linfo | Video | Serting | Options |
dialog appears. | Aris | ver
|_| /Nathan [_]|2007
e Edit or add information to the N Album Artist S e Humbse B
ﬁe[ds || Nathan o] of []|14
* Album Disc Number
@ iTunes displays @ beside each e OLL_efLlL
modified field. O O
Composer Artwork
0 Click 0K. ’g[l(eri McTighe 0
Comments o
iTunes applies the edits to each 0 o
selected song.
Genre Rating
[]/Folk (F] M| dokokkk
| Cancel | “
 TIP |
When I edit multiple songs, why do I not see all the fields in the Multiple Item Information dialog?
When you are editing multiple songs, you can only modify fields that contain data that is common to all
the songs. This makes sense because any changes you make apply to all the selected songs. For example,
each song usually has a different title, so you would not want to give every song the same title. This is why
you do not see the Name field in the Multiple Item Information dialog. However, you do see fields that are
common to all the selected songs. On a music CD, for example, data such as the artist, album title, and
genre are usually the same for all the songs.
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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 account. This can either be an account
on the Apple Store site or a MobileMe account. You can also use an AOL account, if you have one.

\ Purchase Music from the iTunes Store

o Click iTunes Store.
e Click Music.

CENIUE

PLAYLISTS

Mew and Noteworthy ~ Teawess | mcssties | g, [“roecianrs |

fangs
‘EH L :
SR,

SongsforJapan  FAME [Deluxs ... Vices & Vitues (.. Hello Fear Whhen You're Thi...  Pusl Masters, Vol...
arius Artsls Chia Brtimn Pank) Althe Discd Kk Fraskin Velowiard Trs Daates

1N Slaan
=] .

The iTunes Store appears.

-:;-u ‘ _ { | |_;_;"["..| q
9 Locate the music you want
tO purchase. Music » Alternative » Theo Black Koys J
ﬂl“' ‘“. Attack & Release
® You can use the Search box Avuisn & wnak Tunes Review
to search for an artist, righosimldgoanig inmins ey bregr L inepprmh ool e g
ke for swpeisngly standand nightciub Blues MOosans angd Sieams,” and i dust wilh country-bRuegriss Sngor Jessica Lon Maytel
album, or song.
O cClick Buy Album. T, I e
. f“-:" Mﬂ::‘:w & |GotMine 35 I Wy -
@ If you want to purchase just 2008 Horeneh R, 3 Siga Tnes sy

a song, click the song’s Buy
button instead.
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iTunes asks you to sign in to

your iTunes store account.

e If you have not signed in to
your account, you must type
your password.

@ click Buy.

Sign In to download from the iTunes Store
To create an Apple Account, click Create New Account.

| Create New Account |

If you have an Apple Account (from the iTunes Store or MobileMe, for example),

enter your Apple 1D and password. Otherwise, if you are an AOL member, anter your

AOL screen name and password.
Apple ID:
me@me.com Example: steve@me.com

Password:

' | Forgot Password? |

|_] Remember password

[ Cancel | Buy

iTunes asks you to confirm

your purchase.
o Click Buy.

Are you sure you want to buy and download "Attack &
Release"?

Your account will be debited for this purchase and your purchase will
begin to download immediately.

[_| Don't ask me about buying Albums again. ?

| Cancel | | Buy ]

()P )] ——

Dermrinading 8 lms
i3 Atteck & Mebsise | The Black Keys (2 Meconds remain. {

iTunes charges your credit card and s

begins downloading the music to your s

Mac. B
@ To watch the progress of the download, i

click Downloads. .
;mw
2 hen

CINIS

TIPS |

Kid N
J1 i You Beer Warned | Arack & Belassa | Tra flack ey
1608 Mise | AtaEk B Retease | The ek Kevh
Strange Times | Amuck & Releast | The Back Keya
J1 Puvchatic Gir | Arack & Sulsas | Tra Hack Geyy
[1 s [ Amack & Release | The Black Keys

[1 Remember When (Side A1 / Attack & Release | The Black Keys

gbas Whan (Eida B} | Attsck & Ralasse | Th Biack Keys
Bic Thing / Ammack & Release | Toe Siack Keys

[1 5ot Wans Break [ Attacs & Refease | The Back Keys

Can I use my purchased music on other
computers and devices?

Yes. Although many iTunes Store media —
particularly movies and TV shows — have digital
rights management (DRM) restrictions applied to
prevent illegal copying, the songs and albums in the
iTunes Store are DRM free, and so do not have these
restrictions. This means you can play them on
multiple computers and media devices (such as iPods,
iPads, and iPhones), and burn them to multiple CDs.

If I want to purchase a number of songs, how do
I avoid having many $0.99 charges on my credit
card bill?

The easiest way to avoid lots of small iTunes charges
is to purchase an iTunes gift card from an Apple
Store or any retailer that sells gift cards. On the
back of the card, scratch off the sticker that covers
the redeem code. In iTunes, access the iTunes Store
and click Redeem at the bottom of the store. Type
in the redeem code, and then click Redeem.

131



Listen to an Internet Radio Station

he Internet offers a number of radio stations that you can listen to. iTunes maintains a list of
many of these online radio stations, so it is often easier to use iTunes to listen to Internet radio.

Just like a regular radio station, an Internet radio station broadcasts a constant audio stream, except
you access the audio over the Internet instead of over the air. iTunes offers several radio stations in
each of its more than two dozen genres, which include Blues, Classic Rock, Classical, Folk, Hip Hop,
Jazz, and Pop.

. . 0
o Click Radio. o ®®4'(:L_'W| 4 \ E=B=) Gsaan. )
) Ol i | N - P e i
Note: If you do not see the Radio L ;
A
category, see the first Tip on the I8 Moves
[ TV Shows
next page. ) Podcasts
) Books
M\ Ringtones
STORE TR
= Blue Horse Lamprey The Good, the Bad, an... Attack & Release
£ Tunes store The Be Good Tanyas Bettie Serveert The Bicycles The Black Keys
¢ Ping
=D Purchased
SHARED
GENIUS
PLAYLISTS
Furr (Bonus Track Ver... A Rush Of Blood To T... The Ditty Bops Fleet Foxes .
Blitzen Trapper Coldplay The Ditty Bops Fleet Foxes :
+ % o @ Ll & @
iTunes displays a list of radio D) Z
(5] @ Liem—_ L)
genres. ﬂ_h =l .
LIBRARY _Stream 4 Comments i
: J3 Music P Adult Contemporary 2
e CI‘]Ck 4 tO Open the genre [ Movies - Alternative Rock
you want to work with ) e g
(% Podcasts ¥ Blues
( » Changes to - ). 9 Books P Classic Rock
A Hingtonss bclﬁs\ca|ﬂ
» Comedy
ST(_]RE B Country
[ iTunes Store » Eclectic
¢ Ping P Electronica
=] purchased » Golden Oldies
S rieet ¥ Hard Rock [ Metal
> Hip Hop / Rap
i ¥ International / World ‘
PLAYLISTS > Jazz
» News / Talk Radio
® Reggae / Island
» Religious
»RnB / Soul
¥ Sports Radio v
L+ = =@ 9

132



CHAPTER

Playing and Organizing Music 7

iTunes displays a list of radio
station streams in the genre.

J3 Music
[ Movies
] TV Shows
§ Podcasts
¥l Books
AL Ringtones
STORE
5] MTunes Store
¢ Ping
=D Purchased

e Click the radio station stream
you want to listen to.

O click =

SHARED
GENIUS

PLAYLISTS

’

4 Comments
 Adult Contemporary i
- Alternative Rock
b Ambient
> Blues
P Classic Rock
¥ Classical (126 streams)

* Abacus.fm Beethoven One  Abacus.fm Beethoven One plays the comp...
= Abacus.fm Classical One Abacus.fm Classical One plays Classical m...
= Abacus.fm Mozart Early Sy... Abacus.fm Mozart Early Symphonies plays...
% Abacus.fm Mozart Piano Abacus.fm Mazart Piano plays Mozart com.

= Abacus.fm Vintage Jazz Abacus.fm Vintage Jazz plays jazz from th..

= ABC CLASSIC Ato Z of classical music / La musique clas...
= ABC OPERA Only Opera

= absolute classic absolute classic : La radio du 100% classic

* Adagio.FM Timeless Classical Music from Medieval to..

ir Classique

Air Classique le souffle de la musique
L.FM's Barogue channel
LFM's classical channel

| Baroque Music (1.FM TM)
= Al Classical music (1.FM TM)
* All Opera Music (1.FM TM)
= All-Classical WGBH

1.FM’s Opera channel
Classical music from WCBH 89.7-HD2 in B..

= Allegro Classical music - Musique classique

125 sreans

iTunes plays the radio station
stream.

LIBRARY
J3 Music
[ Movies
] TV Shows
§ Podcasts
¥l Books
AL Ringtones
STORE
[£] Tunes Store
¢ Ping
=)} purchased

® The name of the station and
the name of the currently
playing track usually appear
here.

SHARED
GENIUS

PLAYLISTS

a @E; @-M_T_x-«‘o .

Al Baroque Music (LFM TM)
BACH C.P.E. - Benda,dir

Stream 4 Comments
 Adult Contemporary i

» Alternative Rock

b Ambient

» Blues

B Classic Rack

¥ Classical (126 streams)

* Abacus.fm Beethoven One  Abacus.fm Beethoven One plays the comp...
= Abacus.fm Classical One Abacus.fm Classical One plays Classical m...
= Abacus.fm Mozart Early Sy... Abacus.fm Mozart Early Symphonies plays...
~ Abacus.fm Mozart Piang Abacus.fm Mozart Piano plays Mozart com...

= Abacus.fm Vintage Jazz Abacus.fm Vintage Jazz plays jazz from th...

= ABC CLASSIC Ato Z of dlassical music / La musique clas...
= ABC OPERA Only Opera

= absolute classic absolute classic : La radio du 100% classic

= Adagio.FM Timeless Classical Music from Medieval to..

= Air Classique Air Classigue le souffle de la musique
= All Baroque Music (LFM TM)  1.FM's Baroque channel

= All Classical music (LFM TM) 1.FM's classical channel

= All Opera Music (1.FM TM)
= All-Classical WGBH

= Allegro

1.FM's Opera channel
Classical music from WGBH 89.7-HD2 in B..
Classical music - Musique classique

126 sueams

The Radio section of the iTunes Library does not
appear. Can I still listen to Internet radio?

Yes. By default, iTunes does not show all of the
available library categories and sources. To display
the Radio source, click iTunes and then click
Preferences to open the iTunes preferences. Click
the General tab, click Radio (= changes to &),
and then click OK.

Is it possible to use iTunes to save or record a
song from a radio station stream?

No, an Internet radio stream is “listen only.” iTunes
does not give you any way to save the stream to
your Mac hard disk or to record the stream as it
plays.
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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 either directly via the publisher’s website, or via the iTunes Store.

\ Subscribe to a Podcast \

Subscribe to a Podcast on
the Web

o Use your web browser to
navigate to the podcast’s
home page.

@ Click the Subscribe in iTunes
link.

Note: In some cases, the link is
called Add to iTunes or simply
iTunes.

Note: If after clicking the link you
end up in the iTunes Store, see the
steps on the following page.

® iTunes begins downloading the
available episodes.

@ The podcast subscription
appears in the Library’s
Podcasts category.
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806 Podcasts | CBC Radio
-l |L  hitp:/ fwww.cbe.ca/podcasting/index.htmi7arts#wiretap [rss @' Google @
[0 Hi Apple Yahoo! Google News (665)= Wikipedia Popular~

- .
Enter the world of Jonathan Goldstein. You wouldn't want
to live there, but it's a hell of a place to visit.
s i“" Updated Saturdays.

RSS [htp: jwww.cbe.ca/padeasting fincludes wiretar| (7]

PP ¢ subscribe in iTunes @
%) Download the latest mpz @

Visit WireTap

Word of Mouth

Join CBC Radio producer and language fanatic Colleen
Ross for Word of Mouth, her monthly podcast about the
ever-evolving English language. She pakes her nose into
everything from trends in grammar and vocabulary to
haw multiculturalism, technology, politics and Hollywood
affact the way we talk.

Updated monthly.

RSS [http:/ www.cbe.ca/padcasting/includes /wordef| [7]

¥ Subscribe in iTunes @
#) Download the latest mp3 @

Visit Colleen's column at
CBC News Analysis & Viewpoint

-] Downloading 1 item
o (+) o «‘

WireTap - The Answering Machine / Wire... ‘ [;

LIBRARY @) Categories  Unplayed o
J7 Music

El Movies
L1 TV Shows

B Books
. Ringtones
) Radio

iy

STORE e —
WireTap from CBC Ra...

(] iTunes Store
<Q Ping

=) Purchased
4 Downloads

Science Friday Audio...
1 Episode

SHARED
GENIUS

PLAYLISTS

Report a Concern @  Podcast Directory @

=R = (Q- searcn po._J)
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Subscribe to a Podcast -
Using the iTunes Store il ronmee e TS———
@ Click iTunes Store. B 2 L, . [
e P AR R NBR MUSIE Bt
9 Click Podcasts. e BASKETD A e reo e
@ You can also click here to At
display a list of podcast 7 I s
categories. oo it

e Mowies  TVihows  App Stors  Podeasts s

© Locate the podcast you ]
want to subscribe to. Science Friday Audio Podcast 0

Podoast Description

¢
SCIFRI

e Click Subscribe Free.

Scaanca Fridiy 14 8 BHCULSion OF I LR 0w ) ECHNCA, Ch, NBalth. And T nviranment hosled by Ira Flalis. We intieviaw
ECIRNUSIE. SUNML. &Nd POICYMAKENS. 30 A4 YOUr GUESTONE. Hear NPR o

A Mane Time  Reledsed  Dascriplion Popularty Prica
SeiFrl 031811 Hour 1: Japan Nus 4745 JABNT  Alook althe angoing nuclesr... ¥ s -‘

® If you just want to listen
to one episode before

1

o . . = 2 5eiFr 03181 1Hour 2: Camouniag. 4830 M1 Biood and e imenune Sy, i LU
SUbscr] b]ngl Cl']Ck the taln:cfym:q:i':mc-w 3 BciFri 031111 Houwr 1; Tsunami / 4841 3N Joe Palca talks with research.,, | LU
epi Sode's Free b utto n :a:.‘::::::r 4 SciFri031111 Mour 2: Human A 4858 20101 Jom Palca ks with research : [ Ti
. 5 BeiFr 030411 Howr 1) HPYV and 4841 aam HPY and Cancr RiskNavy a LTS
1 n Stead (] v ey & SciFri 030411 Howr 2. Cakiulalin,. 4743 3AaMm Calculatng Spacelight Fugks. . 7 LA

© click Subscribe.
: : : Are you sure you want to subscribe to "Science Friday
iTunes begins downloading the podcast. @ Febigetda b
To listen to the podcast, click the b s s bl bisiste e g
SUbSCI’i pt.ion .in the POdcaStS CategOI'y Of downloaded automatically as they become available.
1 [_| Do not ask about subscribing again.
the Library. gag
| cancel | [ Subscribe ]

What do I do if the podcast website does not have an iTunes link?

In this case, you can subscribe to the podcast by telling iTunes the address of the podcast’s feed. Follow
these steps:

0 On the podcast website, copy e Click OK. LGIEL L BdPPndow  Help
the address of the podcast feed.

iTunes Open Stream...
e In iTunes, click Advanced. downloads
9 Click Subscribe to Podcast. th? available AP Shawwr
episodes and s _
The Subscribe to Podcast dialog adds the subscription to the P Ao 4
appears. Podcasts category of the —
. Cancal | | M*a
G Use the URL text box to paste Library.
(or type) the address of the
podcast feed.
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CHAPTER 8

Synchronizing
an iPod, iPhone,
or iPad

If you have an iPod, iPhone, or iPad, you can connect it to your Mac
and keep the data on the two devices in sync. You can also learn how
to synchronize various media, including music, photos, movies, and
TV shows, between an iPhone or iPad and your Mac, as well as e-mail

accounts, contacts, calendars, and apps.

OB MOSRAMST
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Connect an iPod, iPhone, or iPad

Before you can synchronize data between Mac 0S X and your iPod, iPhone, or iPad, you need to
connect the device to your Mac.

To connect an iPod, iPhone, or iPad, you need the USB cable that came as part of the device
package. You will connect one end of that cable to your Mac, so you need to make sure that your
Mac has a free USB port for the connection. You can also connect an iPod, iPhone, or iPad using an

optional dock.

Connect an iPod, iPhone, or iPad

Connect the iPod, iPhone,
or iPad

o Using the device cable,
attach the USB connector to
a free USB port on your Mac.

e Attach the other end of the
cable to the port on the
device or dock.

Mac 0S X launches iTunes
and automatically begins
synchronizing the device.

Note: Mac 0S X usually also
launches iPhoto to synchronize
photos from the iPhone or iPad.
See the section “Synchronize
Photos from Your Device.” For
now, either quit iPhoto or switch
to iTunes.
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Disconnect the iPod,
iPhone, or iPad

@TLT:® Music Movies TvShows Podcasts iTunesU Books Photos Info  Games

o In iTunes, click the eject
button ([=1) beside your
device’s name.

iTunes begins releasing the
iPod.

<3 Ping

=D Purchased
DEVICES
» [ Paul's iPod (=]

Note: See the second tip below to
learn when it is safe to disconnect

SHARED

iPod

Name: Paul's iPod
Capacity: 74.35 CB
Software Version: 1.3
Serial Number: 8MB384E4VOR
Format: Macintosh

j @sion

the cable from an iPod.

9 Pinch the sides of the
connector and then pull the
connector away from the
device.

e Disconnect the cable from
the Mac’s USB port.

Note: If your Mac has two or
more free USB ports and you
synchronize your device
frequently, consider leaving the
cable plugged into a USB port for
easier connections in the future.

Is there a way to prevent iTunes from starting the
synchronization automatically when I connect my
device?

Yes. In iTunes, click iTunes and then click Preferences
to open the iTunes preferences window. Click the
Devices tab and then click the Prevent iPods,
iPhones, and iPads from syncing automatically
check box (© changes to @ ). Click OK.

Do I always have to eject my iPod before
disconnecting it?

No, not always. You must first eject the iPod if the
Eject Before

" ou

iPod screen says “Do not disconnect,
Disconnecting,” or “Sync in Progress.” You can
safely disconnect the cable from your iPod if the
iPod screen says “OK to disconnect,” “Charging,”
“Charged,” or you see the iPod main menu screen.
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Synchronize Music

ou can synchronize the music in your iTunes Library to your iPod, iPhone, or iPad. If your
device has enough free storage space, you can synchronize all your music. However, if free

space is limited on your device, you can synchronize just selected playlists to save space. Once the

synchronization is complete and you have disconnected your iPod, iPhone, or iPad, you can then

play the synced music on the device.

If you purchased music from the iTunes Store using your iPod touch, iPhone, or iPad, iTunes also
synchronizes that music to your Mac.

Synchronize Music

o Click your device in the
iTunes Devices list.

@ Click the Music tab.

e Click Sync Music (= changes
to #).

Q Click Selected playlists,
artists, albums, and genres
(© changes to @).

® If you want all your iTunes
music on your device, click
Entire music library
(© changes to @).

o Click the check box beside
each playlist and artist
you want to synchronize
() changes to ).
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DEVICES |
> [] Paul's iPhone (= €

Name: Paul's iPhone

Capacity: 14.46 CB
Software Version: 4.1
Serial Number: 87827LF0Y7K

[ ## Classical Music
[ 4 Music Videos
o % My Top Rated

Recently Added
Recently Played
4 Top 25 Most Played
=) Party Tunes

T O ) |

[ The Black Keys
[ Blitzen Trapper
] Coldplay

e Ditty Bops
eet Foxes
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Summary Info__Apps Ringtones (LILd Movies TVShows Podcasts iTunesU Books Photos
Z =
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’O Entire music library
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Note: See the section “Create a o [0
Playlist” in Chapter 7 to learn how

Q, search Music

. . Summary Info  Apps  Ringtones ([ITU®) Movies TVShows Podcasts iTunesU Books  Photos
to add songs to an iTunes playlist. A= — r
. . ] Alternative [C] John May all & the Blues Breakers — Bluesbreakers W...[
@ Click the check box beside each [ Alternative & Punk I L1 e D Lk e B
[ Blues [_] Museum Pieces - Philadelphia (7
album and genre you want to Ol Christmas [l Nathan - Jimsen Weed
. B L] Country Nathan - Key Principles.
synchronize ( = changes to #).  Folk & Nathan'— Stranger
g P“Pk (L] Nouvelle Vague - Nouvelle Vague
. Roc [C] The Odds - Good Weird Feelini
o Click Apply.  The Odds - Nest =

[ Ohbijou - Swift Feet for Troubling Times
] Radichead - The Bends

iTunes synchronizes your music Ol Radiohesd - OK Computer

(L] Radiohead - Pabla Honey

to your iPod, iPhone, or iPad. £ The Ramones - The Edge OF Christmas

(L] Ride - Carnival Of Light

@ The progress of the s
synchronization appears here.

Capacity I

et e Audio Photos Apps @ Other Free
24GB ~ 6O07GB 0.02 GB - G21G8 11.9GB

@ When the synchronization is
complete, you can disconnect

iPhone sync is complete.

OK to disconnect. Q Search Music

. Summary Info  Apps  Ringtones @ITL® Movies TVShows Podcasts iTunesU Books Photos

your device. =
Genres Albums
L] Alternative [_JJohn Mayall & the Blues Breakers - Bluesbreakers W...[
[C] Alternative & Punk [ Lily Come Down - Lily Come Down
¥ Blues [J Museum Pieces - Philadelphia
L] Christmas [_] Nathan - Jimson Weed
[ Country Nathan - Key Principles
M Folk [[] Nathan - Stranger
L Pop [_] Nouvelle Yague - Nouvelle Vague

Is there any way to tell in advance how much storage Is there a way to control what music
space the music I am syncing will take up on my device? gets synchronized to my iPod Shuffle?
Yes. If you are syncing a playlist, click the playlist in iTunes Yes. Although by default iTunes uses a
and then examine the status bar. In addition to telling you feature called Autofill to send a selection
the number of songs in the playlist and its total duration, of songs to the iPod Shuffle, you can
the status bar displays the total size of the playlist (®). configure iTunes to send a playlist
If you are syncing all your music, click the Music category instead. Connect your iPod Shuffle, click
instead, and then note the total size displayed in the it in the Devices section, and then click
status bar. the Contents tab. Click the Autofill From
:, click the playlist you want to send to
3:55 Ohbijou Swift Feet for Trou... the device, and then click Autofill.
D:10 Dida Foion Dlaale Aoain
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Synchronize Photos to Your Device

ou can synchronize the photos on your Mac to your iPod, iPhone, or iPad. If your iPod or iPhone
has enough storage capacity, you can synchronize all your photos. If you do not have much
free space on your device, you can synchronize just selected albums and events instead. Once the
synchronization is complete and you have disconnected your iPod, iPhone, or iPad, you can view
the synced photos on the device.

To learn how to get photos taken with your iPod touch, iPhone, or iPad 2 onto your Mac, see the
section “Synchronize Photos from Your Device.”

Synchronize Photos to Your Device

o Cljck your 1Pod, 1Phone, or .‘ iTunes File Edit View Controls Store Advanced Windu'w Help B = 4 @ 537PM
iPad in the iTunes Devices NOQONI===_T L] BRI
h- St ug.mv | Summary Info  Apps Ringtones Music Movies TV Shows  Podcasts iTunesU  Books
. Music
X EJ movies MWnc Photos from [Zifhoto ¢ b
e Cth the PhOtos tab. g:::: L @ All photos, albums, events, and faces
. L () Selected al’bums. e;/ents. a:'\d faces, and i include | no events |
9 Click Sync Photos from S i
(' changes to ). =
9 Ping
=] Purchased
DEVICES
ey <)
SHARED
GENIUS
e Cljck Selected albumS, Summary Info Apps Ringtones Music Movies TVShows Podcasts iTunesU Books (i)
events, and faces, and c Photos from (@ibhote  :] 266 photos ﬂ
automatically inClUde () All photos, albums, events, and faces
( - Changes to @ ) Selected albums, events, and faces, and automatically include | no events s
- : [ Include videos
® If you want all your photos
on your device, click All Al Events
[ [ Last Import ] Gypsy 0 F
phOtOS, albums, eventS, and [0 (@ Last 12 Months [ Florence 5
[ Dogs, Dogs, Dogs! 12 [[] Wedding Pics
faces ( changesto @). i & Flowers ;
Vacations stivus
3 M Weddin 56 hamas 78
6 Click the check box beside i - ?Mh bl =u L
each album and event you Dlekie take G

want to synchronize
(1 changes to #).
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0 Click the check box beside

CHAPTER
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Syncing Photos to "Paul’s iPhone” (Step 4 of 4)

Copying 15 of 270

{ Q Search Photos J

faces you want to synchronize

Summary Info Apps Ringtones Music Movies TV Shows

Podcasts iTunes U

[ [ Last 12 Months

(0 changes to ).

[ [l Dogs, Dogs, Dogs! 12 [ Wedding Pics
s O @ vid W Fl
Note: See the section “Add Names to o [ vicators =tossenad 7
F . Y Ph t "o Ch t 9 t o (@ Wedding 56 [ Bahamas 78
aces in Your Photos” in Chapter 9 to o Wi e o
learn how to apply faces. L_ Dickie Lake =1 !
Faces

@ cClick Apply.

iTunes synchronizes your photos
to your device.

[ [® Andrea Aster 1
[] [H Creg Rielly
[J [E Clare Brody
| Kyra Harper 1
| Karen Hammond 2
5] Gypsy

@ The progress of the
synchronization appears here.

Capacity l
14.46 GB Photos Apps

@ Other
0.10 68 0.02 G8 02168

[¥ Florence 5

Free
— 14268

@ When the synchronization is
complete, you can disconnect

OK to disconnect.

iPhone sync is complete.

. . Summary Info Apps Ringtones Music Movies TVShows Podcasts iTunesU Books (iiiic®)
your 1P0d or 1Ph0ne' [ [@ Last 12 Months [ Florence s 0
™ [ pogs, Dogs, Dogs! 12 [[] Wedding Pics
] [ videos ™ Flowers
[ [@ vacations [C] Festivus
™ (@ Wedding 56 [ Bahamas 78
™ [ iPhonography 36 M South Beach b
[_] Dickie Lake =

How do I sync a folder of photos?
Although it is easiest to sync based on iPhoto albums, events, and
faces, you can also synchronize one or more folders.

o Click the Sync Photos from : and then click Pictures.

You can also click Choose folder, use the dialog to open the
folder, and then click Choose.

@ Click Selected folders ( changes to @).

® To synchronize the entire folder, click All folders (= changes
to @) instead.

e Click the check box beside each subfolder you want to
synchronize.

O All folders ‘
&0 Selected folders

T Er——— 1 |

[[JInclude videos

Folders

™ = Bahamas 166
() = Brickworks Pics
(L] E= Dickie Lake 2006
~
v

£ Flat Coat Calendar 2010 116
(L] E= Flat Coat Calender 2009
Florence
Flowers 8
Cypsy
[ iPhonography 44
[ Photo Booth
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Synchronize Photos from Your Device

(though you normally want to synchronize photos from your Mac to your iPhone, you can also
perform the reverse procedure and sync your iPhone’s photos to your Mac.

If you have received photos on your device, or used the built-in camera in a device such as the iPod
touch, iPhone, or iPad 2 to take pictures, you may want to view and work with those pictures on
your Mac. To do that, you must use iPhoto to synchronize the photos from your device.

To learn how to synchronize photos from your Mac to your iPod, iPhone, or iPad, see the section
“Synchronize Photos to Your Device.”

o Connect your device to your
Mac.

Note: See the section “Connect
an iPod, iPhone, or iPad,” earlier
in this chapter.

Mac 0S X automatically
launches iPhoto.

® Your device appears in the
iPhoto Devices list.

@ iPhoto displays your device’s
Camera Roll photos.

e Press and hold £ and click
each photo you want to
import.

e Use the Event Name text box
to type a name for this
event.
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e Click Import Selected.

@ If you want to import every
photo from your device, click
Import All instead.

4

Import Selected Import All...

When the import is complete,
iPhoto asks whether you
want to keep the original
photos on the device.

e Click Keep Photos.

® If you are running out of .', Delete Photos | | : o=
storage space on your device
or no longer need the photos

on your device, click Delete
Photos instead.

Delete Photos on Your iPhone?

3 photos were successfully imported into iPhoto.

I keep many photos on my device. Is there a way | Is there a way to prevent iPhoto from running
to make the importing process more manageable? | every time I connect my device?

Yes. If you have imported some of your device Yes. Click Finder (E), click Applications to open
photos in the past, you probably do not want to the Applications folder, and then double-click Image
import them again. In that case, you should tell Capture. In the Image Capture application, click the
iPhoto to hide those photos that you have Connecting this

previously imported. To do that, click the Hide iPhone opens : Paul’s iPhone

photos already imported check box ( changes and then click No e Thonseinene

| No application

to ). application.

|| Delete after impart
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Synchronize Movies and TV Shows

f you have a video iPod, an iPhone, or an iPad, you can use iTunes to synchronize movies and TV
show episodes to your device. Once the synchronization is complete and you have disconnected
your device, you can play the synced movies or TV shows on the device.

Synchronize movies and TV shows with care. A single half-hour TV episode may be as large as 250MB,
and full-length movies are several gigabytes, so even a modest video collection will consume lots of

storage space on your device.

Synchronize Movies and TV Shows

o Click your device.
9 Click Movies.

e If you want to view a rented
movie on your device, click
Move.

6 Scroll down and click Sync
Movies (- changes to #).

e Click Automatically include
(# changes to ().

G Click each movie to
synchronize (= changes
to ).
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LIBRARY

Podcasts iTunes U Books

J7 Music

D Rentals

[ Movies

1 TV Shows

% podeasts

3 Books

Apps

M Ringtones

"4 Radio
STORE

[£] iTunes Stare

¢ Ping

= Purchased

4 Downloads

DEVICES

Summary Info Apps  Music TV Shows
Rented Movies ? On “Paul’s iPad 3G"
(3]
(2] ks
i
{55

| nc Movies

SHARED O Automatically include | all

Inception

148 minutes

2.05GB

Expires in 29 days and 23 hours

You must be connected to the Internet to transfer a rented movie.

4 | movies

Podcasts  iTunesU  Books  Photos

Music @0LT® TV Shows

Summary Info Apps
™ Sync Movies

3 movieg

* | movies

Automatically include | all
S

ﬂmhbrldges Bay
@ 2 minutes
30 MB

L] Claws of the Rake
@ 1 minute
32.1MB

[ car Dog [ catcht
@ 1 minute @ 33 seconds
9 MB 3.3 MB

Geri's Game ik ®wooft
0 4 minutes. 9 @ 29 seconds
33.8 MB 2.8 MB
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o clek TV ShOWS. ? Summary Info  Apps Music  Movies Podcasts  iTunes U  Books  Photos
Syl

e Click Sync TV Shows
( ] Changes t0 ~ ). Automatically include | aH unwatched % | episodes of | all shows |

o Click Automatically include
(¢ changes to ().

nc TV Shows 1 episode

Onion News Network Episodes

v [ Season 1

1) gr;::’:llNews Nexwork @[¥ 101. Interview With the Onion News Netw... 1/17/11
@ Click each TV show to e &
synchronize (= changes (il o

to & )_ ™ & 1 new episode

Seizing Justice: The Greensboro 4
@ 1 new episode

L@l Portlandia
RSR season 1
S & 1 new episode

€ Click Apply.

iTunes synchronizes your
movies and TV shows to your
device.

‘Capacity = '

2904 GB Video Photos Apps | Other Free
~0I13GE  — L14GB 078G8 039G~ 27.8GR

Is there a way to synchronize just the TV shows Why does iTunes not sync some of my TV show
that I have not watched yet? episodes?

Yes. Click Automatically include ( = changes to &), | If you selected one of the “unwatched” options,
click +, and then click one of the “unwatched” then iTunes does not sync any episode marked as
options (such as all unwatched). A movie or TV watched, which can occur even if you watch only a
episode is unwatched if you have not yet viewed it | few seconds of an episode within iTunes. To mark a
either in iTunes or your device. If you watch an TV episode as unwatched, in iTunes choose the TV
episode on your device, the player sends this Shows library, right-click the episode, and then click
information to iTunes when you next sync. Mark as Unwatched.
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Synchronize Contacts, Calendars, and Mail

f you will be away from your Mac, you can stay in touch by synchronizing your contacts, calendars,

and e-mail accounts.

The iPod, iPhone, and iPad include both address book features and calendar tools, so you can ensure
you are always dealing with the same data by synchronizing your Mac’s Address Book contacts and
iCal calendars to your iPod, iPhone, or iPad.

The iPod touch, iPhone, and iPad also support e-mail, so you can use the same e-mail on both your
Mac and your device by synchronizing one or more e-mail accounts.

Synchronize Contacts, Calendars, and Mail

Synchronize Contacts and
Calendars on Your Device

o Click your device.
e Click Info.

9 Click Sync Address Book
Contacts ( = changes to ).

e Click ALl contacts
(© changes to @).

6 Scroll down and click Sync
iCal Calendars (= changes
to ).

@ Click ALl calendars
(© changes to @).
© cClick Apply.

iTunes synchronizes your
contacts and calendars to
your device.
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LIBRARY Summary  Music  Movies

J7 Music

E, R Msmc Address Book Contacts
1 TV Shows

e :::“u 2] All contacts

Apps o () Selected groups

A Ringto (] Friends

", Radio [ Family

STORE
(5] iTunes Store
¢Q Ping
=] Purchased
4 Downloads & &3

[ Include contacts' photos

TVShows Podcasts  iTunesU Books  Photos i Games

Fi Sync iCal Calendars
o @@ All calendars

(O Selected calendars

[ Home
[ work
[ Training /Race Schedule

ol }

Capacity

eSS Audio Video Photos
~ SLSGE 037GB 24GB

Games g Other Free
T 015GB 017GE  223GB
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Synchronize E_mail u;u;:m | Summary Apps  Ringtones Music Movies TV Shows Podcasts iTunesU Books Photos
Accounts on Your Device el &ﬂsv“'“ﬂ“ it
. . 5 Podaasts (2] )
0 chck your dev]ce. 8 Books Selected M:.ill accounts
& Apps o & g MobileMe
A Ringtones My POP Account
9 Click Info. e ’
STORE
e Click Sync Mail Accounts B sty
( 0 changes to & ) i 1 5 o0 S o o o T monimns vl oaher
e Click the check box beside

each account you want to
synchronize (& changes
to ).

© click Apply.

iTunes synchronizes the
selected e-mail accounts to
your device.

Syncing Mail accounts syncs your account settings, but not your messages. To add accounts or make other
‘changes, tap Settings then Mail, Contacts, Calendars on this iPhone.

Gpaciry |

1446GB Photos. Apps @ Other Free 5
0.07 GB 0.01 GB 022 GB 142 GB

 TIP
Is there any other information I can synchronize with my iPhone
. Other
or iPad?
Yes, you can also synchronize your bookmarks, which are your favorite @i Syric Safari bookmarks
websites that you have saved using the Safari web browser (see the [ Sync notes

section “Bookmark Web Pages” in Chapter 4). In iTunes, click your
device, click the Info tab, scroll down to the Other section, and then
click the Sync Safari bookmarks check box (' changes to ).
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Synchronize Podcasts

You can synchronize the podcasts in your iTunes Library to your iPod, iPhone, or iPad. Once the
synchronization is complete and you have disconnected your device, you can play the synced

podcasts on the device.

You can synchronize all your podcasts if your device has enough storage capacity, or you can
synchronize just selected episodes.

See the section “Subscribe to a Podcast” in Chapter 7 to learn how to add podcasts to your iTunes

Library.

Synchronize Podcasts

0 Click your device in the
iTunes Devices list.

@ Click the Podcasts tab.

e Click Sync Podcasts
(= changes to ).

e Click Automatically include
(& changes to ).
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STORE
[ iTunes Stare
¢Q Ping
=] purchased

4 Downloads &3 €D

Version

DEVICES

LIBRARY @I Music  Movies TVShows Podcasts iTunesU Books Photos  Inf
J7 Music
@D Rentals iPod
[l Movies
1 TV Shows D
5 podcasts a Name: Paul’s iPod
Aooks & Capacity: 74.35 GB
7 ':::;mne; Software Version: 1.3
o Serial Number: BM6384E4VIR
"4 Radio

Format: Macintosh

Your iPod software is up to date. iTunes will automatically che
update again on 3/30/11.

Summary Music Movies

TV Shows iTunes U  Books Photos Info  Games

[
éﬂ Sync Podcasts

[] Automatically include | all

0 episodes

of | all podcasts

sts

WPl Science Friday Audio Podcast
S&!F'm @ 1 new episode

E WireTap from CBC Radio
L3 @ 1 new episode (2 total)
e

Episodes




e Click a podcast.

@ Click the check box beside
each podcast you want to
synchronize (' changes
to #).
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Summary Music Movies TV Shows Podcasts iTunes U Books Photos Info Games

¥ Sync Podcasts 1 episode

(L] Automatically include | all : | episodes of | all podcasts

Science Friday Audio Podcast Episodes

@ ESciFrs 03181 1Hour 1: Japan Nuclear Status,... 3/18/11

‘|,_.' Science Friday Audio Podcast
S,"-_—lF"m 1 new episode
WireTap from CBC Radio
® @ 1 new episode (2 total)
7z

o Click App[y Podcasts WireTap from CBC Radio Episodes h
® .D wireTap ~ When Life Gives You Lemons 3/26/11

o 3 Ay Science Friday AudioRodeass it [ WireTap - The Answering Machine 3/19/11 |

iTunes synchromzes your SCIFR R & s ldiadll

podcasts to your device.

[ |

‘Capacity
74.35 GB

| TIPS |

WireTap from CBC Radio
1 new episode (2 total)

Video Photos Games gy Other Free 7 m
515 GB 03768  24GB 015G 0.17GB 22368 )

Is there a way to synchronize just the podcasts
that I have not played yet?

Yes. Click Automatically include (= changes to &),
click +, and then click one of the “unplayed”
options (such as all unplayed or 1 most recent
unplayed). A podcast is unplayed if you have not
yet played it either in iTunes or your device. If you
play an episode on your device, the player sends
this information to iTunes when you next sync.

Why does iTunes not sync some of my podcast
episodes?

If you selected one of the “unplayed” options, then
iTunes does not sync any episode marked as played,
which can occur even if you play only a few seconds
of a podcast episode within iTunes. To mark a
podcast as unwatched, in iTunes choose the
Podcasts library, right-click the episode, and then
click Mark as Unplayed.
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Synchronize Games

ou can make your video iPod even more fun by synchronizing games from iTunes to the iPod.

If you have a video iPod, you can use it to play games such as Tetris and Scrabble. In the iTunes
Store, you can find a wide selection of games that are designed to work with the iPod click wheel.

If you have downloaded games from the iTunes Store to your iTunes Library, you can synchronize
those games to your iPod.

Synchronize Games

0 Cljck your 'IPOd ]n the iTuneS u:;A::m [ @L0D Music Movies TVShows Podcasts iTunesU Books Photos Info  Games
. . 0 Rentals i
Devices list. = iPod
1TV Shows. (3]
@ Click the Games tab. g @ Name: s od
Capacity: 74.35 GB

Apps o Software Version: 1.3
S Eingnnes Serial Number: 8MB384E4VIR
4 radio -
l Format: Macintosh
STORE
() MTunes Store
$Q Ping

= Purchased Version
4 Downloads

DEVICES
» B Paul's iPod

Your iPod software is up to date. iTunes will automatically check for an
Check for Update update again on 3/30/11.
E e e pdatednan o SBUALL

e CIJCk Sync Games Summary Music Movies TVShows Podcasts (TunesU Books Photos Info @oTtl
(tichanges to ). (3 0games
o |
' =] e s M
o . ] 3678
] = [ 17.4m8

[Xe
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e CI.]Ck the ChECk bOX beS'ide Summary  Music Movies TVShows Podcasts iTunesU Books Photos Info ool
each game you want to ¥ Sync Games 2 games
synchronize (11 changes
tO E )- = \:“::Tja‘:‘e’;“er 56.5 MB
. i Mahjong
e CI.'ICk Apply. iPod Games 3B.7 MB

. . Tll;szr:]sam!s 17.4 MB
iTunes synchronizes your
games to your iPod.

Capacity .

TR Audio Video Photos Games g Other Free 5
~ S515GB ~ 037GB - 24GEB - 00sGB - 017GB - 224CGB ‘ pply

How do I get games for my iPod? & e ¥ g Tshws Amswmr i 2 Al
You can download games via the iTunes Store. Here are the steps to S dees

App Store Essentials

follow: < \\_\ \ B

iPad Apps Starter Kit

o In iTunes, click iTunes Store. B irad Garmes screr e
7~ Books
e Click the App Store menu. (s —

: ~ . e Entertainment
@ Click iPod Click Wheel Games. ﬂﬂg"ﬂ:ﬂ T

dpu ) = Games
. e = Healthcare & Fitness
e Display the game you want to download. Ufestyle
Medical
. Music
e Click Buy Game. |
News
@ Type your iTunes Store password. Mabjong iy
3 actronic |:t5 nc. e
0 C|.1Ck Buy. - ;El;av\:;dmm 2:::5’“?(%”'!"9
s4.00 @EETTED Travel
The iTunes Store asks you to confirm the purchase. e 6 wines 3

Weather

5

© click Buy.
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Synchronize Apps

f you have an iPod touch, iPhone, or iPad, you can download small programs — called apps, which
is short for applications — from Apple’s App Store to run on your device. You can do this using
the App Store on the device, but you can also download apps using your Mac. In that case, you must
synchronize the apps with your device.

Synchronize Apps

o Click your device in the
iTunes Devices list.

@ Click the Apps tab.

e Click Sync Apps (= changes
to ).
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LIBRARY @IS nfo  Apps  Ringtomes Music Movies TVShows Podcasts ITunesU  Boo
JI Music
I iPhone
[l Movies
1 Tv Shows (3]
7 Podeasts el
i S o Name: Paul’s iPhone
LAl 1446 €8
Ko o Capa:lt)': &
£ Ringrones Software Version: 4.2.1
40 Radi Serial Number: B7827LFOY7K
4! Radio
Phone Number: +1 (647) 274-4960
STORE
(] iTunes Store
¢Q Ping
=) Purchased Version
J Downloads
DEVICES Your iPhone software is up to date. iTunes will automatically check
» [ Pauf's iPhone 5 & Check for Update an update again on 3/30/11.

o m Google Mabile App

[ Summary Info @000 Ringtones Music Movies TVShows Podcasts iTunesU Books  Photos
MSync Apps Paul's iPhone 4 apps
iPhone, iPod touch, and iPad Apps
~ews Amazon Mobile
u Lifestyle 3.7 MB
Epicurious Recipes & Shopping List
(m]
Lifestyle 11.4 MB
o Find My iPhone
Utilities ERTE)
ol Foto Brush Pro
Photography 65.7 MB
ﬁ Free Wi-Fi Finder
= Gl Utilities 5.7 MB vy
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Summary  Info Q0000 Ringlones  Music  Movies TV Shows  Podcasts  MunesU  Books  Pholes

e Click the check box beside

each app you want to ¥ Sync Apps Paul's IPhone 8 apps
o

synchronize (1 changes e

to ®). 0 i e e

. I n Eﬁicnlriull! Recipes & Shopping :.i‘s:m
e Click Apply. eyl '
o ‘ uun:-:r iy M
iTunes synchronizes your @ [ Foro prust o
appS. Dﬂnn\m-rmndu
ik b Utilibles a7 wE

[ Google Mabile App
L 5 e

o Ga GQ Magazine

Lifestyle 24Mp

iBooks

o ﬁ Books 18.5 MB
IMDb Movies & TV

o . Entertainment FER ]

= Instapaper Pro Mo
k~_[;,| Hews LERT

 TIP |

Can I update my apps using my Mac?
Yes. Updating an app means downloading the latest version of the software,
which is almost always free. Here are the steps to follow:

o In iTunes, click Apps.

5 Updates Avallable @ Gt More Apps @

e Click X Updates Available, where X is the number of updates. e
Download All
bl ‘ il (1)
9 Locate the app you want to update. jon.

0 Click Get Update.
©® Alternatively, click Download All Free Updates to download every

‘Beautiful Planet HD: A Photog...
available update. m W 4t gy
166 MB

iTunes downloads the update or updates.
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CHAPTER 9

Viewing and
Editing Photos

Whether you want to look at your photos, or you want to edit your
photos to crop out unneeded portions or fix problems, Mac 0S X comes
with useful tools for working with your photos. If your Mac comes

with the iLife suite, you can also use iPhoto to view and edit photos.

RS RO sl




View a PreviewofaPhoto . . . .. .. .. .. .. .. 158

View a Slide Show of Your Photos. . . . . . ... ... 160
Open and CloseiPhoto . . . . . . . . ... ... ... 162
Import Photos from a Digital Camera . . . . . . . . .. 164
View Your Photos . . . . . . ... ... ... ... 166
CreateanAlbum. . . . .. ... ... ..., .. 168
CropaPhoto. . . . . . . . ¢ v v i v vt v v v oo 170
RotateaPhoto. . . . . . . . ... ... .. ..... 172
StraightenaPhoto. . . . . . . . . .. .. ... ... 174
Remove Red Eye fromaPhoto . . . ... ... .. .. 176
Add Names to Faces in Your Photos . . . . . . ... .. 178
Map YourPhotos. . . . . . . . ... ... 0. 180
E-mailaPhoto. . . . . . . ... ... ... 182
Take Your Picture . . . . . . .. ... 184

Create a DVD of YourPhotos . . . . . . ... .. ... 186



View a Preview of a Photo

Mac 0S X offers several tools you can use to see a preview of 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 Mac 0S X Quick Look
feature; second, you can see photo previews by switching to the Cover Flow view.

You can also preview photos using the Preview application.

View a Preview of a Photo ‘

View a Preview with Quick
Look

@ Click Finder (E) in the Dock.

e Open the folder that contains
the photo you want to preview.

e Click the photo.
O click Quick Look (@ ).

You can also right-click the
photo and then click Quick
Look, or press -0,

® Finder displays a preview of
the photo.

View a Preview with Cover Flow
@ Click Finder (E) in the Dock.

o Open the folder that contains
the photo you want to preview.

e Click the photo.
O Click Cover Flow ([1).

@ Finder displays a preview of
the photo.

@ Use the scroll bar to scroll
through the other photos in
the folder.
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Edit View Co Window Help = o = 50

View a Preview in the
Preview Application

o Click Finder (E) in the Dock.

nnnnnnnnn

o Open the folder that contains e B | @ Feox
: B Document & Safari i
the photo you want to preview. e T Compross Bahamas 048 g™ Ao Store..
I Paut's M m:k :r - Gther.. Ranamas 047 pg
. " ias
€ Click the photo. B ok tmmsoan & | N s
T winserver.  Add to Sidebar T

O click File. T wa| SN i
L ntosh et i |
. B iouk | o Dabamas 048" o Dbsc. “ !HE{,
o Click Open With. tescnl e B tahamas 047

@ Click Preview.

Note: In many cases, you can also
simply double-click the photo to
open it in the Preview application.

The Preview application opens € oy =50 @50
and displays the photo. A -

o Use the toolbar buttons to
change how the photo appears
in the Preview window. For
example, click Zoom + to get
a closer look at the photos.

® More commands are available
on the View menu.

e When you are finished viewing
the photo, click Close (@ ).

Is there an easier way to preview multiple photos using the | Is there a way that I can zoom in on

Preview application? just a portion of a photo?
Yes. Instead of constantly starting and quitting Preview for each Yes. In Preview, click Tools and then
photo you want to view, you can load multiple photos into the click Select Tool (or either press £3+()

Preview application. In Finder, navigate to the folder that contains | or click Select in the toolbar). Click and
the photos, and then select each file that you want to preview and | drag your mouse (%) to select the

then follow Steps 4 to 6 in this section. Either click and drag the portion of the photo that you want to
mouse ( x ) over the photos or press and hold [ and click each magnify. Click View and then click Zoom
one. In Preview, click Next and Previous to navigate the photos. to Selection (or press (J+()).
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View a Slide Show of Your Photos

Instead of viewing your photos one at a time, you can easily view multiple photos by running them

in a slide show.

You can run the slide show using the Preview application. The slide show 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 slide show playback. You can also configure Quick

Look to display the images full-screen.

View a Slide Show of Your Photos

@ Click Finder (E) in the Dock.

9 Open the folder that contains
the photos you want to view
in the slide show.

e Select the photos you want to
view.

O click File.
© click Open With.
e Click Preview.

The Preview window appears.
@ cClick view.
© click Slideshow.

You can also select Slideshow

by pressing E00+E3+(3).
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Preview opens the slide show
window.

9 Move the mouse (* ).

® Preview displays the slide
show controls.

€D Click Play.

Preview begins the slide
show.

@ Click Next to move to the
next photo.

@ Click Back to move to the
previous photo.

® Click Pause to suspend the
slide show.

@ When the slide show is over
or when you want to return
to Finder, click Close or press

(Esc }

Can I jump to a specific photo during the slide show? What keyboard shortcuts can I use when
Yes. With the slide show running, press (i:11] to stop the viewing a slide show?

show and display thumbnail views of all the slide show Press £ to display the next photo, and
images. Use the arrow keys to select the photo that you want | press (3 to display the previous photo.

to view in the slide show, and then press (GE01). Preview Press (£ to pause the slide show,
returns you to the slide show and displays the selected and press (20071 to resume. Press (5
photo. Click Play to resume the slide show from that photo. to end the slide show.
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Open and Close iPhoto

f your Mac has iLife installed, the suite includes the iPhoto application, which offers special tools

for viewing, managing, and editing your photos. You can also purchase iPhoto separately through
the App Store. With iPhoto you can import photos from a digital camera, view and organize the
photos on your Mac, and edit and repair photos.

To begin using the program, you must first learn how to find and open the iPhoto window. When you
finish using the program, you can close the iPhoto window to free up computer processing power.

‘ Open and Close iPhoto

Open iPhoto
o In the Dock, click iPhoto (&).

The iPhoto window appears.

Leok up Pheto Lecations
Wenld o Mier 16 ser your photos on & map?

The first time you launch

4 Todo this, #Moto mut send CFS coordindtes im your Shotot 1o an

iPhoto, the program asks if you B ice e
{4 o J\ L1

want to use iPhoto when you it

connect your digital camera. s

Do you want to use iPhoto when you connect your digital camera?

¥ you decide net 1o we IPhooo you may have t install ocher sofware o downioad
whatos from your digital camera,

9 Click Yes.

The first time you launch
iPhoto, the program asks if
you want to view your photos
on a map.

9 If you have a GPS-enabled
camera (such as an iPhone 4,
3GS, or 3G, or an iPad 2 with
3G) or if you want to enter
location data by hand, click Yes.

{ Decide Later |
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Close iPhoto & iPhoto

File Edit Photos Events Share View Window Help

EYYY &
@ click iPhoto.

55| Photos
@ Faces

@ Places
¥ RECENT

P ALEUMS

» WEB

iPhoto

e CI.]Ck Qu.it iPhOtO mme Edit Photos Events Share View Window Help

e 'Oi About iPhoto

LIERAR

=1
@ ¢ Learn about Print Products
QF Learn about Aperture
| Provide iPhoto Feedback
" RECE  Register iPhoto
»ALBU  Check for Updates...

> WEB

Preferences... 3,

Empty iPhoto Trash 8@

Services 2

Hide iPhoto #H
Hide Others X #H
Show All

| QuitiPhoto 1,

iPhoto.

Are there other methods I can use to open iPhoto?

Yes. If you do not have & in the Dock, there are a couple of methods
you can use to open iPhoto. If you have used iPhoto recently, a
reasonably fast method is to click &, click Recent Items, and then
click iPhoto. Alternatively, click Spotlight (Q), type iphoto, and
then click iPhoto in the search results.

= = 4 = 5:37PM 1 JEW |

Spotlight iphoto

Show in Finder

Definition m iphoto

Are there faster methods I can
use to close iPhoto?

Probably the fastest method you
can use to quit iPhoto is to click
o . Alternatively, right-click the
iPhoto icon () and then click
Quit. Finally, if your hands are
closer to the keyboard than to
the mouse, you can quit iPhoto
by switching to the applications
and pressing (3+(5).
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Import Photos from a Digital Camera

You can import photos from a digital camera and save them on your Mac. If you have the ilLife
suite installed on your Mac, you can use the iPhoto application to handle importing photos.
iPhoto is also available separately through the App Store. iPhoto 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 will need a cable to connect your digital camera to your Mac. Most digital

cameras come with a USB cable.

Import Photos from the
Digital Camera

o Connect one end of the cable
to the digital camera.

e Connect the other end of the
cable to a free USB port on
your Mac.

9 Turn the camera on and put
it in either playback or
computer mode.

Your Mac launches the iPhoto
application.

® Your digital camera appears
in the Devices section.

@ iPhoto displays previews of
the camera’s photos.

e Use the Event Name text box
to type a name for the group
of photos you are going to
import.
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6 Select the photos that you

R BaOOD
want to import. el
Note: To select photos, either B
& Places

* RECENT

click and drag the mouse (&)

around the photos you want, or Bt
press and hold and click each
photo.

0 Click Import Selected.

* ALBUME
= Wi

@ If you want to import all the
photos from the digital
camera, click Import All
instead.

iPhoto imports the photos
from the digital camera.

iPhoto asks if you want to delete the original photos from
the digital camera.

o If you no longer need the photos on the camera, click
Delete Photos.

® If you prefer to keep the photos on the camera, click Keep
Photos instead.

View the Imported Photos
o Click Events.

9 Double-click the event name that you specified in Step 4
on the previous page.

 TIP |

Delete Photos on Your iPhone?

7 photos were successfully imported into iPhoto.

]
m Delete Photos | M

LIBRARY
™ Evene
Photos
@ Faces
e Places
& RECENT
¥ DEVICES

g Paul’s iPhone 4
- ALBUMS

Ozzie the Snow Dog

9 Connect your digital camera to your

Mac. then click iPhoto.

The Image Capture application opens.

Note: If you do not see the Image menu bar.

Capture application, click Finder () in
the Dock, click Applications, and then
double-click Image Capture.

When I connect my digital camera, why do I see Image Capture instead of iPhoto?

You need to configure Image Capture to open iPhoto when you connect your camera. Follow these steps:
e Click the Connecting : and
e Click Image Capture in the

6 Click Quit Image Capture.

No application

3] Image Capture
Tﬁa Preview

Other..:
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View Your Photos

f you want to look at several photos, you can use the iPhoto application, which is available with
Apple’s iLife suite or separately via the App Store.

iPhoto offers a feature called full-screen mode, which hides everything else and displays your photos
using the entire screen. Once you activate full-screen mode, iPhoto offers several on-screen controls
that you can use to navigate backward and forward through the photos in a folder. iPhoto’s
full-screen mode also shows thumbnail images of each photo, so you can quickly jump to any photo

you want to view.

View Your Photos

o In iPhoto, click Events.

e Double-click the event that
contains the photos you
want to view.

e Double-click the first photo
you want to view.
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iPhoto displays the photo. S,

@ Click Next (EX) to view the s
next photo in the event. fuad

. &) iPhonography

® You can also click Previous e
(E) to see the previous % Res
. i Trash

photo in the Event. v aisins
L Dogs, Dogs, Dogs

*WIR

Note: You can also navigate
photos by pressing €3 and (3.

9 When you are done, click the
name of the event.

TIP

Is there a way that I can jump quickly to a particular photo in full-screen mode?
Yes. Follow these steps:

0 Move the mouse (* ) to the top of the screen.

® iPhoto displays thumbnail images of the Event’s photos.

9 Use the horizontal scroll bar
to bring the thumbnail of the
photo you want into view.

e Click the photo’s thumbnail.

iPhoto displays the photo in
full-screen mode.
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Create an Album

You can use the iPhoto application to organize your photos into albums. You can get iPhoto either
via the ilLife suite, which is installed on all new Macs, or via the App Store.

In iPhoto, 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 iPhoto Library, you can create customized albums that include only the photos that you
want to view.

Create an Album

Create the Album iPhoto 09 Photos Events Share View Window Helg
@ click File. 800 J __
© Click New. Rl nrottolbay. 0w | CECART
© Click Atbum. E Ol G o | ook
Note: You can also start a new & Places Edit Smart Album... Calerchy
album by pressing +m. S RECENT Subscribe to Photo Feed... Slideshow
¥ DEVICES Order Prints... e |
0 paul's iPhol Print... #P Flacencs
> ALBUMS Browse Backups...
> WEB
e Type a name for the new ® iPhoto File Edit Photos Events Share View Window Help
album. 800 -
LIBRARY
o Press GEANLD. s
Photos
Faces
@ Places
» RECENT
¥ ALBUMS
|, [&] Dogs. Dogs, Dogs|
> WEB
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Add Photos to the Album
@ click Photos.
9 Click & beside an event that

contains photos you want to
work with (B changes to E).

e Click and drag a photo and
drop it on the new album.

a Repeat Steps 2 and 3 to add
other photos to the album.

© click the album.

(@ events

® iPhoto displays the photos M
you added to the album. @ Puaces
'n;:;'il’!ml
| TIP |

Is there any way to make iPhoto 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, click New, and then
click Smart Album (you can also press (o] +E0+
(1)). Use the Smart Album dialog to create one or
more rules that define which photos you want to
appear in the album.

Smart Album name: |Favor.m I

Match the following conditien:

My Rating [ 2] dededoaon =) (+)
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Crop a Photo

f you have a photo containing elements that you do not want or need to see, you can often cut
out those elements. This is called cropping, and you can do this with iPhoto, which comes with the
iLife suite or via the App Store.

When you crop a photo, you specify a rectangular area of the photo that you want to keep. iPhoto
discards everything outside of the rectangle.

Cropping is a useful skill to have because it can help give focus to the true subject of a photo.
Cropping is also useful for removing extraneous elements that appear on or near the edges of a photo.

Crop a Photo

o Click the photo you want
to crop.

© click Edit (#).

iPhoto displays its editing
tools.

€© Click Crop (B).
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iPhoto displays a cropping
rectangle on the photo.
e Click and drag a corner or

side to define the area you
want to keep.

Note: Remember that iPhoto
keeps the area inside the

rectangle.

o CliCk Done. ‘ Enhance
iPhoto saves the cropped ¥ Fix Red-Eye
photo.

T#| Straighten

O click (#).

T, cro
iPhoto exits edit mode. =

Constrain: 640 x 480

Reset Done

Retouch

| )

Is there a quick way to crop a photo to a certain size?
Yes, iPhoto enables you to specify either a specific size, such as 640 x 480, or a
specific ratio, such as 4 x 3 or 16 x 9. Follow these steps:

o Follow Steps 1 to 3 to display the e Click the size or ratio you want to

Crop tool. use.
@ Click the Constrain check box © click Done.
(71 changes to #). 0 Click #

e In the Constrain list, click :. iPhoto exits edit mode.
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Rotate a Photo

You can rotate a photo using the iPhoto application, which comes with all new Macs as part of
iLife, and is also available separately via the App Store.

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 iPhoto 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 Cljck the photo you want to All Events St. Maarten  Fet
rotate.

© cClick Edit (7).
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iPhoto displays its editing 51 Masrten tofds & %  OuickFixes 3 fects Adjust
tools.

e Click Rotate (Ml).

Ij Rotate
* Enhance
%  Fix Red-Eye
[\ Straighten

R

. Retouch

Revert to Original

® iPhoto rotates the photo 90 SevEaer QuickFixes  Efteots
degrees counterclockwise.

Q Repeat Step 3 until the
subject of the photo is
right-side up.

o CliCk Vd . 'Eé_'\ Straighten

'-@, Crop

q\ Rotate
<% Enhance

¥  Fix Red-Eye

iPhoto exits edit mode.

.. Retouch

Revert, riginal

e

Can I rotate a photo clockwise instead? QuickFixes | Effects Adjust
Yes, you can: =

) . ) [d Rotate 2
0 With the editing tools displayed, press and hold the (£701) key.

® The Rotate icon changes from E to M.
e With (£ held down, click Rotate to rotate the photo clockwise by 90 degrees.

Note: You can also right-click the photo and then click Rotate Clockwise.

“ Enhance
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Straighten a Photo

You can straighten a crooked photo using the iPhoto application, which comes with all new Macs
as part of iLife, and is also available separately via the App Store.

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 lots 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 iPhoto to nudge
the photo clockwise or counterclockwise so that the subject appears straight.

Straighten a Photo ‘

o Click the photo you want to
straighten.

© cClick Edit ().

iPhoto displays its editing 280178 QuickFixes | Effects
tools.

© Click Straighten (E1).

b Rotate

* Enhance
*  Fix Red-Eye
"::j Straighten
Tl crop

Retouch

Revert to Original
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iPhoto displays a grid over i - mor CukFres €t

the photo. 2 hotos 57 Roaie

G Click and drag the Angle = . — e =
slider. = r——

&l Dogs, Dogs, Dogs 3 = 8 L - % Fix Red-Eye

Drag the slider to the left to
angle the photo
counterclockwise.

Drag the slider to the right
to angle the photo clockwise.

e Click Done.

O click =.

iPhoto exits edit mode. £ Photos 57 motate
B Faces 4
& Places or
RECENT ‘- Enhance
ALY = — = =
s Dogs, Dags, Dogs . - == e — - Fix Red-Eys
WES
w8\ Straighten
il crap
. Ratouch
"x

How do I know when my photo is level?

Use the gridlines that iPhoto places over the photo. 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 iPhoto application, which comes with all new Macs
as part of iLife, and is also available separately via the App Store.

When you use a flash to take a picture of one or more people, in some cases the flash may reflect off
the subjects’ retinas. The result is the common phenomenon of red eye, where each person’s pupils

appear as red instead of black.

If you have a photo where one or more people have red eyes due to the camera flash, you can use
iPhoto to remove the red eye and give your subjects a more natural look.

Remove Red Eye from a Photo

o Click the photo that contains
the red eye.

© cClick Edit ().

iPhoto displays its editing
tools.

ort

® If needed, you can click and Months
drag this slider to the right
to zoom in on the picture.

@ You can click and drag this
rectangle to bring the red
eye into view.

© Click Fix Red-Eye (H).
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iPhoto displays its Red-Eye

g il bJ Rotate
controls. - . A s
@® You may be able to fix the - , ' A S
red eye automatically by ; i % Fix Red-Eye
clicking the Auto-fix red-eye & E—
check box. If that does not + G P fa remove red-eye manually, -
. . = click a pupil. Drag : er to
work, continue with the rest : s : ch the red arsa's size.

of these steps.

G Move the red eye pointer )
over a red eye in the photo. e ‘, (@) straighten

© Click the red eye. | 5 crop

©® iPhoto removes the red eye.

0 Repeat Steps 4 and 5 to fix
any other instances of red

by Rotate

%> Enhance

eye in the photo. ' K& % Fix Red-Eve
. = Auto-fix red-eye
o Cth Done‘ B i - . To remove red-eye ma
k- A 7 v click a pupil. Drag the
. T, match the red are
e Cl]Ck £ . & AN Size: ?

iPhoto exits edit mode. o ) f Done
[#| Straighten
T, crop
. Retouch

Revert. riginal

 TIP

Why does iPhoto remove only part of the red eye in my photo?
The Red-Eye tool may not be set to a large enough size. The tool should be approximately the same size as
the subject’s eye:

o Follow Steps 1 to 3 to display the Red-Eye controls. ® i

e Click and drag the Size slider until the Red-Eye tool
is the size of the red-eye area.

e Use your mouse to move the circle over the red eye
and then click.

iPhoto removes the red eye that occurs within the
circle.
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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. For example, you can view all your photos in which a certain person appears.

To add names to the faces in your photos, you must be using iPhoto ‘09 or later. To check this,
click iPhoto in the menu bar and then click About iPhoto.

o Click the photo that you
want to taqg.
© cClick Info (@).

€@ Click X unnamed (where X is
the number of faces iPhoto
identiﬁes in the phOtO). 3 : X ®  Assign a Place... ©

iPhoto displays its naming
tOOI.S. > : T ‘ ; ’ 640 x BS3 428 KB

e Click unnamed. s : < T Dickie Lake 2006 059

10:15 AM

e |

s
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o Type the person’s name. DR T
' x
0 Press :]. 640 x 853 428 KB
0 Repeat Steps 3 to 5 to name 7
each person in the photo. o K
® If iPhoto did not mark a face a5 ’ 1y R - 3

in the photo, click Add a
face, size and position the
box over the face, and then
type the name in the click to
name box.

® Assign aPlace... ©

9 Click Info.

iPhoto exits naming mode.

640 x 853 428 KB

David Coutrere

L ipti
Peggy Delaney () B8 e .
W’, ED Faces
] "
1

/' : TT E David Coutrere Peggy Delaney

® Assign aPlace... @

| )

How do I view all the photos that contain a particular person?
One method you can use is to open a photo, click Info (@), and then click the Show All arrow ([@) that
appears beside the person’s name. You can also follow these steps:

ann

0 Click Faces in the iPhoto Sidebar.

® iPhoto displays the names and sample photos of each |5 |
person you have named. 8 Phoxcs

Places

e Double-click the person you want to view. _
Wl Dickie Lake by 4
iPhoto displays all the photos that contain the person. | & e Oavid Coutrere Pegay Delaney
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Map Your Photos

You can view your photos by location if you edit each photo to include the location where you

took the image.

If your camera does not add location data automatically, you can tell iPhoto the locations where
your photos were taken, and then display a map that shows those locations. This enables you to view

all your photos taken in a particular place.

To map your photos, you must be using iPhoto ‘09 or later. To check this, click iPhoto in the menu

bar and then click About iPhoto.

Map Your Photos

G Click the event that you want
to map.

If you want to map a single
photo, open the event and
then open the photo.

© cClick Info (@). -
€ Click Assign a Place. ‘ I

Venice

Q Type the location.

® iPhoto displays a list of
locations that match your

typing.

Venice

o When you see the place you L AR

want to use, click it. G
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iPhoto displays the location — —
on a Google map. - ! abh> E Faces

0 Click and drag the pin to the et R st : ® Venice ©
correct location, if necessary. . . ia o il =

@ click Info.

iPhoto closes the info window.

Venice Florence & Tuscany

i

Hybrid

Is there a way to have the location data added How do I view all the photos that were
automatically? taken in a particular place?

Yes. If you have a GPS-enabled device — such as an iPhone 3G Click Places in the iPhoto Sidebar to see
or later, or an iPad 2 with 3G — iPhoto automatically picks up a map of the world with pins for each of
location data from the photos. However, for this to work, you your photo locations. Position the mouse
must activate this feature. Click iPhoto in the menu bar, click () over the location’s pin, and then
Preferences, and then click the Advanced tab. Click the Look click the Show All arrow ([&). iPhoto

up Places : and then click Automatically. Note that you may displays all the photos that were taken
still have to add or edit location names for your photos. in that location.
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E-mail a Photo

You can use the iPhoto application to create a message to send a photo to another person via
e-mail. iPhoto comes with all new Macs as part of iLife, and is also available separately via the
App Store.

If you have a photo that you want to share with someone, and you know that person’s e-mail
address, you can send the photo in an e-mail message. Using iPhoto, you can specify which photo
you want to send, and iPhoto will create a new message.

Even if a photo is very large, you can still send it via e-mail because you can use iPhoto to shrink
the copy of the photo that appears in the message.

E-mail a Photo

9 Click the photo you want Al Events
to send.

© Click Share.
© Click Email.

® You can also click Share ()
and then click Email.
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@ iPhoto creates a new message. [ IPhoto
@ The photo appears in the message . e e

Subject: Photo from Siena
body. ' ©

From: Paul McFedries =

Journal

G Use the To text box to type the
address of the message recipient.

o Use the Subject text box to type
the message subject.

0 Click here and then type your
message text.

® You can use these controls to ; ,
format the text. : :

Message Size: 4.97 MB for 1 photo Cancel Photo Size: = Optimized

@ You can click these thumbnails
to appl‘y a SPEC1al' EffeCt to the Subject: Photo from Siena
message- From: Paul McFedries 3

@ click Send. |

Ciao Paulo! Here is the pic of the Duoma di Siena that you asked for.

To: italydude@iheartitaly.it

Ciao ciao!

iPhoto sends the message.

Announcement

Message Size: 4.97 MB for 1 photo Cancel Photo Size: Optimized

How do I change the size of the photo?

Optimized

You need to be careful when sending photos because a single image can be Phot( 7 Smal [Faster Downioading]
several megabytes in size. If your recipient’s e-mail system places restrictions e, .

. . . . m Large (Higher Quality) |l
on the size of messages it can receive, your message might not go through. Aotual Size (Full Quality) |

To change the size of the photo, click the Photo 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

You can use your Mac to take a picture of yourself. If your Mac comes with a built-in iSight
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.

Once you have taken your picture, you can e-mail that picture, add it to iPhoto, or set is as your user
account or iChat buddy picture.

Take Your Picture with
Photo Booth

@ 1n the Dock, click Photo

Booth ().
1
Photo Booth
The Photo Booth window @00 Photo Booth
appears.

® The live feed from the camera
appears here.

@ Click Take a still picture ([=1).

@ Click Take four quick pictures
(=) if you want Photo Booth
to snap four successive photos,
each about 1 second apart.

@ Click Take a movie clip (&)
if you want Photo Booth to
capture the live camera feed
as a movie.
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€ Click Take Photo (@). ol ez ect

Note: You can also press [+ or click
File and then click Take Photo.

Photo Booth counts down 3 seconds
and then takes the photo.

Note: When the Mac is taking your picture,
be sure to look into the camera, not into
the screen.

Work with Your Photo Booth XeYa) Photo Boath
Picture

® Photo Booth displays the picture.
o Click the taken picture.

@ Click Email (&) to send the photo in
an e-mail message.

@ Click iPhoto (F) to add the photo to
iPhoto.

@ Click Account Picture (&) to set the
photo as your user account picture.

@ Click Buddy Picture (©) to set the
photo as your iChat buddy picture.

TIP e

Can I make my photos more interesting?
Definitely. Photo Booth comes with around two dozen special effects.
Follow these steps:

@ 1n Photo Booth, click Effects.

e Click an icon to select a different page of effects.
® You can also use the arrow buttons to change pages.

e Click the effect you want to use.




Create a DVD of Your Photos

ou can create a slide show of photos and burn it to a recordable DVD disc for playback on your
Mac or on your home or portable DVD player. You can also send the DVD to a friend or relative.

After you start the slide show, the feature automatically advances and displays each photo on the

disc as a slide.

To create a DVD of your photos, you must have a DVD drive attached to your Mac, you must have a
blank DVD disc, and you must have the iDVD application, which comes with the ilLife suite installed
on all new Macs.

o In iPhoto, select the event that
you want to add to the DVD.

If you want only certain photos
on your DVD, open the event
and select the photos.

@ cClick Share.
€© click ipvp.

iDVD loads, starts a new
project, and populates the
project with the photos.

e Click Themes.

e Click the theme you want
to use.

6 Double-click the menu title.
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o Use the pop-up menus to set
the title font.

e Type a new title and then
click outside the title box.

© click Media.
€D Click Photos.

@ Click and drag a photo and
drop it on the theme’s Drop
Zone 1.

)
!

M Faces
- o Places
B siena
\1 Last Impar

How do I remove the Apple logo from the main menu?
Follow these steps:

@ ctick iovp.

9 Click Preferences.

e Click General.

e Click Show Apple logo watermark (# changes to ).

@ click o.

W General
[ ) o i
|General | Projects Slideshow Movies Advanced

nus: [gshuw drop zone labels
- | Show Apple logo watermark
|_| Fade volume out at end of menu loop
When changing themes: (+) Use theme default values

(_) Retain changes to theme defaults
u:JA\ways ask

(M Check for IDVD updates automatically

| Reset Warnings |

continued >

187



Create a DVD of Your Photos (continued)

[though the default slide show settings are fine for most projects, iDVD offers a number of
options for customizing the slide show display.

For example, by default iDVD times the duration of each image so that the total duration is the same
length as the music you have selected (see the second tip on the next page). However, you can
change the duration that each image appears. (Note that the longer the duration, the fewer images
you can place on the disc.)

Also, by default iDVD does not apply a transition effect between photos, but you can choose from a
dozen transition effects to add visual interest to the slide show.

©® iDVD displays the photo in
the drop zone.

@ Double-click the subtitle.

_ detio [ bhetes | Wevie

7 B IPhate

A Photos
B races
- o Places
B siena
\1 Last Impar

@ iDVD displays the slide show
editor.

@ To change the order in which
the photos appear during the
slide show, click and drag a
photo thumbnail and drop it
in the new location.

HName Astizt Tt

[a| The Umiest Birds | The Be Good 406
@ Broiken Telephane | The B¢ Gand a5
.n, Rain And Snev The Be Cone 355
g| Lakes Of Pontchar.,  The B¢ Good,. s
,ujulnn The bast The Be Good,.. 55
o) thecooCoatina  TheseGoos 450
n| Dogsong AKA Slee... The Be Coud... 446
la] Mamsang The Be Good.., 533
] Ban't You Fall The Be Gouod... 338
[a] Up Against The Wall - The Be Good..,  3:18
(] Oh Susanma The Be Good 17
[a] Light Encugh Ta 7. The Be Gaoa 458
[ keepsake Berrie Serveert &8

@ To remove a photo from the
slide show, click the photo
and then press (1],

Slide Duration: | Fit To Audio
Teansition: | Nune
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@ In the Slide Duration pop-up

menu, click + and then click
the amount of time you want
to see each photo.

@ In the Transition pop-up
menu, click : and then click
the type of transition you
want to see between each
photo.

14 min, 05 sec (121 slides) =k lsdis | Photes Mavies

Hame Astizt

[a] The Urtlest Birds. | The Be Cooe.
a| Broken Telephane  The e Gond
[| Reain And Sne The Be Good
[B] Lakes Of Pontchar.., | The Be Good,.,
B oty i The pass The Be Good...
la) TheCooCoolird  TheBeGooe,.

) Dugsong AKA Slee... The Be Goud...
la] Memsang The Be Good...
la| Dan't You Fall The Be Goud...
[} Up Against The Wall | The Be Good..,
(] Oh Susanna The e Gaod

[a| Light Enaugh Ta T, The Be Gond

la| Keepsake Berrie Serveer

.ftpﬁ o

Tirrst
406
452
55
439
Ak
4:50
LR
531
338
319
17
258
(31

® iDvD

@ Insert a blank DVD.

Note: If you see a dialog asking
what you want to do with the
blank DVD, click Ignore.

€ Click File.
@ Click Burn DVD.

Note: You can also press (+(:) "R
or click the Burn button ().

AW Edit Project View Advanced Window Help W= 4 G 452

Magic IDVD...
OneStep DVD

OneStep DVD from Maovie...
Close Window B
Save

Save As... Tas
Archive Project...

Save Theme as Favorite...

Bumn DVD... |
Save as Disc Image...
Save as VIDEO_TS folder...

Slide Durasion: | 5 seconds B i 0..— g"“""‘“"‘T sl ﬁ‘e
Tramsition: | Dissohe WL |

Mix Genings

|_Return | »! @ = 121 ems

How can I get my photos to play in a
continuous loop?

In the iDVD window, follow Step 12 to display
the project’s slide show. Click Settings ()
and then click the Loop slideshow check box
(0 changes to # ). Click OK to put the new
setting into effect.

Can I add a music soundtrack to my slide show?
Yes. In the iDVD window, display the slide show editor,

and drop it on the audio icon (= ). To remove the song
click and drag it from the audio icon and drop it
outside of the audio icon.

click Media, and then click Audio. Locate the song you
want to use. Click and drag the song from the Audio list

’
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CHAPTER 10

Playing and
Creating
Digital Video

Your Mac comes with the tools you need to play movies and digital
video as well as to create your own digital video movies. Using the
iMovie application, you can import camcorder video; apply scene

transitions; add titles, credits, and a soundtrack; and more.
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Play a DVD Using DVD Player

f your Mac has a DVD drive, you can insert a DVD movie disc into the drive and then use the DVD
Player application to play the movie on your Mac.

You can either watch the movie in full-screen mode where the movie takes up the entire Mac screen,
or you can play the DVD in a window while you work on other things. DVD Player has features that
enable you to control the movie playback and volume.

Play a DVD Using DVD Player

Play a DVD Full-Screen
o Insert the DVD disc into your
Mac’s DVD drive.

DVD Player runs automatically
and starts playing the DVD

full-screen. CHAPTER SELECTION
SET UP
9 If you get to the DVD menu, BONUS MATERIAL

click Play to start the movie. e’ﬂ%ﬂ!

f &

9 Move the  to the bottom of
the screen.

The playback controls appear.
® Click to pause the movie.
@ C(lick to fast-forward the movie.
@ Click to rewind the movie.

©® Drag the slider to adjust the
volume.

@ Click to display the DVD menu.

@ Click to exit full-screen mode.
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Play a DVD in a Window
o Insert the DVD disc into your Mac’s
DVD drive.

DVD Player runs automatically and
starts playing the DVD full-screen.

e Press E3+(3).

You can also press (=3 or move the
x to the bottom of the screen and
then click Exit full screen.

DVD Player displays the movie in a
window.

@ DVD Player displays the Controller.

e When you get to the DVD menu,
click Play Movie to start the movie.

@ Click to pause the movie.

@ Click and hold to fast-forward the
movie.

® Click and hold to rewind the movie.
@ Drag the slider to adjust the volume.
@ Click to display the DVD menu.

® Click to stop the movie.

@ Click to eject the DVD.

[ TIP |
How can I always start my DVDs in a window?
o Press (£3+(3 to switch to e Click Enter Full Screen mode ] S
the window view. (& changes to ). P sl
‘Whan DVD Fayer is inactive: || Pause playback
9 Click DVD Player in the G If you want to control when W s s st 5 s pling e
menu bar. the playback starts, also click e e o
e Click Preferences to open the ?ta: playing disc (# changes } When munst §:uu:.,..cmi,,
During iChat with audsa: (=) Mute audic
DVD Player preferences. 0 ). )Puuseplayeac
: Whan viewar (s minimized: & Pauss playback
O Click the Player tab. @ Cick OK to put the new
settings into effect. et | (i




Play Digital Video with QuickTime Player

Your Mac comes with an application called QuickTime Player that can play digital video files in
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 task, the version of QuickTime that
comes with Mac 0S X 10.7 (Lion) comes with many extra features, including the capability to record
movies and audio and to cut and paste scenes.

@ cClick Finder (E).

(5] Applications

e Click Applications. [z = (=] (@[] Q
© Double-click QuickTime "B Al vy Files | % Q@ )/
Player. ? AirDrop . & B

[=] Desktop Photo Booth Preview QuickTime Player Remote Desktop
Connection
@ paul |

rj\a; Applications

® Documents —” e
ocumen T
SHARED
Safari Snapz Pro X Stickies System Preferences
DEVICES
|2 Macintosh HD ‘ :
e w 1 =
@ iDisk == I |
/ | I g
@ Remote Disc I \_/
TextEdit Time Machine Utilities

The QuickTime Player

: : ew Movie Recordin 88N
apphcat]on appears. 4 pw Audio Re:nrding AXEN
. R ew Screen Recording ~8N
O click File. :
. Open File... A
. . 3 Open Location...
© click Open File. . e

You can also press £3+(). S

Duplicate
Export..
Export for Web..
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The Open dialog appears. fexery —Oen -
(=] MJ (=) \J @

0 Locate and click the video file vonITES

2 All My Files
you want to play. =i “-

ke
I

il paul [ 1t's Raining Cats ] iMovie Projects Car Dog iMavie Events
o Click 0pen. #\ Applications
B Documents o —
- g ’
DEVICES
Car Dog Il.mov Car Dog Ill.mov Car Dog-1 Car Dog-1li.m4v

|=] Macintosh HD

iDisk
() Remate Disc ¢
.
cel | [ Open |

QuickTime opens a new player
window.

© click Play (12).

® Click here to fast-forward the
video.

@ Click here to rewind the video.

@ Click and drag this slider to
adjust the volume.

If you want to view the video in
full-screen mode, press 8+Q.

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 £3+(). 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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Create a New Movie Project

f you have the iLife suite installed on your Mac, the suite includes iMovie, which enables you

to import video from a digital camcorder or video file and use that footage to create your own
movies. You do this by first creating a project that holds your video clips, transitions, titles, and
other elements of your movie.

When you first start iMovie, the program creates a new project for you automatically. Follow the
steps in this section to create subsequent projects.

Create a New Movie Proj

o Click the iMovie icon (B#) in
the Dock.

1

iMovie

The iMovie window appears.

9 Cl.]Ck Fil.e. - o N | New Project
e Click New Project. Duplicate Project
Import from Camera...
You can also press £3+(10. Import

Project Properties...
Project Theme...

e ey bros and drag them to this area.

Finalize Project

Move Event to Trash |
Move Rejected Clips to Trash
Space Saver...

Consolidate Media...

Merge Events...

n A Split Event Before Selected Clip

m— Adjust Clip Date and Time...
Event Library Analvza Video
Optimize Video

Page Setup...

Print Event... To view video, select one or more Events in t

To add video to your Event Library, connect a video camera or choose an Inj

196



CHAPTER

Playing and Creating Digital Video 10

The New Project dialog appears.

Project Themes

e Use the Name text box to type a
name for your project.

o Click the Aspect Ratio : and
then click the ratio you prefer:
Widescreen (16:9) or Standard
(4:3).

Seraphook

FIN(SH
HHF
0 If you want to apply a theme to

your project, click the one you
want in the Project Themes list.

Aspect Ratio: | Widescreen (16:9)

Ily add:| Cross Dissolve )

o If you want iMovie to
automatically insert transitions
between all your clips, click
Automatically add (' changes

[ o | [Gawa)

Aspect Ratio: | Widescreen (16:9) ¢ |
Frame Rate: | 30 fps - NTSC .l

to #) and then click + to choose
the type of transition.

Seraphaok

Movie Trailers

If you chose a theme in Step 6,
the name of the check box
changes to Automatically add
transition and titles, and iMovie
selects it by default.

e Click Create.

iMovie creates your new project.

TIPS |

o
iH e

Bockbuster

What are the iMovie themes?
One of the goals of iMovie is to make digital video
editing as effortless as possible. To that end, iMovie

Each theme comes with its own set of titles and
transitions that get added automatically, saving you
lots of work. There are seven themes in all, including
Photo Album, Bulletin Board, Comic Book, and

applying it cuts down on your production time.

offers several themes that you can apply to a project.

Scrapbook. If one of them is suitable for your project,

How do I switch from one project to another?
You use the Project Library, which is a list of your
movie projects. To display it, click Window and
then click Show Project Library. You can also click
the Project Library button in the top left corner
of the iMovie window. In the Project Library,
double-click the project you want to work with.
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Import a Video File

With the iMovie application, you can import digital video from a camera for use in your movie
project.

If you have video content on a USB digital camcorder or smartphone (such as an iPhone 3GS or
later), you can connect the device to your Mac and then import some or all of the video to your
iMovie project. If your Mac has a built-in iSight camera, you can also use iMovie to import live
images from that camera to use as digital video footage in your movie project.

Import a Video File ‘

Import all Clips

o Connect the video device to your
Mac.

iMovie displays its Import From
dialog.

@ Click Import AlL.

iMovie prompts you to create a
new event.

e to: | Macintosh HD (44.9GB free / 3 hours 23 min) # |

o Cl.ick Create new Event ( @] (_)Add to existing Event: | New Event =0

Changes to @ ). MCreate new Event: 4 ‘

[gSplit days into new Events
e Use the Create new Event text box

("] After import analyze for: | Stabilization <)
to type d name for the 'impor't Selecting this option will analyze all clips for stabilization, but
will result in longer import times.

event.

. [ Optimize video: | Large - 960x540 =

. If you Want to add the V]deo to an Selecting Large significantly reduces file size with little image

existing event, click Add to aultyloss.
existing Event () changes to @) [ Cancel | 5

and then choose the event from
the pop-up menu.

o Click Import.
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Import Selected Clips

o Connect the video device to your
Mac.

iMovie displays its Import From
dialog.

e Click Manual.

e Deselect the check box under
each clip you do not want to
import (# changes to ).

e Click Import Checked.

iMovie prompts you to create a new event.

o Click Create new Event
(© changesto @).

G Use the Create new Event text box to type a
name for the import event.

0 Click Import.

iMovie begins importing the clips.

© click ok.

0 Click Done.

TIP

Save to: [ Macintosh HD (44.9GB free / 3 hours 23 min) 2 ]

(_)Add to existing Event: | New Event =

|
M Create new Event: [Dog Footage @ ]

@Split days into new Events

[_| After import analyze for: | Stabilization $al

Selecting this option will analyze all clips for stabilization, but
will result in longer import times.

™ Optimize video: | Large - 960x540 =

Selecting Large significantly reduces file size with little image
quality loss.

Import complete
Imported 5 minutes and 29 seconds from 2 clips.

Follow these steps:

Import from Camera.
e Click Capture.
e Follow Steps 5 and 6 on this page.

How do I import digital video from my iSight camera?

9 In iMovie, click File and then click o Click Capture.
e When you are done, click Stop.
e Click Done.
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Add Video Clips to Your Project

To create and work with a movie project in iMovie, you must first add some video clips to that
project.

A video clip is a segment of digital video. You begin building your movie by adding one or more
video clips to your project.

When you import digital video as described in the previous section, iMovie automatically breaks
up the video into separate clips, with each clip being the footage shot during a single recording
session. You can then decide which of those clips you want to add to your project, or you can add
only part of a clip.

Add Video Clips to Your Project

Add an Entire Clip

o Click the Event Library item
that contains the video clip
you want to add.

9 Press and hold (2250 and
click the clip.

® iMovie selects the entire clip.

e Click and drag the selected
clip and drop it in your
project at the spot where you
want the clip to appear.

® iMovie adds the entire video
clip to the project.

@ iMovie adds an orange bar to
the bottom of the original
clip to indicate that it has
been added to the project.
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Add a Partial Clip

9 Click the Event Library item that
contains the video clip you want
to add.

o Click the clip at the point where
you want the selection to begin.

e Click and drag the right edge of
the selection box to the point
where you want the selection to
end.

e Click and drag the selected clip
and drop it in your project at
the spot where you want the
clip to appear.

©® iMovie adds the selected portion
of the video clip to the project.

@ iMovie adds an orange bar to
the bottom of the original clip
to indicate that it has been
added to a project.

TIPS |
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Is it possible to play a clip before I add it?

Yes. The easiest way to do this is to click the clip at
the point where you want the playback to start and
then press (2021, iMovie plays the clip in the
Viewer in the top right corner of the window. Press
again to stop the playback. If you want
to see only a portion of the clip, follow Steps 2 and
3 on this page to make your selection, right-click
the clip, and then click Play Selection.

I added a clip in the wrong place. Can I move it?
Yes. In your project, click the added clip to select it.
Use your mouse () to click and drag the clip and
then drop the clip in the correct location within the
project. If you want to delete the clip from the
project, click it, click Edit, and then click Delete

Entire Clip (or press (C2000+(CE)).
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Trim a Clip

f you have a video clip that is too long or contains footage you do not need, you can shorten the
clip or remove the extra footage. Removing parts of a video clip is called trimming the clip.

Trimming a clip is particularly useful if you recorded extra, unneeded footage before and after the
action you were trying to capture. By trimming this unneeded footage, your movie will include only
the scenes you really require.

o In your project, click the clip
you want to trim.

Project - New Project

©® iMovie selects the entire clip.

9 Use your mouse ( x ) to click
and drag the left edge of the
selection box to the starting
position of the part of the
clip you want to keep.

e Use your mouse ( &) to click
and drag the right edge of
the selection box to the
ending position of the part
of the clip you want to keep.
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I ® iMovie File Edit L8 View Text Share Window Help‘

O click Clip. =
o t Forward
© Click Trim to Selection. i

Jump Cut at Beat Markers L
Note: You can also press (+(). ey >

Duplicate Last Title

Trim to Selection
Trim Clip End

Split Clip
Join Clip
Extend Over Next Clip

Detach Audio
Mute Clip T ®M
Remove Volume Adjustments

Add Beat Marker
Arrange Music Tracks...
Unpin Music Track

@ iMovie trims the clip.
Wl g

- |

P

Is it possible to trim a certain number of frames from a clip?
Yes, iMovie enables you to trim one frame at a time from either the beginning or the end of the clip.

o In your project, click the clip you want to trim.

oI'M View Text Share Window Help

iMovie selects the entire clip.
@ click ctip.
© Click Trim Clip End.
e Select the trim direction:

Jump Cut at Beat Markers >
Fade to >
Special Effect »

Duplicate Last Title

Trim to Selection

® To trim from the beginning, click Move Left (or press Trim Clip End

(Option B « )

@ To trim from the end, click Move Right (or press (£ +
).

iMovie trims the clip.

Split Clip

e Repeat Step 4 until you reach the number of frames that you want to trim.
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Add a Transition Between Clips

ou can use the iMovie application to enhance the visual appeal of your digital movie by inserting
transitions between some or all of the project’s video clips.

By default, iMovie jumps immediately from the end of one clip to the beginning of the next clip, a
transition called a jump cut. You can add more visual interest to your movie by adding a transition
between the two clips.

iMovie offers 24 different transitions, including various fades, wipes, and dissolves. More transitions
are available if you applied a theme to your iMovie project.

Add a Transition Between Clips

o Click the Transitions
Browser button ([g]), or
press (J+().

® iMovie displays the available
transitions.

Note: To see a preview of a
transition, position your mouse
(») over the transition
thumbnail.

9 Use your mouse (» ) to click
and drag a transition and
drop it between the two
clips.
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@ iMovie adds an icon for the
transition between the two
clips.

e Position your mouse ( x ) over
the beginning of the transition
and move the » to the right.

@ iMovie displays a preview of the
transition.

]
!

Can I change the duration of the transition?
Yes. The default length is half a second, but you can increase or decrease

Duration:

o Double-click the transition icon in your project. Transiion:
The Inspector appears.

9 Use the Duration text box to set the number of seconds you want the
transition to take.

e Click Done.

the duration by following these steps: overbp: (RTEERETIREERER

e If you want to change only the current transition, click Applies to all transitions (# changes to ).

2.55| ¥ Applies to all transitions

Cross Dissolve

A
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Add a Photo

You can use the iMovie application to enhance your movie projects with still photos.

Although most movie projects consist of several video clips, you can also add a photo to your
project. By default, iMovie displays the photo for 4 seconds.

You can also specify how the photo fits in the movie frame: You can adjust the size of the photo to
fit the frame, you can crop the photo, or you can apply a Ken Burns effect — which automatically
pans and zooms the photo — to animate the static photo.

Add a Photo

o Click the Photos Browser
button ([a]), or press (3+().

® iMovie displays the available
photos.

e Click the event or album that
contains the photo you want
to add.

e Click and drag the photo and
drop it inside your project.

@ iMovie adds the photo to the
movie.

a Click the photo.
© Click the Crop button ([&).

206



CHAPTER

Playing and Creating Digital Video 10

iMovie displays the cropping options for the 6
photo.

@ Click Ken Burns.

@ You can also click Fit to have iMovie adjust the
size of the photo to fit the movie frame.

Ken Burns |

! Allow Black |

® You can also click Crop and then click and drag
the cropping rectangle to specify how much of
the photo you want to appear in the movie
frame.

o Click and drag the green rectangle to set the

start point of the Ken Burns animation. BN .

e Click and drag the red rectangle to set the end
point of the Ken Burns animation.

Note: Click and drag the corners and edges of the
rectangle to change the size; click and drag the
interior of the rectangles to change the position.

@ The arrow shows the direction of motion.
0 Click Done.

TIP

Can I change the length of time that the photo appears in the movie?
Yes. The default length is 4 seconds, but you can increase or decrease
the duration by following these steps:

Video

Applies to all stills

0 Double-click the photo in your project.

© click ctip.
e Use the Duration text box to set the number of seconds you want the photo to appear.

e To change the duration for all the photos in your project, click Applies to all stills (= changes to #).
e Click Done.
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Add a Music Track

U sing the iMovie application, you can enhance the audio component of your movie by adding one
or more songs that play in the background.

With iMovie you can also add sound effects and other audio files that you feel would enhance your
project’s audio track.

To get the best audio experience, you can adjust various sound properties. For example, you can
adjust the volume of the music clip or the volume of the video clip. You can also use iMovie to adjust
the time it takes for the song clip to fade in and fade out.

Add a Music Track

Q Click the Music and Sound
Effect Browser button ([2]), or
press ()+(1.

® iMovie displays the available
audio files.

e Click the folder, category, or
playlist that contains the track
you want to add.

e Use your mouse ( x ) to click
and drag the song and drop it
on a video clip.

@ iMovie adds the song to the
movie.

Note: iMovie treats the song like a

clip, which means you can trim the
song as needed, as described earlier
in the “Trim a Clip” section.

e Double-click the music clip.
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iMovie displays the Inspector. =

i)
© Click the Audio tab. s v 6 o
@ Use the Volume slider to adjust the volume i e i
of the music clip. Fue . 9 Ml < -
o If you want to reduce the video clip volume, EH;M Murmlgmmw
click Ducking ( = changes to # ) and then v L
click and drag the slider. squalcar! 8 (R
e To adjust the fade-in time, click Fade In: il IO G e
Manual (= changes to #) and then click =~ mm‘at =
and drag the slider. Fade Out: ¥ Marual: <9
0 To adjust the fade-out time, click Fade Out: g 9"“’“"‘“‘“'°“"“”“‘“" -
Manual (= changes to &) and then click D e

and drag the slider.
@ Click Done.

Normalize Clip Volume

Revert to Original 10 Done

When I add a video clip before the music clip, the music
does not play with the new video clip. How can I work
around this?

You need to add your song as a background track instead of
a clip. Follow these steps:

@ click 7.

e Use your mouse (&) to click and drag a song. RN PR T —
9 Drop the song on the project background, not on a clip —
or between two clips.

® The background turns green when you have the song
positioned correctly.
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Record a Voiceover

ou can use the iMovie application to augment the audio portion of your movie with a voiceover.
A voiceover is a voice recording that you make using audio equipment attached to your Mac.

A voiceover is useful for explaining a video clip, introducing the movie, or giving the viewer
background information about the movie.

To record a voiceover, your Mac must either have a built-in microphone, such as the one that
comes with the iSight camera, or an external microphone connected via an audio jack, USB port,
or Bluetooth.

Record a Voiceover

o If your Mac does not have a Project Library Project - It's Ramning Cats!

built-in microphone, attach a '

microphone.
Note: You may need to configure the : ~‘ )
microphone as the sound input L - = —ﬁ ? 3 b R
device. Click System Preferences R

(&2), click Sound, click Input, and
then click your microphone.

@ Click the Voiceover button ([#).

The Voiceover dialog appears.

e Click the spot in the movie at
which you want the voiceover to
begin. S e

} ‘1 8] : Record From:  Built-in Microphane
1 4

Input Volume: o L 50%

tef: IENNENENRENNNNRRNNRR
right: IENNENENRNNRERNRRENE

8 Stray Cat Blue

Noise Reduction: #i# T _20dR

¥ Voice Enhancement

Play project audio while recording
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iMovie counts down and then
begins the recording.

G Speak your voiceover text into
the microphone.

® The progress of the recording
appears here.

e When you are finished, click
Recording.

@ iMovie adds the voiceover to
the clip.

@ cClick Close ().

You can double-click the
voiceover to adjust the audio,
as described in the previous
section.

TIP

Is there a way to tell if my voice is too loud or too soft?

Yes, you can use the controls in the Voiceover dialog. You check your voice level by talking into the
microphone and then watching the Left and Right volume meters:

® If you see no green bars or just a few green

bars, your voice level is too low. aft: :l.lll.lll.ll.l.llll
“HERERREEEERERERERER

@ If you see yellow or red bars, your voice
level is too high.

Use the Input Volume slider to adjust the Y Y O WO DO N O WA I T
voice level up or down, as needed.
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Add Titles and Credits

You can use the iMovie application to enhance your movie project with titles and scrolling credits.

You can get your movie off to a proper start by adding a title and a subtitle at or near the
beginning of the movie. iMovie offers a number of title styles that you can choose from, and you can
also change the title font.

You can also enhance your movie with scrolling credits. This is a special type of title that you place at
the end of the movie and that scrolls the names of the people responsible for the project.

Add Titles and Credits

o Click the Titles browser button
([z).

©® iMovie displays the available
title types.

9 Use your mouse ( x ) to click
and drag a title and drop it
where you want the titles to
appear.

Note: To see just the titles, drop
the title thumbnail at the beginning
of the movie or between two clips.
To superimpose the titles on a video
clip, drop the title thumbnail on the
clip.

@ If you want to add credits, click
and drag the Scrolling Credits
thumbnail and drop it at the
end of the movie.
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@ iMovie adds a clip for the
title.

9 Replace this text with the
movie title.

e Replace this text with the
movie subtitle.

e Click Done.

Note: iMovie treats the title like
a clip, which means you can
lengthen or shorten the title
duration by clicking and dragging
the beginning or end, as
described earlier in the “Trim a
Clip” section.

TIP

How do I change the font of the titles?

The Text menu offers several font-related commands, including Bold,
Ttalic, Bigger, and Smaller. You can also click the Show Fonts
command to display the Fonts dialog. If you do not see the Fonts
dialog shown here, you can switch to iMovie’s predefined fonts by
clicking iMovie Font Panel. You can then click a typeface, font
color, and type size; click Done (®) to close the dialog.

Choose Font

Helvetica Neue

Chalkboard |

American Typewriter

style: B0 1 @R

System Font Panel
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Play the Movie

The iMovie application offers the Viewer pane, which you can use to play your movie.

While you are building your iMovie project, it is a good idea to occasionally play some or all of
the movie to check your progress. For example, you can play the entire movie to make sure the video
and audio are working properly and are synchronized correctly. You can also play parts of the movie
to ensure that your transitions appear when you want them to.

Play the Movie

Play from the Beginning
o Click View.

9 Click Play from Beginning.

Note: You can also press or
click the Play Project from
beginning button ([=1]).

Play from a Specific
Location

G Position the mouse x over

the spot where you want to

start playing the movie.
© Press EIZID.
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ejected Only

Most Recent Projects at Top
¥ Most Recent Events at Top

Group Events By Disk

Group Events By Month

Show Separate Days in Events

Play Space bar
Play Selection

Loop Selection

Play from Beginning .
Play Around Current Frame
Play full-screen

f
N/

Reveal in Event Browser

| v Snap to Ends

¥ Snap to Beats

o v Audio Skimming

Playhead Info




Play a Selection

9 Select the video clips you
want to play.

Note: See the first Tip below to
learn how to select multiple
video clips.

© cClick view.
e Click Play Selection.

Note: You can also press /.
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Project - It's Raining Cats!

2 avorites and Unmarked
All Clips
Rejected Only

4 Most Recent Projects at Top
v Most Recent Events at Top
Group Events By Disk
Group Events By Month
Show Separate Days in Events

Play pace bar
Play Selection .
Loop Selection
Play from Beginning
Play Around Current Frame
Play full-screen

Reveal in Event Browser

Snap to Ends
nan to Rea

How do I select multiple video clips?

Can I enlarge the size of the playback pane?
To select multiple video clips, press and hold and Yes, you can play your movie in full-screen
then click anywhere inside each clip you want to select.
If you select a clip by accident, (+click it again to
deselect it. If you want to skip just a few clips, first press | the Play Project full screen button ([@]).
(9+( to select all the clips, and then press and hold
and click the clips you do not want in the selection.

mode. To do this, click View and then click Play
full-screen. You can also press (+(5) or click
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Create a DVD of Your Movie

hen your movie project is complete, you can burn it to a recordable DVD disc for playback on
your Mac or on your home or portable DVD player. You can also send the DVD to a friend or

relative.

You can customize your DVD by choosing a theme, modifying the menu title, and adding a photo to

the theme’s drop zone, if it has one.

To create a DVD of your movie, you must have a DVD burner attached to your Mac, and you must have

a blank DVD disc.

Create a DVD of Your Movie ‘

o Insert a blank DVD in your Mac’s
DVD drive.

If your Mac asks what action you
want to take with the blank DVD,
click Ignore.

9 Click Share.
© click ipv.

iMovie creates your movie.

The iDVD window appears with
your movie already added to the
project.

e Double-click the menu title.

e Use the pop-up menus to set the
title font.

G Type a new title and then click
outside the title box.

o Click Themes.
9 Click the theme you want to use.

Note: If iDVD displays the Change
Project Aspect Ratio dialog, click
Change.
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. . ® iovD G Edit Project View Advanced Wi
o Click File
€D Click Burn DVD.
Magic iDVD...
You can also click the Burn i A
button (@) Oor press +B- Close Window 8w
Save S
iDVD burns the movie to the il e
chive Project...
DVD. Save Theme as Favorite...

Import
Burn DVD...

Save as Disc Image... 038R
Save as VIDEQ_TS folder...

@ Click Done.

73 Disc Insertion...
@. Your disc has been created. If you want to create
N==" 7  another DVD, insert another disc now.

How do I publish my movie to YouTube? How do I publish my movie to MobileMe?
First, you need a YouTube account. If you do not If you have a MobileMe account, click System
have a YouTube account, go to the YouTube website Preferences (&), click MobileMe, and then
(www.youtube.com), click the Sign Up link, and follow click Sign In. In iMovie, click Share and then
the instructions. In iMovie, click Share and then click click MobileMe. Click the sizes you want to

YouTube. Click Add, type your YouTube user name, and publish (Tiny, Mobile, Medium, or Large), and
then click Done. Type your YouTube password, choose the | then click Publish.

size to publish (Mobile or Medium), click Next, and then
click Publish.
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ou can find many of the Mac 0S X customization features in System Preferences, a collection of
settings and options that control the overall look and operation of Mac 0S X.

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 window.

\ Display System Preferences

Open System Preferences

o In the Dock, click System
Preferences (&3).

1

System Preferences

The System Preferences ®0C System Preferences

window appears. [« > ][ ShowAll | (Q )
Personal

g WM fF O 8 o @ @

Desktop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
CDs E-E)VDS Dis-pl-ays Energy Keyboard Mn_use Trackpad Print & ISc.an Sau;d

Saver
Internet & Wireless

A @ ® 0 @

MobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars

System
N Q =
& § 3 e u
Date & Time Parental Software Speech Startup Disk Time Machine Users &

Controls Update Groups
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Close System Preferences #  System Preferences Edit View Window Help

(- Nals System Preferences
@ Click System Preferences. <> Al (al
Personal
M o E o Q@ @
Desktop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
] ) 3 == - Q

CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound

Saver

Internet & Wireless

@ 6 90 @

MobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars
9 Cl.'ICk QU'It System Preferences. SO N T Edit  View  Window  Help
B O About System Preferences item Preferences
E Services » { O
Perst  hide System Preferences 8H
g Hide Others LHH ¢ e i ¥ o
E Show All a .| O @ @
Deskl Jage Mission Security Spotlight Universal
Scree| QH“ System Preferences gq Xt Control & Privacy Access
Hardware a -
CDs ;DV‘D; Dis‘pl-ays Em;gv Keyboard Mc_use Trackpad Print & ‘Scan Sc;ur-ld

Saver

Internet & Wireless

" e 0 @

MobileMe M&aié,a(liec;‘n;:::s Network Bluetooth Sharing
Are there other methods I can use to open Sometimes when I open System Preferences I do not
and close System Preferences? see all the icons. How can I restore the original
If you have hidden the Dock (as described icons?
later in the “Hide the Dock” section) or When you click an icon in System Preferences, the
removed the System Preferences icon from the window changes to show just the options and settings
Dock, you can click & and then click System associated with that icon. To return to the main System
Preferences. Probably the fastest method you Preferences window, press £J+(5) or use either of the
can use to quit System Preferences is to following techniques:
right—cliFk @'and then click Quit. ® Click [4] until the main & System Prefere
Alternatively, if your hands are closer to the window appears. ® 00

keyboard than to the mouse, you can quit .
System Preferences by switching to the ® Click Show AllL. | 4> || ShowaAll |
application and pressing £3+(2).
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o give Mac 0S X a different look, you can change the default desktop background.

Mac 0S X offers a wide variety of desktop background options. For example, Mac OS X 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.

\ hange the Desktop Background

Set a Fixed Background
Image

o Open System Preferences.

Note: See the section “Display
System Preferences” earlier in
this chapter.

9 Click Desktop & Screen
Saver.

Note: You can also right-click the
desktop and then click Change
Desktop Background.

The desktop and screen saver
preferences appear.

o Click Desktop.

0 Click the image category you
want to use.
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®e00
< Show Al (Q ).
Pers@nal
L § @ '@
o M- 8 o Q0 @
Desktop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
CDs & DVDs Displays: Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
Internet & Wireless
@ 6 0 @
MobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars
System
= X @ =
(=t ( i kil
& » ® ¢+ E @ a
Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups
8enon Desktop & Screen Saver
[« »|[ Showall (q ]

BE 6

¥ Apple
[ Desktop Pictures
< Solid Calors

¥ iPhoto

¥ Folders
(& Pictures

[_| Change picture:

(——|
. Andromeda Galaxy
-

Every 30 minutes

Random order

[ Translucent menu bar

(=)




o Click the image you want to use as the
desktop background.

Your Mac changes the desktop
background.

G 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 iPhoto, click
Share, and then click Set Desktop.

Set a Changing Background Image
o Click Change picture ( changes to & ).
e Click : in the pop-up menu and then

click how often you want the background
image to change.

9 If you want your Mac to choose the
periodic image randomly, click Random
order (= changes to #).

Your Mac changes the desktop background
periodically based on your chosen interval.

8enon Desktop & Screen Saver

<> || Showall | (Q

|
[ | Bahamas 046
i
I  Fill Screen 6
- Fit to Screen T Ry
7 Apple Stretch to Fill Screen 3
(L1 Desktop Pictures Center

< Solid Colors.
¥ iPhoto
¥ Folders

(& Pictures

@00
4| > | [ Showall |
@ ‘ | Fill Screen Al
FE————

¥ Apple
(] Desktop Pictures
< Solid Colors

» iPhota

¥ Folders
| Pictures

seall

Ee —y
Change picture: \_Everyﬁ minutes i?
gRandum order
[ Translucent menu bar

+]-

When I choose a photo, what is the difference between the various options for displaying the photo?
Your Mac gives you five options for displaying the photo:

e Fill Screen: This option expands the photo by the same amount in all four directions until it fills the
entire desktop. This option can cause some edges of the photo to be cropped out.

e Fit to Screen: This option expands the photo in all four directions until the photo is either the same
height as the desktop or the same width as the desktop.

e Stretch to Fill Screen: This option expands the photo in all four directions until it fills the entire
desktop. Because the photo is usually expanded more either vertically or horizontally, this option can

cause the photo to appear distorted.

e Center: This option displays the photo at its actual size and places the photo in the center of the desktop.

e Tile: This option repeats your photo multiple times to fill the entire desktop.
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ou can set up Mac 0S X to display a screen saver, a moving pattern or series of pictures. The
screen saver appears after your computer has been idle for a while.

If you leave your monitor on for long stretches while your computer is idle, a faint version of the
unmoving image can endure for a while on the screen, a phenomenon known as persistence. A screen
saver prevents this by displaying a moving image. However, persistence is not a major problem for
modern screens, so for the most part you use a screen saver for visual interest.

o Open System Preferences.

Note: See the section “Display
System Preferences” earlier in
this chapter.

9 Click Desktop & Screen
Saver.

The desktop and screen saver
preferences appear.

e Click Screen Saver.

0 Click the screen saver you
want to use.

® A preview of the screen saver
appears here.

@ Click and drag the Start
screen saver slider (1) to
set when the screen saver
begins.

Note: The interval you choose is
the number of minutes or hours
that your Mac must be idle before
the screen saver starts.

@ If the screen saver is
customizable, click Options

to configure it.
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| Use random screen saver

|_| Show with clock

| Hot Corners... .

800 System Preferences
<> | [ showall | Q|
| : = | i o

g M 3 E o Q@ @
Desktop & Dock Gen eral Language Mission Security Spatlight Universal
Screen Saver & Text Control & Privacy Access
Hardware

y £ 2 L R
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver

Internet & Wireless

- ®@ 0 @

MobileMe  Mail, Contacts Network Bluetooth Sharing
& Calendars
System
¢ O

/g (e b &2 @ n

Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Updare Groups
- NaNal Desktop & Screen Saver
| 4[> || Showall | Q
F Desktop | Screen Savero
Screen Savers __ Preview
¥ Apple

"» Options... | | |

Start screen saver:
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@ If you also want to see the
current time when the screen
saver is active, click Show
with clock ( 0 changes
to #).

If you want to see a different
screen saver each time, click
Use random screen saver

(o changes to #).

@00
| 4[> || Showall |

Desktop & Screen Saver

Screen Savers
v Apple
@ Arabesque
’E‘ Computer Name
fgq Flurry
A5 iTunes Artwork
/;4 RSS Visualizer
@ Shell
@ Spectrum
?;4 Word of the Day
¥ Pictures
>4 Shuffle

-

[ Use random screen saver

™ Show with clock

| Hot Corners...

Desktop | Screen Saver

Preview

When a screen saver is needed, one will be selected at

random.

Options [ Test |

Start screen saver:

3 5 15 30 1hr 2hr Never

What are hot corners and how do I configure them?
A hot corner is a corner of your Mac’s screen that you have set up to perform some action when you move
the mouse (*) to that corner. To configure hot corners, follow these steps:

o Follow Steps 1 to 4 to select a screen saver.

e Click Hot Corners.

System Preferences displays the Active Screen

Corners dialog.

e In the top left pop-up menu, click : and then
click the action you want to perform when you
move x to the top left corner of the screen.

O cClick : and then click
the action you want to
perform when you move
x to the top right corner
of the screen.

e Click : and then click the action you want to
perform when you move » to the bottom left

corner of the screen.

0 Click + and then click the action you want to

perform when you move » to the bottom right

@ click ok.

corner of the screen.

Active Screen Corners ?

| Start Screen Saver il

*|

[ Dashboard . |

&

|-Pul Display to Sleep ,.'

i b

| Desktop
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ou can make Mac 0S X 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 also saves battery power on a notebook Mac. For example, you can set up Mac 0S X
to put the display to sleep automatically after a period of inactivity. Similarly, you can configure Mac
0S X 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
Preferences

o Open System Preferences.
Note: See the section “Display

System Preferences” earlier in
this chapter.

e Click Energy Saver.

The Energy Saver preferences
appear.

Set Sleep Options for a
Desktop Mac

o Click and drag * to set the
computer sleep timer.

This specifies the period of
inactivity after which your
computer goes to sleep.

e Click and drag * to set the
display sleep timer.

This specifies the period of
inactivity after which your
display goes to sleep.
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< | > || Showall | Q
Personal
E M I 38 ¢ Q0 @
Desktop & Dock General Language Mission Security Spatlight Universal
Screen Saver & Text Control & Privacy Access
Hardware ?
- o - e u . — ﬁ Q
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound

Saver

Internet & Wireless

n @ @& 0 @

MobileMe  Mail, Contacts Network Bluetooth Sharing
& Calendars
System
T . & =

LY i, bz \

G v @ ¥ 4 @ 2
Date & Time Parental Software Speech Startup Disk Time Machine Users &

Controls Update Groups
8en0n Energy Saver
4| || Showall | Q

1 min 15 min 1hr

Computer sleep: g;ﬂ

3 hrs Never

[?IPul the hard disk(s) to sleep when possible

|| Wake for AirPort network access

EAHDW power button to put the computer to sleep

("] Automatically reduce brightness before display goes to sleep
"] Restart automatically if the computer freezes

A
§B| Click the lock to prevent further changes.

Display sleep: ﬂﬂ
1 min 15 min 1hr 3 hrs Never

[ Restore Defaults |

[ Schedule... |




Set Sleep Options for a @60 Energy Saver

< | > | [ showall Q

Notebook Mac L) shon )
@ click Battery. Coaviery JOURFRAREET)
9 Cljck al’ld dl’ag 4 tO Set the Computer sleep: r—[ﬂ

computer S[eep timer for 1 min 15 min 1hr 3hrs Never

when your Mac is on battery Display sleep:

power. i e a0 e e

: — EPul the hard disk(s) to sleep when possible

e Cl]Ck and drag to set the [ Slightly dim the display when using this power source

d'is la Slee t'imer for When E‘IAuromaticaliy reduce brightness before display goes to sleep

ptay p

|| Restart automatically if the computer freezes

your Mac is on battery power.

Battery is charged. Restore Defaults
¥ Show battery status in menu bar |_§_(h9_dyig___|
ﬂﬂn Click the lock to prevent further changes. ‘? )
e Click Power Adapter. L AL — EcetSaves .
[« || Showal | Q
o Click and drag * to set the
Computer Sleep timer fOI' | Battery = Power Adapter |
when your Mac is plugged in. ot st "970—
0 Cljck and dl’ag —r to Set the 1;'nin I I I ].Slmin I I ‘ I llhr I ‘ I S‘hrs r«llever
display sleep timer for when Display sieep: e el
your Mac .iS plugged .in. 1 min 15 min lhr 3 hrs  Never

EPul the hard disk(s) to sleep when possible

[gWake for AirPort network access

|| Automatically reduce brightness before display goes to sleep
|| Restart automatically if the computer freezes

Battery is charged. | Restore Defaults |

lgshow battery status in menu bar | Schedule... "!

How do I wake up a sleeping display or I changed the display sleep timer, and now I never see my

computer? screen saver. Why?

If your Mac’s display is in sleep mode, you = You have set the display sleep timer to a time that is less
can wake up the display by moving your than your screen saver timer. For example, suppose you have
mouse. If your entire Mac is in sleep configured Mac 0OS X to switch on the screen saver after 15
mode, you can wake up the computer by minutes. If you then set the display sleep timer to a shorter
clicking the mouse. You can also wake up interval, such as 10 minutes, Mac 0S X will always put the
the display or your entire Mac by pressing display to sleep before the screen saver has a chance to

a key such as (3, (000, (B0, or kick in. Set the display sleep timer longer than your screen
(1 on your keyboard. saver timer.

227



ou can change the resolution of the Mac OS X 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 are having trouble reading
text on the screen, decreasing the display resolution can help because the screen objects appear larger.
You can change the Mac 0S X display resolution using either the System Preferences window or the

menu bar.

| Change the Display Resolution

Change Resolution via the
Display Preferences

o Open System Preferences.
Note: See the section “Display

System Preferences” earlier in
this chapter.

@ cClick Displays.

The Displays preferences
appear.

€© Click Display.

6 Click the resolution you want
to use.

Your Mac adjusts the screen
to the new resolution.

® To change the resolution
using your Mac’s menu bar, as
described on the next page,
click Show displays in menu
bar (& changes to #).
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Personal
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Desktop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Contrel & Privacy Access
Hardware
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CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
Internet & Wireless
" @ ® @ m
McbileMe  Mail, Contacts Network Bluetooth Sharing
& Calendars
System
= i P
(. () F (i ]
G »®» @ ¥ H @
Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups
800 Color LCD
4| > || ShowAll | Q
&Display | Color |
Resolutions:
1440 % 900 Brightness: « )
1280 x 800
1152 x 720
1024 x 768
1024 x 768 (stretched)
1024 x 640
800 x 600
800 x 600 (stretched)
! Show displays in menu bar | Gather Windows | | Detect Displays | | 7 )




Change Resolution via the
Menu Bar

o Click the Displays icon (= ).

= 4 = 450PM L Q

Your Mac opens a menu that
shows the most commonly or
recently used resolutions.

@ The resolution with the check
mark ( v ) is the current
resolution.

9 Click the resolution you want
to use.

Your Mac adjusts the screen
to the new resolution.

What do the resolution numbers mean?

The resolution numbers are expressed in pixels, short
for picture elements, which are the individual dots
that make up what you see on your Mac’s screen.
The pixels are arranged in rows and columns, and
the resolution tells you the number of pixels in each
row and column. So a resolution of 1024 x 768
means that the display is using 1,024-pixel rows and
768-pixel columns.

@ 1024 x 768

= 4 = 5:44PM L Q
Detect Displays

Color LCD

1024 x 768 (Strefched)
1440 x 900 '

Number of Recent Items 2
Open Displays Preferences...

Why do some resolutions also include the word
“stretched”?

Most older displays are made with the ratio of the
width to the height — this is called the aspect
ratio — set at 4:3. However, most new Mac displays
are made with an aspect ratio of 16:10, which is
called widescreen. Resolutions designed for 4:3
displays — such as 800 x 600 and 1024 x 768 —
take up only part of a widescreen display. To make
them take up the entire display, choose the
stretched version of the resolution.
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ou can make Launchpad easier to work with by combining two or more icons into a single storage
area called an app folder.

Mac 0S X Lion displays the Launchpad icons in up to five rows per screen, with up to eight icons
in each row, so you can have as many as 40 icons in each Launchpad screen. Also, if you have
configured your Mac with a relatively low display resolution, you might see only partial app names
in the Launchpad screens.

All of this can make it difficult to locate the app you want. However, by creating app folders, you
can organize similar apps and reduce the clutter on the Launchpad screens.

Create an App Folder in Launchpad \

@ cClick Launchpad (@).

® Launchpad displays icons for
each installed application.

9 Click the dot for the
Launchpad screen you want
to work with.

9 Use the » to 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 folder.
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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. LAY

® Launchpad adds the icons to
the app folder.

0 To specify a different name,
click the name and then type
the one you prefer.

e Click the Launchpad screen,
outside of the app folder.

@ Launchpad displays the app
folder.

O To add more icons to the new
app folder, use the x to click
and drag each icon and drop
it on the folder.

Note: To launch a program from
an app folder, click [, click the
app folder to open it, and then

click the program’s icon.

Can I make changes to an app folder once it has
been created?

Yes, you can rename the folder or rearrange the
icons within the folder. To get started, click [ to
open Launchpad, and then click the app folder to
open it. To rename the app folder, click the current
name, type the new name, and then press (GELU1L).
To rearrange the icons, use the » to drag and drop
the apps within the folder. When you are done, click
outside the app folder to close it.

A

Can I remove an icon from an app folder?

Yes. To begin, click [# to open Launchpad, and then
click the app folder to open it. To remove an app
from a folder, use the » to click and drag the app
out of the folder. Launchpad closes the folder, and
you can then drop the icon within the Launchpad
screen. Note that if you remove all the icons from
an app folder, Launchpad deletes the folder.
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ou can share your Mac with another person by creating a user account for that person. This
enables the person to log on to Mac 0S X 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 0S X 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

o Open System Preferences.

Note: See the section “Display
System Preferences” earlier in
this chapter.

9 Click Users & Groups.

® In most Mac 0S X systems, to
modify accounts you must
click the Lock icon () and
then enter your administrator
password (¢ changes to f').

© cClick Add (+).
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</ > | [ Showall | (Q
Personal
= i o = 2 ~ =
- B @ E ° @ @
Desktop & Dock General Language Mission Security Spotlight Universal

Screen Saver

Hardware
& W
CDs & DVDs Displays Energy

Saver

Internet & Wireless

n Q@ @

MobileMe  Mail, Contacts Network:
& Calendars

& Text Control & Privacy Access

-

Keyboard Mouse Trackpad Print & Scan Sound

Q@ @

Bluetooth Sharing

System
G » & & O © ue
A E = =
Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups
8080 Users & Groups
< ||| ShowAll | Q

Guest User
Sharing only

Login Options
e

-
[4 Cli lock to prevent further changes.

| Password | Login Items |

.
‘ | Change Password... |
|

Full name: Paul

Apple ID: | Set...

Address Book Card: |  Open... |
[_| Allow user to reset password using Apple ID

v Allow user to administer this computer

| Enable parental controls | Open Parental Controls... |




The New Account dialog
appears.

6 Click + and then click an
account type.

o Type the user’s name.

e Edit the short user name that
Mac 0S X creates.

o Type a password for the user.
0 Retype the user’s password.

New Account: \_Standard

5

-0
L o = 7] e
0

Password hint: Mom's maiden name and year of binh|

(Recommended) @ g

Create User ]

Full Name: Karen

Account name: | karen

€] [ cancel | |

0 Type a hint that Mac 0S X
will display if the user

eof\

Users & Groups

4| || ShowAll Q

forgets the password.
@ Click Create User.

@® Mac 0S X adds the user
account to the Accounts
preferences window.

Paul
Admin

Guest User
Sharing only

L8

| Reset Password... |

Full name:  Karen

Apple ID: | Set...

["] Allow user to reset password using Apple ID

[_| Allow user to administer this computer

‘Gj Login Options .
Bl — |_| Enable parental controls | Open Parental Controls... |

+ | = -

g ;
[ Click the lock to prevent further changes. ()

Which account type should I use for the new
account?

The Standard account type is a good choice because it
can make changes only to its own account settings.
Avoid the Administrator option because it is a
powerful account type that enables the user to make
major changes to the system. If the user is a child,
consider the Managed with Parental Controls account
type, which enables you to place restrictions on the
user’s actions and on the content the person can view.

How do I change the user’s picture?

In the Accounts preferences, click the user and
then click the picture. Mac 0S X displays a list
of the available images. If you see one you like,
click it; otherwise, click Edit Picture. If your
Mac has a camera attached and the user is
nearby, you can click Take a photo snapshot
to take the user’s picture; otherwise, click
Choose, select an image file, click Open, and
then click Set.
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ou 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 over them.

You can also make the Dock easier to access and use by moving it to another part of the screen.

Customize the Dock

o Open System Preferences.

Note: See the section “Display
System Preferences” earlier in this
chapter.

@ cClick Dock.

Note: You can also open the Dock
preferences by clicking &, clicking
Dock, and then clicking Dock
Preferences.

The Dock preferences appear.

9 Click and drag the Size <~ to
make the Dock smaller or larger.

® You can also click and drag the
Dock divider; Drag up to increase
the Dock size; 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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| P> | I Show | [ Q
Personal

Wi [ | = 2 . P

- B @ 8 o @ @
Deskrop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware

Y W : . [ IR
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
Internet & Wireless
©@ ® 0 @
MobileMe  Mail, Contacts MNetwork Bluetooth Sharing
& Calendars
System
- ‘ )

(D @9 : @ 0

Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups

Magnification:
Min

Position on screen: (o]
Left Bottom Right

Minimize windows uging: | Genie affect =

Minimize windaws inte application icon

[ Animate opening applications
Automatically hide and show the Dock
Show indicator lights for open applications




e Click Magnification
(= changes to #).

o Click and drag the
Magnification slider (<) to

Position on screen: ol

set the magnification level. VA e e

Minimize windows using! | Cenie effect

@ When you position the mouse
(%) over a Dock icon, your
Mac magnifies the icon.

e 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.

G In the Minimize windows
using pop-up menu, click :
and then click the effect you
want your Mac to use when
you minimize a window:
Genie effect or Scale effect.

Sizg: ==y =
Large
Magnification:

Min "
Position on screen: (s) @
Laft Bottam  Right

Minimize windows using: | Genle effect

Minimize windows into application kon

& Animate opening applications
Automatically hide and show the Dock
Show indicater lights for open agplications

oPER AO¥AGHELOANBROO M

Is there an easier method I can use to control some of

these preferences? S Turn Hiding On
Yes, you can control these preferences directly from the Dock. . furn WagrHication O

. . Left Position on Screen | P
For example, to set the Dock size, use the » to click and drag Bottom Minimize Using Iy
the Dock divider (®) left or right. Right Dock Preferences
For the other preferences, right-click the Dock divider. Click
Turn Magnification On to enable the magnification feature; - !g. -

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. Finally, you can also click Dock Preferences to
open System Preferences’s Dock window.
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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

@ cClick Finder (). " Ay s
. . . ? AirDrop
o Click Applications. = Desktop

| paul Documents Downloads Applications
rﬁ\ Applications
B Documents

SHARED I J J lﬂ‘ W

DEVICES

=0 Movies Music Pictures Public
|al Macintosh HD

[E) iDisk
O Remote Disc

10 items, 33,96 GB available

o Click and drag the

(35 Applications

application icon, and then ‘ (s [ =7 (= -
drop it inside the Dock. FAVORITES
£ All My Files \ @\
® Be sure to drop the icon to ¥ anoror
. . [ Desktop Address Book Automator
the left of the Dock divider. A @ e

\ Applications -
B Documents 9 2 | ) 4 j \ |
)
SHARED &
Dictionary DVD Player
DEVICES
Q Macintosh HD
[ ibisk \A
O Remote Disc = o /_

Font Book
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@ Mac 0S X adds the —r—— @l Asplications

application’s icon to the s T i [ % @

DOCk. FAVORITES )
=1 All My Files @ -
@Airbrcp % _..'..:..l

[ Desktop App Store Automator
i paul

#\ Applications o
B Documents " | @

SHARED
Dashboard Dictionary DVD Player
DEVICES

L;l Macintosh HD

[E ipisk \I
O Remote Disc — / /‘

FaceTime Firefox Flip4Mac Font Book

Add an Icon for a Running

Apph Cat]on Open R.;ztzent
o Right-click the application : ORHeTE Keepin Dock
icon in the Dock. Hide o e

Quit

e Click Options.
e Click Keep in Dock.

The application’s icon
remains in the Dock even
after you close the program.

B0 mmi

Is there a way to get my Mac to start the How do I remove an icon from the Dock?
application automatically each time I log in to Right-click the application’s Dock icon, click
the computer? Options, and then click Remove from Dock. If the

Yes. Your Mac maintains a list of login items, which application is currently running, Mac 0S X removes
are applications that run automatically after you log = the icon from the Dock when you quit the program.
in. You can configure your application as a login Note that you can remove any application icon
item, and your Mac opens it automatically each time = except Finder (E) and Launchpad (). Removing
you log in. Right-click the application’s Dock icon, an application’s Dock icon does not delete the
click Options, and then click Open at Login. application itself.
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f you would like more room on the Mac OS X screen to display your applications, you can hide the
Dock to free up some screen space.

When 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 Mac 0S X 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 Tondor_Fit_ G0 Vowr_co_indou_fip E=o=omia

© click «.

e CliCk DOCk- | i Position on Left

Foree un; XD | position on Bottom

9 Click Turn Hiding On. Sp.  xcmad Peslionon B

Shut Down, Dack Preferances...

@ You can also right-click the tog OutPasl,  0%Q
Dock divider and then click
Turn Hiding On.

ETOGRATY Yo s

o Finder File Edit View Co Window Help

B = 4 & 458PM L G

@® Mac 0S X removes the Dock
from the desktop.
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Display the Dock

Temporarily

o Move the mouse (*) to the
bottom of the screen.

@® Mac 0S X temporarily
displays the Dock.

Note: To hide the Dock again,
move the mouse (x ) away from
the bottom of the screen.

Is there a faster way to hide the Dock?

Yes. You can quickly hide the Dock by pressing
(E00+E)+CD. This keyboard shortcut is a toggle,
which means that you can also turn off Dock hiding
by pressing (£0+E3+(2). When the Dock is
hidden, you can display it temporarily by pressing
(C200+E) (on some keyboards you must press
@-+ED+E@).

How do I bring the Dock back into view?

When you no longer need the extra screen space for
your applications, you can turn off Dock hiding to
bring the Dock back into view. Click &, click Dock,
and then click Turn Hiding Off. Alternatively,
display the Dock, right-click the Dock divider, then
click Turn Hiding Off.
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he Dashboard is a Mac 0S X application that you use to display widgets. You can customize the
Dashboard to include any widgets that you find useful or informative.

A widget is a mini-application, particularly one designed to perform a single task, such as displaying
the weather, showing stock data, or providing sports scores. When you open the Dashboard, the
widgets appear “on top” of your current Mac OS X applications and desktop.

Mac 0S X comes with 16 widgets, which include a clock, a calculator, a tile game, and a unit
converter. There are also many widgets available online.

Add a Widget to the Dashboard

@ 1n the Dock click Dashboard ().

Your Mac displays the Dashboard

and its current set of open S

widgets. "”*!-58
© Click Add (). e SR

55 52 520 54° 60° 63°
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Your Mac displays its % = Fomes o
collection of widgets. —] 721*53"

WED THU PRI SAT SUN MON

e Use the arrows (i< and =) PO : s » 5:_ » ; -
to scroll to the widget you (e . . '
want to add.

@ Click the widget.

@ Your Mac adds the widget to
the Dashboard.

o Click the Close button (&).

0 Use the mouse (*) to click
and drag the widget to the
position you prefer.

@ If the widget is configurable,
it displays an 7 when you
position the mouse (%) over

the widget. _ TR
© cClick the i. 000 ' e
© Configure the widget as 94 : E e
needed.

0 Click Done.

@ Move the » to the bottom of
the screen.

@ Click ®.

Your Mac closes the Dashboard.

Are there faster methods I can use to open the How do I remove a widget from the Dashboard?
Dashboard? The Dashboard gives you a couple of ways to remove
If your hands are on the keyboard, you can display widgets. If you just want to remove a single widget,
the Dashboard quickly on most Macs by pressing press and hold (£20:1), position the mouse (% ) over
(. On some keyboards, you must press (Zi)+() the widget, and then click the Close button ([&

instead. Note, too, that you can also press (i) the Dashboard displays in the upper left corner of the
(or (2J+()) to close the Dashboard. On most Apply  widget. If you want to remove more than one widget,
keyboards, you can also press (i) to open and close = click @ to display the available widgets, and then
the Dashboard. click @ in each widget that you want to remove.
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ou can enhance and extend Mac OS X by installing new programs from the App Store.

Mac 0S X comes with an impressive collection of applications — or apps — particularly if your
Mac came with the iLife suite preinstalled. However, Mac 0S X does not offer a complete collection
of apps. For example, Mac 0S X lacks apps in categories such as games, personal finance, and social
networking.

To fill in these gaps — or to look for apps that go beyond what the default Mac 0S X programs can
do — you can use the App Store to locate, purchase, and install new programs.

9 In the Dock, click App
Store (B3).

The App Store window RIS > x W O a
appears. v >

9 Locate the app you want
to install.

e Click the price button.

Note: If the app is free, click
the Free button instead.
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The App Store prompts you
to log in with your Apple ID.

e Type your Apple ID.
e Type your password.
G Click Sign In.

Sign in to download from the App Store.
If you have an Apple ID, sign in with it here. If you have used the iTunes

Store or MobileMe, for example, you have an Apple ID. If you don't have an

Apple D, click Create Apple ID.

Apple ID Password

Forgot?

myid@me,comg

RN 5 ) 9

| Create Apple ID |

| cancel | [ Sign In ]

The App Store asks you to
confirm the purchase.

0 Click Buy.

Rio?

Are you sure you want to buy and download Angry Birds

Your account will be debited for this purchase and your app will begin to
download immediately.

[ | Don't ask me about purchasing from the Mac App Stor?ain.

| Cancel

==

® The App Store begins

downloading the app. HIH @‘F’p"‘“‘"“s_
J the app [ai2) B BN
® When the progress meter m;om: - 'o g@ u
. . =) Yy Flles . ___,
d1sappearS, yOLlI’ app 1S @Airﬂrup Photo Booth Preview QuickTime Player
installed. Click Launchpad [ Desktop
. paul —

() and then click the
app to run it.

T Applications
B Documents

DEVICES
|2 Macintosh HD
[ ipisk
':-_-) Remote Disc

Safari

Snapz Pro X

@

Time Machine

SHARED

-/

TextEdit

Angry Birds Rio

Stickies

N

Utilities

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. To redeem the card, first scratch off the sticker on the
back to reveal the code. Click B2 to open the App Store, click

Redeem (®), type the code, and then click Redeem.

In the App Store window, the Account item (@) shows yo
current store credit balance.

1 of 53 selected, 33.84 GB available

MAYX Tl X=X«)

——

u@o

i))

-’

Quick Links

Welcome Paul
Account

Redeem <)

Support
ur
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CHAPTER 12

Pertorming
Mac 0S X
Maintenance

To keep your Mac running smoothly, maintain top performance, and
reduce the risk of computer problems, you need to perform routine
maintenance chores. This chapter shows you how to empty the trash,

delete unnecessary files, uninstall applications, and more.
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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, Mac 0S X does not immediately remove the file from your Mac’s hard disk. Instead, Mac
0S X 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

@ cClick Finder ().
e Click Finder from the menu.
e Click Empty Trash.

® You can also right-click the
Trash icon (B) and then
click Empty Trash.

Note: Another way to select the
Empty Trash command is to press

ED+6+CD.

Mac 0S X asks you to confirm.
e Click Empty Trash.

Mac 0S X empties the trash
(B changes to &).
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Secure Empty Trash...
Services

Are you sure you want to permanently
erase the items in the Trash?

¥ou can’t undo this action.

| Cancel | | -Empty'l'-rash-ﬂ




CHAPTER

Organize Your Desktop 12

ou can make your Mac 0S X desktop easier to scan and navigate by organizing the icons. The Mac

0S X 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 more the desktop can become disarrayed, making it hard to find the icon you want. You can fix
this by organizing the icons.

Organize Your Desktop

o Click the desktop.
© cClick view.
9 Click Arrange By.
e Click Name.

You can also right-click the
desktop, click Arrange By,
and then click Name, or

press (L0 +E3+(D.

® If you just want to nudge
each icon into the nearest
row and column, click Clean
Up instead.

@ Your Mac organizes the icons e
alphabetically and arranges
them in rows and columns
from right to left.
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Check Hard Disk Free Space

o ensure that your Mac’s hard disk 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 disk, 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 20 or 25GB — you can check how much free

space your hard disk has left.

You should check your Mac’s hard disk free space about once a month. If you frequently install programs,
create large files, or download media, you should check your free space every couple of weeks.

Check Hard Disk Free Space

Check Free Space Using
Finder

@ cClick Finder (E).

9 Click Macintosh HD.

Note: You can also click any
folder on your Mac’s hard disk.

e Read the “available” value,
which tells you the amount
of free space left on the
hard disk.

Display Free Space on the
Desktop

o Display your Mac’s HD (hard
drive) icon on the desktop,
as described in the first tip
on the next page.

e Click the desktop.
© cClick view.
G Click Show View Options.

Note: You can also run the Show
View Options command by

pressing (3+(1.
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The Desktop dialog appears.

o Click Show item info
(o changes to & ).

® Your Mac displays the amount
of free hard disk space under
the Macintosh HD icon.

0 Drag the Icon size ©* until you
can read all the icon text.

o If you still cannot read all the
text, click the Text size : and
then click a smaller size.

0 Click Close (@ ).

| TIPS |
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m = 4 (= 3:33PM L Q

B ﬂ
lcon size: 64 x 64 ' =

ik —— 1

Macintosh HD
Grid spacing: 120.33..GB free *

B H

Text size: | 12 - |
Label position:
(=) Bottom () Right

[3 Show item info
[-‘_-‘I Show icon preview

Arrange by: | None

B = o & 333°PM L Q

Grid spacing:
Y el : -

:@

Textsize: | 11 Macintosh HD

iti 20.33 GE, 34.06 G8 free
Label pesition: 120133 GB, 34.06 GB fr

(=) Bottom (_J Right

™ Show item info
@ Show icon preview
Arrange by: | None

My Mac’s hard disk icon does not appear on the
desktop. How do I display it?

If you do not see the Macintosh HD icon on your
desktop, click the desktop, click Finder in the
menu bar, and then click

Preferences. Click the
General tab, click Hard
disks (= changes to &),
and then click Close (@ ).

[ Hard disks

|21 External disks

[ €Ds, DVDs, and iPods
|_| Connected servers

Show these items on the desktop:

What should I do if my Mac’s hard disk space is
getting low?

First, you should empty the trash, as described
earlier in this chapter. Next, you should uninstall any
applications that you no longer use, as described in
the next section. If you have any documents that
you are sure you no longer need — particularly large
media files — you should either move them to an
external hard disk or USB flash drive, or send them
to the trash and then empty the Trash folder.
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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 disk, and although
most programs are quite small, many require hundreds of megabytes of disk 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 Mac 0S X with an administrator account to uninstall

applications.

@ Click Finder (E).

@ Click Applications 258 B & oy
PP ' [ () (o)) @
FAVORITES Present tations Show All (32)
B All My Files
@ AirDrop s
= Desktop sl
@ paul Inflatable Company Patient Health Adventure Works
%\: Applications Dartboa...Plan.pptx Meeting.pptx Educatio...nar.pptx 20089 Sal...sal.pptx
B Documents Spreadsheets Show All (40)
SHARED
(r——— ™ Fe—
DEVICES 1 - Y
Evices - e
|2 Macintosh HD XLSX Xisx ¥
@ iDisk Employees.xlsx Invoices.xlsx Finances Travel Planner
Remote Disc
PDF Documents Show All (5)
L LI [P =
y =
e ] 1
= - YoF 2 i !
4,860 items —_E—
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9 Click afn?ddrag zhz application £o8 = Euﬁiugﬂ:"r_i £
or its folder and drop it on Tavonres - e
the Trash icon (B). ~Rortcios — a @ W
Ll Deskiop Akamal Angry Bards Ria App Stare Autematar

i paul

B Documents.

SHARED

o
®
a

oEvicEs
1) Macintosh HD
£l ibisk

L.

b |
N

ane i Applications.
If your .M?c prompts you for Lt lﬂ_m L] _.i“' (@[] Q
an administrator password, PRNTE - 4
L Al My Files % '
type the password, and then i — ® k"’
Cl'ick OK el Desktop Akamal Angry Dirds Rio App Stare Astomates
* i paul
® Your Mac uninstalls the B Documens Eiti A \
application. :‘:::: Caleutator Chess Dashboard Dictianary

&) Macintosh HD

& ok = e w

() Remate Disc

OB NOSBA
TIPS |
Is there another way to uninstall an application? Can I restore an application that I
Yes, in some cases. A few Mac applications come with a uninstalled accidentally?
separate program for uninstalling the application: If you used the application’s uninstall program,
o Follow Steps 1 to 3. the only way to restore the application is to

reinstall it. If you sent the application to the

e If the application has its own folder, examine the Trash, and that was the most recent operation

contents for an icon with “Uninstaller” in the name. you performed, click Finder (&), click Edit, and
9 Double-click that icon and then follow the then click Undo Move of “Application” (where
instructions on-screen. Application is the name of the application you

want to restore). Otherwise, click Trash (&),

— B Pro X 14 E S Pro X Unil h .
B paralls | smprerox, R and then use the Trash folder to click and drag
2= Bl 0. I the application and drop it on Applications.
EA Twitter z Snapz Pro X 2.1 Manual. pdf
# Angry Birds Rio # Audio captu...p Studio.pdf
[ work '09 » @ Ambrosia's web site
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Set a Software Update Schedule

You can ensure that your Mac and the applications that come with Mac 0S X are up to date with
the latest features and fixes by setting a schedule for updating the software.

Apple makes Mac 0S X updates available from time to time. These updates fix problems, add new
features, and resolve security issues. You can reduce computer problems and maximize online safety
by setting up Mac 0S X to download and install these updates automatically.

By default, Mac OS X checks for updates weekly. You can configure Software Update to check for
updates daily or only once a month.

\ Set a Software Update Schedule

OClick “. Y Finder File Edit View Go Window Help

e Click System Preferences. pftware Update...
App Store...

Note: You can also click System
System Preferences...

Preferences (&) in the Dock. N Dock

Recent Items

Force Quit...
Sleep
Restart...
Shut Dawn...
Log Qut Paul...
The System Preferences @00 System Preferences
window appears. (41> ][ ShowAil ]
. Pe 1
€©) Click Software Update. TERL = __
71 o @ © @
Desktop & Dock General Language Mission Security Spatlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
% S -
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound

Internet & Wireless

" @6 9 @

MaobileMe  Mail, Contacts  Nepaork Eluetooth Sharing
& Calendars
System

=% ) —

&t i 7
G &» ® § O @ n
Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups
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The Software Update preferences
appear.

O Click Scheduled Check.

o Click Check for updates
(' changes to #).

e In the Check for updates pop-up
menu, click : and then click the
schedule you want: Daily,
Weekly, or Monthly.

0 Click Download updates
automatically (' changes
to ).

Your Mac checks for updates
on your selected schedule, and
downloads updates automatically.
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800 Software Update
<~ | _Showal CO——
wkheduled Check | Installed Software |
Software Update checks for new and updated versions of your software
based on information about your computer and current software.
| Check Now |
Last check: Software Update ran successfully.
Friday, April 1, 2011 3:21 PM
Daily
&  Check for updatem
[} Download upda  Monthly
You will be notificdWHENTREUPEATES are ready ta be installed. o
@)
800 Software Update
<o) (Showai]

| Scheduled Check | Installed Software |

Software Update checks for new and updated versions of your software
based on information about your computer and current software.

| Check Now |

Last check: Software Update ran successfully.
Friday, April 1, 2011 3:21 PM

™ Check for updates: | Weekly =

Download updates automatically
You will be notified when the updates are ready to be installed.

Do I have to let my Software Update do the
checking automatically?

Technically, no, you do not have to rely on
Software Update’s automatic checking.
Instead, you can check for software updates
by hand, as described in the next section.
However, this is not a good idea because you
should always keep your Mac software up to
date, and this might not happen if you try to
remember to check for updates yourself.

How does Software Update work?

When the time comes for an update check, Software
Update first examines what Apple applications and
system software you have installed on your Mac. Then,
for each program, Software Update queries an Internet
database on Apple’s site to see if the program has an
update available. If it does, Software Update adds the
program to the update list. If the update is considered
important, Software Update immediately downloads the
update. The Software Update icon then bounces in the
Dock to let you know that updates are available.
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Update Software by Hand

'I'o make sure that your Mac and the applications that come with Mac 0S X are currently up to date
with the latest features and fixes, you can update the software by hand.

By default, Mac OS X checks for new software updates automatically on a regular schedule. If you
turned off this feature or configured it to be less frequent, you can still keep Mac 0S X up to date by
checking for — and if necessary, installing — updates yourself.

See the previous section to learn how to configure the Software Update schedule.

\ Update Software by Hand

o Connect to the Internet, if you [JICY Finder File Edit View Go Window Help
have not already done so.

© click «.

System Preferences...

9 Click Software Update. N Dock >
Your Mac connects with Recent Items >
Apple’s servers and checks Force Quit...

for new updates.

Sleep
Restart...
Shut Down...

Log Qut Paul... 8Q

Your Mac lets you know if Software Update

any software updates are
ilabl 3 Software updates are available for your computer.
available. (@) Do you want to download and install them?

6 If Updates are ava'”.able C'.'iCk You must restart your computer after the updates are installed.

2 Note: Use of this software is subject to the original Software License
Show Detal I.S. Agreementis) that accompanied the software being updated. A list of

Apple SLAs may be found here: hitp:/ fwww.apple.com/ legal fslaf

e

Your Mac displays the list of
available uchl)atgs |;| w Show Details | |  NotNow | [ Continue ]
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® A description of the selected
update appears here.

@ If you install any updates that
display the Restart icon (@),
you must restart your Mac to
complete the installation.

e Click the check box for any
update you do not want to
install (& changes to ).

0 Click Install X Items (where X is
the number of updates you have
selected).

For some updates, your Mac displays a
software license agreement. If you see a
license agreement, click Agree.

For some updates, your Mac asks for the
administrator password.

o Use the Password text box to type the
administrator password.

© click ok.

For some updates, your Mac prompts you
to restart the computer.

e If you have any unsaved work, save and
close those documents.

@ Click Restart.
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Software Update

New software is available for your computer.

If you don’t want to install now, choose Apple menu > Software Update
when you're ready to install.

Name Version Size |
=] iWeb Update 3.0.3
£ GarageBand Update
[ |  Digital Camera Raw Compatibility U... i
™  iwork Update § 9.0.5 76.5 MB
@ MacBook Air EFl Firmware Update 2.0 2.3 MB|

This update improves overall stability and addresses a number of minor
issues, including the following:

« Support for opening projects imported from GarageBand for iPad.

This update is recommended for all GarageBand '11 users.

Note: Use of this software is subject to the original Software License Agreement(s) that
accompanied the software being updated. A list of Apple SLAs may be found here:
hup:/ /www.apple.com/legal/sla/.

€} You must restart your computer after the updates are installed. ?

| Hide Details | [ NotNow | [ Install3items |

— Type your password to allow Software Update
“ L to make changes.

Password: I P
b Details

8
®

To install the updates, you must restart

(‘@ Al
e To finish the installation and restart your computer,

click Restart.
| )

Name: Paul

Should I always install every available update?
As a general rule, yes. However, some exceptions
exist. For example, if an update is available for an
application that you never use, you can safely skip
that update. Also, if your Internet connection is
slow, you may prefer to install the updates one at
a time.

Is the Mac 0S X Update important?

Yes, any update named Mac OS X Update is very
important. These are major updates to your Mac’s
operating system, and they generally improve
system stability and security. Because such an
update affects your entire Mac and is usually quite
large — often several hundred megabytes — it is
best to install this update on its own.
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Remove Unneeded Login Items

You can make your Mac start up faster and improve the overall performance of your Mac by
removing any login items that you no longer require.

If your Mac 0S X user account has login items that you no longer need, those items may slow down
your Mac’s startup and consume extra system memory. From time to time you should check your user
account’s login items and remove those you no longer need.

Remove only a login item that you are sure you do not need or that is causing a problem.

‘ Remove Unneeded Login Items

o Click & Finder File Edit View Go Window Help
bout This Mac
e Click System Preferences. fiviare Upcate...

p Store...

Note: You can also click System

Preferences (&) in the Dock.
Recent [tems

Force Quit...
Sleep
Restart. ..
Shut Down...
Log Out Paul...
The System Preferences @00 System Preferences
window appears. [E ShawAll
. Personal
9 Click Users & Groups. : = e ..
71 m 3@ o @
Desktop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
- = === : Q
g I——rl‘-. | & S ﬁ R\ |
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
Internet & Wireless
@ 6 0 @
MaobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars
System
@ e & @
& & ©@ ¥ @ § 13
Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups
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Users & Groups

e Click your user account.
o Click Login Items.

CO——

G Click the item you want
to remove.

@ click 1.

Your Mac removes the
login item.

- Password | Login Items 1{'
| Change Password... |
[ 4

Paul

Other Users

A, Karen
¥ standard

@ Guest User
&5 Sharing only

Full name:

Apple ID: | Set... J

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

v Allow user to administer this computer

m Login Options
| i i Enable parental controls | Open Parental Controls... |
] e [ - £
800 Users & Groups
<~ || Showall Q ]

| Password | Login ltems |

These items will open automatically when you log in:

Jther Users Hide | Item
4. Karen E 4 Mac_SwapperDemon
A iTunesHelper

¥ standard ™M @ Application
@ Guest User B £MSnapz Pro X Application 6
=% Sharing only {

Km_d_
Application

To hide an application when you log in, select the checkbox in the Hide
column next to the application.
Gj Login Options oo

+| =%

What is a login item?

When you start your Mac, many
behind-the-scenes tasks get
performed to set up the computer for
your use. One of these tasks is that
your Mac checks the list of items that
are supposed to open automatically
when you log in to your user account.
These items are usually applications,
but they can also be files, folders,
and shared network locations. These
are called login items.

Can you give me an example of a problem related to a login
item?

Yes. If you uninstall an application by moving it to the Trash as
described earlier, the application may leave behind one or more
login items, and these will cause an error each time you log in.

item refers to a
network resource
that no longer exists,
you will see an error
similar to the one
shown here.

Connection failed

There was an error connecting to the server
“paulspc”. Check the server name or IP address, and
then try again.

Similarly, if a login

If you are unable to resclve the problem contact your
system administrator.

{ OK )
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Configure Time Machine Backups

ne of the most crucial Mac 0S X maintenance chores is to configure your system to make regular

backups of your files. Macs are reliable machines, but they do crash and all hard disks eventually
die, so at some point your data will be at risk. To avoid losing that data forever, you need to
configure the Mac 0S X Time Machine feature to perform regular backups.

To use Time Machine, your Mac requires a second hard disk. This can be a second internal disk on a
Mac Pro, but on most Macs the easiest course is to connect an external hard disk, which is what this

task assumes.

o Connect an external USB or
FireWire hard disk to your
Mac.

® When your Mac recognizes
the external hard disk, it
adds an icon for the disk to
the desktop.

© click «.

e Click System Preferences.

Note: You can also click System
Preferences (&%) in the Dock.

Note: If Mac OS X asks if you
want to use the hard disk as your
backup disk, click Use as Backup
Disk and then skip the rest of
these steps.

6 Click Time Machine.
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pftware Update...
2 e
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Force Quit... Y
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Shut Down....
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»

oxg

800 System Preferences
Personal
- — 5 5 e
N
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Desktop & Dock General Language Mission Security Spaotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
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Time Machine

The Time Machine
preferences appear.

o Click Select Disk.

Select Disk... 0

Options...

. .

Tlme MaChlne Time Machine makes hourly local snapshots of changed
files so you can retrieve earlier versions. Local snapshots
are stored on the same disk with the originals. To protect

OFF C: ON all your information against disk problems, select another
disk for backups.

|| Show Time Machine status in menu bar

Ul
[g Click the lock to prevent further changes. (

&

Time Machine displays a list D00 Time Machine
of available disks. 2> )| Show Al @ )

o Cth the external hard d1Sk I@ Create Iocal snapshors but don't back up [
0 Click Use Backup Disk.

Local s s of your files are stored on the same disk as the original files
Time Machine enables
backups and prepares to
run the first backup
automatically in 2 minutes.

External HD

499.66 GB

[ e
on "Pauls-iMac”

Tim| [ Encrypt Backup Disk

e Click Close ( e ) .7. | Set Up Time Capsule | | Cancel | [ Use Backup Disk ﬂ
OFF L’—’ disk for backups. -
‘ TIP ‘ || Show Time Machine status in menu bar

How do Time Machine backups work?

Time Machine makes backing up your Mac easy because backups are handled automatically on the following

schedule:

e The initial backup occurs 2 minutes after you e Time Machine runs a daily backup that includes
configure Time Machine for the first time. This only those files and folders that you have
backup includes your entire Mac. changed or created since the most recent daily

e Time Machine runs another backup every hour. backup.

These hourly backups include just those files and ~ ® Time Machine runs a weekly backup that includes
folders that you have changed or created since only those files and folders that you have changed
the most recent hourly backup. or created since the most recent weekly backup.
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Restore Files Using Time Machine

f you have configured Mac 0S X 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, if you overwrite a file with another file with
the same name, or if you improperly edit a file.

Because Time Machine makes hourly, daily, and weekly backups, it stores older copies and older
versions of your data. You can use these backups to restore any file that you accidentally delete,

overwrite, or improperly edit.

‘ Restore Files Using Time Machine

@ Click Finder ().

e Open the folder you want to
restore, or the folder that
contains the file you want to
restore.

® If you want to restore your
entire hard disk, choose
Macintosh HD in the
sidebar.

Note: Restore your entire hard
disk only if your original hard
disk crashed and you have had it
repaired or replaced.

€ Click Time Machine (@).

The Time Machine interface
appears.

@ Each window represents a
backed-up version of the
folder.

@ This area tells you when the
displayed version of the
folder was backed up.

® You can use this timeline to
navigate the backed-up
versions.
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0 Navigate to the date that
contains the backed-up
version of the folder or file.

Note: See the tip below to learn
how to navigate the Time
Machine backups.

o If you are restoring a file,
click the file.

e Click Restore.

If another version of the falera Copy
folder or file already exists,
Time Machine asks if you

= The location to which you're restoring “IMG_0068 JPG"
already contains an item with the same name. Do you want
— to replace it with the one you're restoring?

want to keep it or replace it. ) i) (G %0
o Click Replace.

Time Machine restores the
folder or file.

TIP |

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.

e Press and hold the () key 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. If you can use your Mac
notebook on batteries for 4 hours today, later on you'll 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 periodically
cycling the battery.

You should cycle your Mac notebook battery once a month or so.

Recondition Your Mac Notebook Battery \

Display the Battery Status
Percentage

Q Click the Battery status
icon (& ).

9 Click Show.
9 Click 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 & to & .
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e Operate your Mac notebook = <) m(83% 2:44PM L Q
normally by running
applications, working with
documents, and so on.

e As you work, keep your eye
on the Battery Status
percentage.

When the Battery Status m = 4 6% 5:58PM & Q
reaches 3%, your Mac warns

you that it is now running on
reserve power.
e Click OK == You are now running on reserve battery power.

You need to plug the power adapter into your computer and

e Reattach the power cord. into a power outlet. If you don’t, your computer will go to
sleep in a few minutes to preserve the contents of its memaory.

| ok |

Your Mac restarts and the
Battery Status icon changes
from & to & .

B = 4 (=raoox 8:18PM L Q

o Leave your Mac plugged in at
least until the Battery Status
shows 100%.

I do not see the battery status in Do Mac notebooks suffer from the memory effect?

my menu bar. How do I display it? Older portable computers used rechargeable nickel metal hydride
Click System Preferences (&&) in (NiMH) or nickel cadmium (NiCad) batteries. The NiMH and NiCad
the Dock to open System Preferences, types were phased out because they can suffer from a problem
and then click the Energy Saver called the memory effect, where the battery loses capacity if you
icon. In the Energy Saver window, repeatedly recharge it without first fully discharging it. All the
click Battery and then click the latest Mac notebooks have rechargeable lithium-ion (Li-ion) or
Show battery status in the menu lithium-polymer (Li-Po) batteries. These batteries are lighter and
bar check box (= changes to #). last longer than NiMH and NiCad batteries and, most

importantly, do not suffer from the memory effect.

263



CHAPTER 13

Troubleshooting
Mac 0S X
Problems

Mac 0S X Lion is a solid operating system, and it should give you many
years of dependable performance. However, all computers eventually
run into problems, and your Mac will likely be no exception. This chapter

offers a few tried-and-true troubleshooting techniques.
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Unlock System Preferences . . . . . . ... ... ... 268
Force a Stuck ApplicationtoClose . . . . ... .. .. 270
Repair a Corrupt Preferences File . . . . . . ... ... 272
Access the Mac 0OS X RecoveryTools. . . . . . . . ... 274
Repair Disk Permissions . . . . . . . . . ¢ ¢ v oo . 276
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Restart Your Mac

f a hardware device is having a problem with some system files, 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 problem device that does not have its own power switch, 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 "W Finder File Edit View Go Window Help
o Click the Apple icon (). '

e Click Restart.

System Preferences...
Dock

Recent Items

Force Quit...

Log Qut Paul... 380

Your Mac asks you to confirm.

9 Click Restart. > Are you sure you want to restart your
4_ computer now?

Note: To bypass the confirmation : )

. If you do nothing, the computer will restart
d1al0g, press and hold :] automatically in 1 minute.
when you click the Restart (¥ Reopen windows when logging back in

command.
| Cancel |[ Restartﬂ
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Power Cycle Your Mac I W Finder File Edit View Go Window Help
. ’ About This Mac
o Click . i Poftware Update...

App Store...
9 Click Shut Down. pp Store

System Preferences...
Dock

Recent ltems
Force Quit...

Sleep
Restart...
Shut Down...

Log Qut Paul... .

Your Mac asks you to confirm.

Note: To bypass the confirmation @ Are you sure you want to shut down your

dialog, hold down [(£211) when computer now?
you click Shut Down.

If you do nothing, the computer will shut down
automatically in 1L minute.

e Click Shut Down. (™ Reopen windows when logging back in
0 Wait for 30 seconds to give all [ Cancel | [-:sn:utamnmqﬁ
devices time to spin down.

e Turn your Mac back on.

 TIP

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
(such as USB devices) are properly inserted.

e If a device is battery powered, replace the batteries.

e If a device has an on/off switch, power cycle the device by turning it off, waiting a few seconds for it to
stop spinning, and then turning it back on again.

e (Close all running programs.

® log out of your Mac — click #&; click Log Out User, where User is your Mac user name; and then click
Log Out — and then log back in again.
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Unlock System Preferences

hen you open System Preferences and click an icon, you may find that some or all of the
controls in the resulting preferences window are disabled. To enable those controls, you need
to unlock the preferences.

Remember that having locked system preferences is not a glitch. Instead, it is a security feature
designed to prevent unauthorized users from making changes to sensitive system settings. After you
unlock most system preferences, Mac 0S X automatically locks them again when you exit the System
Preferences application.

‘ lock System Preferences

Click System Preferences L R— System fraferances S —

o (@) 13{ the Dock < | > || Showall | (Q )
- ' Personal

The System Preferences g M {F @O dE o @@ @

window appears. e e R s B I
@ Click the icon of the system e = N -

preferences you want to work ks b = e -~ Q

CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound

with (such as Users &
Groups, as shown here).

The preferences appear.

9 Click the System Preferences
Locked icon ().
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Saver

Internet & Wireless

H @ @& 0 @
MobileMe  Mail, Contacts Network: Bluetooth Sharing
& Calendars
System
&
e & @ 11
& W ¥
Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups

800 Users & Groups
[« | [ Showall Q]

| Change Password... |

#h Karen
¥ Standard

g Guest User Full name: Paul
» Sharing only

Apple ID: paulmcfedries@me.com \_amnge“. |

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

v Allow user to administer this computer

Login Options
Enable parental controls | Open Parental Controls... |

— | =

& .
Click the lock to make changes. (7)
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System Preferences prompts
you for an administrator’s
user name and password.

e Use the Name text box to
type the name of an
administrator account on
your Mac.

o Use the Password text box

System Preferences is trying to unlock Users &
Groups preferences. Type your password to
allow this.

Name: | Paul @
Password: _---.--...Q

(G| D)

&

»

Cl

()

. . 800 Users & Groups
to type the administrator | —— O

account’s password.
@ click unlock.

® 1 changes to ..

. Karen

@ Your Mac enables the
preferences.

T

-
’ I_i Click the lock to prevent further changes. (

Standard

Guest User
Sharing only

‘Gj Login Options

| Password ,l Login ltems |

". > 00000
| | Change Password... |
& T e

Full name:  Paul

@

Apple ID: paulmcfedries@me.com | Change... |

Address Book Card: | Open... |
["] Allow user to reset password using Apple ID

v Allow user to administer this computer

["| Enable parental controls | Open Parental Controls... |

(]

Some preferences are already unlocked. Should I
lock them?

The purpose behind locking system preferences is to
prevent unauthorized changes to those preferences.
If you are the only person who uses your Mac, then
you do not need to worry about this, so you can
leave those other system preferences unlocked for
convenience. However, if other people have access to
your Mac, you should probably lock important system
preferences by clicking &' (which changes to @).

Is there a way to lock my entire Mac?

Yes, you can configure your Mac to require a
password when it wakes up from sleep mode or from
the screen saver. Click System Preferences (&) in
the Dock, click Security & Privacy, click ¢, and
then type a password. Click General, click Require
password ( = changes to ), click +, and then
click immediately.
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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 Mac 0S X 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 your open
documents. Therefore, make sure the application really is stuck before forcing it to quit. See the
second tip on the following page for more information.

iTunes File Edit View Controls Store Advanced Window Help

L

LIBRARY Kind Name

J7 Music

Rentals

= Movies
1 TV Shows
? Podcasts
|B| Books
(] Apps

A Ringtones

eCliCk Force Quit. :niTunes File Edit View Controls Store Advanced Window Help
| About This Mac 7

Software Update... ': C o) .
App Store... - i

Na me

System Preferences...

Dock >

Recent Items »

Force Quit...

Sle NHa

Re

Shut Down...

Log Qut Paul... O®Q
STORE T
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The Force Quit Applications - MaNs) Force Quit Applications

window appears. If an application deesn't respond for a while,
. C . lect it d click F it.
e Cth the apphcatmn you select its name and click Force Qui

s
want to shut down. A2 iTunes (not responding) 3 :
& Safari
e Click Force Quit. |[E8 System Preferences
| & Finder

You can open this window by pressing Force Quit-
Command-Option-Escape. o

Your Mac asks you to confirm (@06 T e p e ]
that you want to force the
. . . Do you want to force iTunes to quit?
application to quit.
o Click Force Quit '@-’ You will lose any unsaved changes.
| Cancel | [ Force Quit:

Your Mac shuts down the
application. TFinder

0 Click Close ( @) to close the
Force Quit Applications
window.

You can open this window by pressing Force u_lt_
Command-Option-Escape. | __Q_ l

Are there easier ways to run the Force Quit If an application is not responding, does that
command? always mean the application is stuck?

Yes. From the keyboard, you can run the Force Quit Not necessarily. For example, some application
command by pressing (L2 0+E3+(E0). If the operations — such as recalculating a large

application has a Dock icon, press and hold (£2:)+ | spreadsheet or rendering a 3-D image — can take a
(2707 and then click the application’s Dock icon. few minutes, and during that time the application
In the menu that appears, click Force Quit. can appear stuck. Similarly, your Mac may be low on
memory, which can also cause an application to
seem stuck. In this case, try shutting down some of
your other applications to free up some memory.
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Repair a Corrupt Preferences File

You can use Mac 0S X to reset an application’s preferences file, which may help you solve problems
you may be having with the application.

One of the most common causes of application instability is a preferences file that has somehow
become corrupted. Although there is no easy way to fix a corrupt preferences file directly, you can do
so indirectly by deleting the preferences file. The next time you start the application, the application
detects that its preferences file is missing, so it automatically rebuilds a new — and uncorrupted —
file. The downside to this method is that you may have to reconfigure the application’s preferences.

Repair a Corrupt Preferences File

o If the problem application is
still running, shut it down.

® Finder File Edit View {0 Window Help

, Back EE[

4 prward 3]

closing Folder

Note: If you have trouble closing & Computer

the application, see the section gﬂ::‘;op e |
. . @ - q
“Force a Stuck Application to ODownioads v el
" FAVORITES @ Network 3K
Close. El All My Files £ iDisk > [ = o
. . @ AirDrop # Applications {r3A L =T
9 Clle F'Indel' (E). E Desktop -1l Documents 30 iments Downloads
- a3 Utilities 03U

Recent Folders

e Click your user account
folder.

O click Go.

e Click Go to Folder.

rﬁ\g Applications
B Documents
SHARED

DEVICES

|2 Macintosh HD
&) sk :
(2) Remote Disc Qf:' §

;E', External HD

»

Sites Waork

{74 Macintosh HD » [&] Users + ¢} paul

10 items, 36.2 GB available

The Go to Folder dialog 800 & paul
appears. 4|p | (22 = m o] (=~ | e || Q
. FAVORITES
G Type ~/Library/Preferences. Al P
o Click Go. < AirDrop 5_~,fLibrarv,JPreferences| %
@ Desktop

tﬁ]lﬁ — | cancel | | -GBQ
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The Preferences folder
appears.

0 Click and drag the problem
application’s preferences file
and drop it on the Trash.

Note: See the second Tip below
to learn how to locate the correct
preferences file.

Your Mac deletes the
preferences file.

Q Run the application and set
some preferences.

©® The application creates a new
preferences file.
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ana [ Preferences
ltur ] |z [ (m-] @[ a
FAVORITES CHIURTSOT. . CREaT. DTSt =1L 14 [11 TS, PRTST
Ll Al My Files N o b b
@ MrDrop
2] Deskop an e nnt
- paul com.apphe. com.apple. com.apple. com.asple.
s.diskima. .agent.plist d.cs d.LsSharedFileList.plist d.plist
iy Applications
B Documents i 'I -
SHARED st ST |
DEVICES com.apple.Grab.Lssha  (ETIETTRETNI® oo appleiAops.plist.  com.applelApps.plist,
[ Macintosh HD redFileList plist Cow wldi?
1] iDisk b N b
() Remote Disc
5 Exrernal HD - BT LT PLST 8

2] Macintosh HD + (L] Users » % paul » [ Library - ] Preferences - cont.apale. Crab.p

10f 202 selected, 16,2 6B avadabie - -
L3
g st
L. . apple C1
r ab.plivt

BOET.mmp..

B = 4 (=h09% 525PM L

8.0 0 Preferences
Painter Type

o )
Q&0

™ Enable Sound

Preferences

i n- o #- q

T B HILETOOT, . CXpAC T st T TS PIisT
I Al My Flles 1 o, N b
o NirDrop
B Deskiop s Akt nnt
=2
. aul com.apple. com.apple. com.apple. com.apple

B s.diskima _agent.plist dos doLSSharedFileList plist d.plist

¥y Applications
B Documents

SHARED st nn‘

DEVICES com apnle Grab.(53ha  eom.apple Grab plist  eom applelApps plist.  com apple iAnps plist
| Macintash HD redFileListplist WECItCgw wldiTid

What is a preferences file?

in the preferences file.

A preferences file is a document that stores a user's | the problem application?

options, settings, and other data related to a Most preferences files use the .plist filename
particular application. To specify preferences, click extension. In most cases, the filename uses the

the application’s name in the menu bar and then following general format: com.company.application.
click Preferences. The application displays a dialog | plist. Here, company is the name of the software
that you use to customize the preferences. When company that makes the application, and application

you are done, the application saves the new settings | is the name of the program. Here are some

How can I tell which preferences file belongs to

examples: com.apple.iTunes.plist; com.microsoft.
Word.plist; com.palm.HotSync.plist.
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Access the Mac OS X Recovery Tools

You can recover from some Mac problems by accessing the recovery tools that are available on
systems running Mac 0S X Lion.

All Macs that have Mac 0S X Lion installed have a hidden area of the hard drive called Recovery HD,
which contains a program called Mac 0S X Utilities. This program offers various tools that you can
use to troubleshoot and recover from problems. For example, if you suspect that your Mac’s main
hard drive is causing a problem, you can access Recovery HD and use a tool called Disk Utility to
repair the drive. Similarly, you can also use Recovery HD to restore your Mac from a Time Machine
backup, and to reinstall Mac OS X Lion.

| Access the Mac 0S X Recovery Tools |

Start Mac 0S X Utilities
o Restart your Mac.

e Press and hold (2251 while

your Mac is restarting.
A list of disk drives appears.
e Double-click Recovery HD. Maciion HO

)
»

The Mac 0S X Utilities 8 —

application appears. e g
Mac OS X Utilities

Restore From Time Machine Backup

Reinstall Mac O5 X

Get Help Online

o, \
D2 @

Disk Utility

g

Continue
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Restart Your Mac Mac OS X Utilities File Edit  Utilities Window

© click «.

3 Mac OS X Utilities  File Edit
Startup Disk...

Utilities Window

e Click Restart.

©® If you prefer to turn off your Mac
instead, click Shut Down.

TIP

If I cannot start my Mac, is there any way to access troubleshooting

information on the web? gl

Yes. You can start your Mac using Recovery HD and then use the No network selecte -

Mac 0S X Utilities to access the Web. BLLA14 as

First, you must connect to your Wi-Fi network so that you can access e, s

its Internet connection. Click the Wi-Fi Status icon (= ), click your iyl e

Wi-Fi network, and then type your Wi-Fi password, if prompted. ji;’g‘:;g :S

In the Mac 0S X Utilities window, click Get Help Online and then ngﬁﬁg!\}:s ) az
. . gy . . evin OLeal arporation =

click Continue. Mac 0S X Utilities loads Safari and displays some PUSHRN Qs

troubleshooting steps. However, you can also use Safari to surf to JolmOthar Nebeelk.

any site that has the information you seek.
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Repair Disk Permissions

Your Mac’s files can become corrupted for a variety of reasons. For example, a hard disk glitch
could render a file impossible to read; similarly, if Mac 0S X or an application crashes, one or

more files could develop problems.

If the permissions on one or more of your Mac’s system files become corrupted, your Mac may freeze,
run slowly, or become unstable. You can often solve these Mac OS X problems by repairing the
permissions associated with each file and folder on your Mac’s hard disk.

\ Repair Disk Permissions

@ cClick Finder (E).

9 Click Applications.
9 Open the Utilities folder.

Note: You can also open the
Utilities folder by pressing
(Shift B se Y U R

8608 {35 Applications
4> (s =@ mn | - @ | [ £~ Q
FAVORITES Preview QuickTime Player Remote Deskiop Safari
= All My Files Connection
@ AirDrop _ 1 -
- [ | w
|| Desktop |
1 e
‘ paul — —
=y Appllratlnns Snapz Pro X Stickies Switch System Preferences
B Documents
o
SHARED 7 y r @ J
DEVICES = 4 %3 -
&l z
|22 Macintosh HD TextEdit Thunderbird Time Machine Twitter
=] iDisk
O Remote Disc = —
[Z) External HD = )
= 3
AW
. A
[ Utiiities ] Vodafone Mobile Windows
Connect Applications
4 Macintosh HD » (53] Applications » [32] Utilities
1 of 55 selected, 36.13 GB available

ROSoUB ARO[ /bR BOE,
e i . e ~E
The Utilities folder opens. 800 {5 Urilities
| [EFE o | = - @ || ¥~ Q
e Double-click Disk Ut'll.'lty FAVORITES
E All My Files - .,
@ AirDrop & |
¥ A 4
E Desktop 0 = ¢
‘ paul Bluetooth File Boot Camp ColorSync Utility Console
'I‘\‘ Applications Exchange Assistant
B Documents n : .Il F'\';
SHARED (BN i
DEY{CES DigitalColor Meter [ Disk utility ] Exposé Grab
|ea Macintosh HD
Bipisk | L. /
) k - &
(2) Remote Disc \‘ ) =
= - | | |
[S) External HD - N G'_’Bm_ )| A\
Grapher Java Preferences Keychain Access Migration Assistant
| Macintosh HD » 73] App}i(aliu;v [G2] Ltilities » 2 Disk Utility -
% L of 27 selected, 36.13 8 available B C—
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The Disk Utility window
appears.

e Click your Mac’s hard disk.

@ click First Aid.

@ Click Repair Disk
Permissions.

Your Mac repairs the disk
permissions.

e When the repair is complete,
press £J+(2) to quit Disk
Utility.

Troublesho
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D @

806
302 6 6

N
Verify Info  Burn Mount  Eject Enable Journaling New image Convert: Resize Image Log

Disk Utility

EREE -

£4121.33 GB APPLE 55D ..
i Macintosh HD
I71 500.11 GB Seagate FreeA...

[l External HD

Select a disk, volume, or image

409 6 6

Verify Info Burn Unmount Eject

Macintosh HD
EirBISER =]
Log

Enable Journaling New image Convert Resize image

=§121.33 GB APPLE S5D TS1...

B Macintosh HD

[71500.11 CB Seagate FreeA...
[E] External HD

'—.L Mount Point: /

Owners Enabled : Yes
Number of Folders: 142,420

Format: Mac OS Extended (Journaled)

@i First Aid | Erase RAID Restore |

If you're having trouble with the selected disk:

+ Click Repair Disk. If the repair fails, back up and erase the disk.

+ If Repair Disk is unavailable, click Verify Disk. If the disk needs repairs, start up from your
Mac OS X installation disc, and then choose Utilities > Disk Utility,

If you have a permissions problem with a file installed by the Mac OS X installer, click Repair
Disk Permissions.

{# Show details Clear Histary
| Verify Disk Permissions | | Verify Disk |
Repair Disk

Capacity : 120.33 GB (120,330,899,456 Bytes)
Available : 36.13 GB (35,127,109,120 Bytes)
Used : 84.2 GB (84,203,790,336 Bytes)
Number of Files : 583,701

What are disk permissions?

All the files on your Mac have permissions associated with them.
Permissions are a collection of settings that determine what
users or groups of users can do with each file. For example, if
read-only permissions apply to a file, it means that all users can
read only the contents of the file and cannot make any changes
to the file or delete it. If the permissions for your Mac’s system
files change or get corrupted, it can cause all kinds of problems,
including application lock-ups and unstable system behavior.

How do I repair permissions if I
cannot start my Mac?

Corrupt disk permissions might
prevent your Mac from booting. In
this case, follow Steps 1 to 3 in the
“Access the Mac 0S X Recovery Tools
section, click Disk Utility, click
Continue, and then follow Steps 5
to 7 in this section.

"
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Repair a Disk

You can use your Mac 0S X install DVD to check for errors on your Mac’s hard disk and repair those
errors. If your Mac will not start, or if an application freezes, an error on the main hard disk is
possibly causing the problem. To see if this is the case, you can try repairing the hard disk using Disk
Utility, which you can find in the Utilities folder within your Applications folder.

To repair your Mac’s main hard drive, you need to have the original installation DVD that came with
your Mac or that you used to install Mac 0S X.

‘ Repair a Disk

o Restart your Mac.
o Press and hold (2753 while

your Mac is restarting.

A list of disk drives appears.
9 Double-click Recovery HD.

Macintash HD

0))}

The Mac 0S X Utilities
application appears.

O cClick Disk Utility. —
© click Continue. Mac OS X Utilities

¢ D HRestore From Time Machine Backup

G' Reinstall Mac OS5 X

Get Help Online

£, Disk Urility 4

278



The Disk Utility window
appears.

O Click your Mac’s hard disk.
@ cClick First Aid.
© Click Repair Disk.

Disk Utility verifies the hard
disk and attempts to repair
any errors it finds.

Restart

® Information on the disk
checks appears here.

@ The result of the checks
appears here.

© cClick «.

@ Click Restart.

Your Mac restarts.
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8086 Macintosh HD

—M e | > | nesore -

If you're having trouble with the selected disk;

= Click Repair Disk. If the repair fails, back up and erase the disk.

= If Repair Disk Is unavallable, click Verify Disk. If the disk needs repairs, start up from
your Mac 08 X Installation disc, and then choose Utilities > Disk Unillty.

[ 512133 GB APPLE SSD TS,
5 BooTCAMP G

g diskl

I h: i I
E] Mac 05 X Base System you have a permissions problem with a file installed by the Mac OS X installer, click

Repalr Disk Permissions.

™ Show derails Clear Histary

| verify Disk Permissions | | Verify Disk

&0_ Repair Disk |

100.49 GB (100,485,128,192 Bytes)

| Repair Disk Permissions |

Mount Point: /Volumes/Macintosh HD Capacity :

Format: Mac OS Extended (Journaled) Avallable : 22,07 GB (22,070,964,224 Bytes)
Owners Enabled ; Yes Used : 78.41 GB (78,414,163,968 Bytes)
7 Number of Folders : 138,040 Number of Files : 513,769

| 54 121.33 GB APPLESSD TS.

i Macintosh HD
|

@ disk1

If you're having trouble with the selected disk:

» Click Repalr Disk. If the repalr fails, back up and erase the disk.

» If Repair Disk is unavailable, click Verify Disk. If the disk needs repairs, start up from
your Mac OS X installation disc, and then choose Utilities > Disk Utility.

{54 BOOTCAMP

If you have a permissions problem with a file installed by the Mac OS X installer, click

[E] Mac 05 X Base System Repair Disk Permissions.

o show details

e —————
Checking catalag file.
Checking multi-linked files,
Checking catalog hierarchy.
Checking extended attributes file.
Checking volume bitmap,
Checking volume information,
Trimming unused blacks,

[ Clear Histary

@

Updating boot suppart partitians for the volume as required.

Volume repair complete.

[ Verify Disk Permissions | [ verify Disk_|

| Repair Disk Permissions | Repair Disk

How do I repair errors on a secondary hard disk?
If you are working with your Mac’s startup hard disk,
you must boot to the Mac 0S X Install DVD to repair
that disk. For all other hard disks, however, you can
perform the repair without rebooting. Click Finder
(EE), click Applications, click Utilities, and then
double-click Disk Utility. Click the disk you want to
repair, click First Aid, and then click Repair Disk.

What do I do if Disk Utility finds a problem?

In the best-case scenario, Disk Utility reports either
“No repairs were necessary” or “The volume
Macintosh HD appears to be OK.” Otherwise, Disk
Utility attempts to fix any errors it finds. If Disk
Utility cannot fix the errors, you must turn to a
third-party disk repair application. Two useful tools
are DiskWarrior (www.alsoft.com) and TechTool Pro
(www.micromat.com).
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Reinstall Mac 0S X

You can recover from a major problem by reinstalling the Mac OS X Lion operating system. If worse
comes to worst and your Mac will not start or if your system is completely unstable, then you
need to reinstall the operating system. This places a fresh set of operating system files on your Mac,
which should solve the problem.

To reinstall Mac 0S X, you need to restart your Mac using the Recovery HD section of the Mac hard
drive. Since you will need to download a fresh copy of Mac 0S X Lion, you will also need access to a
wireless or wired network that is connected to the Internet.

\ Reinstall Mac 0S X

Start Mac 0S X Utilities
0 Restart your Mac.

9 Press and hold (£2:5) while

your Mac is restarting.

A list of disk drives appears.
9 Double-click Recovery HD.

The Mac 0S X Utilities
application appears.

Macintash HD Windows

. ))\

Connect to Wi-Fi

@ cClick the Wi-Fi Status
icon (=).
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e Click the Wi-Fi network you e
want to join. Turn Wi-Fi OFf

No network selected
BELLOSS

BlueEagle
BlueEagle-guest
boxset33

Donais

Elphaba

Flower

Galt Ave

goxyvixy

] Money

Logophilia

Logophiliab

Myshkin

Mystery Machine

Nevin OLeary Corporation
PUSHKIN

Reverend Rawdings Unhaly...
SOBEIT

toronto wireless

PDDEDD
) ) o) ) -I)) -r)) HIEEE

Join Other Network...

If the network is protected
by a password, Mac 0S X
Utilities prompts you to
enter that password.

“, The Wi-Fi network “Logophilia” requires a WPA2
— password.

9 Type the network password.

6 Click Join. Password ’l---u....... 0 ]

Show password

Cancel

Under what circumstances should I reinstall Mac Do I have to use a wireless network connection
0S X? to access the Internet?

The most common scenario is when your Mac does No, this is not necessary. The Mac 0S X Install

not start, and repairing the hard disk as described application can work with both wireless and wired
in the previous section has no effect. Another connections. If you have a wired network nearby,
common scenario is when your Mac suffers from and that network is connected to the Internet, you
frequent lockups, application crashes, and other can also connect your Mac to that network using a
unstable behavior, and repairing preferences files network cable. In this case, you do not need to
and disk permissions, as described earlier in this follow the steps for connecting to a Wi-Fi network.
chapter, have no effect.

continued >
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Reinstall Mac OS X (continued)

Once you have established a connection to a network that offers Internet access, you are ready to
reinstall Mac OS X Lion. For security reasons, the Mac 0OS X Install application must transmit your
Mac’s serial number to Apple. This is safe and no personal information is included in the transmission.
The Install application downloads Mac OS X Lion to your computer. This is a very large download,
so it might take an hour or two, depending on the speed of your connection. When the download is
complete, the installation proceeds automatically.

Once you have finished reinstalling Mac 0S X, you will then be able to restore your system using the
most recent Time Machine backup.

‘ Reinstall Mac 0S X (continued)

Start the Reinstallation SO0,
@ Click Reinstall Mac 0S X. (S

Mac OS X Utilities
@ Restore From Tlmu Machme Backup

s’ Relnstall Mac DS X 0
@ Get Her Onlme

‘E: Dls!-c unhty

@ cClick Continue. (AN PR——

Mac OS X Utilities

@ Restore From Time Machine Backup

[., Reinstall Mac 05 X
.- Set up and Install a new copy of Lien.

":.,'_’.!l Get Help Online
£ Disk Utility
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The Mac 0S X Install .00 sl e 05X
application appears.

e Click Continue.

Mac OS X Lion

To set up the installation of Mac 05 X 10.7, click Continue.

Continue B

Mac 0S Install warns you 00 ] install Mac 05 X

that it Wi ll Send your MaC’S Lok In order te download and restore Mac 05
A X, your computer's serial number must be

serial number to Apple. @ sent to Apple.

e Click Continue.

Mac 0S X Install connects to [ Cancel [@e

Apple, downloads Mac 0S X,
and then reinstalls Mac 0S X
on your Mac.

Why does my Apple Bluetooth mouse not | Once Mac OS X is reinstalled, what else do I need to do?
work with the Installer program? The first thing you should do is restore your Mac from your
The Mac 0S X Installer application does not most recent Time Machine backup. If you have no backup,
come with the necessary device drivers to you should update your Mac’s software. To do this, click &
work with the signals that the Apple and then click Software Update. Next, you should reinstall
Bluetooth mouse or any other wireless mouse | any third-party applications that you used on your old Mac
generates. You cannot reinstall Mac 0S X 0S X installation. Once you have your applications installed,
unless your Mac has a trackpad, or a mouse you should check your preferences in each program to make
that is physically connected to the computer. | sure they are configured correctly.
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CHAPTER 14

Working with
Your MobileMe
Account

For an annual fee, you can get a MobileMe account, which is a web-based
service that gives you e-mail, an address book, a calendar, a web Gallery
for sharing photos, and online file storage. You can also use MobileMe to

automatically synchronize data between MobileMe and your Mac.
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Sign in to MobileMe

efore you can use any of the features associated with your MobileMe account, you must sign in
to the service.

MobileMe is a web-based service, so you access it using a web browser. Most modern browsers should
work fine with MobileMe, but Apple recommends that you use at least Safari 4 or Firefox 3.5. For the
best experience, Apple recommends Safari 5 or later or Firefox 3.6 or later.

You can also access MobileMe using a Windows PC, and in this case Apple’s minimum
recommendations are Safari 4, Firefox 3.5, or Internet Explorer 7. For best results on a Windows PC,
use Safari 5 or later, Firefox 3.6 or later, or Internet Explorer 8 or later.

Sign in to MobileMe

9 In your web browser, type
www.me.com.

9 Press GEUL.

The MobileMe Login page
appears.

e Use the Member name text
box to type your MobileMe
member name.

e Use the Password text box to Sign in with YT RIRAR

type. the password for your 4 ) | m

MobileMe account.

t?j llpnndn to lhe new MnhllnM_ Calends
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o If you want ManleMe to sign mobile e,
you in automatically for two

weeks, click Keep me signed —— e T /\\
in for 2 weeks (1 changes . w
to ). — - -

o Cljck Sign In. Sign in with your Apple ID

mscootanecon

ifi Upgrade to the new MaobileMe Calendar

Your main MobileMe account

page appears.
Tunes Store Yosterday Help ’
. 7 inbox L Your receipt 4132017525147 I
@® When you are done working Do e ’m |
with your MobileMe account, s ——
if you prefer not to remain : : i s 0T e o maecies s serors o i h s of o
signed in to your account, o Yo rmomsies Example Citations:
click your member name and [ Doteed toms Ll LR L rcbelion e et ok s oo
1 i » [ Sunk E-mait 52‘.3 neﬂ;ﬂm S 5‘.‘.‘. mﬂﬁ:‘:&wmww ::‘m“;“l:-h:em i "5""«‘3
then click Sign Out. Vb W e ol s purpote
[ Nows public location because of its Wi-Fi intemat —"R h and Markiets: Tor Bridge Manag
P Aple . P 2011
Last charoe 1o cover your ikieo,
g‘;;:nroz:lnl\;m alu:;"l\ :,:'I,:;;i:": Winnipeg's famous Golden Boy, the statue that has tepped the Manl «
. reparts back regularly on the state of u-z stoel-akloy bar that fixes (v
Apple oaoan vl als
How do I get a MobileMe account? Can I sign in from my Mac?
In your web browser, go to www.apple. Yes. Click System Preferences (&) in the Dock (or click
com/MobileMe, click Sign up for & and then click System Preferences) and then click
MobileMe free trial, and then fill in MobileMe. Type your member name and password, and then
the form. You will be able to try out click Sign In (®).
MobileMe free for 60 days, and then to
continue you must pay a subscription fee.
An Individual subscription currently costs Are you a MobileMe member?
$99 per year, although some online Sign into your account to set up MobileMe
vendors such as Amazon.com may sell for on this computer.
less; a Family Pack subscription currently Member Name: myaccount@me.com
cos.ts $149 per year and consists of one e ]
main account plus four subaccounts.
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Send and Receive MobileMe Mail

You can use the MobileMe Mail feature to work with your MobileMe e-mail account online. Using
either your Mac or any computer with web access, you can access MobileMe using a web browser
and then perform your e-mail tasks. These include checking for incoming messages, replying to
messages you receive, forwarding a received message, and composing and sending a new message.

You can also configure MobileMe Mail to send blind courtesy copies and to automatically send
vacation messages.

Send and Receive MobileMe Mail

Display MobileMe Mail

o Sign in to your MobileMe
account.

Note: See the section “Sign in to
MobileMe,” earlier in this chapter.

e If you are using another
section of MobileMe, click
Switch Apps (i) and then
click Mail (7).

Get Incoming Messages

@ Click Reload (< ). I — e —
B hnbax o = Wend Spy kolion From Pauil MeFodnios 10 me B days ago Mark as -
. . * gamification n. Tho use of game-ceiated
® MobileMe Mail checks for orats o e - i
. . . = Bt [Tunes Store Youtorday
incoming messages and, if : You recet 13z AT “ Wi-Fi squatter
. Trash Bitheed 163: pecmo adries @ mao. com mA n who 1 ! blic location be f it Wi-Fl inte:
there are any, displays them 3 o oy || Comecbon without auoizaton,
i the Inbox fold ] dunk oo i ' “Wi-Fi squatting pp.
n the Inbox folder. okt e -
Plascimalieblcmderaindeir s Example Citatlons:
[ Calated iwms Cafi have tried a variety of tctics w foil Wi-Fi squatters.
ik Bosa.. ot Wers 15 sheru tabies o BT e £ nad by WI-F hiok SDots mith 1
[0 dunk E-mail wmm‘ 017818813 —Jessica Guynn, "Coffea shaps are tking Wi-Fi off tha manu,” Los
[.! Notes Bifed 10: paudmctadries @ mac.com
Pot McFackies ey Two men have been orrested on suspicion of "wi-fl squatting” efte.
B Tin R Selons unlmrnzlmmﬂwuwllm:::_ ° i
s _JT;‘;‘::':";’“{‘:‘ = einiuiig —Ben Guy, "Arrested over ‘web squatting’,” The Journal, Februery 2
Apple (=L :.L_ 5 oTE
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Reply to a Message
o Click the message.

@ Click Reply, Reply All, Forward (EX).

e Click Reply.

@ To reply to the sender and all the recipients
of the original message, click Reply All
instead.

@ To pass the message to another person, click
Forward instead.

e In the message window that appears (not
shown), type your message and then click
Send message (E4).

Send a New Message
o Click Compose new message ([E).

The New Message window appears.

e Use the To text box to type the recipient’s
e-mail address.

® If you want another person to see a copy of
the message, type that person’s address in
the Cc text box.

e Use the Subject text box to type the subject
of the message.

e Type your message.
e Click Send message (Ed).

TIP

CHAPTER
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- A o
gamification T

. The use of game-related concepts ir

I .
B ok Paul McFedries Vostarciay n_u::::'ﬁe:_f!u by the business

- Word Spy - civionios

Store
Your receipt #132017525147
Agplo: eceipt

Billnd fo: posulmafodries @man. oom

MobileMe Mail - Inbox (19 messages)

Paul McFedries v

Mark as ~

gamification

n. The use of game-related concepts in non-game websites and applice
o actions desired by the business.
McFedries —gamify v.

Bpy - civionics
LA

Yesterday

Subject: Fancy a Scrabble game? 0

From: | paul mofodres =
Helvetica CHIE: REAE  FEARE x| @ =[]
Hi Kyra,

| am setiing up a Scrabble game for Saturday aftemosn, and | was wondering I you weuld ke 1o play® If you can make i, lat ma know,

Chuwmrs,
Pl

Can I use MobileMe to send a message to a person without other recipients knowing?

Yes, you can send that person a blind courtesy copy (Bcc), which means that he or she receives a copy of the
message, but the other message recipients do not see that person’s name or address in the recipient fields. To
activate this feature, open MobileMe Mail, click Actions (E), click Preferences, and then click the
Composing tab. Click Show Bcc field (= changes to &) and then click Done.
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Work with MobileMe Contacts

ou can use MobileMe to store information about your friends, family, colleagues, and clients.
Using the Contacts application, you can store data such as the person’s name, company name,
phone numbers, e-mail address, and street address.

The Contacts application also enables you to write notes about a contact, store extra data such as
the person’s job title and birthday, and assign a picture to a contact.

If you already have contacts in your Mac Address Book, you can synchronize them with MobileMe.
See the section “Synchronize Your Mac with MobileMe,” later in this chapter.

Work with MobileMe Contacts

Display MobileMe Contacts

o Sign in to your MobileMe
account.

Note: See the section “Sign in to
MobileMe,” earlier in this chapter.

o Click Switch Apps (i_1).
© Click Contacts (j«).

Create a Contact

o Click Create a new
contact (EX).

e Type the person’s first name.
e Type the person’s last name.

a Type the person’s company’s
name.

o Click + and then click a
phone number category.

G Type the phone number.

o Click # and then click an
e-mail category.

e Type the person’s e-mail
address.
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0 Click ¢ and then click a
street address category.

@ Use the text boxes in this

section to type the person’s ey &W ﬁmi%

street address. i At o mLmC
@ Type a note about the person. E—m o [t ey oo ?
@ Click Save. Vo s e ) G

MobileMe saves the contact.

Display a Contact 2] [+ Ot e comrcriacr

o Use the scroll bar to locate
the contact.

9 Click the contact. :
® MobileMe displays the o st
contact’s details. i Cary Pemgrew
41 lan Pettigrew work mpeeved @ wingeco.com
San Do Phillips
@ You can also type part of B ey P s
the contact’s name in the e I b
Search box. D i H e i sonroam
@® To e-mail the contact, click T
the address. :‘m
® To make changes to the sl Sy Gier s
contact, click Edit ().
@ To remove the contact, click
Delete (E).
TIPS
How do I add a photo for a contact? Is there any way to store data such as the person’s
To add a photo to an existing contact, birthday or job title?

click the contact and then click Edit. Click Yes, the Contacts application offers a number of other
Add to open the Add Photo dialog, click fields, including Birthday, Job Title, Nickname, Prefix, and
Choose Photo, click the photo you want Suffix. To add a field to an existing contact, click the

to use, click Choose, and then click OK. contact and then click Edit. Click Add Field, click the field
Note that you can use only GIF, JPEG, or you want, and then edit the field data. Note, too, that you
PNG files that are no larger than 1MB. can also add more instances of some fields by clicking the

green plus icon (@) to the right of a field.
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Manage Your Schedule with MobileMe

You can use MobileMe to manage your schedule. Using the Calendar application, you can add
events (appointments and all-day activities) and to-do items (tasks). For events, you can specify
the date and time they occur, the event name and location, and notes related to the event.

You can also use the Calendar application to display your schedule by day, by week, or by month.

If you already have events in your Mac iCal application, you can synchronize them with MobileMe.
See the section “Synchronize Your Mac with MobileMe,” later in this chapter.

Manage Your Schedule with MobileMe

Display MobileMe Calendar

o Sign in to your MobileMe
account.

Note: See the section “Sign in to
MobileMe,” earlier in this chapter.

@ Click Switch Apps (L)
e Click Calendar (44').

Note: If MobileMe asks whether
you want to keep a copy of your
calendars, click Keep Local Copy.

Navigate Calendar
@ click Month.

e Click the month you want.

® You can also click Next Month
(L»]) and Previous Month (<)
to select the month you want.

e Click the date.

@ To see just that date,
click Day.

@ To see the date in the context
of its week, click Week.

® To return to today’s date,
click Today.
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Create an Event
0 Navigate to the date when the event

Calendars Edit

occurs. o Home
. 4 work
9 Click the calendar you want to use. = —
ays

© Click Week.

e Position the » at the time when the
event starts.

o Click and drag the » down to the
time when the event ends.

@ Calendar adds the event.

@ Type the event name.
o Type the event location.

@ If the event lasts all day, click
all-day ( & changes to ).

e Adjust the start time, if
necessary.

0 Adjust the end time, if necessary.

@ Fill in the other event details as
needed.

@ Click ok.

Note: To edit the event,
double-click it.

Birthday Lunch 0 !

The Roy Put]

Blurday

all-day |, |

ru-kzﬂﬂ

e 2011

time zone | Eastern Time

repeal

alert |

calendar

invitees | Add Ir

None

@ Home

note | Mone

12:00 || PM :%

200 |[PM =

g

How do I create a to-do item?

© cickm.

9 Click New To Do.
e Type the to-do item name.

o Click the priority : and then click None, Low, Medium,
or High.

e Fill in the rest of the to-do item details as needed.

O click ok.

|Pick up Karen at airport@
completed [
priori| ¥ None 4
Low
due dal
1 Medium

note | Dont forget the concert ticketa

Delete
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Share Photos with MobileMe

You can use MobileMe to upload photos and share them with others. Using the Gallery application,
you can create different photo albums and make those albums available for others to see.

You can also configure a photo album to allow others to download photos from MobileMe to their
computers. It is also possible to configure a photo album to allow other people to upload photos to
the album, via MobileMe, via e-mail, or via the Photos app on an iPhone, iPad, or iPod touch.

Share Photos with MobileMe

Create a Photo Album

o Sign in to your MobileMe
account.

Note: See the section “Sign in to
MobileMe,” earlier in this chapter.

@ Click Switch Apps (L)

© click Gallery ().

e Click Create a New Album (+).
o Type the album name. Album Settings

- = 5
G To allow downloading, click - f Dosnionding of photos or et aibum

. 8 Uploading of photos via web browser
Downloading of photos or i Adking of g via amad e Phona

Acaies wil Do avalatis aher puslareg

entire album (& changes S
to & ). | Email address lor uploading photos
Advanced: || Hide slbum on my Gallery page.
0 To allow web uploading, click Syvos wih | ierows )
Uploading of photos via web _ Caen _0

browser (1 changes to o).

e To allow e-mail uploading,
click Adding of photos via
email or iPhone ( = changes
to ).

0 Click Create.
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Upload Photos
@ click the album.
o Click Upload (@&).
The Uploads window appears.

e Click Close window when
complete (0 changes to #).

0 Click Choose.

Choose files to upload to “iPhonography”

Supported formats include JPEG, GIF, PNG and MOV. Learn gore.
Maximum allowed file size is 1 GB.

et Hc\ma window when complete Cancel m

e Select the photos you want —= = . - —
to upload [« » ][22/ = m| m|[= - [ iPhonography &) @
p : FAVORITES | — —
. = All My Files
Note: To select multiple photos, = . - .
press and hold and click each im‘l Ivc_oo6s, P
. Applications
photo. To select all the folders in B et — - -
the current folder, press £3+(). SHARED ‘ .' __ i H@
e CI.]Ck open Di%jc:cinmshHD | IMG_0076.JPG IMG_0077.JPG
: [£) iDisk e
@) Remote Disc “

MobileMe uploads the photos M e,
to the album. weors

FES
IMG_0079.JPG

IMG_0080.JPG

=‘

IMG_0082.JPG

IMG_00B1.JPG

Cancel |
[ Cancel |

Can I upload photos to an album using my iPhone?

Yes, and the following technique also works with the iPad and
the iPod touch. On your iPhone’s Home screen, tap Photos,
tap the photo album that contains the photo you want to
upload, tap the photo, tap the Action icon in the lower left
corner, and then tap Send to MobileMe. Tap the album you
want to use for the photo. In the new e-mail message, type a
photo title in the Subject field and then tap Send.

How do people view my MobileMe
Gallery?

People can view your MobileMe Gallery
using any recent web browser. The address
of your gallery is shown in the upper right
corner of the Gallery application. The
format is http://gallery.me.com/username,
where username is your MobileMe username.
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Upload Files to Your iDisk

You can store files with your MobileMe account by using the iDisk online storage feature. With
iDisk, you upload files from your Mac and store them in iDisk folders such as Pictures, Documents,

and Public.

You can use iDisk to make backup copies of important documents. Because you can access your iDisk
from any computer over the web, you can also use iDisk to make certain files available to you from
any location that has Internet access.

Display MobileMe iDisk
o Sign in to your MobileMe
account.

Note: See the section “Sign in to
MobileMe,” earlier in this chapter.

@ Click Switch Apps (L)
© click iDisk (L).
Upload a File Using
MobileMe

o Click the folder where you
want to store the file.

© click upload ([@).
The Uploads window appears.

€@ Click Close window when
complete (' changes to #).

e Click Choose.

e Select the file you want to
upload.

G Click Open.

MobileMe uploads the file to
your iDisk.
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[ Desktop
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Upload a File Using
Your Mac

o Sign in to your MobileMe
account using your Mac.

FAVORITES
Al My Files

Note: See the tip in the section
“Sign in to MobileMe,” earlier in
this chapter.

© Click Finder (E).
© cClick iDisk.
e Open the folder to which you

want to upload the file. B Do
- HELN e /@8 2 A
o Press E3+00. ;:m... EEE“ o *mm
A new Finder window _
appears. i<
[ ] Docume uéﬂ::v:rm‘
o Open the folder that contains e Y @ Ao q
the file you want to upload. & vacn§ B8 Ok e — socs
il : ng.pptx tanguages.doc |;:ur: ::@g.
o Click and drag the file and . - e -
drop it inside the iDisk Lo — =
folder. Harpbr.gocx ‘walton.do in¢. docw
- = === S
Your Mac uploads the file to L

your iDisk.

You can now access your
uploaded files online.

 TIP
Can I use iDisk to share files with other people over the web? T — —_—
Yes. Click the file you want to share and then click Share File. In ~ oy
the Sharing dialog that appears, type the contact names or e-mail i B ionenen
addresses of the people you want to share the file with, type a short o e o cng NS
message, and then click Share (®). et
You can also share files by storing them in the iDisk Public folder. pemaisotontomaboitiooatiomnetl |
Other people can then see the files by using a web browser to enter P
the address http://public.me.com/username/, where username is Be=soupolciial |
your MobileMe member name. ”““‘”“"““’"”""“'"”’”""““‘"”"""“""’L"""”"i

(_Cancel ) (uShare )
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Synchronize Your Mac with MobileMe

You can ensure that your Mac and your MobileMe account have the same data by synchronizing

the two.

The main items you will want to synchronize are iCal appointments, Address Book contacts, and Mail
e-mail accounts. However, there are many other types of data you want synchronize to MobileMe,
including Safari bookmarks, Mail notes, Dashboard widgets, and system preferences and passwords.

If you have a second Mac, you can also synchronize it with the same MobileMe account, which
ensures that your two Macs use the same data.

@ Click the Apple icon (&).
e Click System Preferences.

Note: You can also open System
Preferences by clicking its icon
(&%) on the Dock.

The System Preferences
window appears.

© Cclick MobileMe.

Note: If you see Are You a
MobileMe Member?, type your
MobileMe member name and

password and then click Sign In.
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The MobileMe preferences
appear.

O click Sync.
e Click Synchronize with
MobileMe (1 changes to ).

® Your Mac registers itself with
your MobileMe account.

G Click the check box beside
each type of data you want
to synchronize (= changes
to ).

o Click Sync Now.

Your Mac synchronizes the
data with your MobileMe
account.

MobileMe
Show All |

imiﬁbn_i MobileMe is the simple way! p everything in sync on your Mac, PC, iPhone, and

iPod touch. ?
%f Account ] Sv'nc ] iDisk BacktoMyMac |
Synchronize with [Automatically | [ SyncNow |

(] @ Bookmarks

[C] f%i Calendars

[ Y contacts

O o Dashboard Widgets
(] E Dock Items

O '% Keychains

O g Mail Accounts

O g Mail Rules, Signatures, and Smart Mailboxes

Advanced... ®

MobileMe

1Q )/

iminhuj MabileMe is the simple way to keep everything in sync on your Mac, PC, iPhone, and
Mg, | iPod touch.
L

Account ‘ Sync | iDisk Back to My Mac |————
ronize with MobileMe: | Automatically 3 Sync Now

'@ @ Bookmarks

@ @ Calendars

™ | contacts

(] ° Dashboard Widgets
(] E Dock Items

,-(% Keychains

@ g Mail Accounts

O ! Mail Rules, Signatures, and Smart Mailboxes

O

(] Notes

Last Sync: Never Synchronized

[ Show Sync status in menu bar

Advanced. .. ®

Is there a way to have my Mac synchronize with
my MobileMe account on a schedule?

Yes, you can configure your MobileMe preferences to
perform an automatic synchronization at regular
intervals. Follow Steps 1 to 6 to enable the
synchronization. In the Synchronize with MobileMe
pop-up menu, click : and then click the interval
you want: Every Hour, Every Day, or Every Week.

What happens if I modify an appointment,
contact, bookmark, or other data in MobileMe?
The synchronization process works both ways. That
is, all the Mac data you selected to synchronize is
sent to your MobileMe account. However, the data
on your MobileMe account is also sent to your Mac.
This means that if you modify, add, or delete data
on your MobileMe account, those changes are also
reflected in your Mac data.
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CHAPTER 15

Networking
with Mac 0OS X

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, work with the other computers on your

network, and share your Mac’s resources with other network users.
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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 both 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.

Share Files
On | Service @ File Sharing: On
Networked CompUterS are IE' Screen Sharing Other users can access shared folders on this computer, and administrators
File Sharing all volumes, at afp://192.168.1.142/ or “Paul's MacBook Air".
connected to each othgr, anq B oot —
so they can exchange files with Scanner Sharing D
each other along the connection. Web Sharing sl Ysers:

. Remote Login X Paul Read & Write 3
Th'IS enabl-es peopl-e tO share Remote Management [[]Karen's Public Folder ﬂEvervone Read Only >
information and to collaborate Remote Apple Events [E] Paul’s Public Folder

. . Xgrid Sharing r
on.prc')Jects. Mac 0S X includes et Rt
built-in security, so that you can Bluetooth Sharing
control what files you share with .
|+ =] || =]
other people. et Sats
Share Equipment )
| On | Service @ Printer Sharing: On
computers ConnECted 5Screen Sharing Printer Sharing allows others on your network to use printers connected to
over a network can File Sharing G

[  Printer Sharing |

[?]' Scanner Sharing

share some types of | Open Print & Scan Preferences...

eqUipment- For exampler Web Sharing Printers: Users:
one computer can share Remote Login (v W Photosmart Pre... # Everyone Can Print &
its printer, which enables Remote Management
other network users to wi e
. Xgrid Sharing
send their documents to s faing
that printer. Networked Bluetooth Sharing
computers can also share
hard drives, CD or DVD [+]-]

drives, and document
scanners.
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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. 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 of 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 _ £ e el
computers that communicate with each other using e

radio signals instead of cable. The most common ok et Logopiile

wireless technology is Wi-Fi (rhymes with hi-fi) or e
802.11. There are three main types — 802.11b, s it i

802.11g, and 802.11n — each of which has its
own range and speed limits. The other common
wireless technology is Bluetooth, which enables devices to communicate directly with each other.

Wireless Access Point

A wireless access point (WAP) is a device that receives and transmits signals from
wireless computers to form a wireless network. Many WAPs 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 a type
of WAP called a wireless gateway, which extends Internet access to all of 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 Mac must support Bluetooth
(all newer Macs do) and your device must be Bluetooth enabled. Also, your Mac and the Bluetooth
device must remain within about 30 feet of each other.

Connect a Bluetooth Device

Connect a Geneﬁc 800 System Preferences
Bluetooth Device ) S
Personal
o Click System Preferences 1 - ;
N gl | o
( ) mn the DOCk' Desktop & Dock General L,ahnguage Mission Security Sght Urga\
Screen Saver & Text Control & Privacy Access
e Clek BluetOOth. Hardware
% |y @ = A
CDs & DVDs Displays Energy Mouse Trackpad Print & Scan Sound
Saver
Internet & Wireless
5 e e @
MobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars
System
A | \
e & @& ¢ O @ n
e ime ren Software cf artup Dy ime ine se

The Bluetooth preferences @00 Bluetooth
appear. @”@ @ )
e Chck on ( O changes to & ) “"Paul's MacBook Air" is the name Bluetooth devices use to connect to this computer.

e Click Discoverable Discoverable
(o changes to ®).

e Click Set Up New Device.

&_S_e; Up New Device... )
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Bluetooth Setup Assistant.

The Bluetooth Setup Assistant 880
appears.

@ Perform whatever steps are
necessary to make your
Bluetooth device discoverable.

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
that switch or press that button.

©® A list of the available Bluetooth
devices appears here.

Welcome to the Bl h Setup A

When your device appears in the list, select it and click Continue. If you
don’t see your device in the list, make sure it is powered on and
"discoverable." For more information, see the documentation that
came with your device.

Devices Type

Apple Magic Mouse

o Click the Bluetooth device you

want to connect.

e Click Continue.

0 Perform the steps required to
pair your Mac and your device.

Your Mac connects with the
device.

€@ click Quit.

IPS

Microsoft Bluetooth Mobile Keyboard 6000 Keyboard

Paul’s iPhone 4 Smartphone

Jason Langrish's MacBook Air Mac Portable

Paul's iMac Mac Desktop

e Searching for devices - 5 found 8

| Passcode Options... | Go Back
800 Bluetooth Setup Assistant

Conclusion

Congratulations! Your computer is now set up to use your mouse.

\ Set Up Another Device | | Go Back | F—nﬂ'ﬁlﬁ-—i

What does it mean to make a device “discoverable”?
This means that you configure the device to
broadcast that it is available for a Bluetooth
connection. Controlling the broadcast is important
because you usually want to use a Bluetooth device
such as a mouse or keyboard with only a single
computer. By controlling when the device is
discoverable, you ensure that it works only with

the computer you want it to.

What does “pairing” mean?

As a security precaution, many Bluetooth devices do
not connect automatically to other devices. This
makes sense because otherwise it means a stranger
with a Bluetooth device could connect to your cell
phone or even your Mac. To prevent this, most
Bluetooth devices require you to enter a password
before the connection is made. This is known as
pairing the two devices.

continued >
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Connect a Bluetooth Device (continued)

Bluetooth mouse and a Bluetooth headset do not require any extra pairing steps, so you can
skip the rest of this section if you are pairing one of these devices. In these pages you learn the
pairing instructions for a Bluetooth keyboard and a Bluetooth cell phone.

In most cases, pairing is accomplished by your Mac generating a 6- or 8-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 enter into your Mac to set up the pairing.

Connect a Bluetooth Keyboard
o Turn the keyboard on, if required.
9 Turn on the switch that makes

the keyboard discoverable, if
required.

e Follow Steps 1 and 2 from
earlier in this section and click
Add ( +).

The Bluetooth Setup Assistant
appears.

e Click your Bluetooth keyboard.
o Click Continue.

The Bluetooth Setup Assistant
displays a passkey.

G Use the Bluetooth keyboard to
type the displayed passkey.

@ Press (M.
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Bluetooth Setup Assistant.

Welcome to the Bluetooth Setup Assistant.

When your device appears in the list, select it and click Continue. If you
don't see your device in the list, make sure it is powered on and
“discoverable.” For more infarmation, see the documentation that
came with your device.

Paul's iPhone 4 Smartphone
Jason Langrish’s MacBook Air Mac Portable
Paul’s iMac Mac Desktop

"¢ searching for devices - 5 found

)

Passcode Options... | Go Back

800

Bluetooth Setup Assistant .

Attempting to pair with “Microsoft Bluetooth Mobile Keyboard 6000."
Your device may ask you to enter a passkey. Check your device to see
if it is ready to accept a passkey. When your device is ready, enter in
the following passkey followed by the Return key:

G 4694 2248 (...

Once you have entered the passkey on your device the pairing process
will be completed.

._,_\l

R

Go Back Continue
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800 Bluetooth Setup Assistant

Connect a Bluetooth Cell
Phone

o Turn on the cell phone.

9 Make the cell phone
discoverable.

e Follow Steps 1 and 2 from
earlier in this section and
click Add ( +).

The Bluetooth Setup
Assistant appears.

e Click your Bluetooth phone.
e Click Continue.

The Bluetooth Setup
Assistant displays a passkey.

o Use the Bluetooth phone’s
keypad to type the
displayed passkey.

Welcome to the Bl h Setup A

When your device appears in the list, select it and click Continue. If you
don’t see your device in the list, make sure it is powered on and
“discoverable.” For more information, see the documentation that
came with your device.

Paul’s iPhone 4 Smartphone
Jason Langrish's MacBook Air Mac Portable
Paul's iMac Mac Desktop

e Searching for devices - 3 found

| Passcode Options... |

800 Bluetooth Setup Assistant

Attempting to pair with “Paul’s iPhone 4."
To continue, you must accept the pairing on the device. The number
below should match the number displayed on the device you're

pairing.

O~ 518166

=
L

| GoBack | Continue

How do I remove a Bluetooth device?
o Click the Bluetooth status icon
(@) in the menu bar.

9 Click Open Bluetooth
Preferences.

Note: You can also click &, click
System Preferences, and then click
Bluetooth.

The Bluetooth preferences appear.

e Click the device you g =l = Are you surs you want 1o ramove this devica? PO
9 m x

want to remove.
ok e 5 )

O Click Remove ((-1). | s

s 3 B

confirm. ?
e Click Remove, and 513
 Shaw Bwetoath status in the menu bar Sharing Setup. Advanced_ | (7
your Mac removes the
device.

Your Mac asks you to
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Connect to a Wireless Network

f your Mac has built-in wireless networking capabilities, you can use them 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 will also give 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 have connected to the network once, your Mac
remembers the password, and will connect again automatically the next time the network comes
within range.

Connect to a Wireless Network

@ Click the Wi-Fi status icon B = + Grosw 350 L Q
(=) in the menu bar.

Your Mac locates the wireless —— Bl Grow 351 L Q
. . i-Fi: Looking for Networks.. &
networks within range of Turgisi Off
your MaC No rk selected
;4 Dagmar & ':*
® The available networks TS o
. BELL429 a=
appear n the menu. BELL941 &=
Bitey a=
o N Boss Network =
@® Networks with a Lock icon bocse3 =
i Ihab =
(ﬂ.) require a password B :
to join. Z:i’:‘ﬁ‘:::ﬂos
. . L Hobbs
9 Click the wireless network i

. . km

you want to join. Logophilia
LogophiliaB
onrampl
PUSHKIN
staszek
zelneek

) a) ) ) ) ) a) ) ) a)) ) )

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.

e Use the Password text box to
type the network password.

@ If the password is very long and
you are sure no one can see
your screen, you can click Show
password (' changes to #)
to see the actual characters
instead of dots. This helps to
ensure you type the password

()

N

The Wi-Fi network "Galt Ave"” requires a WPA
password.

Password: I'u--u-lwu-mu- 0
[ | Show password ‘

[ﬂ Remember this network

| Cancel | E Join

J

correctly.

e Click Join.

Your Mac connects to the
wireless network.

® The Wi-Fi status icon changes
from = to = to indicate the
connection.

=r@em 3:52PM L Q

I know a particular network is within range, but I
do not see it in the list. Why not?

As a security precaution, some wireless networks do
not broadcast their availability. However, you can still
connect to such a network, assuming you know its
name and the password, if one is required. Click =
and then click Join Other Network. Use the Network
Name text box to type the name of the network, click
the Security :, and then click the network’s security
type. Follow Steps 3 and 4 to join the network.

I do not see the Wi-Fi status icon on my menu
bar. How do I display the icon?

You can do this using System Preferences. Click

its icon (&) in the Dock (or click & and then
click System Preferences) to open the System
Preferences window. Click Network, click Wi-Fi, and
then click the Show Wi-Fi status in menu bar
check box (= changes to & ).
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Connect to a Network Resource

'I'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 user name 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

@ click Finder (E).

© click Go.

e Click Network.

Note: Another way to run the

[l Deskiop
3 Downloads

2 Al My Files J ’
P Airdrop

rRA
RO

Network command is to press = Desop | e OBU o soptcsua
Em-6-0 s e
+ ° S o £ —1 | -
8 Doipane J ge::exsemr... O:E !2[ i!
“il—::ll'l iMac - Mavies Messic. PcTures Public
& paulsEabitee =
(5] varen's MacBack Pro S —
W winserver & "

The Network folder appears. eoe @ Nework
<[P 55 =W - © | [#%~ Q
@ Each icon represents a [ ravonrres P
= All My Files ﬁ
computer on your local . " -
nEtwork' [ Desktop Karen's MacBook pauls64bitps winserver
@ paul Pra

e Double-click the computer
you want to connect to.

;ﬁ\ Applications

B Documents

SHARED
= Paul’s iMac
paulsB4bitpc
=1 Karen's MacBook Pro
winserver

DEVICES
@ Network + B Paul’s iMac

E Lot seced mo—
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Your Mac connects to the 808 B8 Paul's iMac
. (<] gz WA (=~ (© ][~ Y
network computer using the | — e
FAVORITES Connected as: Guest Share Screen._ Connect As...
Guest account. £ All My Files
@ AirDrop i
Note: The Guest account has =] Desktop m um mﬁ
ima ﬁ paul Karen's Public paul Paul’s Public Folder

only limited access to the s e

network computer.

e Click Connect As.

Your Mac prompts you to connect to the
network computer.

G Click Registered User (& changes to @ ).

o Use the Name text box to type the user name
of an account on the network computer.

e Use the Password text box to type the
password of the account.

0 To store the account data, click Remember

Enter your name and password for the server
"Paul’s iMac”".

Connect as: () Guest
(*) Registered User
(_JUsing an Apple ID

Name:  Paul 4
Password: I-!I-olo-- 0 I

MRemember this password in my keychain

[ Change Password... ]

[ cancel | | Connect@

this password in my keychain

800 & paul's iMac
(1) changes to ). RE o] (- Q@
[ FAVORITES V Connected as: Paul Share Screen... Disconnect
@ Click Connect. 2 All My Files
? AirDrop
Your Mac connects to the B Desktop
‘ paul Backup HD FreeAgent GoFlex Karen's Public Macintosh HD

computer and shows the shared
resources that you can access.

@ When you are done, click
Disconnect.

;ﬁ\ Applications

B Documents

SHARED

=] Paul's iMac =
pauls&4bitpc

Drive Folder
paul Paul’s Public Folder

Is there a faster way to connect to a network computer?
Yes. If your Mac detects network computers sharing
resources, it usually displays the names of those
computers in Finder’s sidebar area, under the Shared
section. Click the computer you want to connect with

(®) and then follow Steps 5 to 10 to connect as a
registered user.

SHARED
L Karen's MacBook Pro
= Paul’s iMac

pauls64bitpc

winserver

How can I connect to a computer that does
not appear in the Network folder?

If you are sure that the computer is sharing
resources on the network, right-click Finder
(EE), and then click Connect to Server. In
the Connect to Server dialog, use the Server
Address text box to type the address: For a
Mac, type the Mac’s network name followed
by .local; for a Windows PC, type smb://
followed by the PC’s name; for any computer,
type its IP address. Click Connect.
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Change Your Password

You can make your Mac and your shared folders more secure by changing your password. For
example, if you turn on file sharing as described in the next section, you can configure each
shared folder so that only someone who knows your user account password can get full access to the
data in that shared folder.

Similarly, you should change your password if other network users know your current password and
you no longer want those users to have access to your shared folders. Finally, you should also change
your password if you feel that your current password is not secure enough. See the Tip on the next
page to learn how to create a secure password.

Change Your Password |

@ Click System Preferences (). B S C—
e Click Users & Groups. Personal
2 ~m : ) P
... 4 o Q@
Desktop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
S W B -
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound

Saver

Internet & Wireless

"@ ® @ @

MobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars
System
(13 %
5 o @ % Jie2)

Date & Time  Parental Software Speech [aae Time Machine  Users &
Controls Update Groups

The Users & Groups preferences 800 Users & Groups
appear. Sl M Show Al @ )
@ Your user account is selected i i | Password | Login ltems |
sutomaticlly B oeress®
@ If you want to work with a DMS s LT
: F¥  standard
different user account, you must E—— R

click the Lock icon (@) and = Shia enly
then enter your administrator
password (@ changes to .f').

9 Click Change Password.

Apple ID: paulmcfedries@me.com | Change... |

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

V! Allow user to administer this computer

Login Options
- I #- I

Enable parental controls | Open Parental Contrals... |

®

3 1 2 . Click the lock to make changes.
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The Change Password dialog
appears.

e Type your current password.
o Type your new password.
e Retype the new password.

Old passwnrd: SEASEAEES

0

New password: ssssssessses

9]

\.r'erifv: ['OIQQIDCCIQQ

-0
= ¢ NI

Password hint:
{Recommended)

| Cancel |

[ Change Password ]

0 Type a hint that Mac 0S X will
display if you forget the
password.

Q Click Change Password.

Mac 0S X changes your password.

| )

Old passwnrd: SEASEAEES

New password: ssssssessses

9]

\.r'erifv: CEEET TR TR Y]

Password hint: | Mom's maiden name, year of birth,
{Recommended) | and month of birth

| Cancel |

How do I create a secure password?

password for you, follow these steps:
o Follow Steps 1 to 4 in this section.

e Click the Password Assistant icon ([?).
The Password Assistant dialog appears.
9 Click the Type : and then click a password type.

6 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.

G Click Close (@).

A secure password requires only two characteristics: It must be relatively long — at least eight characters;
and it must include characters from at least three of the following four sets: lowercase letters, uppercase
letters, numbers, and non-alphanumeric symbols such as $ and @. If you want Mac 0S X to create a secure

8O0 _Password Assistant

Type: | Memorahle

Suggestion: [akin 113:Kie|]

Length:

Quality:

Tips:
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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 section “Share a Folder,” later in this chapter. You

can also share your printer 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 System Preferences
(&2) in the Dock.

The System Preferences
window appears.

o Click Sharing.

The Sharing preferences
appear.

© Click the Lock icon (@).

e Type your administrator
password.

o Click Modify Preferences.

Mac 0S X unlocks the Sharing
preferences (& changes
to ).

314

[- B Na) Systern Preferences
Show All (Q )
Personal
G B @
G M B @ o
Appearance  Desktop & Dock Exposé & Language & Security & Spotlight Universal
Screen Saver Spaces Text Privacy Access
Hardware
— e e : | .
9 W 9 - a
Y B DI
CDs & DVDs  Displays Energy Keyboard Mouse Trackpad  Print & Scan Sound
Saver
Internet & Wireless
n o @ @)
MobileMe Internet Network Bluetooth Sharing
Accounts
System
= I \
AR ] - K
G & ® & @
Date & Time Parental Software Speech Startup Disk Tige Machine Users &
Controls Update 1 Groups

Computer Name: Paul's MacBook Air

Screen Sharing

Printer Sharing
Scanner Sharing
Web Sharing
Remote Login
Remote Manageme
Remote Apple Event (7)
Xgrid Sharing ]
Internet Sharing
]  Bluetooth Sharing

9

% Authenticating...

| FileSharing I‘_L@ﬂ

Computers on your local network can access your computer at: Edit
Paigife=whatnal-San L wer |
|
IO, [ Service ."r-\\. Y System Preferences is trying to modify Sharlfbg
—= L preferences. Type your password to allow this.

Name: Paul

Password:lu-uuu 0 I
= 5

®
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. . . enn Sharin
0 Click the File Sharing check e e 9 @ .

box (' changes to o). = AL —_—

Computer Name: | Paul's MacBook Air

You Can nOW Share your Computers on your local network can access your computer at:
. . Pauls-MacBook-Air.local

folders, as described in the

next section.

[ Edit... |

6

Wl Saryice |
| Screen Sharing

&4 File Sharing

@ File Sharing: On

Other users can access shared folders on this computer, and administrators
all volumes, at afp://192.168.1.142/ or “Paul’'s MacBook Air".

] Printer Sharing IW
] Scanner Sharing

] web Sharing Shared Folders: Users:

| Remote Login []Karen's Public Felder % Karen Read & Write 3
"] Remote Management [&]Paul’s Public Folder A8 Staff Read Only =
"] Remote Apple Events HEvervnne Read Only 5
"] Xagrid Sharing -

Internet Sharing
"] Bluetooth Sharing

oe -

Iﬂ? Click the lock to prevent further changes. @)

ick the Printer Sharing ch 299 FEE —
0Clckte ter Sharing check Calellsioni A 3

box () changes to ).

Computer Name: Paul's MacBook Air

You can now share: your printers, Gomputers o yourlocal etk can access your compuer 3t [
as described later in this chapter.

| Service | @ Printer Sharing: On
Screen Sharing Printer Sharing allows others on your network to use printers connected to
File Sharing this computer.

\' Open Print & Scan Preferences... \

Scanner Sharing
Web Sharing Printers: Users:

Remote Login [ W Photosmart Pre... 8} Everyone Can Print &
Remote Management
Remote Apple Events
Xgrid Sharing
Internet Sharing
Bluetooth Sharing

it =]
Another user has asked me for my Mac's IP What is the Public folder and how do I access it?
address. How do I look that up? Your user account’s Public folder is a special folder
Your Mac gives you a couple of ways to do this. that you use to share files with other people on the
Follow Steps 1 and 2 in this section, click File network or on your Mac. If someone connects to
Sharing (click the name, not the check box); the your Mac using your user name and password, he or
series of digits after afp:// is your IP address (such | she has full access to the Public folder. Everyone
as 192.168.1.142). Alternatively, open System else can only read the contents of the folder or add
Preferences, click Network, click Ethernet (or click | files to the Drop Box folder. To access the folder,
Wi-Fi if you have a wireless network connection), click Finder (EE), click your user name, and then
and then read the IP Address value. 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.

Mac 0S X 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.

Mac 0S X 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 and unlock the Sharing ®00 Sharing 0
f \
preferences. ’ —_— — COE
. - an
Note: See the section “Turn On Computer Name: Paul's MacBook Air
. . : ”
F] l.e da I'ld Pﬂ nter Shal’] I'lg tO I.earn Computers on your local network can access your computer at: |T
. Pauls-MacBook-Air.local
how to display and unlock the TR
Sharing preferences. i :
On | Service @ File Sharing: On
|| Screen Sharing Other users can access shared folders on this computer, and administrators
[g' File Sharing all velumes, at afp://192.168.1.142/ or “Paul's MacBook Air".
™  Printer Sharing | Options... |
| Scanner Sharing
| Web Sharing Shared Folders: Users:
| Remote Login | []Karen's Public Folder | 3 Karen Read & Write ¢
|| Remote Management [E]Paul's Public Folder 2R Staff Read Only .
|| Remote Apple Events ﬂEveryone Read Only b=
[ Xgrid Sharing
Internet Sharing
[C| Bluetooth Sharing
[+]-]
ﬂn )
Click the lock to prevent further changes. \{)
9 CI-]Ck F.Il-e Sha"ng- On  Service @ File Sharing: On
. R [_]  Screen Sharing Other users can access shared folders on this computer, and administrators
M i File Sharing .. | volumes, at afp://192.168.1.142/ or “Paul's MacBook Air".
Note: Be sure to click the File g | 2
. [  Printer Sharing [ options... |
Sharing text, not the check B B thriing ( options... |
] [C] Web Sharing Shared Folders: Users:
bOX. Th]s ensures that yOU do "] Remote Login | []Karen's Public Folder A Karen Read & Write 3
not accidentauy uncheck the "] Remote Management (] Paul’s Public Folder 28 staff Read Only -
|| Remote Apple Events a8 Everyone Read Only =
CheCk bOX. ] Xgrid Sharing
Internet Sharing
e Under Shared Folders, Ll ‘Bllem0th Sharing 3
click +. [+]-]
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An Open dialog appears.

(<> ][] = | m | [ & paul B
e Click the folder you want to | ravoriTes =
[ Desktop
share. e e ey
o Cl.]Ck Add 1 d!_: _’o‘::ﬁ?liéﬁor_'s Applications Desktop
Your Mac begins sharing the [ DEVICES P — — L
f l.d v & Paul's MacBook Air 4 ; |
olaer. |:_ [E] Macintosh HD & i‘
. Fi iDisk
Note: You can also click and drag a : %kmmm“ Documents B
folder from a Finder window and [ Bedernaio 2 : .
[ i
|

drop it on the list of shared folders.

B

® The folder appears in the

Shared Folders list. 1 | Cancel |

@ click the folder. [+]-] -
o For the Everyone user, click the

L. On | Service 7' @ File Sharing: On
current permission and then (] Screen Sharing DR o e e e naeatns
. .. ™ File Sharing all volumes, at afp://192.168.1.142 or “Paul’s MacBook Air".
click the permission you want &  Printer sharing (Options... |
: (| Scanner Sharing .
to aSS]gn * | Web Sharing Shared Folders: Users: Rear:i f it
.. . || Remote Login Downloads ﬂ A Paul Write Only (Drop Box)

. The Curl’ent perm1SS10n 1S || Remote Managemen [[]Karen's Public Fol ¥ No Access

. . . [ | Remote Apple Events (@ Paul’s Public Folder

indicated with a check & S S

mark ( v ) | Intemet sharing

|| Bluetooth Sharing

Mac 0S X assigns the

.. L+]=] =
permission to the user. f
® You can also click + under the

fl
Iﬂ Click the lock to prevent further changes.

@
Users list to add more users.
TIPS
What are the differences between the various types of Can I share folders with Windows users?
permissions I can assign to users? Yes. In the Sharing window, click Options
Permissions define what users can and cannot do with the and then click the Share files and folders
shared folder: using SMB check box (= changes to #).
* Read & Write: Users can open files, add new files, rename Click your user account (- changes to o),
or delete existing files, and edit file contents. use the Password text box to type your

account password, click OK, and then click
Done. Windows users must enter their
user name and password to see their
shared folders.

e Read Only: Users can open files, but cannot add, delete,
rename, or edit files.

e Write Only (Drop Box): Users can add files to the folder
as a Drop Box, but cannot open the folder.

® No Access: Users cannot open (or even see) the folder.
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Share a Printer

f you have a printer connected to your Mac, you can share the printer with the network. This
enables other network users to send their documents to your printer.

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 Mac 0S X to use a shared
network printer.

Share a Printer ‘

OClick - Finder File Edit View Go Window Help

e Click System Preferences.

Note: You can also click System System Preferences...

Preferences (&#) in the Dock. e
Recent Items

Force Quit...

Sleep
Restart...
Shut Down...

Log Out Paul... 48Q

The System Preferences 800 System Preferences
window appears. Shawall @:)_
. . Personal
e Click Sharing. E B = -
cf = e L*) @
Desktop & Dock General Language Mission Security Spotlight Universal
Screen Saver & Text Control & Privacy Access
Hardware
Ir..;: h| '- | i ﬁ b Q
CDs &_EWDS Displays Energy Keyboard Mouse Trackpad Print &.kan Sound
Saver
Internet & Wireless
A @ e 0 @@
MobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars
System
T il \
LW 1 1l
G & ® @ © 2
Date & Time Parental Software Speech Startup Disk Time Machine Users &
Controls Update Groups
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e 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.

6 Click the check box beside
the printer you want to share
(1 changes to #).

CHAPTER

Networking with Mac 0S X 15

®00 Sharing

Q@

Computer Name: Paul’s MacBook Air

Computers on your local network can access your computer at:
Pauls-MacBook-Air.|ocal

[ Edit..

On | Service
|| Screen Sharing

@ Printer Sharing: On

Printer Sharing allows others on your network to use printers connected to

(™  File Sharing is computer.
| Open Print & Scan Preferences...
Scanner Sharing
Web Sharing Printers: Users:

Remote Login
Remote Management
Remate Apple Events
Xgrid Sharing
Internet Sharing
Bluetooth Sharing

[_| & Photosmart Pre... & Everyone Can Print %

ﬂ“ Click the lock to prevent further changes. @

@00 Sharing

[+ = ][ showall |

Computer Name: Paul's MacBook Air

Computers on your local network can access your computer at:

Pauls-MacBook-Air.local [Edit... ]

On | Service ® Printer Sharing: On
(7] Screen Sharing Printer Sharing allows others on your network to use printers connected to
™  File Sharing this computer.
| Open Print & Scan Preferences...
(| Scanner Sharing
(| Web Sharing ters: Users:
[T Remote Login @ Photosmart Pre... {88 Everyone Can Print 3
| Remote Management
| Remote Apple Events
] Xorid Sharing
Internet Sharing
| Bluetoath Sharing
[+]-]
ﬂl Click the lock to prevent further changes. @

Is there another method I can use to share a printer?
Yes, you can follow these steps:

© click «.

e Click System Preferences.
€ Click Print & Fax.
e Click the printer you want to share.

e Click the Share this printer on the network check
box () changes to & ).

Print & Scan

I Ow——

Photosmart Prem C410 series
' __ Open Print Quewe...
Optins & Supplies...

Location
Wind: WP Procosmart Prem C410 series
Satue i

Shars this printer on the network | Snaning Preferences.

=
Dbty puiows. | e Pristae lised,
Default paper size: | US Letter
o )
Click the lock to prevent further changes. \2)
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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, as described in the previous section, 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 Mac 0S X.

Add a Shared Printer

@ Click System Preferences 899 e =
: (o) (howai) am
(&%) in the Dock. —
Personal
= [ e

The System Preferences B MM F @ E o ©

window appears. s, v UL R T e v’" gosing
@ Click Print & Scan. - - I

9 M ¢ =2 U @ = 4

CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver

Internet & Wireless

i ® 0 @

MobileMe  Mail, Contacts  Network Bluetooth Sharing
& Calendars
System
7T i
§ 3
Date & Time Parental Software Speech Startup Djgle. Time Machine Users &
Controls Update 1 Groups

e Click +. 800 e

® If you see the printer you
want to add, click it and skip
the rest of these steps.

@ click Add Other Printer or
Scanner. No printers are available.

Click Add (+) to set up a printer.

[+ -

Add Other Printer or Scanner...

Used il

Nearby Printers

Lexmark 7600 Series @ Paul's iMac dal
*Phomsmart Prem C410 series @ Paul's MacBook Air

Photosmart Prem C410 series [F3D8A2]

Photosmart Prem C410 series [F3D8A2] @ Paul's iMac

,4.
k)
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© click Default. 2
0 Click the shared printer.

® Look for the word Shared
in the printer description.

@ Click Add.

Note: If Mac OS X alerts you that
it must install software for the
printer, click Install.

Print & Scan

[gj Click the lock to

Add Printer

Bonjour Shared
Bonjour Shared
HP-Fax

Bonjour Multifunction
Bonjour Shared

Photosmart Prem C410 series [192.168.1,119] (Fax)
Photosmart Prem C410 series [F3DBA2]
Photosmart Prem C410 series [F3DBA2] @ Paul's iMac

Name: Lexmark 7600 Series @ Paul's iMac

Location: Paul's iMac

Print Using: | 7600 Series +.]

8606

@ Mac 0S X adds the printer.

Print & Scan

Printers (1}

Lexmark 7600 Series @ Paul's iMac

Open Print Queus... |
Options & Supplies... |

Paul's iMac

Location:
Kind: 7600 Series

Status: Idle

Default printer: | Last Printer Used B

Default paper size: | US Letter 3a)

Can I add a shared Windows printer?

Yes, if you have Windows computers on your network you
can connect to any printers that they share. Follow Steps 1
to 4 and then click the Windows tab. Click the Windows
workgroup, click the computer with the shared printer, log
on to the Windows computer, and then click the shared
printer you want to use. In the Print Using list, click +,
click Other, and then click the printer in the list that
appears. Click Add.

How do I print to the shared network
printer that I added?

In any application that supports printing,
click File and then click Print. You can
also press £+(3). In the Print dialog, use
the Printer pop-up menu to click + and
then click the shared printer you added in
this section. Choose any other printing
options you require, and then click Print.
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Share a Screen with Another Mac

ou can configure Mac 0S X to share your Mac’s screen with other computers on your network.

Sharing your screen means that whatever is displayed on your Mac’s desktop is also displayed
inside a window on the other user’s Mac. This is useful if you need to demonstrate something on the
screen because it means the other user can watch the demonstration without having to be physically

present in front of your Mac.

Once you have shared your screen, it also means the other user can work your Mac just as though he
or she was sitting in front of it. This is useful if that person needs to troubleshoot a problem.

Share a Screen with Another Mac

Sharing{

(Q )

Turn On Screen Sharing 800
G Open and unlock the Sharing SN e
preferences‘ Computer Name: | Paul's MacBook Air

Computers on your local network can access your computer at: ‘7&‘“ J

Note: See the section “Turn On File Pauls-MacBook-Air.local

and Printer Sharing” to learn how to

) . On | Service @ Screen Sharing: On
display and unlock the Sharing e e e I3 sz
| File Sharing looking for “Paul's MacBoaok Air" in the Finder sidebar.

(=
pr9ference5. "] Printer Sharing | Computer Settings... |
(| Scanner Sharing
The Sharing preferences appear. e Allovciess for (YAl users
- (=) Only these users:
. o . | | Remote Management
o Cth Screen Shanng (I—‘ Changes | Remote Apple Events AL Administrators
[_| Xagrid Sharing
to @ )' Internet Sharing
. [_| Bluetooth Sharing
Mac 0S X configures the desktop
for sharing. ?— [+]-]
N N
[IJ Click the lock to prevent further changes. @)

View a Shared Screen
G On another Mac, click

FAVORITES Not Connected

Finder (E) £ All My Files
g)AirDmp
o In the sidebar, click the Mac Lo
. esktop
with the shared screen. & paul

#% Applications
Gﬂ Documents

9 Click Share Screen.

SHARED

& Karen's Mac mini
[ Karen's MacBook Pro
[ Paul's iMac

IEl pauls64bitpc

DEVICES

i Karen's Mac mini

Share Screen...
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Mac 0S X prompts you to log
in to the remote computer.

G Type the password for an
administrative account on
the Mac that is sharing the
screen.

e Click Connect.

. All My Files
?} AirDrop
E, MebileBackups
Izl Desktop
fit paul
#% Applications
@ Documents
SHARED
=1 Paul's iMac

L] Karen's MacBook Pro
EI pauls64bitpc

DEVICES

CHAPTER
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FAVORITES Not Connected (Share|

Enter your name and password to share the
screen of "Karen's Mac mini".

Connect: (#) As a registered user
() Using an Apple ID

Name: |Paul

Password: ! .........

|_| Remember this password in my keychain

® Mac 0S X displays the shared
screen in a window.

| cancel | %'
&
L T

Can I take a picture of the shared Mac
screen?

Yes. This is a good idea if the shared
screen is displaying a message or other
data that you want to preserve in an
image. In the Screen Sharing window,
click Connection, click Save Screen
Capture As, and then save the image
file to the Mac.

Is it possible to copy data either from or to the Mac with
the shared screen?

Yes, you can copy data either way. This is useful if you have
text or an image on one Mac and you need to use it on the
other. If you want to send data to the Mac with the shared
screen, copy the data that you want to send, click Edit, and
then click Send Clipboard. If you want to receive data from
the Mac with the shared screen, use that Mac to copy the data
that you want to receive. In the Screen Sharing window, click

Edit, and then click Get Clipboard.
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A
accounts, e-mail
adding, 72-73
MobileMe accounts, adding, 72
POP accounts, adding, 73
accounts, user, 232-233
Address Book. See also contacts
contacts, maintaining, 16
icon, Dock, 21
opening and closing, 92-93
Administrator account, 233
albums of photos, creating, 168-169
all-day events
creating, 105
scheduling, 17
antivirus program, 67
app folder, creating in Launchpad, 230-231
App Store icon, Dock, 21
Apple Bluetooth mouse, 283
Apple ID, 86-87
Apple logo, removing from DVD main menu, 187
applications
automatic start-up at login of, 237
dialogs, selecting options in
check boxes, 33
command buttons, 32
list boxes, 32
pop-up menus, 33
radio buttons, 33
tabs, 33
text boxes, 32
Dock, adding icons to, 23
forcing to close when stuck, 270-271
full screen mode for, 29
Launchpad, starting with, 24-25
pull-down menus, selecting commands from, 30

shutting down, 23
starting, 22-23
switching between, 26
toolbars, selecting commands using, 31
uninstalling, 250-251
viewing open with Mission Control, 27
window layout
Close button, 28
horizontal scrollbar, 28
Minimize button, 28
resize control, 28
status bar, 28
toolbar, 28
vertical scrollbar, 28
Zoom button, 28
Applications icon, Dock, 21
appointments
all-day events, scheduling, 17
repeating, scheduling, 17
scheduling, 16
synchronizing with MobileMe, 17
apps, synchronizing, 154-155
aspect ratio, 229
attachments, adding to emails, 76-77
audio chat, 15

B
background, changing desktop, 222-223
backups, Time Machine, 258-259
batteries, reconditioning notebook, 262-263
bit rate, 123
blind courtesy copies (Bccs), 289
Bluetooth devices
Apple mouse, conflicts with, 283
cell phones, connecting, 307
generic devices, connecting, 304-305
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Bluetooth devices (continued)
keyboards, connecting, 306
removing, 307

bookmarks
creating, 62-63
deleting, 63

burning
files to CDs, 126-127
music to CDs, 7

buying, on Internet, 13

C
cables, network, 303
Calendar application, MobileMe, 292-293
calendars
navigating, 102-103
synchronizing, 148-149
cameras, importing from, 9, 164-165
cards, Address Book
adding, 94
editing, 96-97
categories, iTunes, 115
CDs
burning files to, 7, 126-127
ejecting, 121
importing music from, 7
pausing and resuming play, 119
playing, 118
random selection, playing, 121
repeating, 120
skipping tracks, 119
switching songs, 120
cell phones, connecting through Bluetooth, 307

Center option, Desktop & Screen Saver
preferences, 223

chat, 15
check boxes, dialog, 33
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clearing history list, 59
clips, adding to movie projects, 200-201
Close button, windows, 28
command buttons, dialog, 32
commands
executing, 30, 31
pull-down menus, selecting from, 30
toolbars, selecting using, 31
connecting devices for synchronization, 138-139
contacts
adding, 94-95
Address Book
maintaining, 16
opening and closing, 92-93
editing, 96-97
FaceTime, 88-89
groups of, creating, 98-99
MobileMe, 290-291
photos, adding to cards for, 97
synchronizing, 17, 148-149
working with, 16
Contacts application, MobileMe, 290-291
contents, iTunes, 115
copying
files, 44
music to CDs, 7
in shared screens, 323
text, 42
corrupt preferences files, repairing, 272-273
Cover Flow view, 158
credits, adding to movies, 212-213
cropping, photo, 170-171
customization
app folder, creating in Launchpad, 230-231
desktop background, changing, 222-223
display resolution, changing, 228-229
displaying System Preferences, 220-221



of Dock, 234-235

hiding Dock, 238-239

icons, adding to Dock, 236-237

installing programs using App Store, 242-243

screen savers, activating, 224-225

sleep options, 226-227

user accounts, 232-233

widgets, adding to Dashboard, 240-241
cycling batteries, 262-263

D
Dashboard
icon, Dock, 21
widgets, adding to, 240-241
deleting
bookmarks, 63
events, 107
files, 47
music tracks in iTunes, 123
text characters, 40
desktop
background, changing, 222-223
free space, displaying on, 248-249
icons on, 20
organization of, 247
overview, 20
dialogs
check boxes, 33
command buttons, 32
list boxes, 32
pop-up menus, 33
radio buttons, 33
tabs, 33
text boxes, 32
digital cameras, importing photos from, 164-165
directory, 53

discoverable devices, 305
disk drive, moving files between, 45
disk permissions, repairing, 276-277
Disk Utility, 276-279
disks, repairing, 278-279
display resolution, changing, 228-229
Dock
adding application icons to, 23
customization of, 234-235
hiding, 238-239
icons
adding to, 236-237
default, 21
removing from, 237
overview, 20
documents
copying, 44
creating, 4
deleting, 47
editing text in
copying text, 42
deleting characters, 40
moving text, 43
selecting text for editing, 41
moving files, 45
opening, 37
presentations, creating, 5
printing, 38-39
renaming, 46
saving, 36
spreadsheets, creating, 5
web pages, creating, 5
Word processing, creating, 4
Documents icon, Dock, 21
domain names, 53
downloading files, 66-67
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Downloads icon, Dock, 21
due dates, iCal, 109
duplicating files, 44
DVD Player application, 10, 192-193
DVDs
DVD Player, playing using, 192-193
making, 11
of movies, creating, 216-217
of photos, creating, 186-189
playing, 10

E

editing
contacts, 96-97
photos, 9

song information, 128-129
text in documents
copying text, 42
deleting characters, 40
moving text, 43
selecting text for editing, 41
effects, Photo Booth application, 185
ejecting CDs, 121
e-mail
accounts, adding, 72-73
Address Book, sending from, 95
checking for messages, time settings for, 81
closing, 70-71
contact groups, sending to, 99
exchanging, 14
file attachments, adding, 76-77
format, changing message, 85
forwarding, 84-85

MobileMe, sending and receiving
with, 288-289

opening, 70-71
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photos, sending, 182-183
reading, 80-81
receiving, 80-81
redirecting, 83
replying to, 82-83
sending messages, 74-75
signatures, adding, 78-79
synchronizing, 148-149
e-mail address, 74
Energy Saver preferences, 226-227
Equalizer window, iTunes, 119
equipment, sharing on networks, 302
events
calendar, navigating, 102-103
creating, 104-105, 293
deleting, 107
iCal, opening and closing, 100-101
repeating, creating, 106-107
to-do items, creating, 108-109
Excel for Mac, Microsoft, 5

F
FaceTime
connecting through, 88-89
icon, Dock, 21
overview, 15
signing in to, 86-87
Favorites list, FaceTime, 89
file attachments, adding to emails, 76-77
file sharing
with iDisk, 297
turning on, 314-315
files. See also documents
sharing on networks, 302
uploading to iDisk, 296-297

Fill Screen option, Desktop & Screen Saver
preferences, 223



Finder icon, Dock, 21

Fit to Screen option, Desktop & Screen
Saver preferences, 223

folders

of photos, synching, 143

sharing on networks, 316-317
font of titles, iMovie application, 213
Force Quit command, 270-271
forwarding e-mail, 84-85
free space, checking hard disk, 248-249
full screen mode, 29

G

Gallery application, 294-295

games, synchronizing, 152-153

GarageBand application, 7, 21

genius sidebar, iTunes, 115

gestures, navigating Launchpad screens by
swiping, 25

gift cards, purchasing apps with, 243

graphic equalizer, iTunes, 119

groups, contact, 98-99

H
hard disk
free space, checking, 248-249
repairing, 279
hiding Dock, 238-239
hiding previously imported photos, 145
history list
clearing, 59
loading pages from, 58
time settings for removing pages from, 59
home page, Internet, 60-61
horizontal scrollbar, 28
hot corners, 225

I

iCal application. See also events

all-day events in, 17

icon, Dock, 21

opening and closing, 100-101
repeating appointments in, 17
scheduling appointments in, 16

iChat application, 15, 21
icons

app folders, removing from, 231

on desktop, 20, 247

Dock, 21, 236-237

hard disk, displaying, 249

System Preferences, restoring original, 221

iDisk, 296-297

iDVD application, 11, 21, 186-189, 216-217
Image Capture, 165

image links, 52

iMovie application

creating new movie projects, 196-197
icon, Dock, 21

importing video files, 198-199
making movies with, 11

music tracks, adding, 208-209
photos, adding, 206-207

playing movies in, 214-215

titles and credits, adding, 212-213
transitions in, 204-205

trimming clips in, 202-203

video clips, adding, 200-201
voiceovers, adding, 210-211

importing

music, 7

music, specifying quality in, 123
music from CD, 7

photos, 9
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importing (continued)
photos from digital cameras, 164-165
tracks from CDs, 122-123
video files, 198-199

installing
programs using App Store, 242-243
software updates, 255

instant messaging, 15

Internet
bookmarking web pages on, 62-63
buying and selling on, 13
downloading files from, 66-67
history list, navigating with, 58-59
home pages, 60-61
MobileMe, web-based account, 13
navigating web pages, 56-57
QuickTime Player, playing videos on, 195
radio stations on, 132-133
reading news on, 13
Safari, 50-51
searches on, 12, 64-65
selecting links, 52
socializing on, 13
web page address, entering, 53
web pages, opening in tabs, 54-55
web surfing, 12

IP addresses, 315

iPad. See synchronization

iPhone
synchronizing. See synchronization
uploading photos to albums using, 295

iPhoto application. See also photos
editing in, 9
icon, Dock, 21
opening and closing, 162-163
organizing photos in, 8

preventing from opening when connecting
devices, 145
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viewing photos in, 8
iPod. See synchronization
iPod Shuffle, synchronizing to, 141
iSight camera, 9, 184-185, 199
iTunes. See also synchronization
categories, 115
CDs
audio levels, changing, 119
burning to, 7, 126-127
ejecting, 121
importing from, 7, 122-123
pausing and resuming play, 119
playing, 118, 120
random selection order, 121
repeating, 120
skipping tracks, 119
contents, 115
editing song information, 128-129
genius sidebar, 115
icon, Dock, 21
Internet radio stations, 132-133
Library, 114
opening and closing, 112-113
overview, 6
playback controls, 115
playing video files in, 11
playlists, creating, 124-125
podcasts, subscribing to, 134-135
song titles, viewing, 121
songs, playing, 116-117
sort buttons, 115
status area, 115
synching TV shows, 147
view options, 115
visualizations, displaying during
playback, 119



iTunes Library
categories in, 114
configuring, 114
iTunes Store
games, purchasing, 153
music, purchasing, 130
overview, 6
iWeb application, 5, 21
iWork Keynote application, 5
iWork Numbers application, 5
iWork Pages application, 4

J

jump cuts, 204-205

K
Ken Burns effect, 206-207
keyboard shortcuts
for bookmarks, 63
for displaying home page, 61
for Force Quit command, 271
for hiding Dock, 239
for navigating web pages, 57
for opening Dashboard, 241

for opening web pages in tabs, 55

for selecting text, 41
for slide show viewing, 161

for switching between applications, 26
keyboards, connecting Bluetooth, 306

Keynote application, 5

L
Launchpad

app folder, creating in, 230-231
icon, Dock, 21

navigating screens by swiping, 25
starting applications with, 24-25

links
opening in new tabs, 54
selecting, 52
list boxes, dialog, 32
location data, assigning to photos, 180-181
locking Macs, 269
locking System Preferences, 269
login items, 237, 256-257

M
Mac 0S X Updates, 255
Mail application, 21. See also e-mail
mail ports, setting up nonstandard outgoing, 73
maintenance
battery, reconditioning notebook, 262-263
desktop organization, 247
emptying Trash, 246
hard disk free space, checking, 248-249
login items, removing unneeded, 256-257
software update schedules, 252-253
Time Machine
backups, configuring, 258-259
restoring files using, 260-261
uninstalling applications, 250-251
updating software manually, 254-255
Managed with Parental Controls account, 233
mapping photos, 180-181
marking to-do items as completed, 109
memory effect, 263
menu bar
changing resolution from, 229
overview, 20
Microsoft Excel for Mac, 5
Microsoft PowerPoint for Mac, 5
Microsoft Word for Mac, 4
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Minimize button, 28

Mission Control, viewing running applications
with, 27

MobileMe
adding to email application, 72
appointments, synchronizing with, 17
contacts, 290-291
contacts, synchronizing with, 17
e-mail, sending and receiving with, 288-289
iDisk, uploading files to, 296-297
Internet account, 13
photo sharing with, 294-295
publishing videos to, 217
schedule, managing with, 292-293
signing in to, 286-287
synchronizing with, 298-299

mouse
Apple Bluetooth, conflicts with, 283
moving and copying text with, 43
pointers, 20

Movie Projects, creating, 196-197

movies
clips, adding to projects, 200-201
DVD of, creating, 216-217
DVD Player, playing DVDs using, 192-193
importing video files, 198-199
making, 11
Movie Projects, creating, 196-197
music tracks, adding, 208-209
photos, adding, 206-207
playing, 10, 11, 214-215
Podcasts, playing, 11
QuickTime Player, playing with, 194-195
recording voiceovers, 210-211
synchronizing, 146-147
titles and credits, adding, 212-213
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transitions between clips, adding, 204-205
trimming clips, 202-203
TV shows, playing, 11
moving
files, 45
text, 43
Multiple Item Information dialog, iTunes, 129
multitasking, 26
music. See also iTunes
purchasing at iTunes Store, 6
recording, 7
slide shows, adding to, 189
synchronization of, 7, 140-141
tracks, adding to movie projects, 208-209

N
names, adding to faces in photos, 178-179
network cables, 303
networks
Bluetooth devices, connecting
cell phones, 307
generic devices, 304-305
keyboards, 306
equipment, sharing, 302
file and printer sharing, turning on, 314-315
file sharing on, 302
folders, sharing, 316-317
network cables for, 303
passwords, changing, 312-313
printers, sharing, 318-319
resources, connecting to, 310-311
routers, 303
screen sharing, 322-323
shared printers, adding, 320-321
WAPs, 303
wireless, connecting to, 308-309
wireless connections, 303



news, on Internet, 13

Next Page icon, Safari, 57

nonstandard outgoing mail ports, setting up, 73
notebook batteries, reconditioning, 262-263
Numbers application, 5

0

outgoing mail ports, nonstandard, 73

P
Pages application, 4
pairing devices, 305-306
passwords
changing network, 312-313
secure, creating, 313
pausing CDs, 119
permissions, user, 317
persistence, 224
Photo Booth application, 9, 21, 184-185
photos
adding to movie projects, 206-207
Address Book, adding to, 97
albums of, creating, 168-169
contacts, adding for, 291
cropping, 170-171
desktop background, setting, 222-223
DVDs of, creating, 186-189
editing, 9
e-mailing, 182-183
importing from digital cameras, 9, 164-165
iPhoto, opening and closing, 162-163
mapping, 180-181
MobileMe, sharing with, 294-295
names, adding to faces in, 178-179
organizing, 8
previews of, 158-159

red eye, removing from, 176-177
rotating, 172-173
size of, changing, 183
slide shows of, 160-161
straightening, 174-175
synchronizing from devices, 144-145
synchronizing to devices, 142-143
taking pictures, 184-185
taking snapshots, 9
user accounts, changing, 233
viewing, 8, 166-167
pixels, 229
playback controls, iTunes, 115
playlists
burning to CDs, 126-127
creating, 124-125
synchronizing, 140-141
podcasts
playing, 11
subscribing to, 134-135
synchronizing, 150-151
POP accounts, adding, 73
pop-up menus, dialog, 33
power cycling, 266-267
PowerPoint for Mac, Microsoft, 5
preferences files, repairing corrupt, 272-273
presentations, creating, 5
Preview application
icon, Dock, 21
slide shows in, 160-161
viewing photos in, 8, 159
previews
of documents before printing, 39
of photos, 158-159
Previous Page icon, Safari, 56
printer sharing, 314-315, 318-319
printers, adding shared to networks, 320-321
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printing
documents, 38-39
to shared network printers, 321
priority settings, to-do items, 109
programs. See applications
Public folder, 315
publishing videos, 217
pull-down menus, selecting commands from, 30
purchasing music from iTunes Store, 130

Q

Quick Look feature, 158
QuickTime Player, 10, 194-195

R
radio buttons, dialog, 33
radio stations, Internet, 132-133
random selection on CDs, playing, 121
rebooting, 266-267
Recents list, FaceTime, 89
recording

DVDs, 11

movies, 11

music, 7

voiceovers, 210-211
red eye, removing, 176-177
redirecting e-mail, 83
regular events, creating, 104
reinstalling Mac 0S X, 280-283
reminder messages, iCal, 109
renaming files, 46
repeating appointments, scheduling, 17
repeating CDs, 120
repeating events, creating, 106-107
replying to e-mail, 82-83
resize control, 28
resolution, changing display, 228-229
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resources, connecting to network, 310-311
restarting Mac, 266-267

restoring files using Time Machine, 260-261
rich text e-mail format, changing, 85
ripping music, 7, 122

rotating, photos, 172-173

routers, 303

S

Safari. See also Internet
closing, 51
home page, opening new windows without dis-
playing, 61
icon, Dock, 21
opening, 50, 51
rerunning recent searches, 65
surfing Web with, 12
safety of downloads, 67
saving
documents, 36
files to Mac, 67
schedule, managing with MobileMe, 292-293
screen basics
desktop, 20
desktop icon, 20
Dock, 20
menu bar, 20
mouse pointer, 20
screen savers, 224-225, 227
screen sharing, 322-323
scrollbars, 28
scrolling credits, iMovie application, 212-213
search engines, 64
searches, Internet, 12, 64-65
secure passwords, 313
selecting links, 52



selecting text for editing, 41
selling, on Internet, 13
sending e-mail messages, 74-75
shared printers, adding, 320-321
sharing files with iDisk, 297
shortcuts. See keyboard shortcuts
Shuffle option, iTunes, 121
signatures, e-mail, 78-79
signing in

to FaceTime, 86-87

to MobileMe, 286-287
skipping tracks, on CDs, 119
sleep options, 226-227
slide shows, 8, 160-161, 186-189
smart albums, iPhoto, 169
smart groups, Address Book, 99
smart playlists, iTunes, 125
snapshots, taking, 9
socializing, on Internet, 13
software updates

manual, 254-255

scheduling, 252-253
songs, playing, 116-117
sort buttons, iTunes, 115
spreadsheets, creating, 5
Standard account, 233
starting applications, 22-23
status area, iTunes, 115
status bar, 28
Stickies application, 4
straightening, of photos, 174-175

Stretch to Fill Screen option, Desktop & Screen Saver
preferences, 223

stretched versions of resolution, 229
switching between applications, 26
switching songs, on CDs, 120

synchronization

appointments, with MobileMe, 17
of apps, 154-155

automatic, preventing, 139

of calendars, 148-149
connecting devices for, 138-139
of contacts, 148-149

contacts, with MobileMe, 17

of games, 152-153

of mail, 148-149

with MobileMe, 298-299

of movies, 146-147

of music, 7, 140-141

of photos from device, 144-145
of photos to device, 142-143

of podcasts, 150-151

of TV shows, 146-147

System Preferences

battery settings, 263

Bluetooth devices, connecting to, 304-305
desktop background, changing, 222-223
display resolution, changing, 228-229
displaying, 220-221

Dock customization, 234-235

file and printer sharing, configuring, 314-315,
318-319

hot corners, configuring, 225

icon, Dock, 21

login items, removing, 256-257
MobileMe, synchronizing with, 298-299
network passwords, changing, 312-313
screen saver settings, 224-225

shared printers, adding, 320-321
sleep options, 226-227

software updates, scheduling, 252-253
Time Machine backups, 258-259
unlocking, 268-269

user accounts, 232-233
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T
Tabs
dialog, 33
Internet window, 54-55
tagging photos, 178-179
text boxes, dialog, 32
text documents, creating, 4
text editing
copying text, 42
deleting characters, 40
moving text, 43
selecting text for editing, 41
text links, 52
TextEdit application, 4
themes, iMovie application, 197

Tile option, Desktop & Screen Saver
preferences, 223

Time Machine
backups, configuring, 258-259
icon, Dock, 21
navigating backups in, 261
restoring files using, 260-261
titles, adding to movies, 212-213
to-do items, creating, 108-109, 293
toolbars, 28, 31
transfer method, 53
transitions between clips, adding, 204-205
Trash window
emptying items from, 246
icon, Dock, 21
restoring files from, 47
trimming clips, 202-203
troubleshooting
applications, forcing to close, 270-271
corrupt preferences file, repairing, 272-273
disk permissions, repairing, 276-277
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disks, repairing, 278-279

reinstalling Mac 0S X, 280-283

restarting Mac, 266-267

unlocking System Preferences, 268-269
turning features on and off, 30, 31
TV shows

playing, 11

synchronizing, 146-147

U
Uniform Resource Locator (URL), 53
uninstalling applications, 250-251
unlocking System Preferences, 268-269
updates, software

manual, 254-255

scheduling, 252-253
uploading files to idisk, 296-297
URL (Uniform Resource Locator), 53
user accounts, 232-233
user permissions, 317

v

vertical scrollbar, 28

video calls, 15

video chat, 15

videos. See also movies
importing files, 198-199
MobileMe, publishing to, 217
QuickTime Player, playing with, 194-195
YouTube, publishing to, 217

view options, iTunes, 115

Viewer pane, iMovie application, 214-215

visualizations, iTunes, 119

voiceovers, recording, 210-211

volume, adjusting, 117



w

WAP (wireless access point), 303

web page filename, 53

web pages. See also Internet
addresses, entering, 53
bookmarking, 62-63
creating, 5
loading from history list, 58
navigating, 56-57
shortcuts for navigating, 57
shortcuts for opening in tabs, 55
tabs, opening in, 54-55

web surfing, 12

Week view, iCal, 103

widescreen displays, 229

widgets, adding to Dashboard, 240-241

Wi-Fi networks, 308-309

window layout, 28

Windows printers, shared, 321

Windows users, sharing files with, 317
wireless access point (WAP), 303

wireless connections, 303

wireless gateways, 303

wireless networks, connecting to, 308-309
Word for Mac, Microsoft, 4

Word processing documents, creating, 4
World Wide Web. See Internet

Y

YouTube, publishing videos to, 217

V4
Zoom button, 28
zooming in on photos, 159
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