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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their knowledge.

The Conventions in This Book

@ steps

This book uses a step-by-step format to guide you easily
through each task. Numbered steps are actions you
must do; bulleted steps clarify a point, step, or optional
feature; and indented steps give you the result.

© 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.

Delete a Site from Your Browsing History

You can enhance your privacy as well as the safety of other people who use your Mac by removing
a private or dangerous site from your browsing history. Safari maintains your browsing history@
which is a list of the sites you have visited. If you share your Mac with others, you might not want

them to access certain private sites in your history. Similarly, if you accidentally stumble upon

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

Delete a Site from Your Browsing History

Delete a Single Site
&Q Click History.
@ Click Show History.

You can also run the Show
History command by

pressing E+(0. =
=
—L -
iy )
_ el &
i = F@
The History list appears. e e e T m e

© Right-click the site you want to
remove.

O click Remove.ﬁ
Note: You can also click e site
and then press I,

Safari deletes the site from your
browsing history.

Note: To return to Safari, either
click History and then Hide
History, or press (3+(0-

e Icons and Buttons

Icons and buttons show you exactly what you need to

click to perform a step.

O Tips

Tips offer additional information, including warnings

and shortcuts.

© Boud

Bold type shows command names, options, and text

or numbers you must type.

O 1talics

Italic type introduces and defines a new term.

Delete an Entire Day
@ Click History.
@ Click Show History.

You can also run the Show
History command by

pressing (+0.

The History list appears.

@ Right-click the date you want
to remove.

© Click Remove.

Safari deletes the date from
your browsing history.

&Nute: To return to Safari, either
click History and then Hide

History, or press [+{.

Note: To learn about the Clear
History command, see section
“Remove Saved Website Data,” later
in this chapter.

TIP

CHAPTER

Enhancing Online Privacy

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

history daily.
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CHAPTER 1

Learning Basic
0S X Tasks

0S X has a few basic tasks that you need to know to make the rest
of Mac chores faster and easier. These chores include starting and
managing applications, searching your Mac for documents and data,
saving your work, and fundamental file operations such as opening,
printing, and copying.




Start an Application . . . . . . ... ... 00000, 4

Start an Application Using Launchpad. . . . . . ... ... 6
Locate the Mouse Pointer. . . . . . .. ... .. ..... 7
Switch Between Applications . . . . . . . ... ... ... 8
View Running Applications with Mission Control. . . . . . . 9
Run an Application FullScreen . . . . . . . ... .. .. 10
Split the Screen with Two Applications . . . . . . . . .. 11
SearchYourMac . . . . . . . . o v v v v v v v v oo 12
SaveaDocument. . . . . . . ... 00 0. 14
OpenaDocument . . . . . . . . ¢t v v v v v oo )
PrintaDocument . . ... ... ............ 16
CopyaFile. . . v v v v v i i it e e e et e e e 18
MoveaFile . . . . . ¢ i v v i v i v i v it vt o 19
RenameaFile . . . . . . .. .. v v v v v v oo 20
DeleteaFile. . . . . . . . ¢ o v v v v v v v v v e 21

OpenaFolderinaTab . . . .. . ... ... ...... 22



Start an Application

'I'o perform tasks of any kind in 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 use a web browser application, such as the Safari program that comes with
0S X. Before you can use an application, however, you must first tell 0S X what application you
want to run. 0S 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

Using the Dock

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

) Move the mouse (k) over a
Dock icon to see the name of
the application.

A
MOOD e BBRO BO®BFE

Using SpOtl‘ight it View Go Window Help [0 D = o) B3 319PM Paul Q=

@ Click Spotlight (). 6

Q Start typing the name of the
application you want to start. k
@ 0S X displays a list of matching Q GadageBando
items.

«  GarageBand 3
Q When the application appears in y _ &/ GarageBand

22 Gary Aslett
& o 1 Recent Documents

the results, click it to start the 2 Gary Wnicts
ty  Gary Whibbs
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Us.ing F.inder ® Finder File Edt View Go Window Help Lo 1) = W) B3 320PM Paul Q=
@ click Finder ().

The Finder window appears.

© Click Applications.

[ Appiications.
m ol B | a

Note: You can also open Applications

. . . . & All My Files

in any Finder window by pressing S @
.« p. AirDrop Apa Store

ELHEHT or by clicking Go and 5 oeston

then clicking Applications. 1) \g}

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

click the application icon. < @y

e Double-click the application you
want to start.

1 of 42 selected, 46,22 GB available

@ Calculator File Edit View Corvert Speech Window Help 5 %0 = &) B3 320PM Paul O =

@ The application appears on the
desktop.

() 0S X adds a button for the application
to the Dock.

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

Note: Another common way to launch an
application is to use Finder to locate a
document you want to work with and then
double-click that document.

MOOL "ol IROTRO®ADxwy @MY

How do I add an icon to the Dock for an application | How do I shut down a running application?

I use frequently? To shut down a running application, right-click
To add an icon to the Dock, repeat steps 1 to 3 in the | the application’s Dock icon and then click Quit.
subsection “Using Finder.” Right-click the application’s | Alternatively, you can switch to the application
Dock icon, click Options, and then click Keep in Dock. | and press (. +(2).




Start an Application Using Launchpad

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

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

@ click Launchpad ().
The Launchpad screen appears.

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

Launchpad switches to the
screen and displays the
applications.

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

Launchpad opens the folder.

Click the icon of the application
you want to start.

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

0S X starts the application.

el 3 b 'CQ}

SnapzProX @ TextWrangler
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Locate the Mouse Pointer 1

S X El Capitan includes a new feature that helps you locate the mouse pointer. This is useful

because although you can control certain features of 0S X using the keyboard or by using gestures
on a trackpad or similar device, most OS X tasks require the mouse. Clicking, double-clicking, dragging,
and other standard mouse techniques make using OS X easy and efficient, but not if you have trouble
locating the mouse pointer. This can happen very easily if your screen is crowded with windows.

Locate the Mouse Pointer

o J]gg[e the pointer several ® Finder File Edit vView ‘Gor Window _Help [ ) = W) B 427PM Paul Q=
. e wordspy.com 3 CRIN-RIE=R
. F - - =)
times: e e e ——
If you have a mouse, move E—
the mouse back and forth. | g h Fi
ece [ Applications ; i 2
If you have a trackpad or < @=ro=- %- a sem
a Magic Mouse, slide your R ‘@ E ) (24 B
. ud Drive App Store: Automator Calculator Calendar
finger back and forth on the oy
[ Desktop 16
surface of the track.pad or s \«3, ‘ e. u
the top of the Mag]c Mouse. glwluzlinm chess contsets Dashboard Dietonsry
Documents
o 3 c 23 .
S )
2 paul's iMac B VD Player FaceTime Font Book Game Center
2] EPSON XP-810 Series ” 50 T
B epson720did > 1
B g © € w
; :'l;:slﬁ'wpc GarageBand iBooks Image Capture iMovie

@ 0S X temporarily increases € Finder Fle ES Vew Go Wadon Felp = = 40 6 P bl G =
. 3 ndied _ rdspycom ¢ olla)oH
the size of the mouse (k). - - - =3 |
TS S S ] S S S S S v
i i T Ty 3 s Ts T3
<| Today
Wed Thu Fri
ece [ Applications 2 2
ki) H = @ o B & Q, Search
Favorites
8 Allmy Files @ & @ 9
& iCloud Drive
@ Airdrop App Store Automator Calculstor Calendar
[ Desktop 16
@ paul
7 Applications
BB pocuments Chess Contacts Dashboard P Y Dictio 23 4
Devices
Shared 22
3 Paul's iMac 5 L 5
- B VD Player FaceTime Font Book Game Center ke
B epson720d1d
[ Karen's iMac
——— @
B ioftpe -
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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 0S X, after you start one application, you do not need
to close that application before you open another one. 0S X supports a feature called multitasking,
which means running two or more applications simultaneously. This is handy if you need to use
several applications throughout the day.

Switch Between Applications

Cl.]Ck the DOCk icon Of the & Textedit File EaR Formal View Window Help L;t:@ = W) @ 436PM Paul Q=
. . Untitied -

application you want to

switch to.

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

@ 0S X brings the application ‘
window(s) to the foreground. : -

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

=B

==

Note: To switch between applications | @ Aty e
& iCloud Drive

from the keyboard, press and hold ‘ @ o

[ Desktop
(&Y paul
~ /A Applications

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

GB svail =

1000 "o llROSROOAT<E WY




View Running Applications with CHTR

Mission Control

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

0S X allows you to open multiple applications simultaneously, and the only real limit to the number
of open applications you can have is the amount of memory contained in your Mac. In practical terms,
this means you can easily open several applications, some of which may have multiple open windows.
To help locate and navigate to the window you need, use the Mission Control feature.

@ click Launchpad (#).

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

1
MOOL "o lAROROOATE |l

() Mission Control displays each
open window.

To switch to a particular
window, click it.

© To close Mission Control
without selecting a window,
click Desktop or press (=4.




Run an Application Full Screen

You can maximize the viewing and working areas of an application by running that application
in full-screen mode. When you switch to full-screen mode, 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 buttons). 0S X then expands the rest of the application
window so that it takes up the entire screen. Note that not all programs are capable of switching to

full-screen mode.

Run an Application Full Screen

@ Click View.
Q Click Enter Full Screen.

You can also press (o .

@ In applications that support
Full Screen, you can also click

Zoom ().

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

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

press 33, or (I+E3+3.

10

By Alpha

By Tag

By Date
Random Word

Top 100
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om ¢ &
<tomize Toolbar... k o O E3|
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Show Bookmarks Sidebar ~81
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‘Show Shared Links Sidebar ~#3

‘Show Downloads
Reload Page

Zoom In 32+ isted that it has to do with the way our bodies
Lrme %= 1sses, or the way we remember the trips we take
Zoom Text Only

1. On Wednesday, a team in Japan released a new
ling the latest effort to solve the mystery. This

“fect is created by travelers’ memories of their

journeys — and those memaries alone.
—Eryn Brown, “The trip back home often seems to go by faster — but why?,” Los
Angeles Times, June 10,2015

Text Encoding

2014
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By Date
Random Word

Top 100

Word search

<}

© & o

+ retum on alent - returnment

wordspy.com

Home — Alpha = R = return trip effect

return trip effect

n. The illusion that the return trip takes less time than the initial trip, even
when the distance and actual time of both trips are the same.

Examples

2015
In past years, researchers have suggested that it has to do with the way our bodies experience and
measure time as it passes, or the way we remember the trips we take after the fact, or perhaps a bit of
both. On Wednesday, a teamin Japan released a new report in the journal PLOS ONE detailing the latest
effort to solve the mystery. This group’s take? That the return trip effect is created by travelers’
memories of their journeys — and those memeories alone.
—Eryn Brown, “The trip back home often seems to go by faster — but why?," Los Angeles Times, June 10,
2015

2014
What causes this so-called “return trip effect”? You might guess that it has something to do with
knowing the route — on the way back, you see landmarks that help you better gauge when you're close
to your destination. Well, you'd be wrong! According to this study, the return trip effect (which makes
the return trip seem 17-22% shorter on average!) is seen even when people take different routes on the
outward and return trips.
—"Elashback Friday: Why the return trip always seems shorter,” Discover, July 4, 2014
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Split the Screen with Two Applications 1

You can make your 0S X desktop more convenient and more efficient by splitting the screen with
two application windows. Splitting the screen means that one application window takes up the
left side of the desktop, and a second application window takes up the right side of the desktop.
With these windows arranged side by side, the content of both windows remains visible at all times,
so you can easily refer to one window while working in the other.

Split the Screen with Two Applications

@ click and hold Zoom ().

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

@ 0S X displays a blue
background to show you where
the application window will
reside.

e Release the mouse.

@ 0S X switches to full-screen
mode and displays the
application in the half of the

screen you selected. 0 —

@ 0S X displays thumbnail
versions of the other open
windows.

0 Click a window.

0S X displays the window in
the other half of the screen.

Note: To exit split-screen mode,
move the mouse (k) to the top of
the screen, click View, and then
click Exit Full Screen. You can also
click Zoom (@), press (=, or
(Control g s¢ gy F X
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Search Your Mac

You can save time and make your Mac easier to use by learning how to search for the apps, settings,

or files that you need.

After you have used your Mac for a while and have created many documents, you might have trouble
locating a specific file. You can save a great deal of time by using 0S X's Spotlight search feature to
search for your document. You can also use Spotlight to search for apps as well as information from

the Internet, the iTunes Store, the App Store, and more. Alternatively, you can use Finder’s Search

box to search just your Mac.

Search Your Mac \

Search with Spotlight
@ Click Spotlight ().
You can also press EHHEETT.

@ The Spotlight window appears.

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

© As you type, Spotlight displays
the Mac and online items that
match your search text.

e Click the item you want to view
or work with.

0S X opens the item.

12

e Edit View Go Window Help

Lo 9 = W) B 9:05AM Paul Q =

Q, Spotlight Search

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

You can change this in Preferences. Learn more...
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Search Your Mac
@ click Finder ().

If you want to search within a

specific folder, open that folder.

9 Click inside the Search box.

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

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

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

e Click the item you want to
work with.

0S X opens the item.
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< = # v Q, Search
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[ NN ] Searching “All My Files”
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¥ =
Favorites Search: This Mac [LIILTIETS Shared (Save |(+]
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remove (B4 changes to| ).

Can I remove item types from the Spotlight search results?
Yes. Spotlight supports a number of different categories, such as Applications, Documents, and Contacts.
If there are categories that you never search for, such as system preferences or movies, you should remove
them to make it easier to navigate the Spotlight search results.
To remove one or more categories from the Spotlight results, click System Preferences (@) in the Dock
and then click Spotlight. In the Search Results pane, click the check box beside each category you want to
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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, 0S X stores the changes in your computer’s memory.
However, 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 make 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 drive.

Save a Document ‘

@ click File.

© click Save.

In most applications, you can
also press C+E0.

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

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

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

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

0 Click Save.

The application saves the file.
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Open a Document

CHAPTER

|

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

that you used to create it. When you save a document, you save its contents to your Mac’s hard
drive, and those contents are stored in a separate file. When you open the document using the same
application that you used to save it, 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 you
want to work with.

© Click File.
€ Click Open.

In most applications, you
can also press ().

The Open dialog appears.

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

o Click the document.
© click Open.

The document appears in a
window on the desktop.

Metafour Inc.
Account.DOC

METAPHOR.DOC

XLSX

Mortgage
Amortiza...edule.xls

Northwind

Options

Mortgage
Amortiza...dule.xlsx

Northwind

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

me Edit Format View Window Help F=Eo)
o0e New #N Untitled ~
av ) | calibri Open... 3 e =
z Open Recen
lo T4
Close
‘ Save...
Duplicate
Rename...
Move To...
Revert To 4
Export as PDF...
Show Properties 3P
Page Setup... £8P
Print... ®P
(G| =] Documents Cﬂ Q, Search
Map to Convention Meeting Agenda Meeting Memo to Memos
Center.doc Form.xsn Minutes.doc Penske.docx
boe - I arr R——

Microsoft User Data  [ILDLERC ARG
Manners.rtf

Maovies.xls

Northwind

Miscellaneous
Ramblings

o=
Doc DOCK

My Jargon.DOC New Words in the
Modern...place.docx

ATF
Northwind.mdb

QOpen ﬂ

Northwind
P

Cancel

15



Print a Document

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

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

Print a Document ‘

o Turn on your printer. ® Textedit File Edt Format View Window Help =0 =
[ NN ] "« Minding Your E-mail Manners.rtf -
e Open the document that you Ao llneguar Sl [v) @mle)(n v | @== Sllwcli=x
want to print. el z B 5 - 5

A commercial society whose members are essentially ascetic and indifferent in soc
to be provided with blueprints and specifications for evoking the right tone for even
—NMarshall McLuhan

|
& One of the first things you notice when you're drifting around the Net is that it attrad
than its share of bohemians, nonconformists, and rugged individualists. And even {
these people surf to the beat of a different drum, the Net resolutely refuses to dege
mere anarchy. Oh, sure, you get the odd every-nerd-for-himself hurly-burly, but civi
the vast majority of the time.

Usually, most Netizens are just too busy with their researching and rubbernecking t|
trouble, but there's another mechanism that helps keep everyone in line: Netique
network and etiquefte). Netiquette is a collection of suggested behavioral nerms c{q
grease the wheels of Net social discourse. Scofflaws who defy the Netiquette rules|
to see a few reprimands in their e-mail inbox. To help you stay on the good side of
community, the next few sections tell you everything you need to know about the N
involved in sending e-mail.

The Three B's of Composing E-Mail
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to see a few reprimands in their e-mail inbox. To help you stay on the good side of
community, the next few sections tell you everything you need to know about the N
involved in sending e-mail.

The Three B's of Composing E-Mail
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The Print dialog appears.

Printer: | ¢ EPSON Artisan 837 @ Paul's iMac w

The layout of the Print dialog Presets: | Default Settings
varies from application to Copes:
application. The version shown Rages 9':” o 7

rom: to: |1

here is a typical example.

Paper Size:  US Letter
| 1[5
Orientation: 1@ | I£ |

TextEdit

| Print header and footer
Rewrap contents to fit page

]

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

e To print more than one copy,

type the number of copies to 9 G €T Cancel m

rint in the Copies text box.
P P r mechanism that helps keep everyone in line: Netiguette (a blend of

0 Click Print tiquette is a collection of suggested behavioral norms designed to
: social discourse. Scofflaws who defy the Netiquette rules can expect
. n their e-mail inbox. To help you stay on the good side of the Internet
@ 0S X prints the document. The A/ 3

sections tell you everything you need to know about the Netiquette
printer’s icon appears in the Dock |-
while the document prints. Composing E-Mail

P S |

g S P T T Sy W [ Y | W

dBIROO®AP=E @V

Can I print only part of my document?

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

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

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

You can use 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 ﬁl_e that you want @ Finder File Edt View Go Window Help Lo D = o) B 1§ AM Paul Q=

il Documents o0 e [ Backups
to copy. ¢ & [=mo] (@] 0 LT IR - BERDICHIES o|#-] 5
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e Open the folder to which you i RS i
. iCloud Drive v Products.iit ) iCloud Drive
want to copy the file. @ Atorop ) S o i Contin, o
. g"‘ﬁ““ © e vt D o tes oo 2 Py .
To open a second folder window, v e = 4
. . . pplications @ A Brief E-mail Primer.docx Applications.
click File and then click New B bocu 5 A Mosaicof New Words.doc w‘!'4mm !
Finder Window, or press C+(1. |~ Pl . .
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e Press and hold (821°1), and then |™
click and drag the file and drop
it inside the destination folder.
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o The Or'iginal. ﬁle rema-ins in 1tS ® Finder File Edt View Go Window Help - =] ‘3!’«-7: :))) T4 1059AM Paul Q=
o ocuments L ackups
fol_der. < Bl = [l © (%l < > Egmﬂnm@i__ O || %~ »
Favorites Heme) . | | Favorites
141 1 E Al My Files . Employees.rtt £ Al My Files
o A copy 0:‘: the Or'lg'lr]al. f!le % iCloud Drive e :"_’“r‘:tf‘f"‘n'_ T & iCloud Drive
appears in the destination @ vorop @ whenworss Colicadiocx @ arorop
[ Desktop & Party Invitation.docx [ Desktop
fO l.der. @ B Hello World (font substituition test).doc P
=x @ New Words in the M...ern Workplace.docx paul
#; Application: @ A Brief E-mail Primer.docx # Applications 0
You can also make a copy of a 15 Docu I B ezt AMosaioarNow
. . . Devices Inf le Dartboard...Marketing Plan.pptx Devices Words docx
file in the same folder, which I3 Padet ot B a0 Remote Dise
. . Wiley Visual Vista scheme.Theme
is useful if you want to make B Ut Grdon s et & soorcaue
. . M Florence, Italy.ppsx O rLasHoR.. 2
major changes to the file and @ o Garion Doson e shmnd
I Sales Summary.pptx
you would like to preserve a L =
copy of the original. Click the I Tt Widous s
. . . . I Einstein's Special T...ory of Relativity.pptx
file, click File, and then click - Nortrwind Orgar.

'2) Urban Garden Design.mht
Duplicate, or press [ +(:). 0S " 1

. 1 of 258 selected, 38.83 GB available 1 item, 23.57 GB available —
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 drive. This original location is not permanent, however. Using
the technique in this section, you can move the file to another location on your Mac’s hard drive.
You can use this technique to move a single file, multiple files, and even a folder.

o Locate the file that you want to
move.

e 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 (LI,

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

Note: If you are moving the file to
another drive, you must press and
hold [ while you click and drag the
file. Otherwise a copy is made.

O The file disappears from its
original folder.

© The file moves to the destination
folder.

® Finder File Edit View Go Window Help

Bl Documents ene®
£ 8 = |00 ol BB &?V»I<
Favarites L EAPE N Favorites
£ Al My Files Soup-Nuts Continuum Found.txt
o
Y icloud Drive e[t
i @ Customers.xisx P
7 Airbrop B Products By Category.sisx Airbrop
= Desktop B Mortgage Amortization Schedule.xisx
£} poul [ Cnmlmur\:l Formatting.xisx £ paul
E Information Functions.xisx.
7 Applications @ Present Value Calculator.xisx
™ Documents B Analyzing Financial Data.xIsx

B Inventory.xisx
Devices 6% 2016 Budget.xlsx
L1/ Employees.rtf

Shared

Co 0 = %) & 110 Paul Q=
[ Work Documems%

£ Al My Files
< iCloud Drive

= Desktop.

#% Applications
[ Documents

Remote Dise

i » Products.rif @ BOOTCAMP
ags @ Scientists Discover...uts Continuum.docx
T When Words Gollide doox O rastor.. &
@ Party Invitation.docx Shared
& Hello World (font substituition test).doc
@ New Words in the M...ern Workplace.doex Tags
T A Brief E-mail Primer.docx
@5 A Mosaic of New Words.docx
) Juggling.ppte
[ Infiatable Dartboard...Marketing Pian.pptx
[7 Patient Health Education Seminar.pptx
Wiley Visual Vista scheme Theme
258 items, 38.83 GB available 0 items, 38.83 GB available — -
® Finder File Edit View Go Window Help Lo ‘0 = o) B 11:02AM Paul Q=
B Documents e0e [3 Work Documents
< EH = ENEE # vl < EEEDJI\CII B %~ »
Favorites L T Favorites
£ AllMy Files Soup-Nuts Continuum Found.txt B All My Files
™
& iCloud Drive O Contacts SV & icloud Drive
_ B Customers.xlsx i
@) airdrop & Products By Category.xisx @ irbrop
[ Desktop B" Mortgage Amortization Schedule.xisx [ Desktop
& paul 6" Conditional Formatting.xlsx 1% paul
B Information Functions.xlsx o
#; Applications @ Present Value Calculator.xisx # Applications
% Documents @ Analyzing Financial Data.xlsx [ Documents
B Inventory.xisx | —rd
B u Employees.rtt Lo B K

Shared i Products.rtf
[° Scientists Discover...uts Continuum.docx
Tegs @ When Words Collide.docx
@ Party Invitation.docx
5 Hello World (font substituition test).doc
0° New Words in the M...ern Workplace.docx
@ A Brief E-mail Primer.docx
@& A Mosaic of New Words.docx
5 Juggling.pptx
[ Inflatable Dartooard...Marketing Plan.pptx
[ Patient Health Education Seminar.pptx
" Wiley Visual Vista scheme Theme
M Urban Garden Design.pptx

257 items, 38.84 GB avallable

Remote Disc
[ sootcamp
B FLAsHDR.. 2

Shared

Tags

2016 Budget.xisx

1 item, 38.84 GB available =Cr
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Rename a File

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

describe the contents of the file. Giving your document a descriptive name makes it easier to
find the file later. You should rename only those documents that you have created or that have
been given to you by someone else. Do not try to rename any of the 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 sce 15 Documents
. < Bl = m o) (& | O a | %~ Q Search
file that you want to rename. e - HEDREE —
Favorites
Click the file. B ary e EHOo [
e < iCloud Drive E RN
@ Press (D). Bus ST Y
esktop
() A text box appears around the ] & =]
. 7‘3: Applications i Bhcx
ﬁ lename' Logophilia Ltd Logophilia Macros.pptm
Account.rtf Newslett...imer.docx
Devices
You can also rename any folders s . = =y
|
that you have created. Togs Lmj
Map to Convention Meeting Agenda IMeeting
Center.doc Form.xsn Minutes.doc
= B
Memo to Memos Metafour Inc.
Penske.docx Account.DOC
—
1 of 255 selected, 38.83 GB available —
e Edit the existing name or type a ece 151 Documents

“ Bl = [ o) = 0 =1 Lo K - 2 Q, Search
new name that you want to use el - HED DS —

Favorites

for the file. B Allvy Files ‘-I

. D iCloud Drive DOCX
If you decide that you do not @ Aidrop Luuonmm—zmsﬂampmua 20 Lagenilis Limited
Sales Plan.pptx les Proposal pptx Annual R...015.docx
want to rename the file after g"“"“’p X
paul B
all, you can press (=) to cancel L. E. D
the 0perat10n. _ Logophilia Ltd Lm;nphilia‘j Macros.pptm
Account.rtf Newslett...imer.docx
Devices
e Press (Z.20 ) or click an empty s = 0 =
section of the folder. Tage Lmj oo
Map to Convention Meeting Agenda Meeting
The new name appears Under Center.doc Form.xsn Minutes.doc
the file icon. E‘ —
Memo to Memos Mel;mur Inc.
Penske.docx Account.DOC

1 of 255 selected, 38.83 GB available 2
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Delete a File

CHAPTER

|

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 0S X system files or any files associated with your applications, or your computer may behave

erratically or even crash.

Delete a File

0 Locate the file that you want
to delete.

Click and drag the file and
drop it on the Trash icon ()
in the Dock.

@ The file disappears from the
folder.

You can also delete a file
by clicking it and then
pressing EHEEET.

If you delete a file
accidentally, you can restore
it. Click the Dock’s Trash
icon (7") to open the Trash
window. Right-click the file
and then click Put Back.

[ NoN ] [ Documents
< ﬂ =m i 8| M (] © | #&~ Q Search
— = = =
S E— e
) ; The Food To-Do List Training pptm Travel ltinerary -
All My Files Pyramid.pptx Florence.pptx
< iCloud Drive
@ wirdrop @ = &
= Desktop = ATF __boc
1} paul Travel Request Trips v. Trips v Type Sizes.doc
i Form.xsn Vacations.docx Vacationkrtf
#% Applications
| Bommens 1 =
Devicas boc E E _Docx
Shared Typetaces.doc TYV Windows UN Establishes Urban Garden
XP.pptx Vowel Re...und.docx Design.docx
Tags
T — =
Urban Garden Urban Garden Urban Garden
Design.mht Design.ppsx Design.pptx
—
— oocx
Videos When Words Wiley Visual Vista Windows Vistd
Collide.docx scheme Theme Troubles...ting.do
1 of 246 selected, 38.83 GB available

Al IROTROND

L NN [ Documents.
< ﬂ = m o) &~ o~ Q Search
o = = 8
Favorites rrET— o —
5 The Food Te-Do List Training pptm Travel ltinerary -
& All My Files Pyramid,pptx Florence.pptx
< iCloud Drive
@) airdrop %4 ﬂ
[ Desktop - 00C
1} paul Travel Request Trips v. Type Sizes.doc Typetaces.doc
. Form.xsn Vacations.docx
#% Applications
| Bowres P = =
Devices E _bocx <MHTML 4 4
Shared TYV Windows UN Establishes Urban Garden Urban Garden w
XP.pptx Vowel Re...und.docx Design.docx Design.mht
Tags ¥

fa
1

X
Urban Garden Urban Garden Urban Garden Videos
Design.ppsx Design.pptx Design.xml

Dok _ bocx | _boex_
When Words Wiley Visual Vista Windows Vista Word Macros.docx
Collide.docx scheme.Theme Troubles...ting.docx

245 Items, 38.83 GB avallable
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Open a Folder in a Tab

You can make it easier to work with multiple folders simultaneously by opening each folder in its
own tab within a single Finder window. As you work with your documents, you may come upon
one or more folders that you want to keep available while you work with other folders. Instead of
cluttering the desktop with multiple Finder windows, OS X enables you to use a single Finder window
that displays each open folder in a special section of the window called a tab. To view the contents
of any open folder, you need only click its tab.

Open a Folder in a Tab

0pen a Folder in a New Tab o.o .Flndsr File Edt View Go Window Help — E D = ) @
o Right-click the folder you want sk - R R ENE EICE Sl
to open. e
i A H =B = =N
e Click Open in New Tab. s Deskop Documents Dovioads Movis
& Desktop
#% Applications e —y m
‘ Open in New Tab
[% pocuments Music tes
) Move to Trash
Devices
— Get Info )
Compress "Pictures”
Tags Burn "Pictures” to Disc...
Duplicate
Make Alias
Quick Look "Pictures”
Share >
Copy "Pictures”
Clean Up Selection
Show View Options
1 of 8 selected, 33.53(}] TS [ —_—
o A new tab appears for the .ﬁo .Flndar File Edit View Go Window Help- 0 D = o) b |
Pictures
folder. T B=uwwo = & o Q search
paul ‘ i Pictures
(© The folder’s contents appear — 2
E Al My Files ’ ‘ J— - E
here. & iCloud Drive [ |
. . . @ AirDrop Baby Paul.jpg Bahamas blackpiglet.jpg bridge.tif
© Click any tab to display its o
contents in the Finder window. & pout — b | —
ﬁ Applications — - —
0 TO close a tab, pos.it.ion the 3 Documents Busy St.jpg Dickie Lake Dolphin.tif Flat Co;;%alendar
mouse (k) over the tab and sharnd —— — @ —
then click Close Tab (). R — — —-—
Flat Coat Calendar Flowers gargoyle.gif Gypsy
2012
— e — rv—
- . = |
iChat lcons iPhonography iPheto Library iPod Photo Cache
1 of 25 selected, 38.83 GB available —
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CHAPTER

Learning Basic 0S X Tasks 1

Create a New Tab & Finder JLgT0 Edt View Go Window Help D = 4) &
[ NN ] lew Finder Window BN 'P\'ctures
i i A Id % > earcl
o Cth F.I l'e' === 1 wisld:: with “St. Maarten” "3@: ﬁ S *(Z ?f e Seeh ‘ =
New Smart Folder NN Pictures +1
© Click New Tab. == , 0
B Al My File: e udl J— n
@ If you already have two or more gm'm"ri o 2 B o o
. AirDrop rint 8 ahamas lackpiglet.jpg ridge.
tabs open, you can also click QIS Clom Wincoy S
ose Tal
Create a new tab (). Ll — « | i w—
A Rename — - ——
Finder creates a new tab. O rE—— el olin. it Flat Geat Galondar
Devices
Duplicate 28D
Shared Maks Als =L | .- 1om—
T Quick Look "St. Maarten” 8Y [remrio
Show Criginal %R
Add to Dock ~ANSET Flowers gargoyle.gif Gypsy
M to Trash e
& "m a m
B “St. Maarten” to Disc... |
urn laarten” to Disc e | ety
(FIes) I iPhonography iPhoto Library iPod Photo Cache
Tags...
s i i, Pd, 38.83 GB available —
Merge 0pen Folder Windows @ Finder File Edit View Go R Help i o 40 = o) B 1
. — imize l.
lnto Tabs 2 | Through Windows 38" isn:s -
0 Click Window. — J‘f‘ Show prvious S| = 2
eoe T
© Click Merge All Windows. e - - B0 ases I
. Faverites ! Bring All to Front
Finder moves all the open folder &) Al My Files B =
+ Applications !
. . . . iCloud Drive A Calculator Calendar
windows into tabs in a single T il
Finder window. e e 0 m
. 7 paul E -
Note: To Copy or move a ﬁle to a 7 Applications Chess Contacts Dashboard Dictionary
. . @ ocuments
folder open in another tab, click and ) poemert e :
drag the file from its current folder st 6 m ﬁ ‘ -
and drop -|t on the other folder’s tab. Tags DVD Player FaceTime Font Baok Game Center
& (O B <&
B 47 items, 38.83 GB available — | -

Are there any shortcuts I can use to work with folders in tabs?
e In a folder, press and hold (7 and double-click a subfolder to open it in a tab. Press and hold
instead to open the subfolder in a tab without switching to the tab.

e In the sidebar, press and hold (3 (or E3+E1)) and click a folder to open it in a tab.
o Press CLTHEHTD or ETHEHID to cycle through the tabs.

® Press to close the current tab.

® Press (2171 and click Close Tab () to close every tab but the one you clicked.
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CHAPTER 2

Browsing
the Web

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

@ safarl File Edit View History Bookmarks Window Help

eoce [Em] & google.com

G()\.JSIE web browsing

Web Images Videos Shopping News More ~ Search tools

About 2,420,000 results (0.26 seconds)

The psychology behind Web browsing - The Next Web
thenextweb.com/.../the-psychology-behind-web-browsing... ~ The Next Web ~
Jun 9, 2015 - When it comes to website optimization, even global enterprises can trigger
adverse behavior from visitors to their site if they don't take ...

Images for "web browsing" -browser Report images

More images for "web browsing" -browser

Google web-browsing toolbar debuts in Cuba - Phys.org
phys.org » Technology » Internet ~ Phys.org ~

May 7, 2015 - A Google toolbar to streamline tasks—such as searching the Internet or
bookmarking online pages with Web browsing programs—made its ...

A Google web-browsing toolbar has made its debut in Cuba
www.businessinsider.com/afp-google-web-browsing-tool... ~ Business Insider ~
May 7, 2015 - Las Vegas (AFP) - A Google toolbar to streamline tasks -- such as
searching the Internet or bookmarking online pages with Web browsing ...

Introducing Easy Web Browsin




OpenaWebPageinaTab . ... ............ 26

Navigate WebPages . . . . . . . . . .« v o v v v v o 28
Navigate with the History List . . . . . . . ... .. .. 30
Change YourHomePage . . . . . . . . ¢« ¢ v v v v v o 32
Bookmark WebPages. . . . . . . . . . ¢ 0000 34
PinaWebPageTab . ... .. ... .......... 36
MuteaWebPageTab. . . . . . . ... ... ... ... 37
SearchforSites . . . . .. ... ... 38
DownloadaFile . . . . . . . .. oo v v v oo 40
View Links Shared on Social Networks. . . . . . . . . .. 42

Create a Web Page Reading List. . . . . ... ... ... 44



Open a Web Page in a Tab

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

a tab. You can then use a second tab to visit your other sites, and to resume viewing the first site,
you need only click its tab.

Open a Web Page in a Tab

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

Q Click Open Link in New Tab.

e0® < o]

=

mcfedries.com [ =

ﬁ McFedries.com  Books  Articles ThreeMPH  Footpaths  Reads  Search

PauL McFEeDRIES

WRITER. CODER. WALKER. READER. LOGOPHILE. HUMAN.

Fresh Books FreS@ Articles

Tips, tricks, and troubleshooting markal

———=_ An accessible, easy-to-understand

ipad | IPad Portable Genius, 3rd Know Your Wearahles Slans.
® Edition Jerktec Open Lnkn New Tb 2
' Open Link in New Window

- techniques for the iPad Air 2, the iPad IEEE Sp Download Ljnked File
mini 3, and i0S 8. Download Linked File As...
! Add Link to Bookmarks...
Published: November 24, 2014 Your || Add Link to Reading List
%at k| Copy Link
Teach Yourself VISUALLY OS X drive? 5 s
Yosemite IEEE Sp o

guide to Apple’s OS X Yosemite The L: New Telxlwrang\er Document with Selection
R Add to iTunes as a Spoken Track
operating system for Macs. Compet  agd 1o Reading List
have a COmplex 1ex1comn.

Search With Google

Published: November 3, 2014

bl

TFFF Spectrum
lang

O A new tab appears with the sce 0
page title.
e Click the tab to display the
page.

<

Know Your Wearables Slang - IEEE Spectrum

spectrum.ieee.org

Paul McFedries

Multimedia Magazine Resources

Topics Reports

Know Your Wearables Slang

CarsThat Tl

Subscribe to the biw
newsletter now

Jerktech, earables, and citizen-terminals all mark a
brave new wearable world
By Paul McFedries

Posted 22 May 2015 | 15:00 GMT
Share [ Email = Print | [E Reprint

!l sPEcTRU

Thoreau’s warning about the effects
of technology seems more relevant
than ever in this era of boisterous
4 technological innovation—an era that

seems particularly determined to
bring computers and other “smart”
devices ever closer to the people
using them, and to generate new
words and phrases that reflect this
increased proximity.

Related Stories
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Browsing the Web

create a New Tab p;gwi:::dg\::!w HisloryaN Window Help % 70 = o) sexma 4:28PM Paul :1 =
Cl' k F'l - New Private Wil 8N lciim ste.on 2 L &
'Ic lI e‘ e ‘.' ® Know Your Wearadles Skang - IEEE Spectr Top Sites 0
o Open File... #0
Open Location... s : 8 e :
© Click New Tab. Comewion o2
Knov Gy sw IS Slang @
s Save As... T8RS
o You can also click Create a new Jerkte( share » en-terminals all mark a brave Cars That Think
tab (+ ) . new wi ;Z?ﬁ:;:ii;mm Subscribe to the biweekly
newsletter now.
Import Bookmarks...
© Safari creates a new tab and iy B i e
X R Print.. gp | [ Share | [ Email | 3 Print | B Reprint !li SPECTRUM
displays the Top Sites tab.
Thoreau’s warning about the effects
. f technol relevant .
After you have used Safari for a than cverin thiseraof boisterous Related Stories

. . . technological i tion— that
while, the Top Sites tab lists the A coerms pasticulady determined to
: fed b and ofher “smart”
websites that you have visited u o et o the seomle
using them, and to generate new
mOSt Often' words and phrases that reflect this
increased proximity.
The starting point here is the
wearable, a computer designed to Godgots
@& Safari File Edit View History Bookmarks Window Help Lo ‘) = o) Bar 525PM
Type the address of the page
. 080 < m a X L i =)
you want to load into the el = S
Paul McFedries Know Your Wearabies Slang - IEEE Spectrum Google &+
new tab.
Gmall Images §if '

0 Press Gi0i).

() Safari displays the page in
the tab.

o (Google

Google Search I'm Fealing Lucky

Advertising Business About Privacy Terms Settings Use

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

e Press and hold [ and click a link to open the page in a tab.
¢ Type an address and then press 3+ 1] to open the page in a new tab.

o Press CHE D or EHE )+ to cycle through the tabs.
o Press )+ to close the current tab.
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Navigate Web Pages

fter you have visited several pages,
retyping the address or looking for
navigate from page to page, you create
path by maintaining a list of the pages

you can return to a page you visited earlier. Instead of
the link, Safari gives you some easier methods. When you
a kind of path through the web. Safari keeps track of this
you visit. You can use that list to go back to a page you

have visited. After you go back to a page you have visited, you can use the same list to go forward

through the pages again.

Navigate Web Pages

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

@ Safari File Edit View History Bookmarks Window Help

Lo D F o) B 5:42PM Paul

The previous page you visited
appears.

Word Spy is the word lover's guide to

< i @ Twitter, Inc. & | ’T
L 4 Sear iter  Q a %
of " PEge T dic, e (o Clecg “iSgug, 5 *
of RS0 £ 22
e necy .r:f::‘t; baytan 3o, ::,"b the tiag
Cnoe picat o8 4,,° boigicms, ST Dy e N, B
,.'h-.%. e e, A?d""d - "-Pneq Rary, on
(123 lcay, L AR S Fol
27F): sce 3B (nrp > adb, o\ S AR, Moy, ?
() Use iz’ < ~
Worgs 3¢ yse £O l_éd m(u o ad, N-u.,',:
w00 15 ingy, O o ' And 153y, 5 {2 18y f‘g;;yao
P e Ty Rioy - e A % Sr.
Bhja Y ion ;0 dn Jo & Prag; oy, o 2
| omc&"hn,{g;”f-ﬁ::gyﬂge?“% of yusj, g o(.;%'f:::
e %, ime Lo g Mol X, 3, G 5 Thee
Baf s L't Nog o s, 2, tho bl o
€2 L 0 it 10 Doy Mnesy Clipi, 18
S (™ - s!'r ln.ﬁ".".l - 26 ile 4 the g
== W wo, S8m gl 20 gy ity 12 N i3 [ So 4%
TWEETS FOLLOWING FOLLOWERS FAVORITES
1,648 49 18K 7 o m
Tweets Tweets & replies Photos & videos

Word Spy

@wordspy FOLLOWS YOU Word Spy “wordspy - 8h

distraction addict n. A person whose attention is easily and constantly
drawn away from the task at hand. wspy.ws/diad

)

new words.

& wordspy.com
() Joined June 2008

3 4

Go Back Several Pages

@ Safari File Edit View History Bookmarks Window Help
< [im] @ Twitter, Inc,

Lo 4D 2 W) B 542PM Paul

. : ¢ ER
Click and hold down the mouse o P | p—— Y~
. 3 Word Spy Search Twitter £
(k) on Previous Page (< ). 8 The Postman Aop T esy %
[1 Paul McFedries TSty 3’&1,,._"‘“:«1 Bt Ogismy, T
A list of the pages you have B oo : . T, S0riems, (AT Iofhe Ny Mg
pages y 8. Amazon Best Sellers: Best History of Science e L 4 ot PDed ALy e Bica) 2]
] (T 'Invisibility' will help gr... billon by 2020 - Fortune (13 e C A C‘u,,"r thej, 7€ rg"
visited appears. PR o 82 Trq oreh. So% g,;;;b
= LG St.z) eb B
. .. . 22 in £ Yapg - M. Ster ; £y, me
Note: The list of visited pages is : ? licy O the® “Isay, 1[“'-5: 8475 ]
r Ay, i - 0L, of LF]
: (-8 hb"-‘ 'c::"'m 4""' hﬂ' s pq‘-‘ﬂce """% Ciy gy oCar,
different for each tab that you have el o, h?;mq;ha,bn’:;&._r,g}‘:ge_ Usiing o e
3 Ve - 3 7
open. If you do not see the page Va e v i “'V?" '*7';;1'050".;", W | imong,e ba
. .5 . 2 ing. o Ong y Negy cl,
you want, you may need to click a = W warsism o Ser ;[ Mrmipy 78 NS to gy the | So gion
d_ifferent tab. ;w;:; FOLIf;ﬂNG FoL;;v'v(ERs FAVD;ITES Q m
o CI-]Ck the Page y0U Want tO Tweets Tweets & replies Photos & videos

revisit.

The page appears.

Word Spy

@wordspy FOLLOWS YOU Word Spy “wordspy - 8h

distraction addict n. A person whose attention is easily and constantly
drawn away from the task at hand. wspy.ws/diad

)

Word Spy is the word lover’s guide to
new words.

& wordspy.com

() Joined June 2008

3 4
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Go Forward One Page

0 Click Next Page ( ).
The next page appears.

Note: If you are at the last page
viewed up to that point, the Next
Page icon ( ) is not active.

Go Forward Several Pages

0 Click and hold down the mouse
(&) on Next Page ( > ).
A list of the pages you have
visited appears.

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

Q Click the page you want to
revisit.

The page appears.
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@ Safari File Edit View History Bookmarks Window Help
e0® < > 1

[ %) F o) B 5:44PM Paul

metedries.com [v] ui (S -

Three MPH

McFedries.com  Books  Articles

Footpaths Reads Search

PauL McFEDRIES

WRITER. CODER. WALKER. READER. LOGOPHILE. HUMAN.

Fresh Books Fresh Articles

Know Your Wearables Slang
Jerktech, earables, and citizen-terminals all
mark a brave new wearable world

IEEE Spectrum

ipad | iPad Portable Genius, 3rd
& = Edition
r_‘ Tips, tricks, and troubleshooting
| techniques for the iPad Air 2, the iPad
mini 3, and i0S 8.
Published: November 24, 2014 Your Inevitable Robocar Future
‘What will we call driving, when we no longer
m Teach Yourself VISUALLY OS X drive?
) Yosemite IEEE Spectrum
———_ Anaccessible, easy-to-understand
E—

guide to Apple’s OS X Yosemite
operating system for Macs.

The Language of E-books

Competing formats and incompatible devices
have spawned a complex lexicon.

IEEE Spectrum

Published: November 3, 2014

@ Safari File Edit View History Bookmarks Window Help
000 < >

i The gﬂman App
&) Word Spy
5@ antilibrary - Word Spy

& The Black Swan: The Im...s Taleb - Google Books

[0 D = W) B2 544PM Paul

mcfedries.com t [}

Three MPH Footpaths BEELH Search

CFEDRIES

WrITER. CODER. WALKER. READER. LOGOPHILE. HUMAN.

Fresh Books Fresh Articles

Know Your Wearables Slang
Jerktech, earables, and citizen-terminals all
mark a brave new wearable world

IEEE Spectrum

["ipad | 1Pad Portable Genius, 3rd
=| Edition

L
\& Tips, tricks, and troubleshooting
L " techniques for the iPad Air 2, the iPad
mini 3, and 108 8.
Published: November 24, 2014 Your Inevitable Robocar Future

What will we call driving, when we no longer
m Teach Yourself VISUALLY OS X drive?
Yosemite IEEE Spectrum

_Ev An accessible, easy-to-understand
f— guide to Apple’s OS X Yosemite

operating system for Macs.

The Language of E-books

Competing formats and incompatible devices
have spawned a complex lexicon.

IEEE Spectrum

Published: Noevember 3, 2014

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

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

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

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

Load a Page from the Recent Edit View H.Btuokmarlcs Window  Help
History List L =
@ click History. | tom

Safari displays a menu of
recent dates that you used the

Monday, December 19, 5828963

Friday, July 10, 2015
program * T;‘\uf:da:,\.’]uly 9, 2015 Q
Wednesday, July 8, 2015
3 1cy - Invite  Tygsday, July 7, 2015
@ Click the date when you visited w Nescsiggn s
the page‘ ‘ Sunday, July 5, 2015

‘ Clear History...

Poster for the Vienna Music and

Theater Festival, by Joseph Binder,
1004

Reopen All Windows from Last Session

0 %) & o) B3 3:31AM Paul Q i=

wY

|rm < i a |+
B[
#1 Paul
{r38H [ e m
leco
» ure, and more.
»
»
>
> L Move Pins Edit board
prer
»
>

TRIUMPHS INECHNOLOGY

@ A submenu of pages that you

. . . i) Show History x8Y E ¢ h T T
visited during that day appears. | = _ - \
. Forward ®] e Paul m
e Click the page you want to | Home oM
revisit.
Reopen All Windows from Last Session ’eco
Safari opens the page. Monday, December 19, 5628963 b lure, and more.
Friday, July 10, 2015 >
B The Black Swan: The Impact of...Nicholas Taleb - Google Books

Wednesday, July 8, 2015
Tuesday, July 7, 2015
Monday, July 6, 2015

‘; Sunday, July 5, 2015

] 0 Invite

1 Clear History...

Poster for the Vienna Music and
Theater Festival, by Joseph Binder,
1924

Edit View Bookmarks Window Help

[0 U = o) B3 331AM Paul Q i=

> 3& antilibrary - Word Spy

> ¥ Word Spy

e W Twitter

b | i@ distraction addict - Word Spy

& Paul McFedries

Trp— Google

' A, Amazon Best Sellers: Best History of Science

° [T 'Invisibility' will help grow wear...$80 billion by 2020 - Fortune
Google

“ [Tl Know Your Wearghies Slang - IEEE Spectrum
= f Facebook 3
. B The Postman App

" W Wikipedia
& Got Bingo?
@ Amazon
& Walking Home From Mongolia:...hina Sea:Amazon:Kindle Store
NE & Amazon.ca: Waking home Mongolia: Kindle Store

0
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Load a Page from the Full
History List

@ Click History.
© Click Show History.

Note: You can also run the Show
History command by pressing (+(7.

Safari displays the full
History list.

e Double-click the date when you
visited the page.

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

Double-click the page you want
to revisit.

Safari opens the page.
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| ® Safari File Bookmarks gflindow Help

Lo § O F &) B3 8:07AM Pd

ec® > Show History 2 8Y a

e
:

1+

®]
T#H

Forward
Home

P Woms o Search Results SnapBack

Reopen Last Closed Window
Reopen All Windows from Last Session

Monday, December 19, 5828863 >
Tuesday, July 14, 2015 »
Monday, July 13, 2015 >
Sunday, July 12, 2015 >

»

»

»

Saturday, July 11, 2015
Friday, July 10, 2015
Thursday, July 8, 2015

Clear History...

‘The Postman App

Google
@ Saferi Flle Edit View History Window  Help L 3 O F &) B3 8:08AM Pal
e0e® < [an] =]

B

(3 g
O

Website Address

» ) Tuesday, July 14, 2015

» (4) Monday, July 13, 2015

» @ Sunday, July 12, 2015

» (U Saturday, July 11, 2016

» () Friday, July 10, 2015

» D Thursday, July 9, 2015

» @) Wednesday, July 8, 2015

» @) Tuesday, July 7, 2015

» @) Monday, July 6, 2015

¥ (U Sunday, July 5, 2015
s diansincarsgettingcotfee.com/

L @ Trevor Noah *That's the Whole Poin...ars Getting Coffee by Jerry Seinfeld i i hole-poii

http://comediansincarsgetting...dy-team-of -smug-and-arrogant

hittp:/m.ti

a/artist/1515458?
http:/[www.toronto2015.org/fencing
I

@ Pan Am Fencing - Ticketmaster.ca Mobile

@ Fencing | Toronto 2015 Pan Am / Parapan Am Games

t-of-apartheid-jerry
& comedians in cars getting coffee - Google Search ...e=UTF-8&h i
& CIBC Pan Am [ Parapan Am Aquatic...0 2015 Pan Am [ Parapan Am Games  hi 016.0rg/ve...uati d-field-hs
@ Pan Am Games Fencing Schedule | Toronto 2015 h .org/0/fencil hedul

@ pan am games frncing - Google Search

..e=UTF-B&
@ Long Term Forecast: Toronto, Ontario - The Weather Network Mobile i
h "

& weather toronto - Google Search P h?..e=UTF-8&hI=en&cli

© weather toronto | Reference.com http://ask.reference. &l=dir& 289180=10616

@ Para- | Define Para- at Dictionary.com y.reference.

@ para prefix - Google Search ... UVOKoO k. prefh
Clear History.. Q

How can I control the length of time that Safari
keeps track of the pages I visit?

In the menu bar, click Safari and then Preferences.
The Safari preferences appear. Click the General tab.
Click the Remove history items [ and then select
the amount of time you want Safari to track your
history. Click Close (@).

Is there an easier way to find the page I am
looking for?

If you know some or all of the page’s title or
address, you can search for the page. Press (407
to open History, click the Search box in the lower
right corner, and then type what you can remember
of the page title or address.
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Change Your Home Page

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

Change Your Home Page

@ safari File Edit View History Bookmarks Window Help L D & o)

Change the Home Page

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

© click Safari. By Alpha

By Tag

wordspy.com

WoRrD Spy

THeE WoRrD Lover’s Guipe To New W

By Date The Latest Word

Eandomivond distraction addict

Top 100 n. A person whose attention is easily and constantly drawn away from the task at

There is definitely a correlation between my digital activity and my stress and ar
Blog more than ever to keep the latter in check: massages, reflexology, yoga, acupun
o — oh, and lots of wine and off-loading to friends. One thing | haven’t yet tried is

the truth is: | am addicted. | find myself craving distraction. I'm a distraction ad
drug.

—Amanda Davie, “Is our digital behaviour causing bad behaviour?,” The Drum, M

Posted: July 9, 2015 (See the full entry)

e Click Preferences. [ & JEECLN File Edit View History Bookmarks Window Help D 7 o)
About Safari
Safari Extensions...

wordspy.com

Preferences...

- WoRrD Spy
i THE Worp Lover's GuiDE TO New W
Show All

Quit Safari

¥Q ) atest Word

Randomjiverd distraction addict

Top 100 n. A person whose attention is easily and constantly drawn away from the task at

There is definitely a correlation between my digital activity and my stress and ar
Blog more than ever to keep the latter in check: massages, reflexology, yoga, acupun

— oh, and lots of wine and off-loading to friends. One thing | haven’t yet tried is

Full Search

the truth is: | am addicted. | find myself craving distraction. I’'m a distraction ad
drug.
—Amanda Davie, “Is our digital behaviour causing bad behaviour?,” The Drum, M

Posted: July 9, 2015 (See the full entry)
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0 Click General.
a Click Set to Current Page.

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

o

General Tabs

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

General

§ A& O0 & O

utoFill Passwords Search Security Privacy Notifications Extensions Advanced

Safari opens with: A new window B
New windows open with:  Top Sites B
New tabs open with:  Top Sites B

Homepage: | http://www.wordspy.com/

Set to Current Page

Remove history items: = After one year

Favorites shows: = [1] Favorites

address manually using the Homepage
text box.

Top Sites shows:

File download location:

Remove download list items:

12 sites

&) Downloads

After one day

@ click Close (@).

Open “safe” files after downloading
“Safe” files include mavies, pictures,
sounds, POF and text documents, and
archives.

View the Home Page €

Safari File Edit View

Bookmarks Window Help

[ ] ® <
@ click History.
Q Click Home.

Note: You can also display the home

page by pressing 0+,
Safari displays the home page.

fim] ow History

Reopen All Windows from Last Session Boat houses at s

Monday, December 19, 5828963
Friday, July 10, 2015

Thursday, July 9, 2015
Wednesday, July 8, 2015
Tuesday, July 7, 2015

Monday, July 6, 2015

@ Tag Photo

Like - Comment

7 Cricket Krengd

Sunday, July 5, 2015 E :er;crllu:; ;;
Clear History... Like - Rep|
2 e
Like - Rep|
3 Write a ¢
How can I get Safari to open a new tab ; ] }
without displaying the home page? New windows open with: = Top Sites
In the menu bar, click ?afan and then New tabs open wit ¥ Top Sites
Preferences. The Safari preferences appear.
Click the General tab. Click the New tabs TR Homepage
open with [g and then select Empty Page () Empty Page A
from the pop-up menu. Click Close (@) to Same Page
close the Safari preferences. ) -
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Bookmark Web Pages

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

just a couple of mouse clicks.

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

Bookmark Web Pages

Bookmark a Web Page

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

© Click Bookmarks.

€@ Click Add Bookmark.

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

The Add Bookmark dialog
appears.

Note: You can also display the
Add Bookmark dialog by

pressing [+,

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

e Edit the page name, if
necessary.

@ click Add.

Safari adds a bookmark for
the page.
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@ Safari File Edit View History QELGIGIEGCE Window Help

requently Visited in Favorites

rDigital Cameras &P A eana i
Sortby: | Featured Titles Jo
[0 Favorites >
All Titles in Digital Cameras & Photography (185) =
ev
W Canon EOS Rebel T5/12000 For Dummies ¥d
by Julle Adair King, Robert Correll
— July 2014, Paperback (E-book alsc available)
= ﬁ uss29.99 (£
From Photon to Pixel: The Digital Camera Handbook
no by Henr Maitre
January 2016, Hardcover, Wiley-ISTE
IMAGE | ussiasco [
@ Safari File Edit View History Bookmarks Window Help L 0 = o)
[°N ] wiley.com (7 ’T

Add this page to:
(1] Favorites

) United States Change ~ Contact Us

WILEY
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Digital Cameras

Cancel
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u Search Keyword, Title, Aut

6

Sortby: Featured Titles &
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July 2014, Paperback (E-book also available)
US$29.99
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January 2016, Hardcover, Wiley-ISTE
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® Safari File Edit View History Bookmarks Window Help

Display a Bookmarked

L D = 4) B

Web Page ee® < [am] thepostmanwalks.com
0 Click Show sidebar (). 0? oo THE POSTMAN
b 37 Favorites

© click Bookmarks ([1).

In the 1880s, the lower part of the Don

south of the former Winchester St. bridge

® Safari File Edit View History Bookmarks Window Help

The sidebar appears with the

Lo ) F o) B3

Bookmarks tab displayed. e By
. . BEl oo THE POSTMAN
Click the location of the &ﬂ? =
bookmark, such as Favorites. v e
. . » 51 Bookmarks.
0 Click the folder that contains o

the bookmark you want to
display.

a Click the bookmark.
The web page appears.

» ] Word Research
&v = Word Spy

(1) FeedBlitz

[T FeedBlitz Digest

[T Atomz

(1] Double-Tongued Dicti...
[T Evolving English.url

(1 Factiva.com

[ Feed Validator for Ato...

In the 1880s, the lower part of the Don

(1] Google Blog Search.url

[T] Google Book Search.url south of the former Winchester St. bridge

TIPS

Is there an easier way to display favorite
pages?

Yes. Click View and then click Show Favorites Bar.
Safari assigns keyboard shortcuts to the first nine
bookmarks, counting from left to right and
excluding folders. Display the leftmost bookmark
by pressing £ +(]). Moving to the right, the
shortcuts are £+, C3+(), and so on.

How do I delete a bookmark?

If the site is on the Favorites bar, right-click the
bookmark and then click Delete, or press and hold
() and drag it off the bar. For all other bookmarks,
click Show sidebar ([1]) and then Bookmarks (| ])
to display the sidebar’s Bookmarks tab. Locate the
bookmark to remove, right-click the bookmark, and
then click Delete.
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Pin a Web Page Tab

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

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

Pin a Web Page Tab

0 Open the web page you want to
pin.

© Click Window.

€ Click Pin Tab.

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

© Safari pins the tab.

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

Note: To remove the pinned tab,
right-click it and then click
Close Tab.
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Update Info View Activity Log [ | =-*

More ~

Paul McFedries

Timeline About Friends 110 Photos

I8 Add your family to your profile B status  [Z] Photo/ video Life Event

2
1 more pending item What's on your mind

L Chat (1)

@ safari File Edit View History Bookmarks Window Help Lo 0 F o) B3 4:47 A

e2 0 < i) @ Apple Inc <
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Unpin Tab C
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Mute a Web Page Tab

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

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

\ Mute a Web Page Tab

On the tab that is playing
sound, click Mute This
Tab ().

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

Safari mutes the sound
(<1) changes to ).

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

& Safari File Edit View History Bookmarks Window Help Lo <D = o)
00 0@ < ] wordspy.com <) &
Facebook & q))‘ iCloud Word
Home — Alpha —+ M — misophonia < misel
Worp Spy
- .
By Alpha misophonia
By Tag n. An extreme intolerance or hatred for certain sounds.
S Other Forms
Random Word misophonic adj.
Top 100 Etymology

Blog miso- +-phenia

Full Search Examp les

For as long as she can remember, Suzanne Belasik has been a prisener to sound

N - f crunching and the clanking of silverware against plates are just a few of the unf
@& Safari File Edit View History Bookmarks Window Help Lo ) & o)
000 < lEm] wordspy.com 24
Facebook &, | iCloud ‘ Wor{
Home — Alpha - M — misophaonia + misel
WoRrp Spy
- -
By Alpha misophonia
By Tag n. An extreme intolerance or hatred for certain sounds.
By Date Other Forms
Random Word misophonic adj.
Top 100 Etymology

miso-+-phonia

Blog

Full Search Examples
2012

For as long as she can remember, Suzanne Belasik has been a prisoner to soun
crunching and the clanking of silverware against plates are just a few of the un}
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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 address bar. ® Safari File Edit View History Bookmarks Window Help Lo ) = o) B3 622AM Paul

e0e ¢ ] Search or enter website name & R

Worp SPY WorD Spy BLog

By Alpha

]D Twitter’s Knack for New Words
By Tag RECENT POSTS
This week | come not to bury Twitter, but to praise it.

By Date Specifically, | want to sing its under-appreciated genius for
neological invention, where people tweet not what they had
for breakfast, but the word they just coined, the phrase they

Twitter's Knack for New
Words

Random Word The Nut-Free Edition

R just made up, the portmanteau they just put together. nutfree
Top 100 Happy (Belated) Nerd/Geek
. Pride Day
Blog Words SP1Ed Ever Closer to the Machine
Full Search ambidisastrous adj. Equally ruinous or calamitous in two
ways or along two fronts. (ambi- [“on both sides”]
+ disastrous) [@DesolateCranium META

aurogenous adj. Aurally pleasing. (aural + -genous, cf. erogenous) Login

[@giggleloop] Entries RSS

Comments RSS

courtwalk n. The notional fashion show that women'’s tennis is WordPress.org

e Type a Word’ phrase, or question @ Safari File Edit View History Bookmarks Window Help Lo 0 F A) BI 624AM Paul d
. . e0® < > m© googleability — Search Google & thja
lia
that represents the information
you want to find. Worb Spy “’mm“_mmmww
By Alpha .
O If you see the search text you Twitter’s Knack for New Words
want to use in the list of By Tag recsuTROsTS
. This week | come not to bury Twitter, but to praise it. .
SUQQESted SearCheSI Cth the By Date Specifically, | want to sing its under-appreciated genius for Wﬂ
3 neological invention, where people tweet not what they had ores N
text and ski p Step 3. Random Word for breakfast, but the word they just coined, the phrase they The hut-Fres Edition
A just made up, the portmanteau they just put together. Iutiree
e Press :] Top 100 Happy (Belated) Nerd/Geek
A . Pride Day
Blog Words Spied Ever Closer to the Machine
Full Search ambidisastrous adj. Equally ruinous or calamitous in two
ways or along two fronts. (ambi- [“on both sides”]
+ disastrous) [@DesolateCranium META

aurogenous adj. Aurally pleasing. (aural + -genous, cf. erogenous) Login

|@giggleloop) Entries RSS

Comments ASS

WordPress.org

courtwalk n. The notional fashion show that women's tennis is
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© A list of pages that matches
your search text appears.

e Click a web page.

The page appears.
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® Safari File Edit View History Window  Help Lo D F W) B 6:24AM Paul

o808 < [in] | . googleability ¢ h | o E

Google  googleasitty KBS [ sionin |
Web Maps Shopping Images News More ~  Search tools o

About 41,000 results (0.17 seconds)

& googleability - Wiktionary
https:/fen. y.org/wil ~ Wiktionary ~

googleability (uncountable). Likelihood of being found by an internet search engine,
especially Google's. [quotations V). 2007, Lindsey Pollak, Getting from ...

Urban Dictionary: googleability

W, php?. ~ Urban Dictionary ~
The googleability of her name makes it easy ta find her My Space web pages. by B.
Foster April 28, 2008. 5 0. 20 Words related to googleability. googleable ...

6 Steps To Increase Your Google-Ability - Forbes
www.forbe: if '6-steps-i your-google-ability/ ~ Forbes ~

Mar 27, 2015 - What can someone with an ultra-common name do to increase their
‘Google- ability? This question was originally answered on Quora by Archie ...

googleability - Word Spy ﬂ
www.wordspy.com/words/googleabil -

The ease with which information about a person can be found on an Internet search
engine, particularly Google.

@ sSafari File Edit View History Bookmarks Window Help

L ) & o) BF 6:24AM Paul  Q

e0e < [im]

wordspy.com ¢

ﬂ'lD'I’T

Home =+ Alpha = G = googleability

Worp Spy

googleability

By Alpha

By Tag n. The ease with which information about a person can be found on

— an Internet search engine, particularly Google.

Also Seen As
Googleability - googlability - google-ability

Random Word

Top 100
o Other Forms
) googleable adj.
Full Search
Pronunciation
goo.gul.uh.BIL.uh.tee
N ¥ f
Examples
2007
What's your ‘googleability’ quotient? No clue? Well, then check

+> Google bombing + Googleganger ©

it out right away because if the

Is there an easy way that I can rerun a recent
search?

Yes, you can use Safari’s SnapBack feature to quickly
rerun your search. In the menu bar, click History
and then click Search Results SnapBack (or press
(L +5)). Safari sends the search text to the
search again.

How do I change the search engine that Safari
uses?

In the menu bar, click Safari and then click
Preferences to open Safari’s preferences. Click the
Search tab, click the Search engine |, and then
click the search engine you prefer: Google, Yahoo,
Bing, or DuckDuckGo.
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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.

Lo ‘0 F &) B 6:40AM Paul Q

o Navigate to the page that ._ Safari File Edit View History Bookmarks Window Help
contains the link to the file. °es < .= emdteneen © oo

Scroll down and click the link to

E McFedries.com  Books  Articles ThreeMPH  Footpaths  Reads  Search

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

the ﬁ I_e, to organize, study, reach conclusions, and sometimes Wiley Publishing
make predictions about a specific collection of 336 pages
information. A sales manager might use data analysis to study UsS$29.99
the sales history of a product, determine the overall trend, and Pub. Date: July 29, 2013

produce a forecast of future sales. A scientist might use data
analysis to study experimental findings and determine the
statistical significance of the results. A family might use data
analysis to find the maximum mortgage they can afford or how
much they must put aside each month to finance their
retirement or the kids' education.

Category:
productivity

Tags:

analysis, Excel, intermediate,
Office, Office 2010, Office
2013, spreadsheets

Excel offers an excellent and complete set of data analysis tools,
but you need to know both how and when to use them. That's
the idea behind my new book Excel Data Analysis: Your visual
blueprint for analyzing data, charts, and PivotTables. It's the
4th edition of the book, but it's actually a brand new book that I Share This:
wrote from scratch to highlight Excel's powerful and useful data D
analysis capabilities.

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

Example Files:
Please use the tabs above to learn more about the book. Exgmples.zip 0
fedri /2ips/ExcelD: . E: i
Safari downloads the file to @ Safari File Edit View History Window _ Help e D = &) B 6:43AM Paul Q
e0e ¢ ] mefedries.com [ A ot 9 |

your Mac.

ﬁ McFedries.com  Books  Articles ThreeMPH  Footpaths  Reads Search

o The S h ow D own l'oads b Utto n D ata analysis is the application of tools and techniques Book Info:

S h ows the prog ress of th e to organize, study, reach conclusions, and sometimes Wiley Publishing
make predictions about a specific collection of 336 pages
download. information. A sales manager might use data analysis to study US$29.99
the sales history of a product, determine the overall trend, and Pub. Date: July 29, 2013

produce a forecast of future sales. A scientist might use data
analysis to study experimental findings and determine the
statistical significance of the results. A family might use data
analysis to find the maximum mortgage they can afford or how
much they must put aside each month to finance their
retirement or the kids' education.

Category:
productivity

Tags:
analysis, Excel, intermediate,
Office, Office 2010, Office

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

but you need to know both how and when to use them. That's
the idea behind my new book Excel Data Analysis: Your visual
blueprint for analyzing data, charts, and PivotTables. It's the
4th edition of the book, but it's actually a brand new book that I Share This:
wrote from scratch to highlight Excel's powerful and useful data D m
analysis capabilities.

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

Example Files:
Please use the tabs above to learn more about the book. Examples.zip

40



CHAPTER

Browsing the Web

e When the download is complete, [ LT Viron b SO O B enw e o=
. eoe < [En ] mofedries.com o Bl
click Show Downloads (£). = i
Kﬁ McFedries.com  Books  Artic

I

Downloads Clear

e Right_CliCk the file. D ataanalysis is the application of tools and techniqufll 3 = i SeipstaAmalysis Promples
to organize, study, reach conclusions, and sometimeS -
. make predictions about a specific collection of 336 pages
© You can also double-click the information. A ales manager mightveedaasnalysis ostudy  US929.99
. . the sales history of a product, determine the overall trend, and Pub. Date: July
icon to the left of the file. produce a forecast of future sales, A scientist might use data Category:
analysis to study experimental findings and determine the productivity
3 3 3 statistical significance of the results. A family might use data
OYVOU can c.l'.ICk Show ."? F1nder analysis to find the maximum mertgage they can afford or how 'l'ag:: _— G
({@)) to view the file in the ruch hey must put i ech o 0 fiancethi A —
Downl-oads fOI-der- Excel offers an excellent and complete set of data analysis tools, 1013.‘]"1"93““99”
but you need to know both how and when to use them. That's ll'ern’:’alu:kd:' Ihosks/bosk o
: the idea behind my new book Excel Data Analysis: Your visual hutp://mcfedries.com/books/book php?
e Click Open' queprinlbrand;dngdam, charts, and PivotTables. It's the titlesevcel-data-analysis
4th edition of the book, but it's actually a brand new book that I Share This:
wrote from scratch to highlight Excel's powerful and useful data [ in}
analysis capabilities. Example Files:
Please use the tabs above to learn more about the book. Examples.zip
mcfedries.com/search.php
The ﬁl_e Opens -in F]'nder (-in inder File Edit View Go Window Help Lo %) 2 W) B3 646AM Paul Q=
. e0e 9 ExcelDataAnalysis_Examples
the case of a compressed Zip B=oo %> a search
file, as shown here) or in the "B oy ien E = : e
. . . e o HSX XLsx Pt P K
Correspond]ng apphcat]on' @;:D:: 2014 Budget.docx Chapter01.xisx Chaptero2.xlsx Chapter03.xisx Chapter0a.xisx Chapter05.xisx
[ Desktop _
Y paul —— _— T, =02 ]
¥ Appiications 508 1 s M ask s | ES
[® Documents Chapter08.xlsx Chapter07ssx Chapter08.xlsx Chapter09.xlsx Chapteri.xlsx Chapterii.xlsx
Duém;gmum Disc — — —
£ sooteame 14 il it s e
Shared Chapteri2.xisx Division A Division B Division € Divisionl.xlsx Division2.xlsx
T Budget.xlsx Budget.xlsx Budget xisx
Division3.xlsx ExchangeRates.csv FM::: html SWE‘(P:;DS-EEV SUQD]\:::SJMI
If Safari displays the file Is it safe to download files from the web?
instead of downloading it, how | Yes, but download files only from sites you trust. If you notice that
do I save the file to my Mac? Safari is attempting to download a file without your permission, cancel
Click File and then click Save the download immediately; the file likely contains a virus or other
As. Type a name for the new malware. Fortunately, OS X has built-in safeguards against installing
file, choose a folder, and then malware, so even if you download a malware program by accident, 0S X
click Save. will not allow it to be installed.
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View Links Shared on Social

Networks

Y

connecting with people, but a big part of that experie
interesting, useful, or entertaining web pages. You no

ou can make your web surfing more interesting and your social networking more efficient by
using Safari to directly access links shared by the people you follow. Social networks are about

nce is sharing information, particularly links to
rmally have to log in to the social network to

see these links, but if you have used 0S X to sign in to your accounts, you can use Safari to directly
access links shared by your Twitter and LinkedIn connections.

View Links Shared on Social Networks

® Safari File Edit View Hi

Note: For more information on

story Bookmarks Window Help 0o ‘0 = o) B3 6:56AM Paul

. . . . . & Twitter, Inc. o U &l
signing in to your social networking gee s ; = S AN
aCCOUntS, see Chapter 9. O Home  &Pnotifications )l Messages L 4 Q a
@ click Show sidebar (7). iy st @

Who to follow - Refresh - View all

Find friends

Adobe Stock “adobestock

L Follow
NYT Photo ©nytimesphoto
% Follow

Getty Images

*% Follow

a Paul McFedries

@paulmcf

WEETS  FOLOWNG  FOLLOWE
1,859 14 4,987

Promoted

Followed by Behold and oth...

Gettylma..

- TIME LightBox timepictures - 9n
LightBox  The World Dog Show in Stunning Images | ti.me/1ESs35f

View summary

4 2

s TIME LightBox “timepictures - 10h

Photographing California’s Wildfires | ti.me/1geKgFV Photo: Stuart Palley

LintBox

View photo

The Bookmarks sidebar appears.

@ safari File Edit View History

Lo 0 & ) B 656AM Paul g

008 < cm}

2 NENEN

@ Click Shared Links (@). ==

¥ 7't Favorites
[ Wiley: Digital Cameras &... |
» £ Bookmarks
» I HTML Refs
» £ Word Research
» 1 Word Spy
[1) Amazon.com
(1) McFedries.com
(1) Werd Spy
[T Read Later
[T) Amazon.ca
[T Google
(7] The Postman App

Edit

Twitter

"E

- 3 A

.a What's happening?

- TIME LightBox “timepictures - 9h
LightBex  The World Dog Show in Stunning Images | ti.me/1ES

Paul McFedries

4 2

@paulmet
TweeTs FOLLOWNG FOLLOWERS TIME LightBox tmepictures - 10
1,859 14 4,987 Uimeer  Photographing California’s Wildfires | ti.me/t geKgFy

Who to follow - Refresh - View al
Adobe Stock “adobesiock

2 Follow Promoted

NYT Photo “nytimesphota
Followed by Behold and oth...

2 Follow

Getty Images

2 Follow

Gettylma..

Find friends
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TER

Safari displays the Shared

@ Safari File Edit View History Bookmarks Window Help

Lo ) 2 W) Ba 7:06AM Paul (

. . . . 008 < > O & Twitter, Inc ) N RN =N
Links sidebar, which Llists the - L
. m o el o & M 4 Search Twitter Q. | WA
most recent links shared by the i 3
. Q Search links EJ
people you follow on Twitter PR = G wrarsrapsenna?
: Past tense troubles:
and LinkedIn. Todays Frazz: bl S ) e et
e — tigmBex  The World Dog Show in Stunning Images | ti.me/1ES
. . G Oxford Dictionaries N
€@ Click the shared link you want L vy Paul McFedries . ke
wanted to know about @paulmef
to view. the angusge of TWEETS  FOLLOWNG  FOLLOWERS TIME LightBox “tmepictures - 110
735“2‘;’:?0,";.,".; 1859 14 4,987 Ufausex  Photographing Galifornia’s Wildfires | time/1geKgFy
oxford.ly/1CtghEb
http://t.co/Hawa1IYa30
v  MacmilanDictionary [ Who to follow - Refresh - View al
. Time is ticking! Pl;
d':‘eg';e'r'; ‘:ﬁ_ ‘Yf;ymk Getty Images Gettylma.
http:/ft.co/luKIF77sMt +2 Follow
World Economic F
s e o o wordnik Cviordik
speak changes your Followed by Word Spy
view of the world +2 Follow
wef.ch/1gpDKMt
#oilingualism hutp:// 4 NYT Photo “nytimesphoto
t.cofEGMmLchs5P Followed by Behold and oth
Retweeted by Oxford... -
™ Barry Popik m -
Subscriptions Find friends 16 5
1 di 1 @ Safari File Edit View History Window Help Lo A) & o) @ 7:06AM Paul
@ Safari displays the linked web

@ agenda.weforum.org (v} (] t

page. e0e® < in}
m o0
© For a Twitter link, if you want T
to retweet the link to your e

Today's Frazz: bit.ly/
1eM7fXQ

Oxford Dictionaries
All you never knew yg
wanted to know abor A

followers, click Retweet.

the language of
hawking by
@SCPHorobin:
oxford.ly/1CtghEb
http://t.co/Hawa1IYa30
Macmillan Dictionary [
Time is ticking! Play

along here: ow.ly/Paxak
http:f/t.co/luKIF77sMt

World Eeonomic Forum [T}
How the language you

speak changes your
view of the world

wef.ch/1gpDKMt
#bilingualism http:/f
t.co/EGMmLchs5P
Retweeted by Oxford...
™ Barry Popik |

Subscriptions

[£) world Economic Forum @wef — by Oxford ies @0 — 13 Retweet

How the language you speak changes your view of the world wef.ch/IgpDKMt #bilingualism http:/t.co/EGMmLC

= AGENDA

REGIONAL

U worwo

ECONOMIC
FORUM
~—

GLOBAL

INDUSTRY

How the language you speak changes your
view of the world

By Panos Athanasopoulos
Apr 28 2015
W 32 Comments

@

e

Q

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

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

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

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

(Control 3¢ 73 3 )
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Create a Web Page Reading List

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

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

Create a Web Page Reading List ‘

Add a Page to the Reading LiSt ® Safari File Edit View History Bookmarks Window Help o D = &) oa 724AM P

00 e < m =@ spectrum jeee.org ¢ 0| [}

0 Navigate to the page you want
to read later.

Reports Multimedia Magazine Resources

Your Inevitable Robocar Future IHS .
Engineering3

What will we call driving, when we no longer drive?

All things engineeri

By Paul McFedries all the time.
Posted 18 Mar 2015 | 20:00 GMT

Share | [Z Email | =) Print | [E Reprint

>

CHECK
IT OUT

‘Watch just about any movie or
television show set in the not-too-
distant future and you'll soon notice
that although there are still plenty of ~Related Stories
cars on the road, nobody drives them.
Or, I should say, no human drives
them. From the Johnny Cabs in
Total Recall to the sleek Lexus 2054
in Minority Report, in these
imagined futures robots and
computers have taken over the
driving duties.

e Click Bookmarks. ® Safani Fie Edt View History IOl Window Help 5 D = W) B3 7:24AM P
—  Shol Top Sit
. R R LR ED- — ::quei;yvis'ned in Favorites - o & =
€ Click Add to Reading List. = o 2 T T

Edit Bookmarks X#B

Safari adds the page to the

Aﬁd Faokmark... *#D IHS

) ) Your Inevitable Ro oo . .
Reading List. aid Bookmark: Fokiar Engineering3
What will we call driving IR e

All things engineeri
By hau M acios : all the time.
Posted 18 Mar 2015 | 20:00 GMT

M Favorites >

CHECK
mout *

‘Watch just about any movie or
television show set in the not-too-
distant future and you'll soon notice

that although there are still plenty of ~ Related Stories
cars on the road, nobody drives them.
Or, I should say, no human drives
them. From the Johnny Cabs in
Total Recall to the sleek Lexus 2054
in Minority Report, in these
imagined futures robots and
computers have taken over the
driving duties.
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Select a Page from the
Reading List

@ Click Show sidebar (7).

The Bookmarks sidebar appears.

© Click Reading List (o).

@ Drag the list down slightly to
see the controls.

O Click Unread.

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

e Click the page.
© Safari displays the page.

CHAPTER

Browsing the Web

@ Safari File Edit View History Bookmarks Window Help o 0D = o) B 7:256AM P

oo e < [em] mefedries.com [ old 3 |
boardwalk
A walking path made from
wooden boards.

The 2006 citation quotes an 1870 Atlantic
City resolution that uses the phrase
“board walk,” so it appears to be an
antedating of the OED, which has an
earliest citation from 1872.

Venice Beach, located midway between
Tampa and Fort Myers, is beautiful not just
for its soft white sand (though it’s got
plenty of that) but also for its access to
pristine wildlife. The beach has nearly five
kilometres of raised boardwalk taking

o D) = %) B 7:41AM Pq

The word-hoard: Robert Macfarlane on
;ewilding our language of landscape

‘vulture.com
She went into the
‘wilderness to confro...
Bernice Gordon, Cro...
oo

For more than six il

decades, Ms. Gordo...
| The word-hoard: Robert Macf...

theguardian.com

For decades the leading nature
writer has been collecting unusua...
Your Inevitable Rob...
spectrum.iece.org x
‘What wil e call d=

driving, when we no...

pearl barley - Google Search
google.ca

+You Search Images Maps Play
YouTube News Gmail More Sign ...
The Aiggin Stone on Blacksto...
geograph.org.uk

SD8717 :: The Aiggin Stone on
Blackstone Edge Moor, 3 km from...
The true web « Snarkmarket
snarkmarket.com

THE TRUE WEB posted by Robin

click the link.

Are there easier ways to add a web page to my Reading List?

Yes, Safari offers several shortcut methods you can use. The easiest is to navigate to the page and then
click Add to Reading List () to the left of the address bar. You can also add the current page to the
Reading List by pressing £+ +(2). To add all open tabs to the Reading List, click Bookmarks and
then click Add These Tabs to Reading List. To add a link to the Reading List, press and hold (E:11] and
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CHAPTER 3

Communicating
via Email

0S X comes with the Apple Mail application that you can use to
exchange email messages. After you type your account details into
Mail, you can send email to friends, family, colleagues, and even
total strangers almost anywhere in the world.

[ m File Edit View Mailbox Message Format Window Help [C D & o) B 12:02PM  Paul
'-OJ About Mail Inbox (Read Only)

Preferences...

AL Add Account...
Choose a Mail account provider...

HideMaiI _RH ° iCIOUd
anotien LN © @8 Exchange
Quit Mail %0 | O Google

= YAHOO!

- Aol.

") Other Mail Account...

? Cancel
S

100 "aBBAROmO®@AP={l" OF
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Send an EmailMessage. . . . . . ¢ ¢« v ¢ ¢t v v 00 .. 50
Add a File Attachment . . . . . . ... .. .. ..... 52
Add a SignatureBlock . . . . . ... ... 0000 .. 54
Receive and Read Email Messages. . . . . . . « . . . . . 56
ReplytoaMessage. . . . « v ¢ ¢ v v v v v o 0 o o o s 58
ForwardaMessage . . . .« « v ¢ ¢ v v v o v o o o o 0 s o 60
Open and Save an Attachment . . . .. ... ... ... 62
Create a Mailbox for Saving Messages . . . . . . . . . .. 64
Add Events and Contacts from a Message . . . . . . . .. 66

Process Messages Using Gestures . . . . . . . .. .. .. 67



Add an Email Account

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

Add an Email Account

Get Started Adding an Account
@ 1In the Dock, click Mail ().
© click Mail.

€@ Click Add Account.

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

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

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

e Click Continue.

Add an iCloud Account

o Type your Apple account
address.

e Type your Apple account
password.

e Click Sign In.

Mail signs in to your Apple
account.

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

@ Click Add Account (not shown).
Mail adds your Apple account.
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[LC1N File Edit View Mailbox Message Format Window Help [ ‘) = o) B 12:02PM Paul Q =

Inbox (Read Only)

~

Choose a Mail account provider...

= ‘ Services > .
PEY ava BH &0 iCloud

Hide Others  “C%H @8 Exchange
Smat|  Quit Mail %Q » Go-gle'
YAHOO!
- Aol.
&' Other Mail Account...

+ [ &-

1IOCL"allRORO®®E=CL 0OV

. If you have an Apple ID, sign in with it here. If you have used the iTunes Store or iCloud,

Sign in to use your Apple ID.
for example, you have an Apple ID. If you don’t have an Apple ID, click Create Apple ID.

Apple ID Password Forgot?

| -o..otouoooool q |
oot IR

Create Apple D



http://www.icloud.com/

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

e Type your account password.

0 Click Sign In.

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

e Edit the User Name text as
required.

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

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

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

e Click Sign In.

Mail signs in to your POP or
IMAP account.

TIP |
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@ Add a Mail account

To get started, fill out the following information:

Name: Paul McFedries 0

Email Address: myaccount@myisp.com

Password:

Email Address: myaccount@myisp.com

User Name: myaccount@myisp.com @

Password: |essssssssss

Account Type: POP M

Incoming Mail Server: pop.myisp.com 4

Port:

Outgoing Mail Server: | smtp.myisp.com| 4 I

Port:

Unable to verify account name or password.

Click Close (@) and then click Save.

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

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

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

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

Send an Email Message

o Click New Message ([#).

Note: You can also start a new
message by pressing (+(1].

A message window appears.

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

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

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

O Type a brief description of the
message in the Subject field.

50
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e Type the message. & Mail File Edit View Mailbox Message Format Window Help
() To change the message font, click R < )= 5.9 WA HLY B
Fonts (/) to display the Font panel. To: archives@city.gov v 6 6
(© To change the overall look of the e
message, click Show Stationery ([) Subject: Looking for photos
and then click a theme. Hi,
. il 1 ] I looking for old ph T Art D buildi in the d . Di h i
Note. Ema]l -IS a text mEd'Ium, SO most aﬂ)"f‘r;cl:lgn;g or old photos of Art Deco buildings in the downtown core. Do you have any in your 4"

people would rather not receive messages
with extraneous graphics. It is best to S
keep your messages simple and unadorned. Paul McFedries
If you want to send messages without any
graphics or text formatting, click Format
and then click Make Plain Text.

Thank you for your time.

e Click Send (r:ﬁ‘&') & Mail File Edit View Mailbox Message Format Window Help
Mail sends your message. .@i == Sl 8 I .

To: archives@city.gov ~

Note: Mail stores a copy of your message
s Cc:
in the Sent folder. ¢
Subject: Looking for photos
Hi,

I am looking for old photos of Art Deco buildings in the downtown core. Do you have any in your
collections?

Thank you for your time.

Best regards,
Paul McFedries

TIP

How can I compose a large number of messages offline?

You can compose your messages offline by following these steps: While disconnected from the Internet,
click Mail (® ) in the Dock to start Mail. To ensure you are working offline, click Mailbox. If the Take All
Accounts Offline command is enabled, click that command. Compose and send the message. Each time you
click Send (<), your message is stored temporarily in the Outbox folder. When you are done, connect to
the Internet. After a few moments, Mail automatically sends all the messages in the Outbox folder.
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Add a File Attachment

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

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

an email message.

Add a File Attachment

@ Click New Message ().

A message window appears.

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

6 Press (G111 two or three

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

O click Attach (2).
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® Mail File Edit View Mailbox Message Format Window Help

F=EO

[ 3N

= | o) EY e

[ Mailboxes VIPs v Sent Drafts (1) Flagged

Inbox (Read Only)

Mailboxes Sort by Date v

| @mboc
» Fr VIPs
F Flagged
Drafts
< sent
= Junk

Smart Mailboxes

Attached please find a copy of my article “Tiny Houses, Big Lexicon,” which examines the
nascent Tiny House movement from the point of view of the new word and phrases the
movement has added to the English language. These include tiny houser, shedworker, and
small footprinter.

Sincerely,
Paul McFedries

-

@ Mail File Edit View Mailbox Message Format Window Help
008 | = & A [
To: editor@housingdigest.com v Q 6

Ce:

Subject: Article proposal@

Dear editor,

| believe this would be of interest to your readers, so please consider it for future publication.

9




A file selection dialog appears.
e Click the file you want to attach.
@ click 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 (7).

Mail sends your message.
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Documents

Q, Search

DOC

Students.accdb Survey Results.DOC

™
Text Outline.txt The Foad
Pyramid.pptx
ATF ™
To-Do List To-Do List.txt

- DOCK

Travel Request

[,

Trips v. Vacations

poc

Tab Examples.doc

DOCX

The Jargon of Junk
Food

Training.pptm

RTF

Trips v.

Vimmabinmn wf

poc

Table Example.doc

Thumbs.db

_TXT |

transfer file.txt

DOCX

Troubleshooting

WFimd e bt b

Send Windows-Friendly Attachments

Presentation.pptx

ooc

Text Effects.doc

DOCK B
Tiny Houses, Big
Lexicon

Travel ltinerary -
Florence.pptx

Troubleshooting

Y —

Cancel Choose Fileﬁ

Options
File Edit View Mailbox Message Format Window Help o ) & o)
& || = & A

To: editor@housingdigest.com ~
Cc:
Subject: Article proposal

Message Size: 203 KB

Dear editor,

Attached please find a copy of my article “Tiny Houses, Big Lexicon,” which examines the nascent Tiny House movement
fram the point of view of the new word and phrases the movement has added to the English language. These include tiny

houser, shedworker, and small footprinter.

I believe this would be of interest to your readers, so please consider it for future publication.

Sincerely,
Paul McFedries

Tiny Houses, Big

Lexicon
193 k8

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

The number of files you can attach to the message has no practical limit. However, you should be careful
with the total size of the files you send to someone. Many ISPs place a limit on the size of a message’s
attachments, which is usually between 2MB and 5MB. If you have an iCloud account, when you send a large
attachment Mail asks if you want to use the Mail Drop feature, which stores the attachment in iCloud. Click
Use Mail Drop to enable your recipient to download the attachment from iCloud.
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Add a Signature Block

signature block is a small amount of text that appears at the bottom of an email message.
Instead of typing this information manually, you can save the signature in your Mail preferences.
When you compose a new message, reply to a message, or forward a message, you can click a button
to have Mail add the signature block to your outgoing message.

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

Add a Signature Block

Create a Signature Block
@ click Mail.

o Click Preferences.

The Mail preferences appear.
€ Click Signatures.

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

e Click Create a signature ().

Mail adds a new signature.
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W File Edit View Mailbox Message Format Window Help Ceq)
OJ About Mail | Inbox (Read Only)

Preferences...
Accounts...

Add Account...

Services >

Hide Mail 3#H

Hide Others X 3H

Show All

Quit Mail ®Q
T Junk

Smart Mailboxes

Signatures

[ NN ]
o @ S L Y

General Accounts Junk Mail Fonts & Celors Viewing Composing Signatures Rules

| All Signatures é
| &7~ 0 signatures

iCloud

0 signatures

& 2 Always match my default message font
= (Helvetica 12)

Choose Signature: Mone
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@ Type a name for the signature.
0 Type the signature text.

wm © =

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

Signatures

A

e Repeat steps 4 to 7 to add other

Business@

. t f . d _AII_Signatures g:ul E:;e:d\rlizfms "
signatures, 1T required. '~ 0 signatures 43;‘:00&9-[ Highw:){ Indianapulis. . 4
. iCloud 46290
Note: You can add as many signatures B | signature B e dspyoom
as you want. For example, you may L B
want to have one signature for
business use and another for personal
use. + — || Always match my default message font
. (Helvetica 12)
© click Close (@).
Choose Signature: = Mone
Place signature above quoted text "?
Insert the Signature ® Mail File Edit View Maibox Message Format Window Help
@ Click New Message (7)) to start eoe® . |=- RS 23 N
a new message. To:
Note: To start a new message, see ce:
the section “Send an Email Message.” Subject: None
@ 1n the message text area, move Sig”a‘“r
ersonal

the insertion point to the
location where you want the
signature to appear.

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

& Paul McFedries
Spymaster, Word Spy Lid.

Phone: 317-555-8642

() The signature appears in the

321 Hoosier Highway, Indianapolis, IN 46290 0

E-mail: spymaster@wordspy.com

Edit Signatures

message.

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

Follow steps 1 to 4 in the subsection “Create a Signature
Block” to display the Signatures preferences and choose an
account. Click the Choose Signature [ and then click the
signature you want to insert automatically into each message.
If you prefer to add a signature manually, click None.

Can I format my signature text?

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

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

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

Receive and Read Email Messages

Receive Email Messages .io .mu File Edit View Mailbox Message Format “:::?:o.,::ig“, Lo ) & W) B3 10:46
€) Click Get Mail (). Ol [ .
£2 Inbox
» ¥ VIPs
A Sent
T Junk
T Trash
@ The Mail Activity area lets you aores JZmbpow _
. . . Sbo @ 1
know if you have any incoming » 4 vps ‘
messages. el
T Trash
(@ If you have new messages, they S o
appear in your Inbox folder with
a blue dot in this column.
@ The Mail icon (@) in the Dock e
shows the number of unread
messages in the Inbox folder.
o — G
+ & &%~

100L " aBBROeHO®ANY
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Read a Message
o Click the message.

Mail displays the message text
in the preview pane.

o Read the message text in the
preview pane.

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

Communicating via Email

Mailboxes Sort by Date v

& ol * e,
» 3 VIPs

4 Sent

™ Junk

ﬁ Trash

Smart Mailboxes

| A ~
No Mess:

Sort by Date v

Millicent Peeved 11:08 AM

Re: Looking for photos

(2 g

Millicent Peeved
To: tyvosxelcapitan
Re: Looking for photos

Today at 11:08 AM

Dear Paul,

Yes, we have many wonderful photos of downtown buildings and houses in the Art
Deco style. Is there one in particular you are locking for?

Sincerely,
Millicent Peeved

On Mon, Jul 13, 2015 at 3:33 PM, Paul McFedries wrote:
Hi,
I am looking for old photos of Art Deco buildings in the downtown core. Do you have any in your
collections?
Thank you for your time.

Best regards,
Paul McFedries

Can I change how often Mail automatically checks for messages?

Yes. Click Mail and then click Preferences. The Mail preferences appear. Click the General tab. Click the
Check for new messages [gJ and then click the time interval that you want Mail to use when checking for
new messages automatically. If you do not want Mail to check for messages automatically, click Manually

instead. Click Close (@) to close the Mail preferences.
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Reply to a Message

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

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

Reply to a Message

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:.

O Mail includes the original
message text at the bottom
of the reply.
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& Mail File Edit View Mailbox Format Window Help o) = o) B 1

[ NoN ] Inbox (4 messages, 2 unread)

= | & = | & & = Q S
Mailboxes sl L Paul Walker

& Int ‘kn @ Karen Harper 11:33 AM To: Paul McFedries

DE'I T B Copyedited chapter Re: Article proposal
> rafts ® Word Spy 11:29 AM

4 Sent Word Spy - distraction addict

Paul Walker 1:28 AM Hi Paul,
™ Junk
U Re: Article proposal . . .
Many thanks for contacting us and submitting your article. We enjoye:

> i Trash Millicent Peeved 11:08 AM believe aur readers will, too. This would be a great fit for our October

Re: Looking for photos

living. I'll get my managing editor to contact you with more details an
Smart Mailboxes

Bye for now,

Paul Walker
Editor, Housing Digest

On Tue, Jul 14, 2015 at 11:17 AM, Paul McFedries wrote:
Dear editor,

Attached please find a copy of my article “Tiny Houses, Big Lexicon,” which e
House movement from the point of view of the new word and phrases the moy
English language. These include tiny houser, shedworker, and small footprint
I believe this would be of interest to your readers, so please consider it for futy

Sincerely,
Paul McFedries

& Mail File Edit View Mailbox Message Format Window Help Lo ) & o) B

o008 =wv

To: Paul Walker ~ 0

Ce:

Subject: Re: Article proposal 0

On Jul 14, 2015, at 11:28 AM, Paul Walker wrote:
Hi Paul,

Many thanks for contacting us and submitting your article. We enjoyed it very much and we believe our readers will, too. This
would be a great fit for our October issue on "off-the-grid” living. I'll get my managing editor to contact you with more details

and with an offer.

Bye for now,

Paul Walker
Editor, Housing Digest

On Tue, Jul 14, 2015 at 11:17 AM, Paul McFedries wrote:
Dear editor,

Attached please find a copy of my article “Tiny Houses, Big Lexicon,” which examines the nascent Tiny House movement from the point of view
of the new word and phrases the movement has added to the English language. These include tiny houser, shedworker, and small footprinter.

I believe this would be of interest to your readers, so please consider it for future publication.

Sincerely,
Paul McFedries




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

e Click the area above the original
message text.

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

Note: Mail stores a copy of your
reply in the Sent folder.
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To: Paul Walker~
Ce:

Subject: Re: Article proposal

I
On Jul 14, 2015, at 11:28 AM, Paul Walker wrote:
Hi Paul,
Many thanks for contacting us and submitting your article. We enjoyed it very much and we believe our readers will, too. This
would be a great fit for our October issue on "off-the-grid” living. I'll get my managing editor to contact you with more details
and with an offer.

Bye for now,

Paul Walker
Editor, Housing Digest

-0

& Mail File Edit View Mailbox Message Format Window Help

D = %) m

=z =

To: Paul Walker~
Cc:

Subject: Re: Article proposal

Thank you very much for accepting my article. I'm looking forward to working with your and your team. 4

Cheers,
Paul McFedries

On Jul 14, 2015, at 11:28 AM, Paul Walker wrote:

Hi Paul,

Many thanks for contacting us and submitting your article. We enjoyed it very much and we believe our readers will, too. This
would be a great fit for our October issue on "off-the-grid” living. I'll get my managing editor to contact you with more details
and with an offer.

Bye for now,

Paul Walker
Editor, Housing Digest

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 EH+HE)+HE). Type the recipient’s address and then click Send. Replies to this message will be
sent to the original sender, not to you.
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Forward a Message

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

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

Forward a Message

Cljck the message that you Want @ Mail File Edit View Mailbox Message Format Window Help L2 D = W) B2 11:54AM Paul
® 0@ Inbox, ssages, 1 unread)
to forward. =) o EREED ﬁ 2 soarch
Mailboxes St o2 Word Spy Today at 11:20 AM
. ® Karen Harper TEIIAM 0: tyvosxelcapitan
o Chck Forward (*). ’E Copyedited chapter Lnr;y;pv—:;is\pr;crinn addiet

e 11:29 AM

Wi distraction addict

& ou
Note: You can also press [+ HED. i paer

H Junk Millicent Peeved 11:08 AM W O R D S PY
Re: Laoking for photos

Pi Trash
Frormezmes THE Worp Lover’s Guipe To NEw
WoRrbDs

distraction addict

n. A person whose attention is easily and constantly
drawn away from the task at hand.

Examples
There is definitely a correlation between my digital activity
and my stress and anxiety levels. And I do more than ever
to keep the latter in check: massages, reflexology, yoga,
acupuncture, exec coaching — oh, and lots of wine and off-

A message window appears. e o = ¢ A
o . . To: psychgirl@westernu.edu
@ Mail inserts the subject line, [ 4, ST
preceded by Fwd:. Sublect: Fud: Word Sw-disﬁactiunaddiclﬂ
(@ The original message’s Begintonuargsd message:
addressees (To and From), date, e

Subject: Word Spy - distraction addict

subject, and text are included

at the top of the forward. W ORD S PY

© Type the email address of THe Woro Lover’s Guioe To New Woros <)
the person to whom you are
forwarding the message. distraction addict
n. A person whose attention is easily and constantly
TO send a COpy Of the forward drawn away from the task at hand.
E: I
tO another perSOI'l, type that #:?r:i:sdeﬁnitelyacorrelation between my digital activity
person’s email address in the
Cc line.
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© Edit the original message to
include only the text relevant to
your forward.

e Click the area above the original
message text.

0 Type your comments.
© Click Send ().

Mail sends your forward.

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

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

To: psychgirl@westernu.edu~

Ce:  editors@oxforddictionaries.com ~
Subject: Fwd: Word Spy - distraction addict
|

Begin fonwarded message:

From: Word Spy <mail@wordspy.com>

Date: July 14, 2015 at 11:29:41 AM EDT

To: tyvosxelcapitan
Subject: Word Spy - distraction addict

WoRD Spy

THE WorDp Lover’s Guipe To New WoRbps

distraction addict

n. A person whose attention is easily and constantly 0
drawn away from the task at hand.

View the Full Entry Online
http://wordspy.com/index.php?word=distraction-addict

I&«c =. @ A
psychgir@westernu.edu~

Ce:  editors@oxforddictionaries.com ~
Subject: Fwd: Word Spy - distraction addict
Hi Kyra,

jsince your thesis is about online behavior, | thought you might find this phrase interesting, 4

Enjoy!
Paul

Begin forwarded message:
From: Word Spy <mail@wardspy.com>
Date: July 14, 2015 at 11:29:41 AM EDT

To: tyvosxelcapitan
Subject: Word Spy - distraction addict

WoRD Spy

THE WorDp Lover’s Guipe To New WoRbps

distraction addict

n. A person whose attention is easily and constantly
drawn away from the task at hand.

fix this problem?

the Mail preferences.

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

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

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

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

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

attachments.

Open and Save an Attachment

® Mail File Edit View Mailbox Message Format Window Help

Open an Attachment

o Click the message that has the
attachment, as indicated by the
Attachment symbol (. ).

@ An icon appears for each
message attachment.

o Double-click the attachment
you want to open.

The file opens in the associated
application.
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Lo ‘D & W) B2 12:08PM Paul

Smart Mailooxes

Re: Looking for photos

o

st

« <@

e0e@ Inbox (4 messages)

= & E RN IR L Q Search
Mailboxes 30ttty Dtah Karen Harper @ Today at 11:33 AM

&A Inl Harper To: tyvosxelcapitan

B lited chapter Copyedited chapter
» |3 Drafts Word Spy 11:29 AM

< Sent Word Spy - distraction addict

& Junk Paul Walker 1:28 AM Hi Paul,

s Re: Article proposal I y
ve completed my edit and the revised Word document (with track changes

» T Trash Millicent Peeved 11:08 AM turned on) is attached. Let me know if you have any questions.

Introducing Cloud
Computing.docx
® Wword File Edit View Insert Format Tools Table Window Help L YD = o) Ea 12:09PM Paul
eoe M W& L] I Introducing Cloud Computing Q~ Search in Document
Home Insert Design Layout References  Mailings = Review  View
rec @ =) + ] All Markup | @ B @ . - ‘. [b -
Y 5 | P @ b & - B (B
Speling& . Language New  Delete Done Track Changes | Markup Options +  Reviewing  Accept  Reject |  Compare  Protect
Grammar 3 Comment
Chapter 1

Introducing Cloud Computing

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

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

Instead, it is a reaction to a world that is

ing drastic changes

culturally, and
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Save an Attachment @ Mail File Edit View Mailbox Message Format Window Help G 7Y = o) @@ 1210PM  Paul
[ BN ) Inbox (4 messages)
o Click the message that =N =} EEREED ESENED GIE Q Search
Mailbosxe ren Harper & ‘oday at 11::
has the attachment, as - o tasian [
. . = Copyedited chapter
indicated by the Attachment ’E e WordSoy  ciomosar ’ ’
Hi Paul,
Sy mbOl ( )' bl ::.’I"v";:::mm“' e I've completed my edit and the revised Word document (with track changes
» § Trash Millicent Peeved 11:08 AM turned on) is attached. Let me know if you have any questions. N
e Right-click the attachment Smar Matooses o t00kho o photee s,
you want to save. &Ew s
. Opgn With... >
e Click Save Attachment. Quick Look Attachment
Save to Downloads Foldel
Share »>
Copy
Speech 3
Mail prompts you to save
the file. Save As: H Introducing Cloud Computing.docx @1{_
O Click in the Save As text box Tags:
and edit the filename, if
. ere: | i Documents
desired 441 L . M
e Click the Where [ and select
the folder into which you Cancel m

want the file saved.
G Click Save.

Can I open an attachment using a different application? Are viruses a big problem on the Mac?
In most cases, yes. 0S X usually has a default application that | No, not yet. Most viruses target Windows
it uses when you double-click a file attachment. However, it PCs and only a few malicious programs

also usually defines one or more other applications capable of | target the Mac. However, as the Mac
opening the file. To check this out, right-click the icon of the | becomes more popular, expect to see more

attachment you want to open and then click Open With. In Mac-targeted virus programs. Therefore,
the menu that appears, click the application that you prefer you should still exercise caution when
to use to open the file. opening email attachments.
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Create a Mailbox for Saving Messages

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

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

Create a Mailbox for Saving Messages

Create a Ma‘i lbox ® Mail File Edit View Message Format Window Help =
. . [ BON ] e All Accounts Online essages)
o Cth Ma'l'.bOX. = I3 All Accounts Offline
i —1 New Mail TN |
e Click New Mailbox. Mailboxes Sort by Date Synchronize “Mcfedries”
Karen Har|
_J o Copyeditec  Erase Deleted Items >
» [% Drafts Wordspy  Erase Junk Mail Tl

Word §
< Sent 28 \ew Mallbox.. 2
Paul Wall

= Junk Ros acticls I:-I;wt;S:ar:t Tall?:x...
Edit Smart Mailbox...
» Trash illi
ﬁ ;‘:I:;i':n': Duplicate Smart Mailbox
Smart Mailboxes ’ New Smart Mailbox Folder...

Rena hOX..
Dele
Export Mailbox...

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

Rebuild

The New Mailbox dialog appears.

€ Click the Location [ and
then click where you want the
mailbox located. s e M

o Type the name of the new Name: | WorK 4 |
mailbox. '

? Cancel m
© click ok.

New Mailbox

: "3‘ Enter name for new mailbox to be created at the top level
L. AA%L in account “iCloud”.
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(@ The new mailbox appears in the ® Mail File Edit View Mailbox Message Formai Window Help = 4
Mailboxes Llist. ece Inbox (4 messages)
=0 P
Mailboxas Sort by Date v
Karen Harper 11:33 AM
n Jresis Copyedited chapter
[% Drafts Word Spy 11:29 AM
ﬁ Sent Word Spy - distraction addict
Paul Walker 11:28 AM
E Junk Re: Article proposal
B Trash Millicent Peeved 11:08 AM
Re: Looking for photos
‘Smart Mailboxes
ICloud
23 Junk E-mail
ﬁ Trash
23 work
Move a Message to Another ® Mail File Edit View Mailbox Message Format Window Help =)
MailbOX ece Inbox (4 messages)
_ = ] FHE | B N N>
o Position the mouse (k) over the g Sort by Date
Karen Harper 11:33 AM Paul McFedries
message you want to move. 5 inbox Copyedited chapter To: Paul Walker
: @ Drafts ‘Word Spy 11:29 AM Re: Article proposal
Click and drag the message and s Word Spy - distraction addict
i i i o Paul Walker 11:28 AM ) -
dI’Op 1t on the mai l.bOX to Wh]Ch o Sy i Qdar;lgﬁ?:.le\;:y much for accepting my article. I'm |
you want to move it. & Trash Millicent Peeved 11:08 AM
Re: Looking for photos Cheers,
M 'l th S MRl Paul McFedries
ail moves € message. : Soe Mors
Paul Walker
To: Paul McFedries
Re: Article proposal
Hi Paul,
Many thanks for contacting us and submittin
much and we believe our readers will, tog. Tl
October issue on "off-the-grid" living. I'll get|
you with more details and with an offer.

How do I rename a mailbox?

Right-click the mailbox and then click
Rename Mailbox. Type the new name and
then press (GZZ1). Note that Mail does
not allow you to rename any of the built-
in mailboxes, including Inbox, Drafts,

and Trash.

How do I delete a mailbox?

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

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

Add Events and Contacts from a Message

@ Mail File Edit View Mailbox Message Format Window Help

Lo ) & %) B2 1250PM_Paul

o Click the message that contains

[ BN ] Inbox (5 messages)
the contact data or event = ) B BN I Q Search
3 ] Mailboxes SOItDy DAteRy, David H: d Today at 12:35 PM
information. —— T
pp conference cal App conference call
: : >[5 prafts Karen H 11:33 AM
@ If Mail recognizes the data for g s Copyedites ehapter
. . Word Spy n B New contact info found in this email: David Hammond &mum ®
either a contact or an event, it W Junk Wora Spy - lstraction mm& o
» T Trash Paul Walker 1:28 AM pad
lets you know here. S Re: Article preposal I'm organizing a conference call with Dean, Marcie, and Annemarie to talk about
ki erid Millicent Peeved 11:08 AM the app you're building for us and how we can help you with content, images,
. . Re: Looking for photos design, and so on.
Right now I've scheduled the call for 10:00AM on Saturday, November 26. Is that
Click add beside the data you
a good time for you?
want to enter. Tk to you soan,
David Hammond
123 Ivy Street, Indianapolis, IN 46290
dhamm@goldenappletheatre.org
317-555-7654
Mail di sp[ays the data. ® Mall File Edit View Mailbox Message Format Window Help 0D D & W) B@ 1250 PM_Paul
[ XON ] Inbox (5 message
. = | = O RN
€© I you are adding a contact, el
. Mailboxes vAe David Hammond
David Hammond
click Add To Contacts. b e p—
» |1 Drafts Karen Harper 11:33 AM
. < sent Copyedited chapter ol
Note: If you are adding an event, ke erdse1 i || S S ®
. . Word Spy - distraction addict (
Cl]Ck Add TO calendar 1nStead. » T Trash Paul Walker 11:28 AM Hilbanl note
Re: Article proposal T'm organizing a ¢
Aty Millicent Peeved 11:08 AM the app you're bu

Mail adds the contact or the
event.

Re: Looking for photos

design, and so on

Right now I've scl
a good time for yr

Talk to you soon, _|gnore

Add To Contacts 0

David Hammond

123 lvy Street, Indianapolis, IN 46290
dhamm@goldenappletheatre.org
317-555-3333
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Process Messages Using Gestures

CHAPTER

You can process your incoming Mail faster by using gestures to implement common tasks. With
the Mail app on an iPhone or iPad, you can swipe right or left on a message to get quick access
to a few message-related chores. That same convenience is also available in the 0S X El Capitan Mail
application. Using a trackpad or a Mighty Mouse, you can swipe right on a message to mark it as

unread, and you can swipe left on a message to delete it.

Process Messages Using Gestures

Mark a Message as Unread ece Inbox (5 messages)
. . = | o ~
o Swipe to the right on the s —
Mailboxes SO
miesage: Sl 2 o e WiEwawes B )
Note: If you are using a trackpad, > [ pratts Karen Harper 11:33 AM
ﬁ N . f ﬁﬂ Sent Copyedited chapter
use two fingers to swipe; if you are st o Ay R
USing a M-ighty Mouse’ use one K ‘Word Spy - distraction addict
. . » T Trash Paul Walker 1:28 AM
ﬁnger to swi pe. : Re: Article proposal
il s Millicent Peeved 11:08 AM
e Tap Mark as Unread. Re: Looking for photos
Mail changes the message
status to unread.
Delete d Message [ oW ] Inbox (5 messages)
. = | o ~
o Swipe to the left on the === =
Mailboxes UL
message' &8 Inbox David Hammond 12:35 PM
Fwd: App conference call
o Tap Trash. » [B Draits Karen Harper 11:33 AM
ﬁﬂ Sent Copyedited chapter
Mail moves the message to the EEPEN 1 3 e m
Trash folder. » T Trash Paul Walker 1:28 AM
: Re: Article proposal
il e Millicent Peeved 11:08 AM
Re: Looking for photos
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CHAPTER 4

Enhancing
Online Privacy

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

@ sSafari File Edit View History Bookmarks Window Help B % 0 & o) B 10:01AM Paul
wordspy.com
Home — Alpha — + print clone - privatopia <
Clearing history will remove related cookies
( ) and other website data.
\/ History will also be remeved on other devices signed into
your iCloud account.

Clear the last hour n

. Cancel | Clear History |

priva

n.Organizir
to ensure )

rly one’s online life —
By Date

Random Word Examples
2001

00
Top 100 The “dangerous” cockie is no more than a small, harmless strand of data your computer is given when

Blog you visit some websites. Only the issuers can read the cookie and it allows them to tailor the content to

your needs. If you call a second page or return to the site later it will remember you. By forcing sites to
Full Search demand censtantly that their web users reaffirm “explicit prior consent” for each and every type of
cookie delivered we will all be subjected to waves of interrupting messages and error screens. Confused
users will switch off and new users will be frustrated that so many sites no lenger work. It would only
N ¥ f have been a positive move for personal privacy if browsers did not already have easy-to-use privacy
management tools builtin.
—Danny Meadows-Klue, “Crumbling cookies could cook the net,” The Guardian, November 26, 2001

1994 (earliest)
The biggest business opportunity between now and the year 2005 will be the creation of the privacy
management business. Just as TRW went from a company that created automobile parts and defense
contracting work to a company that was a credit management business. The same thing will happen
with privacy.
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Delete a Site from Your Browsing History

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

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

Lo ) F o) B 8:39AM Pa

@ safari File Edj Bookmarks indow Help
ees <[> m J 2 =ity

Delete a Single Site

o Click History. e % ¥;

© Click Show History.

You can also run the Show
History command by

pressing I+,

The History list appears.

e Right-click the site you want to
remove.

e Click Remove.

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

Safari deletes the site from your
browsing history.

Note: To return to Safari, either
click History and then Hide
History, or press [ +010.
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Wore Spy Search Results SnapBack
Reopen Last Closed Window
Reopen All Windows from Last Session

Monday, December 19, 5828363
Tuesday, July 14, 2015

Monday, July 13, 2015

Sunday, July 12, 2015

Saturday, July 11, 2015

Friday, July 10, 2015

Thursday, July 8, 2015

Clear History...

{+3H

Yahoo Bing

YYYVYYYY

Wikipedia

@ sSafari File Edit View History Bookmarks Window Help

o 3 ‘0 = o) B 841AM P

ses <)o

Q Search or enter website

name o

Website
» (1) Saturday, July 11, 2015
» (&) Friday, July 10, 2015
» (&) Thursday, July 9, 2015
¥ (1) Wednesday, July 8, 2015
& The Postman App
& Welcome to Facebook
& Amazon.ca Thanks You
@ Place Your Order - Amazon.ca Checkout
@ Place Your Order - Amazon.ca Checkout
@ Preparing your order
@& Amazon.ca Sign In
@ Amazon.ca Shopping Cart

Address

instructions

http:/ftt
https://m.facebook.com/?refsr...2Fwww.facebook.com#%2F&_rdr
https://www.amazon.ca/gp/buy...640207&viewld=ThankYouCart
https:/ a bus i ipt=1#

ca/gp/buy.

?hasWorkingJavaseript=1

amazon.ca/gp/buy. iti 14363

https:/ -a/ap/sig...k| it 14363

http:/fwww.amazon.ca/gp/best..542/ref=pd_zg_hrsr_b_3_5_last

& TORONTO 2015 Pan Am/Parapan A...ad Race Ral

@ Athletics | Toronto 2015 Pan Am / Parapan Am Games

& Amazon.ca Best Sellers: The most popular items in Hiking http:/f .amazon, 2/ref=pd_zg_hrsr_b_3 5 last#2
@ Walking Home From Mongolia: Rob...9781444745283: Books - Amazon.ca  htip:/jwww.amazon od...c=1&smid: W fol:]
& Amazon.ca Shopping Cart Dl amazon. t/...Page=24# h d-cart
@ Amazon.ca Shopping Cart http:/f amazon. t/...Page=1 h dl t
& Amazon.ca Shopping Cart http:/y .amazon t/view.k ,_cart

& Why Grow Up?: Subversive Thought...80374289 Open in New Tab tp:/jwww.amazon.com/Why-...rsive-Infantile/dp/0374289964 |
@ (notitle) Open in New Window fi .argf...447 forigi hon-Map.pdf

itp:ffwww.toronte2015.0rg/ne...utes-released-for-toronto/1032

= Copy
_e pan am games marathon route - Google Search I gi
@ pan am games marathon route - Google Search ittp:/fwww.toronto2015.0rg/0/athletics-schedule

http:/jwww.toronto2015.org/athletics




Delete an Entire Day
@ click History.
© Click Show History.

You can also run the Show
History command by

pressing 3+,

The History list appears.

e Right-click the date you want
to remove.

O Click Remove.

Safari deletes the date from
your browsing history.

Note: To return to Safari, either
click History and then Hide

History, or press [+(0.

Note: To learn about the Clear
History command, see section
“Remove Saved Website Data,” later
in this chapter.
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@ Safari File Edjj Bookmarks indow Help
ece > i O ek =

Back
Forward
Home ko

- V.VGM SP\' P Search Results SnapBack

Reopen Last Closed Window
Reopen All Windows from Last Session

Monday, December 19, 5828963
Tuesday, July 14, 2015

Monday, July 13, 2015

Sunday, July 12, 2015

Saturday, July 11, 2015

Friday, July 10, 2015

Thursday, July 9, 2015

Clear History...

o 3 40 5 o) B2 842AM Pa

al

#]
#¥H

iCloud

S 3 Y
3 2

~E

Facebook

@ Safari File Edit View History Window Help

Lo $ 0 = o) B2 8:41AM Pa|

Q_ Search or enter websi

e®e < >| O

te name

al

Website

» () Monday, Decemb 28963
» & Tuesday, July 14,
» () Monday, July 13, 201

Address

» () Sunday, July 12, 2015

————————— Copy
> u Saturday, July 11, 20
» @) Friday, July 10,2016
» @) Thursday, July 9, 2015
» (1) Wednesday, July 8, 2015
» (3) Tuesday, July 7, 2015
» () Monday, July 6, 2015
» (@) Sunday, July 5, 2015
» (2 Friday, July 3, 2015
» @) Thursday, July 2, 2015
» (1) Wednesday, July 1, 2016

history daily.

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

ou can prevent advertising sites from tracking your online movements by blocking the tracking

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

Prevent Websites from Tracking You
o Click Safari. W File Edit View History Bookmarks Window Help =EEECK |
A :

bout Safari l a
X b . google.com <
© click Preferences. o S _
o

Clear History...

Services >

Hide Safari #EH

Hide Others N#EH

Show All

Quit Safari Eqe]

Google

‘Google Search I'm Feeling Lucky
The Safari preferences appear. General
e cth the anacy tab- Tlhn A:h“;l;ll Passwords Search Security Privacy i
Safari opens with: | A new window
MNew windows open with: = Top Sites
New tabs open with: = Top Sites
Homepage: Ihttp:.lfwww.wnrdspy.cnm] I
Set to Current Page
Remove history items: | After one year
Favorites shows: | [ Favorites
Top Sites shows: = 12 sites
File download location: | [#] Downloads
Remove download list items: = After one day

Open “safe” files after downloading
“Safe" files include movies, pictures,
‘sounds, PDF and text documents, and
archives.
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o Click the Allow from websites I e o e
visit option (" ' changes to ©). =/ ¢ Q = & :. l O

General Tabs AutoFill Passwords Search Security

Cookies and website data: | | Always block
() Allow from current website only
MA”OW from websites | visit
() Always allow

Remove All Website Data...

Website use of location services: () Prompt for each website once each day
(" Prompt for each website one time only
(" Deny without prompting

Website tracking: | Ask websites not to track me '3
© Click the Ask websites not " _ =
to track me check box =L Q- E. I e’

General Tabs AutoFill Passwords Search Security

(I changes to ).
o Cookies and website data: (| Always block

G cljck Close (.) . "T‘ Allow from current website only

© Allow from websites | visit
—~
() Always allow

Safari no longer accepts cookies
from third-party sites and sends

all websites a Do Not Track , o ‘
Website use of location services: ) Prompt for each website once each day

request. (") Prompt for each website one time only
(" Deny without prompting

Website tracking: B Ask websites not to track me 0 2

Remove All Website Data...

P

How can a website track me online?

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

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

73



Remove Saved Website Data

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

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

Remove Saved Website Data ‘

@ click Safari.

@ Safari File Edit View History Bookmarks Window Help = RO

[Em| wordspy.com &

Home — Alpha = D — data exhaust +* dashboa|
Worbp Spy
By Alphs data exhaust
By Tag n. The digitally trackable or storable actions, choices, a
s preferences that people generate as they go about thei

= lives.

Random Word

Also Seen As
R 00 digital exhaust
Blog

Examples
Full Search 2010

Some firms will make a living based entirely on mining “data exhaust”, thg

. £

produced by other activities. One example is Google’s PowerMeter, which r|

n CEFON File Edit View History Bookmarks Window Help =R

About Safari
Safari Extensions... |

0 Click Clear History.

The Clear History dialog
appears.

wordspy.com (e

— Alpha = D — data exhaust +* dashboal

Preferences... £

Clear History... 2

- -ata exhaust

#H
nice others  v#H he digitally trackable or storable actions, choices, 3
ol ferences that people generate as they go about the
5.

Note: Despite its name, the Clear
History command removes not only
your website history, but all your
saved website data.

#Q

Random Word
Also Seen As
Top 100

digital exhaust
Blog

Examples
Full Search 2010

Some firms will make a living based entirely on mining “data exhaust”, the

N it £

produced by other activities. One example is Google’s PowerMeter, which 1
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€@ Click the Clear [ and then click
the history interval you want to
remove.

Clearing history will remove related cookies
and other website data.

History will also be removed on other devices signed into
your iCloud account.

%! v the last hour

today
today and yesterday Clear History
all history

?

O Click Clear History.

Safari deletes the website data
from the time interval you
specified.

Clearing history will remove related cookies
and other website data.

History will also be removed on other devices signed into
your iCloud account.

Y

Clear the last hour

Cancel Clear History ?

(=~

What types of website data does Safari save?

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

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

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

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

Enable Private Browsing

o Cljck F'il_e, @ Safari File Edit View History Bookmarks Window Help & 5 @ é
900 < Em| wordspy.com &

1

Home —+ Alpha — P — privacy management + pring
Worp Spy
-
By Alpha privacy management
By Tag n. Organizing various aspects of one’s life — particularly
online life — to ensure maximum privacy.
By Date
Random Word Exa mp les
2001
Top 100 « " L
The “dangerous” cookie is no more than a small, harmless strand of data yx
Blog given when you visit some websites. Only the issuers can read the cookie a
them to tailor the content to your needs. If you call a second page or return|
Full Search it will remember you. By forcing sites to demand constantly that their web
explicit prior consent” for each and every type of cookie delivered we will
to waves of interrupting messages and error screens. Confused users will s
N ¥ f new users will be frustrated that so many sites no longer work. It would on
o Click New Private Window. ® Safarl i) Edt View History Bookmarks Window Help =
New Window S£h
S8 LS New Private Window = 2 LECL A g
New Tab ST rivacy management + prin]

WORD S Open File... #0
Open Location... 3L

By Alpha Close Window %W y m a n a ge m e nt

Close All Windows NEW
Close Tab R e )
By Tag Save As... #s various aspects of one’s life — particularly

Share » O ensure maximum privacy.

By Date Export as PDF...
Open in Dashboard...
Random Wo Import Bookmarks...
Export Bookmarks...
Top 100 3 .
Print... sep cookie is no more than a small, harmless strand of data y«
Blog given when you visit some websites. Only the issuers can read the cookie a
them to tailor the content to your needs. If you call a second page or return
Full Search it will remember you. By forcing sites to demand constantly that their web

“explicit prior consent” for each and every type of cookie delivered we will
to waves of interrupting messages and error screens. Confused users will s

N ¥ f new users will be frustrated that so many sites no longer work. It would on
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Safari creates a new window and ® safani

File Edit

View History Bookmarks Window Help L= 32 23

activates the Private Browsing

e <[>

L A

ISear:h or enter website name

feature.

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

Safari will kee

Private Browsing Enabled

Worp Spy

p your browsing history private for all tabs in this window. After you close this window, Safari won't remember the pa|

Top Sites

p

€ MUsIC

apple.com

Google
Google iCloud Wikipedia
= —— e
1si i @ Safari File Edit View History Bookmarks Window Help = 3 94
151 e sites you want to see
during your private browsing o" 8o <> D & cibccom
session. CIBC Websites = | Francais | X | ContactUs
CIBC B;nk\icng
that fit:
e When you are done, Cl.ose the f’ yuaur|:f:_ Personal Banking Business Services About CIB
Private Browsing window.
Bank Accounts Credit Cards Mortgages Lending Investments Insurance Ways to

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

Get a piece of the
TORONTO 2015 Games.

Official Pan Am collectible coins.
Enjoy 10% off for a limited time.

T AR Ore

s |

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

Yes. Click Safari and then click Preferences to open
the Safari preferences. Click the Privacy tab. In the
Website Use of Location Services section, click the
Deny without prompting option (' changes to )
and then click Close (@).

Safari’s Search box displays suggestions based on
my previous entries. Can I prevent this?

Yes. Click Safari and then click Preferences to

open the Safari preferences. Click the Search tab.
Click the Include search engine suggestions

(" | changes to @) check box, click the Include
Safari suggestions (| changes to ) check box,
and then click Close (@).
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Delete a Saved Website Password

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

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

Delete a Saved Website Password

@ click Safari.
e Click Preferences.

File Edit View History Bookmarks Window Help =) =

About Safari \
Safari Extensions...

—vu i
~, Safari

wordspy.com v}

— Alpha — P — password fatigue + passthoug
Preferences... spnam TP g ke

Clear History...

»assword fatigue

38H
wH lental exhaustion and frustration caused by having
lember a large number of passwords.
Q

Random Word Examples
2007

hop 1o One of the tribulations of internet life is password fatigue. Use a different

Blog website and you're likely to forget them. Write them all down, or use the s

you risk becoming the latest victim of identity theft.

Full Search —David Smith, “This week we want to know all about...: Biopasswords,” TH

April 22, 2007
=
B IE 2007
The Safari preferences appear. General
Click the Passwords tab U@/ Qs 0 * & o
]c e asswor s a . Tabs AutoFill Passwords Search Security Privacy Notifications Extensions Advanced
Safari opens with: | A new window
New windows open with: = Top Sites
New tabs open with: = Top Sites
Homepage: ihnp:ﬂwww.wnrdspy.cow [
Set to Current Page
Remove history items: | After one year
Favorites shows: | [1] Favorites
Top Sites shows: | 12 sites
File download location: Downloads
Remove download list items: = After one day
Open "safe” files after downloading
“Safe" files include movies, pictures,
sounds, PDF and text documents, and
archives. 2
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o Click the web password you
want to remove.

e Click Remove.

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

Safari asks you to confirm.
@ click Remove.

Safari removes the password.
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& AutoFill user names and passwords

Website

daw.apple.com

www.icloud.com

www.facebook.com — hitps
www.facebook.com — http

~ User Name
paulmcfedries@mac.com
paulm@mcfedries.com
paulmcf@me.com

paulmcfedries@mac.com
mail@mctedries.com

paulmef

[~ Show

for sell d websi | Add

| Remove q

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

know about?

as described in Chapter 12.

Are there any other website password security risks that I should

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

myaccount

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

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

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

using Safari.

Most online purchases require a credit card, so retailers ask you to enter your card number and
expiration date when you check out. To avoid the time and effort this requires, you can save your
card data and have Safari enter it automatically each time you make a purchase. However, the
downside to this convenience is that anyone who uses your Mac can also use your credit card
information. To prevent this, you can delete the saved credit card data.

Delete Saved Credit Card Data

@ click Safari.
e Click Preferences.

The Safari preferences appear.
€ Click the AutoFill tab.

O To the right of the Credit Cards
check box, click Edit.
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F=REIR O

& Apple Inc. i

About Safari
Safari Extensions...

Preferences..
daal_'_ l-]isﬁuy__'
5. %

Hide Safari #H

Hide Others  C#H Thursday
Show All

Quit Safari 380

Contacts iCloud C

‘m
ol

:
Lolecso

AutoFill

. e

AutoFill web forms: Using info from my Contacts card Edit...
User names and passwords Edit...
Credit cards Edit... 4
Other forms Edit... 2




Safari displays the list of your
saved credit cards.

e Click the credit card data you
want to remove.

@ click Remove.

Safari removes the saved credit
card data.

o Click Done.

TIP
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E5 sixth National

E:.'.*: Bank of Vanuatu

Add | Remove 0

HUHK XAKK XKXXX 5432 1Ne
Paul McFedries

Done

ES sixth National

Add Remove

HUUK KAKK XXKXK 5432 116
Paul McFedries

Does Safari offer to save credit cards that I enter into a web form?
No, you must enter your credit card data by hand. To do this, click Safari, click Preferences, and then click
the AutoFill tab. Click Edit to the right of the Credit Cards check box to display the credit card list. Click
Add to create a new credit card entry. Type the credit card description, number, and expiry date, pressing
after you fill in each field. Type the name that appears on the credit card and then click Done.
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Move Spam to the Junk Mailbox Automatically

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

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

move all junk messages to the Junk mailbox.

Move Spam to the Junk Mailbox Automatically

@ click Mail.
e Click Preferences.

The Mail preferences appear.
€@ Click the Junk Mail tab.
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vm File Edit View Mailbox Message Format Window Help CEn v
@J About Mail l Inbox (5 messages)
& e e =—
Mailba ACCOUNLS... Lv
immond 711415
_ LR ) conference call
« Services B arper 711415
= ed chapter
Hide Mail #H y 714115
L @ Hide Others  "\.3H { - distraction addict
omart] ONoW Al ker 714}15
Quit Mail =g roposa!
¢ Peeved 7114115

Re: Looking for photos

No Message

[ NON©] General

1 @ G o6 7 9=

“Mﬂwrﬂs Junk_MaiI FofMS & Colors Wiewing Composing Signatures Rules

K3

Default email reader: & Mail

Check for new messages: = Automatically

oo

New messages sound: | New Messages Sound

Play sounds for other mail actions

Dock unread count: | Inbox Only
N g ~
ew message notifications: | Inbox Only
Add invitations to Calendar: | Never
Downloads folder: | [#] Downloads
Remove unedited downloads: = After Message is Deleted
If outgoing server is unavailable: | Show a list of alternate servers
When searching all mailboxes, include results from:
Trash
| Junk
[ Encrypted Messages ?




o Click the Move it to the Junk
mailbox option (" ' changes to ©).

© click Close (@).

Mail closes the preferences
and puts the new setting into
effect.
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00 Junk Mail
| ORN O o /1 9 ¥
General Aocuunts_ Fonts & Colors Viewing Composing Signatures Rules

Enable junk mail filtering

When junk mail arrives:

' Mark as junk mail, but leave it in my Inbox

M Move it to the Junk mailbox

(" Iperform custom actions (Click Advanced to configure)

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

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

Trust junk mail headers in messages

|| Filter junk mail before applying my rules

Reset... Advanced. 2

@ O 0 Junk Mail
HHOEE O o 1 9

General Am:uuntsuFonts & Colors Viewing Composing Signatu

Enable junk mail filtering

When junk mail arrives:

[ Mark as junk mail, but leave it in my Inbox
© Move it to the Junk mailbox
[ Perform custom actions (Click Advanced to configure)

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

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

Trust junk mail headers in messages

|| Filter junk mail before applying my rules

Reset... Advanced... ?

Why does Mail not mark some spam messages
as junk?

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

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

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

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

Configure Advanced Junk Mail Filtering
Click Mail. w‘ EHI File Edit View Mailbox Message Format Window Help [
o @J Al

bout Mail |_ Inbox (5 messages)
© Click Preferences. - ~
vailba Accounts... I_v
immond 711415
= Add Account.. 1 conference call
« Services » arper 7/14/15
= | ed chapter
Hide Mail 3H " 714115
v T Hide Others  “C38H _ gistraction addict
sl ker 711415
Quit Mail S o
¢ Peeved 7114115

Re: Looking for photos

No Message

The Mail preferences appear. 000
€ Click the Junk Mail tab. o] @ ) T

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

Junk Mail

Click the Perform custom actions
option (" changes to ).

Enable junk mail filtering

A When junk mail arrives:
e Click Advanced. (I Mark as junk mail, but leave it in my Inbox

I Move it to the Junk mailbox
M Perform custom actions (Click Advanced to configure)

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

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

Trust junk mail headers in messages

|| Filter junk mail before applying my rules

Reset... Advanced... 0 ?
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Safari displays the advanced o090 Junk Mail
junk mail filtering dialog. ol @ B A = /A o U

General Accounts |. Fonts & Colors Viewing Composing Signatures Rules

() Mail marks a message as junk if

it meets all these conditions. Description: | Junk ]
e ch-ck a Conditionls Remove If | all a of the following conditions are met: 9
.icon (@) to delete .it. | Sender is not in my contacts B o +
A . a | Sender is not in my previous recipients B v + 0
o Cth an Ad(.j :Icon (®) to Cl’eate | Message is not addressed to my full name B P +
a new condition. ——
( is junk mail B . +
Perform the following actions:
Mowve M to mailb fl Junk = —!—
Reset... J Advanced... | "_’
e If you added a condition, use @2:- 'Y Jurk Mail
the pop-up menus and text box B - . : “i
pop-up ElNcR 4 o 7 9
tO deﬁne ]t. General Accounts . Fonts & Colors Viewing Composing Signatures Rules
9 Remove or add actions, as pesenEtonT Junk
I’equi red. IF | all B of the following cenditions are met:
@ ch'ck OK Sender is not in my = -_l-
. . Sender is not in my previous recipients = +
Ma]l' Cl'ose_s th‘e dlalog a_nd pUtS is not addressed to my full name = +
the new filtering rules into o =
Message is junk mail T +
e{feCt' &I Subject _ | contains - BISEd l v @
@ Click Close (.)- Perform the following actions:
Mail closes the preferences. Ll S o) &
& Cancel
[ RESELL T AOvance L -

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

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

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

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

Disable Remote Images

Disable Remote Images w File Edit View Mailbox Message Format Window Help =
. . OJ About Mail l Inbox (5 messages)
o Click Mail. = mrr—— -
© Click Preferences. maiibg  ACCOUNS.. I
&l Add Account.. immend 7114/15
! conference call
< Services » arper 711415
= | ed chapter
T Hide Mail BH Jnane
> ﬁ Hide Others “C3H / - distraction addict
smart] Show Al ker 714015
Quit Mail seq [°Proposal
¢ Peeved 7114715
Re: Looking for photos
No Message
The Mail preferences ?4 o0 Viewing

appear. 5 @ 5 D lol@® 5>
. . . General Accounts Junk Mail Fonts &Co\clsm&:mpnsing Signatures Rules
€@ Click the Viewing tab.

|| Use classic layout

o C'.]Ck the Load I:\ Show To/Cc label in tr'!e message list '
. || Show contact photos in the message list
remote Content n List Preview: = None B
messages check box
( Chan es to |—|) Show message headers: | Default B
g A/ || Display unread messages with bold font
. ¢>C\ Load remote content in messages
o CI-]Ck Close (.) . Email messages may contain images or content stored on remaote servers.
. Use Smart Addresses
Ma] l_ bl_ocks remotes Turn this off to always display names and addresses.
1mages n your View conversations:

messages. Highlight messages with color when not grouped IEI
Use the View menu to group messages by conversation.

Include related messages

|| Mark all messages as read when opening a conversation

Show most recent message at the top
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Display Remote Images in a
Message

o Click a message.

() Mail displays a placeholder for
each remote image.

e Click Load Remote Content.

() Mail displays the message’s
remote images.

P
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0O R - N =

Sort by Date
Word Spy
Fwd: Word Spy - Happy Nes -
David Hammond 714H5

Fwd: App conference call
Karen Harper 711415
Copyedited chapter

Word Spy 711405
Word Spy - distraction addict

Paul Walker 1Mans
Re: Article proposal

Millicent Peeved 711405

Re: Looking for photes

Inbox (8 messages)
™ Q Search

This message contains remote content. Load Remote Content

WOoRD Spy

THE WoRrp Lover’s Guipe To NEw
WoRbps

May 25 is both Nerd Pride Day and Geek Pride Day. Luckily for you, |
won't rehash the old "nerds, geeks: what's the difference?’ debate
here, because we're all nerds and geeks now.

Words Spied
flat white economy n. The economic sector consisting of small firms
and startups in the media, technology, and communications

industries. [New Statesman]

kayaktivist n. A person who uses a kayak to take part in a protest or
similar act of civil disobedience. (kayak + activist) [NPR]

Kayaktivists. Source: Greenpeace USA.

nones n. People who who are not affiliated with or a member of an

O W R N N -

Inbox (6 messages)
o~ Q, Search

Sort by Date v

Word Spy
Fwd: Wo

Spy - Happy Nerd/Gee...

David Hammond nans
Fwd: App conference call

Karen Harper 7nans
Copyedited chapter

Word Spy nans
Word Spy - distraction addict

Paul Walker 7nans
Re: Article proposal

Millicent Peeved 7nans

Re: Looking for photos

Words Spied
flat white economy n. The economic sector consisting of small firms
and startups in the media, technology, and communications

industries. [New Statesman]

kayaktivist n. A person wha uses a kayak to take part in a protest or
similar act of civil disobedience. (kayak + activist) [NPR]

How do remote images cause me to receive more spam?
Many spammers include in their messages a web bug, which is a small and usually invisible image, the code
for which is inserted into the email message. That code specifies a remote address from which to download
the web bug when you display the message. However, the code also includes a reference to your email
address. The remote server notes that you received the message, which means your address is a working one
and is therefore a good target for further spam messages. By blocking remote images, you also block web
bugs, which means you undermine this confirmation and so receive less spam.
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@ FaceTime Edit Video Window Help L1 ¥ D & o) @ 8:55AM Paul Q =
(X X ) FaceTime with Paul McFedries
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S Xincludes the Messages application to enable you to use the iMessage technology to exchange

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

Sign In to Messages

0 Click Messages (€2).

e BlAROROMD

The iMessage dialog appears.

If you do not have or do not ]Message
want to use an Apple ID with L -

. Sign in with your Apple 1D to send unlimited messages to
Messages, Cl.]Ck Not NOW and any Mac, iPhone, iPad, or iPod touch right from your Mac.
skip the rest of the steps in this
section.

9 Type your Apple ID.

Apple ID: | tyvosxelcapitan@mcfedries, 0

Password:

Not Now

Create new Apple ID... Forget Apple 1D or password?
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e Type your Apple ID password. eee
e Click Sign in. iMessage

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

Apple ID: | tyvosxeleapitan@mefedries.

Password:

wI
i

E

Not Now

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

The Messages window appears. @ Messages File Edit View Buddies Window Help ]
[ RN ]

| Q_search | (] | To:No recipients @

0 New Message

TIP

What if I do not have an Apple ID?

You can create a new Apple ID during the sign-in process. After you click Messages (€*) and the iMessage
dialog appears, click Create new Apple ID. 0S X opens Safari, which takes you to the Create an Apple ID
page. Type your name, the email address you want to use as your Apple ID, and the password you want to
use. You must also choose several security questions, specify your birthday and address, and provide a
rescue email address. Click Create Apple ID to complete the operation.
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n the Messages application, an instant messaging conversation is most often the exchange of text
messages between two or more people who are online and available to chat.

An instant messaging conversation begins with one person inviting another person to exchange
messages. In Messages, this means sending an initial instant message, and the recipient either

accepts or rejects the invitation.

Send a Message

0 Click Compose new
message ([#).

Note: You can also click File

and then click New Message,

or press (010,

Messages begins a new
conversation.

9 In the To field, type the message
recipient using one of the
following:

The person’s email address.

The person’s mobile phone
number.

The person’s name, if that person
is in your Contacts list.

You can also click Add Contact
() to select a name from your
Contacts Llist.
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@ Messages File Edit View Buddies Window Help

Lo 3 9 F o) 1

L N J

Q

@

@ Messages File Edit View Buddies Window Help

Lo 2 9 F o) 0§

eoce
= To: | Alex Blandman -Q

a

iMessage

@
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File Edit View Buddies Window Help F=IEECECIE U

© Type your message.

() You can also click (=) if you —

N

want to insert an emoji symbol
into your message.

@ Press (D).

(&)

Qsearcn . Nex Blandman ®

lew Message to Alex Bland...

Alex! I'm heading out for a late lunch. Care to join me? 0 0]

Messages sends the text to the

@ Messages File Edit View Buddies Window Help

Lo 4O F o) 0

recipient.

() The recipient’s response appears
in the transcript window.

() You see the ellipsis symbol ()
when the other person is

typing.

e Repeat steps 3 and 4 to
continue the conversation.

“ New Message to Alex Bland...
-
o

[ =

& semeh . o landman ®

iMessage with
Today, 2:32 PM

Alex! I'm heading out for a late lunch. Care to
join me?

Sure, I'm starved! Where are you going? 0
Let’s meet at The Scottish Embassy. See you
there around 2:45?

Delivered

iMessage

What is an emoji?

An emoji is a pictograph similar to a smiley or
emoticon. Many emojis represent an emotional
state, such as happy, sad, or angry. There are also
many emojis that show symbols such as flowers or
animals that you can use to add a bit of visual
interest to your messages.

How do I make the Messages text a bit bigger?
To change the size of the text that appears in the
Messages window, click Messages and then click
Preferences. In the Messages preferences, click the
General tab. Drag the Text size slider to the right
to make the text bigger, or to the left to make the
text smaller.
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Send a File in a Message

f, during an instant messaging conversation, you realize you need to send someone a file, you can
save time by sending the file directly from the Messages application.

When you need to send a file to another person, your first thought might be to attach that file to
an email message. However, if you happen to be in the middle of an instant messaging conversation
with that person, it is easier and faster to use Messages to send the file. Note that not all instant
message services support sending files.

Send a File in a Message

o Start the conversation with the
person to whom you want to
send the file.

© click Buddies.

€ Click Send File.

Note: You can also

press (IEOHEHE.
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@ Messages File Edit View Buddies Window Help

F=IEECIGEDN

Q, Search | ]

; New Message to Millicent P...

Please dol

Great! The social sharing modules are nearly

done.

iMessage with

@

Today, 3:18 PM
Hi Milll How goes the coding? 1
Nice work! Shall | send you the specs for the
sync engine?

Read 3:21 PM

Please do!
| iMessage @0
[ File Edit View Window Help o % O = ) 0

o0ce Show Contact Card X #B

Q Search | Searchin Spotlight

Send Email... C3E

Great! The social sharing modules are nearly

done.

Please do!

iMessage

@

with
Today, 3:18 PM

Hi Milll How goes the cading?

Nice work! Shall | send you the specs for the
sync engine?

Read 3:21 PM




Messages displays a file
selection dialog.

e Click the file you want to send.

© click Send.

(1) Messages adds an icon for the
file to the message box.

@ Type your message.
o Press (Gi0i).

Messages sends the message
and adds the file as an
attachment.
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B | = [ Documents ) Q, Search
DOCX DOCK noc
Adventure Works Agenda for 2016 Agenda for Industry Aligning Cell Alignment
2016 Sal...osal.pptx Conference Conference.docx Contents.xls Examples.doc
o] Ll . L]
DOCX XLSX:
All About All About Gypsy the All-Time Favorite Alpt pub i N
Bears.pptx Dog.pptx College...ames.docx Schedule.xlsx
_——
E o el
Anagrammer App - ANAGRAMS.DOC Analyzing Financial Assets.accdb Backup of
Sync Spe...ons.docx Data.xlsx Inventory.xlk
- Doc - T
Backup of Product Bearwmv Borders and Born to Shop.pub Brainstorming

Inventory...Hand.xlk

Shading...mples.doc

Notes.txt

‘A

Q Search [ ]

New Message to Millicent P...
Please dol

@

Hi Milll How goes the coding?

iMessage with
Today, 3:18 PM
Great! The social sharing modules are nearly
done.

Nice work! Shall | send you the specs for the

sync engina?

Please do!

Ef] Anagrammer App - Sync
Here you go. Have fun!

Read 3:21 PM

©

L)

(=]

Cancel Send ﬂ

How do I save a file that I receive during a conversation?
When you receive a message that has a file attachment, the
message shows the name of the file, with the file’s type icon to
the left. Right-click the file attachment and then click Save to
Downloads to save the file to your Downloads folder. Messages
saves the file and then displays the Downloads folder.

Here are the sharing files.
& Sharina |
' Quick Look

Save to Downloads
Open

Forward...
Copy

yreTTT T
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aceTime is a video and audio chat feature that enables you to see and speak to another person

over the Internet. To use FaceTime to conduct video chats with your friends, you must each first
sign in using your Apple ID. This could be an iCloud account that uses the Apple icloud.com address,
or it could be your existing email address.

After you create your Apple ID, you can use it to sign in to FaceTime. Note that you only have to do

this once. In subsequent sessions, FaceTime automatically signs you in.

Sign In to FaceTime

@ 1n the Dock, click FaceTime ().

The FaceTime window appears.

9 Type your Apple ID email
address. FaceTime

Sign in with your A; ID in order to
activate F:

Apple ID kyvusxelcapitan@mcfa 2 / ‘ﬁ “
B

Password
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© Type your Apple ID password.
@ click Sign in.

FaceTime verifies your Apple ID
and then displays the regular
FaceTime window.

What equipment do I and the person I am
calling need to use FaceTime?

For video calls, your Mac must have a web
camera, such as the iSight camera that comes
with many Macs. For both video and audio calls,
your Mac must have a microphone, such as the
microphone that is part of the iSight camera.

Apple ID

Password

You can start FaceTin
Audio calls b

email address, or

Which devices support FaceTime?

You can use FaceTime on any Mac running 0S X 10.6.6 or
later. For OS X Snow Leopard (10.6.6), FaceTime is available
through the App Store for 99 cents. For later versions of
0S X, FaceTime is installed by default. FaceTime is also an
app that runs on the iPhone 4 and later, the iPad 2 and
later, and the iPod touch fourth generation and later.
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nce you sign in with your Apple ID, you can use the FaceTime application to connect with

another person and conduct a video or audio chat. You connect using whatever email address
or phone number the person has associated with her FaceTime account. FaceTime will attempt to
connect to that person on any of her devices, which can include a Mac, an iPhone, an iPad touch,
or an iPad.

‘ Connect Through FaceTime

@ Begin typing the name of the

contact or the phone number G 1 o
you want to call. ==
Contacts that support FaceTime S
calling appear with the :ﬂ"‘JJ;‘:’L
FaceT]me iCOl‘l (!)- Matti Karttunen
Paul McFedries
Sioban Karman
If you are calling a contact, ®
click the contact’s FaceTime &z
icon (mm)- .

Greg Karman
Karen Hammond
Karin Josephs
Karl Jablonski
Matti Karttunen
Paul McFedries
Sioban Karman
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FaceTime sends a message to the
contact asking if he or she would like paulmcfedries@icloud.com

would like FaceTime...

a FaceTime connection.

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

FaceTime connects with the other FaceTime with Paul McFedries
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.

When you finish your FaceTime call,
click End.

Can I use FaceTime to call a person without using video?

Yes, FaceTime also supports audio calls, which is useful if the other person does not have a device that
supports FaceTime, or if you feel you do not know the other person well enough to place a video call. Use
FaceTime to start typing the person’s name and then click the Audio icon (@) that appears to the right of
the person’s name. If you have an iPhone running i0S 8 or later nearby, then you can click the phone
number that appears below the Call Using iPhone text; otherwise, click FaceTime Audio.
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CHAPTER 6

Tracking
Contacts and
Events

In 0S X, you use the Contacts application to manage your contacts by
storing information such as phone numbers, email addresses, street
addresses, and much more. You also use the Calendar application to
enter and track events and to-do items.

® Contacts File FEdit View Card Window Help
[ ION ]

On My Mac Q

All Contacts

Colleagues Antonio del Saavedra

i Eduardo Saavedra mabile (317) 555-1835

Family Mike Sanders
Friends Mary Saveley
Galt Historical Society Cheryl Saylor
Ramblers Carine Schmitt
Running Group Paul Sellars
Robyn Siesky

work (317) 665-1800

Smart Groups paticio si sirthday February 11, 1959
el atricio Simpson
Gilles Smith 1 Calotype Road
) 3 Howard Snyder Melbury Dorset SP7 0DS
Upcoming Birthdays home England

Martin Sommer

Email

Dr Aardvaark Sorenstam
John Steel

Tom Stevens

Terri Stratton

lain Switzer

Jan Switzer

Mark Taber

Fox Talbot

Yoshi Tannamuri
Cindy Teeters

Jonny Thaw

Daniel Tonini
Toronto Eaton Centre
Ana Trujillo

Twitter
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EditaContact . . . . ... ... ........... 104
CreateaContactGroup. . . . . . . . . . . o v oo . 106
Navigate theCalendar . . . . . . . . ... ... ... 108
CreateanEvent . . . .. ... ... ... 110
Create a RepeatingEvent. . . . . . . . ... ... .. 112

Send or Respond to an Event Invitation. . . . . . . .. 114



Add a New Contact

S X'includes the Contacts application for managing information about the people you know, whether

they are colleagues, friends, or family members. The Contacts app refers to these people as contacts,
and you store each person’s data in an object called a card. Each card can store a wide variety of
information. For example, you can store a person’s name, company name, phone numbers, email address,
instant messaging data, street address, notes, and much more. Although you will mostly use Contacts
cards to store data about people, you can also use a card to keep information about companies.

Add a New Contact

@ 1n the Dock, click Contacts (). ’—.Wm e P RO AN T N
::: g;::: From Selection o oorg
© Click File. ] o
Paclo Accorti Close W
e Click New Card. ey
Import %O yegishmeatbalis.se

Albany Medical | g0 pog

@ You can also begin a new pomp L -t
contact by clicking Add (+) and s
then clicking New Contact. i '

Note: You can also invoke the New e
Card command by pressing (H+(1]. hina g

Jonas Bergulfsen
Marie Bertrand
Michael Biorn
‘Aaron Black

Alex Blandman
Alex Blanton
Sara Bolter

o Contacts adds a new Card. .c .r:mucu File Edil View Card Window Help p =
3 s a First
@ 1n the First field, type the L4 e 6
’ . Paul McFedries . § Company
contact’s first name. &mm 6
Bjorn Aalborg home
0 In the Last field, type the P e gt e 3
’ Alistalr Alabastar e s
contaCt S I'aSt name. A‘Ibln‘vMI::::a\CI\m: R
Maria Anders.
Q In the Company field, type the ke R
contact’s company name. e e
Andrea Aster
0 If the contact is a company, S
click the Company check box el v
(" | changes to ). —rn
e
Aaron Black

MOOL " alBROSRO®®Tx" OF
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In the first Phone field, click &
and then click the category you
want to use.

Q Type the phone number.

@ Repeat steps 8 and 9 to enter
data in some or all of the other
fields.

Note: To learn how to add more
fields to the card, see the next
section, “Edit a Contact.”

@ Click Done.

Contacts saves the new card.

CHAPTER

Tracking Contacts and Events

[ JCN ]
Q

My Card
Fox Talbot

A
Bjorn Aalborg
Paolo Accorti
Pedro Afonso
Alistair Alabastar
Albany Medical Clinic
Maria Anders
Apple Canada
Apple Inc.
Victoria Ashworth
Gary Aslett
Andrea Aster

B
Bernardo Batista
Martin Bein
Helen Bennett
Christina Berglund
Jonas Bergulfsen
Marie Bertrand
Michael Bjorn
Aaron Black

Alex Blandman

[-] mobile

iPhone <
home ¢
ringtone
textrone
home page &
birthday
home <

home

note

ox Talbot
hotogenic Ltd
O Company

317—555—18350

Onenina 2

Naote ©

AlM 2

Done

o000
Q

My Card
Fox Talbot

A
Bjorn Aalborg
Paolo Accorti
Pedro Afonso
Alistair Alabastar
Albany Medical Clinic
Maria Anders
Apple Canada
Apple Inc.
Victoria Ashworth
Gary Aslett
Andrea Aster

B
Bernardo Batista
Martin Bein
Helen Bennett
Christina Berglund
Jonas Bergulfsen
Marie Bertrand
Michael Bjorn
Aaron Black

Alex Blandman

[-] mobile
iPhone <

-] work

home

o e

ringtone
textrone

[-] work o

home page 2
birthday

home 2

home 2

note

Fox Talbot

Photogenic Ltd
O Company

(317) 555-1835

foxt@photogenic.com @

Onenina $

Note &

http:/fwww.photogenic.com/

AlM ¢

& Done

type the address?

If I include a contact’s email address, is there a way to send that person a message without having to

Yes. Click the contact’s card, click the email address category (such as work or home), and then click Send
Email. Mail displays a new email message with the contact already added in the To field. Fill in the rest of
the message as required and then click Send (7).
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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 Contacts. The default fields you see
in a card are not the only types of data you can store for a contact. Contacts offers a large number
of extra fields. These include useful fields such as Middle Name, Nickname, Job Title, Department,
URL (web address), and Birthday. You can also add extra fields for common data items such as phone
numbers, email addresses, and dates.

| Edit a Contact |

0 Click the card you want to edit. eoe
. . = Fox Talbot
e CI_]Ck Ed'lt_ s Photagenic Ltd
Dr Aardvaark Sorenst...
John Steel mobile (317) 555-1835
Tom Stevens call FaceTime Audio

Terri Stratton R
work foxt@photogenic.com

lain Switzer

Jan Switzer home page http:/fwww.photogenic.com
L note

Mark Taber

‘YYoshi Tannamuri
Cindy Teeters

Jonny Thaw

Daniel Tonini
Toronto Eaton Centre

Ana Trujillo
Twitter
u
Nick Upton
v
Beate Vileid + & st h
@ Contacts makes the card’s fields oo
. ope Q
available for editing. Fox Talbot 0
S Photogenic Ltd
6 Edit the existing fields as B e o
. John Steel ©  mobile ¢ (317) 555-1835
reqUH'Ed. Tom Stevens work % (317) 555-1800
. . Terri Stratton Phone -
To add a field, click an empty tsin Switzer .
Jan Swit work ¢ foxt@photogenic.com
placeholder and then type the S o
ﬁel.d data. e iyrabey ringtone o ine o
Fox Talbot -
. : ‘oshi Tannamuri fetong nte ©
To remove a field, click sl . e
home page < http:/fwww.photogenic.com
Delete (e)- DT ULELD home 2
Daniel Tonini
Toronto Eaton Centre birthday
Ana Trujillo home % AlM <
Twitter [-] home % |1 Calotype Road
u Melbury Dorset SP7 0DS
Nick Upton England
v

Beate Vileid + Done
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G To add a new field type, click
Card.

@ Click Add Field.
e Click the type of field you want.

© Contacts adds the field to
the card.

Q When you complete your edits,
click Done.

Contacts saves the edited card.
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@ Contacts File

Edit

View

o000
Q

Dr Aardvaark Sorenst...

John Steel
Tom Stevens
Terri Stratton
lain Switzer

Jan Switzer

Mark Taber
Fox Talbot

Yoshi Tannamuri

Window Help
to Next Card ]
o Previous Card [

Look for Duplicates...

Mark as a Company 28\
Show Last Name Before First

Make This My Card
Go to My Card +38M
Share My Card >

Clear Custom Image
Choose Custom Image... 28I

Open in Separate Window %8|

Lo 3 D F 9

URL
Birthday 8
Lunar Birthda

Phonetic First/Last Name
Prefix

Middle Name

Suffix

Nickname

Job Title

Department

Maiden Name

Phone

Email

Cindy Teeters @ home page v TP WWW.PNOTOGENIG.ConT
Jonny Thaw =
home 2 Date
Daniel Tonini
by birthday Related Name
Torente Eaton Centre Instant Message
Ana Trujillo home & AlM < Twitter
Twitter = Profile
home % |1 Calotype Road
° VP Address
u Melbury Dorset SP7 0DS
Nick Upton England Edit Template...
v
Beate Vileid i Done
# Contacts File Edit View Card Window Help = OECE
o009
Q
Fox Talbot
S Photogenic Ltd
Dr Aardvaark Sorenst... ) Company
John Steel [-] mobile ¢ (317) 555-1835
Tom Stevens -] work ¢ (317) 555-1800
Terri Stratton
& - iPhone <
lain Switzer
Jan Switzer -} work & foxt@photogenic.com
u home %
Mark Taber ringtone vening ©
Fox Talbot ’ :
Yoshi Tannamuri [N ate @
Cindy Teeters @ home page ¢ hitp:f/www.photogenic.com
Ji Thi
B UL home %
Daniel Tonini P |
birthday 2/11/1959|
Toronto Eaton Centre v
Ana Trujillo home & AlM <
Twitter [-] home % 1 Calotype Road
u Melbury Dorset SP7 0DS
Nick Upton England
v
Beate Vileid + & Done

How do I add a picture for the new contact?
Click the contact’s card and then drag a photo from Finder and drop it on the contact’s picture box. Drag
the preview to the position you want, click + or - to adjust the magnification, and then click Done.

Alternatively, click the contact’s picture box and then click edit. A dialog of picture options appears. Click
the type of picture you want to add: Defaults, iCloud Photos, Faces, or Camera. Click or take the picture and
then click Done to close the picture dialog.
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Create a Contact Group

You can organize your contacts into one or more groups, which is useful for viewing just a

subset of your contacts. For example, you could create separate groups for friends, family, work
colleagues, or business clients. Groups are handy if you have many contacts in your address book. By
creating and maintaining groups, you can navigate your contacts more easily. You can also perform
groupwide tasks, such as sending a single email message to everyone in the group. You can create a
group first and then add members, or you can select members in advance and then create the group.

\ Create a Contact Group

Create a Contact Group
@ Click File.
© Click New Group.

Note: You can also run the
New Group command by

pressing EL0HEHLD.

@ Contacts displays the lists of
groups and adds a new group.

€ Type a name for the group.
O Press (D).

Q Click All Contacts.

@ Click and drag a contact to the
group.
Contacts adds the contact to

the group.

0 Repeat step 6 for the other
contacts you want to add to the

group.
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a Edit View Card Window Help [ § Y = o) B2 8:47AM Pal
[ ] New Card N
On My Mac New Group 2 08N

All Contacts

New Smart Group... NEN

Colleagues

Editors

5 Close A

Family

Friends

Running Group it =0

p—
A T 3 Wl .

Smart Groups
Last Import
Email

Upcoming Birthdays

No Cards

e
[ File Edit View Card Window Help Lo § YD F 4 B 850AM Pa
o0e
Dellr @ Fox Talbot
}MI Contacts s Photogenic Ltd
Colleagues Martin Sommer
Editors Dr Aardvaark Sore... mobile (317) 555-1835
Falm"V John Steel work (317) 555-1800
Friends Tom Stevens
7'7 @ Terri Stratton FaceTime Audio
Running Grot Isin Switzer work foxt@photogenic.com
Smart Groups: Jan Switzer home page _http:/fwww.photogenic.com
Last Import T birthday February 11, 1959
Email Mark Taber
Upcoming Birthdays Valoty barse 557 005
Yoshi Tannamuri home England
Cindy Teeters
Jonny Thaw
Daniel Tonini
Toronto Eaton Cen...
Ana Trujille
Twitter
u
Nick Upton
v + Edit th
Beate Vileid
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Create a Group of Selected .s NEWE:;“ View Card Window H:: = % ) % 4) B2 653AM Fa
Contacts ] B Y -
0 Select the contacts you want to e il
include in the new group. ity close o
Note: To select multiple contacts, | BEotes 05 -
press and hold () and click each prin.. #p

card.

© click File.

Click New Group From
Selection.

Last Import

12 Cards Selected
Email

Lars Peterson 1

Upcoming Birthdays Cathy Pettigrew

lan Pettigrew
Henriette Pfalzheim
Rene Phillips

San Dee Phillips

Zbyszek Piestrzeni...
Georg Pipps 1
Mario Pontes

Barry Pruett

R
Martine RancOen
Taylor Raths

© Contacts adds a new group.

@ Contacts File Edit View Card Window Help [ £ 0 F o) B3 8:54AM Paj

© Contacts adds the selected
contacts as group members.

0 Type a name for the group.
e Press (GE110).

00

On My Mac Qa
All Contacts Jose Pavarotti
Colleagues Lars Peterson
Editors Georg Pipps
Family Eduardo Saavedra
Friends Howard Snyder

Ramblers Dr Aardvaark Sore...
Running Group Terri Stratton
[Galt Historical Societ) <Gl /9 icin Switzer

Jan Switzer

Mark Taber

Fox Talbot

Smart Groups

Last Import

12 Cards Selected

Email

Upcoming Birthdays Yoshi Tannamuri

Can I send an email message to the
group?

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

Yes. With a group, you send a single message

What is a Smart Group?

It is a group where each member has one or more fields in
common, such as the company name or city. When you
create the Smart Group, you specify one or more criteria,
and then Contacts automatically adds members to the
group who meet those criteria. Click File, click New Smart
Group, and then enter your group criteria.

a
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Navigate the Calendar

Calendar enables you to create and work with events, which are either scheduled appointments

or activities such as meetings and lunches, or all-day activities such as birthdays or vacations.
Before you create an event, you must first select the date on which the event occurs. You can do this
in Calendar by navigating the built-in calendar or by specifying the date that you want.

Calendar also lets you change the calendar view to suit your needs. For example, you can show just a
single day’s worth of events or a week’s worth of events.

| Navigate the Calendar

Using the Calendar ® ©® Calendars | + Day Week Year Q Search
@ 1In the Dock, click Calendar (77)). | September 2015 (A J@
Tue Wet Thu

Mon Fri

e Click Month. Sep1 2 3 a 5
Click Next Month () until the - , . . = = =
month of your event appears. e

O If you go too far, click Previous & m ( 1 7 . 19

Month (€) to move back to the
month you want.

27 28 29 30
1
B lAROTROM®APx OF
© To see a specific date, click ©08 Colencirs | + Oy Week Yeor o s
the day and then click Day October 20715 é dﬁ < oy |5
(or press D+D) Mon Tue Thu Fri
Oct1 2 3
© To see a specific week, click any
day within the week and then A = g = 5 o
click Week (or press (3+7).
© To return to viewing the | [——. - = * N v
entire month, click Month
(Or press D+D), 18 19 20 21 22 23 24
O If you want to return to 2 % 2 2 2 20 a1
today’s date, click Today 0 —
(or press (3H)-

Daylight Saving... Election Day

MOOU"TalElRO0OSRO®Ax OF
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1f1 @& Calendar File Edit Window Help Lo % O F o) B
o to a Specific Date
. . ® 08 Ccobndars |+ | Dayk :1; lay | Week Year Q sq
@ click View. e 1
) September 20 e 4 i v
e Click Go to Date. e o Date: 10/27/2015 i
. Previous Bt 1 Canc M
Note: You can also select the Go to Today 2l . .
Go to Date... 2 i
Go to Date command by R %
. 6 Make Text Smaller  $-— 9 10 1
pressing ETD+EH+ED. .
B Show Calendar List
The Go to Date dialog appears.
13 + Show All-Day Events 16 17 18
Show Declined Events
e In the Date text box, type the ¥ Show Travel Time
date you want using the format pos il il R A "
mm/dd/yyyy Enter Full Screen  ~8F
@ You can also click the month, 27 28 29 2

day, or year and then click 2| to
increase or decrease the value.

@ Calendar File Edit View Window Help o3 D F o) @
e Cljck Show‘ @® © @ Calendars | + w Week Month Year Q Se
© click Day. @ October 27, 2015 e
Tuesday 4 5 6 7 8 9 10
@ Calendar displays the date. ©mom o m o

25 28 @28 29 30 31

In the Week view, the week begins on Sunday. How can I change this to Monday?

Calendar’s default Week view has Sunday on the left and Saturday on the right. To display the weekend days
together, with Monday on the left signaling the start of the week, follow these steps: Click Calendar in the
menu bar and then click Preferences; the Calendar preferences appear. Click the General tab. Click the
Start week on [, select Monday from the pop-up menu, and then click Close (@).
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Create an Event

You can help organize your life by using Calendar to record your events — such as appointments,
meetings, phone calls, and dates — on the date and time they occur.

If the event has a set time and duration — for example, a meeting or a lunch date — you add the
event directly to the calendar as a regular appointment. If the event has no set time — for example,
a birthday, anniversary, or multiple-day event such as a convention or vacation — you can create an

all-day event.

| Create an Event |

Create a Regular Event

o Navigate to the date when the
event occurs.

Q Click Calendars.

e Click the calendar you want
to use.

e Double-click the time when the
event starts.

Note: If the event is less than or
more than an hour, you can also
click and drag the mouse (k) over
the full event period.

@ Calendar adds a one-hour event.

e Type the name of the event.
@ Press CEI).
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Lo 3 D & o) B3 1148AM Paul

Calendar File Edit View Window Help
Calendars | + (S Week  Month

On My Mac
&» @ Home

Work

Other
Events Found i...
US Holidays .0\
B Birthdays

< October2015 >
S MTWTEFS
27282930 1 2 3
4 5 87 8 910
1 12 13 14 15 18 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
1 2 8.4 56 7

October 27, 2015

Tuesday

0

Year Q Search

S M T W T E S

9 oo
4 5 8 7 8 8 10
M2 1w s . 7
8 19 20 21 22 23 24
25 26 @) 28 20 30 3

<| Today | >

@ Calendar File Edit View Window Help

Co § O F &) @ 1150AM Paul

® @ | Calendars

On My Mac
Home
Work

Other
Events Found i...
US Holidays .\
@ Birthdays

< October2015 >

EMTWTEFS
27282930 1 2 3
466780910
M 12 13 12 15 16 7
8 19 20 21 22 23 24
25 26 27 28 29 30 31
1234567

+ ‘Week Month
QOctober 27, 2015

Tuesday

mmLuﬂl A

Year Q search

s M T W T F S

12 3
2 5 8 7 8 9 1
M2 13 18 1 16 7
18 10 20 N 22 23 2
25 26 € 28 29 30 ;M

Karen's Birthday Lunch| QHome ~

Tuesday, Oct 27

<| Today | >

12PMto1PM
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create an Au_Day Event Calendar File Edit View Window Help Lo § Y0 % W) @@ 1150AM Paul
Calendars = + Day Month Year Q search
Click Week.
0 Home October 2015 S ECTRE:
e Navigate to the week that - & Mon 26 7 Wed 28 Thy 29 Fri30 ) "-‘~:
] Events Found i... é
includes the date when the e
event occurs. IR
e Click Calendars.
0 Click the calendar you want ==
Karen's Birt...
to use.
Double-click anywhere inside
, .
the event date’s all-day section. e
§ M TWTF S
oG e
1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
0 Calendar adds a new au_day ® Calendar File Edit View Window Help Lo 4 O F o) B3 1151AM Paul
® ® ® Calendars  + Day Month Year Q Search
event. Ot iy oo O t b 20"5 ‘ PhutugraphyWurkshnﬁ@
Home ctober
@ Type the name of the event. 9 werk S5 Mon28 T Wed28 | omzszomm
Other w Alert 1 day before at 9 AM
Events Found i... \
0 Press :]. US Holidays .\
@ Birthdays
12 PM
Karen's Birt...
¢ October 2016 >
8§ M T WTF S
e o
M 12 13 14 15 16 17
18 19 20 21 22 23 24

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

Follow the steps in this section to create an event and then double-click the event. Type the location of
the event in the Add Location text box. Click the event’s date or time, click alert, and then click the
amount of time before the event that you want to receive the reminder. To add notes, attach a file, or add
a web address, click Add Notes, URL, or Attachments and then click the type of information you want to
add. Click outside the event. Calendar saves the new event configuration.
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Create a Repeating Event

f you have an activity or event that recurs at a regular interval, you can create an event and
configure it to repeat in Calendar automatically. This saves you from having to add the future

events repeatedly yourself because Calendar adds them for you.

You can repeat an event daily, weekly, monthly, or yearly. For even greater flexibility, you can set up
a custom interval. For example, you could have an event repeat every five days, every second Friday,
on the first Monday of every month, and so on.

Create a Repeating Event |

0 Create an event.

Note: To create an event, follow the
steps in the previous section,
“Create an Event.”

e Double-click the event.

Calendar displays information
for the event.

e Click the event’s date and time.

112

® © @ Calendars |+ Day Week Year Q, Sei
On My Mac
B October 2015
por Mon Tue Wed Thu Fri
Other
Events Found i... ety 2
US Holidays 0\
@ Birthdays
< 5 6 z 8 9
1 12 13 14 15 16
Columbus Day
18 19 20 21 22 23
¢ October 2015 > 25 26 27 28 29 30
S MTWTE § * Karen's Birth... Photography...
27 282930 1 2 3
4 5 6 7 8 9 10
® O ® Calendars | + Day Week Year Q Se
On My Mac
e October 2015
ork Mon Tue Wed Thu Fri
Other
Events Found i... ety 2
& US Holid - .
= k==t Running Group L
@ Birthdays
< 7 8 9
Oct 4, 2015 9 AM 10 10:30 AM 0
i 4 15 16
18 19 20 21 22 23
¢ October 2015 > 25 26 27 28 29 30

S MTWTF s
27 282030 1 2 3
4 5§ 68 7 8 9 10

* Karen's Birth... Photography...




Calendar opens the event for
editing.

@ Click the repeat J.

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.

@ Press L),

© Calendar adds the repeating
events to the calendar.

Tracking Contacts and Events
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® ©® ® Calendars |+ Day Week Year Q, Se
On My Mac
Home October 20715
Work Man Tia \Wag Thu Fri
Othy i ~
ther : Running Group L] Oct1 5
Events Found i...
US Holidays .0\ -
e e I‘It 04/2015  9:00 AM
tarts: K
4 Bl Sen 7 8 9
ends: 10/04/2015 1030 AM
SERLnn(E GToUD repeat: None &
travel time: MNone
7 alert: None 1 15 16
18 o pav <1 22 23
< October 2015 > 25 26 27 28 29 30
S MTWTE § * Karen's Birth... Photography...
27 28 2930 1 2 3
4 5 6 7 8910
® ® ® Calendars |+ Day Week Year Q, Se
On My Mac
Home October 2015
Work ) d Thu Fri
e Running Group |~
Oct1 2
Events Found i...
US Holidays .0 all-day: [
@ Birthdays starty Nur;é ~ :00AM
< end  Every Day 30 AM 7 8 9
iS¢ Every Week )
end repea Every Month
travel tim{ =
n aler  Custom... 4 15 16
&- Running Group
18 1 22 23
&- Running Group
< Ootober2 5 25 26 27 28 29 30
S M T W -+ Running Group » Karen's Birth... Photography...

27 282930 1 2 3
4 5 6 7 8 9 10

outside the event.

How do I configure an event to stop after
a certain number of occurrences?

Follow steps 1 to 5 to select a recurrence
interval. Click the end repeat J and then
select After from the pop-up menu. Type
the number of occurrences you want. Click

Can I delete a single occurrence from 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 (5= 0). Calendar asks
whether you want to delete all the occurrences or just the
selected occurrence. Click Delete Only This Event.
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Send or Respond to an Event Invitation

You can include other people in your event by sending them invitations to attend. If you receive
an event invitation yourself, you can respond to it to let the person organizing the event know

whether you will attend.

If you have an event that requires other people, Calendar has a feature that enables you to send
invitations to other people who use a compatible email program. The advantage of this approach is that
when other people respond to the invitation, Calendar automatically updates the event. If you receive
an event invitation yourself, the email message contains buttons that enable you to respond quickly.

Send an Event Invitation
0 Create an event.

Note: To create an event, follow
the steps in the section “Create
an Event.”

Q Double-click the event.

€@ Click Add Invitees.

114

October 2015 ¢ Tody >
Mon Tue Wed Thu Fri
Oct1 2 3
4 5 6 7 8 9 10
* Running Group + Logophilia Sa... 2
" 12 13 14 15 16 17
* Running Group Columbus Day
18 19 20 21 22 23 24
= Running Group
25 26 27 28 29 30 31
* Running Group + Karen's Birth... Photography... Halloween
October 2015 < Today [
Mon Tue Wed Thu Fri
Oct1 2 3
Logophilia Sales Meeting |~
4 5 6 3 10
» Running Group Oct 6, 2015 9 AM to 10 AM
1 12 13 § 17
= Running Group Columbus Day
18 19 20 21 22 23 24
* Running Group
26 26 27 28 29 30 1|
= Running Group + Karen's Birth... Photography... Halloween
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@ Begin typing the name of a

L October 2015 <] Todsy | >
person you want to invite.
Mon Tue Wed Thu Fri
e Click the person you want to 2 3
invite Logophilia Sales Meeting o~
e Repeat steps 4 and 5 to add 4 5 o | | i 3 10
more invitees. Hlrn oy @ W Talbot
(# Aardvaark Sorenstam — aardvark.soren: . 5
0 Cl’ick Send. 1 12 Aardvark Snrenstam—aardvark.sorenstam@aalb... 17
= Running Group Columbus Day Revart Sond rﬁ
18 19 20 1 22 23 24
* Running Group
Handle an Event Invitation = 2 - 28 29 20 o
o The Inv.itat.ion buttOI’l ShOWS the * Running Group * Karen's Birth... Photography... Halloween
number of pending invitations
yOU have rece-ived V'ia ]Cloud @ Calendar File Edit View Window Help b % 9= o) @

[ NN ] Ga\enda}dﬂ@ Day Week Year [e

Octot ‘ Leslisville Hackathon

From: Paul McFedries
Fri. Oct 23 4:00 AM

© The event appears tentatively in
your calendar.

Tue Wed Thu Fri
@ Click Invitation (). | e oeae | | e | |
e Click the button that represents
your reply to the invitation:
* Running Gr... 8AM = Logophilia.. ©am

© Click Accept if you can attend
the event.

= Running Gr.. @AM  Columbus Day

© Click Decline if you cannot
attend the event.

Running Gr... 9am
© Click Maybe if you are currently B
not sure whether you can attend.

Is it possible to see emailed invitations in How do I know when a person has accepted or
Calendar before I decide whether to accept declined an invitation?

them? Double-click the event. In the list of invitees, you see a
Yes. Open Mail, click Mail in the menu bar, check mark beside each person who has accepted the
click Preferences, click General, click the Add | invitation; you see a question mark beside each person
invitations to Calendar g, and then click who has not made a choice or who has selected Maybe;
Automatically. Events you have not responded | and you see a red Not symbol beside each person who
to appear in gray in the calendar. has declined the invitation.
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CHAPTER 7

Playing and
Organizing
Music

You can use iTunes to create a library of music and use that library to
play songs, albums, and collections of songs called playlists. You can
also purchase music from the iTunes Store and more.

@ iTunes File Edit View Controls Account Window Help <) = o) B 5:07PM Paul
eo® 44 II > ;m/:. The Rest Of M

Sloan — 4 Sides ¥ -2005 Q

My Music ~ Playlists For You New R

Casserole - EP Jimson Weed Key Principles A Sides Win Singles 19 Declare a New State! Honeysuckle Wes
Nathan Nathan Nathan

The Submarines The Submarine:

4) The Rest Of M...

~ :
SUBMARINES

Seldnihs

FopeeS
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Understanding the iTunes Library

S Xincludes iTunes to enable you to play back and manage various types of audio files. iTunes
also includes features for organizing and playing videos, watching movies and TV shows, and
organizing apps, but iTunes is mostly concerned with audio-related media and content.

Most of your iTunes time will be spent in the library, so you need to understand the various
categories — such as music and audiobooks — that iTunes uses to organize the library’s audio
content. You also need to know how to configure the library to show only the categories with

which you will be working.

The iTunes 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 audio features, so most of the library sections are audio-related. These sections
enable you to work with music, podcasts, audiobooks, ringtones, and Internet radio.

Albums

J' Songs
Albums v

4’ Artists

M Composers

,Ué Genres

Sort by:  Artist

oo

then: Title

Show Recently Added
Last 6 Months

Understanding Library Categories

The Sources section in the upper left corner of the iTunes window displays
the various categories that are available in the iTunes library. The audio-
related categories include Music, Podcasts, Books (for audiobooks), Tones,
and Internet Radio.

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.

@3 B 3 e

Podcasts

iTunes U

Books

Apps

Tones

Internet Radio
Edit

—TTre T

Configuring the Library

You can configure which categories of the iTunes library appear in the Library
list on the left side of the iTunes window. Click More (-++) and then click Edit.
Click the check box for each type of content you want to work with (| changes
to ) and then click Done.

n Music
E  Movies
I TV Shows
@ Podcasts
ﬁ iTunes U
AR Books
A Apps
Q Tones
Internet Radio

Shared Libraries

Done
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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.

O Playback
Contro ls @ iTunes File Edit View Controls Account Window Help % 0 = A) B3 12:54PM Paul Q =
g New Goodbye O =
< [l » b2 = it o il T @ Paulv Qv
These buttons =
t l d . &,@ fori n H O eee My Music  Playlists ForYou New Radio Connect iTunes Store 0 Albums v
control media = — - —

BLASK KETS

playback and
enable you to

Thisisan
album by

The name of
this album is

66

adjust the Brothers.
volume.
Asa Chinatown Oh No, It's Love Attack & Release Brothers (Deluxe)
Asa (Asha) The Be Good Tanyas a icycl The Bicycles The Black Keys The Black Keys
O Status - - :
Area \ﬂ'zra.
. l?s"ﬂ
This area
displays ”
information e el S %2%3?3 E.‘Sﬁh“fn"“ e e T
about the item BT .
MO0DY MOTOREYTLE
currently aigmer— 1
playing or the SR o [ 1K TSy £ -9
action that ity o = NP o Sy
. N P & —
]Tunes 1S Mountain Meadows Fleet Foxes Helplessness Blues Into Your Lungs Seeds Moody Motorcycle
l Elliott Brood Fleet Foxes Fleet Foxes Hey Rosetta! Hey Rosetta! ) Human Highway )
Current .y CGSTA . m@"” J ll :: l ‘
performing. ggnss i J
O Sources @ iTunes Store @ Contents
Click the buttons in this section Click this command to access the  The contents of the current iTunes
to select the type of content you  iTunes Store, which enables you library source appear here.
want to view. to purchase songs and albums,
O Sort List subscribe to podcasts, and more.

The commands in this list sort
the contents of the current iTunes
category.
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Play a Song

ou use the Music category of the iTunes library to play a song that is stored on your computer.

Although iTunes offers several methods to locate the song you want to play, the easiest method
is to display the albums you have in your iTunes library, and then open the album that contains the
song you want to play. While the song is playing, you can control the volume to suit the music or
your current location. If you need to leave the room or take a call, you can pause the song currently

playing.

Play a Song

@ click Music (7).
Q Open the sort list and click

e i (@) Paul v Qv

My Music  Playlists ForYou New Radio Connect iTunes Store Albums -

¢

& o & I songs
AlbumS. @ Albums v
| A Aists
. . _ M Composers
You can also click a sort option H, Gerves
such as Songs, Artists, or Sortoy: | At 30
B

Into Your Lungs Seeds -
Hey Rosettal Hey Rosettal then: | Title $

Ge n l'eS. .:,?Iim ] ii [ show Recently Added
. iy bt Last 6 Months [
e Click the Sort by [ and then

click Artist. s % | gt

0 Click the album that contains o e bkl S -l Mt e L
the song you want to play. E 3

@ If you want to play the soe « b — & o o
entire album, click Play (p»).

Albums ~

e Double-click the song you
want to play.

Fleet Foxes

Mountain Meadows
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White Winter Hymnal D =
Float Foxes — Flogt Faxes S @) Paul v Qv

iTunes begins playing the song. sce <« Il » ——

@ 2 H DO e My Music  Playlists  For You Radio Connect iTunes Store

Albums ~

@ Information about the song
playback appears here.

@ iTunes displays a speaker icon s
(ZD)) beside the currently ——— e - ol o
playing song. o e e e

White Winter Hymnal

(@ If you need to stop the song o -
temporarily, click Pause (I1).

Note: You can also pause and
restart a song by pressing the

e=m.

 You can use the Volume
slider to adjust the volume
(see the Tip).

Mountain Meadows iR Into Your Lungs Seeds Moady Motorcycle
Elliott Brood Hey Rosettal Hey Rosettal Human Highway

How do I adjust the volume? Can I share my music with my family?

To turn the volume up or down, click and Yes, you can activate Home Sharing, which enables you to
drag the Volume slider to the left (to reduce | share your iTunes library with other people on your network
the volume) or to the right (to increase the | as long as you are all logged in to Home Sharing with the
volume). You can also press [+ to reduce | same Apple ID. Click File, click Home Sharing, and then
the volume, or £ H+(] to increase the click Turn On Home Sharing. Type your Apple password
volume. and click Turn On Home Sharing.
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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.
Whatever the reason, once you create the playlist you can populate it with songs using a simple

drag-and-drop technique.

Create a Playlist

Create the Playlist

@ click File.

© Click New.
€@ Click Playlist.

Note: You can also create a new
playlist by pressing (3+00.

() iTunes creates a new playlist.

O Type a name for the new
playlist.

e Press ).
@ click Edit Playlist.

iTunes opens the playlist for
editing so that you can add
your songs.
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Add Songs to the Playlist

o Open an album that has one
or more songs you want to

add to the playlist. o '

e Click a song that you want
to add to the playlist.

Albums ~

Moon Over the Freeway Summer Rains
The Ditty Bops. The Ditty Bops

Note: If you want more than one
song from the album’s playlist,
press and hold [ and click each
of the songs you want to add.

e Drag the selected track and
drop it on your playlist.

e Repeat steps 2 and 3 to add
more songs to the playlist.

e Click Done.

© To access your playlists, click
Playlists.

To create a playlist drag songs or

othg 's here.
0 a

s0e <« b » o o @Pai~ o

Albums v

Asides win
‘singles 1982-2005

- — . Ik Away (From a Good Thing)
A Sides Win Singles 1992-2006 e e s oneysuckle e Bicycles
Slaan . he Submarines

Is there a faster way to create and populate | Can iTunes add songs to a playlist automatically?

a playlist? Yes, you can create a Smart Playlist where the songs have
Yes. Press and hold (i3 and then click each one or more properties in common, such as the genre or
song you want to include in your playlist. Click | text in the song title. Click File, click New, and then
File, click New, and then click Playlist from click Smart Playlist (you can also press (2 0H+EH+D).
Selection (you can also press EL D). Use the Smart Playlist dialog to create rules that define
Type the playlist name and then press (ZZ0171). | what songs appear in the playlist.
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Purchase Music from the iTunes Store

You can add music to your iTunes library by purchasing songs or albums from the iTunes Store.
iTunes downloads the song or album to your computer and then adds it to both the Music
category and the Purchased playlist. You can then play and manage the song or album just like any
other content in the iTunes library. To purchase music from the iTunes Store, you must have an
Apple ID, which you can obtain from https://appleid.apple.com.

0 Click iTunes Store. sce «W P W € @ Paui -

e 1 B 3O e My Music  Playlists ForYou New Radio Cennect iTunesStur94
. . . : ‘ TR Dol

Mountain Meadows Fleet Foxes Helplessness Blues Into Your Lungs Seeds
Elliott Brood Fleet Foxes Fleet Foxes Hey Rosetta! Hey Rosetta!

MATT " i ca

COSTA L4 ?W

SONGS - ey bt

WE

SING - :
Lily Come Down Songs We Sing Oracular Spectacular Talking Through Tin Ca... Sigh No More
Lily Come Down Matt Costa MGMT The Morning Benders Mumford & Sens

cassgrode.
B e

Casserole - EP Jimson Weed Key Principles A Sides Win Singles 19... Declare a New State! Hone

Nathan Nathan Nathan Sloan The Submarines The)
The iTunes Store appears. 000 « P & e
o Cljck MuS'iC ! <> n El [ ses My N‘!usic Playlists ForYou New Radio Connect  iTunes Store

e Locate the music you want to

purchase. 3 TAME IMPALA" {§ .

New Album
New & Noteworthy Recent Releases seem s> Music -

] e e — All Genres ~
y &ﬁmﬁ

MUSIC QUICK LINKS

4 Redeem A
°on LEE an%p. Send Tunes Gifts~ Sug]
: Wl & -
Tormarrow Will Be DS2 (Deluxe) B  BornintheEchoes B Mister Asylum O Mixtape: Til Beats1
Beautiful Future (Deluxe Edition) Highly Suspect Summer’'s Gone - EP
Flo Monissey The Chemical Broth.. Lee Brice Purchased
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https://appleid.apple.com/

@ You can use the Search box to
search for an artist, album,
or song.

O Click Buy.

© If you want to purchase just a
song, click the song’s price
button instead.

iTunes asks you to sign in to
your iTunes Store account.

o If you have not signed in to
your account, you must type
your Apple ID.

e Type your password.

0 Click Buy.

iTunes charges your credit card
and begins downloading the
music to your Mac.

@ To return to the iTunes Library,
click My Music.
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ece <4 p » Ll
<> A B e

Music > Alternative > Tame Impala

& $9.99 Buy -
ek e ot (51)
Released Jul 17, 2015

P 2015 Modular Recordings under
exclusive license to Universal M... more

.’ @Sgnlne  Q ﬂ

My Music  Playlists For You New Radic Connect iTunes Store

Currents

Tame Impala >

Mastered

for iTunes

Songs  Ratings and Reviews  Related

Editors’ Notes

Canyon-like grooves, iridescent synths, and hypnotic melodies: Kevin Parker's third full-length under his Tame Impala alias
is his finest to date, a throbbing, psychedslic soul opus that echoes Michael Jackson and Prince as readily as it doss Syd
Barreit. While opening statement “Let It Happen” is a mostly guitar-less seven-minute jouney through cascading
keyboards and falsetto vocals, “The Moment" is majestic pop that brims with both finger-snaps and gilded basslines.

A NAME ARTIST TIME  POPULARITY  PRICE
1. LetitHappen Tame Impala 76 NI 5129 v
2. Nangs Tame Impala 147 [l

sim v
s1.20 ﬂ

Music > Alternative > Tame Impala

3. The Moment Tame Impala 415 [l

4. YesI'm Changing B Tamelmpala 430 I $1.29
5. Eventually Tame Impala 5119 I $1.29 ~
6. Gossip Tame Impala 0:55 0 s1.29 -
L Tholees oo the Bon 8 Tomelmeal LR 1111 129

,
“p» © (4 @signin~
<> B D e My Music  Playlists ForYou MNew Radio Connect | iTunes Store

Create Apple ID Cancel lunder his Tame Impala alias
ce as readiiy as it does Syd
fite journey through cascading
ocals, “The Mome ajestic pop that brims with both finger-snaps and gilded basslines.
$9.99 Buy v > P g !
a NAME ARTIST TIME POPULARITY PRICE
e e et (51)
e 17 201 . LetitHappen Tame Impala 746 [IINININID 5128 -
® 2015 Modular Recordings under Nangs Tame Impala 1:47 [} $129 ~
exclusive license to Universal M... mora
3. The Moment Tame Impala 415 (i $129  ~
4. Yes I'm Changing @ TameImpala 4:30 (I $1.20 ~
5. Eventually Tame Impala 519 I $129 ~
6. Gossip Tame Impala 0:55 Il $1.29 ~
I Theless|koow she Botter B Tomeimnala aap s120 o

Sign In to the iTunes Store

1t you have an Apple 1D and password, anter them here, If you'va used the
iTunes Store or (Cloud, for exampla, you have an Appie ID. Mastered

for iTunes

Apple ID

Remembar password for purcites and free dowrloads

devices?

Can I use my purchased music on other computers and

Yes. When you purchase music through iTunes, you are given
a license to play that music on any device (such as an iPod,
iPad, or iPhone), as long as that device is signed in to iCloud
using the same Apple ID that you used to purchase the
music. You can also burn your music to CDs.

How do I redeem an iTunes gift card?
Scratch off the sticker that covers the
card’s redeem code. Access the iTunes
Store, click Redeem, and then enter your
account password. In the Redeem Code
screen, type the redemption code and
then click Redeem.
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Apply Parental Controls

f you are setting up a user account in Mac Pro for a child, you can use iTunes’ parental controls to

ensure the child does not have access to music that has been marked as having explicit content.
You can also disable certain content types — such as podcasts, the iTunes Store, and Internet radio
stations — that could potentially offer content not suitable for the child. Finally, you can also
disable access to shared iTunes libraries, which might contain unsuitable music.

Apply Parental Controls

@ Log in to 0S X using the child’s
user account.

e Click iTunes.
Q Click Preferences.

The iTunes preferences appear.
0 Click the Parental tab.

In the Disable section, click the
check box beside each type of
content you do not want the user
to access (| changes to ).

Q Click the Ratings for [ and then
click the country ratings you want
to use.

To ensure the user cannot access
explicit musical content, click
the Music with explicit content
check box (| changes to ).
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Preferences... 3

Provide iTunes Feedback
Check for Updates...

Ret

Services

Hide iTunes
Hide Others

Geminiani: Concerti Gr...
Academy of Ancient MUS...

File Edit View Controls Account Window Help % 9 & o) B3 4
i ’
F About iTunes ' @ Paul~
fra e

2 A
Show All ¥ v Ty 5 4
Quit iTunes #Q | PURE
o lz i HEROINE ;
Currents Aphrodisiac - The Best... Pushin' Against a Stone Pure Heroine Licensed to Il
Tame Impala Bow Wow Wow Valerie June Lorde Beastie Boys
All Albums
GEMINIANI =

3,
My Music  Playlists For You MNew Radio Connect iTunes Store

> L _
wwow |
H  @os

LORDE .,.

L \‘\

4
|
vADEIQ=
19

Adele

This Is All Yours Back to Black
alt-J Amy Winehouse

Parental Control Preferences

GRON ¥ B 4 L)

General Playback Sharing Store Parental Devices Advanced

Disable: | Podcasts
[l Internet Radio

iTunes Store
Allow access to iTunes U

| Apple Music Connect
[ Shared Libraries
Ratings for: = United States

Show content ratings in library

Restrict: || Music with explicit content 0

"~ Movies to | PG-13 B
| TVshowsto | TV-14 B
" |Appsto | 12+ B

| Books with explicit sexual content

Restrictions apply to playback, sharing, iTunes purchases,
and the iTunes Store.
A
Click the lock to prevent further changes.
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iTunes displays an overview Parental Control Preferences

i i o> GE® 8
Of What ]t means to reStr]Ct G:‘J\ Playback Sharing Store Parental Devices ed
explicit content.

Q Click OK.

Disable: | | Podcasts

When you restrict explicit content, you will not be able to
play, preview, purchase or subscribe to content on the iTunes
Store that is marked as explicit by those who provide it to
iTunes.

"I Moviesto | PG-13 <

[ |TV showsto | Tv-14 <
[JAppsto | 12+ &

[ Books with explicit sexual content

Restrictions apply to playback, sharing, iTunes purchases,
and the iTunes Store.

&

Click the lock to prevent further changes.

? Cancel oK

e Click OK. Parental Control Preferences
- BE® 1 G

iTunes putS the pal’ental_ General Playback Sharing Store Parental Devices Advanced
controls into effect. Disable: || Poccasts

[~ Internet Radio
iTunes Store
Allow access to iTunes U

¥| Apple Music Connect
|| Shared Libraries

Ratings for:  United States B
Show content ratings in library

Restrict: Music with explicit content
["IMoviesto | PG-13 ™
[ |TV showsto = Tv-14 B
[ |Appsto | 12+ B

[ Books with explicit sexual content

Restrictions apply to playback, sharing, iTunes purchases,
and the iTunes Store.

i
ﬂl Click the lock to prevent further changes.

Is it not possible for the child to open the iTunes preferences and disable the parent controls?

Yes, although this is not likely to be a concern for young children. However, for older children who know
their way around 0S X, you should lock the parental controls to avoid having them changed. Follow steps 1
to 4 to open the child’s user account and display the Parental tab. Click the lock icon (&), type your 0S X
administrator password, and then click OK. & changes to (5, indicating that the controls in the Parental
tab are now locked and can be unlocked only with your administrator password. Click OK.
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Subscribe to a Podcast

You can use iTunes to locate, subscribe, manage, and listen to your favorite podcasts. A podcast
is an audio feed — or sometimes a feed that combines both audio and video — that a publisher
updates regularly with new episodes. The easiest way to get each episode is to subscribe to the
podcast. This ensures that iTunes automatically downloads each new episode to your iTunes library.
You can subscribe to podcasts via either the publisher’s website or the iTunes Store.

Subscribe to a Podcast

0 Click iTunes Store.

’

. () Paul »

My Music  Playlists For You New Radio Connect iTunesSture{

e0e <« Pp » L1l
e A H O e

ar

Recently Added

Currents
Tame Impala

All Albums

DLASKEETS

i =
The Good, the Bad, an...
The Bicycles

Asa
Asa (Asha)

Attack & Release
The Black Keys

Chinatown
The Be Good Tanyas

Oh No, It's Love
The Bicycles

e Click Podcasts.

DL T RETIEI T |

L o

e0 e 44 P »

Lh

”

@ Paul v

Q

<|>

NHI@ -

My Podcasts My Stations  Playlists

All

Audio

Video

THEORETICALLY SPEAKING

New & Noteworthy

#p D

Psychology
of Eating

PODCAST

The of Fating The Black Tan

iTunes Store

e }:Ar'g-‘ s

See All >

Podcasts @

AllC ies «

The Inner

PODCAST QUICK LINK
Acc
Sup)

Redeem
Send iTunes Gifts

Podeasts App
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e Locate the podcast to which

eo0e <« p » «

“

you want to subscribe. <> AEZ@ -

@ Click Subscribe.

@ If you want to listen to just one
episode before subscribing,
click the episode’s Get button
instead.

aEy

& Subscribe ~

ke (6)
Audio

Science & Medicine
©CJISW 90.9FM

LINKS
Website
Report a Concem

Podcasts » Sclence & Medicine > GJSW 90.9FM

MyPodcasts My Stations  Playlists | iTunes Store

Theoretically Speaking 0

CJSW 90.9FM >

Details  Ratings and Reviews  Related

Description

Thearetically Speaking is a show about absurd science. We take ridiculous hypotheticals and explore them as thoroughly

as we can.
POFULARITY  PRICE
= a
Get v

iy

A NAME
1 Episode 3 - Living Large
2 Episode 2 - Merpsople

TME  RELEASED

Jul 3,2015

DESCRIPTION

15 min What's the |

1zZmin  Juns, 2015 Is it possible.

3 Episode 1- End of Knowle. 1min  May6 2015  If humanss, Get -

TOTAL: 3 ITEMS

iTunes asks you to confirm.

© click Subscribe.

iTunes begins downloading the
podcast.

To listen to the podcast, click
the subscription in the Podcasts
category of the library.

Are you sure you want to subscribe to "Theoretically
Speaking"?

@

The most recent episode will appear in the Podcasts section of your
licrary when it has finished dowr Future will be
aL i as they il

|| Do not ask about subscribing again.

How do I subscribe to a podcast via the web?

podcast feed into the URL text box and then click OK.

Use your web browser to navigate to the podcast’s home page, click the iTunes link to open a preview of
the podcast, click View in iTunes, and then follow steps 4 and 5.

If the podcast does not have an iTunes link, copy the address of the podcast feed, switch to iTunes, click
File, and then click Subscribe to Podcast. In the Subscribe to Podcast dialog, paste the address of the
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CHAPTER 8

Learning Useful
0S X Tasks

0S X El Capitan comes with many tools that help you accomplish
everyday tasks. In this chapter, you learn how to synchronize an iPod,
iPhone, or iPad; work with notes and reminders; post to Facebook or
Twitter; share data; and work with notifications, tags, and maps.

@ Maps File Edit View Window Help 7 & % O F o) BE 10:01AM Paul Q =

® © @ | Directions - | Q Museum of the City of New York Transit Satellite

©

Musetim of the Cityjof New York
338miles

RERET 1) redawdoniehs

Phone  41(212) 5634-1672
'  Homepage http://meny.org/

Address 1220 5th Ave
New York, NY 10029-5221
United States

@ Directions

Hours 10 AM - 6 PM, Open Now
Category Museums
Kids

Photos

| Show B
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Connect an iPhone, iPad, or iPod touch

'I'o synchronize some or all of your iTunes library — including music, podcasts, audiobooks, TV
shows, and movies — as well as your photos and e-books, with your iPhone, iPad, or iPod touch,

you can connect the device to your Mac.
Although you can synchronize over Wi-Fi, if your device is not running a recent version of i0S, or if your

Mac and your device are not on the same network, you must physically connect your device to your Mac.
You need the USB cable that came with the device package. You can also connect using an optional dock.

Connect the Device Directly

o Attach the USB cable’s
Lightning connector to the
device’s port.

e Attach the cable’s USB
connector to a free USB port on
your Mac.

e If your device asks if you trust
this computer, tap Trust on the
device and click Continue on
your Mac.

0S X launches iTunes
and automatically begins
synchronizing the device.
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Connect the Device Using

the Dock

0 Attach the USB cable’s
Lightning connector to the
dock’s port.

e Insert the device into the dock.

Q Attach the cable’s USB
connector to a free USB port on
your Mac.

0 If your device asks if you trust
this computer, tap Trust on the
device and click Continue on
your Mac.

0S X launches iTunes
and automatically begins
synchronizing the device.

Do I have to eject my device before disconnecting it?

No, you can disconnect the device at any time as long as no sync is in progress. If a sync is in progress and
you need to disconnect, first click Cancel Sync (%) in the iTunes status window, wait until the sync is
canceled, and then disconnect your device.
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Synchronize an iPod, iPhone, or iPad

You can take your media and other data with you by synchronizing that data from 0S X to your
iPod touch, iPhone, or iPad. However, you should synchronize movies and TV shows with care.
A single half-hour TV episode may be as large as 650MB, and full-length movies can be several
gigabytes. To synchronize your device, first connect it to your Mac.

Synchronize an iPod, iPhone, or iPad \

Synchronize Music 0ce «w b o & D
o Click your device's icon. L L Belll_ 4 Faurs pud

Paul's iPad mini )
T6GE B&GSY"C Music 438 songs A

e Click Music. Sottings Entire music fibrary

- = summary O Selected playlists, artists, albums, and genres
e Click Sync Music (| changes m"* s e
‘/ . B Movies " Automatically fill free space with songs.
to .) 2] TV Shows
. . @) Podeasts Playlists Artists
0 Cl.le Selected pl.ayh StS, Al Books (@ Purchased Asa (Asha)
N - » | Bl Genius Mixes The Be Good Tanyas
artists, albums, and genres e & 50 s (5 rh
£ Classical Music The Black Keys

(" changes to ©). @ o a s Vs st Tapper

On My Deviea [ £¥ My Top Rated " Cage the Elephant

. . 17 Music [ £¥ Recently Added ~ The Ditty Bops
e Click each item you want to  Grracanty piyed @ etiot rccs
synchronize (| changes to (). = a9 s M/
A AR Books = Walking Songs Lily Come Down
0 Cth Apply' U 2 Genres Albums
. . . hudio I omer 2.2308 Free Revert Appl @
iTunes synchronizes your music. - =
sce « b » - € @Fauv  a-

0 If you have finished syncing your

. . . DHO- 0 4 Paul's iPad mini
device, click Music (7). .
&EWnc Photos Q

.
SynChron'Ize PhOtOS Settings You can choase which phatas from your computer are copied to your iPad. Phatos from your iPad’s Camera Rall

can be imported separately into iPhoto, Aperture, Photos, or Image Capture.

= summary
0 Cljck your device’s -icon . j:;,lpp: Copy photos froms | 15 iPhoto [ 637 photos el &
Music
. [ Movies
e chck PhotOS. i All photos, albuns, Events, and Faces )
elected albums, Events, an ices, and automatically include  no Events
e © Selected albums, Events, and Faces, and automatically includ Event B
3 cas!
Include videos

€@ Click Sync Photos (| changes s
* Photos Albums Events
to ). @ \nn 2 All albums. All events

1 On My Device [ Lest Import Boy
O Click Selected albums, Events, © B et -

. BICES ] Flowers, Flowers, Flowers " Flowers
and Faces, and automatically : e i i
. l de ( - Chan es to o) EI:"‘V":S .g:n‘gs, Dogs, Dogs! .:n:ia Lake 2008
] ows. 9 5 naly 7 8ahamas
nclu . g : MA Books (@ St. Maarten
P Stewart Lake 2008

e Click each item you want to
synchronize (| changes to (). C—— — e e M @

G Click Apply.
iTunes synchronizes your photos.

0 If you have finished syncing your
device, click Music (J7).
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Synchronize Movies ece wpb» o e D =
3 : : HoO-- D aul's iPad mini
0 Click the icon for your device. s { e
. . i &ﬂs}'ncMovies 4 movies aQ
o Click Movies. Settings ) Automatically include 3l 2 movies
[E summary
Click Sync Movies sl "
I ch to @) B e T e W
(| | changes to Q). L @ s
. . @) Podcasts
0 Click each movie you want to oot s B0 i Gt ot
synchronize (|| changes to ). il
@ info .
. The Tree of Life
e Click Apply. e
lusic
iTunes synchronizes your movies. - , :
+v 3 Include Movies from Playlists
e If you have finished syncing T (B oo o) (e ﬂ
your device, click Music ([7).
oce <« Pp M L ‘ @ Paul~ Q-
SynChronlze TV ShOWS B O3 Paul's iPad mini
. . . Paul's iPad mini — .
o Click the icon for your device. &SWWSWWS 1 episode
Settings " Automatically include  all unwatched < episodesof  all shows
3 = summar
e Cth TV ShOWS. ,,L‘:pps i Shows The Onion Future News Episodes
. 11 Music The Aviators ¥ Bsesson 1
e Click SynC TV Shows B Movies =2 &91 Future: News from the Year 2137
- T
(" | changes to ). e ﬁ garter ings
A Books isodh
0 Click each TV show you want to S P
synchronize (|| changes to ). ® o
© click Apply. it e
oy Include Episodes from Playlists
iTunes synchronizes your bl D@ urchacnd
TV shows e I o ot doniy 4

G If you have finished syncing
your device, click Music (J7).

TIPS

Can I sync wirelessly?

Yes. Connect your device and select it in iTunes,
click the Summary tab, and then click Sync with
this device over Wi-Fi, where device is an iPhone,
iPad, or iPod (| | changes to ). To sync over
Wi-Fi, on your device tap Settings, tap General,
tap iTunes Wi-Fi Sync, and then tap Sync Now.

How do I get my photos from my device to my Mac?
You can view and work with device pictures on your
Mac by importing them into iPhoto. In iPhoto, click
your device and then press and hold () and click each
photo you want to import. Use the Event Name text
box to type a name for this event and then click
Import Selected.
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Integrate OS X and Your iPhone or iPad

Continuity is a set of features that enable you to integrate your Mac and your iPhone or iPad (as
well as your iPod touch). Continuity consists of three features: Handoff, for continuing tasks on
one device that you started on another; taking phone calls on your Mac or sending Mac calls to your
iPhone; and Personal Hotspot for sharing your device’s Internet connection with your Mac.

For the Continuity features to work, your Mac must be running 0S X Yosemite or later and your
iPhone or iPad must be running i0S 8 or later. Also, your Mac and your device must be signed in to
the same iCloud account.

Handoff

The Handoff feature enables you to begin certain tasks on your
iPhone or iPad and then continue those tasks on your Mac.
Handoff-compatible tasks include composing an email, writing a
text message, browsing a web page, and working with apps such as
Maps, Reminders, Calendar, and Contacts. Handoff works both ways,

so if you start a task on your Mac, you can continue it on your q ¢ Y2 a | @ ‘ g |

iPhone or iPad.

Phone Calls N

o N = (v)
Continuity enables you to initiate iPhone calls =
from your Mac. For example, if you come across United States Canada
a phone number while using Safari on your Mac, | 18002752253~ 0 s Usingiphone 0T 1
select the number, click the arrow that appears, iPhone french: 1-8
and then click Call “Number” Using iPhone -800-MY-IPHONT
(where Number is the selected phone number). You (1-800-654.7466)
can also initiate calls from Contacts or Calendar.

If your iPhone receives an incoming call, your Mac displays a notification that you can click to answer the
call on your Mac.

Personal Hotspot

If your Mac cannot connect to a Wi-Fi network for Internet
access, you can still get your Mac online by using your

Turn Wi-Fi Off

iPhone’s (or iPad’s) cellular connection as a temporary v Paul’s iPhone @
wireless network. When you enable the device’s Personal Disconnect from Paul’s iPhone |
Hotspot (tap Settings and then Personal Hotspot), your BELL043 a -
device appears in your Mac’s list of nearby Wi-Fi networks. BELL548 & =
CIK2770 4 -

Select the device and type the password to connect.
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Enable Handoff in 0S X

he Handoff feature enables you to use OS X to continue a task begun on your iPhone or iPad.

Handoff requires that your iPhone or iPad is running i0S 8 or later, is close to your Mac (within
about 30 feet), and has Bluetooth activated. Also, your Mac must be running OS X Yosemite or later,
it must be relatively new (two or three years old at most), and it must have Bluetooth activated.
Finally, as shown in this section, you must configure 0S X to accept Handoff connections between
your device and your Mac.

\ Enable Handoff in 0S X \

About This Mac

@ click Apple (g§). ‘ 7 ER RSN X

System Preferences Q Search
e Click System Preferences. Lol i . " 2
. Recent ltems » M E E n @
© Click General. s, o "™ DA e

Sleep

Restart... P
Shut Down... - :‘: % R # *‘_

Log Out Paul... R de] Displays Energy Trackpad Printers &
Saver Scanners

» @ v @ 0 =
iCloud Internet  Extensions  Network Bluetooth
Accounts

2L ® Q@ ¥ @

Users & Parental App Store Dictation  Date & Time Startup Time: Accessibility
Groups Controls & Speech Disk Machine

The General preferences &,.c- <> ) = General Q searen

appear. Appearance: | [l Blue For Buttons, Menus, and Windows
CIjCk the Al‘low HandOff : ;Jifo‘:ar::’::;‘:\zae’::dds[:l':‘;:(the menu bar
between this Mac and your Highight color: | I Blus

(]

i Cloud devices C h eck bOX Sidebar icon size: | Medium
( Ch an ges to ) * Show scroll bars: 9Autnmati:ally based on mouse or trackpad
When scrolling

© click Close (@).

Click in the scroll bar to: °Jumu to the next page

OS X now accepts Handoff " Jump to the spot that's clicked
Connections between your Default web browser: | @ Safari
Mac and your iPhone or iPad.

| Ask to keep changes when closing documents
Close windows when quitting an app

When selected, open documents and windows will not be restored
when you re-open an app.

Recent items: | 10 Documents, Apps, and Servers

Allow Handoff between this Mac and your iCloud devices

Use LCD font smoothing when available ?
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Install a Program Using the App Store

You can enhance and extend 0S X by installing new programs from the App Store. 0S X comes with
an impressive collection of applications — or apps. However, 0S X does not offer a complete
collection of apps. For example, 0S X lacks apps in categories such as productivity, personal finance,
and business tools. To fill in these gaps, you can use the App Store to locate, purchase, and install
new programs, or look for apps that go beyond what the default OS X programs can do.

Install a Program Using the App Store ‘

e * B ®m % O

@ 1n the Dock, click App Store (@).
The App Store window appears.

e Locate the app you want to
install.

e Click the price button or, if the
app is free, as shown here, click
the Get button instead.

The price button changes to
a Buy App button, or the Free
button changes to an Install
App button.

@ Click Buy App (or Install App).

138

< Featured  Top Charts  Categories  Purchases  Updates

\ OneNote

3

Microsoft OneNote [&]

1t of Purple have we got the setting for you!

Q coda

a5 * B m % O

< Featured  Top Charts  Categories  Purchases  Updates

Ng  OneNote

Install App * 4

Microsoft OneNote [&]
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The App Store prompts you to
log in with your Apple ID.

e Type your Apple ID.

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 iCleud,
for example, you have an Apple ID. If you don't have an Apple ID, click Create Apple ID.

>

Apple ID
e Type your password. micloud@icloud.com 0
0 Click Sign In. Create Apple ID

O The App Store begins —
downloading the app. %

FaceTime Photo Booth Photos @ iMovie Game Center

When the progress meter
disappears, your app is

. iy
installed. Click Launchpad () E‘ = % sou

and then Cl]Ck the app tO run it App Store Preview Dictionary Calculator Other

System...rences

MOON e lIR0eROBA T

TIP

How do I use an App Store gift card to purchase apps?

If you have an App Store or iTunes gift card, you can redeem the card to give yourself store credit in the
amount shown on the card. Scratch off the sticker on the back to reveal the code. Click App Store (&) to
open the App Store, click Featured, click Redeem, type the code, and then click Redeem. In the App Store
window, the Account item shows your current store credit balance. Be sure to redeem the card before you
make a purchase; you cannot apply the credit after the purchase is made.
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Write a Note

You can use the Notes app to create simple text documents for things such as to-do lists and
meeting notes. Word processing programs such as Word and Pages are useful for creating complex
and lengthy documents. However, these powerful tools feel like overkill when all you want to do is
jot down a few notes. For these simpler text tasks, the Notes app that comes with 0S X is perfect
because it offers a simple interface that keeps all your notes together. As you see in the next
section, you can also pin a note to the 0S X desktop for easy access.

Write a Note

Create a New Note
@ 1n the Dock, click Notes ().

The first time you start Notes, it
displays an overview of the app.

e Click Continue.

Welcome to Notes

Great new tools for notes synced to your iCloud account.

e

s\

| A
| Rt |
L ]

Add almost anything. Qrganize your thoughts. Find your stuff.
Capture information, like Format your notes with titles, Easily locate added videos,

maps, photos, and more for checkiists, and text styles webpages, and more in the

aricher Notes experience new Attachments Browser.

Continue@

1

POOUL " a1 BROTROMAM

The Notes W-indow appearS. @ Notes File Edit Format View Window Help o 3 O = o)
[ XoN ] [om] 88 w @ Aa t Q Search

@ When you first start Notes, the B *&7 T ., ocooasoan

Notes 9:20 AM No additional text

app creates a new note for you

automatically. 0

e Click inside the note pane.
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e Type your note text. @ Notes File Edit Format View Window Help =G
o oo OO /BN G serr
© Notes uses the first line as the
. On My Mac To Do List July 23, 2015 at 9:43 AM
note title. & 9:43 AM Book Montreal flight an&m Do List
polzs Book Montreal flight and hotel 4

e To create another note, click
New Note ([#).

Note: You can also click File
and then click New Note, or

press C+D.

Renew passport
Buy new reading glassesl

Delete a Note

@ Notes File Edit Format View Window Help

L D F w)

EIEDE,. 2 I

Q, Search

@ Cclick the note you want to A
delete. mliefs
Notes
© click Delete ([il]).

The Notes app deletes the note.

July 23, 2015 at 9:47 AM
Books to buy
The Art of Travel
The Apprenticeship of Duddy Kravitz
Lullabies for Little Criminals
The Tin Flute
Last Night in Montreal|

Books to buy
9:47 AM The Art of Travel

To Do List
9:43 AM Book Montreal flight and h...

Can I synchronize my notes with my iPhone or iPad?
Yes, as long as you have an iCloud account set up in
0S X, as described in Chapter 14, and you are syncing
notes between your Mac and iCloud. To create a new
note using iCloud, click Notes under the iCloud folder
and then follow the steps in this section.

Can I create a bulleted or numbered Llist?

No, but you can create a checklist, which is a
list of items with check boxes to the left of each
item. When an item is complete, click its check
box (' changes to ). To create a checklist,
click Format, and then click Checklist.
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Enhance Notes with Attachments

ou can enhance your notes by adding links to websites and by attaching files such as photos and

documents. Most of your notes will contain only text, but you might need to augment a note with
extra data, such as a link to a website that contains related content. Similarly, you can enhance your
notes with related files such as photos, videos, maps, audio files, and documents.

Besides enhancing existing notes, you can also create notes that consist only of external links and
files. For example, you could create a note that has links to websites on a particular topic.

\ Enhance Notes with Attachments \

Safari File Edit View History Bookmarks Window Help Lo % O = o) B3
20 <

Add an Attachment to a Note
o Open the application that

contains the item you want to Worb Spy
Citach. e \WoRrD Spry

i} wordspy.com (¢] i ) +

By Alpha
. . H
© select or display the item, by Tag THE WoRrD Lover’s GuIDE To NEw WORDS
such as a web page, as in this
By Dat:
example. e The Latest Word
Randcmlvodd Jengatecture
Top 100 n. Building designs that consist of a series of stacked, offset boxes.
The firm has clearly become a go-to for developers big — TF Cornerstone
Blog tapped ODA for phase two of Hunters Point South — and small, and the firm
Full Search has solidified its position as the experts of Jenga-tecture, i.e. buildings that
look like stacked boxes.
- —Jessica Dailey, “Mapping ODA's Dozens of New Boxy Buildings in NYC,”
r Curbed, July 21, 2015
N ¥ f ’
e Cljck Share (l—l-l) . iew History Bookmarks Window Help 1 % 0 = o) B 10:42AM Paul Q =

008 < Em] wordspy.com & th jul s

o0 Add to Reading List

[ Add Bookmark
Worp Sey @ Add Website to Shared Links
® Email This Page

0 Click Notes.

By Alpha { AirDrop
] D Twitter
By Tog THE WORD LOVER'S GU| g raceson
[ Linkedin
By Date ) a—
y The Latest Word ¢ Messages
i) Reminders
fan s Jengatecture © More...
Top 100 n. Building designs that consist of a series ¢ ;cems - . -
The firm has clearly become a go-to for de :yvosm:am Aol
Blog tapped ODA for phase two of Hunters Point South — and small, and the firm

has solidified its position as the experts of Jenga-tecture, i.e. buildings that
look like stacked boxes.

Full Search

—Jessica Dailey, “Mapping ODA’s Dozens of New Boxy Buildings in NYC,”
Curbed, July 21,2015
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The Notes dialog appears.
@ The item appears in the note.

e Type an optional description of
the item.

Click the Choose Note  and
then click the note to which you
want to attach the item.

Note: To attach the item to a new
note, click New Note in the Choose
Note list.

@ Click Save.

View Note Attachments

o In the Notes app, click Browse
attachments (55).

Notes displays the Attachment
Browser.

o Click an attachment category.

© Notes displays the items in the
category from all your notes.

€@ Click Browse attachments (55)
to return to your notes.
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Notes

&» Word Spy ~
www.wordspy.com )
The Word Lover's Guide to New Words

Tracking new words and phrases as they gain traction in the language | 0

Choose Note: Word Nerd Websites £ @

@ Notes File Edit Format View Window Help o % D= o) g

& Photos & Vide... Sketches  Maps Audio  Documen...

Recently Deleted The Word Detective

www.word-detective.com
The Word Detective answers reader questions about word
and phrase origins, grammar, usage, and the history of the

World Wide Words: Recently added
wwwaworldwidewords.org

world Wide Words home page. Amost 3000
pages on the origins, history, evelution and

Oxfordwords blog | Oxford Dictionaries Online

blog .oxforddictionaries.com

welcome to the Oxfordwords blog! Here you'll find articles
about words, language, and dictionaries, plus English

word Spy E
wwwwordspy.com 5
The Word Lover's Guide to New Words

Notes

I have a lot of notes. Is there an easy way to see How do I open an attachment in its original
the note to which an item is attached? application?

Yes. Follow steps 1 and 2 in the subsection “View Note Follow steps 1 and 2 in the subsection “View
Attachments” to display the category of the attachment | Note Attachments” to display the category of
you want to view. Right-click the attachment and then the attachment you want to open. Right-click
click Go to Note. Notes exits the Attachment Browser the attachment and then click Open Attachment
and displays the note that contains the attachment. (you can also double-click the attachment).
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Create a Reminder

You can use Reminders to have 0S X display a notification when you need to perform a task. You
can use Calendar to schedule important events, but you likely have many tasks during the day that
cannot be considered full-fledged events: returning a call, taking clothes out of the dryer, turning off
the sprinkler. If you need to be reminded to perform such tasks, Calendar is overkill, but 0S X offers a
better solution: Reminders. You use this app to create reminders, which are notifications that tell you
to do something or to be somewhere.

Create a Reminder \

In the Dock, click
Reminders (% ).

MOOH aBEBOEROOAT

The Reminders app appears. )
+

a Reminders

71 Scheduled 0

@ Click New Reminder (+).

@ You can also click the next On My Mac
available line in the Reminders Reinden
list.

Note: You can also click File
and then click New Reminder,

or press L+,

@ Add List
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e Type the reminder title.
@ Click Show Info (D).

The Reminders app displays the
reminder details.

© click the On a Day check box
(" | changes to ).

e Specify the date and time you
want to be reminded.

@ Click Done.

The Reminders app adds the
reminder to the list.

© When you have completed the
reminder, click its radio button

(" changes to ©).

TIP
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%7 Scheduled

On My Mac

Reminders

Renew driver's license 0

(& g

77 Scheduled

On My Mac

Reminders +

Renew driver's license
10/15/15, 12:00 PM

Renew driver's license

remind me [ On a Day
10£18/ 2015 |12:0
Oct 2015 <0
SuMo TuWe Th Fr Sa |
12 3

45678 81
priority | 11 12 13 14

note | 18 19 20 21 22 23 24
25 26 27 28 20 30 31

repeat

What does the At a Location option do?
The At a Location option allows the Reminders app to display a notification for a task when you arrive at
or leave a location and you have your Mac notebook with you. To set this up, follow steps 1 to 4, click the
At a Location check box (| | changes to ), and then type the address or choose a contact that has a
defined address. Click either the Leaving or the Arriving option (' ' changes to @) and then click Done.
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Create a New Reminder List

ou can organize your reminders and make them easier to locate by creating new reminder lists.

By default, Reminders comes with a single list called Reminders. However, if you use reminders
frequently, the Reminders list can become cluttered, making it difficult to locate reminders. To solve
this problem, you can organize your reminders by creating new lists. For example, you could have
one list for personal tasks and another for business tasks. After you create one or more new lists,
you can move some or all of your existing reminders to the appropriate lists.

Create a New Reminder List

Create a Reminder List
@ Click Add List.

Note: You can also click File and
then click New List, or press [ +(7).

@ The Reminders app adds the
new list to the sidebar.

0 Type the list name.
© Press ().
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10/16/15, 12:00 PM

ey e

Web app for Appledore Productions
9/30/15, 12:00 PM

Take DFW book to Andrea
¥ Leaving: Home

On My Mac

@ Add Li514

eoe
a Web App Project +

77 Scheduled

On My Mac
Reminders

€ Add List
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Move a Reminder to a eoe '
Different List Q se: Reminders +
0 Click the list that contains the % Scheduled ' ?3;?;‘1:'7;{050"5:4"“

reminder you want to move.

Click and drag the reminder and
drop it on the destination list.

On My Mac

Web App Proje]

| Book proposal

o Appledore Productions

: PN Take DFW book to Andrea
= + Leaving: Home

@ Add List
e Click the destination list. eoe
. . oS Web App Project +
© The reminder now appears in o PE‘ = Jpod i
. . . @ Scheduled N 983031%[31;:0;)5; ore Productions
the destination list. - /30715,
n My Mac
Note: You can also right-click the il
reminder, click Move to List, and 3 gotehtreinns
then click the destination Llist.
@ Add List

Why does my Reminders app not have a
Completed Llist?

The Reminders app does not show the Completed
list when you first start using the program. When
you mark a reminder as complete (" ' changes

to @), Reminders creates the Completed list and
moves the task to that list.

Can I change the order of the lists in the sidebar?
Yes. By default, the Reminders app displays the new
lists in the order you create them. To move a list to a
new position, click and drag the list up or down in
the sidebar. When the horizontal blue bar shows the
list to be in the position you want, release the mouse
button.
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Work with the Notification Center

You can keep on top of what is happening while you are using your Mac by taking advantage

of the Notification Center. Several apps take advantage of a feature called notifications, which
enables them to send messages to OS X about events that are happening on your Mac. For example,
the App Store uses the Notification Center to let you know when 0S X updates are available. There
are two types of notifications: a banner that appears temporarily and an alert that stays on-screen
until you dismiss it. You can also open the Notification Center to view recent notifications.

Work with the Notification Center

Handle Alert Notifications

O An alert notification displays
one or more buttons.

o Click a button to dismiss the
notification.

o % 9O F o) B 1200PM Paul

0

< | Radiointerview Compiets
-

now

Later

Note: In a notification about new
0S X updates, click Update to open
the App Store and see the updates.
For details about the updates, click
Details.

Handle Banner Notifications

© A banner notification does not
display any buttons.

L % D & o) BB 11:54AM Paul Q

| Word Spy
Fwd: Word Spy - Jengatecture

Note: The banner notification stays
on-screen for about 5 seconds and
then disappears.

148



CHAPTER

Learning Useful OS X Tasks 8

View Recent Notifications o 3 D = ) E@ 11:52AM Paul

@ Click Notification Center (:=).

Note: If your Mac has a trackpad,
you can also open the Notification
Center by using two fingers to swipe
left from the right edge of the
trackpad.

Q =

@ Click Notifications.
@ 0S X displays your recent 2

notifications.

B Radiointerview now

e Click a notification to view the
item in the original application.

Can I control which apps use the Notification Center and how they use it?

Yes. Click System Preferences (@) in the Dock and then click Neotifications. Click an app on the left side
of the window and then click a notification style: None, Banners, or Alerts. To control the number of items
the app can display in the Notification Center, click the Show in Notification Center option menu and
select a number. To remove an app from the Notification Center, click the Show in Notification Center
check box (B changes to | ).
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Organize Files with Tags

You can describe many of your files to 0S X by adding one or more tags that indicate the content
or subject matter of the file. A tag is a word or short phrase that describes some aspect of a file.
You can add as many tags as you need. Adding tags to files makes it easier to search and organize

your documents.

For an existing file, you can add one or more tags within Finder. If you are working with a new file,

you can add tags when you save the file to your Mac’s hard drive.

Organize Files with Tags \

Add Tags with Finder
@ Click Finder (&) in the Dock.

Q Open the folder that contains
the file you want to tag.

@ Click the file.
O Click Edit Tags ().

eoe [ Documents
< =mf = | a £~ Q Search
Favorites
E Al My Files
< iCloud Drive . Doc’? _ boc T DO
@ AirDrop A Brief E-mail A Few of My A Guy In a Bar.txt A Mosaic of New
= Deskiop Primer.docx Favourite Words.doc Words.docx
&} paul
pé: Applications
HTF = XIBK poc DoC
A Shaggy Dog Accounts Addresses.doc Advances
Dauicas Story.rtf Receivable.xlsx Owed.doc
Shared e
” = -4 -© =
DoCK
@ Red .
Adventure Works Adventure Works Agenda for 2016 All About
@ Orange 2015 Sal...osal.pptx 2016 Sal...osal.pptx Conference Bears.pptx
Yellow —
e —
© Green ' E
| _—
® Blue — poox as :
1 of 305 selected, 33.68 GB available S —

0S X displays the Tags sheet. eoe I Documents
< =mwm v 0| o o | &~ Q Search
e Ty pe the tag Favorites Assign tags to "Agenda...nference”
N t . .I. . l_t. l t S an AL . conference 5
ote: lo aSS]gn mu ]p e agS’ 5 icloud Drive pod¥ O Create new tag “conferen... T bocx
Separate each One With a Comma. @ AirDrop A Brief E-mail A rewormy A GuyInaBantxt A Mosaic of New
B Deskiop Primer.docx Favourite Words.doc ‘Words.docx
O Press (. @ omi 1l
Applications
0 S X . h A% Ao RTF AR poc noc
aSS1gns t e tag Or tags‘ _ A Shaggy Dog Accounts Addresses.doc Advances
D Story.rtf Receivable.xlsx Owed.doc
@ Press (. = —
Tags L A
DOCX
® Red
Adventure Works Adventure Works Agenda for 2016 All About
[ ] Orange 2015 Sal...osal.pptx 2016 Sal...osal.pptx Conference Bears.pptx
Yellow — =
@ Green | a =
@ Blue — DOCX HLSX
) Purple All About Gypsy the All-Time Favorite Amortization Anagrammer App -
Dog.pptx College...ames.docx Schedule.xlsx Sync Spe...ons.docx
© Gray
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Add Tags When Saving

0 In the application, select
the command that saves the
new file.

New from Clipboard
Open...
Open Recent >

= % D= 4

Close Window
Close Selectg

Enter Password...

Import from Camera...
Import from EPSON XP-810 Series...
Take Screen Shot

The application displays the

Save sheet.
e Use the Tags text box to type ¢ =
the tea =
Note: To assign multiple tags, 35‘;;,,,
separate each one with a comma. @ paul
#% Applica...
Choose the other save options, 3 Docun..
such as the file name, as ZaEs

Remot...

- b

needed.
O Click Save.

The application saves the file
and assigns that tag or tags.

Hide extension

New Folder

Save As:  Globe Thistle

Tags: ]Ilowers

B~ T I Flowers &5 Q, Search
[ TRy . |
- ‘i T ! 2 % f ) |
| oo | q |
Es e | Sae e I
Bluegrass.jpg Burdock01.jpg Burdock02.jpg Buttercup01ipg
[ S r7
Buttercup02.jpg Chicory.jeg Daisy01.jpg Daisy02.jpg

Format: | JPEG B
Depth: | 8 Bits/Channel B

Quality:

Least Best
Alpha
File Size: 10M8

to another file?

the list that appears.

Is there an easier method I can use to assign an existing tag

Yes. 0S X keeps a list of your tags, and it displays that list each
time you display the Tags sheet. You can assign the same tag to
another file by displaying the Tags sheet and clicking the tag in

Can I assign the same tag or tags to
multiple files?

Yes. First, use Finder to select all the
files in advance. Click Edit Tags (—),
type the tag, and 0S X automatically
assigns the tag to all the selected files.
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Search Files with Tags

fter you assign tags to your files, you can take advantage of those tags to make it easier to find

and group related files.

Although keeping related files together in the same folder is good practice, that is not always
possible. It can make locating and working with related files difficult. However, if you assign the
same tag or tags to those files, you can use those tags to quickly and easily search for the files. No
matter where the files are located, Finder shows them all together in a single window for easy access.

Search Files with Tags

Search for a Tag

o Type the first few letters of the
tag in Finder’s Search box.

Q When the tag appears, click it.

@ Finder displays the files
assigned that tag.
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ooe [# Searching “This Mac"
< [ ERCICIE D 2 [Gol <) O
Favorites Search: [IE['CTH "Documents” Shared Filenames ‘
2 Al My Files A Guy In a Bar.txt A Mosaic of New AMosaicof  Name matches: con
& iCloud Drive Words.docx Words.do/ Tags
. g —
= Desktop 2 Kinds
£} paul bocx Ll RTE_| Olk15_contact
= A Mosaic of New A Mosaic of New A Shaggy Dog A'Shaggy Dog
:15: Applications ‘Words.docx ‘Words.docx Story.rtf Story.rtf
|3 Documents 3
=
Devices ¥
RTF TXT POF

Remote Disc

= A Shaggy Dog A Shaggy Dog About Stacks.pdf AccentedPicture.gl
BOOTCAMP Story.rtf Story.txt [}
O FLAsH DRI = — ‘
AN -
Shared
Tags e XLEX RTF WFLOW
@ fl = Accepted: Street AccessPivotTable.x| Acknowledgements. Add password
Photogra...orkshop 5% rtf protectio... workflow
© conference
® Red F .b
' Orange
1,458 items —_——
[ NoN ] [# Searching "This Mac"
< = 0D ol EEv - 2 Q Tac~ conference | @
Favorites Search: [{{E['FTY "Documents” Shared [Save |+
2 Al My Files
- p
& iCloud me —,
@ airbrop pocx poc e [

] Desktop

& paul

:15: Applications
|3 Documents
Devices

Remote Disc
BOOTCAMP
L) FLASHDRI... &

Shared

© conference
® Red
' Orange

Agenda for 2016 Conference

Conference Attendees.doc
g £
Industry Inflatable Dartboard

Conferen...016.pptx - Marketi...Plan.pptx

8 items

Conference
Schedule.doc

Conference
Presentation.pptm

=|

o

Notes for 2016
Conference.docx

Map to Convention
Center.doc
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eoe [ Documents
SeleCt a Tag <[> gg = i@yl &l o el LM Q Search
0 In the Finder sidebar, click the s

tag E Al My Files =Y
: < iCloud Drive ok ——— ==
@ Airbrop 2015-2016 2016 Budget.docx 2016-2017 Budget 2016-2017
o If you do not see the tag you Budget.xlsx Notes.docx Budget.xisx
[ Desktop
want, click All Tags to display 2} paul
: 7% Applications .
the complete list. bock oo L L
_ A Brief E-mail A Few of My A Guy In a Bar.txt A Mosaic of New
~ Primer.docx Favourite Words.doc ‘Words.docx
Devices
Shared
Tags RTF EAEN | - poc Doc
© flowers A Shaggy Dog Accounts Addresses.doc Advances
conference Story.rtf Receivable.x|sx QOwed.doc
® Red
L CEE E
Yellow =
Adventure Works Adventure Works Agenda for 2016 All About
© Green 2015 Sal...osal.pptx 2016 Sal...osal.pptx Conference Bears.pptx
© Blue

@ Gray

All Tags... | DOoCX | | XLEX:E
305 items, 34.06 GB available b O rer——

@ Finder displays the files soe T conterance

assigned that tag_ <> EE S N el =5 ol 24 Q Search

Favorites ’ _‘
Note: With the tag folder displayed, iﬂ”::& o e e

you can automatically assign that @ arorop Agend for 2018 c <

nferen Conferen:
Conference Attendees.doc Presentation.pptm Schedule.doc
= Desktop

tag to other files by dragging the —
files from another Finder window 4 Appiications

=
i

m

C pocx

a

and dropping them W-ith-in the tag [ Documents Industry Inflatable Dartboard Map to Convention Notes for 2016
folder.

Conferen...016.pptx - Marketi...Plan.pptx Center.doc Conference.docx
Devices

‘Shared
Tags

© flowers
| © conterence
@ Red
' Orange

Yellow

@ Green
@ Blue
© Gray
) All Tags...

8 itams —_——

Can I control what tags appear in Finder’s sidebar? O Click the Tags tab.

Yes, by following these steps: .
For each tag you do not want to appear in

o Open Finder. the sidebar, click the check box to the right
0 Click Finder. of the tag (4 changes to | ).

@ Click Preferences. @ click Close (@).
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Search for a Location

You can use the Maps app to display a location on a map. Maps is an 0S X app that displays digital
maps that you can use to view just about any location by searching for an address or place name.

Maps comes with a Search box that enables you to search for locations by address or by name. If
Maps finds the place, it zooms in and drops a pin on the digital map to show you the exact location.
For many public locations, Maps also offers an info screen that shows you the location’s address,
phone number, and more.

Search for a Location

0 Click Maps (=.).

"Maps" would like to use your current ‘;.
7 ] location. 5
The ﬁrSt t]me you Start MapS’ ‘Your location may be shown on the map and is used to i -
. rovide things such as directions and nearby search )
0S X asks if the app can use el d 3
your location. Dot po
.
© Click Allow.
L
b T

smr,m. o
T — . 2
e Y e i
— > — e
1IOO0 T aBAROTRO
OS X starts the Maps app‘ @ Maps File Edit View Window Help 7 [0 0 F o) Bl 940AM Paul
® © @ | Directions il {Q Museum of the City of New York 0} = ﬂ] Map Transit  Satellite

Suggestions

Museum of the City of New York
1220 5th Ave, New York, NY 10029-5221, United States

museum of the city of new york

Museum of the City New York Incorporated
12 Fuiton St, New York, NY 10038, United States

e Use the Search box to type the
address or name of the location. |-

@ Press (D).

O If Maps displays the name of
the location as you type, you o
can click the location, instead. =

GREENLAND
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0 MapS dropS a pin on the ® 0 ® Directions 7 || O Museum of the City of New York o M m Transit | Satelite
location. = /s
@ Click Zoom In () or Sy 5
@ T
press [+ to get a ¥ N
closer look. o 5 K b IR L
© Click Zoom OQut (—) or / / 0", i
Museum of the City of New Y...
press _|_' to see more tti!’; Jﬂazd:mews on e ~Q# &
of the map. :
If Maps offers more data
about the location, click Y/ ; ‘
Show Info ((1)).
3D
e o 10
| Show v -~ & i - X+
ity g
 Maps displays the Info screen 808 sicton =7 [ Musoum of the Gty of Newy == e
for the location. — <
Museum of the City of New York
® Contral o & = 339 milos
Q L KHKK I 142 reviews on Yelp
[ Phone  +1(212) 534-1672
Homepage http:jjmeny.org/
e Address 1220 5th Ave
New York, NY 10029-5221 min's
United States &
@ Directions &
‘»':::\ f’\l"‘fl“r"N :"‘I Hours 10 AM - 6 PM, Closed Now
Category Museums
v? € o Kids Yes
Mount Sinal Photos
PR
B
| Show ~

Can I use Maps to show my current location?

Yes. Maps can use surrounding electronic
infrastructure, particularly nearby wireless networks,
to come up with a reasonably accurate calculation of
your current location. Click Current Location (-7),
or click View and then click Go to Current Location

(or press (2+1).

How do I save a location for future use?

You can save it as a favorite, which means you do
not have to type the location’s address or name
each time. Display the location, click Show Info
(), click Share ({17), and then click Add to
Favorites. You can also click Edit and then click
Add to Favorites (or press [ +(2]).
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Get Directions to a Location

Besides displaying locations, Maps also understands the roads and highways found in most cities,
states, and countries. This means that you can use the Maps app to get specific directions for
traveling from one location to another. You specify a starting point and destination for a trip, and
Maps then provides you with directions for getting from one point to the other. Maps highlights the
trip route on a digital map and also gives you specific details for negotiating each leg of the trip.

Get Directions to a Location

0 Add a pin to the map for your
destination.

Note: See the previous section,
“Search for a Location,” to learn
how to add a pin.

© click Directions.

The Directions pane appears.

@ Your pinned location appears in
the End text box.

Maps assumes you want to start
the route from your current
location.

e To start the route from another
location, type the name or
address in the Start text box.

Select how you intend to travel
to the destination: Drive, Walk,
or take Transit.
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& Maps File Edit View Window Help

7 o % D = ) B 10:21AM Paul

| Show ]

® O ® Directions 4 || Q Search or enter an address J & | I st Setelite
= = = - =
Ast 20,
A T
@ Lasker Rink.
ﬂﬂﬂﬂﬂ iy,
- & A
w; §€ & A
$ [~} :
e e & "
& = T,
5
R
e = D5
= Museum of the City of New Y... ® .
& SRR o ok o ok 7 142 raviews on Yalp ; ¥
r M e e - 4
B :
& Tag,
e, "<J,6
A 75t
®
@ &
Conral
; ¢ :
$
P 44
Obaugh toco /45 (a0
s, @ y
S

@ Maps File Edit View Window Help

7 Lo § ) = ) Ga 1023AM Paul

Y -
,

3 o
O

b siart: The Maritime Hotel Y 4
’ v
£nc: Museum of the City of

Walk Transit

10f 3 Suggested Routes
0 21 min — 6.5 miles — Henry
Hudson Pkwy N

The Maritime Hotel — 363 W
? 16th St, New York, NY 10011,
United States

400 feet NS
Turn right onto W 15th St R

0.2 miles.
Turn right onto 11th Ave

0.3 miles.
Keep left on 12th Ave

1.8 miles N
Merge onto Henry Hudson Pkwy |
N toward Bronx

1.9 miles
Take exit onto W 96 St

1.4 miles
Turn left onto Madison Ave

0.5 miles
Turn left onto E 106th St

i
~
)
t
.
q
2|

Q Search or enter an address

[ia] m Transit  Satellite




© Maps displays the suggested
route for your journey.

© This area tells the distance and
approximate traveling time.

() This area displays the various
legs of the journey.

@ If Maps displays alternate
routes, you can click these
banners to view the routes.

e Click the first leg of the trip.

(@ Maps zooms in to show you just
that leg of the trip.

@ As you complete each leg of
the trip, click the next leg for
further instructions.

L 400 feet
Turn right onto W 15th St
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start; The Maritime Hotel

e T

End: Museum of the City of

Wak  Transit

10f 3 Suggested Routes
25 min — 6.4 miles — Henry
Hudson Pkwy N

The Maritime Hotel — 383 W.
16th St, New York, NY 10011,
United States

400 feet
Turn right onto W 15th St

0.2 miles
Turn right onto 11th Ave

Keep left on 12th Ave

1.8 miles 3
Merge onto Henry Hudson Plwy
N toward Bronx

1.9 miles
Take exit onto W 96 St

ﬁ 0.3 miles
1-] 1.4 miles
Turn left onto Madison Ave
0.5 miles
Turn left onto E 105th St

start: The Maritime Hotel

Enc: - Museum of the City of

Walk Transit

1of 3 Suggested Routes St 1 OAK

‘l' 25 min — 6.4 miles — Henry : Midtawn
Hudson Pkwy N B Chelsea Canter

. TheMaritime Hotel—363w I CEULC I SIS
16th St, New York, NY 10011, i
United States o Lo,
Q 7

Chelsea Lo}

o,
e

0.2 miles:
Turn right onto 11th Ave

1 0.3 miles:
Keep left on 12th Ave

1.8 miles
1‘ Merge onto Henry Hudson Py
N toward Bronx

r 1.9 miles
Take exit onto W 96 St

41 1.4 miles Sz ©
Turn left onto Madison Ave SR Bpol @ scirpons
athistica 5, ) o A
0.5 miles. Boro An a Sy, f/ D
Turn left anto € 105th St Show L @ sl et (8 o — |+ q
S 171 o) T I~ &

Can I get traffic information?

Yes, Maps can display current traffic
conditions for most major cities. Click
View and then click Show Traffic. On
the map, you see a sequence of red dots
where traffic is slow, and a sequence of
red dashes where traffic is heavy.

Can I get directions even though I do not have an exact
address?

Yes. You can give Maps the approximate location and it
generates the appropriate directions. To specify a location
without knowing its address, click Edit and then click Drop Pin
(or press (C1+E+(2)). Maps drops a purple pin randomly on
the map. Click and drag the pin to the location you want.

157



Install a Font

S X ships with a large collection of fonts, but if you require a different font for a project, you can
download the font files and then install them on your Mac.
Macs have always placed special emphasis on typography, so it is no surprise that 0S X ships with
nearly 300 fonts. However, typography is a personal, exacting art form, so your Mac might not have

a particular font that would be just right for a newsletter, greeting card, or similar project. In that
case, you can download the font you need and then install it.

Install a Font

@ click Finder (&) soe = Gpenzans
e BEDEEE ) s
The Finder window appears. e — —
. s Ag  Ag Ag Ag
Open the folder that contains & Cloud... pli -
the font files. i
esktop
e Select the font files you want to £ paul Ag Ag A,g Ag
install # Applica..
mns . & o — — . .
" ocum
Shared i )
- A2 A2 @
10 of 10 selected, 33.97 GB available e

e Click File. Edt View Go Window FHelp =3 D=
lew Finder Window N |
3 < w Folder GEN 5 £~ Q Search
e Click Open. = - Folder with Selection (10 Items) ~3N £ - . -
Favorites New Smart Folder %N F —
B Al my... New Burn Folder
s New Tab ®T = &
iCloud... Open 5 30
5 Deskio Print %ep raBold.ttf ExtraBoldltalic.ttf
esktop
Close Window 8w

&

@& paul
A Applica,, | G0t INfO sl Ag

Rename 10 Items... ==
[ Docum... henSans- OpenSans-
Compress 10 Items
Devices
Duplicate #D
Sl Make Alias 8L
Tags Quick Look 10 ltems ®Y
Show Original
Add to Dock ~OET

Move to Trash ®a

Burn 10 Items to Disc...
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OS X launches the Font BOOk '7 FontBook File Edit View Window Help
application. a0 Open Sans
@ click Install Font. .
ABCDEFGHIJKLM
NOPQRSTUVWXYZ
abcdefghijklm
nopqrstuvwxyz
1234567890
Font Book installs the font. o T e — S % O = %) & 04
@ The typeface name appearsin |El = + @ = oAl
the Fonts list. A e s 1 Sie: it
i gt R ABCDEFGHIJKLM <©
0 Click = to open the typeface | & us e J :
and see its individual fonts. S;E:I”h e :Ntwmn 0 NOP Q RSTUVWXYZ
Click a font. & Fixed Widkh Fogur ..
(8] G abcdefghijkim
© A preview of the font @ Fun oa 7
appears here. E N samass nopq rStUVW)(yZ
z :azitional »Om%é?:::: f:'fi 1 234567890 |

What is the difference between a font and a
typeface?

A typeface is a unique design applied to each
letter, number, and symbol. A font is a particular
style of a typeface, such as regular, bold, or italic.
However, in everyday parlance, most people use
the terms typeface and font interchangeably.

What is a font collection?

A collection is a group of related fonts. For example,
the Fun collection contains fonts normally used with
informal designs. To add your font to an existing
collection, drag it from the Fonts list and drop it on
the collection. To create a collection, click File and
then click New Collection (or press ().
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Access Non-Keyboard Characters

You can make your documents more readable and more useful by inserting special symbols not
available via your keyboard. The keyboard is home to a large number of letters, numbers, and
symbols. However, the keyboard is missing some useful characters. For example, it is missing the foreign
characters in words such as café and Kéln. Similarly, your writing might require mathematical symbols
such as + and %, financial symbols such as ¢ and ¥, or commercial symbols such as © and ®. These
and many more symbols and emoji icons are available in 0S X via the Emoji & Symbols Viewer.

Access Non-Keyboard Characters \

Display the Character Viewer o0 Fer System Preferences Q, Search
Click System Preferences (@). . S _ N
[ i 3 =
® o .
The System Preferences appear. General  Desktop&  Dock Mission  Language  Securty  Spotlight  Notifications
Screen Saver Control & Region & Privacy
Q Click Keyboard.
el o N
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
* QO v @ 0 ™
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
1 ® @ ¢ & & © @
Users & Parental App Store Dictation Date & Time St3 1 Time Accessibility
Groups Controls & Speech D Machine

The Keyboard preferences Help o D= ) E@-W‘ (v Paul Q=
e00 [ i Q searc
L == il Show Keyboard Viewer — =

appear. | :
€ Click the Keyboard tab. @m0 oo Preness-_,
Click the Show Keyboard, Key Repeat Delay Unil Repeat

Emoji, & Symbol Viewers | N N AT
. Off Slow Fast Long Short
in menu bar check box

( e ChangeS tO ) | Use all F1, F2, etc. keys as standard function keys

When this option is selected, press the Fn key to use the special
features printed on each Key.

e CIjCk Keyboard, Emoji, & & Show Keyboard, Emaji, & Symbol Viewers in menu bar
Symbol Viewers ([3)).

Q Click Show Emoji & Symbols.

The Emoji & Symbols viewer
appears.

Set Up Bluetooth Keyboard... Modifier Keys...
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Insert a Character § Bool Fie i Vew e Fomet Toos Data Window Fep G % O 5 @) @@
eoe MH ov- Workbook1 Q. Search
0 In the document, position the | Home lnsert Pagelayout Fommulas Data  Review View
] 3 3 % | Aw = Condiitional Format
insertion point where you want " Cafbr o112 |- Wslen)| 2=y | E Formt a Tl
Paste B | I |M |- & = . e
the character to appear. = col syis
AL 4 X  fr Ccurrency:
9 In the Emoji & Symbols viewer, lﬂ ot Sharacors Y
1 |Currency: ~
select a category. 2 @ Frecuents U0 | @) cooe
3 .
. e & v
6 s Bullets/Stars & Food & Drink
: &;j}\ cureney SO ¢ Caoraion
. . No Letterlike Symbols & Activity o ;
1‘1) | /" Math Symbols &) Travel & Places rmne e
12 | () Parentheses |_Add to Favorites |
= #4 Pietoaraphs P peoe Font Variation
14 | =» Punctuatien Objects & Symbols
15 =)
16
17
18
19
20

@ Excel File Edit WView Insert Format Tools Data Window Help

h 2 DF o) BEE

e Double-click the character you

tt o0e M Hw- Workbook1 Q- Searc|
wan 0 use. | Home Insert Pagelayout Formulas Data  Review  View
=|_ Conditional Forma
O The character appears in the n- e EEEE Farme s Taie
R . Paste B I VU e M ell Styles
document at the insertion : 9 ==
. Al X v fr curdlfy:€
point. A 8 e e
. 1 |Currency: € 1 7 * 7
O Click Close (@). : oo 1) O ¥ ¢ i b koW _
L@ Emoji b
: | 2 e B £ F P K & o _
) | sk Bullets/Stars b 3 ® Jy X ¢ D g
; i :tri:echSYmbols d 5 ¢ € T £ A Iﬂ
1% | No Letterike symools G Pf Pts Dp 1t CURD SN !
1 4 Math Symbols F
E () Parentheses [ Add 1o Faverites |
13 #3 Fictographs Font Variation
14 +3 Punctuation
15 | € € € €
16
= € € 6 €
i‘; € € € €
20 € € € € |

Can I access the Character Viewer if I choose not to
display the menu bar icon?

Yes, in some applications you can access the Emoji &
Symbols viewer directly. For example, in TextEdit, you can
click Edit and then click Emoji & Symbols, or you can
press (ST, This command is also

available in Calendar, Contacts, Mail, Messages, and Notes.

Is there an easier way to access characters
that I often use?

Yes, you can add those characters to Emoji &
Symbol viewer's Favorites section. To add a
character to the Favorites section, display
the Emoji & Symbols viewer, click the
character, and then click Add to Favorites.
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CHAPTER 9

Connecting
to Social
Networks

In this age of ubiquitous social connection, 0S X makes everything
easier by enabling you to connect and post content to a number of social
networks, including Facebook, Twitter, LinkedIn, Flickr, and Vimeo.

& safarl File Edit View History Bookmarks Window Help
=1

McFedries.com

WALKING

A Musical Pilgrim

A cellist and his cello on a 200-kilometer pilgrimage.

He was a tireless bush €3 Fecenoor Filed under:

water-flask and a few walking

Ranges. Then he would € This fellow went on a 900-kilometer ) Tags:
the curtains, pilgrimage and carried his cello the entire B - music, paths, pilgrimage
"> 9 way) T
harpsichord. The. - Posted on:
January 30, 2015

Permalink:

W e
: i p=a-musical-pilgrim

intimacy that runs deeper than b nusic. Share This:

It begins with the intuitive notion that walking itself is, or generates, a type of u m
music. This is the central theme of Bruce Chatwin’s book The Songlineswhere, according to
Australian aboriginal folklore, walking and music combined to create the world:

Previous post:
‘Walking through doorways

Each totemic ancestor, while travelling through the country, was thought to have (ST

scattered a trail of words and musical notes along the line of his footprints, and...these
Dreaming-tracks lay over the land as “ways” of communication between the most far-
flung tribes.
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Sign In to Your Facebook Account

f you have a Facebook account, you can use it to share information with your friends directly from

0S X because 0S X has built-in support for Facebook accounts. This enables you to post status
updates and other data directly from many OS X apps. For example, you can send a link to a web
page from Safari or post a photo from Photos. 0S X also displays notifications when your Facebook
friends post to your News Feed. Before you can post or see Facebook notifications, you must sign in
to your Facebook account.

o Click System Preferences (n). L] < > System Preferences Q, Search
Note: You can also click Apple (g§) i i N 0 - Tﬁi o]
° )
and then click System Preferences O ‘ - - @
y * General Desktop & Dock Mission Language Security Spotlight  Notificatiens
Screen Saver Control & Region & Privacy
The System Preferences appear.
@ Click Internet Accounts. . Ooo& N
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
» 0O @ 0O
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
1 ® @ ¥ ¥ & @0 @
Users & Parental App Store Dictation Date & Time Startup Time Accessj 1
Groups Controls & Speech Disk Machine
WHTaBERORO®A™
The Internet Accounts preferences - m = e
appear. @ Internet Acceunts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
. other apps.
€@ Click Facebook. —
iClou .
. Mail, Contacts, and 3 more... -. IC'oud
@8 Exchange
Googler
Twitter 9
facebook<€)
Linked[T}].
B YAHOO! ?
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System Preferences prompts you
for your Facebook username and
password.

facebook

To get started, fill out the following information:

e Type your Facebook username.
e Type your Facebook password. User Name: myaccount@mprowder.com@

0 Click Next. Password:l............. @ I

By clicking "Next", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Facebook's Terms of Use.

facebook

Signing into Facebook will:

System Preferences displays
information detailing what
signing in to Facebook entails.

@ Click Sign In.

0S X signs in to your Facebook
account.

Dewnload your Facebook friends to the Contacts app
and keep their information up to date.

Download your Facebook events to the Calendar app and
keep them up to date.

Allow you to post status updates, photos, videos, and other
content to Facebook.

Enable apps to work with your Facebook account, with your
permission.

CEES

You can disable Contacts and Calendar syncing and disallow any app on this Mac
from accessing your Facebook account in System Preferences.

In addition, when each app asks for permission to use your account, you can:

= Approve or deny the request.

« Review a description of the info an app requests.

« Grant the app access to info on your behalf, like friends’ photos & videos
that are available to apps you use.

= See whether friends, only you, or everyone can view the app's posts to
Facebook on your behalf.

Apps obtaining your permission to access your basic profile info and friends list can
obtain your name, profile picture, email address, birthday, current city, other info
you make public, and your list of friends. Facebook may also let others know that

you're using the app.
| Concel | m

Is there an easy way to add my Can I prevent Facebook friends and events from
Facebook friends’ profile pictures to appearing in the Contacts and Calendar apps?

the Contacts app? Yes. Follow steps 1 and 2 to open Internet Accounts and
Yes. Follow steps 1 and 2 to open the then click your Facebook account. To remove your Facebook
Internet Accounts window, click your friends from Contacts, click the Contacts check box
Facebook account, and then click Update (#2 changes to | ). To remove your Facebook events or
Contacts. When System Preferences asks friends’ birthdays from Calendar, click the Calendars

you to confirm, click Update Contacts. check box (B changes to = ).
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Post to Facebook

Once you sign in to your Facebook account, you begin seeing notifications whenever your friends
post to your News Feed. However, 0S X's Facebook support also enables you to use various 0S X
apps to post information to your Facebook News Feed. For example, if you surf to a web page that
you want to share, you can post a link to that page. You can also post a photo to your News Feed.

Post to Facebook

Post a Web Page it View History Bookmarks Window Help D % 40 2 o) B3 [3 106PM Paul Q =
. . [ NN ] <> E = mcfedries.com v} i
o Use Safari to navigate to the o Add to Reading List
M Add Bookmark

Lﬁ McFedries.com  Books  Articles  Three MPH
7

web page you want to share. ® Add Website to Shared Links

@, Email This Page

e CﬁCk Share (I’l‘l). WALKING @) AirDrop

© Clck Facebook. > A Musical Pilgrim

A cellist and his cello on a ?00-kilometer g L Notes
| @ Messages
i} Reminders
He was a tireless bushwalker. He thought nothing | (=) More...
of setting out, with a water-flask and a few bites of | pecants

food, for a hundred-mile walk along the Ranges. | ™ tyvosxelcapitan@mcfedries.com Email
music, paths,

Then he would come home, out of the heat and
deri

light, and draw the curtains, and play the music of prerimase
Buxtehude and Bach on the harpsichord. Their

orderly progressions, he said, conformed to the

Posted on:
January 30, 2015

contours of the Central Australian landscape. Permalink:
http://mcfedries.com/threemph,

—Bruce CHATWIN, THE SONGLINES . T
p=a-musical-pilgrim

Share This:

" 'K T alkin‘gand'music have hada‘lo.ng and complex u H m
0S X displays the Facebook
share sheet. €3 Fecevoox
() The web page appears as an Your friends &
attachment inside the post. i i |
L R — = =]
o Type your post text. &pilgrimage and carried his cello the entire Absusical Pilgrim
. way. =
e Click Post. - ‘0
.\J_".'..: '.'..'_'_.' '._.'_._ faas
-/ Add Location Cancel m

166



CHAPTER

Connecting to Social Networks

Post a Photo ® Finder File Edit View Go Window Help =K
. [ NN ] || Butterfly Conservatory-
o In F]nder, Open the i_ g o \[D]\& ] ') O &~ Q, Search
folder that contains the —— Butterfly = Mail arfly
Conserva..025.0PG  Cot 5 piipy o ..028.1PG
photo you want to share. E aimy.. ;
2 iCloud & L lttac t 4
s i . § Facebook 4 *
o Cl]Ck the phOtO. @ Airbrop as 8 *+| Flickr
. = Desktop Butterfly & Add to Photos :ﬂy
e Click Share (ﬁ) % paul Cot € Messages ..032.PG
. A Appl |_ Notes
O Click Facebook. e Fpica.. H ) More...
D
R Recents
Devices Butterfly 4 tyvosxelcapitan@mcfedries.com Email  erfly
Remot... Conserva..033.JPG Conserva...034. Serva... onserva...036.JPG
BOOTC...
T =
Shared
N Butterfly Butterfly Butterfly Butterfly
O paul... = Conserva..037.J°G ~ Conserva..038.JPG  Conserva..039.JPG  Conserva..042.JPG
bigd —

1 of 43 selected, 31.53 GB available

0S X displays the Facebook
share sheet.

© The photo appears as an
attachment inside the post.

e Type some text to accompany

n Facebook

Your friends ¢

Timeline ¢

One of the many beautiful and strange
butterflies fluttering by at the wondrous

the photo. Butterfly Conservatory.

G Click Post.

-f Add Location Cancel

IPS

How do I control who sees the links and photos that I post
to Facebook?

In the Facebook share sheet, click Your Friends to open a
pop-up menu that lists your sharing choices, including your
Facebook groups and three predefined choices: Public (anyone
can view the post), Your Friends (only your Facebook friends
can view the post), and Only Me (only you can view the post).

Can I add a location to my Facebook
posts?

Yes, in the Facebook share sheet, click
Add Location. Note that when you first
click this link, OS X asks if Facebook is
allowed to use your location, so be sure
to click Allow.
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Publish a Photos Album to Facebook

f you have connected 0S X to your Facebook account, you can use that connection to publish a

collection of Photos pictures to a new album in your Facebook profile. The easiest way to do this
is to upload an album that you have created in Photos. However, you can also upload a selection of
photos from the Photos library, or an item in the Faces or Places categories.

Publish a Photos Album to Facebook

o In Photos, click Albums.

e Click the album you want to
publish to Facebook.

If you want to upload a
different collection of photos,
select the photos.

e Click Share (1y).
@ click Facebook.
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@ Photos File Edit Image View Window Help

L ¥ O F o) B

®00® 3 — —m@m

Photos Shared

Projects »

[B All Photos X Faces @ Last Import

My Albums

iPhoto Events Flowers, Flowers, F... Ancient Ruins

W4 Videos

Dogs, Dogs, Dogs!

age View Window Help

Photos Shared Projects

ces @ Last Import W4 Videos

Ancient Ruins Dogs, Dogs, Dogs!

e > B 77@1£earch

& iCloud Photo Sharing
@ Mall
(@) AirDrop
¢/ Flickr
| Notes
() More...
Recents
| &4 tyvosxelcapitan@mcfedries.com Email |
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Photos displays the Facebook

photo-sharing options. €3 rocebook
e Type a description of the erfiltnbtd
Some ancient Roman ruing from our recent
photos. e

@ click Timeline.

~f Add Location | Cancel

Photos displays a list of your
Facebook albums. £ receboox

: . Your friends & Timell
0 Click the album to which you il e
i 1 Paul and Karen's Excellent Southwestern Ontario Advent 2015
want to add the photos. f“:“; Ij:];'f“’ il | RIS AR
Gerrard India Bazaar
e Click Post. 08 X Photos

Gypsy, the Best Dog Ever!
Flat Coat Calendar 2010
South Beach
iPhonography

~f Add Location

Can I upload a folder of photos as a Facebook album?

No, not directly. That is, you cannot do this from Finder. Instead, you need to import the folder into Photos
and then share the folder. In Photos, click File and then click Import (or press ELHE3+0). In the
Import Photos dialog, click the folder you want to use and then click Review for Import. Click Import All
New Photos. Photos imports the folder. Click Albums, click Last Import, and then share the photos to
Facebook by following steps 3 to 8.
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Sign In to Your Twitter Account

f you have a Twitter account, you can use it to share information with your followers directly from

0S X, which comes with built-in support for Twitter. This enables you to send tweets directly from
many 0S X apps. For example, you can send a link to a web page from Safari or tweet a photo from
Photos. OS X also displays notifications if you are mentioned on Twitter or if a Twitter user sends you
a direct message. Before you can tweet or see Twitter notifications, you must sign in to your Twitter

account.

@ Click System Preferences (@).

Note: You can also click Apple (g§)
and then click System Preferences.

The System Preferences appear.

o Click Internet Accounts.

The Internet Accounts preferences
appear.

€ Click Twitter.
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[ _No i34 System Preferences C, Search
Fila L ~ ot ®
D B H O g @
O
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy

{
L
Displays Energy Mouse Trackpad Printers & Sound
Saver Scanners
1 .
s @O @ 0 @
iCloud Internet Extensions Network Bluetooth Sharing

Accounts

2 ® @ L & = @

Users & Parental App Stare Dictation Date & Time Startup Time
Groups Controls & Speech Disk Machine

880 < | > i Internet Accounts Q Search
Internet Accounts sets up your accounts to use with Mail, Centacts, Calendar, Messages, and
other apps.

. | iCloud
‘ IMaa,uD;ma::f_‘ and 3 more, . icloud
Facebook
Facebook
@# Exchange
Googler
Twitter W <€)
facebook
-
Linked[T}]
?
E= , YAHOO! ?
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System Preferences prompts you

for your Twitter username and Twitter ’
password.

. To get started, fill out the following information:
e Type your Twitter username. ¢ ¢
© Type your Twitter password. User Name: wordspy )

0 Click Next. PassWOrd: | seesssesasase @ ]

By clicking "Next", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Twitter's Terms of Use.

System Preferences displays

information detailing what Twitter ¥
signing in to Twitter entails. Signing into Twitter will

o Click Sign In. \@ Allow you to tweet and post photos and links to Twitter.
0S X signs in to your Twitter Q Show links from your Twitter timeline in Safari.
account.

Enable apps to work with your Twitter account, with your
permission.

You can disable Contacts syncing and disallow any app on this Mac from accessing

your Twitter account in System Preferences.
Cancel m

Some of the people in my contacts list are on Twitter. Is there an easy way to add their Twitter
usernames to the Contacts app?

Yes, 0S X has a feature that enables you to give permission for Twitter to update your contacts. Twitter
examines the email addresses in the Contacts app, and if it finds any that match Twitter users, it updates
Contacts with each person’s username and account photo.

Follow steps 1 and 2 to open the Internet Accounts window, click your Twitter account, and then click
Update Contacts. When 0S X asks you to confirm, click Update Contacts.
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Send a Tweet

fter you sign in to your Twitter account, you can send tweets from various 0S X apps. Although

signing in to your Twitter account is useful for seeing notifications that tell you about mentions
and direct messages, you will mostly use it for sending tweets to your followers. For example, if you
come across a web page that you want to share, you can tweet a link to that page. You can also take
a picture using Photo Booth and tweet that picture to your followers.

Send a Tweet

Tweet a Web Page kmarks Window Help Lo % 4O F o) e 2:43PM Paul Q =
@ Use Safari to navigate to the ST ENTS e IR > _ SN
o PP oo Add to Reading List
web page you want to share. IEEE.0rg | IEEE Xokro (e
. IEEE @ Add Website to Shared Links
e Click Share ([i-l) SPECTRUM % ( ®, Email This Page
. . (@) AirDrop
€@ Click Twitter. S |
Follow on: [f| [E [in & [@ €7 Facebook
(M Linkedin
=M
Topics Reports E N:::ges
i} Reminders
Cpinion | Gadgets | Portable Devices () More...

Recents

& Know Y0ur Wearables 'iJ ;gatl\;"’:‘aemﬂDifﬂn@meedrl'es.cnm Email

Jerktech, earables, and citizen-terminals all mark a
brave new wearable world

0S X displays the Tweet ]
share sheet. Q Twitter

(@ The attachment appears as a

.. My latest col for IEEE Spectrum, called
link inside the tweet. y lalest coumn for pectum, ca’e

& “Know Your Wearables Slang,” is now available
0 Type your tweet text. onIinaJ

© This value tells you how
many characters you have
remaining.

e Click Post. -/ Add Location Cancel

172



CHAPTER

Connecting to Social Networks

Tweet a Photo Booth Photo

0 Use Photo Booth to take a
picture.

Q Click the picture you want to
share.

e Click Share ((Ty).
O Click Twitter.

Photo Booth

¥ Twitter

[ Facebook
[==| Flickr
(% Add to Photos
' Messages I
|_ Notes

1 Change Profile Picture...
A (=) More...

(1394
b 4

0S X displays the Twitter share

sheet. Py g Twitter

Recents
(= tyvosxelcapitan@mcfedries.com Email

@ The attachment appears as a

h -selfi
link inside the tweet. &Me"” e meta-selfie
e Type your tweet text.

() This value tells you how many
characters you have remaining.

@ click Post.

~f Add Location | Cancel
TIPS
Are there other apps I can use to send tweets? Can I add a location to my
Yes. If you open a photo using Quick Look (click the photo in tweets?
Finder and then press (E:2°°°1), you can click Share (7)) and then | Yes, but you must enable location
click Twitter. Similarly, you can open a photo in Preview, click services on 0S X, as described in
Share (1), and then click Twitter. Also, with your permission, Chapter 11. In the Twitter share
many third-party apps can use your sign-in information to send sheet, click Add Location to insert
tweets without requiring separate Twitter logins for each app. your current location.
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Connect to Your LinkedIn Account

ou can use your LinkedIn account to share information with your connections directly from 0S X,

because 0S X comes with built-in support for LinkedIn. This enables you to use Safari to send
web page links to your connections and to display the links that your connections share. 0S X also
displays notifications if one of your connections endorses you or sends you a message. Before you
can post updates or see LinkedIn notifications, you must sign in to your LinkedIn account.

o Click System Preferences (@). 880 < |>J| s System Preferences (@ learen |
Note: You can also click Apple (g§) i Y= M i o @ PY
and then click System Preferences nil J ©
* General Desktop & Dock Mission Language Security Spotlight Notifications
Screen Saver Control & Region & Privacy
The System Preferences appear.
© Click Internet Accounts. B T, Y
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
» 0O @ 0 =
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
121 ® @ ¢ & & 0 @
Users & Parental App Store Dictation Date & Time Startup Time Accesq 1
Groups Controls & Speech Disk Machine
OOUTa B BROROOA™
The Internet Accounts preferences 00 < E Internet Accounts [ fearch ]
appear' @ Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
. . other apps.
@ click LinkedIn. —
-‘ IMaa,uC:mac:: and 3 more... ‘ icloud
Twitter
Twitter
- @8 Exchange
Facebook
Google
Twitter ¥
facebook
LinkedT] <€©
YAHOOQ! 2
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System Preferences prompts you R
for your LinkedIn username and Lll‘lkedm.

password. ' o i
To get started, fill out the following information:

e Type your LinkedIn username.
User Name: myaccount@myprovider.com 0

-9 |

By clicking "Mext", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Linkedin's Terms of Use.
System Preferences displays

information detailing what Linkedﬂﬂ.
signing in to LinkedIn entails.

© Type your LinkedIn password.
@ click Next.

Password: I sssssssassnes

Signing into Linkedin will:

o Click S]gn In. Download your LinkedIn connections to the Contacts app and
keep their information up to date.
0S X signs in to your LinkedIn Allow you to share links to Linkedn from Safari.

links fi Linked| dates i i
account. Show links from your Lin n updates in Safari
Enable apps to work with your Linkedin account, with your

permission.

You can disable Contacts syncing and disallow any app on this Mac from accessing

your LinkedIn account in System Preferences.

TIPS

Is there an easy way to add my LinkedIn Can I prevent my LinkedIn connections from
connections’ profile pictures to the Contacts app? | appearing in the Contacts app?

Yes. Follow steps 1 and 2 to open the Internet Yes. Follow steps 1 and 2 to open the Internet
Accounts window, click your LinkedIn account, and Accounts window and then click your LinkedIn
then click Update Contacts. When System account. To remove your LinkedIn connections
Preferences asks you to confirm, click Update from the Contacts app, click the Contacts check
Contacts. box (# changes to | ).
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Post to LinkedIn

fter you sign in to your LinkedIn account in OS X, you can send updates to your connections.

Although signing in to your LinkedIn account is useful for seeing notifications that tell you
about endorsements and other messages, you will mostly use it for sending updates to your
followers. For example, if you come across a web page that you want to share, you can post a link to
that page. You can share the link with just your connections or with the entire LinkedIn community.

Post to LinkedIn

o Use Safari to navigate to the ftory  Bookmarks Window Help e % O F %) @@ 348PM Paul Q. i=
web page you want to share. e0e < > wordspy.com Y HuliR=ly

. Home — Alpha =+ S — six degrees patent

+ situational intimacy - six down <

@ six degrees patent

n. The informal name sometimes applied to a patent for a
network database and system used in some social networking
sites.

Examples

2003
Abrams wasn'’t concerned that Pincus and Hoffman would overtake Friendster when they
struck out on their own. But that feeling was put to the test this fall, after a small company

claimed ownership of a patent for software connecting people through personal

i i H = ] : =
e Chck Share (ﬂ-l) . ltory Bookmarks Window Help 0 % O = «) B 3:32PM Paul Q
[ NN ] <> D wordspy.com fe @ i} =
9 Cth Linkedln . Home —+ Alpha —+ S — six degrees patent oo Add to Reading List
= 1 Add Bookmark

@® Add Website to Shared Links
® Email This Page

. (@) AirDrop
six degrees patent o
3 Facebook
n. The informal name sometimes appliewmn_
| = Messages
network database and system used in s¢ © notes
. ) Reminders
sites. () More...
Recents
Examples 4 tyvosxelcapitan@mcfedries.com Email
2003

Abrams wasn't concerned that Pincus and Hoffman would overtake Friendster when they

struck out on their own. But that feeling was put to the test this fall, after a small company

claimed ownership of a patent for software connecting people through personal
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0S X displays the LinkedIn
share sheet.

m LinkedIn

() The attachment appears as a
link inside the post.

e Type your update text.

six degrees patent

n. The informal name sometimes applied to a
& patent for a network database and system
used in some social networking sites.

Cancel

© click Post.
0S X sends the update to

(@D Linkedin

Share with Linkedin £

LinkedIn.

six degrees patent

n. The informal name sometimes applied to a
patent for a network database and system
used in some social networking sites.

How do I control who sees the updates that I
post to LinkedIn?

In the LinkedIn share sheet, click the Share with
in the upper right corner and then click either
LinkedIn (all of LinkedIn can view the update) or
Connections (only your LinkedIn connections can
view the post).

Are there other apps I can use to send updates?
None of the other default OS X apps support
LinkedIn. However, with your permission, many
third-party apps are able to use your sign-in
information to send updates from the apps without
requiring separate LinkedIn logins for each
program.
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Update Your Social Network Profile Picture

You can use 0S X social network connections to easily and quickly update the profile picture for
one or more of your accounts. All supported social networks identify you with a photo, which

is part of your account profile. Updating this picture for just a single social network is usually a
convoluted task, and it is only made worse if you want to use the same photo across multiple social
networks. 0S X enables you to take a single Photo Booth picture and use it to update your profile
picture for Facebook, Twitter, and LinkedIn.

0 Use Photo Booth to take a ® Photo Booth
picture.

Q Click the picture you want to use.

€ Click Share (1))
0 Click Change Profile Picture.

(@) AirDrop '
7 Twitter
i Facebook i
=/ Flickr ‘
‘% Add to Photos

- Messages I
_ Notes

Change Profile Picture...
waanatl () More...

. Recents
4 tyvosxelcapitan@mcfedries.com Email
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© Drag the photo to the position
you want.

Photo Booth

@ Use this slider to set the
magnification you want.

d 6 es to update:

Change Facebook Profile
Picture

Change Linkedin Profile
Picture

Change Twitter Profile Picture

Contact Card & User Picture

Cancel

Photo Booth asks which profile
you want to update.

0 Click to deselect the profile
pictures you do not want to
update (B2 changes to | ).

© click Set.

Photo Booth

Choose pictures to update:

Change Facebook Profile
Picture

Change LinkedIn Profile
Picture
Change Twitter Profile Picture

~ Contact Card & User Picture

Cancel

Can I update my Facebook profile picture from Photos?

Not directly, but you can use Photos to share an image to a Facebook album, and then use Facebook to set
that image as your profile picture. In Photos, click the photo you want to use for your Facebook profile picture,
click Share (/7), and then click Facebook. In the Facebook share sheet, select Only Me in the left pop-up and

choose an album in the right pop-up. Click Post. Log in to Facebook, click the photo you shared, hover the
mouse (k) over the photo, and then click Make Profile Picture. Facebook updates your profile picture.
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Connect to Your Flickr Account

Tens of millions of people use Flickr to share their photos with the world. If you have a Flickr
account, you can use it to share photos directly from 0S X, which comes with built-in support for
Flickr. This enables you to send photos from many 0S X apps, including Finder, Preview, Photos, and
Photo Booth. Before you can send photos, you must sign in to your Flickr account.

o Cljck System Pl’eferences (n). System Preferences IQ Search l
Note: You can also click Apple (g8) =5 @ i @ )
and then Cth SyStem Preferences. General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
The System Preferences appear.
© Click Internet Accounts. M TR 1
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
» 0O @ 0
iCloud Internet Extensions Network Bluetooth Sharing
Accounts

8L ® Q@ ¢ & & O @

Users & Parental App Store Dictation Date & Time Startup Time 1 Esibility
Groups Controls & Speech Disk Machine

Z ) g
T aBBROROE
The Internet Accounts preferences ee0 < )= e —
appear. @ Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
. . other apps.
€@ Click Flickr. o
‘ ‘Maé%omac:&, and 3 more... facehook
Twitter
Twitter H
o Linked[T]
Facebook
LinkedIn YAHOO’
Linkedin
Aol.
[
vimeo
flickr <©
Add Other Account... 2
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System Preferences prompts

you for your Yahoo! ID and -
password. fIICkr
e Type your Yahoo' D To get started, fill out the following information:
Note: Your Yahoo! ID is the email User Name: | myaccount@yahoo.com )
address associated with your Yahoo! PasSWOrd: | sssssssasases { |
account.

A By clicking "Sign In", you agree that you will only upload content you
e Type your Fl‘ICkl’ password, are legally permitted to upload, and that the content does not violate

Flickr's Terms of Use.
concel | (T

G Click Sign In.

0S X signs in to your Flickr flickr

account.
To get started, fill out the following information:

User Name: myaccount@yahoo.com

Pasword:l.-........... |

By clicking "Sign In", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Flickr's Terms of Use.
Cancel m

TIP

Can I temporarily disable my Flickr account?

Yes. This is a useful technique if you know you will not be using your Flickr account for a while because it
reduces clutter in the 0S X sharing menus. To disable Flickr, follow steps 1 and 2 to open the Internet
Accounts window. Click your Flickr account and then click the Enable This Account check box (8 changes
to ). Note that you can also use this technique to disable your Facebook, LinkedIn, and Vimeo accounts,
if needed.
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Send Photos to Flickr

lickr is all about sharing your photos, so once you have connected 0S X to your Flickr account,
you can begin using that connection to upload photos. You can upload individual photos to Flickr
using Finder, Quick Look, Preview, or Photo Booth, and those photos appear as part of your Flickr
Photostream or an album. Similarly, you can upload multiple photos or an album from the Photos
app, and you can add those photos to an existing Flickr album.

Send Photos to Flickr

In Finder, Quick Look, Preview,
or Photo Booth, select or open
the photo or photos you want
to upload. In Photos, you can
also select an album to upload.

© click Share (1))
€@ Click Flickr.

0S X displays the Flickr share
sheet.

(@ The photo appears inside the
post.

O Type a title.
e Type a description.

@ Type one or more tags, separated
by commas.
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® Preview File Edit View Go

Tools Window Help

Lo 2 0 F o) ma

2 IMG_0099.JPG -

=5 E=8

®® Flickr
Title: A Bird's-Eye View of Siena@ Public &
&Description: Siena as seen from from the B
!
|

top of the Palazzo Publico.

Tags: Siena Italy @

Select Photo Set.. ¢

Cancel
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@ Click the Access [ and then
click who can see the photo.

®® Flickr

e To add the photo to an album

Title: A Bird's-Eye View of Siena

Public ¢ <o

(also called a photo set), click
the Select Photo Set [ and
then click an album.

Description: Siena as seen from from the

top of the Palazzo Publico.

Tags: Siena italy Italy 3@
Concel
© click Publish. ;
®® Flickr
0S X sends the photo to Flickr. ) ) ) -
Title: A Bird's-Eye View of Siena Public

Description: Siena as seen from from the

top of the Palazzo Publico.

ltaly ¢

Siena italy

concel | EIEINHO

Do I have to specify a Flickr album for my
photo?

No. If you do not want the photo to appear in an
album, or if you do not have a suitable album for
the photo, do no choose anything from the Select
Photo Set list. This tells Flickr to post the photo
to your Photostream.

How can I upload my photos to a new Flickr
album?

Unfortunately, you cannot do this within 0S X.
Instead, you need to sign in to your Flickr account
on the web using Safari or another browser. Once you
are signed in, open your albums and then click
Create new album.
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Set Up Your Vimeo Account

f you have a Vimeo account, you can use it to post videos online directly from 0S X, which comes

with built-in support for Vimeo. This enables you to send videos from many 0S X apps, including
Finder, QuickTime Player, Photo Booth, and iMovie. Before you can send videos, you must sign in to
your Vimeo account.

Set Up Your Vimeo Account

o Click System Preferences (). 000 < > System Preferences
Note: You can also click Apple (g8) lFﬂ ‘ =8| i @ PY
and then click System Preferences. = - v y —
General Desktop & Dock Mission Language Security Spotlight  Notificatiens
Screen Saver Control & Region & Privacy
The System Preferences appear.
@ Click Internet Accounts. . oo N
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
» GO @ 0
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
T =
1 ® @ ¥ ¥ & 0 @
Users & Parental App Store Dictation Date & Time Startup Time 1 Esibility
Groups Controls & Speech Disk Machine
\ 4 D RS &
EUTalBRORO®AE M
The Internet Accounts preferences B < = i e
appear. @ Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar, Messages, and
. . other apps.
€@ Click Vimeo. —
~ facebook
Twitter
Twitter H
Facebook Llnked m
Facebook
LinkedIn YAHO'C)’
Linkedin
g Aol.
.
vimeo <€)
flickr
‘ | Add Other Account... ?
el £

184



System Preferences prompts you
for your Vimeo login data.

e Type the email address
associated with your Vimeo
account.

e Type your Vimeo password.

G Click Sign In.

0S X signs in to your Vimeo
account.
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vimeo

To get started, fill out the following information:

User Name: 'myaccount@myisp.com 4

Password:l......... 4 |

By clicking "Sign In", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate

Vimeo's Terms of Use.
Cance

vimeo

To get started, fill out the following information:

User Name: myaccount@myisp.com

Pasword:l.-....... I

By clicking "Sign In", you agree that you will only upload content you
are legally permitted to upload, and that the content does not violate
Vimeo's Terms of Use.

coree | IO

How do I delete my Vimeo account?

If you no longer use your Vimeo account, you should delete it from OS X. This not only reduces clutter in
the 0S X sharing menus, but also makes the Internet Accounts window easier to navigate.

To delete your Vimeo account, follow steps 1 and 2 to open the Internet Accounts window. Click your
Vimeo account and then click Remove (—). When 0S X asks you to confirm, click OK. Note that you can
also use this technique to delete any other account that you no longer use.
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Send a Video to Vimeo

Vimeo is one of the web’s most popular video-sharing services, so once you have connected 0S X to
your Vimeo account, you can begin using that connection to upload videos. You have two ways
to publish photos from 0S X to Vimeo. First, you can use an 0S X share sheet to upload a video to
Vimeo using Finder, QuickTime Player, or Photo Booth. Second, you can upload a video to Vimeo
from an iMovie project, which gives you many more options for publishing the video.

Send a Video to Vimeo

Send a Video Using a Share
Sheet

0 In Finder, QuickTime Player, or 1
Photo Booth, select or open the
video you want to upload.

© click Share (1))
e Click Vimeo.

@ Add to Photos
& Mes:
¥F Facebook |
@ Flickr
- @ YouTube
More...

0S X displays the Vimeo share
sheet.

() The attachment appears as a

link inside the post. £ vimeo
o Type a title. Title: On the Martin Goodman Trail 4 Make this movie personal 0
e Type a description. 0— Description: A walk along the famous Martin Goodman

waterside trail in Toronto.

e Type one or more tags,
separating each with a comma.

0 If you want anyone to be able

to view the video, click the Togs: (IWalkingl) (NS @
Make this movie personal

check box (B changes to ). Cancel

© click Publish.

0S X sends the video to your
Vimeo account.
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Send a Video from an iMovie
Project

0 In iMovie, open the project you
want to publish to Vimeo.

Q Click Share.
e Click Vimeo.

iMovie displays the Vimeo
dialog.

0 Click Sign In, type your Vimeo
email address and password,
and then click OK.

e Type a title.

@ Type a description.

0 Type one or more tags,
separating each with a comma.

e Select the movie size you want
to use.

@ click the Viewable by [ and
then click with whom you want
to share the video.

(@ Click Next.
) Click Publish (not shown).

iMovie uploads the video.

TIP
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dit Mark Modify View Window Help 0o % = o) @ [E 442PM Paul

m i Hide Rejected &

o 0O

Theater Email Munes

Facebook Vimeo

@H

Image

YouTube

(‘{h‘ x ‘w\

My First Project

Vimeo

It's Raining Cats! @

Description:  Feline frolics in the ‘hood/

Size: HD 720p (1280 x 720) 5

I 652 MB est.

[ cancel | [ next... Jugyll)

4 Add to Theater

Do I have to sign in to Vimeo every time I want to upload a video using iMovie?

No, you can tell iMovie to save your sign-in data so that you do not have to enter it each time. In iMovie,
click Share ((1;) and then click Vimeo to open the Vimeo dialog. Click Sign In, type your Vimeo email
address and password, and then click to activate the Remember this password in my keychain check box
(| changes to ). Click OK. The next time you click Share and then Vimeo, iMovie enters your Vimeo
email address and password automatically.
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Share Information with Other People

You can use 0S X to share information with other people, including web pages, notes, pictures,
videos, photos, and maps. 0S X was built with sharing in mind. It comes with a feature called the
share sheet, which not only enables you to easily share data via Facebook and Twitter, as you have
seen in this chapter, but also via multiple other methods such as email and instant messaging.

Share Information with Other People

Share a Web Page

o Use Safari to navigate to the
web page you want to share.

e Click Share ((Ty).

e Click the method you want to
use to share the web page.

Share a Note

o In the Notes app, click the note
you want to share.

© click Share (1))

e Click the method you want to
use to share the note.
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@ sharent

children.

Other Forms

sharent v. - sharenting pp.

Etymology

share + parent

n. A parent who shares too much infor

Bookmarks Window Help Lo % 0 = o) @ 519PM Paul Q =
[ AN ] L > lam] wordspy.com ¢ i} (]l
Home — Alpha — & — sharent oo Add to Reading List
= [ Add Bookmark

@ Add Website to Shared Links
& Email This Page

@) AirDrop

£ Twitter

3 Facebook

@ Linkedin

¢ Messages

|_. Notes

i} Reminders

() More...

-0

Recents
5 tyvosxelcapitan@mcfedries.com Email

Recently Deleted Saved Photo

Thursday 1photo

http://wordspy.com
Thursday No additional text

To Do List
Thursday Book Montreal fli...

Window Help Lo £ <0 = o) B2 5:20PM Paul Q =
e0e® jim] BB W = @ Aa O t Q, Search
= Mail
iCloud Word Nerd Websites 2 3
A Thursday Tracking new wo... 2 Twitter
AlliCloud € Facebook
R A Mosaic of New Words.... [ Linkedin 4
Recovered items Thursday 1 attachment € Messages
— =
On My Mac Saved Photo . i) Reminders
Thursday 1 photo P
Notes () More...

Recents
= tyvosxelcapitan@mcfedries.com Email

Welcome to the OxfordWords blog! Here you'll
find articles about words, language, and

‘world wide words: Recently
‘www.worldwidewords.org

world wide Words home page.
Amost 3000 pages on the arigins,

The Word Detective

www.word-detective.com
Tho Wincd Sarans
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Share a Photos Picture Window _Help

=R = o) B 521PM Paul Q=

0 In Photos, click the picture you
want to share.

© click Share (1)) [

e Click the method you want to
use to share the picture.

Share a Video
@ 1n QuickTime Player, open the
video you want to share.

© click Share (1))

e Click the method you want to
use to share the video.

o) ——@ o))
o0:00 |

eo® < [ @ m

Albums 2 <@ O N+ ﬁ@

Share 1 Photo To

1= Set Desktop Picture
(=) More...

Recents

- & Mail
@ AirDrop
¥ Vimeo
@ Add to Photos
% Messages
B Notes
§ Facebook
@ Flickr
@ YouTube

() More...

Can I share a map or directions with my iPhone or iPad?
Yes. Maps and directions are usually much easier to use on a
handheld device such as an iPhone or iPad. First, use the Maps
app to display the map or the directions to a location. Click
Share (7)) and then click Send to Device, where Device is the
name of the device you want to use.

How do I share a Photo Booth photo?
Use Photo Booth to snap the photo
using your Mac’s attached camera. Click
the photo, click Share ((Tj), and then
click the method you want to use to
share the photo.
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View a Preview of a Photo

S 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 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 @ Finder File Edit Vview ﬁnimdw Help 0o § ) = %) & [m 221PM Paul Q = |

enoe® {9 Road Trip 06 sunset-long-point.jpg  Open with Preview &

Quick Look : . Soe oo |
@ In Finder, open the folder that T g il K 6. I

cont.ams the photo you want to =l I S A
preview. o
# Applications H m
e Click the photo. I3 Socuments o — =
w;smnts Disc Qulls.jng peony.ipg

e Click Quick Look (©) or press .
. s:i:LuHDmvs &

Tags

() Finder displays a preview of the
photo.

1 of 8 selected, 20.17 GB available

view a Prev-iew With @ Finder File Edit View Go Window Help 0 % W) B3 [@ 225PM Paul Q=

ene [ Butterfly Canservatory

Cover Flow e <l o [ & "

Favorites

@ 1n Finder, open the folder that e
contains the photo you want to i
preview. i

7% Applications.

e Click the photo. 151 Documents

Davices

Remote Disc
€ Click Cover Flow (o). & soorome
Ll FLASHDRIVE 2 pame e Kind
. . . Shared B Butterfly Conservatory 031.JPG Jul 17, 2015, 4:04 PM 2.4MB JPEG image
() Finder displays a preview of the B cunery Consmatoy 032,40 e e
Tags = Butterfly Conservatory 033.JPG Jul 17, 2015, 4:07 PM 1.6 MB JPEG image
p h Oto = Butterfly Conservatory 034..PG Jul 17, 2015, 4:07 PM 2.2MB JPEG image
M ® Butterfly Conservatory 035.JPG Jul17, 2015, 4:07 PM 1.9MB  JPEG image
= Butterfly Conservatory 036.JPG Jul 17, 2015, 4:07 PM 1.2MB JPEG image
m Butterfly Conservatory 037 JPG Jul 17, 2015, 4:07 PM JPEG Image
= Butterfly Conservatory 038.JPG JPEG image
= Butterfly Conservatory 038.JPG JPEG image
= Butterfly Conservatory 042 JPG JPEG Image

[ Butterlly Conservatory 043.JPG JPEG image

1 of 42 solected, 20.15 GB available
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v'iew a Preview in the Preview ® Finder Ezflit V'\e:w Go Window Help =13 = o)) B2 =@
l. t. s.: Eg:g:: Window ﬁ:: ensﬂ
App lca lon | Folder with “2015 01 11_0984.jpg" ‘:SGN 2 e —QSearmi_
0 In Finder, open the folder that F”i,_;'_’\"‘:ﬁw%i prich i ) b | o e
. ®0 1_( P9 1_( S ip
contains the photo you want to gmk’m" Open With 8 Previow (default)
. (@) AirDroj FT)
prev1eW. = Deﬁkm‘; | Close Window BW . x gj;ﬂrsync Utility
e Cl' k h h &Y paul | Getinfo £ o :” 0111.0873,pg
1C t e p otO. A Applicatio| Rename [ g?:errnre...
[ bocument Compress "2015 0111.0984.jpg" b >
e Click File. Devices Duilica‘t_e ::E n !
Remote D]  Make mask %2015 01 11.0984.jpg” gpy 20150111.0876jpg 2015 0111.0977jpg
i i = BOOTCAM 50 Original ¥ %F
@ click Open With. =g ‘ o
© Click Preview. s Moo = HR HN
=02 = or 2015 01 2015 0111.0981jpg
Note: In many cases, you can also — s
simply double-click the photo to eccecee NE -0
Open it in the PreVieW application. | 2015 01 2015 01 2015 01
11.0982.jpg 11.0983.jpg 11.0984.jpg 11.0985.,jpg
kT nf’45 selected, 20.15 GB available -
The Preview application opens ® Preview Fie Edt View Go Toos Window Help =3 2% m B
) o-. e = 2015 01 11.0984.jpg ~
and displays the photo. o-[alal o] 7 o = -]

@ Use the toolbar buttons to
change how the photo appears
in the Preview window.

(® More commands are available on
the View menu.

When you finish viewing the
photo, click Close (@).

N e e TR

.
g
-

IPS

Is there an easier way to preview multiple photos using Is there a way that I can zoom in on
the Preview application? just a portion of a photo?

Yes. In Finder, navigate to the folder that contains the Yes. In Preview, click and drag your
photos and then select each file that you want to preview. mouse (k) to select the portion of the

Either click and drag the mouse (k) over the photos, or press photo that you want to magnify. Click
and hold () and click each one. In Preview, press (&1 H+(7 View and then click Zoom to Selection
and (2010 to navigate the photos. (or press CH).
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View a Slideshow of Your Photos

nstead of viewing your photos one at a time, you can easily view multiple photos by running

them in a slideshow. You can run the slideshow using the Preview application or Quick Look. The
slideshow displays each photo for a few seconds and then Preview automatically displays the next
photo. Quick Look also offers several on-screen controls that you can use to control the slideshow
playback. You can also configure Quick Look to display the images full screen.

View a Slideshow of Your Photos

o In Finder, open the folder that ®  Finder Ed'\td \rewd Go Window Help P ¥ 0 = %) e=x @ 308PM
. ew Finder Window ly Conservatory
contains the photos you want wRoder oEN | o 4 o Q Search
Folder with Selection (16 Items) ~#%N —=———
to view in the slideshow. | Dt b1
2 oo 23
o Select the photos you want to OBSTYh R i oarerk]

@ Airbrop Print
Close Window

¢ ColorSync Utility Butterfly Buttarfly
@ Safari Conserva..004.JPG  Conserva..005.JPG
Rename 16 Items... Other...

M 3 Applicati i e
Click File. s b=t ' | e
3 Documents Compress 16 Items | | |
. . i Dupr\ca{e ®D Butterfly Butterfly Butterfly
@ click Open With. i Mita Alne . 0 Ei

Remote Di

view. {5 Deskto
1} paul Get Info

@ Quick Look 16 Items 8’y [ i 1
BOOTCAM w Orig |
. . show Original %R »
pr | | &=l
o Chck Pl'eV'IeW. [ FLASHDR| Add to Sidebar AT 1 o e !0
d e
Shared Move to Trash B3 Butterfly Butterfly Butterfly
3 Paul's iMag  ©°° #E Conserva...013.JPG Conserva..014.JPG Conserva...015.JPG
[ EPSONXP  Find %F ] =1 =
§ | | ~
St T S I ]
Tags CIOICHC ICCIC) Butterfly Butterfly Butterfly
9oc I Conserva...018.JPG Conserva...019.JPG Conserva...020.JPG
S
: | i
I =
| |5 |
18 of 42 selected, 25.37 GB available —_——
The Preview window appears. & Preview File Edit JRL Go Tools Window Help 3 0 = 4) ma @ 308PM
ide Sidebar #1 p07.JPG (16 documents, 16 total pages) -
mbnails N2 ——
o le of Contents 83

G Click View.
@ click Slideshow.

You can also select Slideshow

by pressing EEHEHEE.

and Notes e
Bookma 5
Contact Sheet X6

Continuous Scroll %81
Single Page 82
Two Pages #3

Soft Proof with Profile >
Show Image Background X 3€B

Butterfly
Conservatory 007.JPG Actual Size ¥®0

Zoom to Fit #9
Zoom In ®+
Zoom Out ®»-
Zoom to Selection £

Show Markup Toolbar
Hide Toolbar Edl
Customize Toolbar...

Slideshow

Butterfl
Recis Enter Full Screen

Conservatory 008.JPG
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Preview opens the slideshow
window.

6 Move the mouse ().

Preview displays the slideshow
controls.

© cClick Play (3).

Preview begins the slideshow.

You can click Next () to move
to the next photo.

You can click Back (L&) to move
to the previous photo.

You can click Pause ([]) to
suspend the slideshow.

@ When the slideshow is over or
when you want to return to
Finder, click Close (X]) or

press (=),

Can I jump to a specific photo during the slideshow?
Yes. With the slideshow running, press (£25""1] to stop
the show. Use the arrow keys to select the photo that you
want to view in the slideshow. Click Play to resume the
slideshow.

What keyboard shortcuts can I use when
viewing a slideshow?

Press (£ or () to display the next photo, and
press [ or (] to display the previous photo.
Press (=) to end the slideshow.
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Import Photos from a Digital Camera

You can import photos from a digital camera and save them on your Mac. You can use the Photos
application to handle importing photos. Photos enables you to add a name and a description

to each import, which helps you to find your photos after the import is complete. To perform the
import, you need a cable to connect your digital camera to your Mac. Most digital cameras come
with a USB cable. Note that the steps in this section also apply to importing photos from an iPhone
or iPad.

Import Photos from a
Digital Camera

0 Connect one end of the
cable to the digital camera.

Q Connect the other end of
the cable to a free USB port
on your Mac.

e Turn the camera on and
put it in either playback or
computer mode.

Photos application. o Canon £05 600+ por Selected

¥ Gpen Photos for this device
Delete items after Imli ort -
\" IFtee »
N gl ey
NN 477
-
4 v

Your Mac launches the ece :=— m S T P

Note: You can also launch
the application by clicking
Photos (& ) in the Dock.

(@ Your digital camera
appears in the Devices
section.

() Photos displays previews
of the camera’s photos.

0 If you want Photos to
remove the images from
your camera after the
import, click Settings (%)
and then click Delete items
after import.
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.,))

o) B3 338PM Paul Q =

Click and drag the mouse (k) _—— Wi:::THeIpsm., Wi pmimﬁ s
around the photos you want,

or press and hold () and
click each photo you want to
select.

G Click Import X Selected,
where X is the number
of photos you selected in
step 5.

( To import all the photos
from the digital camera,
click Import All New
Photos.

— =
" import 14 Selected

@ Photos File Edit Image View Window Help L % 0 = o) B3 [F 3:39F
+

Photos imports the photos 008 s— = photos _svared [N Prfects__impor

from the digital camera. ”

View the Imported Photos

© Click Albums.
© click Last Import. s i

My Albums

Butterfly Conserva... iPhoto Events Flowers, Flowers, F... Ancient Ruins Dogs, Dogs, Dogs!

TIP

When I connect my digital camera, why do I see Image Capture instead of Photos?

Your Image Capture is not configured to open Photos when you connect your camera. To fix this, connect
your digital camera to your Mac; the Image Capture application opens. (If you do not see the Image
Capture application, click Finder (&) in the Dock, click Applications, and then double-click Image
Capture.) Click the Connecting g and then click Photos. Click Image Capture in the menu bar and then
click Quit Image Capture.
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View Your Photos

f you want to look at several photos, you can use the Photos application. Photos offers a single-
image view, which hides everything else and displays each photo using the entire height of the
window. Once you activate the single-image view, Photos offers on-screen controls that you can use
to navigate backward and forward through the photos. You can also configure single-image view to

show thumbnail images of each photo, so you can quickly jump to any photo you want to view.

View Your Photos

In the Photos appljcation, Click @ Photos File Edit ITage View Window Help Lo % U = 1) m = 3:47H

Shared Albums

the Photos tab or press [+ &

() The Photos tab organizes your
photos by moments — that is,
by the date they were taken.

Locate the date that contains
the photos you want to view.

e Double_click the ﬁrst photo you @& Photos File Edit Imag.e View Window Help Lo % 0 F o) BY [ 347
want to view soe <[> Shared  Albums  Projects Bl B

Jul 10

f/ wt R |
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05 % ) = 4) B& (3 348PM Paul Q |

[ Photos File Edit Image View Window Help

Photos displays the photo.
e Click Next ( > ) to view the next
photo.

() You can also click Previous (<)
to see the previous photo.

-

Note: You can also navigate photos 5
by pressing £ and (2. ] i
e When you are done, click = EETEL
| B Shared Albums Projects
= | =

Photos or press [+ to return
to the Photos tab.

TIP

Is there a way that I can jump quickly to a particular photo in full-screen mode?
Yes. Click View and then click Show Split View (or press (2 +()). Photos uses the left side of the

window to show thumbnails of the photos in the current date. Use the vertical scroll bar to bring the
thumbnail of the photo you want into view. Click the photo’s thumbnail. Photos displays the photo in

full-screen mode.
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Create an Album

You can use Photos to organize your photos into albums. In Photos, an album is a collection of
photos that are usually related in some way. For example, you might create an album for a series
of vacation photos, for photos taken at a party or other special event, or for photos that include a
particular person, pet, or place. Using your Photos library, you can create customized albums that
include only the photos that you want to view.

Create an Album

@ click New (+).

() To add an entire moment to
a new album, move the mouse
(k) over the moment and then
click New () beside the
moment.

© click Album.

Note: You can also start a new
album by pressing E3+0.

e Type a name for the new album.

O click OK.

200
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Projects B

Albums

B smart Album
B Book
[] calendar

[ card
(= Slideshow
B Prints

Create New Album

Album: New Album n

Album Name: |Reflections| @ I
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Photos prompts you to add Cronse Pretos
items to the new album. oa s monn o Toterion”

Click each photo you want to
add to the album.

@ click Add.

0 Click Albums.

() The new album appears in
the My Albums section.

I All Photos

My Albums

Reflections Butterfly Conserva... iPhoto Events. Flowiers, Flowers, F... Ancient Ruins. Dogs, Dogs, Dogs! Italy

£

Pictures

TIP

Is there any way to make Photos add photos to an album automatically?
Yes, you can create a Smart Album where the photos that appear in the album have one or more properties
in common, such as the description, rating, date, or text in the photo title. Click File and then click New
Smart Album (you can also press (/2 0+ +010). Use the Smart Album dialog to create one or more rules
that define what photos you want to appear in the album.
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Crop a Photo

f you have a photo containing elements that you do not want to see, you can often cut out those

elements. This is called cropping, and you can do this with the Photos app. When you crop a photo,
you specify a rectangular area of the photo that you want to keep. Photos discards everything outside
of the rectangle. Cropping is a useful skill because it can help give focus to the true subject of a photo.
Cropping is also useful for removing extraneous elements that appear near the edges of a photo.

Crop a Photo

o Open the phOtO you want @ Photos File Edit Image View Window Help = % = 1)
to crop 808 | m|aC m Alburns g &

© click Edit.

Photos displays its editing
tools.

e Click Crop.
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PhOtOS displays a Cropp'ing | & Photos File Edit Image View Window Help = &3 = o) E
School of Horticulture Gardens, Canada
rectangle on the photo.

Click and drag a corner or side
to define the area you want to
keep.

Note: Remember that Photos keeps
the area inside the rectangle.

=3

o) ]

View Window Help IR
School of Horticulture Gardens, Canada

File Edit Image

e Click Done. % Photos

Photos saves the cropped
photo and exits edit mode.

Revert to Original 5

Is there a quick way to crop a photo to a certain size?

Custom

Yes, Photos enables you to specify either a specific shape, such as square, or a specific 51/ Frostom

ratio, such as 4 x 3 or 16 x 9. Follow steps 1 to 3 to display the Crop tool. Click B

16:9

Aspect (€)) and then click the size or ratio you want to use. You can also click
Custom () to specify a custom ratio.
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Rotate a Photo

You can rotate a photo using the Photos app. Depending on how you held your camera when you
took a shot, the resulting photo might show the subject sideways or upside down. This may be
the effect you want, but more likely this is a problem. To fix this problem, you can use Photos to
rotate the photo so that the subject appears right-side up. You can rotate a photo either clockwise
or counterclockwise.

‘ Rotate a Photo

o Open the phOtO yOU Want tO ® Photos File Edit Image View Window Help R = W) B8 [ 211PM |
rotate eoe < [N e = Albums < <@ 6] cti th Edit

Note: A quick way to rotate a photo
is to right-click the photo and then
click Rotate Clockwise.

© click Edit.

PhOtOS diSplayS 1tS ed]t-mg - File Edt Image View Winua Help
tools.

e Click Rotate.
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PhOtOS rOtates the phOtO ® Photos File Edit Image View Window Help
90 degrees counterclockwise.

e Repeat step 3 until the subject
of the photo is right-side up.

e Click Done.

Photos saves your changes and
exits edit mode.

Can I rotate a photo clockwise instead?

Yes. With the editing tools displayed, press and hold (£-"11). The Rotate icon changes from Hj to . Press
and hold (2277 and then click Rotate to rotate the photo clockwise by 90 degrees. You can also right-click
the photo and then click Rotate Clockwise.
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Straighten a Photo

You can straighten a crooked photo using the Photos app. If you do not use a tripod when taking
pictures, getting your camera perfectly level when you take a shot is very difficult and requires
a lot of practice and a steady hand. Despite your best efforts, you might end up with a photo

that is not quite level. To fix this problem, you can use Photos to nudge the photo clockwise or
counterclockwise so that the subject appears straight.

Straighten a Photo

o open the photo yOU want to ® Photos File Edit Image View Window Help TS % © & W) B8 0 2356M
Straighten. - ° + J A Edil<0

© Click Edit.

Photos displays its editing 2 : ) & &z
tools. B

€@ Click Crop.
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Photos displays its cropping and [ & Photos _Fil _Edt_image _View _Window _Heip = T % 0 = 9) B3 [ 2asPu
. . oo [ ! " [ oone |
straightening tools.

a Click and drag the Angle slider.

Drag the slider up to angle the
photo counterclockwise.

Drag the slider down to angle
the photo clockwise.

© cClick Done. &

Photos saves your changes and
exits edit mode.

How do I know when my photo is level?

Use the gridlines that Photos places over the photo while you drag the Angle slider. Locate a horizontal
line in your photo and then rotate the photo so that this line is parallel to the nearest horizontal line in
the grid. You can also match a vertical line in the photo with a vertical line in the grid.
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Remove Red Eye from a Photo

You can remove red eye from a photo using the Photos app. When you use a flash to take a picture
of one or more people, 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 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 Photos
to remove the red eye and give your subjects a more natural look.

‘ Remove Red Eye from a Photo

o Open the photo that contains ® Photos File Edit Image View Window Help =1 = W) B
the red eye o0 ¢ | m|al = Albums 2 NN + M O Ed 2

© Click Edit.

Photos displays its editing
tools.

€ Click Red-eye.
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Photos d-isplays -its Red_eye @ Photos File Edit_Image View Window Help

July 16, 2001, 7:28 AM

e® [N o—e @

controls.

You may be able to fix the red
eye automatically by clicking
Auto. If that does not work,
continue with the rest of these
steps.

If needed, you can click and
drag this slider to the right to
zoom in on the picture.

Move the Red-Eye pointer over a
red eye in the photo.

a Click the red eye.

Photos removes the red eye. @ Photos File Edit Image View Window Help

o0 [ v-—e = July 18,2001, 7:28 AM RGO - 7
@ Repeat steps 4 and 5 to fix any
other instances of red eye in
the photo.

a Click Done.

Photos saves your changes and
exits edit mode.

Why does Photos remove only part of the red eye in my photo?

The Red-Eye pointer may not be set to a large enough size. The tool
should be approximately the same size as the subject’s eye. If it is not,
as shown here (()), follow steps 1 to 3 to display the Red-eye
controls. Click and drag the Size slider until the Red-Eye pointer is the
size of the red-eye area. Use your mouse to move the circle over the
red eye and then click.
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Add Names to Faces in Your Photos

You can make your photos easier to manage and navigate by adding names to the faces that appear in
each photo. This is sometimes called tagging, and it enables you to navigate your photos by name.

Specifically, Photos includes a special Faces section in its library, which organizes your faces
according to the names you assign when you tag your photos. This makes it easy to view all your
photos in which a certain person appears.

Add Names to Faces in Your Photos

o Open the phOtO that you want ® Photos File Edit Image View Window Help ¥ 0 = W) B &
tO tag 808 < @ aC = _ Photos Shared Projects o)

e Click Show Info ((i)).

PhOtOS displays information ® Photos File Edit Image View Window Help 3 = ) B 5
288 < @ |=C otos ar ®
about the photo. e = T

e Click Add Faces.

10f1
Add a Title

Paul juggling tiff
August 5, 2015 4:26 PM

Mo lens information

No camera information @@
1536 x 2048 126 MB Lrie]

Add a Description

Add a Keyword

&‘F ) Add Faces

Assign a Location
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Photos displays its naming IR Te
tools.

O Click and drag the circle to
center it on the person’s face.

e Click and drag this dot to size
the circle to the person’s face.

Add a Title
Paul juggling.tiff

3 3 August 5, 2015 4:26 PM

@ click the Click to Name label. 7
No camera information (3] E‘?]
Na lens information
1536 = 2048 12.6 MB
Add a Description
Add a Keyword
(+) Add Faces

Assign a Location

0 Type the person’s name. =

e Press Co10).

9 Repeat steps 4 to 8 to name
each person in the photo.

(@ Click Close (@). (10,23

Add a Title

Paul juggling.tiff
Ph_otos saves the changes and e gl 1
exits naming mode.

Photos

3

Mo camera information w2
No lens information
1536 x 2048 12.6 MB

Add a Description

Add a Keyword

@

Assign a Location

How do I view all the photos that contain a particular person?

You can open a photo, click Show Info ((i)), and then double-click the person’s face. You can also click the
Albums tab and then double-click the Faces album. Photos displays the names and sample photos of each
person you have named. Double-click the person you want to view. Photos displays all the photos that
contain the person.
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Mark Your Favorite Photos

ou can make it easier and faster to find the photos you like best by marking those photos as
favorites. If you take photos regularly, you can easily end up with hundreds or even thousands of
images in your Photos library, and you might end up creating dozens of albums. Locating a cherished
photo quickly becomes a time-consuming and frustrating chore. You can greatly speed up the task
of locating such photos by marking them as favorites. Photos stores all your favorites in a special
album, so it takes only a few clicks to view them.

Mark Your Favorite Photos

Mark a Single Photo ® Photos File Edit Image View Window Help = =

o0® < M | &C = Photos < @ + th Edit
0 Open the photo that you want
to mark as a favorite.

e Click Add to Favorites (<0).

Photos marks the photo as a

favorite.
Mark Multiple PhOtOS ® Photos File Edt Image View Window Help F=IE] =
. .O._ < )‘ﬁ—’:_i | Photos = Tar _ﬁ __Q Search
0 Open the album that contains sep 8,2018
the phOtOS you Want to mark aS P School of Horticulture Gardens & Hydro Elec Reservo ntario - Mar 28>
favorites.

o Press and hold () and click
each photo you want to mark.

Click Add to Favorites (<) in
one of the selected photos.

Photos marks all the selected
photos as favorites.

Note: To view your favorites, open
the Albums tab and double-click
the Favorites album.
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You can make it easier to navigate your albums and to understand the content of your albums by
setting the key photo for each album. The key photo is the image that appears in the Albums tab
as the thumbnail used to display the album. As such, the key photo acts as a representative of all
the photos in the album, so it should therefore either reflect the content of that album or contain
text or an image that help you to identify the album.

Set an Album’s Key Photo

Open the album you Want to ® Photos File Edit Image View Window Help [=1E]
. 0008 (| m—r—mm Albums s » an th Q search
work with. &
t-Butterfly Conservatory  March 28, 2015 43 Photos

s |
)

e Double-click the image that you
want to set as the album’s key
photo.

Photos opens the image.

>

e Click Image. e Counterclockwise %R
N #R
. Flip Horizontal
@ Click Make Key Photo. Fip vero
Copy Adj}xstments
You can also press CLIH+EH{. B o

: Show Edit Tools
Photos sets the image as the A 0 Faorics
album’s key photo. Mak Key Photo

Reprocess RAW
Use RAW as Original

Duplicate 1 Photo
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Email a Photo

f you have a photo that you want to share with someone, and you know that person’s email
address, you can send the photo in an email message. Using Photos, you can specify what photo
you want to send, and Photos creates a new message. Even if a photo is very large, you can still send
it via email because you can use Photos to shrink the copy of the photo that appears in the message.

Email a Photo

o Open the photo you want
to send.

© click Share (1))
€© Click Mail.

() Photos creates a new message
and adds the photo to the
message body.

0 Type the address of the message
recipient.

e Type the message subject.
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age View Window Help & 3 = o) B3 G 4:06PM Paul Q =

008 < | M@ | m m Albums 2 24O + Nt

g Share 1Photo To

Paul McFedries Email
B tyvosxelcapitan@mcfedries.com Email

® Mail File Edit Vview Mailbox Message Format Window Help [ = o) B

00e g |=- & A

To: Millicent Peeved ~ 0
Ce:
Subject: A flower fwynu!|0

From: Paul McFedries Signature: = None T

Message Size: 11.3 MB Image Size: Actual Size &
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Viewing and Editing Photos and Videos 10

0 Cl.]Ck tO the leﬂ: Of the -image. ® Mail File Edit View Mailbox Message Format Window Help o % = W) 03]
008 I | = & A
0 Press (:111) once or twice to To: Millcant Pesved

move the image down. =

Subject: A flower for you!
e Click here and then type your From: Paul McFeries — 5
message teXt Message Size: 11.3 M8 Image Size: | Actual Size ¢

HiMill,
I tock this macro photo when | was at Allan Gardens on the weekend. | hope you like it!

Cheers,
Paul

e Cl‘ick Send (a‘j}f)‘ @ Mail File Edit View Mailbox Message Format Window Help (=) = o) Ea
< P = & A
Photos sends the message with o Miicent Pecved~

the photo as an attachment. =

Subject: A flower for you!

From: Paul McFedries Signature: | None <
Message Size: 11.3 M8 Image Size: | Actual Size ¢
Hi Mill,

1 took this macro photo when | was at Allan Gardens on the weekend. | hope you like it!

Cheers,
Pau|

How do I change the size of the photo?

You need to be careful when sending photos because a single image can be several megabytes in size. If
your recipient’s email system places restrictions on the size of messages it can receive, your message might
not go through.

To change the size of the photo, click the Image Size | and then click the size you want to use for the
sent photo, such as Small or Medium. Note that this does not affect the size of the original photo, just the
copy that is sent with the message.
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Take Your Picture

ou can use your Mac to take a picture of yourself. If your Mac comes with a built-in iSight or

FaceTime HD camera, or if you have an external camera attached to your Mac, you can use the
camera to take a picture of yourself using the Photo Booth application. After you take your picture,
you can email that picture, add it to Photos, or set it as your user account or Messages buddy picture.

Take Your Picture with CEIRRGERD e 2 TuEmls e e Q=
Photo Booth r
@ Click Spotlight (). photo Booth 2%
e Type phOto' I v hutoBuulh 3
@ Click Photo Booth. Bt

“& ¥ & Photos

DEFINITION

B photo

SYSTEM PREFERENCES

0] iCloud

|0)  Desktop & Screen Saver phOtO BOOth

DOPMENTS Version: 8.0
Photo Calendar.dotm

Photo Catalog.dotx Kind Application
Saved Photo - paul Size 6.3 MB
Created 5/21115
Saved Photo - paul Modified 8/4/15
PRESENTATIONS Last opened 7/28/15

@
@ Photo Flyer.dotx
L

The Photo Booth window appears.

() The live feed from the camera
appears here.

0 Click Take a still picture ().

() Click Take four quick pictures
(HH) to snap four successive
photos, each about 1 second apart.

(® Click Take a movie clip (&) to
capture the camera feed as a movie.

© click Take Photo (©).

Photo Booth counts down 3
seconds and then takes the photo.

Effects
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Work with Your Photo Booth °0e Photo Booth
Picture

l’ Il
- . \
() Photo Booth displays the | : " 'ijx\%

picture.

0 Click the picture.

© click Share (1))
( You can click Add to Photos to : .
add the image to the Photos app. ,
} ) 1o Photos
pi- <0

(» You can click Change profile

picture to set the photo as your ‘; | — G
user account picture. ‘ | B ) More...

| McFedries Email
[ tyvosxelcapitan@mefedries.com Email

TIP

Can I make my photos more soe
interesting? /
Definitely. Photo Booth comes
with around two dozen special
effects. Follow these steps:

€@ Click Effects.

0 Click an icon to select a 3
different page of effects.

Photo Booth

A\

() You can also use the arrows
(« and ) to change pages.

e Click the effect you want
to use.

& ° oéo ° bﬂ Effects 1
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f your Mac has a DVD drive, you can insert a movie DVD 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 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
0 Insert the DVD into your Mac’s DVD

drive. il e
8B i way
DVD Player runs automatically and - - )
starts playing the DVD full screen. WHERE ART THOU?
Note: If DVD Player does not appear, F “Am;::z:mm"
click Spotlight (Q.), type dvd, and : BONUS MATERIAL
then double-click DVD Player. 1 LA

© If you get to the DVD menu, click
Play to start the movie.

e Move the mouse (k) to the bottom of
the screen.

The playback controls appear.
You can click [J] to pause the movie.

You can click =3 to fast-forward
the movie.

You can click EX to rewind the movie.

You can drag the slider to adjust
the volume.

You can click menu to display the
DVD menu.

You can click [g8 to exit full-screen mode.

218



CHAPTER

Viewing and Editing Photos and Videos 10

Play a DVD in a Window ece SESTLSON
0 Insert the DVD into your Mac’s
DVD drive.

DVD Player runs automatically and
starts playing the DVD full screen.

© Press (0.

Note: You can also press (=) or move
the mouse (k) 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.

6 When you get to the DVD menu,
click Play to start the movie.

() You can click [u] to pause the
movie.

@ You can click and hold (4 to
fast-forward the movie.

@ You can click and hold &) to
rewind the movie.

(@ You can drag the slider to adjust
the volume.

( You can click menu to display the
DVD menu.

(D You can click (=] to stop the movie.
() You can click to eject the DVD.

TIP

How can I always start my DVDs in a window?

Press [+ to switch to the window view. Click DVD Player in the menu bar, click Preferences to open the
DVD Player preferences, and then click the Player tab. Click the Enter Full Screen mode check box

(# changes to | ). To manually control when the playback starts, click the Start playing disc check box
(B changes to = ). Click OK to put the new settings into effect.
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Play Digital Video with QuickTime Player

S X 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 section, the
version of QuickTime that comes with 0S X comes with many extra features, including the capability
to record movies and audio and to cut and paste scenes.

o Click Spotlight (Q.). | Help Lo 3 0 F 0 B3 @ 634PM Paul Q =

© Type quick.
€@ Click QuickTime Player.

Q
=
R
=
=
o
9
o
<
@

TOP HIT

QuickTime Player “ s
DEFINITION QuickTime Player

4 Recent Documents

B quick

FOLDERS

P QuickStyles - Media ‘ Biitioerhy oy

7 QuickStyle | 4[2[14, 3:49 PM

9 QuickStyles - Resources = On the Martin Goedman Trail. MOV
™ QuickLook - My Great DVD.dvdproj 6/23/09, 2:56 AM

[ Quicklook - My Great DVD 1.dvdproj ﬂ It's Raining Cats.mov
P QuicklLook - It's Raining CatsL.dvdp... A

E QuickLook - It's Raining Cats!-DVD.... . Hello!.avi

™ QuickLook - Bahamas Vacation DV... v ERA/A0I1, 823 AM

1 Windows Media® Compaonents for...

POF DOCUMENTS
|=|  QuickTime.pdf

The QuickTime Player application
appears. If you see the Open
dialog, skip to step 6.

@ QuickTime Player BGCW Edit View Window Help

ew Movie Recording LEN
'/@w Audio Recording  ~"C38N
New Screen Recording  ~3N

O Click File. TN
© click Open File. %

Open Recent
Note: You can also press [ 3+(2].

Close
Save... 35S
Duplicate {+38
Rename...

Move To...

Export >
Revert To

Share
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The Open d1alog appears. B <> i M 5@~ [E Movies 2 i} ] Q Search
Locate and click the video icloud gimredi on
3 ickTi...
file you want to play. it -
Favorites . a
@ Click Open. B Recents
Butterfly.mov Claws AVI Test.avi Claws of the Rake Claws of the
Devices Theme.wav Rake.mp4
Shared "
- a — @ —
7 Music A\JI L] —
H Movies Hello!.avi iMovie Events iMavie Library iMovie Projects
iMovie Theater It's Raining On the Martin The Gangly
Cats.mov Goodman Trail. MOV Teenager.mdy
Done Open ﬁ

QuickTime opens a new
player window.

© click Play (p»).

(@ You can click »» to fast-
forward the video.

() You can click <4 to rewind
the video.

( You can click and drag this
slider to adjust the volume.

If you want to view the
video in full-screen mode,

press 4+

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-+{(1)). In the
Open URL dialog, type or paste the video address in the Movie Location text box and then click Open.

221



@& System Preferences Edit View Window Help 3 D F o) e5%EA 9:52AM Paul Q =

Security & Privacy ]

General  FileVault  Firewall JZIEETEY

Location Services [ Enable Location Services
Allow the apps below to determine your location.
Contacts
@ =) Maps T
\ Calendars
- [/] Weather

Sl

\ .
{2 | Reminders
== @ 7| calendar

RLA)
k Twitter
| —

'—’ Facebook
m Linkedin =

y Indicates an app that has requested your location within the

ﬂ Facebook last 24 hours.

Accessibility About Location Services & Privacy

8] Ciick the lock to prevent further changes. Advanced... ?

POOU T alBRO 2RO®ADx- AW
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ou can make 0S X more secure by changing your password. For example, if you turn on file

sharing, as described in Chapter 15, you can configure each shared folder so that only someone
who knows your password can get full access to that folder. Similarly, you should change your
password if other network users know your current password and you no longer want them to have
access to your shared folders. Finally, you should also change your password if you feel that your
current password is too easy to guess. See the Tip to learn how to create a secure password.

Change Your Password

0 Click System Preferences (@).

The System Preferences appear.

@ Click Users & Groups.

The Users & Groups preferences
appear.

Your user account is selected
automatically.

If you want to work with a
different user account, you
must click the lock icon (5),
type your administrator
password (7 changes to ),
and then click the account.

€ Click Change Password.
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[ ] > System Preferences

e =y 2

= g @
General Desktop & Dock Mission Language Security
Screen Saver Control & Region & Privacy

= —

. J . -
Displays Energy Keyboard Mouse Trackpad Printers &
Saver Scanners

@ [

Spotlight Notifications

\ )

Sound

Groups

Controls

& Speech

) = 7P D> | |
* @ v @ 0 =
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
Il .@ ) ) \r .l
(2 o & @ B W
Users & Parental App Store Dictation Date & Time  Startup

Disk

®_w

Time (@ Wessibiiity
Machine

] System Preferences Edit View Window Help

Users & Groups

w Login Items
b, Paul
L/

Contacts Card:  Open...
Allow user to reset password using Apple ID

v| Allow user to administer this computer

m Login Options

= Click the lock to make changes.

Change Password...e

Enable parental controls | Open Parental Controls...




System Preferences asks whether
you want to use your iCloud
password.

@ click Change Password.

Would you like to change the password for “Paul”, or begin using your
iCloud password to log in and unlock this Mac?

You will enly need to remember one passwerd if you use your iCloud password to log in
to this Mac.

Use iCloud Password... Cancel Change Password... 4

If you prefer to log in to 0S X
with your iCloud password, click
Use iCloud Password.

The Change Password dialog
appears.

e Type your current password.
Q Type your new password.
0 Retype the new password.

e Type a hint that 0S X will display if
you forget the password.

Note: Construct the hint in such a way
that it makes the password easy for
you to recall, but hard for a potential
snoop to guess.

Q Click Change Password.

0S X changes your password.

How do I create a secure password?
Follow these steps:

0 Follow steps 1 to 4 in this section.

Q Click Password Assistant (¢ ).

The Password Assistant dialog
appears.

e Click the Type [ and then click a
password type.

Old password: ssssssssnsnese

New password: eseccscecccss

-

Verify: sssssssssanes

Password hint: ' Mom's maiden name, year of birth, and
(Recommended) ' month of birthl

Cancel Change Password 9

- Password Assistant

Type: | Memorable

Suggestion: | tempe96\chic

Length:

Quality: | A

Q Click and drag the Length slider to set the password length you want to use.

Q Click the Suggestion [ and then click the password you want to use.

@ click Close (@).
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ou can enhance your Mac’s security by configuring 0S X to ask for your user account password

when the system wakes up from either the screen saver or sleep mode. Protecting your account
with a password prevents someone from logging on to your account, but what happens when you
leave your Mac unattended? If you remain logged on to the system, any person who sits down at
your computer can use it to view and change files.

To prevent this, activate the screen saver or sleep mode before you leave your Mac unattended, and
configure OS X to require a password on waking.

Require a Password on Waking
LE-® Finder File Edit View Go Window Help oo %

0 Click Apple (.') About This Mac

Q Click System Preferences. System Preferences...
App Store...

Recent Items

You can also click System
Preferences (@) in the Dock.

Force Quit Finder {#Y S

Sleep
Restart...
Shut Down...

Log Out Paul...

The System Preferences appear. =

9 Click Security & Privacy.

System Preferences Q \

Fa—
! 2 M |
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
[ & \
. L - (N
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
‘ K o b i 1
Cl
e = P
@ @ 0 =
iCloud Internat Extensions Metwork Bluetooth Sharing

Accounts

8K ® © ¥ & B 0 ©

Users & Parental App Store Dictation ~ Date & Time  Startup Time Accessibility
Groups Controls & Speech Disk Machine
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The Security & Privacy 280 <|>| ___ Security & Privacy | Q Search

preferences appear.

- General  FileVault  Firewall .
@ Click the General tab. o~

Location Services [v| Enable Location Services
Allow the apps below to determine your location.

" .3%) Maps

@ Calendars
Weather
% Reminders e
N ) com.apple.ncplugin.weather.appex

u Twitter -

v D Reminders
[ uikedin

P Indicates an app that has requested your location within the
n Facebook last 24 hours.
Accessibility [ About Location Services & Privacy J
% Click the lock to make changes. Advanced.. | (?)
. N
e Cth the ReqUIre password 07‘ e < | > | i | Security & Privacy | Q Search |

check box (| changes to ).

. BEEEEN Filevaut  Firewall  Privacy |
@ click Close (@).

A login password has been set for this user ~ Change Password...

OS X pUtS the new setti ng M Require password immediately B after sleep or screen saver begins
intO effect. || Show a message when the screen is locked ~ Set Lock Message...

|| Disable automatic login

Allow apps downloaded from:
(") Mac App Store
'.E‘.‘ Mac App Store and identified developers

(") Anywhere

% Click the lock 1o make changes. Advanced.. | (?)
How do I activate the screen saver or If I engage the screen saver or sleep mode accidentally,
sleep mode before I leave my Mac entering my password is a hassle. Is there a workaround
unattended? for this?
To put your Mac display to sleep, press Yes, you can tell OS X to not require the password as soon as
(C0+ETT and then press the the screen saver or sleep mode is activated. Follow steps 1
eject key ((2). To engage full sleep mode, = to 5, click the Require password [, and then click the
click Apple (g§) and then click Sleep. amount of time you want 0S X to wait.
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ou can enhance your Mac’s security by preventing 0S X from logging in to your user account
automatically. If you are the only person who uses your Mac, you can configure 0S X to
automatically log in to your account. This saves time at startup by avoiding the login screen, but
it opens a security hole. If a snoop or other malicious user has access to your Mac, that person can
start the computer and gain access to your documents, settings, web browsing history, and network.
To prevent this, configure 0S X to disable the automatic login.

| Disable Automatic Logins

@ click Apple (g§).
9 Click System Preferences.

You can also click System
Preferences (@) in the Dock.

The System Preferences appear.

€@ Click Security & Privacy.
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Sleep

Restart...
Shut Down...

App Store...
Recent Items

Force Quit Finder

Log Out Paul...

Finder File Edit View Go Window Help
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iCloud

n
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= b
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0]

Security
& Privacy

ek

Printers &
Scanners

K3

Sharing

S
Startup
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The Security & Privacy
preferences appear.

@ Click the lock icon (3).

0S X prompts you for your
administrator password.

e Type the administrator
password.

@ click Unlock.

0S X unlocks the preferences
(1 changes to ¢).

@ Click the General tab.

Click the Disable automatic
login check box (| | changes

to ).
© click Close (@).

0S X puts the new setting
into effect.

General  FileVault  Firewall  Privacy
Alogir
7 System Preferences is trying to unlock Security &
Privacy preferences. Type your password to allow
| y. this.
S -

Username: Paul

Password: |sesessssessss|

|
T
Allow | L ancel ‘M

+| Mac App Store and identified developers

% Authenticating...

9 4

-0

(¢ Security & Privacy Q

&w FileVault ~ Firewall  Privacy

A login password has been set for this user  Change Password...

Require password _immediately u after sleep or screen saver begins

Show a message when the screen is locked

& Disable automatic login

Allow apps downloaded from:
Mac App Store
° Mac App Store and identified developers
Anywhere

[l  Ciick the lock to prevent further changes.

Advanced...

Is there a way to get 0S X to log out of my account automatically?

Yes, you can configure the system to log you out of your account when 0S X has been idle for a specified

amount of time. Follow steps 1 to 7 to unlock and display the General tab and then click Advanced. In the

dialog that appears, click the Log out after X minutes of inactivity check box (
then use the spin box to set the amount of idle time after which 0S X logs you out automatically. You can

changes to ) and

select a time as short as 5 minutes and as long as 960 minutes.
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ou can ensure that malware cannot be installed on your Mac by configuring the system to allow only

app downloads from the Mac App Store. By default, 0S X allows downloads from the App Store and
from so-called identified developers. The reason for this heightened security is that malware developers
are starting to target Macs now that they have become so popular. The extra security is a response to
that and is designed to prevent users from accidentally installing malware. However, you can configure
this feature to be even more secure, which is useful if you are setting up a user account for a child.

' Configure App Downloads

@ click Apple (g§).
9 Click System Preferences.

You can also click System
Preferences (@) in the Dock.

The System Preferences appear.

€@ Click Security & Privacy.
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] System Preferences Q
T 2 B E g o0od
General Deskiop & Dock Mission Language Security Spotlight  Notifications
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The Security & Privacy
preferences appear.

@ Click the lock icon (3).

0S X prompts you for your
administrator password.

e Type the administrator
password.

@ click Unlock.

0S X unlocks the preferences
(£ changes to ).

@ Click the General tab.

Click the Mac App Store option
(" changes to ©).

© click Close (@).

0S X puts the new setting into
effect.

What is an identified developer?

An identified developer has registered with
Apple and has a security certificate for digitally
signing apps, thus certifying where the apps
came from. It is possible a malicious developer
could spoof a digitally signed app, so allowing
only App Store apps is the safest option.

General  FileVault  Firewall  Privacy

Alc

System Preferences is trying to unlock Security & B

Privacy preferences. Type your password to allow

i n this.

Username: Paul

Password: | sssssssaaanad ‘0
A conce | (IR

l

% Authenticating...

oLo ¢

Security & Privacy Q

m FileVault  Firewall  Privacy

A login password has been set for this user  Change Password...

Require password _immediately u after sleep or screen saver begins
Show a message when the screen is locked

Disable automatic login

Allow apps downloaded from:
© Mac App Store
Mac App Store and identified developers
Anywhere

[ﬁ Click the lock to prevent further changes. Advanced...

?

How can I install an app that I downloaded from

the web?

If you are certain the app is legitimate — it was created
by a reputable developer and purchased from a reputable

dealer — double-click the downloaded file to open the disk

image. Right-click (or (2200 )-click) the installer, click

Open, and then click Open when 0S X asks you to confirm.
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ou can make your Mac’s Internet connection much more secure by turning on the 0S X firewall.

A firewall is a tool designed to prevent malicious users from accessing a computer connected to
the Internet. Chances are your network router already implements a hardware firewall, but you can
add an extra layer of protection by also activating the 0S X software firewall. This will not affect your
normal Internet activities, such as web browsing, emailing, and instant messaging.

Turn On the Firewall

@ click Apple (g§).
9 Click System Preferences.

You can also click System
Preferences (@) in the Dock.

The System Preferences appear.

6 Click Security & Privacy.
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The Security & Privacy
preferences appear.

a Click the lock icon ({3).

0S X prompts you for your
administrator password.

e Type the administrator
password.

@ cClick Unlock.

0S X unlocks the preferences
(& changes to ).

0 Click the Firewall tab.
@ Click Turn On Firewall.
© cClick Close (@).

0S X puts the new setting into
effect.

General FileVault ~ Firewall  Privacy

Alogi

System Preferences is trying to unlock Security &
Privacy preferences. Type your password to allow

this.
Allow
| Cancel Unlo

Anywhere

Username:  Paul

Password: | ssssessssass

“DisplayLin...taller.pkg" was blocked from opening Open Anyway

because it is not from an identified developer.

Can I prevent online malicious users from
finding my Mac?

Yes. Malicious users often probe connected
machines for vulnerabilities, so put 0S X into
stealth mode, which hides it from these probes.
Follow steps 1 to 7, click Firewall Options, click
the Enable stealth mode check box (| | changes
to @), and then click OK.

Authenticating...
- < W Security & Privacy Q
General  FileVault M
Firewall: Off Turn On Firewall @

This computer’s firewall is currently turned off. All incoming connections to this
computer are allowed.

~
[l Clickthe lock to prevent further changes. Advanced...

2

Can I use Internet apps such as my FTP program
through the firewall?

0S X allows digitally signed apps to receive
connections, but to use an Internet app that is not
digitally signed you must add it as an exception.
Follow steps 1 to 7, click Firewall Options, click
Add (+), click the application you want to use, and
then click Add.
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ocation services refers to the features and technologies that provide apps and system tools

with access to location data, particularly the current location of your Mac. This is a handy
and useful thing, but it is also something that you need to keep under your control because your
location data, especially your current location, is fundamentally private and should not be given to
applications thoughtlessly. Fortunately, 0S X comes with a few tools for controlling and configuring
location services.

Confiqure Location Services

@ click Apple (gf).
9 Click System Preferences.

Finder File Edit View Go Window Help [

App Store...

You can also click System
Preferences (@) in the Dock.

Recent ltems

Force Quit Finder {3 S

Sleep
Restart...
Shut Down...

Log Out Paul...

The System Preferences appear. ° = T ]
€@ Click Security & Privacy. — : =
2. E U e
ey oame &)
General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
B e = N
s Y it - (N
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
= i o ‘ ‘
2 [ 3
s @ v @ 0 W
iCloud Internet Extensions Network Bluetooth Sharing

Accounts

L ® Qe L & Ao @
Users & Parental App Store Dictation Date & Time Startup Time Accessibility
Groups Controls & Speech Disk Machine
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The Security & Privacy preferences
appear.

@ Click the lock icon (3).

0S X prompts you for your administrator
password.

a Type the administrator password.
@ click Unlock.

0S X unlocks the preferences
(1 changes to ¢).

@ Click the Privacy tab.
Q Click Location Services.

Click the check box beside each app
that you do not want to determine your
location (B changes to ).

Note: This list will be empty if none of your
apps have requested to use location
services.

(@ Click Close (@).

0S X puts the new setting into effect.

How does the location services feature know my

location?

Location services uses several bits of data to determine
your location. First, it looks for known Wi-Fi networks
that are near your location. Second, if you are connected
to the Internet, it uses the location information
embedded in your unique Internet Protocol (IP) address.

General  FileVault  Firewall  Privacy

A login nassword has haen set for this user | Change Password...

o

System Preferences is trying to unlock Security & |

] Privacy preferences. Type your password to allow
o I
this.
L
Username:  Paul
Password: | sssssssssssss 0
Allnmq
| Cancel
|
A ——  —

“DisplayLin...taller.pkg” was blocked from opening Open Anyway

because it is not from an identified developer.

w Authenticating...

Security & Privacy Q

FileVault  Firewall M

Enable Location Services
Allow the apps below to determine your location.

@Lo <
General

(: ”‘_f— Location Services
‘ Contacts

=02, Maps
17| Calendars
Weather
U Reminders
17| Calendar
u Twitter
& ﬁ Facebook
m Linkedin -
¢ Indicates an app that has requested your location within the
ﬁ Facebook last 24 hours.
Accessibility About Location Services & Privacy

EE Click the lock to prevent further changes. Advanced...

Can I turn off location services?

Yes. Follow steps 1 to 7 to unlock and display

the Privacy tab. Click Location Services and

box (B4 changes to

then click the Enable Location Services check
). Note, however, that by
turning off location services, you disable many
features in apps such as Reminders and Maps.
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y encrypting data, you can ensure that a malicious user who has physical access to your Mac

cannot read the files in your user account. This means that your data appears as gibberish until
it is decrypted by entering your user account password. Your password protects your user account
from unauthorized access, but a sophisticated user can still access your data by using special tools.
If you have sensitive, secret, or private files in your user account, you can protect that data from

such access by encrypting it.

| Encrypt Your Data |

Q Follow steps 1 to 6 in the
previous section, “Configure
Location Services,” to display
and unlock the Security &
Privacy preferences.

© Click the FileVault tab.
€ Click Turn On FileVault.

System Preferences asks
whether you want to use your
iCloud to unlock your disk if
you forget your encryption
password.

@ click the Allow my iCloud
account to unlock my disk
option (" changes to ©).

© click Continue.
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@ 4 22 Security & Privacy o}

General M Privacy
FileVault secures the data on your disk by Turn On FileVault... 0

& o encrypting its contents automatically.

ﬁ WARNING: You will need your login password or a recovery key to access your data. A
recovery key is automatically generated as part of this setup. If you forget both your
password and recovery key, the data will be lost.

FileVault is turned off for the disk “Macintosh HD"

r\

Ea Click the lock to prevent further changes. Advanced... ?

Your iCloud account “paulmcfedries@mac.com" can be used to unlock
your disk and reset your password if you forget it.

If you do not want to allow your iCloud account to reset your password, you can create
a recovery key and store it in a safe place to unlock your disk.

Allow my iCloud account to unlock my disk
Create a recovery key and do not use my iCloud account

Cancel Conti




If you have multiple users, 0S X
prompts you to enable FileVault
for the other accounts.

() If you want to enable FileVault
for a user, click Enable User,
type the account password, and
then click OK.

@ Click Continue.

0S X prompts you to restart
the computer.

@ Click Restart.

0S X restarts and begins
encrypting your user
account data.
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Each user must type in their password before they will be able to

ﬁ unlock the disk.

v -
Admin

Karen | Enable User...%

_ Cancel | | Beck m

o

Click “Restart” to restart the Mac and begin the encryption process.

After restarting, you can use your Mac while the encryption process takes place.
Return to Security & Privacy preferences to check on the progress.

Cancel ey

How do I encrypt my disk if I do not have an iCloud account?
In this case, 0S X generates a recovery key, which is a code that you enter to unlock your disk if you forget
your password. Follow steps 1 to 3 and click the Create a recovery key and do not use my iCloud account
option (' ' changes to @), and then click Continue. When you see the recovery key, write it down and
then continue with steps 5 to 7. Store the recovery key in a secure, offsite location, such as a safety
deposit box. If you lose the recovery key, you lose access to your data.
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CHAPTER 12

Customizing
0S X

0S X comes with a number of features that enable you to customize
your Mac. For example, you might not like the default desktop
background or the layout of the Dock. Not only can you change the
appearance of 0S X to suit your taste, but you can also change the way
0S X works to make it easier and more efficient for you to use.

@ SystemPreferences Edit View Window Help = o)) B2 [E 10:35AM Paul Q i

System Preferences Q fearct

@ [ ]

potlight  Notifications

i N

Trackpad Prin & Sound
Scanners

0

iCloud Extensions Networ 8luetooth

Parental App Store Dictation e Time Accessibility
Controls & Speech Machine

MOOU " BAROTRO DX
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Display System Preferences

You can find many of the 0S X customization features in System Preferences, a collection of
settings and options that control the overall look and operation of OS 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

@ 1In the Dock, click System
Preferences (@).

The System Preferences appear. ° T — oo
B E g aa @
General Desktop & Dock Mission Language Security Spotlight  Notifications

Screen Saver Conitrol & Region & Privacy

= & N\
» U L (N
Displays Energy Keyboard Mouse Trackpad Frinters & Sound
Saver Scanners
B e ey o |
@ v @ 0 =
iCloud Internet Extensions Network Bluetooth Sharing

Accounts

1 ® @ ¢ & u © @

Users & Parental App Store Dictation  Date & Time Startup Time Accessibility
Groups Controls & Speech Disk Machine
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Close System Preferences @ SystemPreferences Edit View Window Help =
0 Cljck System Prefel‘ences. [ & S System Preferences | O, Bearch |

2 B EH U e @ °

TR & o

General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Control & Region & Privacy

ol o= N
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
Users & Parental App Store Dictation ~ Date & Time  Startup Time Accessibility
Groups Controls & Speech Disk Machine
Q Click Quit System Preferences. [} System Preferences IZ TR IR L) = 3
@ TS E TR E;lem Preferences | Q. Search |
Services >

| Hide System Preferences  %H s @ @
. Hide Others #H

Get Ission Language Security Spetlight  Notifications

antrol & Region & Privacy
Quit System Preferences 2
- J

©

LI

)

Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners

s @ v @ 0 =

iCloud Internet Extensions Network Bluetoath Sharing
Accounts
. T 1

Users & Parental App Store Dictation ~ Date & Time  Startup Time Accessibility
Groups Controls & Speech Disk Machine

Are there other methods I can use to | Sometimes when I open System Preferences, I do not see all
open System Preferences? the icons. How can I restore the original icons?

If you have hidden the Dock (see the When you click an icon in System Preferences, the window
section “Hide the Dock”) or removed the | changes to show just the options and settings associated with
System Preferences icon from the Dock, | that icon. To return to the main System Preferences window, click
you can click Apple (g§) and then click | < until the window appears. You can also click Show ALl (::::) or
System Preferences. press (HD).
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Change the Desktop Background

'I'o give 0S X a different look, you can change the default desktop background. 0S X offers a wide
variety of desktop background options. For example, 0OS 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.

\ Change the Desktop Background

Set a Fixed Background Image

@ 1In the Dock, click System
Preferences (@) (not shown).

In the System Preferences, click
Desktop & Screen Saver.

Note: You can also right-click (or
(€00 )-click) the desktop and then
click Change Desktop Background.

The Desktop & Screen Saver
preferences appear.

e Click Desktop.

0 Click the image category you want
to use.

O To add a folder, click Add (),
open the folder, and then click
Choose.
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i 0@ H O

General Desktop & Dock Mission Language
Screen Saver Control & Region

- v —

Displays Energy Keyboard Mouse Trackpad
Saver

Security
& Privacy

-

Printers &
Scanners

.O\ lsearch

@ ]

Spotlight  Notifications

)

Sound

3 BEERGIE  Screen Saver

.-—-..___,_, El Capitan

¥ Apple
|| Desktop Pictures
[ Nature
[ Plants
B Art
[ Black & White
[0 Abstract
[ Patterns
& Solid Colors
b Photos
» Folders

-

iCloud Internet Extensions Network Bluetooth Sharing
Accounts
Users & Parental App Store Dictation Date & Time Startup Time Accessibility
Groups Controls & Speech Disk Machine
[ N % Desktop & Screen Saver | Q [search




9 Click the image you want to use as the
desktop background.

Your Mac changes the desktop
background.

Q If you chose a photo in step 5, click
and then click an option to determine
how your Mac displays the photo.

Note: Another way to set a fixed background
image is to select a photo in the Photos
app, click Share (17), and then click Set
Desktop.

Set a Changing Background Image

@ Click the Change picture check box
(" | changes to ).

Q Click g and then click how often you
want the background image to change.

€@ If you want your Mac to choose the
periodic image randomly, click the
Random order check box (| changes

to ).

Your Mac changes the desktop background
periodically based on your chosen
interval.
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< B Desktop & Screen Saver Q Search

Desktnp Screen Saver

IMG_0282

Fill Screen NE’

¥ Apple
7] Desktop Pictures

"7 Nature
9 Plants
B Art
"7 Black & White
|1 Abstract
| Patterns
' Solid Colors
b Photos
¥ Folders
[ Pictures
|1 Rome
+|— i Change picture: | Every 30 minutes B
4 o -
< & Desktop & Screen Saver Q Search
Desk'tnp Screen Saver
2

Iﬂ'\! Fill Screen B

¥ Apple
"7 Desktop Pictures
[ Nature
|9 Plants
B Art
|7 Black & White
| 7] Abstract
|7 Patterns
' Solid Colors
¥ Photos
¥ Folders
[ Pictures
[ Rome

+|— Change picture: | Every 30 minutes
&ﬂ Random arder

How do the various options differ for displaying a photo?

Your Mac gives you five options: Fill Screen expands the photo in all four directions until it fills the entire
desktop. Fit to Screen 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. Stretch to Fill Screen expands the photo in all four
directions until it fills the entire desktop. Center displays the photo at its actual size and places the photo
in the center of the desktop. Tile repeats your photo multiple times to fill the entire desktop.
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Set Your Mac’s Sleep Options

You can make 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 saves battery power on a notebook
Mac. For example, you can set up 0S X to put the display to sleep automatically after a period of
inactivity. Similarly, you can configure OS X to put your entire Mac to sleep after you have not used
it for a specified amount of time.

r Mac’s Sleep Options

Open the Energy Saver T >

System Preferences Q Search
Preferences
. File Co— = Pl
@ 1n the Dock, click System Tl M [0 19 @ g
Preferences (ﬁ) (nOt ShOWn). General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Reglon & Privacy

@ 1In the System Preferences, click

Energy Saver. - : # Q
The Energy SaVer preferences D\sp_lz;ys Esr::-vrgry Keyboard Mouse Trackpad Psrcir;;enr;r? Sound
appear.
iCloud Internet Extensions Metwork Bluetooth Sharing
Accounts

21 ® @ ¢ » kB © ©

Users & Parental App Store Dictation ~ Date & Time  Startup Time Accessibility

Groups Controls & Speech Disk Machine

Set Sleep Options for a Desktop R < ™ — rovrem—s
Mac
@ Click and drag the slider to set the e <0

display sleep timer. 1 min 15 min 1 hr 3hrs Never

Th]S Spec-iﬁes the per-iod Of _ Prevent computer from sleeping automatically when the display is off

. . . . . Put hard disks to sleep when possible

inactivity after which your display I i s

gOES tO SLQEP- ~ Start up automatically after a power failure

Enable Power Nap

While sleeping. your Mac can back up using Time Machine and periedically check for new email,
calendar, and other iCloud updates

Restore Defaults

Schedule... U
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Energy Saver Q Search

Set Sleep Options for a R,
Notebook Mac

@ cClick Battery. LT rovor oo

0 Click and drag the slider to set mpusralenp: = , @ AT e
the computer sleep timer for iyl el i el
when your Mac is on battery Display sleep: — 0
power. 1min 15 min 1hr 3hrs Never
CI.]Ck and drag the Slider to set [ Put hard disks to sleep when possible

h d I. [ . f h Slightly dim the display while on battery power
the ]Sp ay s eep timer for when | Enable Power Map while on battery power
you]’ Mac 'iS on battery pOWer. While sleeping, your Mac can periedically check for new email, calendar, and other iCloud updates

Battery is charged. _Reg)r%
Show battery status in menu bar Schedule... 2.
lick Power A r. 8
0 Clic owe dapte o0 L4 it Energy Saver Q Search

a Click and drag the slider to set

the computer sleep timer for ey

when your Mac is plugged in. Computer sleep: . Q
@ click and drag the slider to set o = i e
the display sleep timer for when shiidebad : ﬂ e — T

your Mac is pl_ugged in. 1min 16 min Thr dhrs Never

Put hard disks to sleep when possible
Wake for Wi-Fi network access

Enable Power Nap while plugged into & power adapter
‘While sleeping, your Mac can back up using Time Machine and periodically check for new email,
calendar, and other iCloud updates

Battery is charged. _Restore Difaults
Show battery status in menu bar Schedule... 2
How do I wake a sleeping display or I changed the display sleep timer, and now I never see
computer? my screen saver. Why?

If your Mac’s display is in sleep mode, you | You set the display sleep timer to less than your screen saver
can wake it by moving your mouse (k) or timer. For example, if you configured the screen saver timer
sliding your finger on the trackpad. You can | to 15 minutes and the display sleep timer to 10 minutes, 0S X
also wake up the display or your entire Mac | always puts the display to sleep before the screen saver

by pressing any key. appears.
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Change the Display Resolution and Brightness

You can change the resolution and the brightness of the 0S 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 have trouble
reading text on the screen, decreasing the display resolution can help because the screen objects
appear larger. If you find that your display is too dark or too bright, you can adjust the brightness
for best viewing.

In the DOCk’ CI‘iCk SVStem [ No <> System Preferences Q, Search
Preferences (@) (not shown).

Q In the System Preferences, click ﬁ ‘ H E ﬁ, @ 0

Disp lays . General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Control & Region & Privacy

M o e ﬁ &
Displays Energy Keyboard Mouse Trackpad Printers & Sound

Saver Scanners

iCloud Internet Extensions Metwork Bluetooth Sharing

Accounts

1A ® © ¢ & & © @

Users & Parental App Store Dictation Date & Time Startup Time Accessibility

Groups Caontrols & Speech Disk Machine
The Displays preferences appear. i E—— s

€@ Click Display. (3 S Doy

Resolution: || Default for display
° Scaled

1440 = 900
1280 = 800
152 = 720
1024 = 640

Brightness:

| Ambient light compensation

Show mirroring options in the menu bar when available
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e Select the resolution: ®0 < Ei Built-in Display Q Search
O To have 0S X set the resolution _
based on your display, click the Display e A
DeifaUl‘t for display Option Resolution: Default for display
(" changes to ©). Scaled
1440 = 900
© To set the resolution yourself, 1280 x 800 @
click the Scaled option :;';iﬁ%
(" ) changes to @) and then
click the resolution you want ‘ 7
to use. Brightness:
| Ambient light compensation
0S X adjusts the screen to the
new resolution.
Show mirroring options in the menu bar when available ?
a FOT some screens, yOl:l can ®0 < Built-in Display Q, Search
click and drag the Brightness
slider to set the display B oo
brightness. )
Resolution: Default for display
0S X adjusts the screen to the O scaled
new brightness. 1440 x 900
1280 = 80O
© If you do not want 0S X to iy
adjust the notebook screen
brightness based on the
ambient light, click the HERhE T _ 5
Ambient light Compensation & Ambient light compensation
check box (B4 changes to | ).
Show mirroring options in the menu bar when available 2

What do the resolution numbers mean?
These numbers are expressed in pixels,
which are the individual dots that make
up what you see on your Mac’s screen,
arranged in rows and columns. So a
resolution of 1440 x 900 means that the
display is using 1,440-pixel rows and
900-pixel columns.

Why do some resolutions also include the word “stretched”?
Most older displays use an aspect ratio (width to the height)
of 4:3. However, most new displays use a widescreen aspect
ratio of either 16:9 or 16:10. Resolutions designed for 4:3
displays use only part of a widescreen display. To make them
use the entire display, choose the stretched version of the
resolution, although in some cases this may distort screen
text and images.
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Create an App Folder in Launchpad

You can make Launchpad easier to use by combining multiple icons into a single storage area called
an app folder. Normally, Launchpad displays icons in up to five rows per screen, with at least seven
icons in each row, so you can have at least 35 icons in each screen. Also, if you have configured your
Mac with a relatively low display resolution, you might see only partial app names in Launchpad.

All this can make it difficult to locate your apps. However, app folders can help you organize similar
apps and reduce the clutter on the Launchpad screens.

‘ Create an App Folder in Launchpad

@ Click Launchpad (#).

@ Launchpad displays icons for
each installed application.

R & O = @

FaceTime Photo Booth Photos iMovie Game Center

@ Click the dot for the Launchpad — Aa gé
screen you want to work with. . Dictionary Calculator Other

Va

[PEELEN System...rences GarageBand

1 b 2

L oY § T GELY LGS

e Click and drag an icon that you
want to include in the folder,
and drop it on another icon that _
you want to include in the same ; .. -— 04 P g L g

Microsoft Exces’ Micros...utlook  Micros...erPoint  Microsoft Word
fOlder. Micros...neNote

Q Search
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Launchpad creates the app
folder.

© Launchpad applies a name to
the folder based on the type

. . . B ) D
of applications in the folder. Productivity

© Launchpad adds the icons to
the app folder. X % N a C

o TO Specify a different name, Microsoft Excel ~ Micros...neNote
you can click the name and
then type the one you prefer.

e Click the Launchpad screen,
outside of the app folder.

@ Launchpad displays the app

Q Search
folder.
e To add more icons to the new E m - 0% P g Wg
app folder, click and drag each productivty . Werssot SR T

icon and drop it on the folder. e

Note: To launch a program from an
app folder, click Launchpad (&),
click the app folder to open it, and
then click the program’s icon.

How do I make changes to an app folder? How do I remove an icon from an app folder?
Open Launchpad and then click the app folder. To rename | Open Launchpad and then click the app folder.
the folder, click the current name, type the new name, To remove an app, click and drag the app out of

and then press (G210 1). To rearrange the icons, drag and | the folder. Launchpad closes the folder, and you
drop the apps within the folder. When you are done, click | can then drop the icon within the Launchpad
outside the app folder. screen.
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Add a User Account

You can share your Mac with another person by creating a user account for that person. This
enables the person to log in to OS 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

0 In the Dock, click System
Preferences (@) (not shown).

Q In the System Preferences, click ﬁ ‘ H E

®0 2 System Preferences Q, Search

@

©

Users & Groups_ General Desktop & Dock Mission Langugge Secyrl’ly Spotlight  MNotifications
Screen Saver Control & Region & Privacy
m & N
Displays Energy Keyboard Mouse Trackpad Frinters & Sound
Saver Scanners
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
@ ¢ & = ® @
Users & Parental App Stare Dictation  Date & Time Startup Time Accessibility
Groups Controls & Speech Disk Machine
@ In most 0S X systems, to modify P, o —— e

accounts you must click the lock

icon () and then type your Il Login ttems

Current User
administrator password Paul Change Password...
(5 changes to g). Other Users K
Guest User
€@ Click Add (+).

Contacts Card:  Open..

| Allow user to reset password using Apple ID

' Allow user to administer this computer

Login Options -
m ¢ H Enable parental controls ~ Open Parental Controls...

+ | — | &
N
[1] Ciick the lock to prevent further changes. ?
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The New Account dialog
appears.

Click the New Account [ and
then click an account type.

a Type the user’s name.

Edit the short username that
0S X creates.

0 If the user has an iCloud
account, click Use iCloud
password; otherwise, click the
Use separate password option

(" changes to ©).

New Account: | Standard M
Full Name: Karen@

Account Name: karen
This will be used as the name for your home folder.

Password: | Use iCloud password
© Use separate password

© Type and retype the user's ? Cancel
password.

9 Type a hint that 0S X will 0 ¢ Users & Groups Q, Search
display if the user forgets the '
password. Current User

Paul
(@ Click Create User. Admin % Karen _ Reset Password..._
Other Users
© 0S X adds the user account to Ly S

the Users & Groups preferences. Cuest User

Login, Sharing

m Login Options
+

o

E Click the lock to prevent further changes. ?

 Allow user to administer this computer

| Enable parental controls | Open Parental Controls...

Which account type should I use for the new
account?

The Standard type is a good choice because it can make
changes only to its own account settings. Avoid the
Administrator type because it enables the user to make
major changes to the system. Consider the Managed
with Parental Controls account type for children.

How do I change the user’s picture?

Click the user and then click the picture. 0S X
displays a list of the available images. If you see
one you like, click it. If your Mac has a camera
attached and the user is nearby, you can click
Camera and then click Camera (i) to take the
user’s picture.
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Customize the Dock

You can customize various aspects of the Dock by using System Preferences to modify a few Dock
options. For example, you can make the Dock take up less room on the screen by adjusting the
size of the Dock. You can also make the Dock a bit easier to use by turning on the Magnification
feature, which enlarges Dock icons when you position the mouse (k) over them. You can also make
the Dock easier to access and use by moving it to either side of the screen.

Customize the Dock

0 In the Dock, click System
Preferences (@).

@ 1n the System Preferences, click
Dock.

Note: You can also open the Dock
preferences by clicking Apple (),
clicking Dock, and then clicking
Dock Preferences.

The Dock preferences appear.

Click and drag the Size slider to
make the Dock smaller or larger.

O You can also click and drag the
Dock divider: Drag up to increase
the Dock size, and drag down to
decrease the Dock size.

© System Preferences adjusts the
size of the Dock.

Note: If your Dock is already as
wide as the screen, dragging the
Size slider to the right (toward the
Large value) has no effect.
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o= N
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icloud Internet Extensions  Network Bluetaoth Sharing
Accounts

® Y & m ©
A ® @ ¢ & m

Users & Parental App Store Dictation Date & Time Startup Time
Groups Controls & Speech Disk Machine

Size:

Small
Magnification:

Min

Position on sereen: 2 (-]
Left Bottom Right

Minimize windows using: | Genie effect E

Double-click a window's title bar to | zoom

Minimize windows into application icon

Animate opening applications
Automatically hide and show the Dock

Show indicators for apen applications

A

1000 eRE@BOese®an: Ay B



0 Click the Magnification check
box (' changes to ).

e Click and drag the
Magnification slider to set the
magnification level.

© When you position the mouse (k)
over a Dock icon, your Mac
magnifies the icon.

@ 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.

@ Click the Minimize windows
using g and then click the
effect you want your Mac to use
when you minimize a window
by clicking [ Genie effect or
Scale effect.
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Size:

Small Large

&u Magnification: { 0

Min Max

Position on screen: B o
Left Bottom Right

Minimize windows using: = Genie effect B

Double-click a window's title bar to | zoom

Minimize windows into application icon
Animate opening applications

| Automatically hide and show the Dock
Show indieators for open applications

Photos

iamf
]
a2
=)
O
@
"
®
®

g

Size:
small
Magpnification:

Min

ax
Position on screen: @) : @
Left Bottom Right

Minimize windows using: = Genie effect

Double-click a window's title bar to | zoom
Minimize windows into application icon
Animate opening applications
Automatically hide and show the Dock
Show indicators for open applications

Is there an easier method I can use to control some of these preferences?

Yes, you can control these preferences directly from the Dock. To set the Dock size, click and drag the Dock
divider left or right. For the other preferences, right-click (or (£2:7:)-click) the Dock divider. Click Turn
Magnification On to enable the magnification feature; click Turn Magnification Off to disable this
feature. To change the Dock position, click Position on Screen and then click Left, Bottom, or Right. To
set the minimize effect, click Minimize Using and then click either Genie Effect or Scale Effect.
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Add an Icon to the Dock

he icons on the Dock are convenient because you can open them with just a single click. You can
enhance the convenience of the Dock by adding an icon for an application you use frequently.

The icon remains in the Dock even when the application is closed, so you can always open the
application with a single click. You can add an icon to the Dock even if the program is not currently
running.

\ Add an Icon to the Dock

Add an Icon for a Nonrunning
Application

@ click Finder ().
@ Click Applications.

El All My Files

& iCloud Drive
@ AirDrop

[ Desktop
2} paul

7 Applications
[$ Documents

Devices
Remote Disc
BOOTCAMP
) FLASH DRIVE

Shared
3 Paul's iMac
1 EPSON XP-810...
loftpc

2,469 items

Click and drag the application
icon, and then drop it inside
the Dock.
@ Be sure to drop the icon et
anywhere to the left of the & iCloud Drive ‘ b
Dock d'iv'ider. g‘;!::: Microsoft Qutlook p’\:{::r);:ilrl“ Microsoft Word Mission Control

m paul ——1
/A Applications =‘

Eﬁ Doecuments

Photo Booth
Devices

(@) Remote Disc

(2 BooTcamP

[} FLASH DRIVE
Shared

] Paul’s iMac

(] EPSON XP-810..

epson720d1d

= = EEpE W[ ;
! ﬂ _ Iﬂ:};ﬂf! Word
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© 0S X adds the application’s icon
to the Dock. 8 <

Favorites
@ All My Files
& iCloud Drive

@ AirDrop Microsoft Outlook Microsoft Microsoft Word Mission Control
PowerPoint
= Desktop

ﬁj paul i‘ —]
pag Applications = n‘

@ Documents Photo Booth Preview

Devices

(E) Remote Disc .
=) sootcamp \

) FLASH DRIVE
QuickTime Player i Safari Snapz Pro X

Shared
[ Paul's iMac
1 EPSON XP-810...
epson720d1d

Bt 45 se\eclﬁd 20.17 GBzva\Iah\e

'!PA(W mwél BARO eﬂ@@@r’ﬁ?

Add an Icon for a Running
Application
@ Right-click (or (ZIID-click) the

application icon in the Dock.
Q Click Options.
e Click Keep in Dock.

The application’s icon remains
in the Dock even after you close

the program. # (1 Microsoft Excel

Open Recent

Options 2 » +/ Keep in Dock 3
Open at Login
Show in Finder

Show All Windows
Hide
Quit

@i T1IAROBRO®A M |

Can my Mac start the application automatically How do I remove an icon from the Dock?

each time I log in? Drag it off the Dock, or right-click (or (£:572)-click)
Yes. You can configure your application as a login the application’s Dock icon, click Options, and then
item, which is a program or similar item that runs click Remove from Dock. If the application is
automatically after you log in. Right-click (or running, 0S X removes the icon from the Dock when
(¢ )-click) the application’s Dock icon, click you quit the program. You can remove any

Options, and then click Open at Login. application icon except Finder (|&.).
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Hide the Dock

hen you are working in an application, you might find that you need to maximize the amount of

vertical space the application window takes up on-screen. This might come up, for example, when
you are reading or editing a long document or viewing a large photo. In such cases, you can size the
window to maximum height, but 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 & Finder File Edit View Go Window Help — m 3 = W) B @ 351PM Paul Q=

0 Right-click (or (£ )-click) the

Dock divider.

@ Click Turn Hiding On.

Turn Hiding On
Turn Magnification O
Position on Screen  #

Minimize Using >
MOOD " ol AROTRO®A P 1)
o OS X removes the Dock from the ® Finder Flle Edit View Go Window Help S = W) B (5 351PM Paul Q=
desktop.
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=13 Z W) B3 [§ 352PM Paul Q =

Display the Dock Temporarily e

Move the mouse (k) to the bottom
of the screen.

0 OS X temporan'ly d-isplays the ® Finder File Edit View Go Window Help =1E3 % W) B@ (3 353PM Paul Q=
Dock.

Note: To hide the Dock again, move
the mouse (k) away from the bottom
of the screen.

OO0 e REBROSRO®ATH AN

Is there a faster way to hide the Dock? How do I bring the Dock back into view?
Yes. You can quickly hide the Dock by pressing (E 50+ ). | When you no longer need the extra screen
This keyboard shortcut is a toggle, which means that you space for your applications, you can turn off

can also turn off Dock hiding by pressing (). Dock hiding to bring the Dock back into view.
When the Dock is hidden, you can display it temporarily by | Display the Dock, right-click (or (-1 )-click)
pressing (&2 +(] (on some keyboards you must press the Dock divider, and then click Turn

(Fn g Control g1 F3 ) B Hiding Off.
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Add a Widget to the Notification Center

he Notification Center is an 0S X application that you use not only to view your latest notifications,

but also to display widgets. A widget is a mini-application, particularly one designed to perform a
single task, such as displaying the weather, showing stock data, or working with reminders. You can
customize the Notification Center to include any widgets that you find useful or informative. 0S X
comes with several widgets, and there are also many widgets available via the App Store.

Add a Widget to the Notification Center

@ Click Notification Center (:=).

% Finder File Edt View Go Window Help Lo % = W) Ea [@ 4MPM Paul Q =

6

© click Today. : == =
0S X displays the Notification Center )
. . - Monday,
and its current set of widgets. - e August 10t

e Cljck Ed-it' h . TS Sho e e high will be 70°. The

GooG

MOOU " sl BROTROE
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® Finder File EAt View Go Window Help

= W) B3 [ 418PM Paul Q =

0S X displays its collection of
widgets.

Q Click Add ([#]) beside the widget
you want to add.

Today Notifications

B coleuator
@ rinc My Friends
@ sccinl

Monday,
August 10t

App Store

@ 0S X adds the widget to the
Notification Center.

e Click and drag the widget to the
position you prefer.

@ click Done.

0S X updates the Notification
Center.

MOOUTE R ..

@ Finder File Edit View Go Window Help CEg

= W) B3 [E 418PM Paul Q =
Today Notifications

B coleuator

@ rinc My Friends

@ sccinl

Monday,
August 10t

App Store

Can I get more widgets?

Yes, the App Store has a section dedicated to
Notification Center widgets, some of which are
free. To see what is available, follow steps 1 to 3
to open the widgets list for editing and then
click App Store.

How do I remove a widget from the Notification Center?
To remove a widget, follow steps 1 to 3 to open the
widgets list for editing, and then click Remove (&) that
appears to the left of the widget. 0S X removes the
widget and adds it to the Items list, just in case you
want to use it again later. Click Done.
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Extend the Desktop Across Multiple Displays

ou can improve your productivity and efficiency by connecting a second monitor to your Mac.

To work with an extra display, your Mac must have a video output port — such as a Thunderbolt
port or Mini DisplayPort — that matches a corresponding port on the second display. If you do not
have such a port, check with Apple or the display manufacturer to see if an adapter is available that
enables your Mac to connect with the second display. After you connect your Mac to the display, you
can extend the 0S X desktop across both monitors.

0 Connect the second monitor to
your Mac.

9 Open System Preferences.

Note: See the section “Display
System Preferences,” earlier in this
chapter.

e Click Displays.

The Displays preferences appear.

@ Click Arrangement.
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File

General

Desktop &
Screen Saver

System Preferences

Dock Mission Language
Centrol & Region

Security
& Privacy

| O search

@ @

Spotlight  Notifications

& ! o = i ‘k‘
Displays Energy Keyboard Mouse Trackpad Printers & Sound

Saver Scanners

g s I
s @ ) @ 9 @)
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
A . T =
Users & Parental App Stare Dictation Date & Time Startup Time Accessibility

Groups Controls & Speech Disk Machine
®C (4 Built-in Display | C. Search

Resolution: | | Default for display
° Scaled

1440 = 900
1280 = 800
1162 = 720
1024 = 640

Brightness:

Ambient light compensation

Show mirroring options in the menu bar when available

Gather Windows 2
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O This window represents your Mac’s
main display.

© This window represents the second
display.

© This white strip represents the 0S X
menu bar.

Q Click and drag the windows to set
the relative arrangement of the
two displays.

Q To move the menu bar and Dock —
to the second display, click and
drag the menu bar and drop it on
the second display.

® 0 < Built-in Display | Q fsearch
Display EENELGENELIE Color
To rearrange the displays, drag them to the desired position.
To relocate the menu bar, drag it to a different display.
| Mirror Displays
Show mirrering options in the menu bar when available Gather Windows ?
Built-in Display Q, Search
Display Arrangement Color
To rearrange the displays, drag them to the desired position.
To relocate the menu bar, drag it to a different display.
———
I3
| Mirror Displays
Show mirroring options in the menu bar when available Gather Windows ?

Can I use a different desktop background in each
display?

Yes. To set the desktop background on the second
display, open System Preferences and click Desktop
& Screen Saver. On the second display, use the
Secondary Desktop dialog to set the desktop picture
or color, as described in the section “Change the
Desktop Background.”

Can I just use the second display to show my
main 0S X desktop?

Yes. This is called mirroring the main display
because the second display shows exactly what
appears on your Mac’s main monitor, including the
mouse pointer. Follow steps 1 to 4 to display the
Arrangement tab and then click the Mirror Displays
check box (' | changes to ).

261




Customize the Share Menu

he Share menu appears in many 0S X applications, including Finder, Safari, Preview, Maps, and
Notes. You use the Share menu’s extensions to perform actions on the application’s content.
For example, in Safari you can use the Sharing menu to create a bookmark, send the page URL via
email, text message, or AirDrop, or share the page on Twitter, Facebook, or LinkedIn. If you find that
extensions are on the Share menu that you never use, you can reduce clutter on the menu by removing
those items. You can also reorder the menu to put the items you use most often near the top.

Share Menu
DISplay the Share Menu o0 > W i System Preferences Q, Search
Extensions
Fila St =l ol .
@ 1n the Dock, click System - @ B H 2 @
General Desktop & Dock Mission Language Security Spotlight Notifications
Preferences (ﬁ), Screen Saver Cantrol & Region & Privacy
@ 1In the System Preferences, click & N
Extensions. = . e 9
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
» @ LB 0 @
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
2 ® @ ¢ & = © @
Users & Parental App Store Dictation Date & Time Startup Time 1 essibility
Groups Controls & Speech Disk Machine
) E . R -
CEBROTRO®D M
The Extensions preferences appear. ——— I— —
e Cth Share Menu' Use Apple and third-party extensions to customize your Mac.
o OS X dlsplays the eXtenS]onS ’Ellll‘_h.m_na,‘_y S Select extensions for sharing with others:
available for the Share menu. PP
e &0 Add to Reading List
Share Menu b ‘J Mail
Add to Reading List and 12 mare..
Add to Reading n mar = @A‘mep
Today
World Clock, Calendar, and 2 more... O Twitter
ﬁ Facebook 0
(D) vLinkedin
Vimeo
®® Flickr
& Add to Photos
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Remove a Share Menu Extension

0 To temporarily remove an extension
from the Share menu, click its check
box (B4 changes to ).

The next time you open the Share
menu, you will no longer see the
extension.

Note: 0S X moves the disabled extension
to the bottom of the list. To enable the
extension later on, scroll to the bottom of
the list and click the extension’s check box
(| changes to ).

Use Apple and third-party extensions to custamize your Mac.

Q Search

<

Extensions

All

All third-party extensions Select extensions for sharing with others:

Actions

Markup 0 Add to Reading List

v B Mai

v (@) AirDrop

u Twitter

n Facebook
& m Vimeo

@D uinkedin

®® Flickr

Share Menu
Add to Reading List and 12 more...

Today
World Clock, Calendar, and 2 more...

& Add to Photos

Move a Share Menu Extension

0 Position the mouse (k) over the name
of the icon of the extension you want
to move (k changes to &).

0 Click and drag the extension up or
down to the new menu position and
then release the extension.

The next time you open the Share
menu, you will see the extension in
its new position.

< Q, Search

Extensions

Use Apple and third-party extensions to customize your Mac.

All

All third-party extensions Select extensions for sharing with others:

Actions

Markup ¢ Add to Reading List

7 W Mai

v @ AirDrop

a Twitter

ﬁ‘Fa.c:boo‘E r@q’
(@D uinkeain

®® Flickr

& Addto Phoms{

. Add to Aperture

Share Menu
Add to Reading List and 11 more...

Today

World Clock, Calendar, and 2 more...

TIPS

Is there a quicker method I can use to
customize the Share menu?

Yes, if you are working in an application that
includes the Share menu. If so, click Share ()
and then click More. 0S X automatically runs
System Preferences, opens the Extensions
preferences, and selects the Share Menu item.

What is the difference between the Share menu and a
share sheet?

The Share menu is a list of 0S X extensions that let share
your data. When you select some Share menu items, such
as Facebook or Twitter (see Chapter 9), 0S X display a
share sheet, which enables you to add extras such as text
and location before you share the data.
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CHAPTER 13

Maintaining
0S X

To keep 0S X running smoothly, maintain top performance, and reduce
the risk of computer problems, you need to perform some routine
maintenance chores. This chapter shows you how to empty the Trash,
delete unnecessary files, uninstall applications, back up and restore
your files, recondition your notebook battery, and more.

Favorites

E Anmy Files

& iCloud Drive
@) Airdrop =1 == '

[ Desktop Division_lll_Budget.  Excel Formulas.xIsx Forecast.xls 9/1/16, 7:61 AM

xls

72} paul
#%; Applications [’ [
B Documents -y

Devices Investments.xls Loan Loans.xls

[ MacBook Air Worksheets.xls

v

-
x 1 of 19 selected, 418.9 GB available

Restare
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Check Hard Drive FreeSpace . . . . . . . . . ¢« ¢ . .. 268
Uninstall Unused Applications . . . . . .. ... ... 270
Force a Stuck ApplicationtoClose . . . . . . ... .. ryy:
Configure Time Machine Backups . . . . . . . ... .. 274
Restore an Earlier VersionofaFile . . . . . . . . . .. 276
Restore Files Using Time Machine. . . . . . . . . . .. 278
Recondition Your Mac Notebook Battery. . . . . . . .. 280

Restart Your Mac. . . . &« ¢ ¢« ¢ ¢ ¢ ¢ v ¢ ¢ e o o o o o 282



Empty the Trash

You can free up disk space on your Mac by periodically emptying the Trash. When you delete a file
or folder, 0S X does not immediately remove the file from your Mac’s hard drive. Instead, 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

o cljck the desktop‘ D BLUET) File Edit View Go Window Help L § 4D = o) B EZ‘ASPM Paul =

About Finder

. . Preferences...
Q Click Finder from the menu. -

#.  Services >

e Click Empty Trash. T

Hide Others U s€H
4 Show All

@ You can also right-click Trash
(7) and then click Empty
Trash.

Note: Another way to select the
Empty Trash command is to press

Shift 23 3¢ f Delete |

MOOD T aBAROTRO®D M

0S X asks you to confirm the
deletion.
o Click Empty Trash. Are you sure you want to permanently erase
the items in the Trash?
0S X empties the Trash -y You can’t undo this action.
(7 changes to ). J

Cancel Empty Trash 4 ‘
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ou can make your 0S X desktop easier to scan and navigate by organizing the icons. The 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 harder it is to find the icon you want. You can fix this by organizing the icons.

| Organize Your Desktop |

it L Go Window Help Lo § 40 &= o) B [ 301PM Paul Q i=
-

0 Click the desktop.

I
© Click View. | . :
EEE  Clean Up
v Clean Up By
€ Click Clean Up By. ] : B W Seeodted s
o . e an P P%1 1 Date Created
R P Hide Path Bar XHP Size T
O Click Name. e | 0
) . SR Bt Hide Preview GHP
You can also right-click the R

Show View Options  58J

desktop, click Clean Up By,
and then click Name, or S—

press (T, | "

All About Gypsy
w g the Dog.ppix -
THE MOTH &

Microsoft Word B s

01Martha !
Manning...xed.mp3

Enter Full Screen  ~3F

ODBC_Manager.d

MOOUN " alBlR0TRO®A™x A

QYOL“' Mac organ‘izes the -icons @ Finder File Edit View Go Window Help [ 3 90 & W) Ea [X 3:02PM Paul (} =

alphabetically and arranges
them in columns from right
to left.

ODBC_Managerd  Claws of the
mg Rake.mpd

Snapz Pro X Gypsy on the
Run.jpg

AOOU " alEIRO0OTROO®A™x AP
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Check Hard Drive Free Space

To ensure that your Mac’s hard drive does not become full, you should periodically check how
much free space it has left. If you run out of room on your Mac’s hard drive, you will not be able
to install more applications or create more documents, and your Mac’s performance will suffer. To
ensure your free space does not become too low — say, less than about 50GB — you can check how
much free space your hard drive has left.

You should check your Mac’s hard drive free space about once a month.

Check Hard Drive Free Space

Check Free Space Using
Finder

@ Click Finder (K).

© Click Desktop.

Note: You can also click any folder
on your Mac’s hard drive.

€@ 1n the status bar, read the
available value, which tells
you the amount of free space
left on the hard drive.

If you do not see the status

bar, press (+{0. 1

Display Free Space on the
Desktop

@ Display your Mac’s HD (hard
drive) icon on the desktop, as
described in the first Tip.

9 Click the desktop.
€@ Click View.
0 Click Show View Options.

Note: You can also run the
Show View Options command by

pressing C+0.
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[E Desktop
s = BEEER R E S

Q Search

fit B Go Window Help

Favorites Shared Folder
& All My Files
& icloud Drive
@ AirDrop
[= Desktop

ﬁ Applications
|3 Documents

Devices
Shared

Tags

0items, 21.37 GB available

MOPL T aBBROTHO O

e

Lo f 40 = %) B2 [@ 308PM Paul Q

as Cover Flow
Macintosh HD
Clean Up

Clean Up By
Sort By

Hide Tab Bar
Hide Path Bar
Hide Status Bar
Hide Sidebar
Hide Preview

Toolbar
Customize Toolbar...

Show View Options 4

Enter Full Screen  ~3F
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The Desktop dialog appears.
Click the Show item info check
box (' changes to ).

@ Your Mac displays the amount of
free hard drive space under the
Macintosh HD icon.

L 3 <) = o) B2 3:08 PM  Paul

Desktop

lcon size: 64 =64

S W
Grid spacing:

Text size: | 12 a

Label position:
© Bottom () Right

Show item info
Show icon preview

Sort by: MNone a

Macintosh HD
100 GB, 2...7 GB free

@ Drag the Icon size slider until
you can read all the icon text.

@ I you still cannot read all the
text, click the Text size [g and
then click a larger size.

© click Close (@).

lcon size: 96 x 96

Grid spacing:

ﬁ W

Text size: LW

Label position:

© Bottom () Right

Show item info
Show icon preview

Sort by: MNone a

Macintosh HD
100 GB, 21.37 GE free

on the desktop. How do I display it?

bar, and then click Preferences. Click the
General tab, click the Hard disks check
box (| | changes to ), and then click

Close ().

My Mac’s hard drive icon does not appear

Click the desktop, click Finder in the menu

What should I do if my Mac’s hard drive space is

getting low?

First, empty the Trash, as described earlier in this chapter.
Next, uninstall applications you no longer use, as described
in the next section. If you have large documents you no
longer need, either move them to an external hard drive or
flash drive, or delete them and then empty the Trash.
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Uninstall Unused Applications

f you have an application that you no longer use, you can free up some disk space and reduce

clutter in the Applications folder by uninstalling that application. When you install an application,
the program stores its files on your Mac’s hard drive, and although most programs are quite small,
many require hundreds of megabytes of space. Uninstalling applications you do not need frees up the
disk space they use and removes their icons or folders from the Applications folder. In most cases,
you must be logged on to 0S X with an administrator account to uninstall applications.

@ click Finder (&)
0 Click Applications.

Click and drag the application
or its folder and drop it on
Trash ().
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Q Search
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@ AirDrop
= Desktop

&} paul

M Applications
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Tags
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003.JPG

002.JPG

[#% Applications
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0

- X%

Q, Search

| a
@
Microsoft
PowerPoint
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Notes
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KTime Player Reminders

1 of 45 selected, 21.37 GB available

Microsoft Word
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=
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0S X prompts you for an
adm1n1strator password. Fa Finder wants to make changes. Type your
password to allow this.
e Type the password. u;
e Click OK Username: = _
Password: I--.-......... g I
Cancel m-P
@ 0S X uninstalls the eoe 7 Applications
apph'cat.ion Rlaladl SE = MofiE~f O f 9 | o ﬂ Q Search
Favorites e
E) All My Files ﬂi @ E \
¢ iCloud Drive =
@ AirDrop Microsoft Outlook Microsoft Word Mission Cantral Notes
= Desktop 6
@ pau i'ﬂﬂ . ,-—-ma .
B Documents Phote Booth PI;\-OI-.OS Preview QuickTime Player
Devices
e s = 2 e
B @ & =
Reminders Safari Snapz Pro X Stickies
44 items, 21.37 GB:viilahll - — —
Is there another way to uninstall an application? s Snapz ProX
Yes, in some cases. A few Mac applications come = =L@y & | 9 O | B~
with a separate program for uninstalling the & Photos @ Ambrosia's web site.webloc
l. . . =3 Preview % Audio captur..ap Studio.pdf
application: @ CQuickTime Player E extras 4
i) Reminders w Snapz Pro X
o Follow steps 1 and 2. @ safari = Snapz Pro X 2 Manual.pdf
. . ep . &>£ Snapz Pro X » = Snapz Pro X 2.1 Manual.pdf
e Open the application’s folder, if it has one. = Stickies . Snapz Pro X notes.txt
@ system Preferences 2 Snapz Pro X Uninstaller
Note: Some programs store their uninstallers in | TextEdit
Utilities, which is a subfolder of Applications.
e Double-click the Uninstall (or Uninstaller) icon and then follow the instructions on-screen.
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Force a Stuck Application to Close

hen you are working with an application, you may find that it becomes unresponsive and you

cannot interact with the application or even quit the application normally. In that case, you
can use an 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 that
application’s open documents. Therefore, you should make sure the application really is stuck before
forcing it to quit. See the second Tip for more information.

Force a Stuck Application to Close

@ click Apple (g§).

© click Force Quit.
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¥ Terminal Shell Edit View Window Help

About This Mac

System Preferences...
App Store...

Recent ltems
Force Quit...

Sleep
Restart...
Shut Down...
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The Force Quit Applications window o @ Force Quit Applications
appears.
If an app doesn‘t respond for a while, select its
e Click the application you want to shut name and click Force Quit.
dOWI’l. @ App Store
© Photos (not responding)
e Click Force QUit @ System Preferences
& Finder

You can cpen this windew by pressing
Command-Option-Escape.
Your Mac asks you to confirm that you

want to force the application to quit. ' Force Quit Applications

© click Force Quit.

Do you want to force “"Photos” to quit?
Your Mac shuts down the application. r &: You will lose any unsaved changes.

G Click Close (@) to close the Force

. .. . Cancel Force Quit
Quit Applications window.

You can open this window by pressing
Command-Option-Escape.

Force Quit

Are there easier ways to run the Force Quit | If an application is not responding, does that always
command? mean the application is stuck?

Yes. From the keyboard, you can run the Force | Not necessarily. Some operations — such as recalculating a
Quit command by pressing (T 0HEHETD. If | large spreadsheet or rendering a 3-D image — can take a

the application has a Dock icon, press and few minutes, and the application can appear stuck. Low
hold (E- 0+, click the application’s memory can also cause an application to seem stuck. In this
Dock icon, and then click Force Quit. case, try shutting down applications to free some memory.
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Configure Time Machine Backups

ne of the most crucial 0S X maintenance chores is to configure your system to make reqular

backups of your files. Macs are reliable machines, but they can crash and all hard drives
eventually die, so at some point your data will be at risk. To avoid losing that data forever, you
need to configure Time Machine to perform reqular backups.

To use Time Machine, your Mac requires a second hard drive. This can be a second internal drive on a
Mac mini, but on most Macs the easiest course is to connect an external hard drive.

Configure Time Machine Backups

@ Connect an external USB, T oD | ——
Thunderbolt, or FireWire hard 7 )
drive to your Mac. D B O g @ g
General Desktop & Dock Mission Language Security Spotlight  Motifications
If OS X asks 'if you want to use Screen Saver Control & Region & Privacy
the hard drive as your backup
disk, click Use as Backup Disk H - Q
and then Skip the rest of these Displays Esnairg:r Keyboard Mouse Trackpad Zrc\g:]er:zg Sound
steps.
0 Click System Preferences (@®). a @ ™ @ 6
iCloud Internet  Extensions  Network  Bluetooth Sharing
Accounts
The System Preferences appear.
€ Click Time Machine. 2N ® © v % o o€
Users & Parental App Store Dictation Date & Time Sty Time Accessibility
Groups Controls & Speech D Machine

The Time Machine preferences R
appear.

O Click Select Backup Disk.

0 I Select Backup Disk...
Time Machine CoITTrTR 4

OFF CE ON Time Machine keeps:
» Hourly backups for the past 24 hours
+ Daily backups for the past month
= Weekly backups for all previous months

The oldest backups are deleted when your disk becomes full.

Show Time Machine in menu bar Options... :’
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Time Machine displays a list of °
available backup devices.

e Click the external hard drive.
@ Click Use Disk.

Time Machine

Available Disks

| BOOTCAMP
9.36 GB

B External HD

= 499.66 GB
|| FLASH DRIVE
.[g; 21.17 GB

Other AirPort Time Capsule
Set up an AirPort Time Capsule that is not listed here

el Caivtil M
eSS Il

OFF

Show Time Machine in menu bar Options... :"
() Time Machine enables backups R e
and prepares to run the first
backup automatically in
2 minutes. F A External HD
| @ | 500 GB of 500 GB available
0 cljck Close (.). ; Oldest backup: None

Latest backup: Mone

Select Disk... Next backup: 117 secnnds...o
Time Machine

OFF !:] ON Time Machine keeps:
« Hourly backups for the past 24 hours
= Daily backups for the past month

= Weekly backups for all previous months

The oldest backups are deleted when your disk becomes full.

Show Time Machine in menu bar Options... ?

How do Time Machine backups work?
Time Machine backups are handled automatically as follows:

e The initial backup occurs 2 minutes after you configure Time Machine for the first time. This backup
includes your entire Mac.

e Another backup runs every hour. These hourly backups include files and folders you have changed or
created since the most recent hourly backup.

¢ Time Machine runs a daily backup that includes only those files and folders that you have changed or
created since the most recent daily backup.

¢ Time Machine runs a weekly backup that includes only those files and folders that you have changed or
created since the most recent weekly backup.
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Restore an Earlier Version of a File

f you improperly edit or accidentally overwrite a file, some apps enable you to revert to an earlier

version of the file. Why would you want to revert to an earlier version of a file? One reason is that
you might improperly edit the file by deleting or changing important data. In some cases, you may
be able to restore that data by going back to a previous version of the file. Similarly, if you overwrite
the file with a different file, you can fix the problem by restoring an earlier version of the file.

Restore an Earlier Version of a File ‘

0 Open the file you want to restore.

© click File.

e Click Revert To.

Note: If you do not see the Revert To
command, it means the application does
not support this feature.

@ To restore the most recently saved
version, click Last Saved.

© To restore the most recently opened
version, click Last Opened.

@ Click Browse All Versions.
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If you've been working so hard lately that you feel as though you're practically living
in your cubicle, that's at least a linguistically appropriate feeling, That's because the
word cubicle comes from the Latin term gubiculum, which roughly translates as
"bedroom.” That was how cubicle was used in English until around the 16th century.
About 300 years later, cubicles resurfaced as small sleeping areas that were
separated using wooden partitions that didn't quite reach the ceiling.

The office cubicle as we know it today
was the brainchild of a fellow name
Harold Probst, who worked for the

were arranged bullpen-style, with desks
out in the open in regimented rows, the
workers arranged like so many galley
design, including what he memorably
called the "idiot salutation problem": the
constant interruptions caused by every
Tom, Dick, and Harriet saying "Hello" to
you as they walked by.

His solution was to use panels and tall storage units to give each worker their own
private area, and thus the modern cubicle was born. (Later, someene asked Probst if
L
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Export To
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design, including what he memorably
called the "idiot salutation problem": the
constant interruptions caused by every
Tom, Dick, and Harriet saying "Hello" to
you as they walked by.

His solution was to use panels and tall storage units to give each worker their own

he thought of himself as the "Father of the Cubicle." He answered, "My God, that's
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The restore interface appears.

@ This window represents the
current version of the file.

() Each of these windows represents
an earlier version of the file.

@ This area tells you when the
displayed version of the file was
saved.

@ You can use this timeline to currenocument | Done
navigate the earlier versions.

Q Navigate to the date that
contains the version of the file
you want to restore.

Note: See the first Tip to learn how
to navigate the Time Machine
backups.

G Click Restore.

0S X reverts the file to the earlier
version.

Current Document Done

How do I navigate the previous versions? | Can I restore a previous version without overwriting the
There are two methods you can use: current version of the file?
e Use the timeline on the right side of Yes, you can restore a copy of the file. This is useful if the

the window to click a specific version. | current version has data you want to preserve, or if you want to
compare the two versions. Follow steps 1 to 5 to navigate to the
version you want to restore. Press and hold (£/21"1), and then
click Restore a Copy.

e (lick the title bars of the version
windows.
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Restore Files Using Time Machine

f you have configured OS 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. Similarly, if the
program or OS X crashes, a file may become corrupted.

Because Time Machine makes hourly, daily, and weekly backups, it stores older copies of your data. You
can use these backups to restore any file that you accidentally delete or that has become corrupted.

Restore Files Using Time Machine ‘

@ Click Finder (&)

Q Open the folder you want to
restore, or the folder that
contains the file you want to
restore.

Note: If you have repaired or replaced
your original hard drive, you can
restore the entire drive by pressing

ELTHEHE and then double-clicking
the drive (usually Macintosh HD).

€@ Click Spotlight ().
@ Type time machine.
e Double-click Time Machine.

The Time Machine interface
appears.

@ Each window represents a
backed-up version of the folder.

() 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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® Finder File Edit View Go Window Help
eo e ] wmkshaln@
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L0 3 9 F o) 0% @ 1021AM Paul Q =

Q, Search

averites Shared Folder

-
E All My Files

4 Time Machine
Sharad wies vioeos

Tags

& iCloud Drive [E= =n
s =
@ airdrop {ra s LR
= e Q time machine4
m = | ropmme
# Applications =
[ Documents s *
icos Division_JILBudget, | VIkpEDIA
s
Remote Disc
@ ITUNES STORE.
[®] External HD

Introducing Cloud Computing.docx ..
@ introducing Cloud Computing docx ..

<13

{5 Windows Vista Troubleshooting.docx

& All My Files
& iCloud Drive
@) Airbrop

[ Desktop
1} paul

7 Applications
3 Documents

Investments.xls Loan

Worksheets.xls

s xLs

Mortgage Office Space

Devices Calculation xis
[Z1 MacBook Air ==i .
2 2 TE

1 of 19 selected, 10.29 GB available

Cancel

Calculation.xls

tompm

XS =
Loans.xis

Today (Now) B

PivotTables xs



G Navigate to the date that
contains the backed-up
version of the folder or file.

Note: See the Tip to learn how
to navigate the Time Machine

CHAPTER

Maintaining 0S X 1

September ——

[ Worksheets
[ Worksheets

Ei o ol %:

backups.

0 If you are restoring a file,
click the file.

e Click Restore.

Favorites

BONUS.Xi

& Al My Files
< iCloud Drive

@ Airdrop
[ Desktop
&} paul

73 Applications
B Documents

Devices

[ MacBook Air

-~ =

x

Division_lll_Budget.
xis

L el
i T e

Investments.xs

Excel Formulas.xlsx

Loan
Worksheets.xls

1 0f 19 selected, 418.9 GB available

Cancel Restore

If another version of
the folder or file already

3

< Bl = [CIL|E| 288 () J © || %~
exists, Time Machine asks
. . i )
if you want to keep it or Faé”“’s iy e
. All My Files e location to which you're restoring “Investments.xls”
replace 1t. Y _" already contains an item with the same name. Do you want to
¢7 iCloud Drive — &L replace it with the one you're restoring?
© Click Replace. @ AirDrop Keep Original | _ KeepBoth | | Replace -
Time Machine restores the = Desktop
folder or file. £ paul
;F\- Applications ol Loan Paym Loanpam
[ Documents |F s i _se= _ XS
Devices Investments.xls Loan Loans.xls

Worksheets.xls

Remote Disc

1 of 19 selected, 20.99 GB available

How do I navigate the backups in the Time Machine interface?
Here are the most useful techniques:

Click the top arrow to jump to the earliest version; click the bottom arrow to return to the most recent
version.

Press and hold () and click the arrows to navigate through the backups one version at a time.
Use the timeline to click a specific version.
Click the version windows.
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Recondition Your Mac Notebook Battery

o get the most performance out of your Mac notebook’s battery, you need to recondition the

battery by cycling it. Cycling a battery means letting it completely discharge and then fully
recharging it again. Most Mac notebook batteries slowly lose their charging capacity over time. For
example, if you can use your Mac notebook on batteries for 4 hours today, later on you will only
be able to run the computer for 3 hours on a full charge. You cannot stop this process, but you can
delay it significantly by cycling the battery once a month or so.

Recondition Your Mac Notebook Battery

Display the Battery Status
Percentage Battery Is Charged

Power Source: Power Adapter
@ Click Battery Status (e2).
@ Click Show Percentage.

Your Mac shows the percentage
of available battery power
remaining.

No Apps Using Significant Energy

Cycle the Battery

@ Disconnect your Mac
notebook’s power cord.

@ The Battery Status icon
changes from ea to ==.
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o Operate your Mac notebook 0 2 9 T W) 90%m) 515PM Paul Q
normally by running
applications, working with
documents, and so on.

o As you work, keep your eye on
the battery status percentage.

When the battery status 0 ¥ U = o) 5%0 ) [@ 7:14AM Paul
reaches 8% the meter turns red,

and when the status reaches 5%, Low Battery

OS X warns you that the System bg Your Mac will sleep soon unless

plugged into a power outlet.

will soon go into sleep mode. —
@ click Close.
e Reattach the power cord.

Your Mac restarts and the [ % O = o) 100%Ea 9:54 AM Paul
Battery Status icon changes

from = to 2.

@ Leave your Mac plugged in at
least until the battery status
shows 100%.

I do not see the battery status in my menu bar. How do I display it?
Click System Preferences (@) in the Dock to open System Preferences, and then click Energy Saver. In
the Energy Saver window, click the Show battery status in menu bar check box (| | changes to ). Click

Close ().
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Restart Your Mac

f an application is behaving erratically or if a device attached to your Mac stops working, it often
helps to restart your Mac. By rebooting the computer, you reload the entire system, which is often
enough to solve many computer problems.

For a device that gets power from the Mac, such as some external hard drives, restarting your Mac
might not resolve the problem because the device remains powered up the whole time. You can
power cycle — shut down and then restart — such devices as a group by power cycling your Mac.

Restart Your Mac

Restart Your Mac
@ click Apple (g).
e Click Restart.

| IO Finder File Edit View Go Window Help

Bystem Preferences...
App Store...

> |
8D B

Recent Items

Force Quit...

Restart...
Shut Down...

Log Out Paul...

Your Mac asks you to confirm.
e Click Restart. Are you sure you want to restart your
. . com er now?
Note: To bypass the confirmation 2 :m e e wi e
. you do nothing, the computer will restart automat
dialog, press and hold (750 when in 59 seconds.
you click the Restart command. | Reopen windows when logging back in

Cancel m
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Power Cycle Your Mac

@ click Apple (g§).

© Click Shut Down.
Recent Items

Force Quit...

Sleep
Restart...

Shut Down...

' LogOutPaul..

Your Mac asks you to confirm.

Note: To bypass the confirmation

dialog, press and hold (£271)
when you click Shut Down.

€ Click Shut Down.

Wait for 30 seconds to give all
devices time to spin down.

o Turn your Mac back on.

| BCH Terminal Shell Edit View Window Help

Are you sure you want to shut down your
computer now?

If you do nothing, the computer will shut down
ically in 59 d:

|| Reopen windows when logging back in

(such as USB devices) are properly inserted.

stop spinning, and then turning it back on again.
® C(lose all running programs.

click Log Out — and then log back in again.

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

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

® Log out of your Mac — click Apple (g); click Log Out User, where User is your Mac username; and then
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Working with
1ICloud

You can get a free iCloud account, which is an online service that lets you
automatically synchronize data between iCloud and your Mac (as well as
your iPhone, iPad, or iPod touch). You can also use iCloud to generate
website passwords, store documents online, and locate a lost Mac.

§ sSafari File Edit View History Bookmarks Window Help

& Apple Inc

iCloud

Thursday

= bd e

Contacts Calendar Photos iCloud Drive

Reminders Keynote Find My iPhone Settings
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Create an Apple ID

'I'o use iCloud, you need to create a free Apple ID, which you use to sign in to iCloud on the web
and to synchronize your Mac and other devices. An Apple ID is an email address. You can use an
existing email address for your Apple ID. When you use an existing email address, you are required to
verify via email that the address is legitimate. Once you have created an Apple ID, you can use it to
sign in to iCloud on the web, on your Mac, and on your devices, such as your iPhone or iPad.

Create an Apple ID |

o Click System Preferences (ﬁ). L] <> ) oEE System Preferences Q, Search
The System Preferences appear. IEL‘ ‘ ™ 0 ﬂ' @ @
On, -
3 3 General Desktop & Dock Mission Language Security Spotlight  Notifications
o Cth ]CIOUd‘ Screen Saver Control & Region & Privacy
/ ] N
J |— |
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
> 0 o @ 0 =
iCloud Internet Extensions Network Bluetaoth Sharing
Accounts
e =
8 b —
21 ® @ ¥ & B 9 _©
Users & Parental App Store Dictation Date & Time Startup Time 1 essibility
Groups Controls & Speech Disk Machine

EERTRTOO®AME

The iCloud preferences appear. T
€@ Click Create Apple ID.

iCloud Cl Search

iCloud lets you access your music, photos, contacts, calendars, and

more on your devices, automatically.
L . Learn more about iCloud.

Sign in with your Apple ID:

.
I CIO U d Create Apple ID.,.Q Forgot Apple ID or password?
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The Create an Apple ID dialog
appears.

@ Click the Location [ to choose
your country.

e Click the three Birthday pop-up
menus to choose your month, day,
and year of birth.

G Click Continue.

Create an Apple ID

Location: | United States M
&Binhday: March Bl s 1989

Your birthday is used to determine which
services to set up on this Mac.
Not all iCloud services are available in all

areas.

© Type your name.

Q Type the email address you want
to use.

Q Type the password (twice).
(@ Click Continue.

Create an Apple ID

Name: Paul

McFedriesﬂ

Email Address: tyvelcapitan@mcfedries.com @

Pasgwmd; SRR EBERERERE S
cesssrennanad g
Your Apple ID password must be at least 8

characters and include a number, an
uppercase letter and a lowercase letter.

Email updates: [ Keep me up to date with Apple news,
software updates, and the latest
information on products & services.

TIP

iCloud does not accept my password. Why?

password.

Apple has fairly stringent requirements when it comes to the passwords used for iCloud accounts. First, the
entire password must be at least eight characters long. Anything less and Apple rejects it. Also, the
password must include at least one character from each of the following three sets: lowercase letters,
uppercase letters, and numbers. If you do not use at least one character from all those sets, Apple will
reject your password. Finally, spaces are not allowed, so make sure you are not including any spaces in your

continued B>
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Create an Apple ID (continued)

[though there is nothing to stop you from using any email address as your Apple ID, you really

should use an address that belongs to you. Also, you need to be able to retrieve and read messages
that are sent to that address, because this is part of the verification process. That is, once you give
Apple your details and agree to the terms of service, Apple will send a verification message to the
email address you provided. Before you can use your iCloud account, you must click a verification link

in that message.

Create an Apple ID (continued)

For each security question, click
to select a question and then type
an answer.

® Click Continue.

) Click Agree.

288

Create an Apple ID

Security questions: | What is your dream job? B@

Apple

What was the name of your first manager? 0

Steve

What is the name of the street where you gre\ Q

Woz|

Create an Apple ID

iCloud Terms and Conditions

Welcome to iCloud

THIS LEGAL AGREEMENT BETWEEN YOU AND APPLE GOVERNS YOUR
USE OF THE iCLOUD PRODUCT, SOFTWARE, SERVICES, AND WEBSITES
(COLLECTIVELY REFERRED TO AS THE "SERVICE"). IT IS IMPORTANT
THAT YOU READ AND UNDERSTAND THE FOLLOWING TERMS. BY
CLICKING "AGREE," YOU ARE AGREEING THAT THESE TERMS WILL APPLY
IF YOU CHOOSE TO ACCESS OR USE THE SERVICE.

Apple is the provider of the Service, which permits you to utilize certain
Internet services, including storing your personal content (such as
contacts, calendars, photos, notes, reminders, documents, app data, and
iCloud email) and making it accessible on your compatible devices and
computers, and certain location based services, only under the terms and
conditiens set forth in this Agreement. As soon as you enable iCloud, your
content will be automatically sent to and stored by Apple, so you can later
access that content or have centent wirelessly pushed to your other

iCloud-enabled devices or computers.
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Apple sends an email message B o 4w Y m s 7
to the address you typed in R e | Rh A foed fen Rm bR e
8 (=0 [ ] Verify your Apple ID. Message 2 of 2
step 8. /o @ Fom  Appe £*
&) sem To tyvelcapitan@mcfedries.com L*
. = Reply-To  appleid_gben@email.apple.com L*
@ In your email program, open ‘T = Due  Today 1504

the message from Apple.

Dear Paul McFedries,

You recently selected tyvelcapitan@mcfedries.com as your new Apple ID. To
verify this email address belongs to you, click the link below and then sign in
H using your Apple ID and password.

Verify now >

Why you received this email.

Apple requests verification whenever an email address is selected as an Apple ID.
Your Apple ID cannot be used until you verify it.

If you didn't make this change or if you believe an unauthorized person is
attempting to access your account, you can reset your password by geing to My
Apple ID .

Sincerely,

@ Click Verify now.
Apple prompts you to sign in to

iPhone E) iPad iPod iTunes Support

. ! My Apple ID
verify your email address.
. Verify your email address. Sign in to verify your email address.
@ Type your Appl‘e ID (that ]S’ the Please verify the email address To verify the email address tyvelcapitan@mcfedries.com, please
ema.il address from Step 8) . associated with your Apple ID. sign in with your Apple ID and password.

Q -I-ype your paSSWOrd. (Wnlcapmn@mcfedms.cam@

Forgat your Apple 1D?

@ Click Verify Address. | e B 17) =

Forgot your password?

Apple verifies your address and
then 0S X sets up your iCloud verity Address 18
account on your Mac.

Why do I not see any iCloud data on my Mac?

At this point, you have verified your address and 0S X has set up your new iCloud account on your Mac.
However, 0S X does not synchronize any iCloud data automatically. Instead, you need to sign in to iCloud
on your Mac and then choose which services you want to synchronize between your Mac and iCloud. See
the section “Set Up iCloud Synchronization,” later in this chapter, for details.
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Sign In to iCloud Online

[though you can access most iCloud features using your Mac, you can also sign in online using

a web browser, which is useful if you need to access iCloud data when using someone else’s Mac
or Windows PC. Most modern browsers work well with iCloud, but Apple recommends that you use at
least Safari 8, Firefox 22, Internet Explorer 10, or Chrome 28.

To sign in to iCloud using a Mac, you must be using at least 0S X Lion 10.7.5, although Apple
recommends 0S X Yosemite (10.10.3) or later. To access iCloud using a Windows PC, the PC must be
running Windows 7 or later.

Sign In to iCloud Online

o In your web browser, type ® sSafari File Edit View History Bookmarks Window Help D % 2D = 1) 9%
www.icloud.com. ses <> m (% www.icmuumrdaﬂ ]

o Press (GE110)-

~ Wagp Sey

hittps:/fwww.icloud.com/...

Word Spy

Google

Google iCloud Wikipedia

The iCloud Login page appears.

e Type your Apple ID in the Apple
ID text box.

o Type the password for your
Apple ID in the Password text . . .
box. Sign in to iCloud

tyvelcapitan@mcfedries.com 0

esssssseseeee 0 L @

B Keep me signed in

Forgot Apple 1D or Password?
Don't have an Apple ID? Create yours now.
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O If you want iCloud to sign you
in automatically in the future,
click the Keep me signed in
check box (| changes to ).

© click Sign In (3).
Sign in to iCloud

tyvelcapitan@mcfedries.com

sssesssessees @

A % Keep me signed in

E it le ID or Password?

Don't have an Apple ID7 Create yours now.

The first time you sign in,
iCloud prompts you to configure
some settings.

Click Add Photo, drop a photo
on the dialog that appears, and Add Photo i3
then click Done.

Click Start Using iCloud. :
(7] g Paul McFedries

Language English ©

Time Zone Eastern Time @

Start Using iCloud > 7

Can I sign in from my Mac? How do I sign out from iCloud?

Yes. Click System Preferences (@) in the Dock (or When you are done working with your iCloud account,
click g§ and then click System Preferences) and if you prefer not to remain signed in to your account,
then click iCloud. Type your Apple ID and password click your account name in the upper right corner
and then click Sign In. of the iCloud page and then click Sign Out.
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Set Up iCloud Synchronization

You can ensure that your Mac and your iCloud account have the same data by synchronizing

the two. The main items you will want to synchronize are email accounts, contacts, calendars,
reminders, and notes. However, there are many other types of data you may want to synchronize to
iCloud, including Safari bookmarks, photos, and documents. If you have a second Mac, a Windows PC,
or an iPhone, iPad, or iPod touch, you can also synchronize it with the same iCloud account, which
ensures that your Mac and the device use the same data.

0 Click System Preferences (@).

The System Preferences appear.

@ Click iCloud.

The first time you open iCloud,
0S X prompts you to choose which
iCloud services you want to use.

© If you do not want to sync
your data to iCloud, click the
Use iCloud for mail, contacts,
calendars, reminders, notes,
and Safari check box () changes
to! ).

e If you do not want to use iCloud
to locate your Mac, click the
Use Find My Mac check box
(# changes to ).

© Click Next.
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System Preferences Q Search

General

Displays

(2 2

iCloud

n

Users &
Groups

BEBAROTRWO®A

Desktop & Dock
Screen Saver

Energy
Saver

Internet Extensions
Accounts

® @

App Store

Keyboard

Parental
Controls

H U o @

Mission Language Security Spotlight  Notifications
Control & Region & Privacy

- N

Printers & Sound
Scanners

—

Mouse Trackpad

@ 0

Network Bluetooth

-

Sharing

Dictation Date & Time Startup Time 1 cessibility
& Speech Disk Machine

iCloud

Q, Search

iCloud

- %

Use iCloud for mail, contacts, calendars,
reminders, notes, and Safari

‘Your contacts, calendars, reminders, netes, and bookmarks
will be uploaded and stored in iCloud.

Use Find My Mac

Find My Mac allows you to locate this Mac on a map, send it
messages, and remotely lock or erase it.
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If you elected to use Find My

Mac, 0S X asks you to confirm. Allow Find My Mac to use the location of this Mac?
@ Click Allow. 1 - Find My Mac is part of iCloud and helps you locate, lock, or erase

«/. a lost Mac.
? Not Now

The iCloud preferences appear. aae <) = T Q search

Click the check box beside a

type of data you want to sync M iCloud Drive

| ).

(| changes to 2) o @ Prots s

Note: If you do not want to sync a o @
. . i i
type of data, click its check box , == Ml
— . Paul McFedries
( Changes to __f). If 0S X asks if paulmcfedries@mac.com & ‘ Contacts
you want to keep or delete the Account Details
iCloud data that you are no longer o T csoncar
syncing, click Keep or click Delete [ Reminders
from Mac.
Q Safari
Your Mac synchronizes the data -
with your iCloud account. = hoe
You have 25 GB of iCloud storage
Sign Out : 18.37 GE Available Manage...

TIP

What happens if I modify an appointment, contact, bookmark, or other data in iCloud?

The synchronization process works both ways. That is, all the Mac data you selected to synchronize is sent
to your iCloud account. However, the data on your iCloud account is also sent to your Mac. This means that
if you modify, add, or delete data on your iCloud account, those changes are also reflected in your Mac’s
copies.
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Set Up iCloud Keychain

You can make it easier to navigate secure websites by setting up iCloud Keychain. A keychain is
a master list of usernames and passwords that a system stores for easy access by an authorized
user. iCloud Keychain is a special type of keychain that stores website passwords auto-generated by
Safari, as described in the next section, “Generate a Website Password.” This means that you do not
have to remember these passwords because Safari can automatically retrieve them from your iCloud

account.

Set Up iCloud Keychain |

@ Click System Preferences (@). oo

The System Preferences appear.
© click iCloud.

Displays

i 7>7 7 System Preferences o Qﬁear;h
File Com— . o .
s & B
Ons
General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Caontrol & Region & Privacy
_ - \
- o ef I\

Printers &
Scanners

Energy Mouse

Saver

Keyboard Trackpad

&+ 0 L @ 0 ®
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
Ao . L= WJs
Users & Parental App Store Dictation Date &Time  Startup
Groups Controls & Speech Disk

"

Sound

Time
Machine

The iCloud preferences appear.

iCloud

€ Click the Keychain check box
(" | changes to ). ’?\

Note: If OS X prompts you to

create a password to unlock your

screen, see Chapter 11.

Enter your Apple ID password to set up iCloud Keychain.

0S X prompts you for your
Apple ID password.

Set Up Family

O Type your password.

© click ok.

Sign Out

Enter the Apple ID p d for “paulmefedri me
Password: | esssssssssses 0 Forgot?
~ T
Paul McFedries e Safari
paulmcfedries@mac.com —
—
Account Details = Notes

a
& v ﬁ{ Keychain
i @ Back to My Mac
& Q Find My Mac

You have 25 GB of iCloud storage

18.37 GB Available

Manage...
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0S X prompts you to enter an
iCloud security code.

@ Type a six-digit security code.
@ Click Next.

0S X prompts you to confirm the
iCloud security code.

e Repeat steps 6 and 7 to confirm
the security code.

0S X prompts you to enter a
phone number that can receive
SMS (text) messages.

Note: If you have previously set up a
phone number with iCloud, 0S X
sends a verification code to that
number and then prompts you to
enter the code.

Q Type the phone number.
@ Click Done.
0S X activates iCloud Keychain.

CHAPTER
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Create an iCloud Security Code.

Your iCloud Security Code can be used to set up iCloud
Keychain on a new device.

gogon -

Enter a six-digit numeric security code.

Cancel m

oo

Adva_nqed...

Enter a phone number that can receive SMS
messages:

Country:  +1 (Canada) B
Number: | (317) 555-2468] <€) |

This number will be used to verify your identity when using
your iCloud Security Code. This can be your own number, or
the number of someone you trust.

ot | ST

Can I use iCloud Keychain only on my Mac?

No, any Mac or i0S device such as an iPhone or iPad that
uses the same iCloud account has access to the same
keychain, so your saved website passwords also work on
those devices. On the downside, this sets up a possible
security problem should you lose your iPhone or iPad.
Therefore, be sure to configure your device with a passcode
lock to prevent unauthorized access to your iCloud Keychain.

How do I change my security code or
verification phone number?

If you want to use a different security code,
or if the phone number you use for
verification has changed, you should update
these important security features as soon as
possible. Display the iCloud preferences and
then click Options beside Keychain.
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Generate a Website Password

You can make it easier and faster to navigate many websites by using Safari to generate, and
iCloud to store, passwords for those sites that require you to log in. Many websites require you
to set up an account, which means you must log in with a username and password. Good security
practices dictate using a unique and hard-to-guess password for each site, but this requires
memorizing a large number of passwords. To enhance security and ease web navigation, you can use
Safari to automatically generate for each site a unique and secure password stored safely with your
iCloud account.

Generate a Website Password \

Generate a Website Password |
. . @ Create your Google Account
@ Tum on iCloud Keychain. y 2
Note: See the previous section, “Set One account is all you need o
Up 'iCI.OUd KeyChain," tO I.earn hOW A single username and password gets you into everything Google. B MoSedries
to activate iCloud Keychain. Choose your usemams
M e D 2 ) tyvelcapitan @gmail.com
o In Safari, naVigate t0 a Web | prefer to use my current email address
page that requires a new P s svongi: To st o 3
Take it all with, T
rd. Use at least 8 characters. Don't use a v ([ e
passwo d Switch between devices, and pick up S:mfun'::y";:;‘E;:E:a"r;:mi‘;,:"g SAH?VLC-REGE-S*:: pa L
e Click inside the password field. et b o
= Birthday
() Safari displays its suggested e 2| Doy || Yeer
password. et R
O Click the password.
© iCloud enters the password. Create your Google Account
iCloud also enters the password
in 'the confirmation field, if one One account is al you need S
exists. Asingle username and password gets you into everything Google. Paul McFedries
. . . Choose your username
e Fill in the rest of the website MEQ 2) eocaptan ror—
form data aS reqU]red. | prefer to use my current email address
Create a password
Take it all with you
Switch between devices, and pick up wherever you left off. Sonfim yo“r%
= Birthday
Month 3 Day Year 0
Gender
lam... 5
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Using a Generated Website Password

0 In Safari, navigate to a web page that
requires you to log in using a previously
generated password.

Q Click inside the Password box.

e Click Keychain (9v).
0 Click the saved website password.

© Safari fills in the website password.

TIP

CHAPTER
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One account. All of Google.
&Sign in with your Google Account

x

Paul McFedries
tyvelcapitan@gmail.com

M\Password ™ W
O lyvelcapitan@
r From this site -

.. pmcfedries@gmail.com
From calendar.google.com

Suggest New Password...
Other Passwords...

sount

One account. All of Google.

Sign in with your Google Account

x

Paul McFedries
tyvelcapitan@gmail.com

T

Need help?

Sign in with a different account

How do I get access to website passwords on another device?

You must activate iCloud Keychain on the other device and then authorize the other device to use the
keychain. When you activate iCloud Keychain — see the previous section — iCloud gives you two ways to
continue. As a first option, if a device that has previously been authorized to use your iCloud Keychain is
available, click Request Approval. On the other device, click Allow. As a second option, if a device that has
previously been authorized to use your iCloud Keychain is not available, click Use Code, type your six-digit
iCloud security code, click Next, and then enter the verification code that iCloud sends via text message.
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Activate and Configure iCloud Drive

You can use the iCloud Drive feature to store documents online. You can then access those documents
either via the iCloud website or by using any other device — such as an iPhone or iPad — that

is signed in to the same iCloud account. iCloud Drive works with all your Mac apps, so you can store
any document in any iCloud Drive folder. If you have apps that you do not want to access your online
storage, you can configure iCloud Drive to exclude those apps.

o Cth SyStem Preferences (ﬁ)‘ o0 e System Preferences Q, Search
The System Preferences appear. m e @
- =8| a @
. . Ons
o CI.]Ck ]Cloud. General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy
el o= N
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
O~ @0 . @ 0 W
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
1N ® @ & & & @ @
Users & Parental App Store Dictation Date &Time  Startup Time 1 cessibility
Groups Controls & Speech Disk Machine

The iCloud preferences appear. 200 <) = — Q search
Click the iCloud Drive check box
(I changes to ). &‘ ) icloud Drive
-] \&/ Photos Options...
% Mail
Paul McFedries
paulmcfedries@mac.com ‘ Contacts
Account Details
e @ Calendars
Set Up Family —
\.2__] Reminders
o Safari
I'.—d_ Notes
You have 25 GB of iCloud storage.
Sign Out 16.33 GB Available Manage...
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o0 < i iCloud Q, Search

p . iCloud Drive Options... 4

0S X activates iCloud Drive on
your Mac.

@ click Options.

Options...
*® Photos _ Options...

‘J Mail

=]
Paul McFedries
paulmcfedries@mac.com ‘ Contacts

Account Details

Set Up Family

o
; Notes
You have 25 GEB of iCloud storage.

Sign Out 18.33 GB Avallable Manage...

© click the Documents tab. O - iCloud

0S X displays a list of apps M f

that store documents us1 ng Apps that store documents and data in iCloud will appear here. 3

iCloud Drive. _ |
&Automamr —
Click the check box for -
-ﬁ Preview

each app that you do not |
. . Pa
want to access iCloud Drive pauim . QuickTime Player

(#3 changes to | ). .
4&_ J Script Editor
0 Click Done. 3
f TextEdit

© click Close (@).
0S X puts your iCloud Drive

b
/] g/ Photos Agent

,ﬁ GaraaeBand

settings into effect. '

TIP

How do apps store documents using iCloud Drive?

It depends on the app. In some cases, an app is given its own iCloud Drive folder, which is a special
storage area called an application library. Apps that get their own folders on iCloud Drive include TextEdit,
Preview, Pages, Numbers, and Keynote. For all other apps, as well as apps that have their own libraries, you
can store documents either in the main iCloud Drive folder or in a subfolder.
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Save and Open Documents Using iCloud Drive

ow that you have activated iCloud Drive, you can use any 0S X application to save your documents
to iCloud Drive. If a program has its own iCloud Drive application library, you can use that folder
to save your documents. Otherwise, you can save your documents in any iCloud Drive folder.

Once you have documents saved to iCloud Drive, you can use the associated 0S X applications to open
and work with those documents. You can also access iCloud Drive documents directly using Finder.

Save to an Applicat‘ion Library @ Pages File Edit Insert Format Arrange View Share Window Help 3% O & o) 9

e Untitled ~

0 Run the app’s Save command. )| s~ v T f -
View Zoom Insert Table Chart Text Shape Media Comment Share
Note: In most apps, you run the
Save command by clicking File Sa"“sz‘”"""edg I
. . Tags:
and then clicking Save, or by = ‘ M
Where: | %] Pages — iCloud

pressing L+
@ click the Where [ and then cnco | IR

click App — iCloud, where App
is the name of the app, such as
Pages, as shown here.

e Fill in the other file details.
O click Save.

- - - - - - S = W) 9
OS X saves the document to the . Mail File Edit View Mailbox Message Format Window Help 0k 0 F a
, . . . [ON ] Inbox (318 messages, 4 unread)
program’s application library. ) =
. . Sort by Date ¥
Save to Any iCloud Drive ot Spy rzores| - Paul
‘Word Spy - Gray Thursday To: Save As: ‘Technicallyﬁpeak\'ng.epub ‘ e
Folder Word Spy 1jzspa | Teet —_—
‘Word Spy - happiness curve :
@ Run the app’s Save command. Word Spy npzana Where: | [ Downloads
Firstable, meet the lumbersexual
. Paul 1121714
e Click Expand (: ) FW: The POSTMAN App Cancel
Paul McFedries 2114
FW: POSTMAN RESPONSIVE SITE -... b
Word Spy 1j21/14
Word Spy - brocialist
Paul McFedries /20014
Lake District 2014_0228.jpg
' Paul McFedries 11/20/14
Tech Speak for Nov 20
Paul McFedries 1M/20/14
TS3
‘Word Spy /20114

300



CHAPTER

Working with iCloud 14

0S X expands the dialog.

>

Save As: Technica\lySpeak\'ng.epub@ G

e In the Favorites section of the Tags:
sidebar, click iCloud Drive.

< sBo = O icloud Drive ® Q Search
0S X displays the contents of Favorites Narme Date Modified =
your main iCloud Drive folder. SEESEE e
[ Desktop >[5 Keynote Today, 2:36 PM
Double-click the folder you @ paul > B8 Tontdr Todey 20 A
A Applicatio » [ Numbers Today, 2:36 PM
want to use to store the NN G e e
document. i
2) Remote Disc
e Fill in the other file details. BOOTCAMP
. External HD H
e Click Save. [ FLASHDRIVE =

Shared

0S X saves the document to =

the iCloud Drive folder. T cnce | GETID)

Open a Document Using LX) . S T
B < % EE\IDII = | o © #- Q_Search
Fl n d er Favorites Shared Folder
. . All My Files 2 Keynote (5] Loc_averse.s .eers—Oh My!
o Cth F1nder (l’ )‘ % :I:gr!!:m 3 E szls:i‘callyspsakmq epub e —
@) Airbrop [ Preview WH When Words Collide.docx | —
© 1In the sidebar's Favorites 5 pesi s : .
. N . . £} paul
section, click iCloud Drive. ST RS
. 1 Documents
e Open the folder than contains e e Nar2 2006, 1028
the document you want to g:'"”"": Last e Nar 2 2001028 A
Add Tags.
open. @) external HD =
p [} FLASHDRIVE =
O Double-click the document. R RERT T TR
0S X opens the document in IO0COL " a B BROTRO®A P %

its associated application.

TIP

Can I create my own folders on iCloud Drive?

Yes, there are couple of methods you can use. The first method is to follow steps 1 to 3 in the subsection
“Open a Document Using Finder” to open the folder where you want your new folder to appear. Click File
and then click New Folder (or press £+ +(1), type a name for the folder, and then press (Z- 1.
Alternatively, sign in to iCloud as described in the section “Sign In to iCloud Online.” Click iCloud Drive,
double-click the folder where you want the new folder to appear, and then click New Folder (7). Type the
folder name and then press G000,
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Manage Your iCloud Storage

he iCloud preferences include a feature that enables you to manage your iCloud Drive storage.

When you sign up for iCloud, Apple automatically gives you 5GB of free storage. Upgrading your
storage, as described in the Tip at the end of this section, costs money, so if you do not want to
spend anything for your iCloud Drive storage, then you need to manage your storage. This means
deleting data that you no longer need from iCloud Drive. You can delete the backups stored for one
or more devices, or you can delete the documents and data stored by one or more apps.

Manage Your iCloud Storage

o Cljck System Pl’eferences (ﬁ). L] <) > o System Preferences [ o [search
The System Preferences appear. s o @
= @ B H a @
@ click iCloud. L

Y o= N

Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
& 0O o @ 0 =
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
82 ® @ ¥ & B 0 @
= e = i b —
Users & Parental App Store Dictation  Date &Time  Startup Time 1 cessibility
Groups Controls & Speech Disk Maching

The iCloud preferences appear. R < = o= Ghaer )

€@ Click Manage.

‘ iCloud Drive Options...
2 \6/ Photos Options...
ﬂ. Mail
Paul McFedries
paulmcfedries@mac.com ‘ Contacts
Account Details
ﬁ Calendars

Set Up Family

U Reminders
o Safari

m i

You have 25 GB of iCloud storage

. —
Sign Out | 18.45 GB Available Manage... ﬂ

Notes
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The Manage Storage dialog

K iCloud e
appears. l
. Mapspe s Are you sure you want to delete the backup Plan...
e Click Backups. 18.45 GB of et Fas ool ead ey ealles.
Backup will be turned off and all backup data will be P—
M. a 1.2 GB
e Cljck the device backup you = deleted immediately from iCloud. You cannot undo this SR
3 action. 683.5 MB
want to remove. A K §43.3 M8
. L 55 _Delete:= 4.7 MB
G Click Delete. <7 Pages 143.4 MB
. . 1 / 25.3 MB Paul’s iPhone 4 (Yesterday at 8:22 PM) 33 MB
iCloud Drive asks you to | Paul’s iPad 3 (Today at 1:41 PM) 5 25.7 MB
confirm.
0 CI.]Ck Delete 1 a Other Documents
iCloud Drive removes the gy thenbers Delete 0
device backup. ' Done
You have 25 GB of iCloud storage. :
Sign Out 18.45 GB Available Manage...
e Click an app. @o @ iCloud carc
i l
Cth Delete Documents LEOERS Are you sure you want to delete all documents Plan...
and Data. 18.45 GB of and data for “Script Editor"? [
™F o, ‘ All “Script Editor™ documents and data will be deleted
ly fr d and all of d
. . immediat icl ices. Yt
iCloud Drive asks you to s O cannot undo this action. o
confirm. :
@ Click Delete. o L
B The documents stored inside Script Editor take up 24 KB.
{ y TextEdit
@ Repeat steps 8 to 10 to | | & serne
remove the data for other & Script Editor T T ————— 0
apps, as needed. :
iMovie
@ Click Done. S
) Click Close (@). ﬂ’”e—-@
. . You have 25 GB of ICloud storage.
0S X puts your iCloud Drive Sign Out [ . 18.45 GB Avallable o
settings into effect.

How do I change my iCloud storage plan?

you should consider upgrading your storage

open the Manage Storage dialog, and then c
appears. Click the storage plan you want to

iCloud Drive comes with 5GB of online file storage. If you are getting low on iCloud Drive storage space, then

month, 200GB for $2.99 a month, or 1TB for $9.99 a month. To upgrade your plan, follow steps 1 to 3 to

plan to give yourself more room. You can get 50GB for $0.99 a

lick Change Storage Plan. The Upgrade iCloud Storage dialog
use, click Next, type your Apple ID password, and then click Buy.
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Set Up Family Sharing

N ot being able to see what other members of your family are sharing on iCloud has long been a
major drawback of the service because the only way to work around it was to share an account.
Now, however, iCloud offers a feature called Family Sharing, which lets up to six family members
share each other’s content, including photos, calendars, and reminders. And if purchases are made
through the App Store, iTunes Store, or iBookstore using a single credit card, then each family
member also gets access to the others’ purchased apps, songs, movies, TV shows, and e-books, where
the seller allows that sharing.

Set Up Family Sharing ‘

Note: These sifeps assume you Yvant see <) = P _—T
to be the Family Sharing organizer,
wh1_ch means you are I’eSPOHSIble for g s .
maintaining Family Sharing.
. 2 \&/ Photos Options...
@ Click System Preferences (@) .
in the Dock (not shown). B i
Paul McFedries
e Cljck iCloud (nOt ShOWﬂ). paulmcfedries@mac.com ‘ Contacts
. Account Details
The iCloud preferences appear. , ) cotendars
€ Click Set Up Family. ) Rominers
o Safari
T’ Motes
You have 25 GB of iCloud storage.
Sign Out | ] 18.45 GB Avallable Manage...
The Family Sharing preferences
appear. Set up Family Sharing
Family Sharing is the easy way to share what's important with
o Chck Continue. members of your family.
+ Share purchased music, movies, apps, and books
+ Share a family membership to Apple Music
,I h . + Share photos and videos in a family photo album
Faml y S arlng + Schedule events on the family calendar
+ Share your location with family members
+ Help family members find their missing devices
Details...
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iCloud asks if you want to be
the organizer.

e Click Continue.

Do you want to be the organizer for this family?

Paul McFedries
\ paulmcfedries@mac.com

As the family organizer, you will invite family members and agree to pay

F 'i Sh s for iTunes, iBooks, and App Store purchases they initiate. Before you
a ml y a rlng continue, confirm that this is your persenal Apple ID.

The purchases made with the Apple ID
Imcfedri com” will be shared with your

iCloud lets you know that
purchases made through your
account will be shared with
your family.

@ click Continue.

iCloud displays the payment
method associated with your
account.

family.

Family members will be able to view and download the music, movies,
TV shows, books, and apps you have purchased from the iTunes,
iBooks, and App Store. Available content may vary by country or region.

Use a Different Account...

Family Sharing

0 Click Continue.
Purchases initiated by family members will be billed to

iCloud asks if you want to share your account.
your location with your family.

VISA Visa (s=++ BBEB)

Click the Share your location

You agree to pay for iTunes, iBooks, and App Store purchases initiated

option (' changes to €) : " by family members and wil be responsibie for &l charges.
(nOt Shown) Famliy Sharlng Use Ask to Buy to require children under 18 to get approval from a
. parent for purchases.
@) click Continue (not shown). e e

iCloud sets up Family Sharing. — w
 TIP

How do I add family members?

When you complete the Family Sharing setup, iCloud displays the Manage Family Sharing dialog. You can
also display this dialog at any time by clicking Manage Family in the iCloud preferences. Click Add Family
Member (<), enter the person’s name or email address, and then click Continue. Click the Ask this family
member to enter the password option (" ' changes to @) and then type the password for that person’s
iCloud account. If you do not know the password, click Send Name an invitation, instead (where Name is
the family member’s name). Click Continue.
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Locate and Lock a Lost Mac, iPod, iPhone, or iPad

You can use iCloud to locate a lost or stolen Mac, iPod touch, iPhone, or iPad. Depending on how
you use your Mac, iPod touch, iPhone, or iPad, you can end up with many details of your life
residing on the device. That is generally a good thing, but if you happen to lose your device, you
have also lost those details, plus you have created a large privacy problem because anyone can now
see your data. You can locate your device and even remotely lock the device using an iCloud feature
called Find My iPhone, which also works for Macs, iPod touches, and iPads.

@ sign in to the iCloud website. eee o —

1 iCloud

= (1@ 006

Mail Contacts Calendar Photos iCloud Drive No

Note: See the section “Sign In to
iCloud Online,” earlier in this
chapter.

© Click Find My iPhone.

Note: If iCloud asks you to sign in
to your account, type your password
and click Sign In.

Reminders. Numbers Keynote Find My iPhone

e Click ALl Devices. o & rppi e c e
. . My iPh v i v Paul v | @
@ Click the device you want to i _ eyl ot
==

@ iCloud displays the device

locate. g All Devices

. iPad (2)

location on a map. v -
Paul's iPad mini
. o &. E Paul's iPad mini 1irainiduiags
© click Lost Mode. ‘
il $ H  Paul's iPhone & ))/‘ f\@ﬂ\ﬂ‘J f
|59 ke Play Sound Lost Mode rase iPad

£
- =
Paul’s iPhone I Paul’s iPad mini ¢
| 1 minute ago 1 minute agoe
5 3
| o [El Paul'siPodtouch F »
cbei® | i 1 minute ago
e i
B BT LESLIEVILLE
! Christine’s MacBook Air
R oo st
' } A
g ° - Karen's Mac
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The Lost Mode dialog appears. If the device

Cancel Lost Mode
is not protected by a passcode, iCloud
prompts you to enter one. If the device is a
protected by a passcode, you can skip to
Step 8. Lock this iPad by entering a passcode.
@ Type a four-digit lock code. cee -0
0 Type the lock code again to confirm 1 2 3
t h . ABC DE
(not shown) 4 5 6
7 8 3
Clear O <&

iCloud prompts you to enter a phone Baii T Next‘e
number where you can be contacted.

e Type the phone number.

© Click Next.

Enter a phone number where you can be
reached. It will be shown on this iPad.

Number 31 ?555245&@

iCloud prompts you to enter a message to Bl d e Dme‘@
display on the device.

@ Type your message. .

@ Click Done.

iCloud locks the device and sends the
message, which then appears on the This iPad has been lost. Please call me. D
device screen.

I tried to enable Find My Mac, but 0S X would not allow it. How can I enable Find My Mac?

You first need to enable location services. To do this, click System Preferences (@) in the Dock. In the
System Preferences, click Security & Privacy, click the lock icon ((3), type your OS X administrator
password, and then click OK () changes to ¢'). Click Privacy, click Location Services, and then click the
Enable Location Services check box (| changes to ).

Enter a message that will be shown with
your phone number on this iPad.
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CHAPTER 15

Networking
with 0S 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, how to work with the other computers
on your network, and how to share your Mac’s resources with other
network users.

@ Finder File Edit View Go Window Help Lo YD = o) 100% B3 548PM Paul Q

@ Network

.E: = 0 ol B3 v| %~ T ™ Q Search

Favorites
ce~ A @@
@ icloud .. (O . — —

@ AirDrop EPSON XP-810 epson720d1d karens-imac karensnewpc
Series
ﬁ Applications

[ Desktop - = g -
[ Documents J!l - -

© Downloads Ioftpc MacBook Air Paul's iMac Paul's MacBook Air
4

Devices

Shared
3 paulsi.. & —
—

[ EPSON XP-...
epson720d...
karens-imac
karensnewpc
loftpc

1 MacBook Air

paulsé4bitpc

100U " alIROTRO®A ™ A Y
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Understanding Networking

Anetwork is a collection of computers and other devices that are connected. You can create a
network using cable hookups, wireless hookups, or a combination of the two. In 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.

Shared Resources

Share Files
Networked computers are

Service

Screen Sharing

@ File Sharing: On

Otner users can access shared folders on this computer, and administrators
Al . at “afp://MacB b:/{MacBook-Air"

Air™ or *

equipment. For example, one
computer can share its printer,
which enables other network users
to send their documents to that
printer. Networked computers can
also share hard drives, optical
drives, and document scanners.

Remote Management
Remote Apple Events
Internet Sharing
Bluetooth Sharing

File Sharing
connected to each other, and so ~ Printer Sharing Options..
they can exchange files with each U :e’“‘“e ;"9"" Shared Folders: Users:

. . emote Management
other along the connection. This ~ Remote Apple Events “iKaren's Public Folder & Keren Read & Write 2
enables people to share information Internet Sharing MPauts Pubic Flder | & ot peeon 2
X | Bluetooth Sharing & paul Il Everyone Read Only &

and to collaborate on projects. 0S X o
includes built-in security, so that
you can control what files you
share with other people. [+]-] [+]—]
Share Equipment On  Service @ Printer Sharing: On
Computers connected over a :ﬁ;e::afi:ag"”g ik vy ki
network can share some types of Printer Sharing Open Printers & Scanners Preferences..

| Remote Login

Printers: Users:

® EpSON XP-810. B8 Everyone Can Print &
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‘ Wired Networking

Network Cable

A network cable is a special cable designed for exchanging information.
One end of the cable plugs into the Mac’s network port, if it has one. The
other end plugs into a network connection point, which is usually the
network’s router (discussed next), but it could also be a switch, hub, or
even another Mac. Information, shared files, and other network data travel
through the network cables.

Router

A router is a central connection point for all the
computers on the wired portion of the network. For
each computer, you run a network cable from the Mac’s
network port to a port in the router. When network
data travels from computer A to computer B, it first
goes out through computer A’'s network port, along its
network cable, and into the router. Then the router
passes the data along computer B’s network cable and
into its network port.

| Wireless Networking

Wireless Connections

A wireless network is a collection of two or more computers that communicate with each other using radio
signals instead of cable. The most common wireless technology is Wi-Fi (rhymes with hi-fi) or 802.11. Each of
the four main types (802.11ac, 802.11b, 802.11g, and 802.11n) has its own range and speed limits. The other
common wireless technology is Bluetooth, which enables devices to communicate directly with each other.

Wireless Router

A wireless router is a device that receives and transmits signals from wireless
computers to form a wireless network. Many wireless routers also accept wired
connections, which enables both wired and wireless computers to form a
network. If your network has a broadband modem, you can connect the modem
to your wireless router to extend Internet access to all the computers on the
network.
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Connect a Bluetooth Device

ou can make wireless connections to devices such as mice, keyboards, headsets, and cell phones
by using the Bluetooth networking technology. The networking tasks that you learn about in
the rest of this chapter require special equipment to connect your computers and devices. However,
with Bluetooth devices, the networking is built in, so no extra equipment is needed. For Bluetooth
connections to work, your device must be Bluetooth-enabled and your Mac and the Bluetooth device
must remain within about 30 feet of each other.

Connect a Bluetooth Device

Connect a Bluetooth Device
Without a Passkey

@ Click System Preferences (@)
in the Dock.

e Click Bluetooth.

The Bluetooth preferences
appear.

€@ Click Turn Bluetooth On.

0S X activates Bluetooth and
makes your Mac discoverable.
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System Preferences

Q, Search

o & @

General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Control & Region & Privacy

o= N

Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners

s @ o @

P2 3

iCloud Internet Extensions Network Bluetooth Sharing

Accounts

L ® @ ¢ & &

Users & Parental App Store  Dictation  Date &Time  Startup

® @

Time 1 cessibility

Groups Controls & Speech Disk Machine'
| o R
GEEAROBRO®A
0 <o) Bluetooth Q Search
Devices
Bluetooth: Off
Turn Bluetooth On
Show Bluetooth in menu bar Advanced... 2




@ 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.

e Click Pair beside the Bluetooth
device you want to connect.

G Perform the steps required to
pair your Mac and your device.

(© Your Mac connects with the
device.
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a8ee < > Bluetooth Q, Search
Devices 3
P
&N Motorola H500 Pair 0
Bluetooth: On 6
Turn Bluetooth Off
Now discoverable as
"MacBook Air"
Show Bluetooth in menu bar Advanced... '?
a8eae < > Bluetooth Q, Search
Devices
i Motorola H500 0
Connected
Bluetooth: On
Turn Bluetooth Off
Now discoverable as
"MacBook Air"
Show Bluetooth in menu bar Advanced... '?

discoverable?

single computer.

What does it mean to make a device

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

What does pairing mean?
As a security precaution, many Bluetooth devices do
not connect automatically to other devices. Otherwise,
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 type a password
before the connection is made. This is known as pairing
the two devices.

continued P>
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Connect a Bluetooth Device (continued)

Bluetooth mouse and a Bluetooth headset do not require any extra pairing steps, although with

a headset you must configure 0S X to use it for sound output. However, pairing devices such as
a Bluetooth keyboard and a Bluetooth cell phone does require an extra step. In most cases, pairing
is accomplished by your Mac generating a 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 type into your Mac to set up the pairing.

Connect a Bluetooth Device (continued)

Connect a Bluetooth Device
with a Passkey

0 Turn the device on, if required.

Turn on the switch that makes
the device discoverable, if
required.

e Follow steps 1 and 2 in
the subsection “Connect a
Bluetooth Device Without a
Passkey” to display a list of
available Bluetooth devices.

O Click Pair beside your Bluetooth
device.

The Bluetooth Setup Assistant
displays a passkey.

Use the Bluetooth device to
type the displayed passkey.

@ Press CE10).

0S X connects to the device.

If you see the Keyboard Setup
Assistant, follow the on-screen
instructions to set up the
keyboard for use with your Mac.
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[ N & 0| HE Bluetooth Q, Search
Devices
Motorola H500
Connected
== Microsoft Bluetoot...ile Keyboard 8000 Pair 4
Bluetooth: On é
Turn Bluetooth Off
MNow discoverable as
"MacBook Air"
Show Bluetooth in menu bar Advanced... "
@ Bluetooth

To pair this keyboard, enter the following numbers on
the keyboard, and then press the Return key.

0179299 ..

Cancel

‘Bluetooth: On |

Turn Bluetooth Off

MNow discoverable as

“MacBook Air"

Show Bluetooth in menu bar

Advanced...

S
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Listen tO AUdiO Through 886 | <> System Preferences Q, Search
Bluetooth Headphones B N s
File et = P
~ o & @
@ Click System Preferences (@) ! =] J o —
. General Desktop & Dock Mission Language Security Spotlight Notifications
m the DOCk. Screen Saver Control & Region & Privacy
© click Sound. _
- - = N9
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
s+ @ u @ 0
iCloud Internet Extensions Network Bluetooth Sharing
Accounts
2 ® Q@ ¥ & A 0 @
Users & Parental App Store Dictation Date & Time Startup i
Groups Controls & Speech Disk

The Sound preferences appear. o8 < )+ Sound Q search
€@ Click the Output tab. o stecs [TETRE))
e Click the Bluetooth headphones. Select  device for sound output:

Internal Speakers Built-in

Matorola H500 Bluetooth

Settings for the selected device:

The selected device has no output contrals

Output volume: ‘

— ‘))) | Mute

Show volume in menu bar

How do I remove a Bluetooth device? Devices e
To remove a Bluetooth device, first follow steps 1 and 2 in g Microsoft Bluetooth Mobile Keyboard 6000

the subsection “Connect a Bluetooth Device Without a X
Passkey.” Position the mouse (k) over the device you want to
disconnect and then click Disconnect (%) (€)). When 0S X
asks you to confirm, click Remove. 0S X removes the device.

& Motorela H500

Connected

315



Connect to a Wireless Network

[l the latest Macs have built-in wireless networking capability that you can use to connect to

a wireless network that is within range. This could be a network in your home, your office, or
a public location such as a coffee shop. In most cases, this also gives you access to the wireless
network’s Internet connection.

Most wireless networks have security turned on, which means you must know the correct password to
connect to the network. However, after you connect to the network once, your Mac remembers the
password and connects automatically the next time the network comes within range.

Connect to a Wireless Network

Click Wi-Fi status (- ) in the W) _0oxEA [@ 335PM_Paul Q=
menu bar.

Your Mac locates the wireless
networks within range of
your Mac. BELL043

MobilityX
My23
Rogers33983
Stinky1
Stinky1-5G

a =
. BELL151 e =
@ The available networks appear BELL548 &=
: BELLB12 g =
in the menu. CIK2420 a -
¥ Elphaba a =
© Networks with a lock icon (&) A ocss a=
. . . | GlucklicheZeiten a8 =
require a password to join. ' KANICAAN a=
Krusty &=
o Click the wireless network you - Lakdabrec_26 &=
.. l LimeMaple a =
want to join. LogophiliaB B

a

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. PN The Wi-Fi network "LogophiliaB” requires a WPA2
v

. password.
e Type the network password in the
Password text box.

@ If the password is very long and Password: I:"""""" 4 |
you are sure no one can see your & Show password
screen, you can click the Show e
password check box (' changes
to ) to see the actual characters 2 Cancel m
rather than dots. This helps to : D
ensure you type the password
correctly.

O click Join.

Your Mac connects to the wireless
network.

Lo % 99 & o) 00%EAa [@ 342PM Paul Q

() The Wi-Fi status icon changes
from ~ to = to indicate the
connection.

I know a particular network is within range, but I do not I do not see the Wi-Fi status icon on my
see it in the list. Why not? menu bar. How do I display the icon?

As a security precaution, some wireless networks do not Click System Preferences (@) to open
broadcast their availability. However, you can still connect the System Preferences. Click Network,

to such a network, assuming you know its name and the click Wi-Fi, and then click the Show
password. Click Wi-Fi status (- ) and then click Join Other Wi-Fi status in menu bar check box
Network. (I changes to ).
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Connect to a Network Resource

To see what other network users have shared on the network, you can use the Network folder to
view the other computers and then connect to them to see their shared resources. To get full access
to a Mac’s shared resources, you must connect with a username and password for an administrator
account on that Mac. To get access to the resources that have been shared by a particular user, you
must connect with that user’s name and password. Note, too, that your Mac can also connect to the
resources shared by Windows computers.

Connect to a Network Resource

o Click the desktop.

© click Go.

e Click Network.

Note: Another way to run the
Network command is to press

o 3 4D & o) 100%

® Finder File Edit View Window Help

- 4 =
rward ]
closing Folder #|t

B All My Files O8F
[ Documents 0RO
[ Desktop O#D
© Downloads XL
1} Home O H®H
O Computer

TH+E3+3.
#* Applications
M Utilities
Recent Folders
| Go to Folder... R e
Connect to Server... #K
The Network folder appears. ece @ Network
ol B = mmgs=yl O G O ¥~ - Q Search
@ Each icon represents a computer Favortos
on your local network. N & - - -4
y <™ iCloud Drive - - -
@ Double-click the computer to g:m:: i
. es
which you want to connect. e
paul
e
0S X attempts to connect to the ’;Dn:u':::;s

network computer. The attempt e
usually either fails or 0S X logs @ Remote Disc

on using the Guest account. e
FLASH DRIVE

[ L 13

Note: The Guest account has only ==
limited access to the network L Lotasshctsd =S
computer.
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e Click Connect As. W Paul's MacBook Air 4
< 28 = |mo| o -2 Q
Your Mac prompts you to — Connesting... ‘W@
connect to the network 8 AlMy Files
¢7 iCloud Drive
C0mputer. @ AirDrop Enter your r.\arr:'e and password for the server “Paul’s
. . | L. K MacBook Air 4_..
@ click the Registered User S B Connect pe:  Guest
. ~~ pau © Registered User@
option (' changes to ©). ¢ Applicationa ) Using an Appla 1D
@ Documents
0 Type the username of an i Name: paul
account on the network @ Remote Disc Password: |-
com uter into the Name External HD Remember this password in my keychain
p Q EEASEIBRIVE Change Password Cancel
text box. g
Shared
e Type the password of the & T — =
account into the Password ece B Paul's MacBook Air 4
< i = [0 IOl 2z ] v Q S h
text box. L5es a) M Wi B2 Bod L 1 T
Pttt Connected as: paul | Disconnect @
e To store the account data, click e
- e | w
the Remember this password B . 0
'in my keychain Check box EDask‘mp Kyra Fﬁ;y{;‘:rPunFFc paul Paul's Public Folder Macintosh HD
| changes to [2). &} paul
( o g .) 73 Applications ﬁ
(@ Click Connect. 5 Documens
Devices Macintosh HDY
(@ Your Mac connects to the e
computer and shows the shared =
L) FLASHDRIVE =
resources that you can access. L
@ When you are done, click Ll foms =——

Disconnect.

Shared
1 Paul's iMac E
EPSON XP-810 Series
Paul's MacBook Air 4

Is there a faster way to connect to a network computer?

Yes. In the Shared section of Finder’s sidebar area, click the computer with
which you want to connect (€9) and then follow steps 5 to 10 to connect as
a registered user.
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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 next section, “Share a Folder.”

You can also share a printer that is connected directly to your Mac (such as via USB) with other
network users. This enables those users to send print jobs to your printer over the network. Before
this can happen, you must turn on your Mac’s printer-sharing feature. To learn how to share a
particular printer, see the section “Share a Printer,” later in this chapter.

Turn On File and Printer Sharing

@ click Apple (g§).

o Click System Preferences. System Preferences...
App Store...

Finder File Edit View Go Window Help =NE3EC]
About This Mac

Recent [tems

Force Quit...

Sleep
Restart...
Shut Down...

Log Out Paul...

The System Preferences window S ) = T —
appears.
Fila — > PN @
@ Click Sharing. - & a @
General Desktop & Dock Mission Language Security Spotlight  Notifications
Secreen Saver Control & Region & Privacy

-, o o= N
f |
L
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners

s © o @

iCloud Internet Extensions MNetwork Bluetooth Sharing
Accounts

8K ® @ ¢ & £ © @

Users & Parental App Store Dictation Date & Time Startup Time Accessibility
Groups Controls & Speech Disk Machine
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The Sharing preferences appear. @0

Sharing Q, Search

@ Click the File Sharing check box
(I changes to ).

You can now share your folders,

Computer Name: MacBook Air

Computers on your local network can access your computer at: Edit
MacBook-Air.local

as described in the next

on  Service @ File Sharing: On
Sect10n . |:| Screen Sharing Other users can access shared folders on this computer, and administrators
all . at “afp Air" or Aire
"] Printer Sharing Options...
(1 Remote Login 7
- Shared Folders: Users:
|| Remote Management
] Remote Apple Events [IKaren's Public Folder X Karen Read & Write &
— Internet Sharing [#1Paul's Public Folder 1 Staff Read Only o
[ Bluetootn Sharing @ paul B everyone Read Only ¢
] +[]
e Cth t_he Pnnter Shal'lng check e® O <> Hi] Sharing Q, Search
box (| changes to ).
Computer Name:  MacBook Air
You can now share your
Computers en your local network can access your computer at: Edit...

printers, as described later in
this chapter.

MacBook-Air.local

on  Service @ Printer Sharing: On
\:\ Screen Sharing Printer Sharing allows others on your network to use printers and fax modems
File Sharing connected to this computer.
¥ Printer Sharing Open Printers & Scanners Preferences...
[ Remote Login
- od Printers: Users:
|| Remote Management
[ Remote Apple Events ® £psoN xP-810. B Everyone CanPrint &
Internet Sharing [l 2 USBModem
| Bluetooth Sharing
+[-]

How do I look up my Mac IP address?

In System Preferences, click < to return to the
main window and then click Network. Click Wi-Fi
if you have a wireless network connection, or
click Ethernet if you have a wired connection. In
the Status section, read the IP address value.

What is the Public folder and how do I access it?
The Public folder is a special folder for sharing files.
Anyone who connects to your Mac using your
username and password has full access to the Public
folder. To access the folder, click Finder (&), click Go,
click Home, and then open the Public folder.
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Share a Folder

You can share one of your folders on the network, enabling other network users to view and
optionally edit the files you place in that folder. OS 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. OS 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 the Sharing preferences.

Note: See the previous section,
“Turn On File and Printer Sharing,”
to learn how to display the Sharing
preferences.

© click File Sharing.

Note: Be sure to click the File
Sharing text, not the check box.
This ensures that you do not

accidentally uncheck the check box.

Under Shared Folders, click
Add (+).
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o0 < Eiid Sharing Q, Search
e dosrmea e A
Computer Name:  MacBook Air 6
Computers on your local network can access your computer at: Edit

MacBook-Air.local

On  Service @ Printer Sharing: On
| Screen Sharing Printer Sharing allows others on your network to use printers and fax modems
File Sharing 2 connected to this computer.
Printer Sharing Open Printers & Scanners Preferences...
Remote Login
- od Printers: Users:
| Remote Management
" Remote Apple Events ® EPSON XP-810. 188 Everyone CanPrint &
Internet Sharing ~ USBModem
| Bluetooth Sharing
[+]-]
o0 < et Sharing Q, Search
Computer Name: MacBook Air
Cemputers on your local network can access your computer at: Edit

MacBook-Air.local

On  Service @ File Sharing: On
| Screen Sharing Other users can access shared folders on this computer, and administrators
+  File Sharing 2l at "afp:/f Air" or 1l Air”,
Printer Sharing Options...
Remote Login -
Shared Felders: Users:
Remote Management
Remote Apple Events || Karen's Public Folder X karen Read & Write 2
Internet Sharing [#1 Paul's Public Folder 1 staff Read Only 2
Bluetooth Sharing & paul I everyone Read Only £
°
(3 _—=383 -]
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An Open dialog appears. @

o Click the folder you want to
share. es

R < | > Sharing I

(3| Q Search

<>
=

5 paul

Shared Folder

Remot...
© click Add. oy

FLA..

I+ Ir

E
g

Your Mac begins sharing the
folder.

Note: You can also click and drag a
folder from a Finder window and
drop it on the list of shared folders.

Desktop Documents Downloads Movies

Music

4 |Ig

L]
9

Pictures Public Sites

Cancel

- 40

@ The folder appears in the Shared
Folders list.

@ click the folder.

0 For the Everyone user, click the
current permission and then
click the permission you want

a8es <> Sharing Q, search

Computer Name:  MacBook Air

Computers on your local network can access your computer at:

MacBook-Air.local Edit...

[=]
5

Service

® File Sharing: On

Other users can access shared folders on this computer, and administrators
all volumes, at “afp://192.16B.2.23" or “smb://192.168.2.23",

Secreen Sharing

. File Sharing
to assi gn. Printer Sharing Options...
.. . "] Remote Login . .
© The current permission is [ Remote Managemen Shared Foiders: Jeers:
O Downloads X paul Read & Write

Remote Apple Even
Internet Sharing

indicated with a check

[ Karen's Public Forder Everyone  Read Only

mark ( v ) . ] Bluetooth Sharing [ Paul's Public Folder Write Only (Drop Box)
& paul No Access

0S X assigns the permission to

the user.
[+]-] (|

@ You can also click Add ()
under the Users list to add
more users.

What are the differences between the permission types?
Read & Write means users can open files, add new files,
rename or delete existing files, and edit file contents. Read

Can I share folders with Windows users?
Yes. In the Sharing window, click Options
and then click Share files and folders

Only means users can only open and read files, but cannot
make changes to files. Write Only (Drop Box) means users can
add files to the folder as a Drop Box, but cannot open the
folder. No Access means users cannot see the folder.

using SMB (| | changes to ). Click
your user account (| changes to ),
type your password, click OK, and then
click Done.
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Share a Printer

f you have a printer connected directly to your Mac, you can share the printer with the network.
This enables other network users to send their documents to your printer, as long as your Mac is
running. Sharing a printer saves you money because you only have to purchase one printer for all the
computers on your network. Sharing a printer also saves you time because you only have to install,
configure, and maintain a single printer for everyone on your network. See the next section, “Add a

Shared Printer,” to learn how to configure 0S X to use a shared network printer.

Share a Printer

@ click Apple (g§).

e Click System Preferences. System Preferences...
App Store...

Finder File Edit View Go Window Help Lo 3 D
About This Mac

Note: You can also click System
Preferences () in the Dock.

Recent ltems

Force Quit...

Sleep
Restart...
Shut Down...

Log Out Paul...

The System Preferences window aee )= AP
appears.
File e -~ @
€@ Click Sharing. < B H o O
General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Control & Region & Privacy

- o o= N

| |

L

Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners

*» @ v @ O w0

iCloud Internet Extensions Network Bluetoath Sharing

Accounts

|

n e ¥ B & ©0 @
- 418 R
Users & Parental App Store Dictation  Date & Time Startup Time Accessibility

Groups Centrols & Speech Disk Machine
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O Click Printer Sharing.
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share a printer?

880 < > Sharing Q, Search
Note: Be sure to click the Printer _
A Computer Name: MacBook Air
Shal"ll'lg teXt, I'lOt the ChECk bOX. Computers on your local network can access your computer at: Edit.
. MacBook-Air.local "
This ensures that you do not
accidentally uncheck the check box. on | Sarvice ® Printar Sharing: On
. . |:| Screen Sharing Printer Sharing g]lcms others on your network to use printers and fax modems
e Click the check box beside the File Sharing connected o ths computer
. Printer Sharing 0 Open Printers & Scanners Preferences...
printer you want to share O] Remote Login
(|_| Chan es to ) IEI Remote Managemen Rriniots: Mz
— g * 7| Remote Apple Even 5 EPSON XP-810. H Everyone Can Print 3
Internet Sharing USB Modem
"1 Bluetooth Sharing
?
Is there another method I can use to T B e — e
Yes, you can follow these steps:
Printers m

@ click Apple (g§).
© Click System Preferences.
The System Preferences appear.
@ Click Printers & Scanners.
e Click the printer you want to share.

© click the Share this printer on
the network check box (| changes

to ).

Faxes

! UsB Modem

EPSON XP-810 Series

Idle, Last Used

M Share this printer on the network Sharing Preferences...

Default printer:

Default paper size:

EPSON XP-810 Series
Open Print Queue...

Options & Supplies...

Location:
Kind: EPSON XP-810 Series-AirPrint
Status: Idle

Last Printer Used

o] o]

US Letter
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Add a Shared Printer

f another computer on your network has an attached printer that has been shared with the
network, you can add that shared printer to your Mac. This enables you to send a document from
your Mac to that shared printer, which means you can print your documents without having a printer
attached directly to your Mac. Before you can print to a shared network printer, you must add the

shared printer to 0S X.

Add a Shared Printer

o c'-iCk SyStem Preferences 888 | < ||| System Preferences Q, Search
(@) in the Dock.
Fil F— > i @
The System Preferences window = - E ﬁ @ —
General Desktop & Dock Mission Language Security Spotlight  Motifications
a p pea rs. Screen Saver Caontrol & Region & Privacy
@ Click Printers & Scanners. = Y
v‘{‘
Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners

v
©

“ @ 0 m

iCloud Internet Extensions Network Bluetooth Sharing
Accounts

21 ® @ ¢ & &k @ @

Users & Parental App Store Dictation Date &Time  Startup Time 1 jcessibility
Groups Controls & Speech Disk Maching!

e Click Add (+). L] < i Printers & Scanners Q, Search

Note: If OS X displays a list of
nearby printers, click the printer you
want to add and skip the rest of
these steps.

No printers are available.
Click Add (+) to set up a printer.

Default printer: | Last Printer Used

Default paper size: = US Letter

of o]
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O Click Default.
e Click the shared printer.

@ Look for the word Bonjour or
the word Shared in the printer
description.

@ click Add.

Note: If 0S X alerts you that it must
install software for the printer, click
Download & Install.

079 .@ -
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Add

Q Search
Default IP  Windows Search
Name ~ Kind

EPSOM XP-810 Series

Bonjour Multifunction

Name: |EPSON XP-810 Series |

Location: | |

Use: | AirPrint

(@ 0S X adds the printer. 200 <

Printers & Scanners Q Search

Printers

EPSON XP-810 Series

Idle, Last Used

Open Print Queue...

EPSON XP-810 Series
Location:

Options & Supplies...

Kind: EPSON XP-B810 Series-AirPrint
Status: Idle

|| Share this printer on the network Sharing Preferences...

Default printer: = Last Printer Used

(o o

Default paper size:  US Letter

Can I add a shared Windows printer?

Yes. Follow steps 1 to 3 and then click the
Windows tab. Click the Windows workgroup, click
the computer sharing the printer, log on to the
computer, and then click the shared printer. In the
Print Using list, click Add (+), click Other, and
then click the printer in the list. Click Add.

How do I print to the shared printer that I
added?

In any application that supports printing, click File
and then click Print. In the Print dialog, click the
Printer g, click Add (+), and then click the
shared printer. Choose your other printing options
and then click Print.
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View 0S X on Your TV

f you have an Apple TV, you can use it to view your 0S X screen on your TV. If you want to

demonstrate something on your Mac to a group of people, it is difficult because most Mac screens
are too small to see from a distance. However, if you have a TV or a projector nearby and you have
an Apple TV device connected to that display, you can connect your Mac to the same wireless
network and then send the OS X screen to the TV or projector. This is called AirPlay mirroring.

View 0S X on Your TV ‘

Mirror via System Preferences ' ™ P P— G )
Click System Preferences

o Fila _'_ "_ - P
(@) in the Dock. ‘ M (2 ﬁ' @ g

General Desktop & Dock Mission Language Security Spotlight  Notifications
Screen Saver Control & Region & Privacy

@ N

The System Preferences window

appears. &!

. .
e C h Ck D'I S p lays . Displays Energy Keyboard Mouse Trackpad Printers & Sound
Saver Scanners
» @ v @ 0 W
iCloud Internet Extensions Network Bluetooth Sharing

Accounts

1L ® @ ¢ & m © @

Users & Parental App Store Dictation  Date & Time  Startup
Groups Controls & Speech Disk

The display preferences appear. 200 < = DELL 1704FPY Q Search

e Click the AirPlay Display | and
then click your Apple TV.

. Resolution: (| Default for display
0S X displays your Mac’s screen
© Scaled
on your Tv. 1280 = 1024
1024 = 820
800 x 640

Rotation: | Standard

of o)

Refresh Rate: | 75 Hertz

AirPlay Display v Off ’

Show mirro Family Room Apple TV 5~ 3 [}
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Networking with 0S X 15

Mirror via the Menu Bar

AL # T o) B30PM Q =

o Follow steps 1 and 2 to open

Q Search

the display preferences.

@ Click the Show mirroring
options in the menu bar
when available check box
(| changes to ).

@ 0S X adds the AirPlay Mirroring
icon () to the menu bar.

€ Click Close (@).

AirPlay Display:

w Show mirrering eptions in the menu bar when available ”

DELL 1704!:96

Resolution: | Default for display
° Scaled

1280 = 1024
1024 = 820
800 = 640

Rotation: = Standard

oo

Refresh Rate: 75 Hertz

o

O Click AirPlay Mirroring (L1).
e Click your Apple TV.

0S X displays your Mac’s screen
on your TV (&3 changes to La).

0 % = W) 5:42PM Q¢
AirPlay Display: Disconnected

Connect To AirPlay Displag
Chill Room Apple TV
Family Room Apple TV

Open Displays Preferences...

Is there an easy way to make my Mac’s screen fit
my TV screen?

Yes. If you have a high-resolution TV, the 0S X
screen might look small on the TV. Click AirPlay
Mirroring On (._1) and then in the Match Desktop
Size To section of the AirPlay Mirroring menu, click

your Apple TV.

Can I use my TV as a second monitor for the 0S X
desktop?

Yes. This is useful if you need extra screen room to
display the desktop and applications. Click AirPlay
Mirroring On (1) and then in the Use AirPlay
Display To section of the AirPlay Mirroring menu,
click Extend Desktop.
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A

accessing

Character Viewer, 161
non-keyboard characters, 160-161

accounts, email, 48-49
activating

File Sharing, 320-321
Find My Mac, 307
firewall, 232-233
Handoff in 0S X, 137
Home Sharing, 121
iCloud Drive, 298-299
Printer Sharing, 320-321
Private Browsing, 76-77
screen saver, 227

sleep mode, 227

adding

attachments to notes, 142-143
contacts

in Contacts app, 102-103

from messages, 66
email accounts to Mail app, 48-49
events from messages, 66
family members to Family Sharing, 305
file attachments in Mail app, 52-53
groups for contacts, 106-107
iCloud account to Mail app, 48
icons to Dock, 5, 254-255
IMAP account to Mail app, 49
locations

to Facebook posts, 167

to tweets, 173
names to faces in photos, 210-211

pictures for contacts in Contacts app, 105

POP account to Mail app, 49

shared printers, 326-327

signature blocks in Mail app, 54-55
songs to playlists, 123

user accounts, 250-251

widgets to Notification Center, 258-259

adjusting
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desktop background, 242-243

display resolution/brightness, 246-247
home page, 32-33

passwords, 224-225

search engine, 39

user’s picture, 251
volume in iTunes, 121
Administrator account type, 251
AirPlay mirroring, 261, 328-329
alert notifications, 148
all-day events, creating in Calendar app, 111
App Store
gift cards, 139
installing programs using, 138-139
widgets, 259
Apple ID, 90-91, 96, 124, 286-289
application library, 299, 300
applying parental controls in iTunes, 126-127
apps (applications)
configuring downloads, 230-231
creating folders for in Launchpad, 248-249
Force Quit, 272-273
running full screen, 10
shutting down, 5
splitting the screen with two, 11
starting, 4-6
switching between, 8
uninstalling unused, 270-271
viewing with Mission Control, 9
aspect ratio, 247
At a Location option (Reminders), 145
attachments
adding in Mail app, 52-53
enhancing notes with, 142-143
opening in Mail app, 62
saving in Mail app, 63
audio, listening to Bluetooth headphones, 315
automatic logins, disabling, 228-229

banner notifications, 148

batteries, reconditioning for notebooks, 280-281
Bluetooth devices, connecting, 312-315
bookmarking web pages, 34-35

browsing history, deleting sites from, 70-71
bulleted lists, creating, 141

C

Calendar app
creating
events, 110-113
recurring events, 112-113



handling event invitations, 115
navigating, 108-109
sending event invitations, 114-115
categories (iTunes Library), 118
Character Viewer, 160
checking hard drive free space, 268-269
closing System Preferences, 241
collection, font, 159
communication. See FaceTime; Messages app
configuring
advanced filtering for junk mail, 84-85
app downloads, 230-231
events, 113
iCloud Drive, 298-299
iTunes Library, 118
location services, 234-235
Time Machine backups, 274-275
connecting
Bluetooth devices, 312-315
devices, 132-133
to Flickr, 180-181
to LinkedIn, 174-175
to network resources, 318-319
to social networks. See social networks
through FaceTime, 98-99
to wireless networks, 316-317
contacts, adding. See also Contacts app
groups for, 106-107
from messages, 66
Contacts app
adding
contacts, 102-103
Facebook friends’ profile picture to, 165
LinkedIn connections’ profile pictures to, 175
pictures for contacts, 105
Twitter usernames to, 171
creating contacts groups, 106-107
editing contacts, 104-105
content (iTunes Window), 119
Continuity feature, 136
cookies, 73
copying files, 18
Cover Flow, viewing previews of photos with, 192
creating
albums, 200-201
all-day events in Calendar app, 111

app folders in Launchpad, 248-249
Apple ID, 286-289
bulleted lists, 141
events in Calendar app, 110-111
mailboxes for saving messages, 64-65
notes, 140-141
numbered lists, 141
playlists in iTunes, 122-123
recurring events in Calendar app, 112-113
reminders, 144-145
Reminders list, 146-147
repeating events in Calendar app, 112-113
tabs, 23, 27
web page Reading list, 44-45
website passwords, 296-297
credit card data, deleting saved, 80-81
cropping photos, 202-203
customizing
adding
icons to Dock, 254-255
user accounts, 250-251
widgets to Notification Center, 258-259
changing
desktop background, 242-243
display resolution/brightness, 246-247
creating app folders in Launchpad, 248-249
customizing Dock, 252-253
displaying system preferences, 240-241
Dock, 252-253
extending desktop across multiple displays, 260-261
hiding Dock, 256-257
setting sleep options, 244-245
Share menu, 262-263
cycling battery, 280-281

D

data, encrypting, 236-237
desktop Mac, setting sleep options for, 244
desktops
changing backgrounds, 242-243
displaying hard drive free space on, 268-269
extending across multiple displays, 260-261
organizing, 267
devices
connecting, 132-133
discoverable, 313
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devices (continued)
ejecting, 133
locating lost, 306-307
synchronizing, 134-135
digital cameras, importing photos from, 196-197
digital videos, playing with QuickTime Player, 220-221
directions
getting to locations, 156-157
sharing, 189
disabling
automatic logins, 228-229
Flickr account, 181
location services, 235
parental controls in iTunes, 127
remote images, 86-87
website tracking, 72-73
discoverable devices, 313
display resolution/brightness,
changing, 246-247
displaying
Battery Status percentage, 280, 281
Character Viewer, 160

hard drive free space on desktop,
268-269

Share menu extensions, 262
system preferences, 240-241
Do Not Track request, 72-73
Dock
adding icons to, 254-255
customizing, 252-253
hiding, 256-257
removing icons from, 255
starting applications with, 4
Dock Hiding feature, 256
documents
opening, 15, 301
printing, 16-17
saving, 14, 300-301
downloading files, 40-41
DVDs, playing using DVD player, 218-219

E

editing contacts in Contacts app, 104-105
effects, for photos, 217

ejecting devices, 133

email. See Mail app
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emoji, 93
emptying trash, 266
enabling
File Sharing, 320-321
Find My Mac, 307
firewall, 232-233
Handoff in 0S X, 137
Printer Sharing, 320-321
Private Browsing, 76-77
encrypting data, 236-237
Energy Saver Preferences, opening, 244
events
adding from messages, 66
configuring, 113
creating in Calendar app, 110-111
deleting, 113
handling invitations to, 115
sending invitations for, 114-115
extending desktop across multiple displays, 260-261

F

Facebook
posting to, 166-167
publishing Photos albums to, 168-169
signing in to, 164-165
faces, adding names to in photos, 210-211
FaceTime
connecting through, 98-99
signing in to, 96-97
FaceTime HD camera, 216
Family Sharing, setting up, 304-305
Favorites bar, 35
File Sharing, enabling, 320-321
files
copying, 18
deleting, 21
downloading, 40-41
moving, 19
organizing with tags, 150-151
renaming, 20
restoring
to earlier versions, 276-277
using Time Machine, 278-279
saving in Messages app, 95
searching with tags, 152-153
sending in Messages app, 94-95



Find My iPhone feature, 306-307
Find My Mac feature, 306-307
Finder
adding tags with, 150
checking hard drive free space using, 268
opening documents using, 301
searching Mac with, 13
sidebar, 153
starting applications with, 5
firewall, enabling, 232-233
Flickr
connecting to, 180-181
sending photos to, 182-183
folders
opening in tabs, 22-23
sharing, 322-323
font collection, 159
fonts
compared with typefaces, 159
installing, 158-159
Force Quit, 272-273
forwarding messages in Mail app, 60-61
Full History list, 31
full screen, running applications in, 10
full-screen mode (Photos app), 199

G

gestures, processing messages in Mail app using, 67
gift cards

App Store, 139

iTunes, 125
Google (website), 38

H

Handoff feature, 136, 137

hard drive, checking free space on, 268-269
hard drive icon, 269

hiding Dock, 256-257

History list, navigating with, 30-31

home page, changing, 32-33

Home Sharing, 121

I

iCloud
activating iCloud Drive, 298-299
adding account to Mail app, 48

configuring iCloud Drive, 298-299
creating
Apple ID, 286-289
website passwords, 296-297
locating lost devices, 306-307
managing storage, 302-303
opening documents using iCloud Drive, 301
passwords, 287
saving documents using iCloud Drive, 300-301
setting up
Family Sharing, 304-305
iCloud Keychain, 294-295
synchronization, 292-293
signing in to iCloud Online, 290-291
signing out of, 291
iCloud Drive
activating, 298-299
configuring, 298-299
creating folders on, 301
opening documents using, 301
saving documents using, 300-301
iCloud Keychain, setting up, 294-295
iCloud Online, signing in to, 290-291
icons
adding to Dock, 5, 254-255
hard drive, 269
removing
from app folders, 249
from Dock, 255
restoring, 241
identified developer, 231
Image Capture, 197
IMAP account, adding to Mail app, 49
iMessage. See Messages app

iMovie projects, sending videos to Vimeo
from, 187

importing photos from digital cameras, 196-197

information, sharing over social networks,
188-189

inserting characters, 161
installing

fonts, 158-159

programs using App Store, 138-139
integrating 0S X with iPhone/iPad, 136
Internet apps, 233
invitations, to events, 114-115
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IP address, 321
iPad

connecting, 132-133
integrating 0S X with, 136
locating lost, 306-307
sharing maps/directions with, 189
synchronizing, 134-135
synchronizing notes, 141

iPhone
connecting, 132-133
integrating 0S X with, 136
locating lost, 306-307
sharing maps/directions with, 189
synchronizing, 134-135
synchronizing notes, 141

iPod/iPod touch
connecting, 132-133
locating lost, 306-307
synchronizing, 134-135

iSight camera, 97, 216

iTunes
applying parental controls, 126-127
creating playlists, 122-123
navigating, 119
playing songs, 120-121
purchasing music from iTunes Store, 124-125
subscribing to podcasts, 128-129
window for, 119

iTunes Library, 118

iTunes Store, 119, 124-125

J

junk mail
configuring advanced filtering, 84-85
moving spam to automatically, 82-83

K

key photo, setting for photo albums, 213
keyboard shortcuts, slideshow, 195

L

Launchpad
creating app folders in, 248-249
starting applications with, 6
LinkedIn
connecting to, 174-175
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posting to, 176-177
privacy, 177
links
opening in tabs, 26
viewing
links shared on social networks, 42-43
shared on social networks, 42-43

listening to audio through Bluetooth
headphones, 315

locating
lost devices, 306-307
mouse pointer, 7
location services, 234-235
locations
adding
to Facebook posts, 167
to tweets, 173
getting directions to, 156-157
saving, 155
searching for, 154-155

Mac
locating lost, 306-307
restarting, 282-283
searching, 12-13
Mail app
adding
contacts from messages, 66
email accounts, 48-49
events from messages, 66
file attachments, 52-53
signature blocks, 54-55
creating mailboxes for saving messages, 64-65
forwarding messages, 60-61
opening attachments, 62
photos, 214-215
processing messages using gestures, 67
reading email messages, 57
receiving email messages, 56
replying to messages, 58-59
saving attachments, 63
sending
email messages, 50-51
messages to contact groups, 107
mailboxes (Mail app), 64-65



maintenance
checking hard drive free space, 268-269
configuring Time Machine backups, 274-275
emptying trash, 266
Force Quit, 272-273
organizing desktop, 267
reconditioning notebook batteries, 280-281
restarting Mac, 282-283
restoring
files to earlier versions, 276-277
files using Time Machine, 278-279
uninstalling unused applications, 270-271
malicious users, 233
Managed with Parental Controls account type, 251
managing
event invitations, 115
preferences for Notification Center, 149
storage, 302-303
Maps app
getting directions to locations, 156-157
searching for locations, 154-155
sharing maps, 189
showing current location, 155
marking
favorite photos, 212
messages as unread, 67
menu bar, 329
merging open folder windows into tabs, 23
messages
deleting, 67
forwarding in Mail app, 60-61
marking as unread, 67
processing using gestures, 67
reading in Mail app, 57
receiving in Mail app, 56
replying to in Mail app, 58-59
sending
in Mail app, 50-51
in Messages app, 92-93
Messages app
resizing text, 93
sending
files in messages, 94-95
messages, 92-93
signing in to, 90-91
mirroring, 261, 328-329
Mission Control, viewing running applications with, 9

mouse pointer, locating, 7
moving
files, 19
reminders, 147
Share menu extensions, 263
spam automatically to junk mail,
82-83
multitasking feature, 8
music
purchasing from iTunes Store, 124-125
sharing, 121
synchronizing, 134
muting tabs, 37

N

names, adding to faces in photos, 210-211
navigating
Calendar app, 108-109
with History list, 30-31
iTunes, 119
shortcuts for, 29
network cable, 311
network resources, 310, 318-319
networking
about, 310-311
adding shared printers, 326-327
connecting
Bluetooth devices, 312-315
to network resources, 318-319
to wireless networks, 316-317
enabling File/Printer Sharing, 320-321
sharing
folders, 322-323
printers, 324-325
viewing 0S X on TVs, 328-329

non-keyboard characters, accessing,
160-161

nonstandard outgoing mail port, 49
notebooks
reconditioning batteries, 280-281
setting sleep options for, 245
notes
enhancing with attachments, 142-143
sharing, 188
synchronizing, 141
writing, 140-141
Notes app, 140-141
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Notification Center
adding widgets to, 258-259
removing widgets from, 259
working with, 148-149
numbered lists, creating, 141

0

offline, composing message in Mail app, 51
online privacy
configuring advanced junk mail filtering, 84-85
deleting
saved credit card data, 80-81
saved website passwords, 78-79
sites from browsing history, 70-71
disabling remote images, 86-87
enabling Private Browsing, 76-77
moving spam to junk mailbox automatically, 82-83
preventing websites from tacking you, 72-73
removing saved website data, 74-75
opening
attachments in Mail app, 62
documents
about, 15
using iCloud Drive, 301
Energy Saver Preferences, 244
folders in tabs, 22-23
links in tabs, 26
note attachments, 143
System Preferences, 240-241
web pages in tabs, 26-27
organizing
desktop, 267
files with tags, 150-151
0S X. See also specific topics
integrating with iPhone/iPad, 136
viewing on TVs, 328-329

P

pairing, 313
parental controls, applying in iTunes, 126-127
Passkey, 312-314
passwords
changing, 224-225
iCloud, 287
requiring on waking, 226-227
website, 296-297
permissions, 323
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Personal Hotspot feature, 136
photo albums
creating, 200-201
publishing to Facebook, 168-169
setting key photo, 213
Photo Booth photos
sharing, 189
taking, 216
tweeting, 173
working with, 217
photos
adding
for contacts, 105
names to faces in, 210-211
changing for users, 251
cropping, 202-203
effects for, 217
emailing, 214-215
importing from digital cameras, 196-197
marking favorites, 212
posting on Facebook, 167
profile, 178-179
removing red eye from, 208-209
resizing, 215
rotating, 204-205
sending to Flickr, 182-183
straightening, 206-207
synchronizing, 134, 135
tagging, 210-211
taking, 216-217
viewing
about, 198-199
previews of, 192-193
slideshows of, 194-195
zooming, 193
Photos app
creating albums, 200-201
cropping photos, 202-203
emailing photos, 214-215
full-screen mode, 199
marking favorites, 212
removing red eye, 208-209
rotating photos, 204-205
sharing photos, 189
straightening photos, 206-207
tagging, 210-211
viewing photos, 198-199



pixels, 247
plain text, 61
playback controls (iTunes window), 119
playing
digital videos with QuickTime Player, 220-221
DVDs using DVD players, 218-219
songs in iTunes, 120-121
playlists, creating in iTunes, 122-123
podcasts, subscribing to in iTunes, 128-129
POP account, adding to Mail app, 49
posting
to Facebook, 166-167
to LinkedIn, 176-177
power cycling Mac, 283
preferences, controlling for Notification Center, 149
preventing

Facebook friends from appearing in Contacts
and Calendar app, 165

LinkedIn connections from appearing
in Contacts app, 175

websites from tracking you, 72-73
Preview application, 192-193
Printer Sharing, enabling, 320-321
printers, shared, 324-327
printing documents, 16-17
privacy

Facebook, 167

LinkedIn, 177
Private Browsing, enabling, 76-77
processing messages in Mail app using gestures, 67
profile pictures, updating, 178-179
programs, installing using App Store, 138-139
Public folder, 321
publishing Photos albums to Facebook, 168-169
purchasing music from iTunes Store, 124-125

Q

Quick Look, viewing previews of photos with, 192
QuickTime Player, playing digital videos with, 220-221

R

Reading list (web page), 44-45

reading messages in Mail app, 57

receiving messages in Mail app, 56

Recent History list, 30

recent notifications, 149

reconditioning notebook batteries, 280-281

red eye, removing from photos, 208-209
redeeming
App Store gift cards, 139
iTunes gift cards, 125
Reminders app, 144-147
remote images, disabling, 86-87
removing
Bluetooth devices, 315
events, 113
files, 21
icons
from app folders, 249
from Dock, 255

item types from results of Spotlight
feature, 13

mailboxes, 65
messages, 67
notes, 141
red eye from photos, 208-209
saved credit card data, 80-81
saved data from websites, 74-75
saved website passwords, 78-79
Share menu extensions, 263
sites from browsing history, 70-71
Vimeo account, 185
websites from browsing history, 70-71
widgets from Notification Center, 259
renaming
files, 20
mailboxes, 65
reordering lists in Reminders, 147
repeating events, creating in Calendar app, 112-113
replying to messages in Mail app, 58-59
requiring password on waking, 226-227
resizing
photos, 215
text in Messages app, 93
restarting Mac, 282-283
restoring
files
to earlier versions, 276-277
using Time Machine, 278-279
icons, 241
rich text, 61
rotating photos, 204-205
router, 311
running applications full screen, 10
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S

Safari. See web browsing
saving
adding tags when, 151
attachments in Mail app, 63
documents, 14, 300-301
files in Messages app, 95
locations, 155
screen, splitting with two applications, 11
screen saver, activating, 227
Search box, 77
search engine, changing, 39
searching
files with tags, 152-153
for locations, 154-155
Mac, 12-13
for sites, 38-39
security
changing passwords, 224-225
configuring
app downloads, 230-231
location services, 234-235
disabling automatic logins, 228-229
downloaded files, 41
enabling firewall, 232-233
encrypting data, 236-237
requiring password on waking, 226-227
security code, changing for iCloud, 295
selecting tags, 153
sending
email to contact groups, 107
event invitations in Calendar app, 114-115
files in Messages app, 94-95
invitations for events, 114-115
messages
in Mail app, 50-51
in Messages app, 92-93
photos to Flickr, 182-183
tweets, 172-173
video to Vimeo, 186-187
setting
album’s key photo, 213
sleep options, 244-245
setup
Family Sharing, 304-305
iCloud Keychain, 294-295
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synchronization, 292-293
Vimeo account, 184-185
Share menu
compared with share sheet, 263
customizing, 262-263
share sheet
compared with Share menu, 263
sending videos to Vimeo using, 186
Shared Links sidebar, 42-43
sharing
directions, 189
equipment, 310
files, 310
folders, 322-323
information over social networks, 188-189
maps, 189
music, 121
notes, 188
Photo Booth photos, 189
Photos pictures, 189
printers, 324-325
videos, 189
web pages, 188
shortcuts
for navigating web pages, 29
for tabs, 23, 27
shutting down applications, 5
sidebar (Finder), 153
signature blocks, adding in Mail app, 54-55
signing in
to Facebook, 164-165
to FaceTime, 96-97
to iCloud Online, 290-291
to Twitter, 170-171
signing out, of iCloud, 291
sleep mode, activating, 227
sleep options, setting, 244-245
sleep timer, 245
slideshows, viewing of photos, 194-195
Smart Album, 201
Smart Group, 107
Smart Playlist, 123
social networks
connecting
to Flickr, 180-181
to LinkedIn, 174-175



posting
to Facebook, 166-167
to LinkedIn, 176-177
publishing Photos albums to Facebook, 168-169
sending
photos to Flickr, 182-183
tweets, 172-173
video to Vimeo, 186-187
setting up Vimeo account, 184-185
sharing information, 188-189
signing in
to Facebook, 164-165
to Twitter, 170-171
updating profile pictures, 178-179
viewing links shared on, 42-43
songs
adding to playlist, 123
playing in iTunes, 120-121
sort list (iTunes window), 119
Sources section (iTunes window), 119
splitting screen with two applications, 11
Spotlight feature

removing item types from
results of, 13

searching Mac with, 12
starting applications with, 4
Standard account type, 251
starting
applications
about, 4-5
with Dock, 4
with Finder, 5
with Launchpad, 6
with Spotlight, 4
DVDs, 219
status area (iTunes window), 119
storage, managing for iCloud, 302-303
straightening photos, 206-207
stretched aspect ratio, 247
subscribing to podcasts in iTunes, 128-129
switching between applications, 8
synchronizing
devices, 134-135
iCloud setup, 292-293
movies, 135
music, 134

notes, 141
photos, 134, 135
TV shows, 135
wirelessly, 135
System Preferences, 240-241, 328-329

T
tabs
creating, 23, 27
merging open folder windows
into, 23
opening
folders in, 22-23
web pages in, 26-27
tagging photos, 210-211
tags
organizing files with, 150-151
searching files with, 152-153
selecting, 153
tasks
accessing non-keyboard characters, 160-161
connecting devices, 132-133
creating
reminders, 144-145
Reminders list, 146-147
enabling Handoff in 0S X, 137
enhancing notes with attachments, 142-143
getting directions to locations, 156-157
installing
fonts, 158-159
programs using App Store, 138-139
integrating 0S X with iPhone/iPad, 136
Notification Center, 148-149
organizing files with tags, 150-151
searching
files with tags, 152-153
for locations, 154-155
synchronizing devices, 134-135
writing notes, 140-141
text, resizing in Messages app, 93
third-party cookies, 73
Time Machine
configuring backups, 274-275
restoring files using, 278-279
tracking, disabling for websites, 72-73
traffic information (Maps app), 157
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trash, emptying, 266
troubleshooting, techniques for, 283
TVs

synchronizing shows, 135
viewing 0S X on, 328-329
tweets, sending, 172-173
Twitter, signing in to, 170-171
typeface, compared with font, 159

U

uninstalling unused applications, 270-271
unread, marking messages as, 67

updating profile pictures, 178-179
uploading folders of photos to Facebook, 169
user accounts, adding, 250-251

v

verification phone number, changing for iCloud, 295
videos
sending to Vimeo, 186-187
sharing, 189
synchronizing, 135
viewing
applications with Mission Control, 9
imported photos, 197
links shared on social networks, 42-43
note attachments, 143
0S X on TVs, 328-329
photos, 198-199
previews of photos, 192-193
running applications with Mission Control, 9
slideshows of photos, 194-195
Vimeo
account setup, 184-185
sending video to, 186-187
viruses, prevalence of, 63
volume, adjusting in iTunes, 121

w

waking
requiring passwords on, 226-227
sleeping displays, 245

web browsing
bookmarking web pages, 34-35
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changing home page, 32-33
creating web page Reading list, 44-45
deleting bookmarks, 35
downloading files, 40-41
muting web page tabs, 37
navigating
with History list, 30-31
web pages, 28-29
opening web pages in tabs, 26-27
pinning web page tabs, 36
searching for sites, 38-39
viewing links shared on social networks, 42-43
web bug, 87
web pages
bookmarking, 34-35
creating Reading list, 44-45
muting tabs, 37
navigating, 28-29
opening in tabs, 26-27
pinning tabs, 36
posting on Facebook, 166
sharing, 188
tweeting, 172
websites
deleting from browsing history, 70-71
passwords for, 78-79, 296-297
preventing from tracking you, 72-73
removing saved data, 74-75
searching for, 38-39
widescreen aspect ratio, 247
widgets, adding to Notification Center, 258-259
Wi-Fi status icon, 317
Windows
adding shared printers, 327
sharing folders with users, 323
wireless networks, 311, 316-317
wireless router, 311
wireless sync, 135
writing
messages offline in Mail app, 51
notes, 140-141

Z

zooming photos, 193
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