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Desktop, Finder, and Home

Get to know the Finder
windows and how
to use them
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keyboard shortcuts
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information




LESSON 1

Introduction to the
Mac OS X Lion Desktop

If you have a Mac running Lion (OS X version 10.7), you're ready
to jump right in! In this lesson you’ll become familiar with using

the basic features of your Mac and its Desktop/Finder.

This book assumes you are familiar with how to operate

a computer—how to use a mouse or trackpad, select items
from menus, distinguish one icon from another, move files

and folders and windows around, how and why to save the
documents you create, etc. If you are brand new to computers
in general, we strongly suggest you use The Little Mac Book,
Lion Edition before you read this book—7The Little Mac Book
introduces you to using a computer in much more detail and at

a much slower pace than this book.
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Get to Know Your Desktop and Finder

When you turn on your Mac, you'll always see your Desktop, shown below. This is
also called the Finder, although technically the Finder is the application that runs
the Desktop. Whenever you see a direction that tells you to go to the Desktop or to
the Finder, this is where you need to go.

Application menu.
This menu names the application Spotlight.
Apple menu. that is “active” at the moment. Menu bar. See Lesson 19.

O i T 4 @ Wed Z4BPM Reilly Gl

& Finder File Edit View

Desktop.
This entire
background area

is the Desktop.

anae 1 Al My Files
By El= o m (- (m
FAVORITES
O Ant sy Files
& AirDrop
#% Applications
~ Desktop Bue Mermaid 100
T Documants rgh.Eiff
) Downloads
1 Movies

J7 Music
5 Pletures

SHARED M5 Naughty W5 Lost Dogs.par
Night.paf
BEVICES

Finder window.
See pages 5-7.

Finder icon. | Dock. Documents and Trash.
See the next See pages Downloads folders. See pages
two pages. 22-23. See pages 24-25. 26-27.

—— Because of the way the computer works, you might see the Desktop
but not actually be in the Finder. Get in the habit of checking the application menu
(shown top-left and on the opposite page). When you are really in the Finder or at the
Desktop, the application menu will show “Finder.”

—— For an uncluttered Desktop appearance, the “Hard Disk” icon (usually
shown in the top-right corner) is not visible by default in Lion. If you're accustomed to
seeing it there and want to bring it back, see page 276.
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Make sure you can get to the Desktop or Finder
whenever necessary

As you work on your Mac, you will be using a number of applications to create your
documents, but you'll often want to go back to the Finder, which is like home base.

The name of the active application, the one that’s currently open and available to use
(including the Finder), will always be displayed in the application menu. Keep an eye

on that menu.
To go to the Finder at any time, do one of these things:
B Single-click on any blank area of the Desktop.
® Single-click on any Finder window (shown below) that you see.

B Single-click the Finder icon in the Dock (shown on the opposite page).

Check to make sure the application menu says “Finder,” as shown circled below.

File Edit View Go Window Help

[ Docur

(<]>] __.E.E = | m|m|[2ex]|[=
FAVORITES Today

= All My Files o

“ AirDrop -

#\ Applications RTE

[ Desktop Unremedied Mirth
Woe.rtf fa
'} Downloads Yesterday

= Movies

" Music
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Get to Know Your Finder Window

Below, you see a typical Finder window. This is called a Finder window to

distinguish it from similar (but different) windows you will use in your applications.

You will access just about everything on your Mac through a Finder window, and

you will store everything you create in a Finder window. A window can open into a

number of different views, so take a few minutes to read the following pages about

the views you might see, and read pages 280—284 about customizing the windows.

Item arrangement. Title bar.
Choose how to arrange This is the name of the
View buttons. items in the window (see folder whose contents
Toolbar.  See pages 14-18. pages 280-285 for details). are shown in the window.
See opposite page. 8 0 0 =]
= e o = Spotigh
FAVORITES Images Show All (11) search.
L See Leson .
| FIA P
@ AirDrop L ‘n
. e
Sldebar. B rf.\; Applications AR = il ‘qla
See pages 12-13. ‘:‘ Desktop gma weber.tif Dad.jpg Blue I-:;ertl?;rd 100 flea.jpg
ﬁ] Documents '
o Downloads PDF Documents
E Movies e SCI’O"
J7 Music o ﬁ bar
@) Pictures “For area.*
MS Maughty WS Lost Dogs.pdf
Other computers - SHARED Night.pdf
on your network. [ jtiMac
See Lesson 21. [=] JTMagBookPro posuments
|| Robirf's Office Mac N N N
DEVICES
1 | &TF RTF RTF
%l Robil.= e MS Cood dawning MS Upcheer
|2 Macitosh HD 1o thee.rtf Thyself.rtf Path
2] iDisk b
/h rosetta + (I Documents » [ Research Files » [ Mary Sidney ~ , MS Daughters.rtf —— Dar.
1 of 16 selected
Hover the pointer over Drag this Status bar. Drag to resize D
: . ; . rag an
the area to the right of the edge to resize icons when in gany
. . . . corner or an
“Devices” or “Shared” item the Sidebar. Icon view, as i

to reveal a “Show”
or “Hide” option.

To move a window,
press on the title bar or

status bar and drag it.

edge to resize

shown here. .
the window.

*Important: Scroll bars are hidden until you start to
scroll by dragging a mouse, swiping a trackpad with
two fingers, or swiping a Magic Mouse with one finger.

If you use an older mouse or you want the scroll
bars to be visible, go to System Preferences, choose
“Appearance,” then set “Show scroll bars” to “Always.”
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Become comfortable with “swiping”

Lion has many features that are much more useful and easier to work with if you use
one of the Multi-Touch devices such as a Magic Mouse, a Magic Trackpad, or a built-in
trackpad on your laptop with gestures enabled. For instance, in the window shown
on the opposite page, you can swipe left or right to display the files. See page 19.

Use the buttons in the Finder Window
There are several buttons in the Toolbar of every Finder window.
Red, yellow, and green buttons @ 0 ©

@ Single-click the red button to close the window.

Single-click the yellow button to minimize the window, which
sends a tiny icon down into the Dock, on the right side. Try it.

To open that window again, single-click its icon in the Dock.

® Single-click the green button to toggle between the previous window size
and the current window size.

Previous and Next buttons [ <>

These buttons go back and forward through the contents of windows you have
viewed (just like the Previous and Next buttons on web pages). Every time you open
a new window, these buttons start over.

Hide/Show the Toolbar, Sidebar, Path Bar, and Status Bar

To hide the Toolbar, Sidebar, Path Bar, or Status Bar, go to the View menu, then
choose “Hide Toolbar” (or “Hide Sidebar” etc.). If an item is already hidden, the
menu says “Show Toolbar;,” etc.

eno o . .
Toolbar. — @ e @ Tbe same window with the Toolbar, .
P Sidebar, Path Bar, and Status Bar hidden.
L1 Al My Files L_J Ll ﬁ" 800 kil ]
(2 Desktop skiop uments s ) ¥
iy Applications .ﬁ. .A. i
[ Documents Tl - = Desion Documents Downlcacs
(88 Dsskiop ' Pre PO
. © Downlvads - .
Sldebar. — [ Movies Manies Musie [ Pictures ] B8 it e
J3 Music il e |
3 Pictures 2 Macintonh WD+ (3] Users » 3 Jt - [ icturns Movies Mugic [ mctures §
1! 8 ebctnd 47706 ChLrabie

Status Bar. The Path Bar shows a location path to the selected item.



Lesson 1

Introduction to the Mac OS X Desktop

Get to Know Your Sidebar and its Home Folders

When you open a Finder window in Lion, the default is to show you the contents
of the folder named All My Files, which displays every file you've ever created

or copied to your computer, arranged in rows of categories (see page 13 for more
details about All My Files). The other items in the Sidebar are folders that are
actually stored in what’s called your Home folder, where everything you create is
saved; putting the Home folders in the Sidebar saves you one step in that you don’t
have to first open your Home folder to access them. (Also see pages 36—38.)

If you're an experienced Mac user, you might notice that Apple seems to want us to
transition away from using the traditional os x Home folder to using the Sidebar to
access the folders. You can put your Home folder in the Sidebar, as described below.

® To open a Finder window, single-click on the Finder icon (shown to the left)
in the Dock (the Dock is that row of icons that is usually found across the

— bottom of your screen). A Finder window provides access to everything on

your Mac.

® To put your Home folder in the Sidebar (skip this if you don’t miss your
Home folder or don’t even know what it is): From the Finder menu, choose
“Preferences...” (shown below-right). Click the “Sidebar” icon in the toolbar.
Put a check next to your Home folder name and icon. Click the little red close

button in the corner to put it away.

8e0e — £} rosetta - NaXa Finder ProNrences
[l acd e Q) 4

| m P JE32]ER) o] bl N 4B

| ravoriTEs (5 Deskiop » Genersl Im!

|
T T— o > | o e
= All My Files i@ Movies - FAVORITES
‘7 AirDrop [ Music : - ::‘::ﬂm
. - L
#% Applications [ Pictures & iy Aoeications
Ak (& Public =
|| Desktop # ::nnmw
ﬁ] Documents :OLmT::
3 Downloads o movies
B Movies L '1 Lo
J4 Music
[E) Pictures SHARED
T o [ mack vo iy s
& L Conmected sarvers
. . a"..'h\h"
| put a Home folder in the Sidebar above so you could B
see the folders that are stored in it. @ 2l Rebins A
) & L) Hard gisks
In the preferences (shown to the right), you can B i
. . . = IDisk
uncheck any items you don’t need to see in the Sidebar. @ () co, oD, ans o

The Public folder is used for sharing files; see Lesson 21. —
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What each folder in your Sidebar is for

All My Files
AirDrop
Applications

Desktop

Documents

Downloads

Movies

Music

Pictures

All your document and image files (not folders) are displayed in this
window. You cannot put anything in this folder yourself. See page 13.

Don’t worry if you don’t see this item. This is a window for sharing
files; see page 399.

This folder holds all your applications that came with your Mac, and
when you install new ones, they will go in this folder. See page 48.

This folder holds any files that might be sitting directly on the
Desktop (see page 4). Putting files on the Desktop is like keeping
them on your office desk instead of putting them in a filing cabinet.
Having this folder to hold the same files means you can get to them
when you're not actually at the Desktop, as when you want to open
a file from within an application.

At first, your Mac makes sure every document you create is safely
tucked into this Documents folder. Later, you can create your own
folders (see pages 10—11) and store your documents in them.

This folder holds most of the files that you download through
Bonjour, iChat, or the Internet. Files that come to you through
email will also end up here if you click the “Save” button in an
email message. The Downloads folder in the Dock holds exactly
the same files. See pages 24—25.

The iMovie application uses this folder to automatically store

the files necessary for creating the movies you make. You can also
store movies here that you've acquired from any source other than
iMovie, such as from the Internet or email.

The iTunes application uses this folder to automatically keep track
of all the music files you buy and all of your playlists.

The iPhoto application uses this folder to automatically keep
track of all your photos and albums. Use it to store any photos, or
folders of photos, even if they haven’t been imported into iPhoto.

Do not change the names of the folders in the Home folder or throw them away

unless you are very clear on what you're doing and why you’re making that choice!

You can, however, Command-drag any folder out of the Sidebar; if you ever want

to replace that folder, open your Home folder and drag it back in.
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Create Your Own Folders

At any time, you can create your own folders where you can store your documents
and organize your files. For instance, you might want a folder in which to store

all your financial documents, another folder for all your newsletter files, and yet
another for the screenplays you're writing. All of these documents could go inside
the Documents folder, but that’s like putting every document in your office in one
big manila folder.

Use digital folders on your Mac as you would use manila folders in a metal filing
cabinet. When you save a file, save it directly into your custom folders.

= To make a new folder, go to the File menu and choose “New Folder”
It is ready to name—simply type the new name, then hit Return.
Click anywhere to deselect the folder.

The new folder appears inside the window whose name is in the title
bar (shown circled, below). That is, if you want to put the new folder
into the Documents folder, first open the Documents folder before you
make the new one.

800 ( [_] The Shakespeare Papers ’
= [ :: ECER [Q
FAVORITES

E All My Files

ﬁj robin

+#\; Applications

@ Desktop
ﬁ] drafts subscription info ideas folder
Documents

0 Downloads
EI Movies !
ﬂ Music

Pictures

SHARED

businsess files web site files illustrations
DEVICES

6 items, 1.64 GB available ——

In my Documents folder, | made a new folder called “The Shakespeare Papers.”
Inside that folder, | made these six new folders.



® To rename a folder:

Lesson 1

1 Single-click the folder to select it.

Introduction to the Mac OS X Desktop

2 Hit the Return key to highlight the name (you’ll see a blue outline

around the name). Or single-click on the name.

3 Type to replace the existing name. (You don’t need to delete the original

name first.)

4 Hit Return or Enter to set the name.

To open a folder, double-click it.

To go back to the contents of the previous folder, single-click the left-pointing
triangle, called the Previous button (shown to the left).

To move a folder, just drag it to another window or another folder.

To put something inside a folder, drag the item and drop it on top of

the folder icon or into its column. Or save a file directly into that folder
(see page 44 for details).

|a0n £ The Shakespeare Papers
| <lb O« CNESIEE (Q
FAVORITES [l Applications = '3 Aasan the Moor (53 businsess files.
[l Deskiop = blooms 1if (o2 drafs
- Documents F 7 Baoda in snow.jpg [ ideas folder
oAl My Eles [ Downloads [l December snow [ Mustrations
#% Applications [ Movies 4 Evenso [0 Mermaid Tavern
= Deskrop [ music 1 Green house on S1a Lucia street i [0 past issues
& [0 Pictures ' Joviul Stolcism (& subscription info
Documents (30 Public (1 jr photos v [ web she fles
3 Downloads (0 jtCarvas Images v
1] Mavies A Sphynx oniginal jpg
13 Music 21 The Shakespeare Papers
SHARED
DEVICES
| Hard Disk
=) misk : > - =
2 Mard Disk + [ Users + /v roben » (i3] Documents + (] The Shakespeare Papers
B item 4 08 avalable

In Column View (shown and explained on page 16), you can see how we've got folders
inside of folders. Just picture it like a filing cabinet in which you store file folders, and
the understanding of organizing your information will come easily.
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Introduction to the Mac OS X Desktop

Take Advantage of the Sidebar

The Sidebar of every Finder window is customizable—you can add or remove any
folder or document as often as you like. Items in the Sidebar are always aliases, or
icons that merely represent the real file. This means you can delete an icon from the
Sidebar and it does not delete the actual file that it represents.

Each of the icons in the Sidebar actually represents a file or folder somewhere else
on your hard disk.

Because a folder or document in the Sidebar is a picture (alias) of the real thing,
you can drop files into the icon in the Sidebar (just drag and drop them) or into the
original folder and they go to the same place. Try it: Drop a file into the Documents
folder in the Sidebar, then open the Documents folder in the Home window and
you'll see the new document.

Add a folder or document to the Sidebar. This makes it easier to find a folder and put
other files in it, and it makes a document easier to find and open (just single-click it).
It’s also easier when you are working in an application and want to save a file, because
the folder shows up in the sidebar of Open and Save As dialogs.

® To add a folder or document to the Sidebar, simply drag the icon from
any window or from the Desktop and drop it into the Sidebar.

B Use the Finder preferences to add hard disk icons and more (as explained
on the opposite page).

Remove folder or document icons from the Sidebar that you don’t use. Don'’t
worry—removing the picture of a folder from the Sidebar does not throw away
the original folder nor anything in it!

B To remove an item from the Sidebar, hold down the Command key, press
on the name with the mouse, and drag it out of the Sidebar. Let go when
the mouse pointer is on the Desktop. As you can see below, the icon disap-
pears in a puff of smoke. Notice that although I removed the Movies folder
from the Sidebar, the original Movies folder is still safe and sound in the
Home window (as shown on the opposite page).
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Customize the Sidebar to contain just the items you want to see: Click on the
Desktop to make the Finder the current active application, then from the Finder
menu (next to the Apple icon), choose “Preferences...” Click the “Sidebar” icon in
the toolbar (circled, above-right). Check the items you want to show in the Sidebar,
and uncheck items that you don’t want. If you uncheck all items in a category, such
as “Devices,” the entire category, including the header, disappears from the Finder
window sidebar.

All My Files

This item in your Sidebar displays every file and photo you ever create or store on
your Mac. This is not the most useful feature when you've got more than 10,000 files
in one window (like we do), although if you set the arrangement by date, the latest
things you've worked on will show up right in front of you. You cannot add files to
this window—it is done automatically; you might think you are dropping a file in this
window, but the Mac actually stores the file in an appropriate folder and just shows
you the icon. You can delete files or rename them, and you are actually deleting or
renaming the original file. Keep the Path Bar visible (see page 7) so you know where
the files are located.

The default for the All My Files view is that it is arranged by Kind, which is what puts
all the files in rows, each row being a category; within these rows, the first items you
see are the newest. This makes it handy to find something you were recently working

on—open All My Files and your most recent documents are right there.

See pages 280—285 to learn to control the arrangement in this window and others.
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Change the View of the Finder Window

You can change the visual display of the files inside any window—show them as icons,
as a list of items, in columns of information, or slideshow-like. You might prefer

one view for certain files and a different view for others. Experiment with the four
different views and decide for yourself how you like to work.

® To change views, single-click one of the four little View buttons.

From left to right, the View buttons display
Icon View, List View, Column View, Cover Flow view.

The lcon View

Obviously, this displays every file as an icon, or small picture. Double-click an icon
to open it. To view the icons in categorized rows like you see in the “All My Files”
window on page 6, see pages 280—281.

Icon View button. Show View Options.
ano £ robin ;] Documents
VY| E=om (=] a B e
. FAVORITES —
Sidebar. — " Ay s Arrnge by (oos

'm'mhin [l i x“I
% Applications H =

<.‘_‘:i
Downloads

ot By, Mok

] Desktop Deskiop Documenis AT A
[ Documents Crid spacing
© Downloads i ]
[ Movies —5 = Texsiee: [ 12
7 Music ﬁ i J E' Label position:
&5 Pictures (@) Bomom () Right
SHARED L Music Pictures Show item info
# Show icon praview
[la =i
Background
(=) whise
Coler
Picture
Drag this slider to resize icons.
Use as Defaults

Enhanced lcon View: Enlarge the icons with the size slider for easy viewing. You

can preview multipage documents and movies right in the icon: In the View Options

(as shown above-right), check “Show icon preview” (if it isn’t already).

L

Hover the pointer over
the icon of a multipage
document. To browse
through the pages, click
the left and right arrows
that appear at the
bottom of the icon.

Hover the
pointer over the
icon of a movie,
then click the
Play button that
appears.
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The List View

In the List View, you can organize the list of files alphabetically by names, by the
dates the files were last modified, by what kind of items they are, and other options.
You can also see the contents of more than one folder at once.

List View button.

8006 (il Documents
4 > [ =2 m e | |k~ |2 > B.q
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P when love speaks.textClipping 1/18/03 3:12 PM 2 KB Text Clipping
&3 IDIsk 4 0 'thou pale Orb 11/17/02 3:47 PM 290 bytes  Rich Text Format
———

The blue column heading is a visual clue that the contents are organized, or “sorted,’
by that heading. You can see, above, that the files in this window are sorted by
“Name” To organize the contents by the dates they were modified, their size or kind,
single-click that column heading (you might have to open the window wider or
scroll to the right to see the other columns and headings). If you cannot make any

changes to the columns, it probably has an “arrangement” applied; see page 283.

The tiny triangle in the column heading (circled above-right) is a visual clue that
tells you whether the information is sorted from first to last or last to first. Single-
click the triangle to reverse the order. Try it.

In the List View, single-click vs. double-click:

@ Rosetta

Folder icon: Single-click the disclosure triangle to the left of a folder
to display its contents as a sublist, as shown circled above-left. You can
view the contents of more than one folder at once.

oseta  Double-click the folder icon to display its contents in the window,

which will replace the contents you currently see in the window.

“ mabel.if Document icon: Double-click a document to open not only that

document, but also the application it was created in.

77 Texkditapp  Application icon: Double-click an application icon to open the

application.
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The Column View

Viewing a Finder window in columns allows you to see the contents of a selected
folder or hard disk and easily keep track of where each file is located. You can also
view the contents of another folder without losing sight of the first one. This view
helps you understand where everything is kept in your computer.

If you have photographs, graphic images, movies or PDFs in your folders, the last
column displays previews of the items. You can even play a small movie in this preview
column, if a movie file is selected. Some documents can display previews as well.

Column View button

208 R i past asins :
ey (32 S ll=) (=] a

i Applications  ~ & About Stacks [l businsess files
& Deskrop * [l The Shakespeare Papers » [ drafis

(] Documents = 0 ideas folder

(&l Downloads ¥ Ll Mustrations

(0 Movies v 0 Mermaid Tavern

il Music * L past issues -
i mctures - Ll subscription info
0 Public » L web site files

Name: TiF_DescWomen_vi.pal
wand: Partadie Decumnt Format
Sze: LS ME

Created: Today 4:28 PM

SHARID
DEVICES 1 Harg Dusk « .:mIvl - (3% romin « (L] Dotuments - (L] The Shakesoedre Paptrs = [ Dast bues = |« TSP_DeadWomen_v5.oef
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To resize an individual column, drag one of the vertical divider lines.
To expand the column to reveal the longest file name, double-click
the divider line.

To resize all columns, Option-drag a vertical line (hold down the
Option key while you drag a line). You might see small “thumb”

marks at the bottom of the column divider; if so, you must drag

that thumb mark to move the column.

The Path Bar shows another view of the path to the selected file. Double-click
any folder shown in the Path Bar (or in the Column view) to open it.

You won't see additional columns to the right until you single-click a folder or a file—
then a new column to the right appears to display the contents of that folder or a
preview of the file. A triangle indicates that file is a folder that can contain other files.

In the example above, you can see that the “top level” folder is the Home folder,

“robin” In “robin,” I selected the folder “Documents” (I clicked once on it) and in
that folder I selected “The Shakespeare Papers,” and in that folder I selected “past
issues” and then selected a PDF document. The last column displays a preview of the
selected file and information about it.
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In the Column View, single-click files to display columns:

[ Documents »  Folder icon: Single-click a folder to display its contents in the column
to the right. If there is no column to the right, one will appear.

= Mabel rif Document icon: Single-click a document to see a preview in the
column to the right. Not all documents can provide content previews,
but the preview will at least give you information about that file.

Double-click a document to open not only that document, but also

the application it was created in.

7 Texeditapp  Application icon: Single-click an application icon to preview
information about it, such as its version and date of modification.

Double-click an application icon to open that application.

—— You can customize many features about the Finder windows, such
as the font size, the icon size, even the color inside the window. You can organize
the List View by different columns of information, choose to turn off the preview
in Column View, and more. See Lesson 15, Personalize Your Mac.

—— No matter which view you are in, you can always open a folder into a
new, separate window: Hold down the Command key and double-click any folder in

any view (the original window stays open).

Hold down the Option key and double-click a folder to open the folder in a new window
and close the original window.

17
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The Cover Flow View

The Cover Flow View displays your files graphically in a slideshow-like format at the
top of the window. To flip through them, you can click on the icons on either side of
the center image, drag the slider bar, click the triangles on the left or right side of the

slider bar, or click the items in the list below the Cover Flow pane. You can even use

the arrow keys on your keyboard to move through the Cover Flow view.

For the columns below the Cover Flow pane, organize and use them just as you
would in List View, as described on the previous pages. If you find you cannot move
the columns, it means there is an “arrangement” applied; go to the Arrange menu

(see callout, below) and choose “None.”

Double-click a Cover Flow image to
Cover Flow View button. Arrange menu. open that document or application.

| (L1 jt photos

FAVORITES
= All My Files
15} robin
rﬁ.\‘ Applications
!:l Desktop
|§] Documents
0 Downloads
H Movies
J4 Music

SHARED

DEVICES

Jan 5, 2006 2:05 PM

¥ Snow storm.jpg 12/30/06 11:48 AM
! Senorita and church.jpg 3/21/11 6:10 PM
®m SanMiguel wall jpg 5/31/08 2:45 PM
B sanMiguel wall 2.jpg 2/19/11 6:36 PM
8 San Miguel wall 3.JPG 5/31/08 2:41 PM
j San Miguel tower.jpg 2/19/11 6:36 PM
San Miguel street.jpg 3/21/116:10 PM
; San Miguel portal.jpg 5/31/08 2:45 PM 2.6 MB JPEG imal

| 1of 151 selected, 11.12 GB availabje |

Single-click any item in the Single-click an icon here Drag this Click the end triangles
Sidebar to display it or to display it in the Cover “thumb grip” to navigate through
its contents in the window. Flow view window above. to enlarge the the Cover Flow files,
Double-click an icon Cover Flow or drag the slider bar.
here to open that area of the
window.

document or application.
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Use Gestures to Navigate Your Mac

Lion can take advantage of something called gestures—movements of your fingers
on a special Multi-Touch input device. These devices include the Apple Magic
Mouse, the Apple Magic Trackpad that you can use with your desktop computer,
and trackpads that are built in to newer Apple laptops. Below are some of the basic
Multi-Touch gestures that you can use with these special devices (if you don't have
one, ignore this page). Note: A tap is a gentle tap, not a click.

Some of these gestures might be different for you because you can customize them in
the Mouse or Trackpad system preferences (see page 290). This preferences pane also
shows you little movies of how things work. Gestures might be confusing at first, but
it’s surprising how quickly you get accustomed to your favorite ones.

On a Magic Mouse

To go forward or back through web pages, swipe left or right with one finger.

To show all open windows of an application, hover over the application’s icon
in the Dock, then swipe up with two fingers.

To flip between Launchpad screens (see page 49), swipe left or right on the
Multi-Touch surface with three fingers.

To switch between Spaces (see pages 298—301), swipe left or right with two fingers.

To open Mission Control (see Lesson 16), double-tap with two fingers on the
Multi-Touch surface. To return to the Desktop, double-tap with two fingers
again, or click one of the items in Mission Control (a file, app, or Space).

On a Magic Trackpad or built-in MultiTouch trackpad
To go forward or back through web pages, swipe left or right with two fingers.

To show all open windows of an application, hover over the app’s icon in the Dock,
then swipe up with two fingers.

To flip between Launchpad screens (page 49), swipe left or right with two fingers.

To show the Desktop and hide all open windows in the screen edges, spread
four fingers on the Multi-Touch surface. To return, pinch four fingers.

To switch between screens and Spaces, swipe left or right with three fingers.

To open Mission Control, swipe up with three fingers. To return to the Desktop,
swipe down with three fingers, or click one of the items shown in Mission Control
(a file, app, or Space).
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Quick Look

Quick Look lets you quickly preview almost any kind of file without actually
opening it. Simply select a file, then press the Spacebar to preview it in Quick Look.

To put a Quick Look button in the toolbar of Finder windows: Right-click on a
window toolbar; choose “Customize Toolbar...” From the sheet that drops down,
drag the Quick Look button and drop it on the window’s toolbar. Click “Done.”

When you preview a text file, you can actually scroll through the document. When
you preview a Keynote presentation, you'll see your slides and notes. When you
preview a PDF with many pages, you can scroll through the pages.

To open a Quick Look preview, select one or more files, then do any of the following:

B Tap the Spacebar.

Click the Quick Look button described above, or press Command Y.

B Go to the File menu and choose “Quick Look filename”

Right-click and choose “Quick Look filename”

Once a Quick Look preview is open, you can single-click other files in the Finder or
use the arrow keys to cycle through files, and they will appear in that preview.

If more than one file is open in Quick Look, you can use the Previous and Next
arrow buttons (shown below) to cycle through the files.

Click to enlarge the preview.

Click again to return to Open with an application
original preview size. appropriate for the file type.
Close Quick Look. —0 |2 Sphynx ariginal.jog Open with Preview | 7

Show selected files
as an Index Sheet
(see the next page).

Drag any corner
or edge to enlarge.

20
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To view multiple files as an index sheet, click the “Index Sheet” button (shown to

the left and on the previous page).

o & Items

While in Index Sheet mode,
click a thumbnail to display
a large version in the Quick

Look panel.

A selection of various file types, shown in Quick Look’s
Index Sheet.

Quick Look also works in email and iChat. When you see a web address (a URL) in
email or iChat, hover the cursor over the URL to reveal a Data Detector icon to its
right (circled, below-left). Click that icon to display the web page in Quick Look.

Click the Data

Detector icon to

open the link in
Quick Look. —»

To close Quick Look:
B Hit the Spacebar.

B Press Command Y.
B Click the X in the upper-left corner of the Quick Look window.

B Go to the File menu and choose “Close Quick Look.
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Use the Dock

The Dock is that strip of icons across the bottom of the screen*. The specific icons
that appear in the Dock will change as you open and close applications, view photos,
or customize what’s in the Dock. “Hover” your mouse over an icon (position the
pointer and hold it there, but don’t click) to see a label appear that tells you the

name of the application or file.
® To open an application or document from the Dock, single-click its icon.

Keep an eye on the application menu in the top-left corner of the screen (as
explained on pages 4—5) to verify which application is the currently “active” appli-
cation. You can also enable a visual clue that tells you which applications in the
Dock are open. Right-click the dividing line in the Dock, choose “Dock Preferences,’
then select “Show indicator lights for open applications” A tiny blue light appears
under the icon of open applications (as shown below, under three applications).

Preview
Lesson 11 System Downloads
Launchpad Mail Facetime iCal iTunes Preferences Stack, pages
page 49 Lesson 5 Lesson 9 Lesson 8 Lesson 10 iPhoto Lesson 15 24-25,107

L

b s L 2 I ok = 2 8
LeOE@e LEwONTE

- T |
I |

Finder App Store Safari Address Book Photo Booth Documents Trash
pages 4-5 Lesson 12 Lesson 7 Lesson 6 Lesson 12 Folder page 26
Dividing line
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You can rearrange any of the icons. You can add or remove applications from the
left side of the dividing line (see callouts, above), and you can add or remove folders,

documents, and web page locations from the right side of the dividing line:

® To rearrange an icon, press the mouse on it and drag it left or right.

The other icons will move over to make room.

B To add an application icon, first open the Applications folder (click the
Applications icon in the Sidebar of any Finder window) or open Launchpad
(see page 49). Drag an application icon down to the Dock, to the left side of

the dividing line. The existing icons will move over to make room.

B Whenever you open an application, its icon is automatically and temporarily
put in the Dock. To keep an application icon in the Dock, press on the icon
while it’s in the Dock, choose “Options,” then choose “Keep in Dock?”
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B To add an often-used folder or a document, drag it to the right side of
the dividing line. Then you can easily open it with a single click.

® To remove any icon from the Dock, press on it with the mouse and drag it
upward, off the Dock. Let go of the mouse and the icon will disappear in a
poof of smoke. This doesn’t hurt anything! Never will you delete any original
item by removing its icon from the Dock. You can also Control-click (or right-
click) a Dock item, choose “Options,” then choose “Remove from Dock”

® To add a web page, open your browser application, Safari (see Lesson 7 about
Safari). Go to the web page that you want to have easy access to in your Dock.
Drag the tiny icon that you see on the left of the web page address in the
location field (circled, below) and drop it in the Dock—on the right side of
the dividing line.

The advantage of putting a web page icon in your Dock is that while you're
working in any application, you can click that web icon and your browser
opens to that page—you don’t have to go find your browser first and then
find the bookmark.

The Shakespeare Papers

.3 + tp://TheShakespearePapers.com/ O. Q~ Google

The Shakespeare Papers

4

Both the Documents folder and the Downloads stack, shown on the previous page,
can be changed to regular folder icons, as shown above. See the following page.

*Is the Dock missing?

The Dock can be customized in many ways. It might be on either side of the screen
instead of at the bottom, or it might even be hidden. If you don't see the Dock
anywhere, push your mouse to the far left, the far right, or the deep bottom of the
screen and the hidden Dock will appear from one of those edges. See Lesson 15 for
details on how to customize the Dock to fit your needs.

23



Lesson 1

24

Introduction to the Mac OS X Desktop

Documents and Downloads folders in the Dock

The right side of the Dock holds copies of the Documents and Downloads folders
that are stored in your Home folder. The icons in the Dock provide convenient
access to the files you've created or downloaded to your Mac through Bonjour,
iChat, or the Internet. Files attached to email will also end up in the Downloads

folder when you click the “Save” button in an email message.

Documents folder. Downloads folder, shown as a stack of icons.

You can choose to display these folders in the Dock as a Folder icon (as the
Documents folder shown above) or as a Stack icon (also shown above):

1 Control-click one of the folders to get the pop-up menu shown below.
2 In the “Display as” section of the pop-up menu, choose “Folder” or “Stack”

If you choose “Stack,” the icon on top of the Stack is the most recent file added
to the folder. Dazzling, but not very useful. I prefer the Folder display.

You can also choose to remove these icons from your Dock—just drag the icons
out of the Dock and drop them on the Desktop. The original folders in your Home
folder are still there, safe and sound.

Name

Date Added
Date Modified
o Choose how you want to
Kind show a folder in the Dock:
as a Folder or as a Stack.

Folder
Stack

Fan

Crid

List
Automatic

Options

Open “Downloads”
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To view its contents, single-click the folder or stack icon.

You can choose how to display the contents: Control-click (or right-click) the Folder
or Stack to open the pop-up menu shown on the previous page. From the “View
content as” section, choose “Fan,” “Grid,” or “List” If you choose to view content as
“Automatic,” the Stack opens in Fan view when eleven or fewer items are present;
more than eleven items opens in Grid view. Single-click a file or folder to open it.
Each view includes an “Open in Finder” command.

Click this icon to show
the folder contents in a
normal Finder window.

@ |

Gm

_—

m[g

any

Choose “Options” to

Snap to Beatrtfd

ing
-
FChats

3 tarewardnf
@"5 :
o ore
:

£ WIS

View contents as a Fan. View contents as a Grid. View contents as a List.

The Grid view of contents makes navigation of folders easy: Click a folder in Grid
view (below, left) to see its contents (below, right). To return to the previous folder,
click the return path button (to the previous folder) in the top-left corner.

When there are too many items to display, a dark gray scroll bar appears on the
right side of the window.

To previous folder.
f\ Current folder.

U5 X bloy pl . ul ones.ipg " M Robin-Br. eterypg

@

Open in Finder Thames Fath The Momument Open in Finder

change Stack settings.
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Use the Trash

The Trash basket in the Dock is where you throw away any files you don’t want.

® To put a file in the Trash, press on any file in the Finder and drag it to the
Trash basket. When the tip of the pointer touches the basket, the basket
changes color—this means you're in the right place. Let go of the mouse
button and that file is in the Trash. Remember, it’s the tip of the pointer, not
the icon image, that selects the Trash basket.

You can also use a contextual menu to trash things; see pages 42—43.
® To empty the Trash, press (don’t click) on the Trash icon and a little menu

pops up with an option that says, “Empty Trash” Choose that option,
or go to the Finder menu and choose “Empty Trash”

When you empty the Trash, you'll get a warning asking if that’s what you really
want to do. Some people like to have this reminder; others hate it. You can tell

your Mac to stop reminding you about emptying the Trash (next page).

Are you sure you want to permanently
] 1

erase the items in the Trash?

You can’t undo this action.

(_ Cancel ) E Empty Trash j

26
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® To turn the Trash warning off (or on) :

1 From the Finder menu, choose “Preferences...”

2 Click the “Advanced” icon in the toolbar at the top.

3 Uncheck (or check) the box to “Show warning before emptying the Trash”
4 Click the red button in the upper-left of the pane to put it away.

(¥ Show all filename extensions

¥ Show warning before changing an extension
——> | | Show warning before emptying the Trash

|| Empty Trash securely

When performing a search:

| Search This Mac 3]

m To see what’s in the Trash, single-click the Trash icon in the Dock. This opens

the Trash window, as shown below.

m To take an item out of the Trash, single-click the Trash icon to open its
window. If there is an item you don’t want to throw away, drag it out of the

window and put it back where you want it.

Or select one or more items in the Trash window, go to the File menu, and
choose “Put Back” (or use the keyboard shortcut, Command Delete).

Or see pages 42—43 about contextual menus. One of the options for a trashed

item is “Put Back”

808 @ Trash

FAVORITES
=L All My Files & Kind
[ Desktop | Finder prefs trash warning.png Portable Network Graphics image
i B JtCanvas.pdf Adobe PODF document
ﬁj it » (@ Laurel Folder

rA Applications
@ Documents

» [ misc stuff Folder
@ MSSsymbol.jpg Adobe Photoshop JPEG file

| » (L] ND Photoshop Book topics misc Folder

R B Network Solutions Virtuallastchapter.pdf  Adobe PDF document

DEVICES « Snap to Beat.rtfd Rich Text Format with Attachments

‘= Snapz Pro X movie capture info.rtf Rich Text Format
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Take Advantage of Keyboard Shortcuts

Most actions that you can do with the mouse and menus can also be done with
keyboard shortcuts. Often this is not only faster, but more convenient because you
don’t have to take your hands off the keyboard to pick up and maneuver the mouse.
You will see lots of keyboard shortcuts in the menus across the top of the screen,
such as the ones shown below in the Edit menu. Use a keyboard shortcut instead
of going to the menu.

File Format Window ATelp \

Undo Paste #®Z
Take careful notice of which modifier keys
Cut X and which character keys are used
Copy #C y °
Paste £
Paste and Match Style\ {8V
Delete

Recognize the common modifier keys

Keyboard shortcuts work with modifier keys, which are those keys that don’t do
anything by themselves. For instance, the Shift key doesn’t do anything when you
press it down by itself, but it modifies the behavior of other keys.

Each key has a symbol by which it is known. These are the key symbols you will see
in menus and charts:

4 Shift O  Escape (esc)
38 Command $ ¢t PageUp or PageDown
U Option &1 Delete
~  Control Tle=—  Arrow keys
< Return A Enter
F2,F10 Fkeys " Grave accent (tilde key)

Fkeys are those keys across the top of the keyboard that are labeled with the letter
F and a number, such as F2 or F13.

The fn key (function key) enables individual keys to do more than one function.

Keyboard shortcuts typically use one or more modifier key(s), plus one number,
character, or Fkey, as you can see in the example of the Edit menu above: The
keyboard shortcut to copy selected text is 3 C, or Command C.
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Use a keyboard shortcut

The trick to using a keyboard shortcut is this: Hold down the modifier keys all
together and keep them held down, then tap the associated letter, number, or Fkey

just once for each time you want to perform an action.

For instance, the keyboard shortcut to close a window is Command W, so hold the

Command key down and tap the letter W just once. If there are three windows open

on your Desktop, you can hold the Command key down and tap the letter W three

times and it will close three windows.

Notice gray versus black commands

When commands in a menu are gray instead of black, the Mac is giving you an

important visual clue. Here’s a short exercise to demonstrate.

1
2

Click an empty spot on the Desktop.

Now take a look through the Finder menus and notice the shortcuts for different

actions or commands. Notice how many commands are gray.

If a command is gray, that means you cannot use that command at the
moment. Often this is because you have not selected an item first, an
item to which the command should apply. For instance, you can’t use
the command to close a window unless an open window is selected.

Now open a Finder window (if there isn’t one already) and select a folder icon
(click once on it).

Look at the File menu again, and notice how many more commands
are available (they're in black, not gray).

In the File menu, find the keyboard shortcut to “Open,” but don’t choose
the command from the menu—just notice and remember the shortcut
(Command O). Click somewhere off the menu to make the menu go away.

Make sure a folder is selected. Now use the keyboard shortcut, Command O,
to open it.
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Learn More About Mac OS X

There are a number of ways to learn more about your Mac and how to use it,
all available right from your Desktop. Keep these tips in mind as you spend time
on your Mac—you will learn a lot from them.

Tool tips

Most applications and dialog boxes provide little tool tips that pop up when you
“hover” your pointer over an item. They tell you what the items do. Just hold the

pointer still over a button or icon for about three seconds; if there is a tool tip,

it will appear, as shown in the examples below.

8n0e o Mirth is in her face.rtf TextEdit toolbar.
Nateworthy Light. [s2 |r m BliiY 103 f—§| ’
EETN T e Loy} l' lick to choose the text background color
!u | |z I3 \& |
800 Fonts Font Panel toolbar.
EREEEEE ] } i G a5
itl:ll\lecuon Family Text Shadow Size
Eonts Trehu(het
English Type Embellishments € Iml'c 9
Favorites e Bold 10
Recem\y: Used Webdings Bold Italic 11
Fixed Width Wingdings 12 o
Fun Winndinne 3 remmm Y
bl Q
eno i London Tube.jpg ' Preview toolbar.

EHoo=
View



Lesson 1 Introduction to the Mac OS X Desktop

Hover tips

As mentioned on the opposite page, tool tips appear when you /over the pointer.

For instance, you've probably already noticed that when you hover over an item in the
Dock, the name of that item appears. Actually, all kinds of things appear when you
hover—try it on everything! Below are some examples. Remember, “hover” means to
hold your mouse still while pointing to an item—don’t click or press the button.

8e0e Inbox (1444 messages) eaoe iChat

(=)[(z)Ba) (8it)(ew>]a)F] &

)| sort by Date v
John Tollett 4gopyf| CohnTolety
£ Keyboard shortouts bk || e aizgmal.com
Hi JT, Here are the keyboard shoricuts f TE——
for InDesign you asked for: Wrap: Co...
Michael McGurl 335 PM
Hi Mike Quick Question... Inbox
Hi, no prablem, I will be gone from [3+]
the 23rd of April Til the 30th thoug..
Cesare Ciatti 2 Underfine: Command Shift U

Hi JT,
Here are the keyboard shortcuts for InDesign you asked |

Wrap: Command Option W

In Mail, hover over a name in an email to see
which address it came from.

In iChat, hover over a name to
see that person’s information.

ene The Guided of the plays, w

Discussions

amisston Lasdurs Gosl I8 B truly comprahand what sviry wond nd avery lina In & calected

Previous Discussions play actually means. When we know what the lines mean, we not only see

Upcoming Discussion the plot more clearly, but we see the nuances, the threads that the the
entire piece together, the artistry, the subtext (whot's not said), the
undertying structure. And when we see everything more clearly, the breadth
and cepth of the play is éven more astounding than we daned to think.

Discussions run twelve to sixteen weeks, plus a film or two. We meet in
Santa Fe, New Maxico,

T A A NN A NN NN
Ben Jonson (1572-1637), the self-proclaimed poet laureate of England, wrote
that there are three levels of playgoers.

tors laugh at the actor, not at the joke - they laugh at the

In Safari (your web browser), hover over a link name to see exactly
where it goes—the destination appears in the Status Bar at the
bottom of the window. (If you don’t see this Status Bar, go to the
View menu in Safari and choose “Show Status Bar.”)
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Help files

No matter where you are on the Mac or which application you are working in, you'll
always find Help just a click away. At the Finder, go to the Help menu to look up tips
and techniques on just about anything.

Every application has a Help menu, and it’s always at the far right end of the menu
choices, as shown below. Choose the Help option for that particular application,
then type in a word or two that you want to look up. You see two different kinds of

options available, “Menu Items” and “Help Topics”

Menu ltems This tells you where the item you're looking for can be found in the
menus. It doesn’t explain anything about that item. When you select
an option in the “Menu Items” list, a menu drops down and a big

moving arrow points to the item you're looking for.

Enter text in this field.

& Textedit File Edit T8 Windo |
font | r

7 Font

Show Fonts

Bold #B | =
Italic 21 7 Font > Show Fonts
Underline 28U #= Font > Bold
Outline [ = Font > lralic
7= Font > Qutline
ook 50—
Sme e i = Font > Bigger
Kern > ¥ Font > Smaller
Ligature 3 7 Font > Kern
Baseline » Help Topics ) Manage fonts and characters in...
Character Shape E « If characters aren’t displayed cor...
Show Colors G®8C ! Use styles in TextEdit documents
) Set spacing between characters i..
Copy Style ®c " Use color in TextEdit documents
w . Use superscripts or subscripts in...

A
«} About document formats you ca...
! Set TextEdit preferences for new...

) Show All Help Topics

Help Topics  If the software vendor has written information in the Help file, you
will see a list of the possible topics. Choose one and the Help file
opens to that piece of information.

® Address Book File Edit View Card Windo

=T MobileMe I
Help Topics ) (¥ Access a contact’s MobileMe site.
") SyNnc contacts across computers...
¥ If an error cccurs accessing web.
) Subscribe to address books

0 If your address book isn't synced
. Sync contacts with Google Contacts

. Show All Help Topics
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Support pages
The Apple web site has a huge number of support pages. Here you can find manuals

that you can view on screen or download (copy) to your computer.

You'll also find discussion pages where other users talk about different products and

software packages on the Mac, ask questions, and answer questions.

You can sign up for training at a local Apple store, read the product question-and-

answer pages for hardware and software, and more. Go to www.Apple.com/support.

Mac video tutorials

Apple provides hundreds of video tutorials about Mac basics, Mac applications
(such as iPhoto, iMovie, iWeb, GarageBand, iWork, and MobileMe) on its web site.
Visit www.Apple.com/startpage and look for Video Tutorials. Or just use Safari to
do a Google search for “Mac video tutorials”

You'll find more video and text tutorials at www.Apple.com/findouthow/mac that
include additional topics, from “Get Started with Mac” to “Using iChat”

MobileMe tutorials

If you are a MobileMe member, take advantage of the MobileMe page where you'll
find lots of tutorials to help you learn more about how to take advantage (and have
fun) using the features included with a MobileMe membership. You don’t have to be
a MobileMe member to see the tutorials, just go to www.Apple.com/mobileme.

A MobileMe membership costs $99.95 a year and includes lots of features that make
your Mac experience many times more empowering, creative, enjoyable, and just

plain useful.

Apple Support Communities

Join Apple Support Communities to find an online community focused on a
product or topic you're interested in. Sign in using your Apple ID to find answers

to existing questions, ask your own questions, or join a discussion. After you join,
you can customize your homepage to show topics you're interested in, read existing
discussions to check on the latest issues and tips, post responses, and more. Visit

Apple Support Communities at discussions.apple.com.
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Become familiar with the
sections of the Sidebar

Understand
the Library folders

Learn how to select
multiple items in the

different window views

Take advantage of

contextual menus

Save documents into

specific folders




LESSON 2

A Bit Beyond the Basics

If you're feeling comfortable with the techniques and
features described in the previous lesson, then carry on
into this lesson and learn a few more advanced (but still
everyday and useful) features. If anything overwhelms
you in this lesson (or any lesson), feel free to skip it and

come back later.
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You can choose
whlc.h items Sl l_] "3 T
are displayed L—]— i 2 & " | E:g
in the Sidebar; =] Desktop Desktop Documents Downloads Movies

see page 276.

Understand the Sections of the Sidebar

The Sidebar is divided into sections, each with a particular purpose.

Favorites

The Favorites section displays folders and files on your own computer. To make any
file or folder easily accessible, drag it from the Finder window to this section of the
Sidebar. When you no longer need easy access to the item, Command-drag it out of
the Sidebar. It disappears in a poof of digital smoke. If you decide to put that item
back in the Sidebar, just drag it into the Sidebar again.

806 4} robin
‘ a > @; [ | | R~ || == Q

g

o Applications

@ Documents

SHARED
1 jt iMac & = 5]
(7] MsSHeadquarters (2) J J @

(1 Robin's Office Mac

Music Pictures Public
DEVICES

|| Hard Disk

[E| ibisk

@) In Classical Mood...
[} External Disk

i

9 items, 27.78 GB available ——

Shared

The Shared section (if you see it in your Sidebar) displays any other computers or
disks that you can connect to through your local network. A local network is one
in which computers in a small area, such as a home or office, are all connected via

wires or a wireless connection.

To hide shared items or devices in the Sidebar, hover the cursor

.
over the area just to the right of the “Shared” or “Devices” title until B
the word “Hide” appears. Click “Hide” to hide the items. B

To show shared items or devices, hover the cursor over the same
area as above, until the word “Show” appears. Click “Show” to

"

make the items appear in the Sidebar again.
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Devices

In the “Devices” portion of the Sidebar, you probably see something similar to the
example shown below—you might see more icons and you might see fewer in your
Sidebar. The icons under “Devices” represent hard disks, other computers on the
network, a cD or DVD, an iPod, or any other type of removable media.

Display the contents of each media item the same way you do any of the items in
the Sidebar: Single-click the name or the icon.

The Hard Disk is your computer, the disk that holds the operating system and all
your files. You can rename your hard disk at any time, just as you rename a folder
(as explained on page 11).

The iDisk is your personal storage space on Apple’s computers, which is something
you get when you sign up for a MobileMe account; see page 33. A single click on the
iDisk icon connects you to that storage space.

The round disk icon in the Sidebar is a music CD inserted in the cp drive.
The square disk icon called External Disk is a removable drive connected to this
computer. Removable media always have Eject symbols to the right of the names.

When you see the Eject symbol to the right of an icon (the triangle with a bar
under it), that means it is a removable disk of some sort. It might be a cp, a DvD,
an iPod, or another computer you are connected to over the network. Click on the
symbol to eject or disconnect the item.

[EIE—— Choose which devices, if any, appear on your Desktop. See page 276.
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View your Home folder from the “Hard Disk”

Below you see another way of looking at your Home folder, using the Column View
(as explained on pages 16—17). As you open folders, the contents appear in a new

column to the right, creating a visual path.

You can see by the highlight in the Sidebar that I first clicked on the drive icon
labeled “Hard Disk”; the Hard Disk is where all your files are stored (although you or
someone might have renamed your hard disk). This click displays the folders stored
on that Hard Disk; you can see them in the column to the right.

Then I clicked on “Users,” which displays my Home folder in the next column. If you
create any other users, as explained in Lesson 18, you will see all of those users listed

in this folder/column.
Then I clicked on “jt,” which displays my own Home folders in the next column.

Do you see the Applications folder in the screen shot below? Notice that it’s in the
top level (first column) of the Hard Disk. Your Applications icon in the Sidebar makes
it easy to access this folder so you don’t have to dig into the Hard Disk to find it.

Experiment with different ways of getting to your Home folders until you feel

comfortable about where things are stored on your Mac.

The name of the currently selected
item appears in the title bar.

.9”@'... (] Documents <f—
.
3 FAVORITES (55 Applications ~ [ Deleted Users » [#8 Applications ~ [ Aruba
K Gt @ Library & jt 3 L_Q] Burn Folder.fpbf  a Blog email addresses.rtf
o T ) Sys[em_/-l’;] robin » (& Desktop +~ [ blog photos resized p
< E ¥ | Users * [ Shared i Documents 4 + Boor comma...Mac OS5 X.nf
3 || Desktop L_g__[ Downloads ~ [ buddy photos L
e 1§ rf-‘q Applicatiofs @ Movies ~ [ Change image file type L
4y il Music * a Create a we...for iPhone.rtf
[ Document (&4 Pictures 4 enable half-...in iTunes.rif
(Z] Desktop (& Public = 4 foreword.rtf
~ [ Geo-tag article for informIT
SHARED « geo-tagging photos.rtf
DEVICES [ ichats '
T E_H;ﬂ_;:llf:k_ @ If It's Hip, It"...Italia.webloc
ey [ lllustrator examples ’
[=) iDisk | | (7] IWork Numbers docs »
.l Hard Disk » [i Users = ¢ jt » [ii] Documents
27 items, 27.94 GB available.
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Understand the Various Library Folders

As you work with your Mac, you'll run across a number of folders with the same
name: Library. Do you see the two Library folders in the illustration below? And
there are others.

806 (I Library

[alr] (g2 | = [ m ] (%] (=

FAVORITES palications ' 3 3 extensions »

fz} robin @ [ Filesystems L
== e - G Fi
= " [ Filters. L
= All My Files (& Users » il Fonts 5
r/_\; Applications (3 Frameworks.
[ Desktop [j Graphics
@ DoCEnTs ] Image Capture L
£ input Methods
SHARED (L] InternetAccounts

[ Java
(] KerberosPlugins "
[ Keyboard Layouts
E, iDisk (£ Keychains
54 Hard Disk » (3 System * (] Library

DEVICES

P4 63 items, 27.49 GB available

Library folders contain information that the operating system and certain applica-
tions need to function. Unless you have a really good reason and know exactly what
you're doing, leave the Library folders alone—don’t put anything in them and
don’t take anything out.

The Library folder you see above, in the first column, is at the fop level of your hard
disk. It contains files that are critical to running your entire computer, and the files
it contains pertain to all users who use this Mac. For instance, the Library folder

in the first column has a folder inside called “Fonts,;” and all fonts that are installed
into this top level folder are available to all users. (For details about multiple user
accounts and how to create them, please see Lesson 18.)

The Library folder in the second column, above, is in the System folder, a folder that
contains files critical to the operation of the computer. Don’t change anything in the
System folder unless you're expert at working with systems.

A third Library exists in the User’s Home folder, but it’s hidden. If you know what
you're doing and really need to see this hidden Library folder, in the Finder go to
the Go menu and hold down the Option key. While the Option key is down, select
the “Library” item from the menu. This is where your user account stores your
application preferences, web page bookmarks, Address Book contact information,
email, and other personal information.

That’s all you really need to know about your Library folders—and leave them alone

for now!
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Select Multiple Items in the Finder

To select an individual item in a Finder window, you simply single-click it, as
you probably know. But often you’ll want to select more than one item at a time.
To select multiple items, there are two ways to do it, as explained below. Once
items are a group, you can move, trash, or open all the selected files at once,
change their labels (see page 278 about labels), and more.

In the lcon View

To select multiple items in the Icon View, hold down the Command key or the Shift
key and single-click the items you want to group together. You can only select items
from one window while in the Icon View.

Or press a blank spot in the window and drag the cursor around the items you want
to select. Any icon that is at least partially enclosed by the rectangle you draw with

the cursor will be selected.

lcon View.
eone (i Essays
<> | e | | e~ || =~ Q
FAVORITES o Y "
i L L L
¥ i
= All My Files L ' '
[L] Desktop A Discourse of Life and A tricksy word 2.rtf A tricksy word.rtf The rectan |e I
Death.rtf
# Applications S d d gt Il
[ Documents =1 =" == ragged partially
i Desktop @ @ @ overlaps six files.
SHARED Across Salemn cmrrremEd | When | release the
Distances.rtf . 9
DEVICES : cursor, all six files
=) = =\
) S . @._ are selected.
6 of 9 selected, 26.76 GB available %

In the List View, Column View, or Cover Flow view
In these views, using the Shift key is different from using the Command key.

Hold down the Command key and single-click multiple items.

In the List View and the Cover Flow View, you can select items from several
different folders in the same window, as long as their contents are showing in
the list. See the examples on the opposite page.

In the Column View, you can select multiple items from one column at a time.
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List View.
enn [ Essays
4> (Q
FAVORITES - - 4| Date Modified
ﬁff jt « A Discourse of Life and Death.rtf Today 10:46 PM
= : B A tricksy word 2.nf Today 10:46 PM
= All My Files = Atricksy word.rtf Today 10:46 PM
[ Desktop B Across Solemn Distances.rtf Today 10:46 PM
# Applications 4 And when love speaks.rtf Today 10:46 PM
e B Death has a password.rtf Today 10:46 PM
EJ Documents -
— = Gargoyle tears.rtf Today 10:46 PM
(£ Desktop 4 Gosinging.rtf Today 10:46 PM
SHARED B He was speaking words.rtf Today 10:46 PM
DEVICES

4 of 9 selected, 26.79 GB available

Command-click to select or deselect non-contiguous items.

Lesson 2 A Bit Beyond the Basics

The Shift key lets you select a group of items that are contiguous, or next to each

other in the list. Single-click on the first item you want to select in a list. Then hold

down the Shift key and click the last item you want in the list. Everything between

the two clicks will be selected. See the example below.

Cover Flow View.

FAVORITES
i
= All My Files
@ Desktop
[ﬂ\‘ Applications

[ Documents Across Solemn Distances.rtf
(T Desktop

SHARED K Name — — | Date Modified
DEVICES < A Discourse of Life and Death.rtf Yesterday 10:46 PM
! A tricksy word 2.rtf Yesterday 10:46 PM
l A tricksy word.rtf Yesterday 10:46 PM
B Across Solemn Distances.rif Yesterday 11:41 PM
4 And when |ove speaks.rtf Yesterday 10:46 PM
< Death has a password.rtf Yesterday 10:46 PM

3 of 9 selected, 26.74 GB available

Shift-click to select contiguous items.

To deselect an item from any group in any view: Command-click it.

To deselect all items from any group in any view: Single-click any blank

area in the window.

M.al I itebooks.cogi
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Look for Contextual Menus

These are great. You can Control-click just about anywhere (hold down the Control

key—not the Command key—and click), and a menu pops up right where you click.

This is a contextual menu that is specific to the item you Control-click on, meaning

what you see in the pop-up menu is dependent on what you click (as opposed to

menus in the menu bar or in dialog boxes that always contain the same items).

To display a contextual menu, hold down the Control key and click on an icon, a

blank spot on the Desktop, inside a Finder window, on a title bar, toolbar, or just

about anywhere. A little menu pops

up, as you can see by the examples.

If you have a two-button mouse, you don’t need the Control key—just use

the right-hand button (the secondary mouse button) to display a contextual menu.

If your right button isn’t working, go to the preferences for Mouse (see page 290)

and make sure you have assigned the secondary button.

There is no visual clue for a contextual menu—ijust keep checking. You'll find them

in applications, on web pages, in toolbars, in the Sidebar, and everywhere.

A contextual —e
menu on a blank
spot on the
Desktop.

New Folder

Get Info

Clean Up By
Sort By
Show View Options

Change Desktop Background...
Clean Up

»
>

enoe

(2> ]

(@] Documents

Bz o m %)=~

(Q

FAVORITES

-4 G

This is great.
Select a number
of files, and

the contextual
menu gives you
an optlon to put
them all into a
new folder. The

new folder appears

#% Applications
J4 Music
[ Pictures
(2] screenshots
) Downloads
SHARED

DEVICES

d
| New Folder with Selection (9 Items) ‘

! Open
Open With

e

Move to Trash

Get Info

Compress 9 Items
Burn 9 Items to Disc...
Duplicate

Make Alias

| Quick Look 9 Items

—  Copy 9 Items
2 Macint

ready for you to
type its new name.
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Clean Up Selection
Show View Options

New Email With Attachment
Add to Reading List




FAVORITIS

& Nl My Files

ena Cruehverbalist at work!
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+ Icon Only

Text Only — A contextual menu

Hide Toolbar
P ey on a Toolbar.

This is an example of a contextual

To: infofiTheShahespearePapers

menu in an application:

e

Subject: Crucharbalist at warkd
= ]

Hello Shakespeare Papers,

Ignore Spelling
Learn Speliing
Lock Up "puzle”
Search in Google

Cut
Copy
Paste
Link

Spelling and Crammar
Substitutions
Transformations

Hayed your construction skills in the
xgsswords you create! Not only do they

v

rrwyw

Control-click (or right-click) a
misspelled word in a new email
message to get a contextual menu
with possible spellings.

bouth the Select the correct word, let go

of the cursor, and the misspelled
word is instantly replaced with the
correct one.

—

Speach
on

Add to iTunes as a Spoken Track

Try the “Speech” option—selected
text will be read aloud to you.

= older
.
e Open With
ﬁ Move to Trash
Cet Info

Compress "Mail contextual menu.png”
Burn "Mail contextual menu.png” to Disc. ..

Duplicate
Make Allas

Quick Look “Mail contextual menu.png”

Copy "Mail contextual menu.png™

Clean Up Selection
Arrange By

Show View Optians
Label:

Kew Email With Attachment
Set Desktop Picture

L

T —— In Finder windows, the

Action menu does many of the same things

as the contextual menu, and more.

Try it: Single-click to select a folder or file,
then click the Action button to see what the

contextual menu options are.
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Open and Save As dialog boxes

When you're working in an application and need to open a file you created earlier,
most of the time you'll go to the File menu and choose “Open...” to get the dialog
box shown below. Keep in mind that you can change the view of the Open dialog

in the same way you change a Finder window view. Also in the same way, you can
select items in the Sidebar to navigate to the folder in which you have stored the file
you want to open.

N — Opae

1 @) B - | [ [ Shakesoears a
FAVORITES AZout Sk 0 Mary Sidney l B Wi tovi Dosnpal |
Cood dawning 10 thes.ref Forged .

 Applications |+ M5
¥ Apol e

e 3 S Upcheer Thyseltant s Srakespeare
Starting from the —=iii s =™ .
Sidebar (or the D s
menu), choose the )
folders in which 2 srseibors

wamn

you have stored
files to find the one
Plabn Tant [ncoding: At
axt oematic
you want to open. grions Fich test commands

orvcn

It's good to get in the habit of saving your file directly into its appropriate folder
so you can keep your thousands of files organized. As usual, save your new file right
away (Command S). In the dialog that opens, find your folder (or make a new one),
and select it so your new file goes straight into it.

The disk or folder name shown here is the one that
your new file (or new folder) will be saved into.

B Rodin's A
B Macintosh HD

i (s

W I-:'\.;;wmiﬂﬂ

[ Deskrop

B Decumants

(i Downloads

e Moy - Jzaan

i Music W
—_ 8 Picrures - Fila Format: | Rsch Text Format :

e fominid Mu-w@ Cancel | [
If the disk or folder in which you want Find the specific folder you want to save into.
to save a file is not listed here, click the If you haven’t created a specific folder, you can
disclosure triangle to open the fuller do so now: Click the “New Folder” button. That
window, shown to the right. new folder will be stored inside the folder that is

currently selected in this window.
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LESSON 3

Introduction to
OS X Applications

One of the greatest things about Mac applications is that they
are consistent, which makes them easy to learn and easy to use—
what you learn in one application applies easily to just about any

other application.

In this short introductory lesson, we present a brief overview of
the major apps (applications) that come with your Mac. All of the
Apple applications are integrated with other apps, and they all
share certain features and tools. In the following chapters, we’ll
go into more detail about individual programs, and in Lesson 13

you'll learn how to use the tools that all Apple applications share.
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Know Your Applications Folder

In the Sidebar of any Finder window is an icon labeled Applications. Single-click
this icon to display the contents of the Applications window. These are the programs

you will use to create your work on your Mac.

At any time, you can put the application you use most often in the Dock so you'll
have easy access to it: Just drag the application icon from this window and drop it
on the Dock (the other items will move over to make room). If you accidentally lose
something from the Dock, you can always go back to the Applications window to
drag the item back in.

When you open an application that’s not already in the Dock, its icon automatically
appears in the Dock. When you quit the application, the icon disappears from the
Dock. To keep the application icon in the Dock, press on it (while it’s in the Dock)
to show a pop-up menu, choose “Options,” then choose “Keep in Dock” (shown
below-right).

8en0e Application}s B Witches Brew
<> <g B |my » B Correspondences
B Hamlet
FAVORITES Name B Peachpit article 2_Snap to Beat.rtf
= All My Files | Address Book
= Y Adobe Reader i Untitled
= AirDrop =
@ App Store New Document
«* Automator /
Calculator Options > Keep in Dock
- Open at Login
E‘J Documents piChess Show All Windows Show in Finder
& Dashboard Hide
9 Downloads n Dictionary Quit
= Movies | DVD Player
7 Music (@1 FaceTime 1 = (@ I\
& Pict » [ FlipaMac | .
ICELEES % Font Book : e
SHARED & GarageBand §
B ical
DEVICES
€ iChat
@ iovo Some applications that you buy
B2l Image Capture K R . A
# Movie will display their folders here in
T iPhoto the Applications window instead
@) Tunes . . .
@ Launchpad of the application icons.
B Mail T
* 107 34 selected, 5,99 G available If you see that an application is

stored in a folder, open that folder
and find the actual application
icon to drag to the Dock.
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Use the Launchpad

< ) Todisplay a full-screen view of all your application icons, single-click the
\\"g : Launchpad icon in the Dock. Then single-click an application icon to open that app.
Muncrpad
If you have more apps than will fit on a screen, the others are shown on additional
screens: Swipe left with two fingers on a trackpad; use one or two fingers on a Magic
Mouse. Swipe the other direction to return to previous screens. If you have an older
mouse, press-and-drag the mouse left or right to switch screens.
Single-click
an icon to
open that
application.
Click a blank
Launchpad. space to exit
Launchpad.

These dots tell you how many Launchpad This type of icon indicates a folder of applications.
screens are present, and which one is visible. Single-click it to show all the apps inside.

Click a dot to go to that page of apps.

To add applications to Launchpad: Drag an application icon and drop it on top of
the Launchpad icon in the Dock.

To create a new folder (a group) of applications: Drag an icon and drop it on top
of another icon that you want to group it with. A folder (it doesn’t look like a real
folder) is automatically created with both apps inside. Drag and drop any other apps
on the same “folder” to add them to the group.

To exit Launchpad: Click on a blank space of the screen, or tap the Esc key.

To open an app location in the Finder and exit Launchpad: Control-Command-
click the icon. Launchpad closes and a Finder window opens with the app selected.

To delete an app from Launchpad (this will delete the app from your entire
computer!): Hold down the Option key until all icons start to shake and an X
appears in the top-left corner of each one. While the Option key is down, click the X
to remove the app from Launchpad.
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Introduction to Mac

OS X Applications

Know the Common Features of Mac Apps

Most Mac applications have these features in common.

Windows and window controls

Application

o TextEdit

When you open an application, you'll actually be working in a
window. If you worked through Lesson 1, you already know all
about windows, even ones you haven't seen before. You see the
same red, yellow, and green buttons to close, minimize, and resize
the window. The document name and a tiny icon appear in the title
bar. You can drag the title bar or the status bar (at the bottom of the
window, if it’s showing) to move the window.

menu

The application menu (directly to the right of the Apple menu)
always tells you the name of the currently active application, the
one you're working in (even if there is no document window open
on the screen). You'll always find the Quit command at the bottom
of the application menu.

File and Edit menus

You'll always find File and Edit as the first two menus to the right
of the application menu.

Although each application includes specific features in its menus,
in the File menu you'll always find the commands to open an
existing document or create a new one, save the document or save
as with another name, close the active window, and print the active

document.
From the Edit menu, as & Textkdic @m Window _Help
. Undg/Typing 8z
shown on the right, you can
always undo or redo, cut, Cut X
Copy ®C
| | Paste E:4Y
COPY’ PaSte’ de ete’ select Paste and Match Style X038V
all, check the spelling and Delete .
Complete XY
grammar, and access the Select Al BA
. Insert »
Special Characters. A Link... sk
Find »
Spelling and Grammar »
Substitutions »
Transformations »
Speech »

Special Characters... N#ET



Lesson 3 Introduction to Mac OS X Applications

Preferences Every application has its own preferences where you can customize
the application to suit yourself. You'll always open the preferences
from the application menu (shown on the previous page). To open
the preferences for an app, open the application, then from the
application menu, choose “Preferences...” Typically, you'll see a
toolbar across the top of the preferences pane; single-click an icon
in that toolbar to set the preferences for that particular feature.

enn

1) [d

General Appearance Bookman)

Tabs

N A A g

AutcFill Security Privacy Extensions Advanced

Open pages in tabs instead of windows: | Never il
E #-click opens a link in a new tab
|| When a new tab or window opens, makae it active
88 —click: Opens a link in a new tab.
38 -Shift-click: Opens a link in a new tab, and makes it the active tab.

38 -Optien-click: Opens a link in a new window.
32-Option-Shift-click: Opens a link in a new window, and makes It the active window. )

Safari preferences. The Tabs pane is selected.

Toolbars ~ Most applications have a Toolbar across the top of the window.
Usually, you can customize this Toolbar: Check the View menu for
a command called “Customize Toolbar...,” or use the contextual
menu (Control-click or right-click on the window’s toolbar).

806 [ Documents
FAV| |
@ Di favorite it into the toolbar... =
ﬁ rag your favorite items into e tool r k
This is a typical " G Ed (= E=ow) (F (2] (&) | C
sheet that drops - Back Path  Arrange View Action  Eject  Burn  Space Flexible Space Hill.rt
q — e e e — i e
down from a a (m] (8] (2] (@] @ [0] (@]
toolbar so you = New Folder Delete Connect Get Info Search Quick Look  Label
can customize it. ei ... or drag the default set into the toolbar.
SHA —_—— — s
Drag icons from («»] El=mm] %]

-

Q ‘
. Back View Action  Arrange Search
this sheet to the ;
> |

toolbar, then e — <

click “Done.”

——
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Sidebars
Many applications have a Sidebar, or a sort of pane on the side of
the window. Single-click the icons you see in a Sidebar to display
its particular contents in the window.
L. —_
Ol G T
[Il)ll\l S [ W Musier  Movies TV Shaws App Store L
43 e -
E Movies
[ TV Shows
T poscans
B
L Ages
£, Mingranes
Here the iTunes = o
Store is selected oy
in the iTunes . e
. ' Parthused on jtPowerook
Sidebar. s
%
CENRS
PLAYLISTS New and Noteworthy | mawes | mecamimm | geqnns
s A
® [}
. ‘{lj
Pun the Werld {. Olen: The Music ... Songs lor Japan Thee Beatles Bax .. Concar for Geor...  American idol To...
Beyorce Giee Cas Varioos Arism Tha Beases Varigus Arian Varowm Aristy
[N -3 =M

Special collections
Several applications use collection metaphors such as Albums
in iPhoto, Playlists in iTunes, Bookmark Collections in Safari,
Mailboxes in Mail, Groups in Address Book. Use these to store
and organize your stuff.

Open and Save As dialog boxes
Whenever you open an existing document or save a new one, the
dialog boxes you see to open a new document or save a document
always look familiar (see page 44).

Help files  Every application has a Help menu with Help files specific to that
application. Use the Help menu you see on your screen; some apps
have a keyboard shortcut such as Command ? to bring up the Help
files. You'll find a search field where you can type in key words, then

hit Return to display the answers. See page 32 for more details.
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Action button and menu
In many application windows, you'll see the Action button (shown

Search

Search field. —F——)  ArCeniacts “

to the left) that displays the Action menu. Every application has
different options—always click on it to see what is available.

Just about every application has a search feature. It’s usually in the
upper-right corner of the window, as you can see in the iTunes
window on the opposite page and in Mail, below. Just exactly what
the search feature searches depends on the application. See the

individual overviews in the lessons for each application.

Peachpit Press
P

Papa Murphy's Pizza

Passport Health

Pastsy's New York Plzza

W, poacheil com

Peachpit Press
Pearson Janing
Paceity Linda

Pendiston Enila

Pannall Paul

m o + ' Egit  Share

Smart Folders

Many applications have some version of Smart Folders that
automatically update themselves according to your specified
criteria. See Lesson 19 on Spotlight to learn how to take advantage
of this great feature.

Other applications have similar types of smart folders: The Address
Book has Smart Groups that will add appropriate contacts to
themselves; iTunes has Smart Playlists that will add music to
themselves; Mail has Smart Mailboxes that gather up messages.

See the individual lessons for each application.

Preview before you print

At the bottom of most Print dialog boxes (especially in Apple apps)
is a button called “pDE.” Click this to display a menu where you can
choose to “Open PDF in Preview.” This creates a quick PDF of your
document and opens it in the Preview application where you can
see what it will look like when printed. If you like the way it looks,
continue to print from Preview, or close the preview window and go

back to your document to continue printing.
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Full-Screen Apps

Many of the applications that come with a Mac can be used in full-screen mode,
such as Mail, Safari, iCal, Preview, iTunes, and iPhoto. Full-screen mode hides
Desktop clutter while you work. When you put an app in full-screen mode, it
occupies a Space, all by itself (see Lesson 16 about Mission Control and Spaces).
You can open that Space by choosing it while in Mission Control, or click its icon
in the Dock to bring forward the Space that contains that full-screen application.

If you like working in the full-screen mode, you can just leave the applications open
in their own Spaces, then switch Spaces when you're ready to use a certain one.

To enter full-screen mode, click the Full-Screen button, the double-arrow button

that appears in the top-right corner of some application windows (shown below).

< | Today | » Reminders ~

("] Make Dr appt
7] Send package =

To exit full-screen mode, move your pointer all the way to the top edge of the

screen to reveal the top menu bar, then click the blue Exit Full-Screen button.

S a D + B4 Wedl2:32PM jt m

[ Make Dr appt

Sand pa

To switch between full-screen apps, do one of the following:

B Click an application icon in the Dock. If the Dock is hidden because you're
already working in another full-screen app, move your pointer to the bottom

edge of the screen to reveal the Dock.

B Enter Mission Control, then click the Space thumbnail that contains the full-

screen app you want to work with.

B Swipe left or right with two fingers on the surface of a Magic Mouse to move
between all Spaces. Or swipe left or right with three fingers on the surface of
a Multi-Touch trackpad to move between all Spaces.
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Application |ntegration

All of the Apple applications share certain tools such as the Spell Checker and
Grammar Checker, the Fonts palette, the Colors palette, the Special Character
palette, and more. Common tool elements are explained in detail in Lesson 13.

Also keep in mind that all of these applications work together in amazing ways. You
can drag text and graphics from one app to another, save files into different formats,
save notes or events from Mail directly into iCal, create a PDF in TextEdit that you
can read and annotate in Preview, and more. See the individual application chapters
and Lesson 14 for details.

What We Can’t Cover!

We introduce iTunes in Lesson 10, but we don’t cover iPhoto, GarageBand, iWeb,
iMovie, or iDVD because they belong to a specialized suite of apps called iLife and
are not part of the Mac operating system. Other authors cover those, however, in a
variety of books published by Peachpit Press, www.PeachpitPress.com. Some iLife

books are more than 500 pages, so you can see why we don’t cover all of that in this
book! At Peachpit you'll also find much more information than we can provide in

this introductory book about such programs as Mail, iCal, and iChat.

Nor do we cover Pages, Numbers, or Keynote in this book because they each
deserve their own book. If you have any of those programs, know that Peachpit
publishes books about them (including Robin’s Non-Designer’s Presentation Book
which is mostly about Keynote), and don't forget that the applications have good
Help files built right in.

We fully expect you to be proactive in your learning! Poke around in the preferences
for each application, explore the menus, click on things. You'll be surprised at the
little treasures you'll constantly encounter.
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tabs and indents

Create lists and simple tables
Create live web or email links
Select non-contiguous text
Print page numbers

Learn how to open Microsoft

Word documents and save

TextEdit files as Word docs




LESSON 4

TextEdit for
Word Processing

TextEdit is a small yet surprisingly powerful word processor. Use

it to write memos, letters, diaries, novels, grocery lists, memoirs,
or any other text document. You can create simple tables and
automatically numbered or bulleted lists, add shadows to type,
insert images, search and replace text, and more. But it’s not a full-
blown word processor such as Apple’s Pages (check the App Store

in your Dock) or MarinerWrite (MarinerSoftware.com) or the sweet,

new Pagehand (Pagehand.com). Although TextEdit can’t do all
the fancy things a big word processor can, it’s excellent for many

projects.

If you've never used a word processor before and you don’t know
how to open an application and save files, enter text, select text for
formatting, cut/copy and paste, etc., please read The Little Mac
Book first! This chapter assumes you know the basics of working in

a word processor.
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Create and Save a TextEdit Document

Open TextEdit (it’s in your Applications folder and in Launchpad). Then from its
File menu, choose “New.” A blank window opens for you to start typing.

Choose how you want to see the document: From the Format menu, choose “Wrap
to Window” (below, left) or “Wrap to Page” (below, right).

a0

] T S— [ — T =
T S T
Sonnet 81

Or I shall fve your epitaph to make,
Or you survive when [ in earth am rotten;

From hence your memaory death connot toke, Sannet 81
Although in me each part will be forgatten.

Your name from hence immartal life shall have, Or 1 ehall fve your aptapgh to make,
. Or you survive when 1 in easth am rotten;
From hence your memary death cannot take,
Anthough in me each part will be forgotten.
Your name from herce immortal Bfe shall heve,

“Wrap to Window” fills the page “Wrap to Page” displays the text as

with no visible margins. it will look when printed on paper.

Save your document as usual (from the File menu, choose “Save...” give it a name,
and store it in a folder where you'll find it again). As you continue to work on

your TextEdit document, an “Edited” button appears in the top-right corner of the
document window. This is a visual clue that the document has been changed and
you might want to save the changes (press Command S).

x| =) | ox. 2| =] |
An unsaved file has A saved file displays Once you save a file,
no options in the a disclosure triangle TextEdit lets you know when
upper-right corner. when you mouse over it. there are unsaved changes.

You can click that “Edited” button or triangle to choose from several options:

Lock prevents further changes. If you try to type, you get an option to Unlock
it. This is not a secure lock—anyone can click the Unlock button.

Revert to Last Saved Version gives you the option to revert to the last time it
was saved (either by you or by TextEdit), or you can revert to an older version,
as explained on the opposite page.

Browse All Versions—see the opposite page.
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AutoSave and versions

TextEdit automatically saves your document every hour as you work on it, as well
as when you close it (it doesn’t ask—it just saves). In addition, you can (and should)
save more often (press Command S).

As soon as you save and name a document, TextEdit keeps track of all previous
versions of that document; that is, every time you save or TextEdit saves, a new
version is stored. You can return to any of these versions, as explained below.

To manually save the current version, go to the File menu and choose “Save a
Version,” or press Command S.

To save a document with another name or in another file format, go to the File
menu and choose “Duplicate” Save this new file with a new name.

Restore a previous version

To turn to a previous version of the document, click the top-right corner to get the
menu shown below. Choose “Browse All Versions....” All previous versions of your
document appear, as shown at the bottom of this page.

—

Click on the title bars to go back in time to previous versions, or click in the vertical
timeline to view various versions. When you find the one you want, click the
“Restore” button at the bottom of the screen.

The current document version. Previous document versions.  Timeline.

tve when I in earth am rotten;
From hence your memory death cannot take, Or 1 shall live your epitaph to make,
Although in me each part will be forgotten. Or you survive when I in earth am rotten;
Your name fram hence immortal ife shall have, From hence your memary death cannot take,
Although in me each part will be forgotten.
Tiugh I, onos gong, bo all the workd mwst die: Your name from hence Immortal (ife shall have,
The earth can yiekd me but a common grave {
When you entombed in men's eyes shall le. Though I, once gone, to all the world must die:
Your monument shall be my gemll_= verse, The earth can yield me but a commaon grave,
Which eyes not yet created shall g'sr-read, When you entombed in men's yes shall lie.
) Your monument shall be my gentie verse,
And tongues to be your being shall rehearse Which eyes not yet created shall o'er-read,
When all the breathers of this world are dead;
You still shall live--such virtue hath my pen-- And tongues to be your being shall rehearse
Where breath most breathes, even in the mouths of men. when ail the hraaths ool f pui g

Rrstore
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Find and Replace Words or Phrases

Did you write your entire screenplay using your sweetheart’s name, Hamlet, as
the hero? And now Hamlet has abandoned you and you want to replace the hero’s
name with Romeo? No problem:

1 From the Edit menu, choose “Find...,” or press Command F. A search field
appears below the ruler bar.

2 Click the “Replace” checkbox to open a Replace text field below the search field.
3 In the Find field, type the word you want to find, such as Hamlet.

4 In the Replace field, type the word or phrase that will replace the found word,
such as Romeo.

5 Find and replace:

Replace: Replaces the currently selected occurrence of the word or phrase,
then automatically finds the next occurrence.

All: Replace all occurrence of the found text. Press (don't click) on the “All”
button to see more options.

To manually find other occurrence of the text, click the Previous and
Next buttons.

For more search options, click the small double-arrows next to the
magnifying glass icon on the left side of the window.

6 Click “Done” to put the Find and Replace fields away.

Click for more

Previous and Next buttons. search options.
806 < Hamlet and Juliet.rtf [N Ne]
(52| E— — | == SEE B J=-) ()| Geoma ] (Reguiar
Ty - Tr |
o R 7 B T3 GOATRE T T7 i 5 T B
Q.+ Hamlet (<4!'v) ™ Replace i g:iﬁﬁaﬁé? -
[Romed | (Replace ((all') (Done ) ' 4 Ignore Case L
 Uur chietest courtier, cousin, and our son. 320 — v Wrap Around E
= Gertrude. Let not thy mother lose her prayers, Hamlet e ———
1 pray thee stay with us, go not to Wittenberg. Starts With
- |Hamlet, I shall in all my best obey you, madam. bl Weoed
= Claudius. Why, 'tis a loving and a fair reply. Axwp
Be as ourself in Denmark. Madam, come. 325
This gentle and unforc'd accord of Hamlet| The “Insert Pattern”

option opens a menu
of search criteria that
Press to show more replace includes searches for
and select options. email, web addresses,
or phone numbers.
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Paste Text to Match the Existing Text

This is one of my favorite features. Let’s say you're writing a term paper and you
copy a quote from a web page to add to your paper (properly cited, of course).
Typically the copied text pastes in with the typeface, style, size, and color that were
originally applied to it. But to add this quotation to your term paper, you want it to
look like the rest of your page. Use this great feature instead of the regular paste:

From the Edit menu, choose Paste and Match Style,
or use the keyboard shortcut, Option Shift Command V.

The pasted text will pick up all the formatting from the character to the left of the
flashing insertion point. This technique works in Mail as well.

Use Your Favorite Text Styles Easily

TextEdit doesn't have the powerful style sheets of a full-blown word processor, but it
does make your writing life much easier by letting you create favorite styles of basic
type features so you can apply them quickly. A “style” contains all of the formatting
information, such as typeface, size, color, indents, etc., so you can apply everything
to selected text with one click of a button.

These styles are saved with TextEdit, not with an individual document, so you can
use the same styles in different documents.

To create your own favorite style:

1 Type some text, any text, and set up the typeface, size, color, linespace,
and the ruler the way you want it.

2 Click anywhere in that formatted text. no Untied
Rl — oS LS| [N P e
3 Click the Paragraph Styles button, E— S—
then choose “Show Styles...” Rot  Rosetta and Pumpkin

click the button, “Add To Favorites.” 9 Document stes Favertn sefes

200 To Favartes Saloct Anply Dane

4 In the sheet that slides down (right), T i
|

5 Name the style and choose your options.
Click “Add”

To apply a style, select a range of characters, then choose the style name from the
Paragraph Styles pop-up menu in the toolbar. All of the formatting that you saved
with that style will be automatically applied to the selected text.
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Tabs and Indents

The tab and indent markers in TextEdit function as in any word processor.
To set a right-aligned tab, single-click in the ruler.
To set any other tab, Control-click (or right-click) in the ruler and choose
a tab marker (shown below), or double-click a marker to change it.
To remove a tab, drag the marker off the ruler.
To indent just the first line of text or both the left and right edges,
drag the indent markers shown below.

First lines of paragraphs start at

this First Line Indent marker. These are your tab options.
anon « Create a tab in the ruler.rf
. . (A Coaema | i [ (AT I E S S | .
Al lines but the first one ———+ S pe—— ey | = = The right edge of text
in a paragraph start at T stops at this Right Indent
this Left Indent marker. e I marker.

Examples of tab and indent settings

The following are some examples of how to set up your tabs and indents to create
certain effects. Remember, after you've set a tab, hit the Tab key before you type the
text. Once you've got tabs set up, you can select the text, then move the tab and the
selected text will follow.

The tab applies only to the selected paragraphs—you only need to click inside a
paragraph to select the entire paragraph. To select more than one paragraph, press
and drag to highlight a range of text in each paragraph. Follow the directions as

explained in each window and its caption.

[-NaNs) | First line indent.rtf
(1) [T N2 )(reaa 2[5+ |- (WL (B2 L]

| ) S S S S S S S S S
NG AT 13 s s s 7 5

To create an indent, drag
the First Line Indent
marker to the right.
The rest of the text will iy
automatica”y align at the When you have a choice to use extra space between
Le]ct |ndent ma rker_ paragraphs or an indent, choose one or the other—not both.

Remember when using your indents that first paragraphs '

should not be indented, even though you see it here as an

[100% %
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To creat an outdent,

where the first line is
outdented farther than
the other lines: Move the
Left Indent marker (the
triangle) to the right of the
First Line Indent marker.

To indent an individual
paragraph on both sides:
Select the paragraph, then
move both the Left Indent
and the Right Indent
markers inward.

To create columns: Remove all
tabs except the few you need,
and reposition those about
where you want the columns

to align. Now hit ONE tab to
move the insertion point to the
first column, and type. Hit ONE
more tab to get to the second
column, etc. At the end of the
line, hit a Return and start over.

This is a common setup.
It might seem a little
tricky at first, but once
you get it, you'll love
knowing how to do

it. Set the markers as
shown and follow the
directions.

Lesson 4 TextEdit for Word Processing

"2 Outdent.rtf

If you move just the Left Indent marker (shown above at the |
1.5-inch mark), all lines in a paragraph except the first line
will indent to that point. The first line of any paragraph
always begins wherever the First Line Indent marker is set
—in this case, it’s all the way to the left side of the margin.

8006 "3 Indent both sides.rtf

B T 15} 15y T 15 TRl

\
I
,I \ /
\_/ This is a simple setting for indenting some text on both the\tﬂ‘_/
and right sides of a paragraph. Simply type up the text in
paragraphs. Then click in the paragraph that you want to indent.
While your insertion point is in the paragraph you
want to indent, drag in the Left and right Indent
markers. You also have to drag in the First Line
Indent marker to indent the first line of your
paragraph.

All paragraphs follow those thm
text and play with the markers!

800 '3 Tabs for columns.rtf

To make columns of informatien, set up the tabs and then
make sure you hit the Tab key before each column, then type.
You can always adjust the columns later. Just make sure you
select every line that you want to adjust (as shown below) before
you move the tab and indent markers.

Ryan Williams Jimmy Williams  Scarlett Williams
DemonBells.com  Web developer Gravida massage therapist
San Diego Japan Portland

806 "% Numbered list.rtf

it does not go back and start under the number. Set the
tabs as you see above. Then make sure you hit the Tab key
before you type a number.

. At the end of the number (after the period), hit the Tab
key again to make sure all the text will align.

1. This is a list of items in which the text aligns with the text; I

~

w

. Notice I put a Left Aligned tab directly on top of the Left
Indent marker.
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Create Lists that Number Themselves

If you have a list of items, TextEdit can number them for you with numbers, capital
or lowercase letters, or other options. When you add or delete items from the list,
TextEdit automatically updates the numbering.

808 + | am a woman.rtf

0 Errm— s )| | CIn) = N e e — List bullets and
Tr > S S S S Nop = number‘lng
lo Iy T3 B} Is Is Ig T ¥Vl
I 1 r 3 button.
Do you not know | am a woman ¢
Rosalind, As You Like It DB . .
svc o List options.
aboc
1. Juliet Romeo and Juliet Defies her father to marry theman ¢ a & o
L
2. Lavinia Titus Andrenicus Defies her father to marry the mant IHL
3. Hermia Midsummer Night's Dream Defies her father to marry the man ¢ AT,
4. Sylvia Two Gentlemen of Verona Defies her father to marry the man or
5. Bianca Taming of the Shrew Defies her father to marry the man of her choice

When you click the List button (circled above) and choose a numbering option, the

numbers apply to either of the following:

If you select text on the page before you go to the Lists menu, your choice of
list numbering will apply only to the selected text.

If there is no selected text, the flashing insertion point is “filled” with the list
specifications, and everything you type from that point on will be in the list
format. This is a good way to start a new list: Just make sure your insertion
point is flashing where you want the list to begin, then go to the List menu
and choose your numbering system, then start typing.

Each time you hit a Return, TextEdit considers that line to be the next item
in the list.

To end the sequencing of numbers in a list, hit the Return key twice at the end of

the last item.

To delete the list numbers, single-click anywhere in the list. Open the Lists menu

and choose “None!”

To easily access the advanced List options after you've started a list, click anywhere
within a list, then Control-click (or right-click) in the list to show a contextual menu

and choose “List...”
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Create Tables

If you like working with tables, you can create simple ones in TextEdit. This table
feature also helps ensure that tables created in a Word document will open in some
form in TextEdit.

To create a table in TextEdit:
1 Position your insertion point where you want the table to begin.
2 Go to the Format menu and slide down to “Table...”

3 The Table palette appears, as shown below. Choose how many rows and
columns you want in the table. You can determine how the text is aligned
vertically as well as horizontally in each cell (use the “Alignment” icons), and

more. Spend a few minutes to familiarize yourself with the tools.

B.00 Table
Rows
12 E‘ Merge Cells
Columns B Split Cells
3 E‘ MNest Table

=| (7] +]

Cell Border Click the color well

If you don’t want any 2| (7] px E— to get the Colors panel.

border, enter O (zero).

Cell Background

Color il |4) E— First choose “Color Fill” from

the menu to the left, then click
the well to choose a color.

As you type in a cell, the cell expands downward to fit the text.
Change the formatting of the text as you do on a regular TextEdit page:

Select the text first, then choose the settings from the menus or toolbar.

4 To resize rows and columns, position your pointer over the edge of a cell.
The pointer turns into a two-headed arrow. With that two-headed arrow,
press-and-drag on a cell edge to resize it.
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Print Automatic Page Numbers

You can add page numbers to a printed document (the numbers won’t appear on
the screen). This feature also automatically adds the name of the document in the
upper-left corner of the page (including the extension, probably .rtf), the date and
time in the upper-right corner, and the words “Page ___ of ___” in the bottom-right
corner. That is, in TextEdit you can’t choose one or the other of these—they all
appear on the page, or none.

To print the page numbers (and everything else), press Command P (or go to the
File menu and choose “Print...”). In the Print dialog box, shown below-left, click
“Show Details”” In the expanded Print dialog (below, right), check the box to “Print

header and footer” Click “Print” to print the document.

oo < Mamist gnd Julint 11f o0 = Hamint and Juliet saf

(=) ey =] OEmot (e Fww e | (e BT OEmo] (ool CIE ey s |
T —
Printar: | @ HP Photosmart CAG00 series £ ] Printar: | © HP Photosmart CA600 rias ¢
m Presets: | Default Settings = == - Presats: | Defauls Settings
_115& Coplas: {1 E = S F. |
Yo Fogee: L2 d maT . - Pages: (=iAll

From: 1 w1l

Paper Size: | US Leter 3 | 850 by 1100 inches.
-
orientation: |18

Textidit

4 Print header and foots;

To create a PDF that you can share with others,
click here, then choose “Save as PDF....”

Automatic Spelling Correction

TextEdit can automatically correct many spelling errors as you type. To enable
this feature, open the TextEdit Preferences (from the TextEdit menu). Make sure
the “New Document” tab is chosen. Toward the bottom of the window, check the
“Correct spelling automatically” box. Close the Preferences pane.

If TextEdit can’t figure out how to spell it or if automatic correction is turned on,
you'll probably see a red dotted line under misspelled words. See pages 248—251
to learn to use the spell checker.
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Select Non-Contiguous Text

This is really quite wonderful. “Contiguous” means “sharing a common border”
Very few applications allow you to select individual sections of text that are not
physically next to each other (text that is non-contiguous). This technique lets you
apply formatting or copy, cut, or delete separate sections of text all at once.

To select non-contiguous text:

1 Press-and-drag to select a section of text.

2 Hold down the Command key. Press-and-drag to select some other text
that is not contiguous!

[:NaNs] ‘o Hamlet and Juliet.rtf

D re— e— D)
Tr ¥ |
To T1 T2 T3 T4 Ts Te 7 T

With an auspicious, and a dropping eve,

With mirth in funeral, and with dirge in marriage,
In equal scale weighing delight and dole,

Taken to wife; nor have we herein barr'd

Your better wisdoms, which have freely gone 215

With this affair along. For all, our thanks. A selection of

non—contiguous text.

Holding a weak supposal of our worth,
Or thinking by our late dear brother's death
Our state to be disjoint and out of frame, 220

Colleagued with this dream of his advantage,

He hath not fail'd to pester us with message
Importing the surrender of those lands

Lost by his father, with all bands of law,

To our most valiant brother. So much for him. 225
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Show Substitutions

TextEdit “Substitutions” (from the Edit menu or contextual menu) makes automatic
substitutions for you as you type. For instance, “Text Replacement” corrects obvious
spelling mistakes (it substitutes the for teh, etc.) and turns a typed fraction, such as
7/8, into a real fraction, %. Below are several of the other substitution options.

Use typographer’s quotes

TextEdit provides typographer’s quotes, or Smart Quotes. Smart quotes (and apos-
trophes) are the curly quotes, not the straight, typewriter quotes. Nothing will make
your work look as amateurish as typewriter quotes.

typewriter quotes smart quotes

It's "QueenB" to you. It's “QueenB” to you.

The Substitutions panel provides extra options for Smart Quotes so you can acti-
vate automatic quotation styles for other languages. Turn Smart Quotes off when
you want to type feet and inch marks. For instance, | am 5' 7" tall, not 5’7" tall. To

get this panel, go to the Edit menu, choose “Substitutions,” and then choose “Show

Substitutions”
enn Substitutions
E]Smar‘t Dashes LQTSmar‘t Quotes
4 Smart Links [fabc” 3+ [‘abe | International
™ Text Replacement - quotation mark styles.
I_Tex_tPreFe_rences... Y i_ RﬂnlacEAll __i i_Re_pIace_inEeIectiﬂi

Create live web links and email links

It’s easy to create web links and email links on a TextEdit page. If you send someone
the TextEdit file, that person can click on a web link; her browser will open and go to
the page you specify. An email link in the document opens her email program, pre-

addressed to whomever you specified.

If you make a PDF of your document (see page 73), the links will work in the pDE.

Create links as you type web addresses:

1 Go to the Edit menu, slide down to “Substitutions,” then choose “Smart Links”

If there is a checkmark next to “Smart Links,” it’s already on.
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Or Control-click in the document, slide down to “Substitutions,’
then choose “Smart Links”

2 On your TextEdit page, just type the web address. You don’t need the www part
of the web address, or the http:// part. If the address ends with .com, .edu, or
.org, the link appears automatically. You'll know if it'’s working because the text
will turn into a blue, underlined link.

If the domain (the .com part) is more unusual, such as .info, you'll have to
manually add the link, as explained below.

Sometimes the text on the page is not an actual address, but you want the link to
go to an email or web address. For instance, perhaps you wrote, “Please visit our
Mary Sidney web site;” and you want the link attached to “Mary Sidney” to go

to MarySidney.com, or you want to say Email me! as a link to your actual email
address. In either case, use the manual process described below to add a link.

To manually create a web link or an email link on a TextEdit page:

1 Type the text that you want to turn into a link. This text can be anything—
it doesn’t have to be the email or web address itself!

2 Select the text that you just typed in.
3 From the Edit menu, choose “Add Link...”

4 Web address: type the address. Make sure you include this code at the
beginning of the web address: http: //

Email: Type into the field: mailto:
Immediately after the colon, type the entire email address just as you would
address it: name(@domain.com

5 Click ok.

To remove a link from the text on a TextEdit page:

1 Click in the text a few characters away from the link to set the flashing
insertion point. Use the left or right arrow keys to move the insertion point
into the linked text.

2 From the Edit menu, choose “Add Link...”

3 Click “Remove Link,” then click ox.
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Use Data Detectors

Data Detectors is one of several Substitutions available in TextEdit that enhance
your text. The Data Detectors feature, like Smart Links, makes your text interactive.
When you hover the cursor over a street address or phone number in a TextEdit
document, the cursor draws a marquee around the address and/or phone number.
Click the triangle button that appears to show a contextual menu of options (circled,

below). You will see different options depending on what is selected.

eoe 4 Museums. rtf
(3] [verdana = | Reguiar 2l =) (= (et ie]
- R S A VRIS - ; - Automatically detect
address data in text.
Museum of New Mexicg
105 West Palace j
EE?:?F:‘;;E:? (reate New Contact...
Add to Existing Contact..
Show Address in Google Maps — Show a map
Copy to the address.

[100% 7]

Data detection is probably turned on already. If it isn’t: To turn on data detection,
go to the Edit menu, choose “Substitutions,” then select the “Data Detectors” option.

You can also right-click (or Control-click) on any empty spot in the document
to open a contextual menu. Slide down to “Substitutions,” then choose “Data
Detectors” A checkmark next to a Substitution item means it is enabled; select

it again to disable it.

Change case (as in upper- and lowercase)

The Edit menu also contains a command called Transformations to change the case
of selected letters quickly and easily. That is, you can change a word that starts with
a lowercase letter to one that starts with a capital letter, or if someone wrote you

something in all caps you can change it to lowercase with the click of a button.

Select some text and Control-click (or right-click) on that selection, or simply
Control-click (or right-click) directly on an unselected word. From the Edit menu,

go to the Transformations submenu and choose “Make Upper Case,” “Make Lower
Case,” or “Capitalize” (which capitalizes just the first letters of each selected word).



Extra Tips and Notes
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Ruler: If the ruler isn’t showing, press Command R. Without the ruler showing,

you can't set tabs, indents, or margins.

Formatting: If text won't let you apply formatting, go to the Format menu and

choose “Make Rich Text”

Wrap to Page: If text stretches the entire width of the window, you might want to

switch to “Wrap to Page” Go to the Format menu and choose “Wrap to Page”

If your text prints really tiny, go to the Format menu and change “Wrap to Window”

to “Wrap to Page”

Complete: To automatically complete a word that you start typing (a word that

you're not sure how to spell, or a word that’s so long you don’t want to type it all),

go to the Edit menu and choose “Complete,” or use the keyboard shortcut Option

Escape. A pop-up menu that contains a list of possible matches opens. Select the

word you want from the list, then hit Return (or click the word in the list).

Speech: Let your Mac read selected text to you aloud. Go to the Edit menu, choose

“Speech,” then choose “Start Speaking.” To stop the speech, choose “Stop Speaking”

To read aloud just a certain portion of text, select that range of text, then choose the

“Start Speaking” command.

Look up words in the Dictionary: To look up a word (such as “Santa Fe”) in the

Dictionary, right-click on the word or the selected phrase to open a contextual

menu, then choose Look Up “Santa Fe.”

If your trackpad supports multi-touch gestures, double-tap the word with three

fingers to look up the selected word, as shown below. Your own gesture commands

may vary, depending on the Mouse or Trackpad settings in your System Preferences

(see page 290).

< Museums.rtf Edited ¥

3 3 3 3 3 3 | 3 3
LY 12 13 D) 1§

321200 KIVET REAT TS CORUUEACE WIEA e

Parané River; pop. 506,300 (est. 2009).

2 the capital of New Mexico, in the north
central part of the state; pop. 71,831 fest.
2008). It was founded as a mission by the
Spanish in 1610. From 1821 until 1880,
it served as the terminus of the Santa Fe
Trail. Taken by US forces in 1846 during
the Mexican War, it became the capital
of New Mexico in 1912,

Museum of New Mexico
105 West Palace Avenue, Santa Fe.
505.476.5100
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Read Microsoft Word Files

Do you need to send or read Microsoft Word files, but you prefer to keep a
Microsoft-free environment on your own computer? TextEdit can open Word
files and save as Word files. Some of the advanced features will be missing, but
this works great for basic text documents, including those with simple tables or
numbered/bulleted lists.

If you don’t have Microsoft Word installed on your Mac, file names ending with
.doc or .docx (which are usually Word files) automatically open in TextEdit when
you double-click them.

To force a Word document to open in TextEdit (if it doesn’t automatically), drag
the file and drop it on the TextEdit icon.

If TextEdit is not in your Dock, it’s in the Applications folder and in Launchpad:
Click the Launchpad icon in the Dock. Find the TextEdit icon, then drag and drop
it in the Dock so it’s always easily accessible.

Change the default application to open Word files

If you own Microsoft Word and want your .doc files to open in Word, not TextEdit,

you can change the default application:
1 Control-click (or right-click) the Word document icon to get its pop-up menu.

2 While the menu is visible, also hold down the Option key. This changes
the “Open With” command to “Always Open With”

3 Choose “Always Open With.” If Microsoft Word is on your Mac,
you'll see it listed in the pop-out menu. Or select “Other...,” then choose
the application you want to always open the selected file.

I Open

= Always Open With > 7 TextEdit (default)
Move to Trash [ Archive Utility

Show Inspector & Preview

Compress “Jim's Posole.docx” App Store....

Burn “Jim's Posole.docx” to Disc...
Duplicate

Make Alias

Slideshow “Jim's Posole.docx”

Copy "Jim's Posole.docx”

Clean Up
Show View Options

Label:
x

New Email With Attachment
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Save TextEdit files as Word docs

You can save any TextEdit file as a Microsoft Word document to send to people who
insist on that format.

To save a TextEdit file as a Word document:

1 Go to the File menu and choose “Duplicate”
2 Press Command S to save this duplicate.

3 In the “File Format” menu at the bottom of the dialog box, choose “Word 2007
Format (docx)” This automatically adds the Word extension, .docx, to the end
of your file name.

If you don’t see an extension (see page 444) at the end of a file name—and
you want to—click the disclosure button to the right of the “Save As” field
(circled below). Uncheck the box to “Hide Extension.” To show the extension,
of course, check the box.

aNaX:] Unsithed
e e s S A Al  r CYNANA!  COE W ETER Entd] |
s.uhm@— To see the options shown
ST T @ h'ere, single-click this
e VT i T T disclosure button.
e 7 e Rlen Text Format May 12, 2011 855 PM
RO Rich Text Format May 14, 2011 4:49 PM
If you have set iy Apgiications wcars May 19, 2011 839 M
Find R » B9 Lion book Folder May 10, 2011 5:37 M
your inaer 1 Music Maisaam Ml et Rich Text Format May 14, 2001 3:11 PM
L Pat Willams. wef wCard May 14, 2011 3:19 PM
preferences to B Rcures |, o Fomder Tody 11:41 A «p »
show all filename (L seraanshats | & 3 Robin's foms folder May 11, 2011 12:25 P The “File Format” menu lets you
I The Shakespeare Papers Wab lemarner Locasan  May 25, 2011 5114 PM files i | oth
extensions (page save your files in several other
279), you won't File Format: | Word 2007 Format Ldocx) formats. Keep this in mind!
ki
see this checkbox. ———( s extension | new reider Cancel | [Savm |

Save TextEdit files as PDFs

From the File menu, choose “Print...,” then click the “PDF” button (in the bottom-
left corner of the Print dialog). Choose “Save as PDE...”

..\.-.;,. Show Details | [wc:
Open PDF in Preview

Save as PDF...
Save as PostScript...
Fax PDF...

Add PDF to iTunes
Mail PDF
Save PDF to Web Receipts Folder
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GOALS

Set up an account in Malil
Read and send email

Create fancy HTML

stationery

Organize your mail
with mailboxes and
Smart Mailboxes

Filterjunk mail

from your inbox

Personalize your

messages with signatures

Use searches and Rules
to find and organize

your messages

Use Notes to collect

all your thoughts and ideas

Send and receive

attachments




LESSON 5

Mail for Email and Notes

Mail is Apple’s application for sending and receiving email. If you
have more than one email account on more than one server, Mail
can check them all at the same time, and you can send email from

any of your accounts right through Mail.

With Mail’s stationery, create fancy HTML email messages with
special fonts, images, and design—all with the click of a button.
And take advantage of the Notes that coordinate instantly with

your iCal information and sync to your iPhone.

For those who use Windows systems at work, Lion has built-in
support for Microsoft Exchange Server. Now you can use your
Mac apps (Mail, iCal, Address Book) to access Exchange services,

such as email, calendar invitations, and Global Address Lists.
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Set Up a New Email Account

It’s easy to add your email account to Mail if you didn’t do it when you first installed
Lion or turned on your new Mac, and it’s easy to add a new account. If your account
is already set up, skip to page 81. To get a free trial MobileMe email address (which

you can keep after the trial period), go to apple.com/mobileme.

To set up a Mail account (or an iChat account, Calendar settings, and/or to

transfer your Address Book):

@

Mail, Contacts
& Calendars

1 Open the “Mail, Contacts & Calendars” preferences: From the Apple menu,
choose “System Preferences...,” then click the icon shown to the left. You'll see

the pane shown below-left.

76

2 Click the type of existing account you have. You'll be asked for your email
address and its password and a couple of other questions. If all goes well,

your Mac sets up your account and that’s it!

3 At any time you can click the account name on the left, then choose

to turn on or off the various services.

L Eal Mad, Comtacts & Calendars an Mail, Contects & Calerdary
{2 » | Showan | (o 3 |4 || seowan |
e T - ' Rerrrrer 1
Mail, Contacts & Calesdars sets w0 veur accounts 10 use with Address Book. iCal, Mad, Comtacts & Calendars sats up your accounts o uie with Address Boo, iCal,
Chat, Mal, and cther apps. HChas, Masl, sad cther apps.
P Motilehe 7Y MobilleNe
Microsoft - . L ahiin
. Exchange L - Gmail ot e | Dol
: .
mobilene @ _ e
Gmail By
£ 00 CThm
YaHoO!
Aol.
. Other - e o
L}

To set up a POP account (which is just about any other email account besides the
services listed above), click “Other” Enter your email address and password, and if

the Mac can set it up, it will.

But it might tell you that it’s not able to do it and pass you off to the manual setup,
which is shown on the following pages; start with Step 2.
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Whether the process on the opposite page makes you set up an account yourself or
you just prefer to do it yourself, it’s not difficult.

1 In Mail, go to the File menu and choose “Add Account...”

2 A pane, shown below, appears. If you enter your MobileMe account name

and password, you’re done—your Mac fills in everything else and your email

appears in the viewer window. Skip the rest of these setup instructions.

If you have an email account that is not a MobileMe account, enter the
information required, then click “Continue”

3 The next pane asks technical details about your account. If you don’t know
what kind of account it is, call your Internet Service Provider and ask.
Generally speaking, this is how to choose the type of account:

Add Account

Add Account

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

To get started, provide the following information

X Full Name: The Shal Papers This is the name that will

— Emall Address: info@theshakespearepapers.co be visible to the peop|e to
whom you send email.

\ '-F?:E—g‘ Fassword: | sssesess
| 4

T Cancel

H

Choose POP (Post Office Protocol, this is the most common) if you have
an email account with your 1sp, or if you have a domain name that you paid

for and you opted for an email account with it.

Choose IMAP (Internet Mail Access Protocol) if you can access your
account on different computers and always see your mail (besides webmail).
This is usually with a paid service or a large company intranet (although

most POPs can be set up as IMAP if you ask your provider).

Choose Exchange if your company uses the Microsoft Exchange server
and the administrator has configured it for IMAP access. See your system
administrator for details.

—continued
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Add Account

s MallSaroar This is what will appear in
Account Type: | @ POP : your Mail Sidebar so you
know which account it is.

Description: TSP info

'\‘ Incoming Mall Server:  mail. See below.
—_— User Name: infolitheshakespearepape |
o.re,
< B ot [=ememaes I See below.

7 Cancel Go Back | Continue |

Each account type has slightly different information to enter.

For instance, if you choose a PoP account, Mail wants to know the |ncoming
Mail Server. It’s usually something like pop.domain.com or mail.domain.com.
The “domain,” of course, is to be replaced with the domain name of your email.
For instance, I use mail.TheShakespearePapers.com for my email that comes
from that web site. If you're not sure, check your email host’s web site or call

and ask for the “incoming mail server.”

The User Name for a poP account is usually your entire email address;
occasionally it might be something different altogether. If your email address
doesn’t work as the user name, ask your provider.

Enter your password as provided by your provider or set up by you when you

opted for the email account.

Click “Continue’”

The Outgoing Mail Server, or SMTP (Simple Mail Transfer Protocol, shown
on the following page) has a couple of options. For instance, your MobileMe
account will be automatically set up with a MobileMe sMTP and a Google mail
account with a Gmail sMTP.

However, we’ve found that the most reliable sMTP is the one provided by
your Internet service provider. For instance, if you use Comcast, your best
SMTP is “smtp.comcast.net” That is, your most reliable outgoing mail server
is the company that you pay to connect you to the Internet. So if Mail is not
going out, try changing the sMTP to the one provided by your 1sP (also see
pages 387—389).
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Add Account,

Outgoing Mail Server
Description: | comeast.net

N Dutgoing Mall Server:  smip.comcast.net
[ Use only this server

Use Authenzication

I/

3

o\l

I

User Name:

o

Password:

1 Cancel Coback | [ Continue |

Some Internet providers may have a low-end broadband option that does
not allow you to have an outgoing mail server, requiring you to use web mail
to check and send your mail (and thus read their advertising). If that’s your
situation and you don'’t like it, call your provider and upgrade your service so
you can get an sSMTP address (or change providers).

The Description field lets you name this sMTP so you can choose it from
certain menus. Enter something that will make it clear to you.

User Authentication: Unless your provider insists (for security reasons), you
usually don’t have to enter a user name and password for authentication, so
for now you can leave those blank. If it doesn’t work with those options blank,
you'll need to call your provider because the user name and password it wants
are typically not your email account and password! It wants the user name and
password for your provider account, not your email account.

In the Account Summary pane that opens, check the “Take account online”
box, then click “Create” The new account is now available in Mail.
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Edit, delete, add, or put on hold an account

At any time you can add another account, or delete or edit an existing one by using
the Mail preferences.

1 Go to the Mail menu and choose “Preferences...”

2 Click the “Accounts” icon in the toolbar.

3 To edit an existing account, single-click the account name in the pane,
then use the pane on the right to edit.

To add a new account, single-click the + sign at the bottom-left of the
Accounts pane. You will see the same information panes as explained on the
previous three pages.

To delete an account, single-click the account name in the pane on the left.
Single-click the — sign at the bottom of the Accounts pane.

To put an account on hold, single-click the account name in the pane on the
left. Click the “Advanced” tab. Uncheck the boxes labeled “Enable this account”
and “Include when automatically checking for new messages.”

4 When finished, just close the preferences or click on another icon in the

Toolbar. A message will appear asking if you want to save these changes.

80 g Accounts
g : £
= A - / J i
4 @ E'i;‘,); b Ferey L~ ] ; 4
Generd | Accounts Junk Mail _Fonts & Colors Viewing Composing Signatures Rules
Accounts ] PYPRITAET TRl Wailbox Behaviors | Advanced |
7 MobileMe |
__J MobileMe IMAP Account Type: POP
Foyj Yahoo! Description: | TSP info
!
# vahoo! POP
Email Address:  info@theshakespearepapers.com
™M Gmail
™ Google map Full Name: The Shakespeare Papers

@ TSP info
! POP Incoming Mail Server: | mail.theshakespearepapers.com

User Name:  info@theshakespearepapers.com

Password: ssessses

Outgoing Mail Server (SMTP): | comcast.net

(¥ Use only this server
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Read Your Email

The default in Mail is to automatically check your mail every five minutes (if you use
a dial-up connection, go to the Mail preference, the “General” tab, and change the

“Check for new messages” option to “Manually”). If you have used Mail in the past
and hate this redesigned version, you can revert to the classic version: Go to the
Mail preferences, select the “Viewing” tab, and click “Use classic layout”

To read mail that has arrived:
1 Open Mail: Single-click the Dock icon.

If you see “Mail” in your menu but no window, go to the File menu and choose
“New Viewer Window.” You'll see something that looks like the sample below.

2 On the left is a column that displays your messages, each one showing the
subject and the first couple of lines of the message. Unread messages have a
blue orb next to them.

3 To read a message, single-click it and the message is displayed on the right side.
Or double-click a message and it opens into a new, separate window.

To see text labels under the icons,
Command-click (or right-click)

Click “New Message” to compose and send a message. and choose “lcon and Text.”
8e0e Inbox (2 messages, 1 unread) o
= | =z 2] (8 ® [« <= + | =N ENEANCY
Get Mail  Neyessages Note Delete  Junk Reply Reply All Forward Show Related Messages  Flag
0 show ((TISNEED Jpent +  Flagged v Notes
Singl ik sortby Date
- — Robin Williams Details — N
Ing e-clic JDH;TDLLEW 15350 Carla and Jamie arrive soan! a ThIS PhOtO
* akespeare performance comi... May 18, 2011 12:24 PM A {
a message to Hi Raseta, Did you see the nofce Y19 - =) comes from
diS |a |t on about The Tempest coming to The Le... S Add
play A Robin Williams IPEYE Yl Dear Rosetta, your ress
the "'ght Gaiaand ja"”a v coon Our wonderful friends Carla and Jamie arrivejon Friday! woo hoo! Let's make a plan Book.
to meet up for breakfast at Harry's Roadhouge one morning, ckay?
Doub|e—c||ck Talk to you scon,
Robi
a message to i
open it in its
own window.

To determine the number of lines that show in These symbols are invisible until
the Message List, go to the Mail menu, choose you hover your cursor in this spot.
“Preferences...,” click the “Viewing” tab, and The symbols mean delete, reply,
choose from the “List Preview” menu. reply to all, or forward the message.
—continued
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Features of your email window

To resize the window, To resize the panes, To open in full-screen,
drag any corner or any edge.  drag any vertical dividing bar. click these corner arrows.
aon Imbeix (3 mussages)

Customize the toolbar:
Right-click on the toolbar;
use the menu.

Beed by Dwie +
Psbin Williams B2 PM
— 15 Cataand sami .

m
e =

Robin Wilkams &20 P

5 MoveWimms  12240M Yas, thayll stay with us. Wa have 8o much fun togather. Data detectors are
JOMN TOLLETT 1231 Fl mm:wwgmm;m? at WOI'k; see page 102.
(7 Shukaspesrs partorman.
Hi Picaon, Bid you see P Losking ferward ta seaing yeu!

nates about Tha Tampst e
®

o

Click here to see your
original message.
e e & It’s lovely—the

and Jamie
May 10,2010 12324 PM
message unfolds.
Dear ROSTA,

Dur wondestul friends Carla and Jamie arrive on Friday! woa hoo! Let's make a plan 1o meet up for
reakdast ot Harry's OUSE One marming, cly?

This view shows you an expanded Conversation, as indicated here in
the Message List with a stack of messages; see pages 84-85.

To include the photos s Inbox — robin at me (970 messages, 1 unread)
from your Address
Book, go to the

Mail menu, choose
“Preferences...,” click

iy

The Favorites Bar.
R P m A downward-pointing

Tha ShEARICHAre PRosey. . . .
vy 20,2011 #2320 triangle indicates a

the “Viewing” tab . 4 mu‘wwnhgmﬁﬂmmhm&rm%m-mh menu. Numb.ersi n
) Nelsan iz gy parentheses indicate
. and check the box tO” ,...,'m,m_"f..,..'::..'é';'."' unread messages n
Show contact photos.” " ru 1779 MKk MeDonata 1208 Byt

that mailbox.

The Favorites Bar makes it easy to access your most-used options.

If it’s not showing, go to the View menu and choose “Show Favorites Bar.”
Drag items from the Sidebar into the Favorites Bar. Drag the items left
or right to rearrange. Drag items to the Desktop to remove from the Bar.

Choose how you want to organize
your Message List from the teeny,
tiny, pale gray menu just above the list.

To organize by Date, choose one of
the Date options, and then go back
to the menu and choose or unchoose
“Ascending Order” to view messages
by oldest or newest first.
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Mail has a seemingly endless variety of ways to present information to you. On this
and the following pages we present some of the multitudinous ways to customize
Mail to suit your needs. Be sure to poke around and experiment with Mail; many
of its features are invisible or only appear when necessary

806 Inbox (2 messages, 1 unread) e
(B) (2] (B] [(@]%®](« «|>][®] @ ]
GetMall NewMessage Note Delete  Junk Reply Reply All Forward Flag Search

b
| show | @ —————— You won't see a

Sort by Date v | .

JOHN TOLLETT 6 1231 PM g:::':::"::r'“!m — Detalls 3 Drafts folder until
‘Shakespears performance carmi... .

L] .
Hi Rosetta, Did you see the notioe May 18,2011 1224 PM fon] you save a message
about The Tempest coming to Tha Le..

Robin Willisms [EETRaN  Dear Rasetta, Mail saves drafts
arriv 1]
Gorlnanc.gmie g/fhve f"”” - Our wonderful friends Carla and Jamie arrive on Friday! woo hoo! Let's make a plan f
Ll to meet up for breakfast at Harry's Roadhouse one morning, ckay? OoT every message

automatically;
to save manually,
press Command S.

Talk to you soon,

Position the cursor over a column line and the icon
changes; this icon means you can drag the line. If you
want to get rid of the Message Pane so you don’t have
to look at junk mail when it arrives, drag this line all
the way to the right, or double-click on the line.

eo0e Inbox (2 messages, 1 unread) ‘ " ’
(=) () (8] [(BEN® ][+ [« ][F[]@Q 3

GerMal NewMessage Now  Deiewe W ey ReplyAll Forsard  rlag Search If you don’t have a

Message Pane, double-
click a message and

T it opens toanew,

Robin Williams 1224 PM Separate window.

Carla and .Jamie arrive soon!

Sort by Date »

JOHN TOLLETT @
Shakespeare performance coming up

Hi Rosetla, Did you see the notice about The Tempest coming to The Lensic Theater?

12:31 PM

b Tl harYS . To show the Message
- Pane again, double-
click on this edge.

eoe Inbox (2 messages, 1 unread) &

(B e fajelLla0 )
Drafs 1) —

Hide or show —{

the Sidebar. Sort by Date

JOHNTOLLETT @ 123ipy | Fobin Willams Details ..
1 Carla and Jamie arrive soon! &/ This view shows the
May 18,2011 12:24 PM W

b o sent : Sidebar, the Message
§ Trash D | ol List, and the Message

k9 AR A e Our wenderful friends Carla and Jamie arrive on Friday! woo hoo! P T . Il th
b (20} Let's make a plan to meet up for breakfast at Harry's Roadhouse ane. lo resize all the

one merning, okay?

panes or make them
disappear or appear,
drag the dividing lines,
as shown above.

Talk to you soon,
Robin

The blue orb tells me this The green orb tells me this person

is an unread message. is online and available in iChat. cimued
—continue
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84

Conversations in your email window

Conversations include everyone who sent a message regarding this subject,
numbered in order of being received; if a message in another mailbox pertains
to this subject, it also appears in the Conversation, but without a number. The
examples below show a message not included in a Conversation, and then how
it appears when it is included in a Conversation.

,__F)B lnh:—lﬁlnﬂml’?lmﬂunﬁ‘l B Cal

Pe: importar read this!
May 18, 2011 912 PM

Thanks Mom. :) 1hada ot of pecple's input on it.

e, AEMONDE Com i the website, should b up by next wetk 50 1 can start offering pre-
crders. Demon Bells is the D3A I'm using under my Revolution Project, LLC. What do you
think, should T use twe words or ene during normal discourse?

I'm in talks with & couple different 1P attorneys, gonna TM the name and the logo, gonna see

AbOUE the Hetual designs tod. It's & ok of 35 up front though and I s2ill Rave to pay for the
kettlebells, that's why the pre-ordaring is gonna be kay.

L

T Flagged (IS ¥ MoDonald 51811 | On W, Moy 18, 2011 8t 5:18 PM, Robin Williamé <deamobin Bime. coan >
77 Rcary clus? Iesos < st mmnnwﬂmmmnmmhmwpmduﬂm
[ Motes J Nwoukl be awasama d ey everybody who has seen them wants them.
Are just updating e retail
ROBM AT ME sa0res, | ke Tis fueior, N 0% you spel It Are you getting 8 trademark; o
- e— ‘wiw Soopinsight cors/ 7 The kogo is beilant, too, As I've said several times, but I'm really impressed, i-)
+ @ o 2011/05A TMBOUHRis-Naw...

This is a typical Mail layout, with the Sidebar showing your Inboxes,
the Message List showing your mail, and the Message Pane showing the email text.

Inbox — robin at me (971 messages)

(B W[ > ][B][F ]

Tha website should penerate encugh to cover it, plus I've got a few friends wha've
been involved & offered to invest if I needed some. Got it covered, 1 owe you enough

» 5 Sent Rwoukd ba wssama It already, hana.
ermlu“up‘.!lnnghm
» W Trash utad stores, | ik this Pecgle ask me about business all the time row, i | went to schoal for &, where |
» [l Junk [ 2] fumar. g learned what 1 know. I leamed to pay attention & kearn from your surrcundings &
W oapinaight somi. create your own path from you, T tell them the story how you crested your own
REMINDLRS printing house when no publishing company wanted to prnt your first Book.
1) uploadede. . oo - rotr X 4
P Alagged i Thanks, Mom. You're inspiring. 1)
[ Notes L e image samplepdl gy Byer Willems
And Tt
e gk pat vt i VP and Head of Design

icknass. | felt BLSEAL
Julle Williams 217711
5 g an

Sant from my Phone

From the View menu, choose “Organize by Conversation.” The Message List
condenses the related messages and puts the most recent sender at the top with a
number in the Message List indicating how many messages are in the Conversation.

All the related messages are in the Message Pane; scroll down to read them. The
number in the Message Pane indicates which number message this is in that particular
Conversation (also called a thread).



eon
B3 LT

(=]

Lesson 5 Mail for Email and Notes

Inbex — robin at me (971 messages)
(BB RN N NN Y Q

Although this —
looks like four
messages,

the top part
is actually the
first message
in the list
beneath.

[ Hide | imbeme (17} Semt~ Flagged Notes Orafes > (ISTREC L IL) Inbax - robingtsp (8}

MAILIOXES

(2 ]

A would bo awesome if
May ire just updatng

Rysn Wiliama
P iMponant read hig!
May 18, 2011 547 PM

Datails a

Tha website should penerste encugh to cover it, plus I've got a few friends wha've
been involved & offered to invest if | needed sorme. Got it covered, 1 owe you encugh
already, haha.

Awrw, thanks Mom. 1)

Prople ask me about business ail the time now, if | went to school for &, where |
learned what 1 know. I learmed to pay attention & learn from your surrcundings &

ikl McDonaid snan create your own path from you, 1 tell them the story how you crested your own

ALMINDERS e s printing house when nd publishing company wanted to print your first book,

T Flagged Nikd McDanaid annt Thanks, Mom. You're inspiring. :)

-

[ Nates Bﬁ McDonald it Ryon Willams

‘ UPlOROwD,, i = VP and H Design

T AT M Moy Robin, | loakod ot E13 My.- -
Ak # image samly.pdl 0S80
+ @ o Mk MeDaonaid snant Sant from my Phons

Once your email is in Conversation view, go to the View menu and choose
“Expand All Conversations.” The newest email in the thread displays rows of
previous messages beneath it, as shown above. Once you select a message,
you can use your arrow keys to select other messages in that Conversation.

To view your message in the thread, click a curved arrow (circled, above).

Notice the triangle (circled, above) next to the number in the first message now

points downward, indicating the Conversation is expanded. Click that number and
it will “collapse” the Conversation (or from the View menu, choose “Collapse All

Conversations”).

Important note: If you delete the top (most recent) message in a Conversation,

every email in that Conversation goes to the Trash! To save an individual message
from the Conversation, you can move an email from a Conversation and drop it into
another mailbox; it remains part of the thread, but it won’t get deleted along with

the others.

Also be sure to check out the preferences for Conversations: From the Mail menu,
choose “Preferences...” Click the “Viewing” tab. The bottom portion of the pane

provides options for you to consider regarding Conversations. For instance, if you

prefer not to view messages by Conversations, you could have related message

highlighted with a color instead.
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Compose and Send a Message

To compose and send an email message:

(=) 1 New message: Click the “New Message” button in the toolbar, or press
' - Command N.

Reply, Reply All, Forward: Mouse over the dividing line between return
address and the message to show the reply buttons (as shown on page 81).

Click the A to show or hide the formatting pane.

ano mosalc project
4 &

A
(Wercama 2 (e e} () (w1 0 3] li=r) [=r |

Send

To: @john Tollett
Use one of these
(=
subject mosalc projece symbols to assign
! 3 pr|or|ty.

Good morning, John!

I'm going to start the maosaic project next weekend, You mentioned that you had
& bucket of smooth round pebbles that | could work with, Can [ swing by
tomorrow to pick those up?

Thanks!#

Rogetta

2 In the “To” field, enter an email address.

If this person is in your Address Book or if you've sent a message to him before,
as soon as you start typing, the rest of the email address appears. If there is more
than one person with those beginning letters, you'll get a list of possibilities. Use
the arrow keys to go up or down the list and select the address you want; hit
Return to put that address in the field. (Manage addresses you've sent to in the
Previous Recipients list from the Window menu.)

Or from the Window menu, choose “Address Panel” to bring up a limited
version of your Address Book. Double-click on anyone’s name to add it to the
“To” field. To add someone’s email address to the Cc or Bec fields, select a name

in the list, then click the “Cc:” or “Bcc:” button.

3 In the “Subject” field, enter a subject that does not sound like junk mail.

4 In the Message Pane, type your message. Mail automatically checks your
spelling and displays suspect words with a red dotted underline. You can

change the font, color, size, alignment, and more, using the Format menu in
the toolbar. You can also use the Font panel, Colors panel, Spelling Checker,
and all the other Mac os x features—see Lesson 13 for details.
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5 To send an attachment of some sort, just drag it into the message window and

drop it (see pages 104—107 for more details).

6 Hit the “Send” button (it looks like a paper airplane). Or press Command S to
save it for later; to open that letter later, go to the Drafts folder in the Sidebar.

Customize the message window

You can customize the mail message for every message you open in the future,
or just the one you're writing now. To make some settings your defaults, use the

“Composing” pane in the Mail preferences (from the Mail menu).

B Click the Customize button to add or delete fields, or to add or delete a return
address menu, an SMTP server menu (see pages 78—79), signature options
(see pages 94—95), or the priority button (see the opposite page).

As usual, you
can Command-

click to get

the option to
Customize the
toolbar.

Customize
the options in

this row.

Ce: Sends a copy of this message; the main addressee can see Cc addresses.

Bcc: Sends a private copy; no one in the To or Cc field knows this person

also received a copy.

Reply to: If you want a return email to go to a different address than the one

you are sending it from, put that address here.

L]
«

Verdena

Kew Message

& || A

izl mle oy]exalEdle=]

Get photos;
see page 89.

B B——Stationery; see the
following pages.

To: | Willlam Leahy
Ce:

Reply To:
Subject:

= *| From:

The Mermaid Tavern <mérmaid... 3

robin at me (MobileMe) 2| Signature: | TSP

If you have more than one email address
set up in Mail, you can choose from
which address to send your message.

If you have more than
one SMTP available, you
can choose it here.

All signatures you
have created appear
in this menu.

—— If you can’t format the text in a message, such as change the color
or make words bold, go to the Format menu and choose “Make Rich Text.” If it says
“Make Plain Text” in that menu instead of “Rich Text,” that means you're already work-
ing in rich text. If you still can’t make bold or italic text, then the font you chose does
not have bold or italic versions. Check the Fonts panel (press Command T) to see if
the font you're using includes bold and italic versions. See pages 252-253 for details.
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Use Stationery to Send Fancy Email

It’s actually called “HTML” mail, not “fancy” mail. HTML just means it has HTML code
written into the message for you that creates the layout, the space for photos, the
fonts, etc. You don’t have to write one single piece of code. All you do is choose the
stationery template, type your message, and drag photos to replace the existing ones.

To create an email with stationery:

1 Open a new email message (Command N or click the “New Message” icon).

2 Single-click the button on the far-right side of the message toolbar; if your text
labels are showing, it’s called “Show Stationery.” (If you don’t see that button,
open the window wider, or click on the arrow you see where the button should
be—that will pop out a menu with “Show Stationery” on it.)

3 A row of stationery templates appears, as shown below. Single-click a category
on the left, then choose a template on the right.

eo0e Jimmy goes to Japan

[ <) il 2 Al [BH |

Send Address Anach Format Photo Browser\ Show Stationery
N~ 7

To:|  Robin Williams

= '-\ Subject: Jimmy goes to Japan

Favorites = [E=gveeeess - =
F | "
Birthday 5“ﬂw ! E = | E &i‘ FLEs
Announcements E = | 1 —1
[ Phoros _______ g .
Stationery. L - m Euv

St Air Mail Bamboo Tack Board Doodles

Resize image.

Reposition image
within frame.

\
j Jimmy goes to Japan for a Year
1 (or more)

On July 31, 2011, Jimmy Thomas leaves for Japan to spend a year or more

teaching Enplish in a small villape near Kumano, by the sea. He has been

4 To replace the text, click it and Mail automatically selects all the text in that
section. Whatever you type replaces that text, but retains the font.
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5 To add photos, you can do several things.

Click the “Photo Browser” button in the toolbar (shown below). The Photo
Browser displays all the photos in iPhoto, Aperture, and Photo Booth. Just
drag an image from the Photo Browser and drop it directly on top of the
image you want to replace.

Drag an image from anywhere on your Mac and drop it on an existing image.

Open iPhoto and drag an image directly from iPhoto onto an existing image.

ann Happy 10132 Birthday!
e silAl BB

75 FaulineWiliamsgme com
% = | Subjuct Happy 1011 Birthday!

ann
v B i#noas
(3 e

= Faces
& Pucn
4 L Last impoet
L. [ Lt 12 Mgt
{ P Flagges

_ |  Happy1oist Birthday, 4
- ! Grandma! ®

Ropyy Stie, Somskyl Rou o i Hows Bt ok
i 5 ke whit you i Pk you for somieg to my
(I ml:wlﬂ!ww PO Prpepeesy

6 To resize photos, click an image and a little slider bar appears, as shown on the

opposite page. Drag the slider right or left to enlarge or reduce the image.

7 To reposition the image within the frame, click the image. Then press-and-

drag on the image to reposition it within its frame (you can’t reposition the

frame itself).

To get back to a blank white page, choose the “Stationery” option, then click

the “Original” template.

You can change templates at any point—if there are fewer photos in the new

template, some of them will disappear. Your text will reappear in the new template.

Click the “Hide Stationery” button so you have more room in which to write.

Save as stationery

To save your own designs as stationery, set up a message, then go to the File menu

and choose “Save as Stationery” A new category appears in the list, called “Custom”

Click on it to see your own stationery. To delete stationery you made, position your

mouse over it, then click the little X that appears in the upper-left corner.
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Create Mailboxes to Organize Your Mail

Organize your mail with mailboxes in the same way that you make folders in a
Finder window to organize all the files on your Mac, or the same way you use folders
for papers in your office filing system. Everything in your Sidebar is considered a
mailbox, even though most of the “mailboxes” look just like folders.

Once you've got your mailboxes set up, drag messages to your mailbox folders to
organize your email. Better yet, use filters (called Rules; see the opposite page) to
automatically send incoming mail to the different folders/mailboxes. Also check out
pages 92—93 about Smart Mailboxes.

To make new mailboxes, do one of the following:

B From the Mailbox menu, choose “New Mailbox...” You get a dialog in which
to choose where to place that mailbox and what to name it. You can assign a
mailbox to a specific Inbox account, or nest it inside an existing mailbox.

B Or Control-click (or right-click) directly on the icon in the Sidebar in which you
want to put the new mailbox. If you put it in an Inbox account, the mailbox

will appear in the lower portion of the Sidebar, under the name of that account.

8eo0e
(=] [
Get Mail De
[E Hide | Inbox (11)~ Sent~ Flagged~ N
I've got three email accounts B Sort
in my Inbox folder.—— (& inbox
{5 robin at me
Mail created these folders g :::;:::v ame
for me as | needed them.—, & prafes
» 50/ Sent
> ‘i-’ Trash
Once you Flag messages or make Notes, » B Junk
you'll see a disclosure triangle next to this AEMINDERS
folder indicating there is something inside.——» ¥ Flagged
|| Notes
ON MY MAC
These are folders | made to help organize my —— [ Brunel University
email. | chose to put them “On My Mac,” so (X Credit receipts
they are stored on my hard disk (as opposed to E Family
storing them on the MobileMe servers at Apple). S Archive
(£ Nikki
ROBIN AT ME
These are folders that | chose to store in my — &5 Archive
MobileMe account, which means | can access £ Books I've bought
them on the web, my iPad, and my iPhone. (] Credit receipts
+ @ B
T
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Filter Your Incoming Mail with Rules

Create rules, or filters, to do things like sort incoming mail into an appropriate
mailbox, highlight certain messages in a particular color, automatically forward to a
different address, delete a message before it even appears in your box, send an auto-
reply, and more. All filters apply to all email accounts unless you specifically choose
an account in the Rule itself. If you plan to sort mail into different mailboxes, first

create the mailboxes you want so you can organize with them (see opposite page).

To create and apply a rule:
1 From the Mail menu, choose “Preferences...”
2 Single-click the “Rules” icon. Single-click “Add Rule”
3 Choose your parameters for the type of mail coming in and what to do with
it. (If you forgot to make a special mailbox for something, you can actually do
it while the Rules pane is open on your screen: go to the Mailbox menu and
choose “New Mailbox...” The new mailbox immediately appears in the pop-up

menu, shown below.)
In the example below, I first made a new mailbox called “Nikki.”
Then I created a new rule to find any incoming mail “From” my editor,
Nikki McDonald, by entering the beginning of her email address.
When found, I want that message to move straight into the “Nikki”

folder and play a little sound so I know it arrived.

08 Rules
: — ‘nec M S| /
a @ 8 | ) - y v
e il e ; 4
General| Accounts.  RSS junlcMail \Fonts & Coldrs . Viewing ‘Composing Signati

~— .
Click the pop-up menu
Description: | Nikki
The choi i button (under here)
EC oices — any + | of the following conditions are met: to ChOOSG the mailbox
eril’ any | From + | | Contains :‘I"mkkl.mcdonaldl_ =+ into which tl’]iS Ru|e WI”
or all, are . _ move messages.
useFu| to Perform the following actions r
||m|t yOUI’ [ Move ﬁés:sag-é 2| to mailboy No mai\bnxlselec(ed k)l \&
results. R | (Submadl  (E Inbox » (=) (+—T— Click *+ to add more
Drafts » .
i options.
[ 3 ) +/ Sent > 0K P
f Notes [ ]
N @ Trash » F
£ Junk S
Poke around in here at all the —
. . = On Mac Archive
options in all the menus. Add e _
.. == | Brunel University
more conditions and choose more 7 rabin at me P | credit receims

actions to your heart’s content. P marysidney at me » [ ramily

e
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Smart Mailboxes

You can create Smart Mailboxes that will hold all the email messages that meet
certain search criteria. If you are familiar with Rules (filters), as explained on the
previous page, you'll notice there are a couple of differences between Rules and
Smart Mailboxes.

® A Rule is an action that is applied to incoming messages, such as filtering
certain email into a certain folder. The original email is moved into the folder.

B A Smart Mailbox applies your search criteria to mail that is already in your
box, not just to future incoming mail.

B A Smart Mailbox contains messages that match search criteria. No action
is taken on the messages.

B A Smart Mailbox does not contain the original message, thus the same
message can be “stored” in a number of Smart Mailboxes.

B A Smart Mailbox automatically updates itself as messages come in
or are deleted.

You might be involved in leading a project that involves several people who are each
working on an individual part of it. Thus you might use Rules to filter their messages
into subfolders in a main project folder, and you might use a Smart Folder to collect
all the email pertaining to this project in one place.

ano Nikki — On *

E.
Gat Mail
[ vide | nbosx (61  inbox = robsin at me

| mansoxes

v (3 Inbox

i robin at me

::::::’“"" : | created a Smart Folder, then inside that
» 5 Semt folder | created two Smart Mailboxes to

Y WiTh keep track of the project.

* [l Junk
i Eventually | might make more Smart
% Contracts Cold Rush Folders, and the appropriate messages
R would automatically appear in it.
REMINDERS
Ol MY MAL
L] Brunel University
] Credit receipts
[ Family
[ Archive
L NancyD
1 NancyR
+ o
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Create Smart Mailboxes

There are several ways to create a Smart Mailbox. You can use the Mailbox menu
(below) or the + sign at the bottom of the Message List, or use the parameters

you've designated in a saved search, explained on page 97.

To create a Smart Mailbox:

1 If you go to the Mailbox menu, you'll see there are two similar options,
“New Smart Mailbox Folder..” and “New Smart Mailbox...”

The Smart Mailbox Folder creates a folder with no search parameters;
it is simply for organizing other Smart Mailboxes inside (as shown on
the opposite page). You will only be asked to name the folder and click oxk.

If you want your Smart Mailbox to be inside of an existing Smart Folder,
first select that folder in the Mailboxes Sidebar; if not, make sure a Smart

Folder is not selected.
Or click the + sign at the bottom-left and choose “New Smart Mailbox...”

2 You'll see the dialog sheet below. Name your Smart Mailbox, choose your

parameters, and click ox.

noe Project Cold Rush
[ ] 1
e e e Dolein Junk_egly Raphy All Fareard | Fiag

[E) Hide | bnbox (6) = Inbox - rebin a1 me  Imbex - robingivsp () Sent = Flagged =  Motes  Drafs =

Smart Mailbox Name: | Correspondence Gold Rush

REMINDERS Containg messages that match | all :  of the following conditions:

e Messagt is o Madbox 2] | () mikki z =+
[ Brunel University ¥
= : Message is in Mailbox +| [ [ panevo 3 -+
2] Credie receipts
&5 Family Message is in Maibow 2 || [ ManyR 3 -+
3 Archive Inchude messages from Trash
£3 NaneyD Include messages from Sent Cancel | |-eikas|
3 NaneyR
] Nikki

+ @ o

“— This Smart Mailbox Folder is selected, so the new Smart Mailbox will be
placed inside.

Before | created this particular Smart Mailbox, | created the three folders
and applied Rules to filter specific messages into each one.

3 If you need to edit the parameters of your new Smart Mailbox, select it, then

either Control-click, right-click, or go to the Mailbox menu and choose “Edit

Smart Mailbox...”
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Add Signatures to Your Messages

An email signature is the little blurb you can automatically add to the bottom of

your messages. A signature might include your contact information, promotion for

your upcoming art show or book publication, your favorite quote, or even a small

graphic. You can make more than one signature, then choose which one you want

for an individual email message, as a default signature that automatically appears,

or you can let Mail randomly choose one for you.

This is a signature.

ano What's up next?
| | | || A (B8] B
Sard Atach  Formal Photo Browser Show Statiomery
To Elizabath West Kaore
Subject What's up next? Contact infa

The Understanders
= = | From:| Robin Williams <robin@TheShakespearePapers.com> | Signatur

‘Good moming, EI

‘What do you think we should do for the next Understanders discussion? We've talked about spending six months on Hamiel.
But what about Richard the Second? Such a rich play.

Hope you're having a terrific time in Boston!
love

Tha Shakespoare Pagars
Shakespeans by Desion, & wee bit of & tme

To create a signature:

94

1 From the Mail menu, choose “Preferences...”

opposite page.

3 At the top of the left-hand pane, single-click “All Signatures.”

“Signature #1” Name it something more relevant.

If you have
created more than
one signature, you
can choose which
one to use in the
message.

2 Single-click the “Signatures” icon. You'll see the window shown on the

4 In the middle pane, single-click the plus sign (+). The new one is called

5 In the right-hand pane, type your signature. From the Format menu at the top

of your screen, choose “Show Fonts,” then choose a font, size, style, alignment,

and color. You can use Returns and Tab keys in your signature.

Don’t choose a font that you have bought or acquired along the way because

most of your recipients probably won't have that same font installed. Use one

of the fonts that came with your Mac.
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6 If you want an image to appear in this signature, drag the image from the Finder
and drop it into the right-hand pane. Keep in mind that this should be a very
small image, both in file size and in visual size!

ano Signatures
N I = O VR A ™ i
Cimeral Acetwnts BSS  Junk Mail Foets & Colors Viewing Componing  Rules

Ve himiaid

The Shakespeare Papers —If you |ike, drag
Sekaapeire by Gavlr 8 mew S o6& civs :

an image from the
Finder and drop it

in this pane.

Y robin 31 me
PRy wwvw. ThushahsspearePapers,com

Y marvsidney atme

@ roingtse

* - Always match my default message font
(verdana 121

( Choose Signature:  None = )
o Place signature above quoted text 7

7 To assign signatures to email accounts: Drag a signature from the middle
column and drop it on the account name in the left column. You can have lots
of signatures, yet choose only certain ones for different email accounts.

8 Each email account can have its own default signature that automatically
appears in each email message you write: First select an account in the left-hand
pane, then use the “Choose Signature” menu circled above (you can always
choose a different one from the menu, even if one is assigned as a default).

To use a signature, put the “Signature” menu in your message window:

1 Open a new message as if you're going to write a letter.

2 Single-click the Action button on the left, as shown below, then choose
“Customize...”

3 Put a checkmark in the box next to “Signature”

4 Click ox. Now you will see the Signature menu in every new mail message, as
shown below. Choose the one you want to use for each individual message.

enn What's up next?
(%] (®][A] (B8] (8]
To:  Eizabeth West None You won't see

bject: What's up next? Comactefo an option to add

The Understanders
om: | Robin Williams <robing@TheShakespearePapers.com» 3 Slumlumi | S|gnatures nc yOU

haven’t made any yet!

Action button.

What do you think we should 6o for the rext Understanders discussion? We've talked about spending six months on Hamiet.
But what about Richard the Second? Such b rich play.

ng @ terrific time
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Search Your Mail

In Mail, the Search feature makes it easy to find just about anything.

1 The default is to search all folders and mailboxes in Mail. To limit the search to
a particular inbox or mailbox, select it in the Sidebar; to select more than one,
Command-click each one. If you have messages or Notes flagged with various
colors, you can choose to limit the color of flag to be included in the search.

2 Enter a word or phrase in the search field (you can use Boolean search terms
such as OR, AND, or NOT, as explained on page 364). NOTE: The Mail search
only finds words that begin with the letters you enter. That is, if you search for
quest you will find question, but not request.

As you start typing in the Search field, the Favorites Bar turns into a Search
Bar and a menu of suggestions in several categories appears.

3 As you type more characters, the results narrow and become more specific.
If you see what you think you're looking for, click on that item; the Message
List on the left displays only items that match that suggestion.

ana All Mailboxes (Found 310 matches for search)
2] (2] [Ba] L@ % [+ + |[Eir]
Cox Mall Mew Message  Nore DOelese  Junk Regty  Repiy Al forwars Fag Po——— |
el L w 2 B, W "
The Search Bar—-gm. saarch: @D Inbox (€)=  Inbox - robin at me  Inbox — robingtsp ) Sent= e il E Results are
Bt by Disde =
appears. Atany dan Natson szons Junusary 2018 categorized by
Pie: new phone number g - oo al me
. Pkomt X:U can e i it ks Dates, People,
click any 1tem In Lipman, Carle s2071 .
y . . RE: Aobin and John have & new ph..,  Acte = Tanatychitudiog and SUbJeCtS
the Bar to limit O oy, il would b st lovely, Wovkdniwanit ] yenstuiop hoh b
ey sopemy — S Jangleripuzziers.ang (W IC as
your search to P s pRoh R e ok e — thin do t
th t it m All duly nated., thanks, That should save you som. no lng o 0
at rtem. Jan Nelson st Subect containg “an” with the Subject
R Stuck aise I = roin Bt me Angaymity in Early Modern Engl . .
K, dlic all tha, restaried ine and no mare grab Robin Willlams, will you rate you ||ne Ina message).
Photor from Jan 30, 2011 r

Shared Hle: Crossword-lan30.2p

4 Assoon as you select one of the items in the list of suggestions, the Search
field gives you yet another option to narrow the search, as shown below.
What this option displays depends on the category your choice was in.

ena All Mailboxes (Found 52 matches for search)
[ (z] [(B]
CetMail New Message  Nowe :

B show | search: T Inbox (81 =  Inbox - robin 3t me  Inbex — robingte (6] Sent =
B by Disde »

Jan Nelsan Ll gl

| made a choice
in the “People”
category, and

[

Racnew prons numbert _roes - 1o i e Mail immediately
Hurry up mnd come Toesday oh Tussday, Traina .
dan Netson sz0n1 provides more

* Pe: new phore number! I - roSe &l e .

All iy ficted, thanks, Thal shoukd 3ave you 5m. .y optlons to narrow
et s AN it down, as you
OK,did il hal. rosarid mors probl can see here.
Jan Nelson SAMNT
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eno Al Mailboes {Found 2 matches for sedrch) /\ . In this examPIe,

N=] (@] LAa] | & B | s o | [ B (Q €777 Anomymity in Ea) ) .
CerMall New Message  Wote Delete  Jurk Resly Resiy All forward  Flag -\ISulﬁul i l made a ch0|ce
|- - — — = 2 . « . 3
[ show | saarch: @D Inbox (61>  inbox - robin 3t me  Inbox — robingitep (6} Sent = € ui Entire Massage [ [Save | in the SUbJeCtS

Bexrd iy Disdn =
\/ category, so now

Robin Willlams anom

R Aoy ity Modem... S e Mail lets me limit
Robin Willlams a1 the Search phrase
Ananymity in Earty Modern Eng,,. 560t - 16 sl me .

B, st ot It 5ok, ey hrve airend AT to the Subject

line of the
message or to the

entire message.

Your results, be they messages or Notes, appear in the Messages List.

To display all your messages again, click the gray X in the search field.
As long as there is even one character in the search field, you will see the

search results instead of your mail.

To search within an individual message, open the message and press Command F.

Create a Smart Mailbox from a saved search

You can create a Smart Mailbox (as explained on pages 92—93) by saving a search.

Anything that satisfies the search criteria will leave a copy in this mailbox.

1
2

Do a search as usual, as explained above.

If the search gives you what you need and you think you’ll want to use
the same search again, click the “Save” button (it’s just below the Search field).

The saved search is automatically named with the search phrase you just used.
You can refine your search in the edit box, if you like. When ready, click ox.

)

006 Inbox (Found 76 matches for search)
|=] (@] (B8] LB | % [ o = J[0] 5 @TE nikk AND llon
Cot Mail  New Mewiage  Note Delets Jurk Reply  Reply Al Formas Flag Y& Faund

[0 show | search: il QTTTPTTTED inbox - robin st me  Inbox - robingtsp (6) Sent Flagged > Notes Draftsillv

Sart by Date *
P uploaded chay  Smart Mallbox Name: | nikki AND lion ]

Hery Fobin, | kooked ot

()

a Colby Contains messages that match | all : | of the following conditions:
o 5 P any clue? = =T =
Back 12 Aqple Sors g | - LI0ME Mesage L) Comine ) | i AND B &
Nikd McOonald Include messages from Trash
Fia: any dup? ——
Ko b sweioma ™ Include messages from Sent Cancel | [CoOK|
ikl orevr
Y Rl [t Chabciing o - vobin m me

He ok, v AIraady Mquisind Tial all of e Sdvan

If you need to edit the parameters of your new Smart Mailbox, select it, then
either Control-click, right-click, or go to the Mailbox menu and choose “Edit

Smart Mailbox...”
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98

Check Your Dock lcon

When email comes in, your Mail icon in the Dock displays a little red badge that
tells you how many messages are unread. There is more to that Dock icon than
meets the eye:

Single-click this Mail icon to bring the Mail window to the front. (You don’t
have to quit Mail when you're finished working in it.)

Right-click (or Control-click) the Mail icon to open a pop-up menu of
commands and options (below-left), such as “Compose New Message.” These
commands are also available in the File menu and the Application menu.

Press (hold down the mouse button) the Mail icon to pop up a menu with other
options (below), such as “Quit,” “Hide,” and “Keep in Dock”

i Inbox — robin@tsp (20 messages, 20 unread) The appearance and content OF

& Inbox — Shakespeare Papers info (3 messages, 3 unread)

this contextual menu changes,
Get New Mail M M H M
T I fiependmg on if the application
Compose New Note ¢ is already open or not.
Options
Show All Windows Choose “Show All Windows” to display

all your open messages, as shown below.
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Create Notes for Yourself

Mail is more than a place to send and receive mail—it’s your central location for
information. Notes is a handy way to store ideas, thoughts, reminders, or any other
information you want to keep track of, and the Notes you create can be synchronized
with your iPhone.

Create a new Note

To create a new Note, click the “Note” button in Mail’s toolbar. (This button is in
the toolbar when you're in the main viewer window, but not when an email message
is open in a floating window.)

A new, blank Note opens in which you can type a message. Mail uses the first line of
text as the title of the Note. If you click the “Send Note” button in the Note’s toolbar

to send the Note as an email, Mail puts the first line of the Note in the email’s

Subject field.
To create an automatically bulleted or numbered list, Email this Note.
“y s ” ® O O Jamie and Carla g a.m. Saturday.
go to the Format menu, select “Lists,” then choose the @1 (4]
type of list you want (bulleted or numbered). Type your
e . . Jamie and Carla arrive 11 am, Saturday.
list, hitting a Return after each item. To stop the list so : sk
. . They'l be here for two ights, then drive
you can type regular text, hit the Return key twice. 10 Taas for three wights, then back here
for two nights before fiying home fo
If multiple Mail accounts are active, the Note is added =
* Wash the car
to the Mail account that was selected in the Mailboxes . mwlhmm
o Clean quest stu
category in the Sidebar. e
Compose new Note.
800 Inbox (760 messages) &
(B][(z([(8] (@ * [« [« [+ |[8]] @
[ Hide \m-seﬁ Flagged ~ Notes Drafts
MAILEOXES Sort by Date v
. inbox o Carwashl > @52 Jamie & Carla touch down in Santa Fe Saturday about 11 AM.
Message List. e E

We will plan on being with you on Saturday and Sunday, then
head to Taos on Monday for several days.

'H Trash damie 6 Carlat. \ 9:517M

i & Corta toush downin

REMINDERS Santa FeSaturday about 11...

» P Flagged
——» [ Notes

RSS

Santa Fe Bound

B Hi, We are planning to touch
™ down in Santa Fe on Satur.

Robin Wil... & Yesterday
DemonBells
A\ from Ryan. Here you go. 20,
2 35,54 and 72 Ibs. All steel...

Robin Williams Yesterday
Apple Store 2.0 revea...
N\ hitip:/Awww.Sto5mac.com/
4 67830/apple-store-2-0-rev.

Select a Note in the Message List. Or to show only Notes in the
Message List, click the “Notes” item in the Sidebar.

MOBILEME
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Sync iPhone Notes with Mail

If you create Notes on an iPhone, you can sync those Notes with Mail when you sync
your Mac and iPhone. Notes created on your Mac are also synced to your iPhone.

1 With your iPhone connected to your Mac, open iTunes,
then click the iPhone icon in the iTunes Sidebar.

2 Click the “Info” button in the bar at the top of the main window.
3 In the “Other” category, check the “Sync Notes” item.
4 Click “Sync”

LsRARY | summan| @D Ringiones  Music  Movies TvShows Podcasts  Books  Photos
I3 Maic "Settings then Mail, Concacs, Calencans on this IPhone. =

sTORE Advanced

o Raplace information on this iPhone
) Purchased ] Contacts
Z Purchased an John Tallerr's (Pag O Calendws

o

i

i
< o

Apps @ Other Free

G s50a

View Notes in Mail

Click the Notes mailbox in the Sidebar to display them, as shown below.

To flag Notes with color-coded flags, making it easier to find later, right-click a
Note in the list, then choose a flag color from the pop-up menu.

eno Notes (5 notes) /—\ -

B iobox e Mt Rbin a1 the Kathmandu Apple Stare e
& Sent || Mt Robin ot the Kathmans Apple oretatirday nosn
W Trash Pk p Latiiry dhak Once a Note or an email
REMNOERS Open H
e e Feeward — message is Flagged,.you can
NS O Mark . choose to see only items
Del . -
nss B o T san | with a certain color of flag.
Flag: .
izt e ey X PV EEEE — Both email messages and
] bewabootsmoed < i Notes will appear in the
- Archive .
+ @ o Move To » same flagged list.

— : —
Apply Rules
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Format and add attachments to a Note

You can format the text in a Note just as you can in an email message, and you can
add attachments. Just click the appropriate buttons in the Note toolbar.

To send a Note as email, click the “Email Note” button.

To add an attachment, click the paperclip button; in the sheet that slides down
from the toolbar, select a file to attach. Or drag a file from anywhere on your
Mac to the body area of the Note.

To format the Note font style, size, and other formatting, first select the text
you want to format, then click the “Show Fonts panel” button. In the Fonts

panel, choose the formatting options you want.
To delete an attachment, click to select it, then press Delete.

To open an attachment in its application, double-click the attachment in the
Note or in the email message. Single-page PDF attachments are displayed in
the message as an image, similar to the JpEG shown below; multiple-page PDF
attachments appear in the message as a file icon that you must click to open

and view.

e0e Jamie and Carla visit

(7 |[ @ ][ A ]— Use these buttons to:
Email Note (see the example below).
Attach a document or photo to this Note.

How about an outdoor grill Show Fonts panel to format and color text.
dinner?

Jamie and Carla visit

When you click the Email Note button, an email
window opens with the Note inside the message area.

enoe Jamie and Carla visit
(B

o |

| = = |Subject: Jamie and Carla visit

Jamie and Carla visit

How about an outdoor grill dinner?

Image Size: [ Small_ o)
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Automatic Data Detection in Messages

This is amazing. As you might have seen in TextEdit, your pointer becomes a data
detector, capable of recognizing dates and location information. When you hover

the cursor over a day, date, or address in an email message (or a note), the infor-
mation highlights with a gray dotted outline and adds a data detector button
(a triangle symbol, shown below).

If you click the data detector button on a date, you can create an iCal Event for that
date. Click it on an address, and you can show a map of the address or create a new

contact in Address Book, using the address information.

Create an iCal Event from date and time info

1 Hover the pointer over a date in a message. A gray dotted line appears around

the date (or month, day of the week, or even a word like “tomorrow”).

2 Click the data detector button (the triangle) to show a pop-up calendar with

the date inserted (shown at the top of the next page).

To add the information to iCal as an Event, click “Add to iCal” in the
top-right corner of the pop-up.

To expand the pop-up and add more information, or to edit the existing

information, click the “Edit” button. In the expanded calendar dialog, you can

select a calendar to put the Event in, change the time, create alerts, etc.

3 After editing, click “Create”

800_
== IN=N

Inbox (772 messages, 1 unread) i’

(@ |[sw=>](=]F-] Q

[ Hide |@IITTI0I) Sent Flagged v Notes Drafts

MAILBOXES

| bl

i/ Sent -
E‘ Trash

REMINDERS
» {® Flagged
E] Notes

RSS (52

MOBILEME

+ & % = =

Sort by Date v

Jan Nelson 4:27 PM
Funny Animal Stuff!
Yes, on the store icon. |
got the update buy no...
John Tollett 4:36 PM
) Meeting at Mermaid T...
Hi everyone, The planning
meeting will be at 7 p.m. S...
Meet Robinat.. ™ 3:44 M
Meet Robin at the Kathmandu
Apple Store Saturday noon

Piok up Lattery check 349 P
Take car to Squeak..  3:40 PM

Jamle and Carlavisit  3:30 PM
How about an outdaar grill
dinner?

Tollett John
Meeting at Mermaid Tavemn
May 20, 2011 4:36 PM

Details E

The planning meeting W\G at 7 p.m. Saturday, June 25, 2011.‘?

Hi everyone,

Location:

The Mermaid Tavern
7 Rabbit Road
‘Santa Fe, NM 87508
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| Sat Jun 25, 2011 Edit || Add to iCal
D00 S e (732 s, L e = | ]
(B[ @[] (8 %[« w]a]|F-] Q !
MAILBOXES Bart by Dats =
) nbox € dan Nelson azrpw | Tolmeduin oo
A Sene = Ve on s icon | D) | MAYZ0.2011 436 P
W Trash Gatihe UpdEts buy na. wooru
R dohn Telen  4anpy | Himenons,
{00 Mawting at Mormasa T... e ]
+P A y W Tha The planning meating will e &1 7 pum. Sawrday, June 25, 2011. wul: iz ]
1 Notes mmunrmz.. Location: ' :
- MutRibinat. % g4epq 7 Memad Tavem UV | TN e '
RES [52] Misst Rabin at tha Katheandu
e S Apple Brorefaturdey nosn A Fs, NuARTEOS
= Pokuplottery check 343 P 800 P4
o Sandeditcorrection. 341 P e
o Takacartolgmal. 540 A
e umbeund Carlavhilt 300
How about an outdoor grill
+ @ o8- = dnoer?

When you click a date or time that’s highlighted by the data detector in your pointer,
the information is automatically added to a minimal calendar form (above, right).

Create a contact, add to an existing contact, or show a map

1 Hover the pointer over an address in a message. The pointer’s data detectors

sense location information and border the address with a dotted line and a

data detector button (a gray triangle).

2 Click the data detector button to show a pop-up menu of options: “Create
New Contact..” (in Address Book), Add to Existing Contact...,” “Show Map,’
and “Copy” (an easy way to copy an address so you can paste it into a Note).

8 o0e Inbox (772 messages, 1 unread) o
(Z) [t-] @ ) k

Sort by Date v

Jan Nelson 4:27 PM

7 - Funny Animal Stuff!
G Sent N Yes, on the store icon. |
E Trash got the update buy no...
" John Tollett 4:36 PM
REMINDERS . 2D M ing at M dT...
» P Flagged _ Hieveryone, The planning
meeting will be at 7 p.m. S...
D Notes
s Meet Robinat.. ™% 3:447M
RSS (52] Micet Robin at the Kathmandu
“—  Apple Store Saturday noon
MOBILEME
s PlekupLottery check 3:43 P
= Takecar toSqueak.. 3:40 PM
o Jamleand Carlavisit  3:39 P
How about an outdoar grill
+ E % — dmna?

Tollett John
Meeting at Mermaid Tavern
May 20, 2011 4:36 PM

Detalls E|

The planning meeting will be at 7 p.m. Saturday, June 25, 2011.

Hi everyone,

Location:
The Mermaid Tavermn.
7 Rabbit Road
Santa Fe, NM 87508
- L Create New Contact...

Add to Existing Contact...

IS S—

Copy

N

Choose “Show Map” to open a Google map

of the location.
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Mail Attachments

One of the greatest things about email is the ability to send files and photos back
and forth. Mail has some great features for attachments, making it easier than ever.
To send an attachment:

1 Open a new message window and type your message.

2 Click the Attach button in the toolbar (the paperclip).

A sheet drops down from the message window toolbar. Find your file, select
it, and click “Choose File” To select multiple files to attach, hold down the
Command key and single-click each file.

Or drag a file or photo from anywhere on your Mac and drop it directly into
the message window. Or click the Photo Browser button in the top-right

corner of the message window, then navigate to the photo you want to attach.

3 'The file appears in your message window. If it’s a one-page PDF or a photo, the
actual image appears, as shown below. If the attachment is a multi-page PDF, a
text file, or any number of other file types, it appears as a file icon, not an image.

4 Send the email (click the paper airplane button).

lmﬂ Coal Kﬂﬂtlellslumﬂtlngiu_rl_ ————
Send. ] lelfal(B](E]
o { Open the Photo Browser

To: [ollett John <roadratiime.com=>

= | Subject: Cool KetteBells for working out and find photos to attach.
Hay John,
Check out these sup J= at www, com

Stainless Steel. Ergonomic. Designed by a Navy Seal workout freak.

= ) Resize the image, if necessary,

before you send it.
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To receive and download an attachment:

1 An attachment appears in a Mail message as an actual image or as a file icon,
shown below, left.

2 Ifit’s a file or photograph, you can do any of several things:

Drag the file to the Desktop or directly into any window or folder
on your Mag, or into a folder in a Finder window Sidebar.

Or Control-click (or right-click) the file name. Choose an option from the
pop-up menu that opens (shown below).

800 || zipped attachment — Inbox
e r— o o . . .
L B EIEIES E NN Control-click (or right-click)
Tollett John Details a file icon in a message to
Zipped attachment F .
May 20,2011 10:17 PM Open a pop—up menu O optlons.
i
~2  Qpen Attachment
72lb Demon. Opan With >

— Quick Look Attachment

Save Attachment...
Save to Downloads Folder

Or if the attachment is R e Sey (=)(r )
an image, save it directly Ll 2

into iPhoto: Control-click Moz 11 955 t
(or right-click) the photo g e o o ri:::w’.:"

(or select all the photos), This one 835 pounds

then from the pop-up ’

menu, choose “Export to

iPhoto.” ‘

Open Attachment
Opan With [
Quick Look Attachment

The option you'll probably use Viewasfcon
most is “Export to iPhoto.” —

—continued
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View lots of photo attachments as a contact sheet

This happens often: Someone sends you multiple photographs in an email message.
Instead of scrolling through them, you can view them as a contact sheet or as a

slideshow, using Quick Look.

From the File menu, choose “Quick Look Attachments.”” In the Quick Look window:
Use the arrow buttons in the toolbar to cycle through the photos like a slideshow.
Or click the “Contact Sheet” button to show all photos at once.
Or click the “Open with Preview” button to open all the photos in the Preview app.

Or press (don't click) on the button to open a pop-up menu of other options, such
as “Add to iPhoto”

ann
B % s w =]

The Demontsils Collactics — inbox

Tl John

&)[F -
Tre CarmonBelts Colecnon t
May 21, 2001 804 AM
. This email contains four

large photo attachments.
Quick Look provides the

| viewing options shown below.

Click a thumbnail in the Contact
Sheet (below) to display the image

Slideshow buttons.  View as a Contact Sheet. full-frame, as shown to the left.

35 |b DemonBell jpeg  Open with Preview | =7 4 items
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Save attachments to a location you choose

To save one or more file attachments, go to the File menu and choose “Save
Attachments...,” then choose a location in which to save them. By default the
Downloads folder is selected (although you can choose any location you want).
Open the Downloads folder (in the Dock or in your Finder window Sidebar) to get
to the saved files.

A copy of the Downloads folder is in the Dock; you can view the contents as a

“Stack” (a stack of icons) or as a “Folder” as shown at the bottom of the page. To
determine how the folder is displayed in the Dock, Control-click (or right-click)
the Downloads folder in the Dock to show a pop-up menu, then select “Folder”
or “Stack” (below, right). Next, to determine how the content of the folder is
displayed when you select the folder in the Dock, choose “Fan,” “Grid,” or “List”
(all shown at the bottom of the page).

] Downloads

n"rm-nn-nm

2 :E

70 @ Demonbel |peg 35 I Demongell jpeg 54 b DemanBall jpeg

SHARED 9 —
DEVICES =
= -ppF=*
72 Demondat jpeg About Doweraads, pdf
S hems, 417,44 G zalle ——
The Downloads folder in your Sidebar (above) is the Control-click the Downloads folder
same as the Downloads folder in the Dock (below). in your Dock to set the view options.
@
A
E 20 |b De._Belljpeg 45 Ib De. Belljpeq 54 Ib De . Belljpeg
— i Open in Finder
E
S B
= - SEEY s mween GRS
Downloads content viewed as a Fan.  The same content viewed as a Grld. The content viewed as a List.

107



GOALS

Make and edit

contact cards

Add photos

to your contacts

Designate your own card
for automatic fill-in

on web pages

Create mailing lists (Groups)
and Smart Groups

Search your Address Book

Share your contacts
with MobileMe members

Print envelopes, a list

of contacts, and more

An introduction to iCloud




LESSON 6

Address Book
for Contact Info

The Address Book is a great contact list that is much more com-

plete than its simple appearance might lead you to believe!

Enjoy the drag-and-drop ease of creating groups and sending
everyone in the group a message. Create Smart Groups so that
new contacts that meet certain criteria are automatically added to
the group. Show a Google map of an address with a single click,

start a new email message with a contact, and more.

Address Book is integrated with Mail and iCal so you can easily

and quickly send messages and invitations to your contacts.

Address Book supports directories hosted on network servers, such
as Microsoft Exchange, Lightweight Directory Access Protocol

(LpAP) servers, and Internet accounts such as Yahoo! and MobileMe.

Address Book syncs automatically with iCloud (Apple’s free auto-
matic storage and syncing solution) to keep all of your devices sycned

and updated.
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How You’ll Use Your Address Book

First is a brief description on how you can use this great application.

Click here to show Groups.

r To resize
AR } the Address
q i | Rosetta Doodle

Book, drag
i I e any corner or
Rod Blankley /o 505-555-1234 I any edge.
Roger Parker 505-555-5678 B
Roger Tilkemeier rosettagdoodle @me.com
Rose Himrod =nd Pumpkin Maltipoo
Rosemary Mulcahey rosettagdoodle AlM
Rosetta Doodle work 7 Rabbit Road
Hoes Dirter l Santa Fe NM B7508
Roth Ritter ie Doctor: Smith's Vet ﬁ
RouteBuddy Update shots: 5/24/2011 |

Roy's Automotive Service

RPM Plumbing and Heating

/|| d + Edit || Share

Select a contact on the left to show the contact information on the right.

You can customize individual cards and/or add new fields to all of them. For
instance, you can add a birthday field or a nickname field. You can change the labels,
add a photo or image, and customize the address for another country.

You can create Groups of addresses to make a mailing list so you can mail everyone
in the Group with one click.

In Mail, all the contacts you put in your Address Book will be available via the
Address Pane (you can't add, edit, delete, or group addresses in that pane—you
can just access them for emailing; see page 86).

While in Mail (not Address Book) you can automatically add an address from an
email you receive: Open the email, Control-click (or right-click) the email address
in the “From” field to get a contextual menu, then choose “Add to Address Book”
If that contact information is already in your Address Book, the pop-up menu item
says “Show Contact Card.”

Your iPhone or iPad will synchronize with all the addresses or with certain Groups
that you specify (when using iTunes to sync your mobile device). As you add contacts
to your iPhone or iPad, they will automatically be added to your Address Book on
your Mac the next time you connect and sync your mobile device.
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Create and Edit New Cards

To make a new card, (sometimes called a vCard, or virtual card), click the + sign in
the bottom-right corner of the “All Contacts” page. The new, blank contact card is
displayed on the right page, ready for you to add information.

All Contacts ﬁ
& - Firs! Last————%— Click a field and
oy
X | W O corony type. You don’t
You can AIGA New Mexico a i h.ave to delete
alphabetize 1 AlanLevin i & 505-555-5678 1 first—the blue
(sort) by first Alan McKinsey color indicates
or last na me; Alaric Balibrerra ¥ e roseltagdoodle@me.com it’s ready for
see the tiP at Alex Santibanez | you to type.
°
the bottom of Alicia e
this Page' Alix Christian F ik
‘Amanda Loehnis
Amarille College
American Airlines WiFi Toggle between
Choose . 1 | g8
. Amy Bunting ‘ Edit and Done.
a display f
mode. M| o Done | | Share

To edit an existing card, select the card name on the “All Contacts” page on
the left, then click the “Edit” button on the card on the right. When finished,
click “Done”

After you fill in a field, hit the Tab key to highlight the next field, ready for you
to type in it. To skip that field, hit the Tab key again.

To delete a field, click the red button to the left of it (although if a field is empty,
it will disappear when you finish editing).

To change an existing field label name, click a label (a field name). A menu
pops up with a list of other label options. If none of them fits, click the
“Custom..” item and create your own label.

To open a card in its own floating window, double-click a contact name.

—— Only fields that contain information are visible after you leave Edit mode.
Check out the preferences for Address Book (from the Address Book application menu):
Use the “Phone” pane to automatically format phone numbers so you don’t have to type
hyphens and parentheses. Use the “General” pane to choose a sort option for names.
Use the “Accounts” pane to synchronize your contacts with your MobileMe, Yahoo!, or
Exchange accounts.

m
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Add a photo to a card

You can add a photo to any contact card. That photo will appear in email that you
receive from that person; it will be transferred to your iPhone so you can see his
handsome face when he calls; and you can print it with his contact info.

To add a photo to a contact card:
1 Go to that card in your Address Book.

2 Double-click the empty photo space to the left of the name. A sheet appears:

All Contacts u

oy T Jimmy Thomas

Jimmy Thoma

Kilsusa Travel Group Choose... Cancel | | Set
@gmail.com
|
enue
]
“oists
"

m o + W e pr—— ]

e Tl () (B2 —-

Capture a picture. Apply an effect.

3 Drag any type of image into the pane, or click “Choose..”” to find a photo
on your hard disk, or click the camera icon to take a picture of yourself or
someone near you.

4 To resize the image, drag the slider to the right or left.

To reposition the image, drag it around inside the cropped space.

To apply an effect, click the Effects button.
5 Click “Set” when you like it.

Add photos via your iPhone

Next time you add someone’s contact info to your iPhone, take a photo of that
person. When you sync your iPhone to your Mac, this photo will automatically
appear in your Address Book; when you get email from this person, his photo
will appear in the message.
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Designate Your Own Card

In your Address Book, you can designate the card with your contact information on
it as “My Card” Other applications, Safari and iChat in particular, will use that infor-
mation in various ways, such as filling in forms online, accessing your email address,

and displaying your photo.

st il A tiny human silhouette to the
| Rosetta Doodle right of your name in Address
Book marks it as “My Card.”

Bace Manr

Enter a card for yourself in the Address Book. Then go to the Card menu and choose,
“Make This My Card”

To keep some of the information private so it won't show up if you send your vCard
(virtual card) to someone else (as explained on page 119):

1 Go to the Address Book preferences (under the “Address Book” menu).
2 Click the “vCard” icon in the toolbar.

3 Check the box to “Enable private me card” (if it isn’t already.)

Close the preferences.

4 Go to your own card and click the “Edit” button. You'll see a blue checkbox
for each item on your card; the checkmark means it is public information.

Uncheck the boxes that you want to be private.

All Contacts ﬁ

;g Rosetta Doodle
3 Company
edit Company

nuu olanney

Roger Parker e 505-555-1234 o4
Roger Tilkemeier if Cl 505-555-5678 =]
Rose Himrod

- rosettagdoodle@me.com &
Rosemary Mulcahey
Rosetta Doodle

=] Pumpkin Maltipoo =4
Ross Carter =
Roth Ritter e rosettagdoodle AIM & &
RouteBuddy 1 AlM =
Roy's Automotive Service < 7 Rabbit Road =]

RPM Plumbing and Heating Santa Fe NM 87508

Ruby Auburg

m o + Done | | Share

13
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Add or remove
fields from the |8

card template.

14

Add Fields to One Card or All Cards

The fields for data only appear on the card if there is data in them; otherwise the
fields disappear, which is kind of nice. Select a card and click the “Edit” button to
see what fields you might have on a card that are not filled in.

You can add a number of other fields to an individual card or to all cards.

To add a field to ONE card:
1 Select that card.

2 From the Card menu in the menu bar across the top of your screen,
slide down to “Add Field,” and make a choice from the pop-out menu
(such as “Birthday”).

To add a field to EVERY card:
1 From the Card menu, choose “Add Field,” then choose “Edit Template...”
Or go to the Address Book menu and choose “Preferences...,” then from

that toolbar, click on the “Template” button.

2 Click the “Add Field” button to display its menu. Field names in the list that
are gray and checkmarked are already on the card template. Choose any field
name that is black and it will be added to all of your cards.

To add more fields to a category, click the green button to the left
of the field name.

To remove fields, click the red button to the left of the field name.

en0e Template
[ an i A=
Sengial sccouns Tanglaie ergre vCard
| Add Field M|
First Last
Company
=]
Qe

R+
L+
R+
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Check Out the Options

There are lots of hidden options in the Address Book. For instance, single-click

the labels to the left of the fields on a card—you'll get little menus, depending on
what you click on. Check them out! Click an email label, then choose “Send Email”
Select “FaceTime” from the little pop-up menu and your Mac makes a video call to
the contact’s iPhone 4 (or newer). The FaceTime option is also available in the email
label, so you can make a FaceTime video call to the contact’s computer (FaceTime
uses email addresses to call FaceTime users on their computers, and it uses mobile
phone numbers to call FaceTime users on FaceTime-capable iPhones and iPads).

All Contacts

John McAtee
home 505-555-6789
John Nemerovski ENE REE 7000

| Show in Large Type
John Porter | S raceTime ge Tvp N

John Tollet | i B { By default, scroll bars

Jonas Skardis oo NRA 52500 don’t show unless you
start scrolling. You can

e h change this setting so

Jichating@gmail.com | they always show: Go

Judy Amold T— to System Preferences,

i g | I choose “General,” then

Judv Ni: .

o click the button for

“Show scroll bars: Always.”

Jonathan Thormnton

Josh Tollett

m| O | Edit || Share

Map It

You can instantly get a Google map of any address in your Address Book (you must
be connected to the Internet, of course).

Click the label to the left of an address in Address Book. A little menu pops up
where you can choose “Map this Address.” Safari opens to Google Maps and
displays the location of that address. Very useful!

All Contacts u

Q - H John Tollett

I Bl TheshakespearePapers
J . =
John McAtee

home 505-555-6789
John Nemerovski mobile 505-555-7890

John Porter work  eventhorizen22@me.com

John Tollett U A% Aniin Edin
S Map this Address

. Copy Mailing Label
Jonathan Thornton Copy Map URL
Josh Tollett i o

15
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Create a Group

When you make a Group mailing list, you can send email to the name of that
Group and your message goes to everyone in the Group.

To make a new Group:

—E 1 Click the red Group bookmark icon (shown to the left) to show Groups on
the left-hand page. When you select a Group on the left-hand page, the group

members appear on the right-hand page.
2 Click the + sign in the bottom-left corner of the Group page.
3 A new “untitled group” is created. Rename it (“Family;” for example).

4 Now select the “All Contacts” group, then drag contact names from the right-
hand page and drop them on the new Group name, as shown below. You can
put the same name in many different Groups.

| Click to switch from Groups to individual contacts.

qQ
All Contact =
ontacts . £ Drag a card over
blog readers Claire Soister a Group name
Egypt Group Clift Colby . ’

; — then drop the
iPhone \Nmamm Company card when the

iPhoneliPad Group turns blue.

To open a Group: Double-click the Group name in the Group list.

To create a Group from a selection: Select multiple contacts, then from the File
menu, choose “New Group From Selection”

To delete a Group: Single-click its name and hit the Delete key.

To email a message to a Group: On the Group page, Control-click (or right-click) a
Group name, then choose “Send Email to group name”’ In Mail, type the name of the

Group in the “To” field of an email message.

To prevent all the addresses from appearing in the “To” field of everyone’s email:

1 Open Mail (not Address Book).

”»

2 From the Mail menu, choose “Preferences...,” click “Composing” in the toolbar,
then uncheck the box, “When sending to a group, show all member addresses.”
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Create Smart Groups in Address Book

A Smart Group is a list of contacts that automatically updates itself as new contacts
are created that meet its criteria or as information for other contacts changes. For
instance, you might want a Smart Group that automatically adds people who work
for a certain company or who are part of your literary salon. You can create a Smart
Group that tells you when birthdays or anniversaries are approaching. Or you might
want to gather a list of everyone in a particular city without having to find them all
in your Address Book—a Smart Group will automatically collect them.

Most of these searches require, of course, that you have a particular field on your
card and that it has data in it. For instance, you can’t have a Smart Group that tells
you when a birthday is coming up if you don’t have the Birthday field on your cards.
For directions on how to add new fields, see page 114.

e
Smart Group Name: Birthday Notices
Contains cards which match | all + | of the following conditions:
| Birthday 3\: is in the next 7:7\ 77 | days oG
| Card = | is member of =l Famiiy : | ‘@
( ? ) ET Highlight group when updated \__Citx_c__e_l__x T‘

Emma Jean Howell
J

James Tollett

To create a Smart Group:
1 From the File menu at the top of the screen, choose “New Smart Group...”
Or Option-click the + button on the bottom of the Group page. Or press on
the + button, then choose “New Smart Group...” from the pop-up menu.

2 In the sheet that drops down, choose your parameters.

3 If you need more parameters to narrow or expand the possible items
in the Group, click the + button in the sheet (circled, above-right).

4 Click ok.

To discover which Groups a contact is in, select a contact
name, then press the Option key. The selected contact is included in
every Group that turns blue.
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Search Your Address Book

You can do a standard, simple search for anyone or any information in your
collection of contacts. And you can do a Spotlight search of anyone in your Address
Book that searches your entire hard disk for everything related to that person.

To search your Address Book for a contact:
1 To search your entire database of contacts, select the “All Contacts” group.
To search within a specific Group, select that Group.

2 Single-click in the search field, or press Command F.

3 Type any letters in the person’s name or any other data you want to find.
As you type, results appear in the list of contacts on the right-hand page.

”

This search also looks at any words or comments you've entered in the “note
section at the bottom of a card.

4 Type more letters to narrow your search, or single-click one of the contacts

on the search results page.

Search. Search results. Click this X to clear the search field.

il - All Contacts
" Qwilliams ' 13 Fou i ( | Forged Threadworks, Inc.

E
Emily Williams
F homepage www.forgedelothing.com

Y

Eorpei T o 7 note Forged Threadworks, Inc. |
P San Diego, CA 92120 ¥

1 PatWiliams
i =

1 Robin Wiliams
Ryan Williams
s

Scarlett Williams
SuppliesGuys
T

Todd Williams

Trevor Williams

|l ([@m|o + Edit || Share

5 To show all of your contacts again, click the X in the search field to clear it.
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To search for a person or business in Spotlight:

1 Find the person you want to Spotlight, as explained on the previous page.

2 Control-click (or right-click) the person’s name. From the pop-up menu that
appears, choose “Spotlight: This Person” (where “This Person” is the name of
the contact you just searched for; that name automatically appears in the
menu, as shown below).

All Contacts E
Q roserta i@ | Rosetta Wiliams
¢ 4

Rosetta Wiliar

Export vCard...
Edit Card

Spotlight: "Rosetta Wiliams”
L3

k 505-555-1234
e 505-555-5678

rk  rosettagdoodie@me.com
riend  Pumpkin Maltipoo
work  rosettagdoodle Al

work 7 Rabbit Road
Santa Fe NM 87508

3 A Finder window of Spotlight search results opens, as explained in Lesson 19.
It shows every file on your computer that is connected with this person, such
as email she’s sent you, files she’s mentioned within, documents she has created
and sent to you, images of her, and more.

Send an Address Book Card to Others

So easy: Just click on the “Share” button on any contact card. This opens Mail with
an email message ready to send that includes the vCard of this contact in the body.

~1g

Rosetta Wiliams.vef
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Merge Duplicate Cards

This happens all the time: Somehow you have more than one card for a contact;
one card has partial information, while another card has duplicated information
or different kinds of information. You can merge these disparate cards into a single
card, and keep all the information that’s unique to each one. The cards you want to
merge have to be in the same account, such as “On My Mac” (the contacts on your
Mac), Cardpav, Exchange, LDAP, or Yahoo! accounts.

l\/\erge all duplicates

1 If you have accounts other than “On My Mac,” select an account in the Group list.

2 From the Card menu, choose “Look for Duplicates...”
An alert tells you if duplicate cards are found, or cards that have the same
contact name but different information. The alert also tells you if information
is duplicated on a single card, such as the same email address twice.

3 As an option, you can click the checkbox to “Also merge cards that have the
same name but contain different information (such as phone numbers and

addresses)”. This option only appears if such duplicates are found.

4 Click Merge. Address Book merges the unique information from each

duplicate into a single card.

28 duplicate cards and 21 duplicated entries were
found.
PR Cuplicate cards and cards containing duplicated information were

found, Do you want to mergs duplicate cards and the duplicated ]
Infarmation?
[
o Aiso merge cards that have the sanse name bet contain different
E information (suth 25 phone mumbers and addresses).
(7 Cancel | [ Marge |
P
v
iPhareiPag Aidworth Ed
Mac clients Almazan Gilbert
Mac Fals Amarille Callege
Mac User Group Amaricsn Alrlines WiFl
Ml b et Andrrann Mhrs

Merge selected duplicates
Command-click to select the cards you want to merge, then from the Card menu,

choose “Merge Selected Cards”

Address Book creates a single card, merges the unique information from each card,

and uses the name and picture of the card that appeared first in the list.
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Invite Contacts to an iCal Event

Invite specific contacts or an entire Group to an iCal event, such as a wedding party

for your friends or a meeting for business associates.

1 OpeniCal.

Go back to your Address Book and select one or more contacts or Groups.

2
3 Drag the selection to the iCal window and drop it on a date in a calendar.
4

iCal creates an Event. Set the time and other Event options. The contacts are
listed as invitees in the Event window.

5 Click the “Send” button in bottom-right corner of the event window

(shown below). Email notifications are automatically sent to all invitees.

To remove an invitee from the list, select the name, then press Delete.

For more information about adding events to a calendar, see Lesson 8 on iCal.

Rename the Event anything you want.

August 2011

Meeting with Family

location  None

all-day O
from 08/12/2011 12:00 PM
to 08/12/2011 01:00 PM
repeat None 3

® Mosting show as Busy r

|
calendar [ JTiCal §

alert None &

) Burton Howell

* Cesare Ciatti

< Cliff Williams

© Emma Jean Howell

© James Tollett

& Jimmy Thomas

 Josh Tollett

 Par Williams

* Robin Williams

* Rosetta Willams

© Ryan Williams
Scarlett Williams

If an invitee is not

highlighted with blue, it

means that contact card is

missing an email address.

6@& . Bertie Tolletr

: I e
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Share Your Address Book Contact List

If you are a MobileMe member (see www.Apple.com/mobileme), you can share

your entire contact list with other MobileMe members. This can be useful for
families, teens and their friends, organizations, businesses, and others. And you can
subscribe to someone else’s shared Address Book, provided that person has already
put you on their shared list.

Remember, you must have a MobileMe account to share, and the only people who
can share your Address Book are other MobileMe members running an operating
system of Mac 0s X, version 10.4 and newer. The people you want to share with
must already be in your Address Book as contacts, so if they’re not there yet, add
them before you follow these steps!

1 From the Address Book menu, choose “Preferences...”
2 Single-click the “Accounts” icon in the toolbar.

8 C Accounts

g

Accounts

mplate Phone vCard

0 A=

Genes

N

Accounts

= Local

| Account Informatios Sharing
Address book subscriptions:

Name

122

+

e
[ Share your address book

Name

Pat Williams (dearpt@me.com)

Robin Williams (dearrobin@mac.com)

Allow

Allow Editing

| send invitation |

@)

3 Click the “Account Information” tab and check the box “Synchronize with

MobileMe.” You can also choose to synchronize with Yahoo! or Google, if you

have accounts with them.

4 This causes a “Sharing” tab to appear, as shown above. Click the “Sharing” tab,

then check the box to “Share your address book”

5 You must choose who is allowed to access and share your Address Book:

Single-click the + sign under the sharing pane.

6 A sheet drops down to display the contacts in your Address Book (shown

on the next page). Select the names you want to share with; hold down the

Command key to select more than one name. Click ok.


www.Apple.com/mobileme

0606

Lesson 6

Accounts

f i m_ﬂ i
_Genera! |Accounts| Template: Phone vGaro

492 cards (Q

Group
[J Al Contacts
I blog readers
I Egypt Group
I Family
IZ1iPhone
IZiPhone/iPad
I Mac clients

Share your aderess book with the selected MobileMe members. | Cancel | [ 0K ]

Name Email
|| Robin Drake
I R Wade
liams rrobin@mac.com
rrobin@me.com

|- | Rod Blankley .
|| Roger Parker

2 D ocor Tilliomaias

ey AR AR YR I TR WIE A EFET ———

Send Invitation

E/_

Address Book for Contact Info

7 After you add names, you can send an email inviting someone to share your
Address Book: Single-click a name (or Command-click several names), then

click “Send Invitation” (circled, above).

Subscribe to someone’s Address Book

You can only subscribe to an Address Book that someone else has already shared,

as explained above. And that person must have already selected you to share with.

Once that’s done:

1 In your own Address Book, go to the File menu and choose “Subscribe
to Address Book...”

2 Enter the MobileMe email address of the person whose Address Book you
want to subscribe to, then click ox.

Subscribe to this MobileMe member's address book:

| ams

Cancel |

anseﬂaCDlnﬂdle@me.com

Example: steve@ime.com

Robert Withcher
Robin Drake
Robin Wade
Robin Williams

Rod Blankley
Roger Parker

m o

TOBIE 5055555678
work  rosettagdoodle @me.com
friend Pumpkin Maltipoo
work  rosettagdoodle AlM
work 7 Rabbit Road

Santa Fe NM 87508

Doctor: Smith's Vet
Hindata shate: B194/9011

Edit || Share
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Print in a Variety of Ways

From Address Book you can print mailing labels, envelopes, customized lists, and

even pages that fit into a standard pocket address book.

1 First, in Address Book, select the names or the Group that you want to print.

2 Press Command P to open the Print dialog sheet, or from the File menu,
choose “Print”

Printer: | € Color Phaser@Robin’s Office... % |

Presets: | Default Settings 2
Copies: 1 1 |_| Two-Sided
Pages: (=) All .
(JFrom: |1 to: |1
| Address Book i
Style: | Lists } l——
Paper Size: | US Letter il

Orientation:

Attributes: [V Phone
[ Email
|| Address
|| Instant Messenger
gPhutu
|| Social Profile
[ Job Title

14 people (Family} Zoom: (= || Department

Font Size: | Large =

'\,?_,‘ | PDF ~| | Hide Details | | Cancel | @

You can save the job as a PDF, then send
that PDF to someone else to print.

If you don'’t see the full print dialog pane as shown above, click the “Show
Details” button in the bottom-left corner. After you click the button, it changes
to say “Hide Details” (shown above).

3 From the “Style” pop-up menu, choose what you wish to print—envelopes,
lists, mailing labels, or pocket address book. Each style has different param-
eters to experiment with. Whatever you choose displays in the preview.

4 In the “Attributes” pane, check the information you want to include.

5 Click “Print”
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Spend some time poking around this dialog box so you know what all your options
are. As you can see below, you can add an image to your return address, choose
different fonts and colors for the text, choose different envelope sizes, and so much

more that it’s just amazing.

To print a return address, check the “Print my address” box. Address Book automati-
cally uses your “Me” card for the return address. If you want it to use another card,
go back to the Address Book, select that other card, go to the Card menu, and choose
“Make This My Card”” You can switch it back when you're done printing. Of course,
you can uncheck the box so it doesn’t print any return address at all.

Printer: | € Color Phaser@Robin's Office 2

Presets: | Default Settings &l

wsn

0648 W 34 EIUES

Copies: |1 || Two-Sided
Pages: (=) All
(JFrom: |1 to: |1

Address Book *

g enby 2z
naoL vuor

>
)

Style: | Envelopes

— Layaut@[)rientation J———

[ Print my address: | work =
Addresses: | All B
Print in: | Alphabetical Order 3

Print: ] Company | of recipient
™ Country
|_| Except my country

Color: | I <€

Image: Rosetta buddy ph... | Set... \)

g

Sueq i eSOy

g
E
z
g

1 address 0 Zoom: (_p——

Font: Lucida Grande-1... | Set...

(?) [POF = | | Hide Details | [ Cancel | [ Peint |

To add an image or logo to your return address, click the “Label” tab
(above), then click the “Set...” button next to “Image.” You can also
change the font, text color, and more.
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Back up Your Entire Digital Database

There are few things more annoying than losing your entire Address Book that you
have carefully created over the past year or two. You have a couple of options for

backing up your entire Address Book.

B One way is to press on the “All Contacts” group name, then drag it to the
Desktop. A vCard named “All Contacts” is created on the Desktop (shown
below). You can then copy the vCard to another disk for safekeeping. You
can also choose any Group or a selection of specific people and drag it to
the Desktop to create a vCard that contains just those contacts.

L (@

All Contacts.vcf

You can send this vCard to someone else on a Mac; she double-clicks
it and the addresses automatically get entered in her Address Book.

®  Or go to the File menu and choose “Export,” then “Address Book Archive...”
Your Mac will make a file for you and ask you where to store it.

To restore your Address Book, double-click this file. Or, from the File menu,

choose “Import,” then select this Address Book archive.

|
ABBU

Address Book -
05-18-2011.abbu

Remember, a backup is only useful if it's not in the same place as the original.
That is, don’t keep it on your hard disk—if your hard disk goes bad or your
laptop gets stolen, both the original and the backup will be gone! Copy the file
onto an external disk, upload it to your iDisk if you have a MobileMe account,

or email it to a colleague for safekeeping.
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View Multiple Contacts with Exposé

Double-click a contact name to open it in its own floating window. You can open as
many contacts as you want and have them all visible on the screen at the same time.

“ 7 Rabbit Road
Santa Fa NM 67508

cto Dector: Smith's Vet
Upcate shots: S/24/2011

To keep the cards separate and accessible, you can minimize them (click the yellow
dot) behind the Address Book icon in the Dock: Go to System Preferences, choose
“Dock” preferences, then check the box “Minimize windows into application icon”

To access the minimized cards, press (don’t click) on the Address Book icon in the
Dock until a menu appears that lists the minimized cards. Select a card from the list,
or to bring forward all minimized cards, choose “Show All Windows.

Or use Dock Exposé, if you have a Magic Mouse: Position your pointer on top of
the Address Book icon in the Dock, then double-tap with two fingers on a Magic
Mouse. This shows the Exposé view of Address Book, shown below. Click one of the
card thumbnails to bring that card forward, or Option-click one of the thumbnails
to bring all minimized cards forward.

Address Book.

Cards that are
minimized and hidden
behind the Address
Book icon in the Dock.
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GOALS

Take advantage of

the Top Sites feature
Search web pages
Organize your bookmarks
Let Safari fill in forms
Block pop-up windows

Use SnapBack so

you don'’t lose a page

Become a more efficient

web surfer with tabs

Save or email

entire web pages
Create web clip widgets
Browse privately
Master RSS feeds

Make a Reading List




LESSON 7

Safari for Web Browsing
and News

Safari is Apple’s beautiful web browser for viewing web pages
on the Internet. You've probably already used it, but you might
be surprised at the tips and tricks it offers that you haven'’t taken

advantage of yet.

Safari also includes its own “news reader” that brings in rss feeds.
RSS stands for Really Simple Syndication. It’s an Internet technol-
ogy that “feeds” you news and information of your choice from

a huge variety of sources. Safari can gather the rss feeds you are
interested in and display the headlines from many sources in one
place—a web page. You'll have access to them with one click of

a button, and you can organize the information, filter the feeds,

automatically update them, and more.
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| Safari Web Browser

e Below is a brief overview of the main features of the Safari window. Although it
looks simple, it holds a lot of power in subtle ways.

Safari
Customize the Toolbar: Reload Click to enter
Control-click on it. aweb page.  full-screen mode.
— The Shaliespeare bé;ers D )
¢ | (Q—swoore — Single-
Bookmark’s Bar. are click the
!Fyou don’t see ﬂ magnifying
this bar, go to the ﬂwe Shakespeare Papers glass to send
View mer‘w‘u and Shakespeare by design, 3 wee bit at a time | ] ' your search
choose Show” =t phrase
Bookmarks Bar. Welcome "1 toBing
See close-up, ‘The Shakespeare Papers are snippels of amusing, tantalizing, or Yahoo
i e 1 ¢
be|ow. occasionally controversial tidbits about the Shakespearean plays and T__ InStead OF
sannes. o Google.
Each beautifully designed, full-color, bi-monthly, limited edition, 16- Y
page booklet focuses on one tiny aspect of these luminous works. 2
Why, you ask? -j:
:
B a %
Status Bar. If you don’t see this bar, go to the Drag any edge or the corner
View menu and choose “Show Status Bar.” to resize the window.

Add a bookmark for the current page.

Previous/Next page.

3 http:/ TheShake:
Show Reading List. . | !

Ge Bookmarks Bar.

Show Bookmarks Cover Flow view. Show Top Sites.

Browse in Full-Screen Mode

web page, click the full-screen icon in the top right corner of a Safari

1| To enter full-screen mode and fill your screen with the current
— ‘

window.

2B To exit full-screen mode, move the pointer to the top edge of the
| screen. When the Mac’s menu bar appears, click the blue double-
arrow icon on the far right.
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Quickly Access Your Top Sites

Safari keeps track of your top sites, based on how often and how recently you visited
them. To display your top sites as a wall of previews, click the Top Sites icon in the
Bookmarks Bar. The top sites change, depending on your browsing activity.

To open a top site in the browser window, click its preview.

To open a web page as a tab (see page 137 about tabs), Command-click the preview.
To search your browsing history, enter a keyword in the “Search History” field.

To edit your Top Sites display, click the Edit button.

l Show Top Sites.

This symbol means
the page has
changed since

you last viewed it.

Enter a keyword
or phrase to
search previously
visited sites.

Click a thumbnail to
select it, then drag
it to any position.

Preview size determines how
many sites (up to twenty-

four) show in the display.

Click “Done” when you Click the X to remove a site from the display.

finish editing Top Sites. Click the pushpin to prevent the site from
being replaced by another site.
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Bookmarks

The bookmarks in Safari are powerful and easy to use.

Window_ el

Show All Bookmarks <8 — Choose this option to open the Safari

ﬁj Sﬁ.’gﬁﬂiﬁﬁ;}c,mese 5 Tabs... 0 Sidebar and show the bookmark Collections,
Add Bookmark Folder %N shown on the Opposite Page'

Add to Reading List ©3D

Add These 5 Tabs to Reading List
Select Previous Item in Reading List &1
Select Next Item in Reading List Nl

[ Bookmarks Bar »
The Bookmarks Menu, above, drops down from the menu bar at the top of the screen.

The Bookmarks Bar is the horizontal strip in the Safari window, just below the
address field, shown on the opposite page. To show it (if it isn’t already showing),
go to the View menu and choose “Show Bookmarks Bar.”

The Bookmark Collections are the various folders you create to organize lots of
bookmarks. With Collections (folders), you don’t have to put everything in the
Bookmarks menu. Click the “Show all bookmarks” button (| ) at the far-left edge
of the Bookmarks Bar when you want to open the Bookmark Collections and make
new folders for organizing.

When you hit Command D to create a bookmark (or click the plus sign on the left
side of the web address field), a little sheet drops down and asks where you want to
store it. You can rename the bookmark at that point and choose to store it in any
folder you have already made in the bookmark Collections.

Organize your bookmarks with folders (Collections)

O 1 From the Bookmarks menu, choose “Show All Bookmarks,” or click the
book icon on the far left of the Bookmarks Bar.

2 In the bottom-left of the window, click the + sign. This puts a new bookmark

folder (named “Cool sites” in the example on the opposite page) in the Sidebar.

3 To put this new folder in the Bookmarks Menu or the Bookmarks Bar so
you can access it easily, click “Bookmarks Menu” or “Bookmarks Bar” in the
Collections list in the Sidebar. Now drag the new folder from the Sidebar and
drop it into the bookmark pane on the right.

A folder in the Bookmarks Bar displays a small triangle to its right, which is
your visual clue that the item is a folder full of bookmarks.

Drag bookmarks or folders up and down in the list to rearrange them. You can also
drag them directly from the Sidebar and drop them onto the Bookmarks Bar.
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Bookmarks in Cover Flow View

A First of all, if the Bookmarks Bar isn’t visible, go to the View menu and choose “Show

Bookmarks Bar.” To show a Cover Flow view of all your bookmarks (the Bookmarks
Library), click the Show all bookmarks icon on the left side of the Bookmarks Bar
(the book icon, shown to the left and circled below).

To search a Bookmark Collection listed in the Sidebar or a specific folder of book-
marks you've created and organized: Select the item in the Sidebar, then enter a
keyword or phrase in the search field located in the top-right corner.

Choose to search “All” (History and all folders)
or just the Collection selected in the Sidebar

(which in this case is History). Search field.
ene Searching History and Bookmarks s
| <z i| | 6] € Co 1o this addres Q- Google
- . Apple Yaho Google ‘ouTube Wikipedia Newsv Popularv
S =
coLt) es @ Mary Sidney
'@/ Histo
5] Bookmarks Bar (2}
=/ Bookmarks Menu
[:] Address Book
% Bonjour
[ All RSS Feeds
BOOKMARKS
(] Cool sites
Safari ——
Bookmarks
Sidebar To get rid of
the Cover
Flow view,
drag this tab
all the way to
the top.
Bookmark Parent Address
3 Mary Sidney: Home Tuesday, April 26, 2011 http://marysidney.com/
A Mary Sidney: Home Monday, April 25, 2011 http://www.marysidney.com/
—
ED) B
|
Create and Search results. This lower pane ordinarily shows a list of items
name a new To open a found page, in the currently selected Collection in the Sidebar.
folder (such click the large thumbnail Right now it shows the search results.
as “Cool sites,” in the top pane, or . :
. ! To create a new subfolder in a Collection, select the
shown above). double-click the file

name in the bottom pane.

Collection name and then click the plus button.
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Auto-Click to Open Entire Collection in Tabs

Safari has a nifty feature called “Auto-Click” that lets you load all the web pages in

a Collection into different tabs with the click of a button. Instead of going to each
individual page one at a time and losing the previous page, you can open and peruse
them all, each in its own tab. This only works when the folder (the collection) is

stored in the Bookmarks Bar (as explained on page 132).

To view all pages in tabs automatically:
1 Click the tiny book icon in the far left of the Bookmarks Bar.
2 In the Sidebar, select the “Bookmarks Bar” collection.

__@_. +  Enttecs fwww.cnncom/ ¢ O Co
Apple Yiboo! Coogle Maps  YouTube Wikipedia Mewis Populsrs  Mac Mews (1}+

A square indicates
that all bookmarks

in this collection will
open in separate tabs
(shown below).

| LI Adsireaa Book
57 Bonjour
0 A1 BSS Feeds

|
BOOKMARNS
] Cool vites

Wikipedia

Bookmark
i Google Maps
* [ Mrwer

* [ Popular

» (30 Mac News (1)
» [ Faveriees (10)

] i

3 In the main pane, folders that you've put in the Bookmarks Bar have an “Auto-
Click” checkbox (circled above). Put a check in one of the “Auto-Click” boxes.
Instantly you'll notice that the tiny triangle in the Bookmarks Bar next to the
folder name has changed to a tiny square. Click the tiny book icon to leave the

Bookmarks pane and go back to a web page.

4 When you click a folder with the tiny square, every rRss page in that folder
opens, each in a different tab (shown below). Single-click a tab to go to that
page. Drag a tab left or right to change its position in the Bookmarks Bar.

To close a tab, hover 2920 Daring Ficeball
H h lick th Lo e R E) 6]+ Ehmescaniaghoenat.net = ¢ o
over it, then click the X | pEED EH Aopie Yahoo! GoogleMipt YouTube Wikipedia Nemiv Seglarr MacNews (¥
that appears on the left. (=)  osinariesan arant New =
o

To close all tabs,
Option-click the X.

Click to close the tab. Tab is loading a page.
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Fill in Forms and Passwords Automatically

Safari can fill in online forms with the information you have entered into your
Address Book; it takes the data from the card you have designated as “My Card”
(use the Card menu in Address Book to do that; see page 113). You can also tell
Safari to remember your user ID and password for specific sites, which is great if

no one else uses your Mac (or if you have set up different users; see Lesson 18).

To enable Safari to fill in forms and passwords, go to the Safari Preferences and
click the “AutoFill” icon. Check the appropriate boxes.

enn AN Edit the information in

[d € - |‘_L(;_J;|“ h*ﬂ 7 i /_— your Address Book card.

q
| Gereral Anoeasance Exterslons Advaneed

AuteFill web forms: @ Using info from my Address Book card | Eai...

™ User names and passwords g, =———————=— Delete your Password
i Other forms ... T

information from websites
if it’s no longer needed.

Next time you start to fill in a form, Safari will fill it in for you. Next time you go to a
page that needs an ID and password, go ahead and fill them in, then Safari will ask if

you want to save that information.

To delete saved user names, passwords, or forms, go back to the AutoFill
preferences, above. Click the “Edit..”” button next to the items you want to remove.
In the sheet that opens, select one or more specific sites, then click “Remove”

Or click “Remove All”

AutoFill is turned off when you turn on private browsing, explained on page 143.

Block Pop-Up Windows!

Go to the Safari menu and choose “Block Pop-Up Windows.” Woo hoo! Only
pop-up windows that you click on will appear—none of those obnoxious ads.

Occasionally, however, this can cause a problem. You might run across a web site
where you click on a link for extra information and nothing happens. This might
be because the extra information appears in a pop-up window. If so, go back to the
Safari menu and choose “Block Pop-Up Windows” again to remove the checkmark.

135



Lesson 7 Safari for Web Browsing and News

136

© SnapBack to a Search Results Page

(2 A

Do you see the little orange arrow in the Google search field below? It indicates a
“SnapBack” page.

When you do a search through the Google search field in the upper-right corner
of Safari, you get a page of results. As soon as you click on a link on that page, the
SnapBack arrow appears. Wherever you surf, you can always click the SnapBack
arrow to return to the original results page.

Mary Sidney: Home

8eo0oe
< » || + @ nhttp://marysidney.com/
es M Apple Yahoo! Google Maps YouTube Wikipedia Newsv Popularv

¢ | (Q- shakespeare quotes

The Question

* The authorship

* Literary allusions

The Woman
* Mary Sidney

* Her work

The Authorship

For several hundred
years the authorship
of the wark attributed
to William
Shakespeare has

many people’s minds.
But none of the potential

The Woman

Mary Sidney
Herbert, the
Countess of
Pembroke (1561 -
621) was the |eader

lterary circle In
English histery. Hundreds of

of the most Important | 8

The Book

by ):
i ;’-‘-‘-‘u"w

Robin P. Williams
Spent seven years
researching the
passibility that Mary
] Sidney wrote the
LB works attributed to
Shakespeare. Her

book is available, Sweet Swan

candidates proposed so far has
satisfied as many Issues of
authorship as Mary Sidney.

pleces of circumstantlal
evidence make many people

Did a Woman Write
* The Society Shakespeare?
WONGEr If She Wrote the works

attributed to William

The Women Shakespeare.
* Froward women

* Female relationships

¥ Dubious men

Quickly Enlarge or Reduce a Web Page

Safari can scale entire web pages, both text and graphics, to show the page elements
larger or smaller. This technology is called “resolution independent scaling”

To make a web page larger or smaller, use the keyboard shortcut Command + (plus
sign, larger) or Command — (minus sign, smaller). You don’t have to select anything
before you use the shortcut.

You can also add a “scaling” shortcut button to your Toolbar: From the View menu,
choose “Customize Toolbar...” From the sheet that opens, drag the “Zoom” buttons
to Safari’s Toolbar. To enlarge a web page, single-click the larger “A”; to reduce a
web page, single-click the small “A”
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Tabbed Browsing

When you click a link, of course, Safari takes you to another page and thus you lose
track of the one you were on. Besides taking advantage of the SnapBack feature
described on the previous page, you can also choose to open web pages in tabs.
Instead of losing your original page, a tabbed page gets loaded and displays as a tab,
as shown below.

To use tabbed browsing, first go to the Safari menu, choose “Preferences,...” then
click the “Tabs” icon. Spend a few minutes to sort out the options. For instance, if
you check the second box, shown below, the tabbed window will immediately come
to the front instead of lining up behind the current page.

N,
Open pages in tabs instead of windows: | Automatically ¢ Also see page 134 about
({3 M ” .
i e AUtO-ClICk.. display all
& When 3 new tab or window opens, make it active bookmarks in a folder as
s iOr e Aol Skt Ak MLt individual tabs, all at once.

X -Option-clickc Dpens 2 link in 2 new window, and makes it the active window.
M-Option.Sen-click: Opens 1 link in 3 new window.

To open any link into a tabbed page, Command-click the link (hold down the
Command key and click the link). You can also right-click and choose from a
number of options.

Command-click on a number of links and they will all load themselves into
individual tabs. Then when you're ready, click any tab to display that page, while
leaving your original results page still available (as a tab).

Hover your pointer over a tab to show this X symbol. Click the X to close the tab.

806 The Understanders: Guided discussions of the Shakespearean plays. &
> ||+ | @ hp://Theunderstanders.com/ ¢ |[Qr Google 3 \

Click a tab to
display that page.

Option-click the
X to close all open
tabs except the
Discussions one you clicked.

- In The Understanders guided discussions of Shakespearean plays, our
Discussion Leaders
goal i to truly comprehend what every word and every line in a selected

Pravious Discussions play actually means. When we know what the lines mean, we not only see Drag ata b |e‘Ft or

Upcoming Discussion the plot more clearly, but we see the nuances, the threads that tie the . .

WhatOthersSay _ entire piece together, the artlstry, the subkext (what's not said), the right to change its
position.
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Find a Word or Phrase on the Current Page

To find a word or phrase on the page you are looking at (as opposed to searching the
Internet for it), press Command F. Then just type—Safari knows to put the search
term in the search field that appears in the top-right corner.

To make it easy for you to see the found word or phrase, Safari dims the rest of the
page and highlights every instance of what you're looking for, as you can see below.

Just click on the page to return it to normal.

To make Safari highlight the next found instance with yellow, press Command G.
Each time you press Command G, Safari highlights the next found instance of the
search term you typed.

Safari holds onto that search. You can go to another page and hit Command G
again—Safari will search for the last word or phrase you requested. In fact, you can
close or even quit Safari and the next time you open it, Command G will find results
of the last word or phrase you were looking for.

V- Search results.
800  Thun ders: Cuided of the earehin plays. < Click the arrows
# |+ © hop Thelnderstanders.com/ e W@ Coogle

to show Next or
Previous matches.

YAlIhe Understanders

This search field

appears when you
press Command F
to find something.

SO A G Sy B S A R [t w.i|| stay t.here
‘Santa Fe, New Mexico, until you click the
“Done” button.
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Email a Web Page or a Link to a Web Page

Safari makes it especially easy to email an entire web page to anyone, complete
with images and links.

1 Open the web page in Safari.
2 From the File menu, choose “Mail Contents of This Page”

3 The Mail application opens with the name of the web page as the subject.
The entire web page is in the body of the email. All you have to do is add
the recipient’s address and click the “Send” button.

Or email just the link. Follow the steps above, but choose “Mail Link to This Page”’

To make emailing a /ink to a web page easy and fast, customize the Safari toolbar
with a “Mail” button: Control-click on the Safari toolbar, then choose “Customize
Toolbar...” From the sheet that appears, drag the “Mail” button to the Safari toolbar.
Click “Done” The next time you want to mail a link, click the Mail button.

ne The Guided of the 5 plays.

|| + B hop: fwew theunderstanders.com/
Apple  Yahos! Coogle Maps YouTube Wikipedia Newsw Papulars

|
=

Drag your favorite items into the toolbar...

< > = = & |w ® m +
R Qrd  Reading Lt Top Sted Hoost New T I Bockmacks Add Bodkmark

View PDF Documents

To view a PDF document right in Safari, just drag the pDF file and drop it into the
middle of any Safari page.

To enlarge or reduce the size of the PDF on the screen, Control-click (or right-click)
anywhere on the PDF page. From the menu that appears, choose one of the sizing
options (Automatically Resize, Zoom In, Zoom Out, or Actual Size). Or hover your
pointer over the bottom edge of the document to show controls for Zoom, Open in
Preview, and Save to Downloads Folder.

If the PDF has more than one page, but all you see in Safari is one page, Control-
click (or right-click) and choose “Next Page” or “Previous Page” You can also choose
either “Single Page Continuous” or “ Two Pages Continuous,” then use the scroll bar
to scroll through the document pages.
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Save a Page and Everything on It

Safari lets you save a web page with all the images and links and text on the page.
It creates one file, an archive, that you can open at any time; all the links will work
(as long as the destination pages haven’t changed). This is particularly handy for
pages that you know aren’t going to last long, such as online newspaper articles or
purchase receipts. Keep in mind that some web pages can prevent you from saving

items on the page.

1 Open the web page you want to save.

2 From the File menu, choose “Save As...” Or Control-click on a web page
(not on an image or link), then choose “Save Page As...”

3 From the Format menu in the dialog box, choose “Web Archive,” as shown.

4 Choose the folder you want to save into, then click “Save”

2

o0 Searlett Willlams LMT
e+ Binerscartetwilliamsient com/ € |0 scartert wiiams o 2
b (D) BRApple Yahoo! CoogleMapt YVeuTube Wikipedia Mewse Popelars

Expart As: | Scarlett Williams LMT.webarchive | |+

Scar]-et1 Where: | [l Documents : :';::::“m

LMT ey or manage

scarlettwill Format: | Web Archive - —
§71-470-080|

Saves veut. images, and orher coment of this page. the charming

Cancel | | Swvw | s

Rates & Services Etiquette = Forms = Contact = Bio  Resources

Rates & Services

Massage
1 hour 560 90 min 550

Each massage f designed in partnership to address the peronal needs of each client,

Pregnancy/Postpartum Massage

To save an image from a web page, Control-click A
(or right-click) the image. From the menu that i

Open Image in New Window
Open Image in New Tab

Save Image to "Downloads”

Save Image As... <f———————————
Add Image to iPhoto Library

Use Image as Desktop Picture

pops up, choose one of the image saving options.

Copy Image Address
Copy Image

140



Lesson 7  Safari for Web Browsing and News

Make a Web Clip Widget

There’s a button in the Safari toolbar that lets you make a Dashboard widget of any
section of any web page. Any buttons, fields, or links that are captured in that widget
will work in Dashboard. See Chapter 16 for more about Dashboard.

To make a web clip widget:

1 Put the “Open in Dashboard” web clip widget button in the toolbar: Control-
click the toolbar, choose “Customize Toolbar...,” then from the sheet that
appears, drag the “Open in Dashboard” button (shown to the left) and drop it
onto the toolbar. Click “Done”

2 Go to any web page in Safari. Click the new widget button.

3 The page turns gray, except for a clear box that follows your pointer around.
Click in the area that you want to capture as a widget. Immediately eight
handles appear on the clear box. You can drag any of these handles to reshape
the box. Press and drag inside the box to move it.

4 When you like where it’s positioned, click the “Add” button in the upper-right.

5 Immediately Dashboard opens, and displays the new widget.

Click the tiny i that appears in a bottom corner (circled, below-right) to flip it
over and add a fancy border, if you like.

),

an Santa Fe, NM Weaather Conditions & Forecast - WeatharBug com o

G|+ P/ weather.weatherbug.comiNM Santas. L © | (3

navigation

= Main page

= Contents

= Featurad contant
= Current events
= Random article

JJun 10, 2011 10:20 PM

1 68.6°F

Swich 1o Cin

interaction

= About Wikipedia

= Community portal
= Recent changes

= Contact Wikipedia
= Donate fo Wikipedia
= Help

The selected area With this Wikipedia

above becomes the "’":”"':" o web clip, | can go to

Dashboard widget “168.2°F m Dashboard, enter a

shown to the right. e T search term, click Go,
LWr Gaimnn e o :5*:35'?:‘: and I’'m there.
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Print Web Pages

There are several specialized options when you print from Safari. You can see a

preview of how the page will print, you can tell the background not to print, and you
can make the web address and date appear on the page as headers and footers.

To print a web page:

1

Go to the web page you want to print, then press Command P to open the
Print dialog, shown below (or go to the File menu and choose “Print..”).

If you don’t see the expanded box shown below, click the button at the bottom
that says “Show Details”

Make sure the “Safari” option is chosen in the pop-up menu in the middle of
the pane (shown circled, below). The preview appears on the left.

Check or uncheck the boxes to print the background and the headers and
footers (the web address, page numbers, date and time), circled below.

If the web page needs more than one piece of paper to print, the preview
will show you every page; use the arrows under the preview pane to display

the previews of each page.

Click “Print”

80O The Understanders: Our next Shakespearean discussion '

l @ [+ € http:/ /TheUnderstanders.com/next.html G} f,Q' new mexico highways Q\
G e Naps VouTube  Wikipedia Popul

YouTube News v

Printer: | € EPSON Stylu... @M5SHeadqu 2

" Presets: | Default Settings 3

= = Copies: |1

Pages: (=) All
(From: 1 to: |1

Paper Size: | US Letter 4+ | 8.50 by 11.00 inches

Orientation: |ri— Scale: | 100 %
| safari ] D —

.- [_] Print backgrounds
) [™ Print headers and footers

(1<) 102 [®w])

(7) [PoF v‘\ Hide Details | ' [ Cancel |

Click here to show fewer options in this print dialog. Click again
(when it says “Show Details”) to expand to the version shown above.
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Private Browsing

You may have noticed that Safari keeps track of where you've been and what you've
entered into search fields and which web pages you've asked to see. Safari’s AutoFill
feature even keeps track of user names and contact information you've entered on
sites, as well as passwords and credit card numbers. If there are other people who
use your computer, or if you are using Safari on someone else’s Mac or at a school or
an Internet cafe, you probably don't want Safari keeping track of all that information.
That’s where private browsing comes in handy.

When you turn on private browsing:

® None of the information you enter on any page is saved.

B Any searches you do will not be added to the pop-up menu in the Google
search field.

B Web pages you visit are not added to the History menu. However, you can
still go back and forward to pages you've viewed during the current session.

B If you downloaded anything, those items are automatically removed from
the Download window when you quit Safari or turn off private browsing.

B Cookies are automatically deleted when you turn off private browsing
or quit Safari.

To turn ON private browsing, go to the Safari menu and choose “Private Browsing”
A checkmark appears next to the menu item to indicate it’s turned on.

To turn OFF private browsing, go to the Safari menu and choose “Private Browsing”
again to remove the checkmark.

When you quit Safari, private browsing is automatically turned off, even if you
left it on before you quit. So each time you open Safari, you need to turn private
browsing on again if you want to use it.

Reset Safari

To further secure your privacy, when you . Are you sure you want o reset Safari?
| Select the items you want to reset, and then click Reset.
. . N\ ‘You can’t undo this operation.
are finished, go to the Safari menu and e i cpest
. . ™ Clear history
choose “Reset Safari...” You can eliminate Pl
™R Il web iew i
any trace of your whereabouts from the o S s
(@ Remove all website icons

options you see listed here. This, however,

(M Remove saved names and passwords
[ Remove other AutoFill form text

M Close all Safari windows

(¥ Reset all location warnings

will remove everything from that feature in
Safari, not just the ones you used today!

[ Remove all website data

) | Cancel || Reset
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Parental Controls

If you have a young child (or anyone acting like a young child), you can set up

some serious parental controls to limit access to web sites. It involves multiple
users, which are explained in detail in Lesson 18. You'll need an admin user (you) to
set up another user for the child. The child will be able to view only web sites you
have placed in the Bookmarks Bar. He won't be able to enter web addresses in the
Address field, modify any bookmarks, or use the Google search field in the toolbar.

To limit web access to a young user:

1 Open the “Users & Groups” system preferences to set up another user
(details in Lesson 18). Click the box to “Enable parental controls”

Click the button to “Open Parental Controls...”
Click the tab labeled “Web”

Click the button to “Allow access to only these websites.

v A w N

To remove a site in the provided list, select it and click the — button.
To add a web site, click the + button, choose “Add Bookmark...,” and type
a web address of your choice.

6 Log in to that user’s account, open Safari, and make sure it’s what you expect.
Safari puts the web sites chosen in Step 5 into the Bookmarks Bar, as shown
below, and the user will not be allowed to go anywhere else.

800 HowStuffWorks - Learn How Everything Works!
- + _Elnnn e coml &
| = Stari  Discowery Kide PR Kidt  MowStufWorks  National Ceo phic = Kids  Yaboo! it Ditney  Scholsticoom  Smithuanian Inatitution Time far Kide )|
9 Bmarch How BtufMWarka s e ek |
howstuffworks  scarch [
This icon (a padlock on top of the bookmarks icon) The Bookmarks Bar
shows that Parental Controls are enabled. contains the sites you

chose in Steps 3-5.

Note: This does not prevent the user from surfing the web with any other
browser. If you want to limit the applications this user can use, do so in the
“Apps” section of Parental Controls.
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So What is RSS?

All major news organizations—as well as thousands of blogs and individual web

sites—offer article summaries and headlines in the form of rss feeds.

To see RSS feeds, go to a site that provides an rss feed such as Apple.com and click

the blue rss icon in the web address field. An Apple rss feed page is shown below.

Alg Hot News

ed:/ fimages.apple.com/main/rss/hotneds/hotnews.rss

Apple Hot News

iPad 2 Stars in Vacation Videos

USA Today's Jefferson Graham describes how he was able to capture and edit on-the-go travel videos in New Zealand using iPad 2 and
the iMovie app, then instantly demo his movies on the “nearly 10-inch sexy screen.” Writes Graham: “Most people never get around to
editing their videos. So having easy-to-obtain software on a device that lets you edit anywhere, like the iPad, will, hapefully, result in more
polished videos.” Read more...

Apple Reports Second Quarter Results

Apple today announced financial results for its fiscal 2011 second guarter ended March 26, 2011. The Company posted record second
quarler revenue of $24.67 billion and record second quarter net profit of $5.99 billion, or $6.40 per diluted share. These results compare to
revenue of $13.50 billion and net quarterly profitof $3.07 billion, or $3.33 per diluted share, in the year-ago quarter. “With quarterly revenue
growth of 83 pereent and prafit growth of 85 percent, we're firing on all eylinders,” said Steve Jobs, Apple's GEO. “We will continue to
innovate on all fronts throughout the remainder of the year.” Read more...

iPad 2 for Travel

National Geographic Adventure blogger Mary Anne Potis writes that iPad 2 is transforming travel with its smaller size, faster periormance,
rabust battery life, frant and back cameras, and a slew of innovative travel apps. After editing her own travel video with the new iMovie app
(‘optimized for iPad and so easy to use’), Potts predicts, “this app will transform you into a virtual fimmaker.” Read more...

Better Medicine Through iPad

iPad and more than a dozen in-house apps are helping Minneapolis-based Medtronic — a world leader in medical equipment and
therapies — deliver its state-of-the-art products to physicians and patients worldwide. “iPad lets us get information 1o our customers much
quicker than we could before,” says Michael Hedges, Medtronic's Chief Information Officer. “On iPad, the information is delivered in a way
that encourages people to use it” Read more...

The New MacBook Pro: The Last Notebook You'll Ever Need

Noting that the new 15- and 17-inch quad-core MacBook Pro models deliver “twice the CPU performance of Core 2 Duo, three times the i

Date
Title
Source
New

Recent Articles:
All

Today
Yesterday

Last Seven Days
This Month

Last Month

Source:
Apple Hot News:

Actions:

Update Now

Mail Link to This Page
Subscribe in Mail

Customize the display of an rss feed page: Drag the “Article Length” slider to

display more or less of an article. Note the other organizational tools in the Sidebar.

Open an RSS article’s web page: Click the headline, or click the “Read more...” link

that appears at the end of each rss blurb.

Bookmark RSS feeds: See page 148.
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View the existing RSS feeds in Safari

Apple has provided some rss news feeds to get you started. Build your own
collection of rRss bookmarks, as described on the following pages.

To see all of your RSS feeds:
1 Open Safari, your web browser.

2 If the Bookmarks Bar is not showing, press Command Shift B,
or go to the View menu and choose “Show Bookmarks Bar”

3 Open the Bookmarks Sidebar: Single-click the “Show all bookmarks” icon
at the far-left end of the Bookmarks Bar (circled, below).

4 In the Sidebar, single-click “All RSS Feeds”” A list of all your rss feeds will appear
on the right as Cover Flow thumbnails and also as a list. You'll see a blue RSS
icon to the right of each web site in the lower pane.

5 Double-click a link in the list or single-click a preview image in the Cover Flow
pane to open its rss feed page (shown on the opposite page).

eone All RSS Feeds
| + Ifeed:/ jdaringfrenall.net/index. xmi ¢ | a-
! Apple Yahoo! Coogle Maps YouTube Wikipedia News (2w Populars  Mac Newsw

£} Histary
1) Bosiemarks Bar (2)
T Bookmarks Menu

Daring Fireball

Bokmark Address
| Appie Het News. D Mac News Teed [ fienages. apple.commain /ris [hotretws (hotncws.r3s
Aghe Het News O Mat hews fetd / [images. apoie.com/m, oW [hotnews. 15
Applelnsider O Mat News Tewd [ fwem appleinsider < sider.rsi

Coogle News (1 @0 News feed. [ /news. googhe.com Moatout=ris

To view just the RSS feeds in a particular collection, from the Sidebar choose a
folder that contains rss feed pages. Or click on a bookmark in the Bookmarks Bar
that contains rss feed pages.
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Look for other RSS feeds

When you open a web page that has an rss feed, Safari displays a blue rRss icon in
the address field, as shown below.

To view the actual RSS feed, click the rss icon in the address field. If a pop-up
menu opens with options, choose the “rRss” option.

800 IiChatter P P

e e While other formats
are sometimes used
(such as Atom), RSS
is a term that most
people associate with
this technology.

Covent Garden s an area of London, and alse @ specific plazza that's fuf of special shops, street
[performers (musicians, magicians, etc. ), and cafes. Above, o quintet prfo

Use the Sidebar to
control certain aspects
of your RSS feeds.
Search articles.
Articla Langth:
Gosh miss, | hate having to explain to you how ... |1 00 10 D000 L e — Choose hOW much to
oLt vt g frain, due o s soa... Boad more.., . .
i il show on this feed page.
Snapshots from the Hoad | Jo 17 1000 e Tite
Sounce
= o= wommiee yw ————— Sort by several
Nothing Says "Holy" Like Helvetica. Apparently. | o nonan g g different criteria.
This ia tha Twy olta BABin. fapdmoe., | AN
Today
One of those weird England things |1 /o 17 550 40 Uitaunos —— Choose a range of
Robin yoae now, 800 0 00,., Bead mork.,, | This Moam . g
Lat recent articles to show.
Covent Garden, Apple Store, & Lion King o0 00 ciam
Boures:
‘of Londan, tull of speci_.. {iChazer
iTubePeople #2 |1 oo 15 1m0 Pn o E Avai|ab|e actions.
MubePecple Research Paper #2: people who sat near me on the Tube.... Fead more... Update
Mall Link 10 This Page
Saturday Summary [ o151 E et o

To find a directory of rss feeds, go to your favorite search tool, such as Google.com.
Search for directory RSS feeds or directory XML feeds.
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View all RSS articles in a collection

When you click a bookmarks folder that contains rss feeds (such as “News,” shown
below), a menu opens. Choose an individual feed that indicates the number of
unread articles that are available (such as the “Google News” item shown). You

can also choose to “View All rss Articles,” or “Open in Tabs”” The latter option will
open every feed in the entire folder as a separate tab; to open just the feeds in one
collection, see the following page.

This triangle
ano ItChatter

Lo | Ll G| | 4 ifeed:/jschaner.blogspor.com feeds /posts/o- 5 € | (O « indicates a .FOIder

i Ml T e e T oY e W of bookmarks.
jtChatter . 25 Total

| Inception ThIS number te”S

" " ("i CNET News.c
Amazingly and surpriasingly. one of the movias svadable on the fignt i @ £son yOU hOW many
ol Langth: .
Gosh miss, | hate having to explain to you how . 2";;"‘"5"“""‘“ | ,L - Unread arthleS are
BBC News
~betwhen a 01 of pecple are sanding an e vain dus B alackatant o oo :ﬂy: in the RSS feed.
Snapshots from the Hood © USA Today ]
Abways ols O MISTETNG BgRAGS swbrywhars. The phoase above and i View All RSS Articlet <
| Nothing Says "Holy" Like Helvetica. Apparently. 07" " Tab

mwcent Articlen:

Bookmark your favorite feeds

There are at least four ways to bookmark a feed you want to follow. To organize
them, first make Collections (folders) in the Bookmarks Sidebar (see page 133).

To bookmark an RSS feed, do one of the following:

B Single-click the rRss icon in the address field, as shown on the opposite page.
This takes you to the news feed page. which is the page you need to bookmark.
Press Command D to bookmark the page, and in the little sheet that drops
down, choose the folder you created in which to save the bookmark, or choose
“Bookmarks Bar” to put the rss feed link directly into the Bookmarks Bar.

® Look on the web site page for a small RSS, Atom, or XML logo. Single-click it,
which takes you to the news feed page. Bookmark that page as above.

® Ifyou find a link to RSS, Atom, or XML on a web page, Control-click on it
(or right-click). In the menu that opens, choose “Add Link to Bookmarks...”
Be sure to give it a name that will describe what it is.

B Qo to the feed page; drag the URL icon from the address field to the
Bookmarks Bar.
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View RSS feeds in Mail

To make it even easier to get your info fix, you can send the Rrss feeds directly to
Mail so whenever you check your email, you can see if you have news waiting.

To send the RSS feeds to Mail, make a bookmark (press Command D or click

the + button in the web address field) of an rss feed. In the sheet that drops down,
check the box to add the feed to “Mail,” as shown below.

n0e P Applelnsider "

1 T——
Apple exploring fitness training oy, 045 AM | Souece
Add Book To: n they shauld New
weone - ey WY Tl
Florsds an bo ranked on their poriormance. | Safari | I Bookmarks 8ar ¢ e
. o
Bagamore, Vesorony
Last Saven Days
Apple rumored to have cut COL as | ThisMonin .
Sales of Appie’s O LEnt Even easier! Just
oo N Sowrce: click “Subscribe
- . Ty
€ in Mail.” You can
Bead more.... Actions: . .
Update tow rename it, if you
v 1% A | Mail Link o This Pags . . .
: Supserie i like, in Mail.

MAILBOXES

Imba Appieimider 750 PN o
gm st oo Appleinsider
& Tt b ayebiapimissr Inside I0S 5: Notification Cent...
MRS Yesterday
» T Flagged E::Lrnprnhld-l‘h [++]
I Motes Appie o 36l Phana &1
% Appleinsider 6811
&0A11 - Garner o,

Gernercvnzoii P (D
farecait: Mcrasch con.

Appleinsider
i0S 5 contains hints of world 3...

ai11

Change the RSS preferences

In the Safari preferences, you can tell Safari Rss how often to check for updates,

when to remove old articles, and more.

To open the RSS preferences, go to the Safari menu and choose “Preferences...”

Then click the “rRss” tab to show the rss options.
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150

Use RSS feeds as a screen saver

Ha! This is very clever. You can use the current headlines from your favorite rss
feed as your screen saver. It’s sexier than it sounds.

1 From the Apple menu, choose ann
TRyETL N
“System Preferences...”
2 Click “Desktop & Screen Saver;’ B ratee
then click the “Screen Saver” tab. 18 s vt
-
4 St
3 In the left-hand pane, choose Bl

“Rss Visualizer”

4 Click the “Options..” button s s
to choose your favorite feed. After you

Hat Corners 2

modify your settings, close the pane.

View the Reader Version of a Page

Safari can improve the readability of some web pages by showing only the essential
text and graphics. When you see a “Reader” badge on the right side of the address
field (circled, below), click it to display the current page as text and graphics only,
and hide all of the non-related clutter that’s on the page.

&

e
= g | (Q- Google )

N—r f

Move the cursor over the bottom edge of the page to reveal controls to enlarge,
reduce, mail, or print the web page. To exit the Reader, click the x in the pop-up
controls (below, right), or click the Reader icon in the address field again.

soo o e e — < L L. I Moy by - Wit b sorripads
[ LR B] + W et m e e s Gy [ [ ISR - e v it s i i Sy E=ic o

Fram Wikipedia, the frée escyclopedia
Amee Dasatstry st o Y iy k] Mary Herbert, Countess of Pembroke née Mary

Sdney (37 Dcoober 1841 — 35 September 1621 wan
Mary Sidnay one of the firm English women 10 achieve & major
[ S reputation fr her Bimnary wocks, powy. povtic

transtatione and lierary patronge
e o e My By o S By s il

My Mo, Courmss o Femteran e Sary Sy T Cricher W5 ledit] Family

i Herhert wes hom at Tickenhil Palace,

Mary

Bewdley in Worcpstemahirg on 27 Qcsober, 1561, She

waa the coly one of theee daaghters of Sir Henry Sidney and Mary Dudley, the
daughter of Jobe Dudley, Duke of Korthumberland. Fellowing ber birh, Lady
Sty meraed Quern Fiizabeth | thrcuagh seralipes and was disfipamed, never ap-

The original page. The same page displayed in Reader mode.
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Make a Reading List

To create a Reading List of web pages to read later, click the Reading List icon
(shown on the left) that appears on the left side of the Safari Bookmarks Bar. You

must be connected to the Internet to create a Reading List and to retrieve and read
the items in the list.

To add the current web page to your Reading List, click the “Add Page” button
(circled below) in the Reading List sidebar that opens.

Click to hide or show the Reading List sidebar.

Forged: An American Brand A

¢ Q- Google

cart [0] About Contact  Customer Login

Reading List helps you collect
webpages and links for you to
read later.

ing Who's ready for reglonals?
eryone going to be at this month?
Here is a list of our stops on the road to the

s
Southeast (May 27-29)
Narthern California (june 3-5)
Mid Attantic June.3-5)

To see a list of all bookmarked pages, both read and unread, click the “All” button.
To narrow the list to only unread bookmarked pages, click the “Unread” button.

To clear an individual item from the list, move the pointer over the item, then click
the circle-X that appears in the corner of the item (circled, below).

To clear all items from the list, click the “Clear All” button.

8e0e Forged: An American Brand A
4 p ||+ @ nhop/forgedclothing.com/index.atml ¢ | {Q- Goagle
OO i Apple Yahoo! Google Maps YouTube Wikipedia News (3)v Popularv

[clearall | [ all Y | Add Page

Forged: An American Brand

forgedclothing.com
MensWomensAccessor rt (0] About Contact
Customer Login Ameri stlaw Hat Black §23.9.

Forged Clothing
forgedclothing.com
FORGED was founded in February 2008 b

former Navy SEALs, Mike 5. and Ryan W. With a
* Daring Fireball (<]
daringfireball.net

By JOHN GRUBER ARCHIVE PROJECTS CONTACT
COLOPHON RSS FEED SPONSORSHIP Tall and...

W3 Apple - iPad - All-new design.
Video calls. HD vi... — apple.com
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Use Multi-Touch Gestures in Safari

If you have a Multi-Touch input device that recognizes gestures, you can scroll or
swipe through web pages with just your fingers. The Apple Magic Mouse, Magic
Trackpad, and the built-in trackpad on newer Apple laptops offer this feature.

Magic Mouse:
® To scroll up or down, brush up or down on the Multi-Touch surface with one
finger. A short brush left or right will also scroll left or right on one web page.
® To navigate forward or back through web pages, swipe left or right
with one finger.
® To enlarge the web page, double-tap with ore finger on the Multi-Touch
surface. To return to the original size, double-tap again.

Trackpad: The movements are the same as above, but use two fingers.

Safari Security
Safari provides several security settings. By default, they are turned on, but you
should check to make sure now and then.

1 From the Safari menu, choose “Preferences....”

2 Click the “Security” tab in the toolbar.

3 Make sure the boxes are checked to “Warn when visiting a fraudulent website”
and “Ask before sending a non-secure form from a secure website.”

If you're going to a web site that you know is not fraudulent (because it’s yours),
contact the server of that site to let them know it’s indicating a problem.

@00 Security

PR -T2

%
| |
| Cenerst Appeatante Boskmarks Privacy Eatensiom

Fraudulent sites: ¥ Warn when visiting a fraudulent website

Web content: (¥ Enable plug-ins
™ Enable Java
™ Enable JavaSeript
¥ Block pop-up windows

[ Ask before sending a non-secure form from a secure website T

Also see page 143 to learn about private browsing in Safari.
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Cool Safari Tips:

If you have at least one tab open, you'll see the New Tab button (the plus 2
symbol on the right side of the Tabs Bar). Click this to create a new tab that -

opens the Top Sites display. You can change that: Open Safari Preferences, :€)
click “General” in the Preferences Toolbar, then set the “New tabs open

with” menu to Home Page, Empty Page, Same Page, or Bookmarks.

After the first time you download a file in Safari, this Downloads button I
appears on the right end of the toolbar. Single-click the button to open a =) ‘
menu that contains a list of previous downloads (shown below).

To reveal a download item in the Finder, click the magnifying glass

icon to the right of the downloaded item in the list.

¢ |(Q- Google \OLL When you clear the Downloads list,
the Downloads button disappears
from the toolbar. It reappears the
E e next time you download a file.

Downloads Clear s

%5 iStock_000015191179XSmall.jpg

= iStock_0000022468200llustra

=

Use Multi-Touch gestures to switch between the pages of your current browsing
session. If you use a Magic Mouse, position the pointer over a web page, then swipe
left or right with one finger on the surface of the mouse. If you use a Multi-Touch
trackpad, position the pointer over a web page, then swipe left or right with two
fingers on the trackpad surface.

Use the keyboard Arrow keys to scroll up, down, left, and right in a web page.
From the History menu, you can Reopen All Windows From Last Session.

Consolidate multiple open browser windows into one with multiple tabs:
From the Window menu, choose “Merge All Windows.

To create a Bookmark folder from a group of tabbed windows, from the
Bookmarks menu, choose “Add Bookmark For These Tabs...” In the dialog that
opens, choose a Bookmark location for the folder. Safari automatically enables

Auto-Click, so a single click on the folder re-opens all of the tabs in the group.
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Create calendars and

groups of calendars

Add Events and

create Reminders

Send email notifications
of Events

Publish your calendar
and subscribe to others

Print data in useful ways




LESSON 8

iCal for Organizing
Your Life

iCal is a calendar program that keeps track of Events, creates a
Reminders list, and sends alert messages to you, among other
things. You can publish your calendar over the Internet for others
to see, and they can subscribe to your calendars and get automatic
updates. iCal is a great tool for keeping track of family activities
or for coordinating corporate Events. And you can do it all in one
application because you can create separate calendars for separate

parts of your life.

iCal supports Microsoft Exchange Server, Google, and Yahoo!

calendars for those who need to sync their work calendars.

iCloud, Apple’s automatic and free storage and syncing solution,
keeps your calendars synced to all of your computers and mobile

decvices.
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The iCal Window

The iCal window is in a familiar paper calendar format, but because it’s digital you
can switch to different views with the click of a button. View a month at a time, a
week, or a day; go back in time or forward into the future. Set recurring Events to
happen every first Friday or every three months. Create Reminders that are attached
to certain calendars. Turn calendars on or off so you can view just individual ones,

or view several at a time to see how your events overlap.

Create a Quick Event. Choose a view mode. Change date shown.  Reminders ist.

eco |
To show the Ty 8
list of your o3 T,
calendars, August 2011
. . B maris & Busts L]
click this = Car wash [RpT—— © Sena pacaigs 10 ) Mana D appn -
@ Clant mesing © Doard mesirg D Sang package o Nkl @
button_ Barus & Buteiey 5 Mai TEPu & &
Shanespear Sarta
Cna
— comucacat | |@cuns
rench with Coless
———
O Mt O oot Wbating with RSt
0 Wil TEPS 1 Ghai.. D Laeral wil cal © Photoaho clsks
© Lurch wi Dave
FRoAencs cass
AIGA Hapey Howr
To turn the page with a Magic Mouse, swipe left or right Drag any edge to
on the surface with one finger. resize the calendar.

On a Multi-Touch trackpad, swipe with two fingers.

Set Up Google, Yahoo!, or Exchange Calendars

You can set up those calendars in iCal.
1 Open iCal’s Preferences and click “Accounts”
2 Click the Add (+) button in the lower-left corner to create a new account.

3 Enter your Google or Yahoo! email address and password, then click “Create”
iCal finds any calendar accounts associated with the email address you entered.
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Create Calendars

You can have many different calendars—one for each of your kids, one for work,
one for your partner, one for home life, one for the charities you volunteer for, etc.
Choose to see all the calendars and events at once and you'll have a visual display of
just how crazy your life is.

To create a new calendar, go to the File menu, choose “New Calendar;,” then choose
“On My Mac.” Give the calendar a relevant name, then click anywhere.

. . 000
Click here to show the Calendars ||st.@
ON MY MAC
. y & Home
To hide a calendar’s & Work
Events and Reminders, 75 b | st

uncheck its box. WG
SUBSCRIPTIONS

To change the color of a calendar or to give it a description, Control-click (or right-
click) the calendar name, then choose “Get Info”” A sheet slides down so you can
change the calendar color, type a description, or publish the calendar.

To delete a calendar, Control-click (or right-click) the calendar name in the list, and
choose “Delete”

Create a Group of Calendars

Create calendar Groups to organize related calendars. You might want to group
together the calendars that all have to do with your children. Or perhaps a
particular project has several different calendars associated with it.

To make a Group, go to the File menu and choose 800

“New Calendar Group” E20

ON MY MAC

Name the new Group, then drag other calendars .

Work

@

& Medical
® Mac Support
v & Family

o Josh
to that group. L

™ Scarlent

& Jimmy

Click the disclosure triangle to hide SUBSCRIPTIONS
or reveal a Group’s contents.

into it. If a Group name is selected when you create
a new calendar, the calendar is automatically added

|

157



Lesson 8

158

iCal for Organizing Your Life

Create Events

An Event is what you'd expect it to be—something that happens on a particular day.

You can create Events in a variety of ways.

First select the calendar (from the Calendars list) in which you want the Event to
appear. Then:

E In the “Month” view, double-click a day to create a new Event. A New Event
Info pane opens so you can add more information; click “Done” to put it away,
or click anywhere outside the Info panel. iCal arranges multiple Events on one
day according to the times you enter.

B In the “Week” or “Day” view, double-click or press-and-drag on the time grid
for your Event. Double-click the Event to open the Info panel and add infor-
mation; click “Done” or click anywhere outside the Info panel to put it away.

B To stretch the Event out across multiple days, be sure to click the “all-day”
checkbox in the Info panel, then enter the Event’s dates in the “from” and
“to” fields.

® To create a recurring Event, use the “repeat” feature in the Info panel. iCal
automatically repeats the Event at a time interval you specify. For instance,
the Shakespeare readings I host repeats on the first Friday of each month.

« Today >

|Dogs to Barks & Bubbles for grooming

ey August 5, 2011 |FaceTime call to office | Info pa nel.
E |
Shakespeare Reading Group

© Dogs to Barks & Bubbles for grooming o —rT———

@ FaceTime call to office

from 08/05/2011 05:00 PM
to 08/05/2011 11:00 PM
repeat Every month
end Never

' Shakespeare Reading Group SPMto 11 PM

Saturday August 6, 2011

© Send package to Nikki

Tisnednu A

To view Event details, as shown above-right, double-click the Event.

To open the Info panel for a selected Event, ready to edit, press Command E.
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Event invitations

From iCal you can send someone an invitation to an iCal Event. The invitee can

send a response back to you that shows up in your Info panel for that Event.

To send an iCal Event invitation:
1 Create a new Event, or double-click an existing Event in iCal.

2 In the Info panel that opens (click “Edit” if it’s an existing Event), click “Add
Invitees...,” then type contact names that are in your Address Book.

3 Edit other Event information if necessary, and add any comments you want

in the “note” area.

4 Click the “Send” button.

ey 25 Party at The Mermaid Tavern
nt location No . . .
) Edit Event information,
all-day O .
from 06/02/2011 04:00 PM |F neCeSSarYn
to 06/03/2011 11:00 PM
o partyatl repeat None 3
show as Busy &
calendar WEJTICal §

i atere Hore's Type contact names that
invitees Colby Cliff

are in your Address Book.

Williams Robin
attachments Add File

url waww UrlsinternetCafe.com/map Add
fote Celebrate SUMMEr With S se— a message.

Send e Email invitations.

Or Control-click (or right-click) an Event in iCal, then choose “Email Event”

An email form appears; address the message and send it.

To respond to an email notification:

1 When you receive an email that contains an iCal Event attachment, click the
attachment icon (below) in the message to automatically put the Event in iCal.
L

iCal-201105...5 (890 bytes)

2 Go to iCal and double-click the Event that was added automatically. In the Event
Info panel that opens, respond with an option: Accept, Maybe, or Decline.

The organizer of the Event receives an email with an iCal attachment. When he
clicks the attachment, the response is added to the Event in 4is iCal. He can double-
click the Event in iCal to open the Event Info panel and see the responses of invitees.
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Create Reminders

Each calendar can have its own list of Reminders. As you check and uncheck the

calendar checkboxes, their attendant Reminders show and hide accordingly.

To create a Reminder:

1 If the Reminder pane isn’t showing on the right ——— %

side of iCal, go to the View menu and choose Rermingars ;
el Send package to Nikki
“Show Reminders.” e _
2 In the Reminders panel on the right, double-click Pl | e
in a blank space. Or Control-click (or right- ::m
click) and choose “New Reminder” from the ase

contextual menu.

Double-click a Reminder to open its Info panel (above). Prioritize your item,
add a note, give it a due date, change the calendar it’s assigned to, and more.

3 When the item has been completed, check the “completed” checkbox.

Email a Reminder

You can email a Reminder, and if that person has a Mac, she can choose to click the

link in the email to add the Reminder item to her iCal.

To email the Reminder from iCal:
1 Control-click (or right-click) the item in the Reminders panel, and from the

menu that pops up, choose “Mail Reminder”

ene iCal Reminder: Finish work project
[a][o]le] [ L][Alle =] []

To:
Ce

Subject. iCal Reminder. Finish work project

_Add events = |

iniorms you of & remindar: Finish work projact. To sdd o your calendar, dick e link —

d Adding new events
This ealerdar cemmains new cvents. Picase select & detination
calendar

0 Work

2 The Mail application opens with the Reminder included as an attachment.

Address the email form and click “Send””

3 The recipient clicks the email link in the message (above-left), chooses a
calendar (above-right), and the Reminder is added to his iCal as an Event.
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Automatic Birthdays Calendar

iCal can work with your Address Book to create a Birthdays calendar that automati-
cally updates itself.

1 First you must add the Birthday field to your Address Book, as explained
on page 114.

2 Then, in iCal, go to the iCal menu and choose “Preferences...”

3 Click the “General” icon.

4 Check the box to “Show Birthdays calendar”
The calendar will appear in the “Subscriptions” group of the Calendars list
(below, right). If you don't see a Subscriptions group in your calendar list yet,
don’t worry—iCal will put it there for you when you subscribe.

Close the Preferences pane.

Now you can double-click any birthdate event in the calendar to open its Info pane.
There you can click the link to go straight to that person’s contact information in
Address Book, from which you can send a birthday email.

You can’t make any changes to the Birthdays calendar in iCal; in fact, you can’t even
add alarms to notify you of upcoming birthdays. You could, of course, manually
create a birthday Event and add an alarm to it. Or you can create a Smart Group in
Address Book that notifies you a designated number of days before the birthdate of
any of your contacts; see page 117.

L XX Ceneral 800
fLol B i
Creneral | Actowsts  Advanced
ON MY MAC
Days perweek: | 7 : o Home
Start week on: | Sunday 3 & work i
Scroll in week view by: | Weeks & Medical
- & Mac Support
» & Family
Day starte at: | §:00 AM
SUBSCRIPTIONS
Day ends at: | Midnight r & US Holidays
Show: | 12 3| hours ata time L T

Default Calendar: | @ Work

[ Show Birthdays calendar
Add a default alert to all new timed events and invitations

minutes before the start time

i
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Link Events and Reminders

To add an Event to the Reminders list, drag the Event from the calendar grid to the
Reminders pane. The Event stays put, but now you also have a Reminder relating to it.

To turn a Reminder into an Event, drag the Reminder to a date in the calendar
grid. The Reminder item stays in the Reminders pane, but now you also have it as an

Event in your calendar.

Backup the Entire Calendar of Information

To make sure you don't lose the valuable information you have entered into your
calendar, go to the File menu, choose “Export,” then choose “iCal Archive...” You
will be asked where to save the file. If you have a lot of information you don’t want
to lose, you should save that file onto a separate backup disk, along with your other

important files.

Preview Files Attached to Events

Use Quick Look to preview Event attachments: Double-click an Event to open its
Info pane, single-click the attachment name, then tap the Spacebar. Almost any kind

of file will preview. Tap the Spacebar again to put it away.

Pumpkin visit

@ Py

ail-day
from ©§/14/2011
1o 05/18/2011

)—)
Edie Done

(J(ln ents
Jame and
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Publish Your Calendar

You can publish your calendar to a MobileMe account or to Apple’s iCloud (free
storage and syncing on Apple servers), including the alarms and Reminders if you
choose, and anyone in the world on any computer can view it. It’s really remarkable.
Apple’s MobileMe service is being replaced by the free iCloud service.

To publish, select a calendar in the Calendars list (click the “Calendars” button to
see it). While that list is displayed, go to the Calendar menu and choose “Publish...”
A sheet drops down (shown below). Make your choices, then click “Publish”

D00

If you have a MobileMe

b S Pubsh titfes amd notes Publish stachmants 8 R vk
Publish to do items.

1 May 201 1 L Publish calemdar -  Toow -
tﬂg P caendar o [T NacTechSupoon | account, you can “share”
Publsh on: | Manlabta : | any of the calendars with
 Pubkish changes automatically Publish alerts | other N\obi|eN\e members.

The menu item will say
T | R |, “Share Calendar” instead of

“Publish.”

A new message appears telling you the web address where the calendar can be
viewed or subscribed. Click the “Send Mail” button to get an email form ready to
send to anyone you like.

To notify others later about your published calendar, select the calendar as
described above, go to the Calendar menu, and choose “Send Publish Email....”

To unpublish (or unshare MobileMe calendars), follow the steps above to choose a
calendar, then from the Calendar menu choose to unpublish or stop sharing.

Subscribe to Calendars

To subscribe to a private calendar, go to the Calendar menu in iCal and choose
“Subscribe...” Enter the web address you have been given. If you received an email
invitation to subscribe to a published calendar, click the link in the email invitation.

There are many public calendars you can subscribe to, such as calendars for the

PGA tours, NASCAR races, musician’s tour dates, and many more. To subscribe to a
public calendar, go to the Calendar menu and choose “Find Subscriptions...” This
takes you to a web site that lists public calendars. Browse through categories such as
“Most popular” and “Most recent.”
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Use iCal in Full-Screen Mode

7 To make iCal fill your entire screen so it’s easy to see and work with, click the
_— | Full-Screen button (the double-arrows icon) in the top-right corner of the iCal
window.

To access the menu bar across the top of the screen while in full screen mode, just
push the pointer up to the top edge of the screen, and the menu bar appears while
you need it.

E To exit full-screen mode, push the pointer to the top edge of the screen. When the
Mac menu bar appears, click the blue double-arrow icon in the top-right corner
(circled, below-right).

iCal Filg_Edn  Calendar View Window O 8 @O+ B Ea Saus2ipm i §

B per Pros— /
e o o \

: / /-" /
y
/

Wt T2 s rsnsnare Sarta 1 n—— y

To swipe through the pages in any view, use a one-finger horizontal swipe on a Magic Mouse
or a two-finger horizontal swipe on a Multi-Touch trackpad. Only the Month view gives you
the page flip effect shown above.
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Print in a Variety of Ways

Lesson 8 iCal for Organizing Your Life

Check out the great features in the Print dialog box. Each “View” (Month, Day, Week,
or List) you choose changes the options, so spend a few minutes here exploring the
possibilities for each view. You can choose to print the data from as many or as few
calendars as you like. All calendars are color-coded, so you can see how Events in

different calendars overlap.

To print from iCal:

1 From the File menu, choose “Print”

2 In the “Print” dialog that opens (below) choose a time range, calendars to

print, and other options provided as checkboxes.

3 After you customize your settings, click “Continue” to open the usual

Print dialog where you select a printer and start the print process.

Change the view here; the preview
will immediately change.

Whatever the preview displays
is what will print.

8.0.6 Print
View: | Month sl
Paper: | US Letter il
Ny G Time range
ay i
- Starts: | May +] |2011if;
B Ends: | August +) [2011]3)

Zoom:

Drag this slider to

resize the preview.

4 months will be printed

G s

ON MY MAC

@ Home

,—@ JTical

& Pay bills
¥ Medical

Options

@] All-day events
[2] Timed events

@] Mini calendar
E] Calendar keys
(| Black and white

Text size: | Small

[ cance |

Click the

checkbox to

hide or show a calendar.
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Set up iChat

Text chat with one person

or a group of people

Use one window

for multiple chats
Audio chat with others

Video chat with up to

three other people

Create image effects or

change your background

Share files and even
iPhoto with others

Connect to users
on your local network

through Bonjour
Record chats

Use Facetime




LESSON 9

iChat and FaceTime
for Text, Audio,

and Video Messaging

With iChat you can communicate with others around the world
with text messages, audio chatting, or video conferencing—free.
You can text chat with one person or with a group of people,
exchange files, send text messages to someone’s phone, display
images from iPhoto, save printable copies of your chats, and
record audio or video chats. With a fast Mac and iChat, you can
have audio chats with up to ten people at a time and video confer-
ences with up to three other people. You can even have one-way
video chats with someone who doesn’t have a video camera

attached or built-in (or vice versa). Amazing.

Facetime expands your quick and easy video communication to

new iPads, iPhones, and some iPods.
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m Set Up iChat
W\
o When you first open iChat, it asks you to fill in certain information to get started.

You need a chat account of some sort. The rest is self-explanatory.

Free MobileMe account name: In the setup process, you can click the
button labeled “Get an iChat Account...” This takes you to Me.com where
you can get a FREE iChat buddy name with a sixty-day MobileMe trial
account, and you can keep the buddy name after the free trial is over even

if you don’t convert the trial account to a paid one.

MobileMe account ($99 a year): Among all the other benefits is a “screen
name” or “buddy name” When you set up iChat and give others your
MobileMe buddy name, include the @me.com part of your name.

Free AIM account: Go to www.aim.com and sign up for a free AIM
account; you can use that as your buddy name. When you set up iChat
and give others your AIM buddy name, do not include (@aim.com.

You can also chat with a Google Talk account (www.Google.com/talk),

Jabber (register.’abber.org), or Yahoo! Messenger (messenger.yahoo.com)

A sample iChat Buddies panel and chat
So you'll know what to expect after you've gone through the process, below you see
a typical iChat Buddies panel and text chat.

® O O  iChatBuddies 800 jtratz — Chat
Your chat —— itz wm

Available

John Tollett
Available

¥ Buddies

@
- |

name. AIM IM with firatz Today 12:05 PM
P
No -- Amy and | are going in

@ jrratz t March. Eight history plays in
s il T four days in Stratford with the
s =Y e
P Family o " All three parts of Henry VI in
P Co-Workers 0 { one day! .
P Near Me 0 O — O e
a

P Recent Buddies Eg!lt plays in four days? T
% & can't even read one play in
¥ Bonjour £ eight days!

@ Robin Williams DA T
When Jeanne, sai
¥ Offline she'd rather get poked in the
\ eye with a stick.
+ AL BB i
Double-click a buddy name in This is a text chat with one

the panel to open a text chat. other person.
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Make the account active

Once you set up your account, make sure it is active:
1 Go to the iChat menu and choose “Preferences...”
2 Click the “Accounts” icon.

3 Select the account in the left pane, then click “Enable this account”

Security | Server Settings 1

v (5 Bonjour Account type: me.com

¥ {me.com  Enable this account
(] Allow multiple lagins for this account

Description:  me.com |

me.com name: | Sidney@me.com

Password:  ssssssssss

(¥ Add new buddies | chat with to "Recent Buddies”

[ Configure AM Mobile Forwarding... |

= You can't change account settings while you're logged in. (7

L versernnrz) Customize the fonts and
colors of balloons in your chat

o (s ol windows in the “Messages”
T pane of iChat preferences.

Sender's background calor: |

Sander's font color: | N Black [Set Fonkee Y
-:ILMJWthommmlMlm: XRF1 -
& 5ave chas mascrots o [ B8 KChats —— Check this box to automatically

(] In mew chat windows, show: | The last chat

save all your text chats. The
Collect chats In a single window

will be in a folder called “iChats,”
which you'll find in your
Documents folder.

L} Waich for my name in Incoming messages
| Auta-reply with my Away message @

See page 172 about this option
to put multiple individual chats
into one window.
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Create an iChat Buddies List

Set up an iChat Buddies list of names to choose from when you want to chat.

1 If you don’t see the iChat Buddies panel when you open iChat,
go to the Window menu and choose “iChat Buddies.”
If the title bar of the iChat Buddies panel says you are “Offline,” click on the
word “Offline” and from the pop-up menu choose “Available”

2 To add a new buddy, single-click the + sign at the bottom of the list window
and choose “Add Buddy...”
(Note that from this + menu, you can also choose to “Add Group...” This helps
you organize your names into categories, such as Family, Coworkers, Film
Club, or whatever. A buddy can be in any number of different groups.)

3 In the dialog box that appears, enter the person’s screen or buddy name in
the “Account Name” field. Choose an iChat group to put the buddy in.
Or click the disclosure button to display your Address Book (shown below),
then choose a buddy from your list of contacts.

4 Click the “Add” button.

The account gets automatically entered in the Address Book (if the buddy
is not already in your Address Book), and the name is placed in the iChat
Buddies panel.

aNaN:] IChat Buddies

John Tollett ’
(5] q
|2 A~ oM

Enter the buddy's account:

Click this disclosure
button to display your
Address Book contacts,
as shown here.

Account name: | jrefeme.com
Add to group: | Buddies

First name: Jjosh

Lat name: | Tollett

Saluct 3 pevian 275 cards (O
Crowp Maree Inatant Mastaging =
34 contacts
I Direeroey Services Jehn
it A chn Tollen —— To send text messages to
GYRE Group Jonay
R a phone, simply enter the phone number
IPhaneiPad pudy
Mac Pals bty W

e s v in the Account name field, preceded by +1

S (so it would look like +15551231212). The
message you type will go to that person’s
phone, and they can send you messages

back that you will receive in a chat window
on your Mac like any other message.
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Chat with One Other Person

To have a one-to-one text chat with someone in the office or on the other side of
the world (or anywhere in-between):

1 If you don’t see the iChat Buddies panel when you open iChat,
go to the Window menu and choose “iChat Buddies.”
2 Double-click the name of the buddy you want to chat with.

Be sure to double-click the buddy name, any blank space, or the buddy icon
in the buddy field, not a camera or phone icon that might be visible.

Or single-click a buddy name, then single-click the “A” icon at the bottom of
the iChat Buddies panel to open a text chat window.

3 A text chat window opens. In the text field at the bottom of the window,
type a message, then hit Return.

4 To end the chat, click the red close button in the upper-left of the window.

This tells you with whom

you are chatting. This is you.
@ O © iChat Buddies -
Jjtratz — Chat

John Tollett S/
L] vailabl /ﬁ JU!:Z (AIM)

Aulkbley - ® et
¥ Buddies l | So what's going on there? |

| Nothing much. Just got back from a trip. | ’

@ Rosalind \{ﬁm t [ Have you installed Lion yet? |
P Family 13 | Yep. Love the new Multi-Touch gestures. | ’
P Co-Warkers 0
P Phone numbers 8 t | How about Launchpad? |
P Recent Buddies 0 2 %
» Bonjour 1 Nice feature. What I really like are some of the
» O o | new Preview features and the new Quick

ine 3

. o 4

‘ And what about the new Time Machine? New
t\ | stuff there?

Yeah. Really cool new feature called "Local
Snapshots.” Makes backups to your internal

disk if you don't have an external drive
as a backup drive. | ..

4:56 PM

It's not new, but the App Store is one of my favorite
feathires now. Fun to shop there.

Type text here, then hit
Return to send the message.

Click the smiley button in the
text field; from the pop-up ‘
collection, single-click a smiley 1

to insert in your text message. | croosea smiey
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Put Multiple Individual Chats in one Window

When you want to keep multiple but separate chats going at the same time, it’s

easier to manage if you put the separate chats in one chat window, then switch
between them. (This might be the default on your Mac, in which case this page

explains what is going on! See page 169 to turn the default off or on.)

1

Start individual chats with two or more buddies. If they all open in the same
window, then read Step 2 but don’t bother going to the Window menu.

Go to the Window menu and choose “Merge All Chat Windows.” A pale blue
Sidebar, which iChat calls a Tab Bar, opens with each buddy’s name on a
separate “tab”

To add other buddies to the Tab Bar, drag them from the iChat Buddies panel
(or from any other Tab Bar you might have) and drop them on the Tab Bar.

This person does not join the existing chat!
To move from chat to chat, click a buddy name in the sidebar.

To move a chat from the multichat window to an individual window,
drag the buddy’s name out of the Tab Bar and drop it on the Desktop.

To remove a buddy from the Tab Bar, click the X that appears when you hover
the pointer over a buddy name. (If you're in a conversation with that person,
this immediately disconnects her.)

This is the name of the person
you are currently chatting with.

8006

Jls Robin Williams (il ’

The Tab Bar. —_— t | So what's geing on there? |

iChat (2 chats) — jtratz

Jtratz (AIM)
® Gniobie

from a trip.

Click a buddy name in the
Tab Bar to switch to that
particular chat.

These are still individual
chats, but they are all
available in one window.

None of the other buddies
can see your chat with
anyone else. But be careful—
it’s too easy to send a
message to the wrong person!

[ I\.l;t.r;ing much. Just got back 1 ,

t | Have you installed Lion yet? |

gestures.

t | How about Launchpad? |

Nice feature. What I really like
are some of the new Preview
features and the new Quick
Look.

‘ \-‘ep. Love the new Multi-Touch

| And what about the new Time ‘
t Machine? New stuff there?

|

| ——



Lesson 9

Chat with a Group of People all Together

You can text chat with at least twenty-three different people around the world in
one Chat Room.
1 From the File menu, choose “Go to Chat Room.”

2 In the window that appears, type a name that will become the name of this
chat room. Make it something distinctive because if anyone else around the
world types the same word, they’ll end up in your chat room.

3 A Participants drawer pops out to the side of the chat room window.

Click the + sign and invite someone.

4 Click the + sign again and again to invite as many people as you like.

Or tell people ahead of time to all meet in a chat room called, say, “jtroadrunner;,” at
a certain time (use all lowercase). At the prescribed time, tell everyone to do this:
1 Open iChat and go to the File menu; choose “Go to Chat Room...”

2 Enter the chat room name (in this case, jtroadrunner) and click “Go.” Everyone
around the world who does so will end up in the room together. Remarkable.

806 jtroadrunner — Chat
AIM Chat Room: jtroadrunner Today 1:32 PM
Robin has joined this chat. © Robin m m
# Rosalind (w4} g

| Oh I would love tol Here I am.

)

Aobin
Rosalind has joined this chat.

Here John started a

z I Me too me toolll )

Resalind

of The Alchemist?

| The Alchemist was surprisingly |
| tedious.

Aobin

|' How was the reading last night | ’

2 people

[+]

5“—‘.}'—

Chat Room named
“itroadrunner” and
invited Robin and
Rosalind.

3 To remove yourself from the chat room, click the red close button in the
upper-left corner of the window. When the last person leaves, the chat room

will automatically close.

iChat for Text, Audio, and Video Messaging
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Audio Chat with One or More

Talk, literally talk, with other people. Make sure you have a microphone built in or
connected to your Mac. Your buddies will display little telephone icons next to their
pictures if they are able to audio chat with you (if he has a video camera, you can
also do an audio chat).

To audio chat with someone, she has to be in your iChat Buddies list (see page 170).
In the list, as shown below, you can have a one-on-one audio chat with anyone who

displays a telephone icon next to her name.

If a buddy shows multiple telephone icons, like “jtratz” below, that means you can
invite him to an audio chat that involves more than one person.

To audio chat, click directly on that person’s phone icon. Or single-click his name,
then click the phone icon at the bottom of the iChat Buddies panel.

If your Buddy doesn’t have a microphone to chat back with you, select his name,
then go to the Buddies menu at the top of your screen and choose “Invite to
One-Way Audio Chat.” Your friend will hear you, but will have to send typed
instant messages back.

@00 iChat Buddies The multiple-phone icon

John Tollett &l means this buddy can audio

Available + E. chat with multiple buddies
¥ Buddies — 1t at the same time.
@ jtratz E

Pat Williams
. ] & |
@ Robin Williams w7 R

DJ . .
e ] ? —— iChat picks up your
B Family 0 photo from the Address Book; you can
EaEo Vinrkets g change the photo there; see page 112.
P Near Me 0
P Recent Buddies 0 — If you want to replace
P Bonjour 1 )

our buddy’s photo, select any budd

¥ Offline v 7SP ’ v 4

name and press Command | to get the
Info window (or Control-click a buddy

name and choose “Show Info” from the
menu that pops up). Click the “Address
Card” tab, then drag an image into

the “Picture” image well. To resize
and reposition it, see page 112.
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Open an audio chat and invite others tojoin you

To initiate an audio conference with more than one other person, you need a more
powerful machine than you do to join an audio chat. Any machine purchased within

the last five years is certainly powerful enough to initiate an audio chat.

1 Single-click directly on the multiple-phone icon next to a buddy’s name.

2 That person hears a little phone ringing and sees a message on his computer;
he clicks the message to see who it is, then clicks “Accept” This begins the chat.

Your active audio chat window looks like this:

@ O O Audio Chat with Robin Williams
HHHHH T e

o

r

Now click the + button to get a pop-up menu (shown below) that lists the other
people in your iChat Buddies panel who are online and capable of joining an
audio conference. Single-click a person to add him or her. Add others in the

same way.

6 O O Audio Chat with 2 People

® O O Audio Chat with Robin Williams

Robin Williams

o

Jjtratz

Pat Williams

Click the microphone icon to mute the
session—the green bar turns orange and
the microphone turns blue, visual clues
that the sound is muted.

4 To delete someone from the audio conference, hover your pointer over his icon.
When an X appears, click it and that person is gone.

5 To end an audio session, click the red close button in the upper-left corner of
the Audio Chat window.
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Video Chat with up to Three Other People

See other people on your screen while you talk (not type) with them. To video chat,
of course you must have a video camera attached to your Mac. All of the newer
iMacs and laptops have built-in video cameras. You can use Apple’s cute little iSight
camera if you already have one (they’re not sold anymore), or you can attach any

FireWire video camera to your Mac, or a USB video camera.

With whom can you video conference?

A video conference with more than one person takes a powerful Mac and a good
broadband connection. If you have a machine running Lion, then it is more than
capable of participating in or initiating a video conference with four people.

But perhaps you want to video conference with others who have less powerful
computers—you can tell by the icons in their Buddy tab if they are capable: Any
Buddy who is able to participate in a video conference with more than one person
has a stack of camera icons next to his image; if there is only one camera (or none),
he cannot participate.

To initiate a video conference with up to four people, it takes a powerful Mac and
a fast broadband connection. So if it doesn’t work for one of you to start the video

chat, have the person with the biggest-fastest-newest Mac start it.

8en0e iChat Buddies 800 Info for Robin Williams
John Tollett = ! e
i Profile | Alerts | Address Card |
a Available - ﬁ' l
¥ Buddies
® o ﬁ robin
e sE Aa
/ A me.com
Pat Williams
e
I'm Here m profile (none)
@ D) Teeslink (] - capabilities Buddy icon, Inline images, Chat, Receive files,
’ Send files, Multiperson conferencing, Camera,
in Wil Microphone, AIM audio, Recording, iChat
] if_’f?;” illiaits A Theater, Screen sharing
» Family 0 your notes (none)
P Co-Workers 0
] Akt el —

To see what iChat capabilities a Buddy has,
go to the Buddies menu, choose “Show
Info,” and click the “Profile” tab.

Audio and video preferences

You can make some minor adjustments in the Audio/Video pane of the iChat
preferences. You might try changing the “Bandwidth Limit” to see if it affects your
video chat one way or another. Depending on your Internet connection and how

many other people use it, a different setting can work better (or worse).
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Open a video chat and invite others to_join you

Just a reminder: To initiate a video conference with more than one other person,
you need a more powerful machine than you do to join a video conference.

1 Single-click a buddy name that shows multiple video camera icons. That
person hears a little phone ringing and gets a message on her screen inviting
her to a video chat. When she clicks “Accept,” she appears in your video
window instead of you.

8.0.0 Video Chat with Pat Williams

Waiting for response from:
Pat illiams
I — n

Effects

2 To add two more people to your video conference, click the + sign; a menu
drops down with the names of the people in your iChat Buddies panel who are

online and capable of joining you.

3 To leave the video chat, click the red close button in the upper-left of the
window. The last person to leave the chat will terminate the entire session.

ann e £ N Hheet:agemas cor, Ful Wilske, g b Bk

This computer
= Robin Williams doesn’t h2ve
\ a camera
attached, but
that person
joined the audio

portion of the
video chat.

flire=s ] £ W

If your Buddy doesn’t have a camera with which to video chat, select her name, then
go to the Buddies menu and choose, “Invite to One-Way Video Chat.” Your friend
will see you, and if she has a microphone attached to her Mac, you can hear her.
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iIChat Effects

iChat Effects are useless but fun. You can distort your image, add artistic touches,

and even add new backgrounds so it looks like you're somewhere else.

To preview the various effects:

1 Before or during a video chat, go to the Video menu and choose
“Video Preview”

2 Now from the same menu choose “Show Video Effects”

3 Select an effect from one of four Video Effects panels (two of them are
shown below) to see what it will do. Click the arrows in the bottom corners
to navigate all four panels. The last panel contains empty wells so you can
drag and drop your own backgrounds there and use them. You can make

backgrounds out of photos or movies.

Choose video effects. Choose movie backgrounds.

Video Effects

Click to cycle through the
other video effects options.

To apply an effect during a video chat:

1 During a video chat, click the “Effects” button in the bottom-left corner
of the chat window (shown on the opposite page). This opens the “Video
Effects” panel shown above.

2 The original, non-effect version appears in the middle of the panel.
Click an effect to apply it as you chat.

3 To return to the original, non-effect image, click the “Original” image
in the center of the Video Effects panel.
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Add backgrounds

In addition to distorting your video image with various effects, you can add a photo
or a movie to replace the existing background that’s really behind you (in real life).
This background replacement feature works best if you have a simple, uncluttered,
single-color area behind you as you sit in front of the camera. We got the best
results (but not perfect) by using a background wall that was smooth and almost
white. Although you can do this in the middle of chatting, you might want to get it
all set up before you call someone on a video chat and surprise them.

1 In the Video Effects panel (explained on the opposite page), click the right
arrow button until you get to the panel of background images. Look for
background photos, not your picture.

To add your own background photos or movies, click through the effects
until you find an empty well. Drag your image or movie into that well.

2 Click a background image to select it. A text prompt appears and asks you to
move yourself out of the video frame (do what it says). The prompt notifies you
a few seconds later with a “Background Detected” message.

3 Move back into the picture. iChat replaces the original background with the
photo or movie you selected and places you in front of it.

If you want to change to another background, iChat will #ot ask you to step
out again—it will just replace the existing one.

800 Video Chat with Robin Williams

John’s office seems to
have a plumbing problem.

Click to change video effects during a video chat.
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iChat Theater

Once you've initiated a video chat, you can use iChat Theater to show files, photos,

slideshows, or movies while you continue your chat. This is amazing.

To share a file with iChat Theater:
1 Start a video chat with a buddy.
2 From the File menu, choose “Share a File With iChat Theater...”” Or click the
+ button at the bottom of the window, then choose “Share a File With iChat
Theater” from the pop-up menu.

3 In the Finder window that opens, select a file, photo, or movie you want
to share, then click “Share” Or simply drag any file, photo, or movie from
your hard disk and drop it onto the video chat window.

e T —

When you drag a file to
the video chat window, the
buddy’s image minimizes
to the bottom-left corner
to make room for an image
of the file. Your buddy sees
you as a thumbnail video
and sees the same file
image that you see.

If the shared file is a movie, the file window displays a Play/Pause button
and a scrub bar to drag the clip backward or forward (below, left).

To share multiple files of the same or different types, Command-click to select
files on your hard drive, then drop the files on the video chat window. The files

play as a slideshow. Slideshow controls are positioned under the image.

iChat Theater provides movie
controls for volume, play/pause,
and a timeline slider that lets you
drag to any part of the movie.
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To share a web page with iChat Theater:
1 Start a video chat with a buddy.

2 From the File menu, choose “Share a File With iChat Theater...” In the dialog
that opens, enter a web address, then click the “Share” button.

ann e Chal wih Rasabng

Share with iChat Theater

Enter the Internet Address (URL) to share:

| www.theshakespearepagers.com

Cancel | Share |

mn | L+ 3. |

Share iPhoto with iChat Theater

You can also share entire iPhoto albums as a slideshow.
1 Start a video chat with a buddy.
2 From the File menu, choose “Share iPhoto With iChat Theater...”

3 In the iPhoto window that opens (below-left), select an album, then click “Share”

ann Videa Chat with Rotalind

LA,
* I iPhoto
& events
i Promos
] Last 12 Months.

[ ——

«ll=+ <[]

Select an album to share as a iChat Theater opens a slideshow with slideshow
slideshow. controls and random music track.

181



Lesson 9

182

iChat for Text, Audio, and Video Messaging

Bon_jour on Your Local Network

Bonjour is an integrated component of iChat. If you have two or more Macs
connected through a local area network (an Ethernet network, wireless network,
or a combination of both), Bonjour automatically detects and connects all of the
computers on the network. You can send Instant Messages or files to Bonjour
buddies on your local network. You can have audio or video chats with others on
the local network (if a microphone or digital video camera is connected to your
computer, of course). And you can use Screen Sharing to share your computer with
others or to see another buddy’s computer (see Lesson 21).

You don’t have to have a MobileMe account or AIM account or any other kind of
special account—just computers that are connected on a local network, as in your

Ethernet or wireless network at home or office or corporate building.

To set up Bonjour:

1 Open iChat, then from the iChat application menu, choose “Preferences”

2 Click the “Accounts” button, then click “Bonjour” in the Accounts pane
on the left side of the window.

3 Check the box to “Enable Bonjour instant messaging.’

Accounts

its | flessages Alerts  Audio/Video

e '

|¥F Ime.com

| # Enable Bonjour instant messaging Turn BOT‘I_jOUF on or off.
[ Publish my email and instant message addresses
g «
(] Send textas | type If you select “Send text as |

Block others fi tati Idl .

# Block others from seeing my status as Idle type,” the reC|p|ent of your
iChat can use Bonjour to exchange messages and files with message WI“ see the text as
people on your local network. They will be able to browse for . .
you as “john Tollert.* yOLI type it. H: yOU |eave thIS

unchecked, the recipient sees
—! an empty little message cloud
= @ until you finish your message

e —————————— 0 it et
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Once you've enabled Bonjour in iChat Preferences (see the opposite page), Bonjour
is listed as one of the buddy categories in the iChat Buddies panel. Click the
disclosure triangle next to Bonjour to show other Bonjour users who are accessible

on the local network.

eoe iChat Buddies

lohn Tollett =
e Jn\raiia.ble - ’ﬁ
P Buddies 4
Click the triangle » Family 0
to show or hide p Co-Workers 0 Robin shows up twice
other iChat users b Near Me 0 in John’s Bonjour list
connected via a P Recent Buddies 0 because she currently
local network. ——¥ Bonjour has two different
© Robin Williams m}% computers connected
- to the local network.
@ Robin Williams m m
» Offline 37
[+]

Bonjour automatically detects a local network and connects you to it. If you're in
a public space, such as an Internet cafe, you should quit iChat or at least turn off

Bonjour when you're not using it, to ensure privacy and security.

To send a file to anyone on the Bonjour List, just drop the file on a buddy name.

We use this daily in our office.

Or if you are chatting, drag a file into the message field where you type. Hit Return
and off it goes. If the file is an image, the image itself appears in the chat window;
your buddy can view it, drag it to his Desktop, or double-click it to open it.

— If you're interested in sharing files or sharing computer screens
(where you can actually manipulate the other person’s monitor wherever she is in the
world), please see Lesson 21 on connecting and sharing files.
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Record Chats

When an audio or video chat is in progress, you can record the chat. Recorded video
iChat files require a lot of storage space, approximately one megabyte for every five
seconds of video.

1 Start an audio or video chat with a buddy.
2 From the Video menu at the top of the screen, choose “Record Chat”

3 The buddy’s audio or video chat window reveals a “Recording Request” sheet
(below-left). When the buddy clicks “Allow,” the recording begins.

4 A red Record light alerts both participants that recording is in progress.

WOSS waRLs 10 FeCNT RS ChaL. Do
) vou want o allow recardieg?
e §S tin by mabe & recoelieg of thes ehat
b e g

A video chat.
| 0606 roadrat@me.com |
® O O Audio Chat with Robin Williams
roadrat@me.com wants to record this
* chat. Do you want to allow recording?
roadrat@me.com can only make a recor
chat with your permission.
| Don't Allow || @
\ S—— A red Record button means the
An audio chat. audio chat is being recorded.

To stop a video recording, from the Video menu choose “Stop Recording.

To stop an audio recording, click the red Record button in the Audio Chat
window (circled, above-right).

Find recorded chats

To locate a video or audio chat file, open the Documents folder, then look in the
iChats folder. The files can also found in iTunes: Look in the iTunes Sidebar for a
playlist named “iChat Chats.” Click that playlist to show your recorded video chats.
If your recorded audio chats are not there also, look in the main iTunes library.

184



Lesson 9  iChat for Text, Audio, and Video Messaging

Facelime

FaceTime is not part of iChat, but it’s similar in that it enables you to make video
calls to friends. You can call anyone who has at least an iPad 2, an iPhone 4, an iPod
touch, or a Mac with FaceTime installed. With FaceTime, you use a person’s email
addresses instead of a phone number.

1 Click the FaceTime icon in the Dock.

2 'The first window (below, left) asks you to sign in with your Apple 1D and
password, or create a new account to activate FaceTime. If you have an iTunes
account or a MobileMe account, use the 1b and password from that.

3 Designate the email address you want people to use to call you.

4 Select a person from the Address Book list that appears on the right side of the
FaceTime window. If you call this person often and want quick and easy access,
click the “Add to Favorites” button.

5 Click the person’s email address. It must be an address that the person has
designated as the email address to use to call them, as in Step 3. To call an
iPhone 4, use that phone number. If the person answers, she appears in the

FaceTime window (below, right).

6 Click the “End” button to end the video call.

Enter your Apple ID, type your password
immediately below your ID, then click the
“Sign In” button. Or click “Create New
Account” to get an Apple ID. Mute.  Full-screen.
To switch to a horizontal orientation, hover
the pointer over the small thumbnail image,
then click the rotation symbol that appears.
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LESSON 10

i Tunes for Your
Listening Pleasure

Import music into iTunes, create Playlists of your favorite songs,
copy the Playlists to cDs so you have your own discs of customized
music, or stream your music from your office down the hallway to
hear it in the kitchen. In addition to buying music, you can buy or
rent movies and Tv shows directly through the iTunes Store with
the click of a button and download them right to your computer. A
multitude of podcasts are available for free from the iTunes Store,
including content from many universities (click the iTunes U tab

in the iTunes Store) and broadcasters.

If you have an iPhone, iPod or iPad, iTunes makes backups for you
and syncs the music, apps, and data on them. If you're interested
in being more social with your music interests, Ping lets you
follow your favorite artists, celebrities, and friends, sharing music

information.
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The iTunes Window

Below is an overview of the iTunes window. This short chapter is only an overview;
if you want an entire guide to using iTunes, please check one of the iLife books from
Peachpit Press. There is so much to iTunes! We encourage you to explore the menus,
all the buttons, and the Help files.

Click the Play button
to play all the checked

songs in the window.

. |

LA™

Songs, books, —suan
movies, etc., are
imported into
the Library. | s
Radio

L i——
El Movies
1TV Shows

STORE
(5] Munes Bror
o7 Ping
I Parehaged
& Downicads

SHARED
i Home Sharing

v @ jt IMac Ubirary

Current Click to change view mode Search for an
song info. (Cover Flow mode shown). artist or song title.
O P O 1 oy
43 L2225 —The Fame Momster Delues Verson) ” ]

LADY GAGA

B “~ THE FAME MONSTER
(1 TV Shows \
T Poccasns A
L Books
> B Pagtans Full-screen
s mode.
": ,,:: [ v Mame . Time Astii Alhim Canrs Bating purN__
M ¥ Dirive My Car 2:28 The Beatles The Beatles 1962- 1966 (The Red Album)  Rack
Playlists help nmusn g [0 minsms 25 boeen Trembonm Gamveron o
2 ¥ Gight Dvs 3 Week 245 The beatles The Beatles 1962-1966 (The Red Album)  Rock 1
I Yf]u orga.n |z.e ﬁ ::‘ :::u ¥ Eleanor Righy 208 The Beaties The Beatles 1962-1966 (The Red Albun)  Rodk (
all the music In 2 e ¥ England awdio 106
. i M Videos + Faling 2:22 Rey Orbisen 16 Wiggest Hits: Rey Orbisen Retk
the Library (see | & oo ¥ The fame 342 Lacy Gaca The Farme Monster Deune Version)  Pom
) £ Recently Added o Froen Me 10 Yo (Moma Version) 158 The Beatles The Beatles 1067-1068 (The Red Alburs)  Rack
pages 190—191 . \J Rtcently Payed ¥ Gl 232 The Beatles The Beatlcs 10621986 [The Red Alburs)  Rock :
4+ = E &8 irems, 1.3 howrs, 4384 MB o T‘ﬂ
Add a new Playlist. Information about Show or hide a
your iTunes Library. Sidebar on this side

Play the current Playlist
in random order (shuffle).

Click repeatedly to switch
between repeat modes.

Show album art
and video viewer.

188

of the window that
contains Genius
recommendations, Ping
messages, and more.



Lesson 10 iTunes for Your Listening Pleasure

Buy Music, Movies, or Television Shows

To buy music, movies, or television shows, click on “iTunes Store” in the Sidebar.

To search for something specific, use the search field in the top-right corner.

The first time you click a “Buy” button, you will be asked to set up an account
with a credit card number and contact info. After you've got an account, you can
buy and download music, movies, and television shows with the click of a button.

To watch a show or movie, see page 195.

Download Album Art

When you buy music through iTunes, you automatically get the album art with it.
If the art is not showing at the bottom of the Sidebar when you select a purchased

song, click the Show item artwork and video viewer button (circled below).

il A2os
A mingtones
Radic

STORE

£ Murses Store

o2 Ping

£l Purchased

4 Downloans
SHARED

NS
% Cenius
55 Ganius Mixes
PLAYLISTS
B Mures by
£ 90's Music
£ Classical Mutic

¥ Name
o What A Litthe Mooelight Can Do
¥ When | Get Low | Get Migh

LINNZI ZAORSKT

Hot

Time Artist
638 Linnai Laorski &
236 Linnzi Zaarsks

Wax g Whisk
Linnai Zaorskl

Purchase Date

Album
What A Litthe Moonsight Can Do
Matsy-Tatsy

Cenre Ra
Jazz
jazz

o Wiy Was | Borm 618 Unnzi Zaorski & Whry Was | Bom Jazz

¥ You Turned the Tables 0. Wil 314 Unngi Zaorskd 4/4/00 1143 AM Haot Wax and Whiskey Jazx

¥ Aoha Ka Manini 406 Hrael Kamakawi, [ALE Wor'd

¥ A B3y Just Like You 254 Koha Deaver 8T, L/24/08 10:42FM A Christmas Together Moliday

¥ Bell Tower 227 Kimre Silic fimad Hrw Age

o Bermuda Song 001 Jr Mellock P95’ Albuen

¥ Wawirr in The Wind 239 joan B Forrest Cump The Soundirack (Dise 11 Soundtrack

¥ Cuffs Dithday 427 John Tollert Boh Tolletr's Album -

¥ Dueling Banjes 1-58 Henry Maneini £730/07 2:00 PM Reader's Digest Music: The Best of Hemr . Soundtrack ¥
679 jterm, 17 days, 1.7 GB L & G

Hide and show video or album art.

Single-click the album art preview to open a large version in its own window.
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Create a Playlist

Everything you buy in iTunes goes into one of the categories in the Library. But
you can create your own Playlists, which are collections of songs from the Music
Library. You might create one Playlist for your favorite jazz songs, another of
Scottish folk music, and another for a particular artist. The same song can be in
any number of Playlists. This allows you, for instance, to take two songs from this
cD, one from that cD, etc., to create your own personal collection, then play that

collection or burn it to a cD of your own.

1 Playlists are made from songs in your iTunes Library, so first buy songs at
the iTunes Store (see the previous page) or import songs from cDs (see the
opposite page). You can also drag a song from your Desktop or from a Finder
window to the Library pane in the Sidebar, or to a Playlist in the Sidebar.

2 Click the + in the bottom-left corner. A new, untitled Playlist appears in the
Sidebar. Name this new Playlist.

3 Single-click the “Music” collection in the Library pane.

4 Drag songs displayed in the main window and drop them on the Playlist
in the Sidebar.

e —— Select multiple songs in
n 1)) ec— o ) .
lios ®OO the main iTunes window, then from the File

(”“"” menu, choose “New Playlist from Selection.”
Movi;

A new Playlist appears in the Sidebar that

L1 TV Shows

Which options — @ rosaasts contains the selected songs.
you see here S Fadio
STORE
are based (] Tunes Store
on what you 4 Ping
choose in =] Purchased
8 & Downloads
the iTunes . .
Prof SHARED S Hover your pointer here to choose “Hide” or “Show,”
references : ! . D
. ’ GENIUS then click to hide or show its list.
in the General 8 Genius
pane 55 Genius Mixes

PLAYLISTS
£ unes D) ————— C|ick “iTunes DJ” to automatica”y create a

90's Music . o
§ Cassieal witse random Playlist from your Music library.
¥ Music Videos

4% My Top Rated

2 Recently Added

4 Recently Played

4F Top 25 Most Played
=J) iChar Chars

=] Lady GaGa favs

Apple created these Smart Playlists (with gear icons)
for you. They automatically add songs to themselves
based on chosen parameters; see the opposite page.

Create a new Playlist.
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Import Songs froma CD

Put an audio CD in your disc drive and iTunes automatically opens. If you're
connected to the Internet, iTunes goes to an online database and (if it can find the
cD in the database) gets the artist, album title, song names, times, and more, and
displays that information in the iTunes window. A message window opens and asks
if you want to import the cp. If you want to import the entire cp, click “Yes”

If you want to import just specific songs on the cD, click “No,” then select the songs
you want to import—uncheck the checkboxes of songs you don’t want, checkmark
the songs you do want. You can Command-click to check or uncheck all boxes.

Click the “Import cp” button in the bottom-right corner. Only the songs you
checked will import into the Music library.

Create a Smart Playlist

A regular Playlist holds the songs or music videos that you add to it by dragging
items into it. A Smart Playlist automatically adds certain songs from your Music
collection all by itself. It’s really great.

1 Hold down the Option key—the + sign at the bottom of the Sidebar turns

into a gear wheel; click the gear wheel.
Or go to the File menu and choose “New Smart Playlist... ”

2 In the dialog box that appears (shown below), open the menus (starting from the
left) and make your choices. Click the + on the right to add more parameters.
Click ok.

3 The Smart Playlist appears in the iTunes Sidebar, waiting for you to rename it.

Smart Playlist
™ Match| any | of the following rules:
i BiE v =y () £
| Artist 3| is +| /Adam Lambert = \-b. -
T | (T = 2\ (N N
| Artist 3] is :| Lady GaGa = d-) -,
[ | Limit to |25 | items = | selected by }-ranrjem
|| Match only checked items
EUVE updating
( 7‘ | Cancel ._I oK

This Smart Playlist will create a playlist that contains the songs of two
specific artists in my iTunes library.
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Share Your Music

There are two ways to share in iTunes. One, called Sharing, allows users on a local
network to listen to each others’ music by streaming, but not copying. The other,
Home Sharing, allows you to stream or copy content to your other computers on
your local network. This is handy when you've got a lot of music on one Mac, say
in your office, and you want to transfer it to your laptop or other computers in your
home. You can do this on Windows machines that are running iTunes as well.

Sharing (streaming) on your local network

Share your Library of music with other computers on i
your local network. Open the iTunes preferences (right). e o<

focal matwert

Click the “Sharing” tab, then select “Share my library
on my local network”” If you choose to “Share selected

Playlists,” check the items you want to share.

Munes U

Shared music Libraries appear in the iTunes Sidebar, T

Stabuss; On, 1o users omtied

under the “Shared” label. Content shared this way can

Hame Sharing campaners and devies updeer miay eagar

be played by, but not copied to, the other computers.

i Conced | [OKo
T

Use this method when you don’t have an Apple 1D
(required for Home Sharing, explained below), or when you don’t want the other

computers to be able to make a copy of your iTunes content.

Home Sharing on your local network

Home Sharing lets you stream or transfer (copy) your iTunes content (with the
exception of movie rentals) with up to five other computers (owned by you) through
your local Ethernet or Wi-Fi network. You'll need your Apple 1D, such as an iTunes
Store or App Store account, to enable Home Sharing on your computer; you need to
use the same Apple 1D to enable Home Sharing on the other computers.

Turn on Home Sharing on your Mac LIBRARY
Jd Music
1 Select the “Home Sharing” icon in the iTunes Sidebar, I Movies
. . 1 TV Shows
shown circled on the right. B
4! Radio
(If the Home Sharing icon is not in the Sidebar, go o
to the Advanced menu and choose “Turn On Home [ Tunes Store
5@ Ping

Sharing” Of course, you can also turn it off here.)
SHARED

{3} Home Sharing

GENIUS
eﬁg Genius
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“ WCEEE
e {2} Home Sharing
o
e Apsie 0 roadratPme com
L e
N Thanks | | Cresee tome e _

2 When the Home Sharing screen appears (above), enter your Apple 1D and
password. If you don’t have an Apple 1D yet, click “Need Apple 1p?”

3 Click “Create Home Share,” then click “Done” in the next pane that appears.
Once Home Sharing is enabled, the Home Sharing icon in the Sidebar disappears.

Set up your other com puters
Use the procedure above to enable Home Sharing on your SHARED

. » i} jt iMac Library

other computers. The Library names on the other computers

will appear in the Sidebar under the “Shared” category. Click this to choose categories
and Playlists to enjoy.

Use Home Sharing
1 In the Sidebar, select the shared Library that you want to connect to.
The contents of that iTunes Library appears in your iTunes window.

2 To play a song or movie, double-click its name.

3 To manually transfer (copy) a song or movie to your own iTunes library,
drag it to the iTunes Library in your iTunes Sidebar. Or select it and then
click the “Import” button in the bottom-right corner of iTunes.

4 To automatically transfer iTunes content from another computer, select the
Library in the Sidebar from which you want to copy content, then click the
“Settings” button in the bottom-right corner of iTunes. Check the type of
content you want to transfer, then click ox.

M s e e iTunes automatically
s it ity aar e v ron L transfers new content the
o W Te e iMac Library® for . d | d
¥ Reckon e s Bocks next time you downloa
e e movies or songs from the
Showd .
ol | iTunes Store.
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Burn a CD of Your own Collection

You can burn ¢Ds of your own Playlists, and you can play those cDs on any
computer or in any cD player. First import the songs and make a Playlist, as
described on pages 190—192. You can't just select songs in the music Library to burn
to a cb—you must make a Playlist. Then:

1 Insert a blank cD-R (don’t use CD+R).

2 In iTunes, select a Playlist. You can only burn one Playlist onto a music cp,
so make sure it’s got everything you want in it. You can burn about 600 mB
(megabytes) onto one cD, so add as many songs from as many different artists
and albums as you like. Check the status bar at the bottom of iTunes to know
how many megabytes are in the selected Playlist.

3 From the File menu, choose “Burn Playlist to Disc”

In the “Burn Settings” dialog that opens, choose “Audio cp”
The default speed option is probably set to “Maximum Possible”; that’s good.

4 Click the “Burn” button. When it’s finished, you'll see the name of the cp
in the Sidebar, along with an eject symbol. Eject the cD and enjoy!

‘ -— 1 | [ Q- Search Maylist
d B
LERARY A W Name Tima  Artien Atum Camre Rating
T sz 1 ¥ Bad Romance 458 Lagy Gaa The Fame Monster Dehart Version) e XRRRR
] Movies 2 ¥ Danceinthe Dark 44D Lady CaCa The Faree Manster Delune Version) e = ARARAR
LTV Shown 3 ¥ o Hacey | Could Die 355 Lacy Gata T Faree Monster (Db Versio) to  mmRmw
T Podeasts & o Tean B4l Lady CaCa The Fara Monster ek Varsion) Pp EwEww
1 fooks § W Just Danee (fase. Colby O'Demis) 402 Lady Cats T Farva Monster [Debse Varsion) o .
s 6 ¥ Papaasy 338 Lagy €ty Tha Fans Montter (Bebaue Vareion) Pap -
e 7 Poker Face 357 Lady Gata The Fame Manster Dehact Version] Pap EEREW
ITOHE & ¥ i, £n iNeshing Dse | Can Savh 255 Lady GaCa Tie Fame Monater [Debaxe Version fop ok
B et § ¥ Surstuck ffear Space Cowboy & 337 Lady Gata The Fame Monster (Deluue Version) Pop  EwwAw
9 Png 10 ¥ Boys Boys Boys 321 Lacy GaGa The Fame Monater [Dekace Version) Fop. R
=)' Purchased 11 ¥ Summersey 214 LadyCaCa The Fame Manser Deluxe Version Pop *WHE
4 Downloads 12 ¥ Disco Heaven 3l Lagy Gata The Fama Monster Delane Version) Re  EEERR
SHARID
canis
e D e S S el

— It’s possible to make a huge Playlist that holds many more songs
than will fit on one CD. When you put in the first disc and click the “Burn Disc”
button, iTunes will warn you that it will take more than one disc. Click OK; iTunes
tells you when the first disc is full, ejects the completed disc, and asks you to
insert another blank disc.
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Watch Movies in iTunes

You can buy movies or television shows and watch them directly in iTunes. If you
buy an Apple TV device and have a wireless system and widescreen Tv in your
home, you can stream the movies and shows from your computer to your television.
(To do so, you'll have to read the directions that come with the Apple TV.)

To watch a movie or TV show in iTunes on your computer:

1 Go to the iTunes Store and buy a movie or television show. After it downloads,
it appears in the Library pane under “Movies” or “T'V Shows”

2 Select “Movies” or “TV Shows,” then double-click the name of the movie or
show. The film immediately opens in the iTunes window, as shown below.

To view it full-screen, either click the arrows (circled below) or hit Command F.

Grid view shows re-sizeable thumbnails of your movies.

8 “ n R —
A ()R e @ D = ON CERTIS Resize the
[FREN AT . : .
LIBRARY 1 @D Genres  Unwatched ' O — ] '—thumbnal|s.
-
I Books
i Ao
A Ringrones
A Radia
STORE
] MMunes Store
3 Ping
E] Purchased
§ Downloads
SHARED
CEMILS
PLAYLISTS
L. B an § .E
To quit
the movie,
click here.

These controls appear when
you hover the pointer over
the playing movie.

Full-screen mode.
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Listen to Radio from around the World

You can listen to radio from around the world with the click of a button. In the
Sidebar, click the “Radio” icon, circled below. Double-click a category to see the
variety of stations available in that genre, and double-click the radio stream you
want to listen to. Amazing.

o ===l
LERARY Stream - Bit Rate Camments
7 music ¥ Adult Contemporary.
15 mervies * Aernaster Rock
21TV $acws * Ambient
T B (30 streams)
& i Abasiute Blues Mits (1.FM TV #4 kbps  LIM'S Cladsic and modern Bhaes Bty chan
AR SLULY 138 kbps 100 % BLULS
2 Bait D Anpes Clubibing B8 kios Jaaa of Bwen au Al du Missisnin(E o ) w...
5] Mnes Store Bar fockin’ Boes ichibimradio.com} 826 kims As close so Chicago's biues clubs as you o
3 Aing g R Radio - Buss M 125 kops Bwes FM the bast Biues on the nett
4 Downloads Bues Cssies 125 kips American Blues lassies of the 303 1o the 7.
SHAMD 128 b Cajun, Zrdevn sod Raywu faveriies.
£ ome 3 CALMADIO.COM - BLUES - rox Sampler 128 ki Bams music rom Howlin Woll, 88 King. Jo.

Charlivtomn Buss 118 kb Al bt the Boet

Audiobooks in iTunes
You can buy and listen to audiobooks directly in iTunes.
To buy an audiobook, go to the iTunes Store, select the “Audiobooks” tab, then shop.

To play an audiobook once you've bought and downloaded it, hover over its
thumbnail, then click the “Play” button that appears (circled, below).

<——The books and PDFs
shown in this top
section are not
audiobooks; they are
files John downloaded
to his iPad. They appear
in iTunes because this

is where he syncs to his
mobile devices.
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iTunes DJ, Genius Playlist, and Genius Sidebar

Why go to the trouble of making Playlists when iTunes will do it for you? Click
iTunes DJ in the Sidebar. iTunes automatically picks songs from your Music
collection and creates a random mix that updates after each song. You can change
all songs in the list (click the “Refresh” button in the bottom-right corner), or
reorder it (drag items up or down in the list) at any time.

Click the “Settings...” button (bottom-left corner) to determine how many songs
appear in the list at a time. If you've downloaded the free iPhone or iPod Touch app
called “Remote,” you can give permission to guests to wirelessly request songs and
to vote for songs (the vote controls when a song plays) —a good party app.

Update
A=~ : o o e ab Verond O mmCee the Genlus
. B P|ay|lst.
| Lnany Time Antist Canre Mating Fays
I3 Musie Pap *mx ol
1 Movies Roch |
21TV Shown Fan L |
T Podcass g A |
ot - e Jep—— | iTunes DJ
1 gl 2% The Beaties The Beaties 19631 Mok | Pl |
s - - - aylist.
& Munts Seece: 1 e Decams 248 Moy Drbisen 18 Bggest His: Ma . Resth |
2 Ang & Pagerhac Witk 2019 Tha Bastier Tha Beates 1962-1.. Resk 1
=) Purehaied 5 SrownDyes 403 Lagy Gaba The Fame Mosszer . Pop |
+ Dowsioads 6 B baros 252 Moy Orboen 16 Bygest s Ao, Rtk |
F s 7 Goly the Lanely (know the ey L 236 Aoy rbian 16 Biggess Wes: ks Bock |
B LoveCame 336 Lagy Cala The Fame Mossser . Pop 'l
| canmg 3 et Durs heght 35 The Beaties The Bearies 1962-1,., Nock |
10 Sprestieis 431 Lacy Gaca The Fame Mosaser. Pap -l
%. e WP TI— T e

Or instead of creating a random Playlist, create an automatic Genius Playlist of
songs based on the current selection: Click the Genius Playlist in the Sidebar. iTunes
automatically creates a Playlist of songs from your library similar to the current song.

The Genius Sidebar (which appears on the right side of iTunes) recommends songs
from the iTunes Store, based on your current selection.

To show the Genius Sidebar, click the Show Genius Sidebar button (bottom-right).
To hear previews of recommended songs, click the button next to the song.

To buy a suggested song, click the “Buy” button.

¥ Oxulud bx Infarn &35 Sympndny X L 4 The Pewer ol Love Th G N
¥ A Rty Just Like You 294 john Denver & The... A Frankn Goos ks Hobywood e enius
¥ Let's Dance X17 Chris Montez L Soary Seemi 16 B4 the Ma_. T
¥ Taan Bast (Ra-Racorded) 234 Sandy Nelion il ' Eoniom Sidebar
¥ Ppetine 223 The Ventures < b recommends
¥ Hammer To Fad 5:36 Queen Cry i
5:42 Jon Boa Jowi Be of Contusion

¥ SamaFe I

songs for you.

Refresh the Genius list. Show/Hide Genius Sidebar.

Genius Playlist.
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Print a CD Cover Insert

You can print in a variety of ways from iTunes. This is great when you've burned
your own collection of music to play in the car and want to keep your travel music
discs labeled and organized.
1 Select a Playlist, then hit Command P to print, or go to the File menu and
choose “Print...”

2 Experiment with the options in the window that opens (below).
Choose a“Print” option, then choose a “Theme” for that print option.

Print "Lady GaGa favs"

Print: (s) CD jewel case insert
(_)Song list
() Album list

Theme: | Mosaic 3 B
Prints a collage of available album 3

artwork from the songs in your
selected playlist or library. The back
also features the album artwork.
Prints in full color.

L?
THE FAME MONSTER

| Page Setup... | | Ccancel |

Socialize Musically With Ping

Ping is a social network for music that’s built right into iTunes. Follow your favorite
artists and friends, see what music they’re buying, and read their comments about
albums and songs. You can also allow others to follow your own song choices and

read comments that you choose to post on Ping.

To get started, click the “Ping” option in the Sidebar, then click the “Turn On Ping”
button, shown below. Follow the instructions on the screen to create a new Ping
account, then start following the artists, celebrities, and friends you're interested in.
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Tune in to Visual Effects

To see visual effects that react to the music you're playing, turn on the beautiful
iTunes Visualizer.

1 Choose a visualizer: Go to the View menu and choose “Show Visualizer” From
the sub-menu, choose one of the options. “ITunes Visualizer” is the most
current version; “iTunes Classic Visualizer” is from previous operating
systems, but still impressive.

2 Go to the View menu again and choose “Show Visualizer”
Or press Command T to toggle the visualizer on and off.

3 To show the visualizer effects full screen, from the View menu, choose
“Full Screen” Or press Command F to toggle between full-screen view
and a normal iTunes window view (shown below).

For fun, from the View menu, choose “iTunes Visualizer,” then choose “iTunes
Classic Visualizer;” then tap these keyboard commands to alter the visualizer effects:

I display track info

C toggle auto-cycle

F toggle freeze mode

L toggle camera lock

N toggle nebula mode

P change the color palette

R change the mode (very fun; tap it every few seconds).

Tear it up
Cuee ve Al Wenibley 'S5 (e 1) A
174 ce—— o 44
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Unlock and

duplicate images

Crop, color adjust,

and resize images

Make screenshots

Save files into other formats
Search PDFs

Create PDF Bookmarks

for easy retrieval of files

Copy text from a PDF
to paste into another

document as editable text

Annotate and
mark up a PDF

Fill in PDF forms

Print documents in a

variety of ways
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Preview for Viewing
Images, PDFs, and more

The small picture-viewing application called Preview does a
great deal more than merely display photographs for you. It’s
actually quite a powerful program in which you can open and
annotate PDFs (even add your signature to a PDF), change file
formats, crop images, adjust image color or size, make screen

shots of what you see on your screen, and more.

As in any of the lessons in this book, we cannot explain every
single menu command or preference! But take a few moments

to explore the possibilities in the menus and preferences.
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Open an Image or Folder of Images

If you haven’t changed the default settings, you can just double-click images or PDFs

and they open in Preview. Preview is in your Dock (if not, see page 22 to put it there).

Click the second button to view
the image plus the Sidebar.

eoo ¢ Camel ride.jpg (2 ag! pages) i Full-Screen
=] o =) mode; see
Zoom Move - Lo — -
- = = i page 54.

Deep relie
stone art.jpg

]

=

Egyptian temple
ruins.jpg

Drag anywhere on this edge to resize the Sidebar and thumbnails.

To open an image (or multiple images) in Preview, do any of the following:
B Double-click the file.

B Drag one or more images (or PDF files) into the Sidebar.

B Drag-and-drop an image or PDF onto the Preview icon in the Dock.

You can drag an entire folder of images to the Preview icon and they will
all open and display themselves in the Sidebar, as shown above.

B Control-click an image, select “Open With,” and choose “Preview”

To view multiple images as a contact sheet, click the Contact Sheet
button in the Toolbar (shown to the right). To enlarge or reduce the

image sizes in Contact Sheet view, click the + and — zoom buttons
in the Toolbar.
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Unlock or Duplicate to Make Versions

The moment you try to make any change to an image, a small sheet drops down
asking you to Unlock or Duplicate the file (shown below-left).

If you unlock the image, your changes will be made to the original file.

If you choose to duplicate the image (unlock it first), a copy or new version of
the image appears in front of you, as shown below-right. It appears to have a
new name, but this is just fooling you—nothing will be saved until you press
Command S (or go to the File menu and choose “Save..”) and rename it

i Mo iy e, 1 i, 1 il g Ltk + . n Aruba stybe bus jog copy

R a0 ol ¢ Elooma
\ Sar s

A little message appears in the title bar whenever there are unsaved changes
(“Edited). Each time you save (Command S) this duplicate file, a new version is
created for you. Whether or not “Edited” or “Locked” is visible, you can always
single-click on the title bar (a disclosure triangle appears when you hover the pointer

over it), and choose to “Browse All Versions.” See pages 58—59 for more details.

These are the versions
you have saved, or that
Preview automatically
saved for you every
hour. Click any title bar
to bring it to the front,
or use the time slider to
view other versions.

Slide the cursor all the
way to the top of the
screen to display the
Preview menu bar.
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Crop an Image

You can crop any photograph or other image very easily in Preview. When you crop
an image, the part you remove is gone from the original image forever. You might
want to make a duplicate of the file before you crop (see previous page).

To crop a photograph or other image:

1 Open the image in Preview.

2 Click the “Select” button in the Toolbar and choose a Selection tool from the
pop-up menu. You can crop into a circle, oval, rectangle, or use the lasso tool
to draw a shape.

3 To resize the cropped area, drag any of the tiny round “handles” that you see
on each corner and side (you won't get handles on a lasso selection).

4 To move the cropped area to a different part of the image, press in the middle
of the cropping box and drag.

To cancel, press the Escape (esc) key, or click outside the selected crop area.

5 When you are ready to crop, go to the Tools menu in the upper menu bar

and choose “Crop.” Or press Command K.

A selection made with the The cropped image.
Rectangular Selection Tool.
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Adjust Image Colors or Size

Preview can do some limited editing of graphic images and photos (use the Tools
menu). You can crop, as explained on the opposite page, and also resize, rotate, and
resample (change the pixels per inch). And you have some pretty powerful color
adjustments available. The only way to learn how to use them is to experiment!

Always save a duplicate of the original before you start experimenting.

To adjust the color (or the size) of an image:

0 Adjust Color - Bourbon Street Accordian.tif

1 Open an image in Preview.

2 From the Tools menu, choose “Adjust
Color..” or “Adjust Size...”; choose whether
to unlock or duplicate (see page 203). a
To adjust size, fill in the fields; to adjust (Auro Levels)

Exposure:

color, you'll see the panel shown to the right.

3 Move the sliders left and right to see what
the options do. The image immediately
changes as you adjust the sliders. You can
always click the button (circled, right) to
“Reset All” and restore the image to the
way it looked in the first place. F—

4 When you're satisfied with the changes, (Resetall)

press Command S to save. Then you can

carry on with more changes that you can Reset all settings.
choose to save or not. Don’t forget that your

Mac is saving various versions for you (see page 203).

[ Xaksl W Bourbon Strest Accordism il tal ano W Bourbon Street Accordian.tf

(8 & | o o « BElDom@ic
1 Seht domoeaty Vo

The original image. The color-adjusted image.
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Make Screenshots using Preview

A screenshot is a picture of what your screen looks like at that moment. It’s
useful when you need to show someone a problem on your screen, or to show off
something cool that’s only on your Mac. Use it to show a comp of your design idea to
a client or instead of a large photograph that is too big to reasonably put in email.

To make a screenshot:

1 Open Preview.

2 Go to the File menu, slide down to “Take Screen Shot,” then choose either:

From Selection: A crosshair icon appears. Press-and-drag around an area to
take a screenshot of just that area. When you let go, it takes the shot.

From Window: A camera icon appears, shown below. As you move the
camera icon on top of different windows on your screen, it highlights each
one in blue. When the window you want is highlighted, single-click. It takes a
picture of the entire window, whether or not you can see the whole thing.

From Entire Screen: Preview gives you ten seconds to get your screen set up
the way you want it for a screenshot. For instance, you might want a picture
of a particular menu with its submenu visible. After ten seconds, Preview
snaps a screenshot of the entire screen.

The screenshot immediately and automatically opens in Preview. From the File
menu, choose “Save...” Choose a format, name the file, and save in a location of
your choice.

oS
Also see page 444

T Airdrop ﬁ ) to learn how to
- Desktop iWeb.app LAUNERpa AP

B Dekicp take screenshots
b Kl with keyboard

T Documents

=% shortcuts.

) Downloads
[ mevies
J2 Music 1 b ‘ ‘
@ Pictures fod 2 K =
=8 the window you want to capture.
Jt iMac = g 4 :'-; -
| Robin's Office Mac 2 S
U jr-imac

Ll MacBaakPra-0017F2CDBETD Pnoto Booth.app Preview.app
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|mport |mages from a Camera or Scanner

If you have an image device connected, such as a camera, a digital photo card reader,
or a scanner, you can use Preview to import images.

From the File menu, choose “Import from Camera...” or “Import from Scanner...”

If your scanner doesn’t appear in the “Import from Scanner..” menu, go online and
search for the latest “driver” software for that scanner. After you download and
install the driver, the scanner name should appear in the menu.

Save an |mage as Another Format

Sometimes you need a file in another format. For instance, maybe the file is in the
file format called jpG from your camera, but you need it in the format called TIFF
because you need to put it in a brochure that’s going to be printed on a professional
press. Or maybe you have a large PNG file and you want a smaller jpG of the image.

To change a document into another file type:

1 Open the original image.
2 Make a duplicate of the file: Single-click on the title bar and choose “Duplicate,’

or go to the File menu and choose “Duplicate”

3 When the duplicate opens, go back to the File menu and choose “Save..”
or “Export...”

4 In the dialog box that opens, click the “Format” pop-up menu to choose a file
format. Set any necessary adjustments. Name the file. Click “Save”

noe Carnel ride. jog copy

I J |- IS |

Zoom Mow Jext Seimt  Acootae o= Sy

i burrs & eamal il

Where: | L2 Deskton

Format: | TiE !
Compression: | Hone s = Deving [ Dench sheas
s [ Documenti [ mCamvas images
[ 5 phoses
[ ovies 0 iChat b
[ERSEEPESE,
il robin

OpeniXR
POF
Formal & PNC
_11"
New Folder Cancel Save
Choosing different formats will provide Click the disclosure triangle circled
you with different adjustment options above to view the larger pane.

specific to that format.
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Thumbnails view shows page thumbnails in a Sidebar.
eno 4] Taverns_TSP.pdf (page 5 of|11) o
(a a|(ofAND) (2] L'q

Preview for Viewing Images and PDFs

Working with PDFs

Everyone uses PDFs these days (Portable Document Format files). If you want a few

more options in working with your pDFs, check out what you can do in Preview.

Display Facing pages or continuous pages

You can display facing pages of PDF documents, as in a book (the first page will always
display alone, like the first page of a book). This works whether or not the person who
created the PDF saved the file in the “Spreads” format (which combines facing pages

in the PDE). In fact, even if someone did create the PDF pages in spreads, you can view
them in Preview as individual pages. This comes in very handy when you need to print

the document but don’t want to print two-page spreads on one page.

¥ Taverns_TSP.pit

Tell them. b €dwiard e vo death o Civizen.
Dby for saying, b won ris S

5 bis i ek it Epareene s inadioesd briss Himtpr,
Wihiles you begwile the vime, Which, by the Sign thereod, was rermed so,
aannel fovsd v kisom lelige

Wil vavwing of the T,

To switch back and forth from single pages to facing pages (above), go to the
View menu, then choose “Single Page” or “Two Pages” Choose “Continuous Scroll”

to show the PDF document as one long, scrolling page.

You can open multiple PDFs simultaneously—just drag the files into the Sidebar, or
drop them on top of the Preview icon in the Dock. Try viewing them in the Contact

Sheet view; click its button in the Toolbar.
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Search a PDF

The search feature in Preview is quite amazing. Use the standard keyboard shortcut
for “Find”: Command F. Once you have found an instance on the page, press
Command G to find the next instance. These are the same shortcuts you've probably
used in Safari to find text on a web page or in TextEdit to find text in your document.

To search a PDF:

1 Open a PDF document, press Command F (or just click in the Search field),
then type the word or phrase you want to find in the document.

2 The Sidebar opens to show a summary of the search results. Use the buttons
at the top of the Sidebar to choose how to sort the results: “Search Rank”
(number of matches per page) or “Page Order”

3 Asyou type, Preview starts finding and highlighting words that match.
The more letters you type, the fewer matches are found.

4 In the Sidebar summary of results, click any item to go directly to that page.
Click the Previous and Next buttons to cycle through the matches found.
Or press Command G to go to the next match in the document.

Click here to clear all search results.

All search results are highlighted. Search field.

Choose how
to sort search

w TimeCapsule_SetupCulde.pdf (page 27 of 401
(= E | @ | (G Time Capsule
Widw

results.
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results |ISt, * The s reset 10 Apple JOOKKX whers: JOUGOKK 1 replaced
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to jump to it. B hrstone :
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10 the madkm via EXhamit Bafore fConndcting power 1o the modem

209



Lesson 11 Preview for Viewing Images and PDFs

Create bookmarks in a PDF

A Bookmark puts the name of a file in the Bookmarks menu of Preview so you

can open the document or photograph immediately without having to go look for
it—open Preview, then choose a Bookmark listed in the Bookmarks menu (below-
right), and the PDF file opens and displays that particular page. This is an easy way

to quickly access important pages from different documents.

To make a bookmark, open a document or image, then press Command D (or from
the Bookmarks menu, choose “Add Bookmark...” as shown below-left). You will be
asked to name the bookmark. Give it a name that you'll recognize in a list.

If the PDF is a multipage document, you can make several bookmarks for the
same document, each one to a different page. Just make sure you are viewing
the page you want to bookmark before you press Command D.

Add Bookmark... #D Add Bookmark... #D
Edit Bookmarks... Edit Bookmarks...

TSP_DeadWomen.pdf, page 3 TSP_DeadWomen.pdf, page 3
theShakespearePapers_Taverns.pdf, page 5 theShakespearePapers_Taverns.pdf, page 5
TimeCapsule_Interference.pdf, page 30 TimeCapsule_Interference.pdf, page 30

To open a bookmarked file, open Preview, go to the Bookmarks menu, and choose
the bookmark name from the list at the bottom of the menu (above-right).

To edit the name or to remove a bookmark, go to the Bookmarks menu
and choose “Edit Bookmarks...” The Preview preferences window opens, shown

below. Click the “Bookmarks” icon in the Toolbar, then:
To delete a file, single-click the file name, then click the “Remove” button.

To edit the file name, double-click its name, then edit.

806 okmarks

o | [T I VA

PDi natures

General Images
Bookmark Name N~ File Page
TSP_DeadWomen.pdf, page 3 fUsers/jt/Des...Women_v5.pdf 3

theShakespearePapers_Taverns.p... fUsers/jt/Des...averns_TSP.pdf 5
TimeCapsule_Interference.pdf, p... /Users/jt/Des...etupGuide.pdf 30

| Remove | No Selection
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Copy text from a PDF to paste elsewhere

You can copy text from a PDF file (as long as the person sending it to you hasn't
locked it) and paste it into any other document as editable text. Or you can copy

a section of text as a graphic and paste it into another document as a graphic image
that can be resized as a unit.

To copy text:

1 Select the Text tool, shown circled below, or press Command 2.

2 Press-and-drag over the text you want to select.

To select just a vertical portion of text, as in one column, hold down the
Option key before you start to drag, and keep it held down as you drag.

3 From the Edit menu, choose “Copy,” or press Command C.
Open your other document and paste it in (Command V).
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To copy any part of a PDF as a graphic, click the “Select” button in the Toolbar
(shown below). Press-and-drag in the PDF document to select an area you want
to copy. Go to the Edit menu and choose “Copy” (or press Command C).

Now you can go to any document in any application and paste that graphic in.
To paste it, open the other document, press Command V, or go to the Edit menu
and choose “Paste”
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Annotate a PDF

You can add comments, highlights, shapes, and more to PDFs to call out items for
other readers. The “Annotate” button should be in the Toolbar (if not, go to the View
menu, choose “Customize Toolbar...,” and drag it into the Toolbar).

To create a text note on a PDF:
1 In an open PDF, click the “Annotate” button in the Toolbar to display the tools.

Then click the “Note” button in the annotation tools.

2 Single-click on the page where you need a note or comment.
Preview places a small Note symbol on the page and immediately
creates a text Note in a Sidebar.

3 To type the Note, just start typing; the text appears in the Sidebar.
By default, Preview adds your name and the date to the note
(see the Preview preferences if you want to change that).

4 To move a Note symbol, drag it; the Note text (in the Sidebar) will align itself
with the Note symbol.

5 To delete a Note, single-click its symbol to select it, then hit Delete.

Annotations Toolbar. The “Note” button is selected.
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To draw an oval or rectangle annotation:

1 Open a PDF; click the “Annotate” button in the Toolbar.
Double-click the Shape button (the first button) in the annotations Toolbar.

To create an oval, select “Oval” from the pop-up menu.
To create a rectangle, select “Rectangle” from the pop-up menu.
2 With the tool, drag anywhere on the page to create a shape.

3 To resize a shape, single-click to select it, then drag the handles to resize.

4 To move a shape, single-click the shape, then drag the shape around the page.

5 To delete a shape, single-click the shape to select it, then hit Delete.

Also experiment with the other annotation tools to highlight, underline, or strike

through text.

To delete an annotation:

1 Open a pDF that has annotations in it; click the “Annotate” button in the Toolbar.

Double-click the Shape button (the first button) in the annotations Toolbar.

2 Select an item in the list to show it in the Preview window.
To delete an annotation, select it in this list, then hit the Delete key.

Show Annotations List.

enao 4| QuickTime Five [Fips.pof (page 4 of 7) — Edited
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Create a link on an existing PDF

You can create live links in any PDF; send the PDF on to someone else and the link
still works. The link can go to any web page, in which case clicking on it opens Safari
to that page. Or the link can go to another page in the same document. For instance,
you might have a report with a table of contents—you can create links from the
table of contents to the actual pages in the PDE.

To create a link:

1 Open a PDF, click the “Annotate” button in the Toolbar.
Single-click the “Link” button in the Annotation Toolbar.

2 Drag over some text or an image where you want to create a link. What the text
says on the page has nothing to do with what you will enter as a link.

3 Preview automatically draws a diagonal pattern on top of the area you just
selected, indicating this is the hotspot that holds the link information.

4 A link info bar appears next to your selection (shown below).

Single-click the pop-up menu at the left end of that bar and choose
the type of link you want to create: “Page” (a page in this document)

or “URL” (a web address).

Link info bar. Click here to create or show links.

(- Na ] |&] TheShakespearePapers_Cauldron.pdf (page 1 of 20) — Edited "l
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If you choose to link to a URL (as shown on the previous page), type the entire web
address including kttp:// (or whatever it is) into the link info bar.

If you choose to link to another page in the PDF document (below), type the page
number to which you want to link into the link info bar.

ano & TheShakespearePapers Cauldron.ndf (sage | of 200 — Fdies 'l

The shaded area
will be the link.

In the document, the links are invisible unless you click the “Links” button in the
Annotations Toolbar. When someone moves her pointer over a hotspot link, the
pointer turns into a hand, and the link address appears in a yellow tooltip (below).

ano ‘TheShakespearePapers_Cauldron pdf ipage 1 of 200 — Edited
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Digitize your actual signature for PDFs

When someone sends you a PDF document that requires your signature, you can
create a digital version of your real signature, size it, and place it in the document.

To create a signature:
1 Open a PDF in Preview. Go to the page that needs a signature.

2 Click the “Annotate” button in the Toolbar. In the bar of annotation tools that
slides down from the Toolbar (below, left), click the “Signature” button.

3 In the pop-up menu, select “Create Signature from (name of your camera)”

4 The “Signature Capture” window opens. Sign your name on a piece of white
paper, then hold the paper up to the Mac’s camera and align it with the blue
line (below, right).

5 Click the “Accept” button (circled, below-right).

Caildron.odf (page 1 of 20) L LX) Soratwe Coptums
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To size and place a signature:

1 Click the “Signature” button again; from the pop-up menu, select the signature
you want to use. You can store multiple signatures in Preview.

2 Drag the pointer on the page. The drag determines the size of the signature,
which can be adjusted later, if necessary, by selecting it and dragging the
handles that appear when selected.

enn < Agresment. pel (page € of 7)

Croase Sagastuns trom F3ciTima HO Camara (But-n)

Marage Sgnateies
Select a signature you created. To reposition the signature, drag it.
Click “Manage Signatures...” To resize the signature, drag the handles.

to add or delete signatures.
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Fill in PDF forms

You can actually fill in some web forms right on your screen, if the forms have been
properly created. Then you can print the fully completed form, instead of printing it
first and then filling it in by hand.

The PDF must have been created and saved in such a way that it has fields ready for
you to enter data. That is, you just can’t start entering data into any old PDF—it must
be an actual form format.

To fill in a PDF form:

1 Open an appropriate PDF form in Preview. The example below is a tax form
downloaded from the Irs site.

2 Click on the Text tool, shown circled below.

3 Click in the area where you are supposed to enter data. An insertion point
appears and the text field becomes visible, as shown below.

4 Type! Be sure to save regularly.

|¢] f1040ez.pdf (page 1 of 2) — Edited e
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here. 2 Taxable interest. If the total is over $1,500, you cannot use Form 1040EZ. 2

217



Lesson 11 Preview for Viewing Images and PDFs

Print or Fax from Preview
You can print or fax any image or document from Preview.

To print an image or document:
1 If you have multiple images open in Preview, select the ones you want
to print: Command-click to choose them from the Sidebar or from
the Contact Sheet view.

2 From the File menu, choose “Print...”

A Print dialog sheet slides down from the title bar, shown below. Spend a few
minutes looking through all the options; click on the menu that says “Preview”
to see more options. You can experiment with different settings and see how
they affect the preview on the left.

3 When you're satisfied with your settings, click “Print”

206 /% Petra.jpg (2 documents, 2 total pages) ¥
ENEER RN - R - =
Zoom Move Text Select Annotate View Search

Printer: | € Color Phaser@Robin's Office 2

Presets: | Default Settings &

Copies: 1‘ _J ] Two-Sided
Pages: (=) All
(JFrom: 1 to: |1
(_)Selected Images in Sidebar

Paper Size: | US Letter 4| 850 by 11.00 inches

EAuto Rotate

()Scale: 249 %
(*)Scale to Fit: (=) Print Entire Image
(_JFill Entire Paper

Copies per page: | 1 3

!_'.?‘ | PDF | | Hide Details | | Cancel | Print
|

Click here to collapse this Print dialog sheet
to a smaller, less detailed dialog sheet.
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To fax an image or document:

Not many computers today have an internal (or external) modem installed, and you
can’t fax without one. You must have a modem to fax, and it must be connected
with a phone cable to a telephone outlet—you can’t fax over the Internet.

If your Mac has a modem that is connected to a phone line, it is automatically
configured to send faxes.

1 From the File menu, choose “Print...”

2 Click the “PDF” button in the bottom- Hide Details |
left corner of the Print dialog sheet. Dpep PO in Preview
ave as PDF...

Save as PostScript..

3 Choose “Fax PDF...”

Add PDF to iTunes
. Mail PDF
this to. Save PDF to Web Receipts Folder

4 Enter the fax number you want to send

5 Click the “Fax” button.
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Use the App Store

to get more tools!

Use the Burn Folder

to collect files for burning
toa CD or DVD

Create bookmarks
in DVDs

Create a PDF from any file

Use Font Book to preview
and install fonts

Keep track of your life
with Stickies

Use Photo Booth
to take still shots

and movies of yourself

Make movie and audio

clips to share online with

QuickTime Player

s



LESSON 12

Miscellaneous
Tools on Your Mac

Your Mac has a number of great tools in the form of small
applications, some of which get overlooked. This lesson
introduces you to some features and possibilities that you

might not be taking advantage of yet.

Burn Folders make it easy to keep track of items you want to
burn onto discs at a later date. The pvD Player has some great
features that may surprise you, especially if you teach a class
and use DVDs as part of your presentation. You'll be surprised
how easy it is to create a PDF from any file. Font management
is simple when you use Font Book. Applications like Stickies
and Photo Booth are both useful and fun. And QuickTime
Player makes creating, editing, and sharing video and audio

files easy and fast.

Take a look at what you may have been missing!
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The App Store: A Shop in Your Dock

The App Store icon in the Dock puts you a click away from Apple’s online App
Store where you can shop for all kinds of applications, browse app categories, read

reviews and view average ratings, update an app, or buy a new one and download
it directly to your Mac. Downloaded apps are automatically installed and appear in
Launchpad, ready to go.

Click here to connect to the App Store.

|
Click Launchpad to access apps you downloaded from the App Store.

You need an Apple account and an active Internet connection. If you don’t already
have an Apple account, you can create one after you click a “Buy” button, or click the
“Account” link in the “Quick Links” section of the App Store window (circled, below).

Click to exit the Choose how to Review purchases or
App Store. view the App Store. download app updates. ~ Search for apps.
800 [ar (.A. * = S q
—_— Featured  Top Charts  Categories J\ Purchases  Updates
N - o > 4
FX Photo Studio PRO

Fantastical

NDIARATE 2
Type out an event on the fly and this ingenious app 1 e
instantly adds the details to your calendar. MAVENTURE CONTINUES

Quick Links

New and Noteworthy seecall>

= Welcome John
Hype Modern Combat: Do, Weather HD Account
S g Craphics & Des | Games Weather
T S L8] 0 Ratings drfrdedrvr 68 Ratings Redasm
y | & "y P - Support

All Categories

still Life 2 - Director — Carousel f B | Mixtab Life '11
Game m Social Networking | News Work
& [~] # &k & 14 Ratings E Rt 2 8 1 17 Ratings
|. T Mkl B e Personal Projects

Better Together
Gorgeous Games

Avenfie Flo: Special Sparrow Hockey Nations 2011 Macs In Class
N Productivity E ) Popular Puzzlers
’ # ok &k 01 Ratings B s Playtime With Mac

[ sasssuy [+]

To select and app, and learn more about it,
click the price button, the app name, or the app icon.
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When you find the app you want and go to its page, click the “Buy” button. A confir-
mation sheet slides down from the title bar to let you know that after you click the
“Buy” button, your credit card will be charged (the credit card you used to set up an
Apple account), and your app will begin to download immediately.

— = = e =
00© [4.pr] 3z o ®
—— Featured  Top Charts  Categories  Purchased  Updates
Are you sure you want to buy and download Hype?
, H Your credit card will be charged for this purchase and your app will begin
_A e 1o downlead immediately.
\\h ‘?‘ % || Don't ask me about purchasing from the Mac App Stare again.
i — r
4 ((Concel ) ([
4. Whars New T VeTsTon T
- Fixed issue where the preview/export could be blank Tumult Web Site >

$29.99 Buy n - Fixed issue with deleting duplicated scenes using buttons...

More Hype Suppart >

Information

Category: Graphics & Design
Updated: May 27, 2011
Current Version: 1.0.1

Size: 2.7 MB

Language: English

Seller: Tumult Inc.

© 2011 Tumult Inc.

Rated 4+

Requirements
Mac 05 X 10.6.6 or later

More by Tumult

The download process places the new app in your Applications folder, and it is also

accessible from Launchpad. Third-party apps (those not from Apple) appear in
Launchpad on a secondary screen, not the first screen (reserved for Apple applica-
tions) that appears when you enter Launchpad.

To access the additional screens in Launchpad, first click the Launchpad icon in
the Dock, then do one of the following:

B On a Magic Mouse, swipe left with one finger on the mouse surface.

B On a Multi-Touch trackpad, swipe left with two fingers on the surface.

® Click one of the small dots that appears near the bottom of the Launchpad
screen, but above the Dock. The white dot indicates which Launchpad screen
is currently visible.

B Tap the right arrow key to go to the next Launchpad screen; tap the left arrow
key to return to the previous screen.
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Use a Burn Folder to Burn a CD or DVD

You need to make backups of your important work, as well as any applications,
fonts, or other files that you download straight from the Internet.

The steps to burn data files (not music cbs or DVD movies) onto a disc are below (to
burn a music cD, see page 194). A cD holds about 650 megabytes; a single-layer bvD
holds about 4.3 gigabytes, even though the package might say it holds 4.7.

Using a Burn Folder makes it very easy to collect your files over a period of time
and then to burn a disc when you're ready. You just drop items into this special
folder; your Mac actually puts aliases of the files in the Burn Folder (see page 443
for details on aliases) and leaves the originals in their original locations. This means
that after you burn the disc, you can throw away the entire Burn Folder without
destroying any original files.

The great thing is that you can collect items you want to burn without having to
actually burn the disc at that moment—you can collect files over the span of a
project and when finished, you have a folder ready to back up onto a disc.

To create a Burn Folder, put files inside, and burn it:

1 Open a Finder window. Select the folder in which you want the Burn Folder to
appear (you can move it at any time).

2 From the File menu, choose “New Burn Folder”

3 A folder with the “Burn” symbol on it (below) appears in the selected window.

8eo0e (&1 Burn F

<= fE _II::l i | | 3~
FAVORITES Burn Folder
| his B Fold @ AirDrop Folders Folders
p.ut this Burn Folder AAppn(auuns 20 Movies [ beach shots
in my Home folder. [ Documents & Public 4 BriannaNora
Then | dragged it into A Njum @ Pictures Documents
. .y @ Pictures {1 Downloads
the Sidebar so it’s B et @ Documents & Forever Young ChrisDiestler.tif
accessible no matter # Burn Folder 5 F”Qa‘;B”d_-JDQ
' viewing. —— DaEkio % greenBug.jpg
what folder I'm viewing. By Folder e J'J'L Missic P ’ Horror High party poster.tif
SHARED e
DEVICES
6 items, minimum disc size: 262.3 MB ]
The files in the Burn Folder are all aliases— Click this refresh button to
you can tell by the teeny weeny curved keep track of how much storage
arrows in the bottom-left corner of each icon. space you need for the files.
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4 To put a file or a folder in the Burn Folder for later, just drag the original
file or folder and drop it into the Burn Folder, either in the Sidebar or in its
real location. Your Mac puts an alias of the file into the Burn Folder and the
original stays right where it was, safe and sound.

5 To burn the folder onto a disc, first insert a blank cb or DVD.

6 Then select the Burn Folder, either the Sidebar icon or the actual folder that
you made earlier. A dark gray bar across the top of the window appears with
a “Burn” button, as shown circled on the opposite page.

Click that “Burn” button to start the process. You will be asked to first name
the disc.

—— As mentioned, to make the whole process easier, drag the Burn
Folder into the Sidebar of any Finder window; you can drop files directly on that
folder while it’s in the Sidebar. The folder displays a burn icon next to it—you can
single-click that burn icon to start the process.

—— You can make as many Burn Folders as you want. Rename them like
any other folder. This makes it easy to have a separate Burn Folder for each project.

To check the amount of storage space used in the folder:

1 Single-click the Burn Folder icon. © 0 O [ Burn Folder Info
“~— Burn Folder 7 MB
2 Press Command I to display the Info window. L vodified: Today 8:35 pM
3 Click the disclosure triangle next to “Burning”
4 Click the “Calculate” button to see how much e
Kind: Burn Folder
you have collected in the folder. S L A R
Where:. /Users/RobinAir
Created: Today 8:34 PM
You can also check the status bar at the bottom of Modifed: Today 535 PH

Label: x

the Burn Folder window, as shown on the opposite

(] Locked

page. The text in the status bar tells you how many I i
items are there, and how much disc space will be e
. . B . . DeuiFe No disc is available
required. (If the status bar isn’t showing in the e By
window, go to the View menu and choose “Show jictiaing]
¥ Preview:
Status Bar.") ¥ Sharing & Permissions:

— If you change your mind and want to take an unburned disc out of the
Mac, Control-click (or right-click) on the disk icon and choose “Eject disk name.”

225



Lesson 12

DVD Player

226

Miscellaneous Tools on Your Mac

DVD Player

Besides playing your pvDs and allowing you to control viewing as you do on a DVD
player connected to your television, this DVD Player has several special tricks.

Display the thumbnail bar and controls
When a video plays in full screen mode (Command F), do the following:
To see the DVD playback controls, move your pointer anywhere on the screen
and they appear.
To see the thumbnail bar that displays chapter markers, bookmarks,
and video clips, move your pointer near the top of the screen.

To show the DVD application menu bar, move your pointer all the way

to the top of the screen.

These same controls can be found in the floating DvD player, in the Window menu,

and in the Controls menu (important to know if you're not using full-screen view).

Create bookmarks to find specific points in the video

A bookmark lets you skip immediately to certain points in the video that you
choose. That is, you are not limited to the chapter markers that were created when
the bvD was made. These bookmarks are not stored with the DvD; they are stored
only on the Mac on which they were made. If you loan the bvD to anyone, it will not

include your bookmarks.

To create a bookmark:
1 Start a DVD.

2 Go to the Window menu and choose “Bookmarks.” The Bookmarks panel
opens. When you get to the point in the DvD where you want to insert a
bookmark, click the + button at the bottom of the “Bookmarks” panel.

Or go to the Controls menu and choose “New Bookmark...”

3 In the dialog sheet that opens, name the bookmark, then click “Add”

Once you have created bookmarks, use the Go menu and skip straight to any
bookmark you made, or open the Bookmarks pane from the Window menu and
double-click the thumbnail that represents the bookmark you want.
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DVD region codes

A commercial DvD, such as a Hollywood movie bvD, usually has a region code
assigned to it in an attempt to fight piracy of worldwide releases of movies. The first
time you use DVD Player to watch a bvD that has a region assigned to it, you will
get a dialog (shown below) in which to set a “region” number for your pvDp drive
(not for the disk). Different regions of the world have different numbers assigned to
them, so if you don’t assign the code for your area, you won'’t be able to watch pvps
from that area.

If in the future you insert a DVD that uses a different region code than the one you
have assigned, a dialog appears asking if you want to change your pvD drive’s code
to match it. Be aware, however, that this can be changed only five times (including
the first setting), and the fifth time is permanent.

To see your DVD drive’s current region code,

go to the File menu, choose “Get Disc Info,’

then click the “Regions” icon in the toolbar.

To change your DVD drive’s region code,

click one of the numbered regions on the map.

North America is Region 1. AL

Drive Region changes remaining: 4 @

\7Canceiw| 0K

Make DVD video and audio adjustments

To adjust DVD settings for video zoom, audio equalizer, and video color, go to the
Window menu, then choose the adjustment you want to make. Use the sliders to
make adjustments. Each set of controls provides a pop-up menu of presets in the
top-right corner.

(x] Video Zoom

# On

Audio Equalizer [+) (] Video Color (-}
Small Speakers 3 ¥ On Manual &

Width: ©

Height: O

T E==

32 64 125 250 500 1k 2k 4k Bk 16k Tint: e s

@ Lock Aspect Ratio Auto Zoom
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Create your own personal discjacket on the screen

This is great—you can add your own image to the DvD so whenever you stop the

DVD, it displays the image of your choice.

To add your own image to the disk:
1 Open a DvD in the DvD Player.
2 Go to the File menu and choose “Get Disc Info”
3 Click the “Jacket Picture” icon in the toolbar, shown circled below.

4 Drag any image from your hard disk and drop it into the well. Click OK. Cool.

Jacket Picture
(| W)7 2
in acket Pictupy R:é:éns Parental Control

Image to display when media is stopped

Disc Jacket Picture

— Drag an image
(mGurrent Firame ) into this space.

| Choose... |

| Clear _I

| Cancel | OK

Remember, changes like this don't really apply to the actual bvbD—they are stored
on your Mac. So the disc jacket will only appear if you show this bvD from the
computer on which you added it.

Go back to the Finder

When a pvD is playing full-screen, there are several ways to exit full-screen mode
without interrupting the pvp playback:
Press Command F (Command F toggles you in and out of full-screen).
Or push your pointer to the top of the screen until the top menu appears,
then go to the Go menu and choose “Switch To Finder” Or press Command
Option F (both of which put the movie behind any open Finder windows).
Or tap the Escape key (esc).
Or go to the View menu and choose one of the size options there

(including “Exit Full Screen”).
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Create PDF Files

A PDF (Portable Document Format) is a file created in such a way that most people
can open and read it, no matter what kind of computer they use. The graphics, the
images, the fonts, and all the formatting are held intact in the document. And it’s
usually compressed into a smaller file size (not physical size) so it can travel through
the Internet quickly or be stored efficiently.

To make a PDF in most applications: "o 5 Masnuros oighna ol
|2 Elleecl e I (n i e = ) (i
1 Open a document. oo bt =
Printer; | © Color Phaser: -
2 From the File menu choose “Print...” Covler: (1 I} C1Two-sdad |
Pages: | All

3 Click the “PDF” button in the
bottom-left corner of the Print

dialog.

.
‘..

4 Choose “Save as PDF...”

“Save as PDF...” saves a regular PDF that you
can share with others. The graphics are at full L
resolution and the fonts are embedded. S T

Mail PDF
Save PDF 1o Web Receipts Folder

You can password-protect a PDF file. When you choose to save as a PDF, you'll see a
“Security Options” button. Click it to open a dialog where you can create a password

S0 No one can open, copy, or print the document without it.

ane = Sonnet 81.pdf (1 page) =
Lpfed) e Y RN £ = == Q) :
| Previous Next Zoom Move Text Select  Annotate  Sidebar Search

This PDF is password protected.

Please type the password below.

When someone tries to open a password-protected PDF,

this password dialog opens.
—continued
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Open PDF in Preview

This comes in handy when you want to annotate the document,
create links, etc., before sending it to someone else. See Lesson 11.

Save as PostScript

Fax PDF

This saves the document as a PostScript Level 2 file in Asci1 format,
meaning that if you open it, you'll see a lot of code. But you can
send it directly to a Postscript printer or run it through Acrobat
Distiller. Don’t choose this option unless you know you need it.

If you have set up your fax specifications, then your Mac will make
a PDF of the document and open the fax dialog box where you can
enter the fax number and a message. Remember, you must have a
phone modem attached to the Mac with a phone line connected.

Add PDF to iTunes

Mail PDF

This adds the PDF to the Books section of iTunes. If you use iTunes
to sync an iPhone or iPad, the PDF will be available on those mobile
devices in the iBooks app. If you have PDF documents you need to
read while on the go, this is a great way to make them available on
your mobile devices.

This creates a PDF of the file, opens Mail, creates a new message,
and puts this PDF in the message ready to send. This is a great
time-saver, but we've noticed that people using AOL or PCs often
can’t read these.

Save PDF to Web Receipts Folder

I love this. Have you ever bought something on the web and you got
that page that says, “This is your receipt”? And you know you should
print it but maybe the printer isn’t turned on at the moment or it’s
three pages long and you know they’re going to send you an email
receipt anyway, but what if they don’t send you the email receipt
and you need this web page receipt? Well, this is a great solution:
The Mac saves this web page as a PDF and it makes you a folder in
your Documents folder called “Web Receipts” and it stores this PDF
(and all others you make like it) in that folder. Thank you.
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Web Receipts
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Be careful, though—if you make a web receipt from the same site
more than once, it will probably write over itself with the same
name. Some sites automatically name their receipt file something
generic like “Acme Receipt” So when you create another PDF from
Acme, it gets named the same thing as all the other receipts from

Acme, and the newest version replaces the last one you created.

Since this method doesn’t give you a chance to customize the file
name, it can be safer to just go ahead and choose “Save PDF” in
the Print dialog (shown on page 229). You can still create a Web
Receipts folder in the Documents folder, or wherever you prefer,
and save your files into it.

If you're adventurous, you can search the Internet for an
Applescript that will automatically append a date and time to the
file name when you choose “Save PDF to Web Receipts Folder”

oee () Fwd: Your receipt #193014997606 — Inbox

| J [ 3 =N
John Tollett - - ——
bl Printer: | © Color Phaser@Robin's Office . 4 | s
May 6, 2011 — .
Copies: | L |7 [ Two-Sided

Pages: | All - A

Begin forwan

From: Tun
Date: Janu - =
To: 1@ratz )
Subject: Yi

Billed To:
Jt@ratz.com
John Tollett

(e« 1of1 [» [#m)

| cancel | [ Print |

Open#DF in Preview
as PDF...

Save as PostScript...
Fax PDF...

Add PDF to iTunes

Mail-PDE

( Save PDF to Web Receipts Folder )

Edit Menu...
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Font Book

Font Book allows you to install new fonts you acquire, disable fonts in your font

menus that you never use, and view fonts before you install them.

Preview and install fonts

If you have some fonts or acquire new ones and you don’t know what they are,

simply double-click the font file. Font Book opens automatically and displays the
font. To install it, click the “Install Font” button.

ann 1]

Cleaned

ABCDEFGHIJKLM
NOPQRSTUVWXYZ
abedefghijklm
nopqrstuvwxyz

123#5678@

Install fonts

| A na = 1 _ Sont Bock O~ Search .
H L= ABCDEFGHIJKLM
s “  NOPQRSTUVWXYZ

Lz (2] =) 2o

abedefghijklm

SemmuIzICC-Cleaned, 52 pe.

Select the “All Fonts” collection to see all the fonts available

to you. The other collections are subsets of “All Fonts.”

If you have a number of fonts to install, this might be easier:

1 Open Font Book (it’s in your Applications folder and in Launchpad). If you don’t

see the Font Book window (above-right), go to the Window menu and choose

“Font Book”

2 In the “Collection” pane, Control-click (or right-click) “All Fonts” In the sheet
that slides down, choose “Add Fonts...”” Select fonts or folders of fonts (hold
down the Command key to select multiple files), then click “Open”

3 The first time you do this, Font Book creates a new collection for you, called

“User,” and installs the fonts in this collection. These fonts are available only to

your user account, not to other users you may have created (see Lesson 18).

4 Font Book puts a copy of the fonts in the default install folder. You can then keep

the original fonts in their original location, store the originals in some other

location, copy them to a backup disk, or put them in the Trash.

To install fonts for all users, go to the Font Book menu, choose “Preferences...”

Set “Default Install Location” to “Computer”




Click these
buttons

to choose
Sample
Repertoire,
or Custom.

Preview installed fonts
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Single-click any typeface name in the “Font” pane of Font Book. A preview appears

to the right. Use the slider to enlarge or reduce the typeface, or type in a point size.

Go to the Preview menu and choose:

B “Sample” to display the upper and lowercase letters, as well as the numbers.

B “Repertoire” to see every glyph (letter, number, punctuation, etc.) in the font.

B “Custom,” and then type. Your words will display in this typeface (as shown

below). Use the slider bar on the right to enlarge the font.

Font Book

LI
—> =l )p
Comettion

Q- Search
Font
A All Fonts bH\r’aqlWa e: [153 |~
[ Computer b Hiragine Mincho ProN
A, User b Hiragine Sans GB
» Hoefler Text
7] English i
[11] Fixed Width jdeiipi
[ Fun v Inked God Pro
(11| POF )
(11| Traditional il d
F Weh b Kannada MN
» Kannada Sangam MN -
» Kefa
b i
(] (=] ) 150 Fonts Inked God Pro, 153 pt.

Drag the slider
to adjust the
text preview
size. Or set a
point size with
the “Size” data
field or pop-up
menu, in the
top-right corner.

To disable an individual font, find it in the Font list. Single-click to select it,
then click the little checkmark button (circled, above) at the bottom of the
Font list. When the checkmark is removed, the font name is dimmed and the

word “Oft” appears to the right of the font name.

To view only the English language fonts, click the Collection named “English”’

Create your own Collections

A Collection is a subset of the installed fonts and is simply an easy way to look at

fonts you like instead of having to grope through a lengthy font list of typefaces you

don’t know or want.

To make a new Collection, single-click the + sign at the bottom of the Collection

pane, then name it. Click the “All Fonts” collection (so you can access all fonts),

then drag font names from the Font pane to the new Collection name.

To disable (turn off) an entire Collection, select it in the Collection pane.

Then go to the Edit menu and choose, “Disable collection name.”
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Stickies

The Stickies application lets you put little sticky notes all over your screen, just
like you'd stick them around the edge of your monitor (my kids tell me my monitor
looks like a giant daisy). Open Stickies from Launchpad.

Grocery list

yogurt
avocados
brown rice
green drink
chicken

red wine

*e e e

) Board of Directors Mesting Mary Sidney Society ]
N w

| Created: Saturday, May 7, 2011 11:09:07 AM
Mountain Daylight Time
Modified: Saturday, May 7, 2011 11:14:01 AM
| Mountain Daylight Time

e —

Notice in the examples above you can see these features:

® The grocery note above is a bulleted list.

To make a bulleted or numbered list, click inside a note.

Hold down the Option key and tap the Tab key once.

Let go of the Option key and type your first item.

To continue the list, just hit a Return after each item. You can hit
Option-Tab to indent an extra level.

To end the list, hit Return twice.

To choose from a variety of bullets and numbers, or add a prefix and/or a
suffix to the bullet: Control-click anywhere in the list; from the contextual
menu that appears, choose “List...” The list includes a variety of Greek and
Asian characters. You can change the bullet formatting at any time. You can
create a numbered list that uses such prefixes as (1) or Act 1: or «Ae or any
other combination.

You can change fonts, size, color, etc., just as in any other Mac application,
using the Font dialog box (press Command T). See pages 252—253.
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Double-click in the title bar of any Sticky note to “roll it up” so just the title
bar shows, as you can see on the opposite page. The first line of type appears
in the title bar. Double-click the title bar again to unroll the note.

Hover your mouse over any note to display a tool tip of information about
when the note was created and modified, as shown on the opposite page.

Drag a graphic image from anywhere on your Mac and drop it into the
Sticky note, as shown by the photo on the opposite page.

A note can hold many pages of text and graphics. You might not see scroll
bars until you start to scroll. Resize a Sticky note just as you would any other

window—drag any edge or any corner.

Notice the red dots under the name Brianna. This is a visual clue that the
spell checker is on and working. Control-click (or right-click) the underlined
word, then choose one of the suggested spellings from the contextual menu.
To set spell-checking options, Control-click on the note, choose “Spelling and
Grammar, then choose one of the options in the contextual menu.

If you prefer working with a certain font and a certain size and a certain color
note, you can set a default so all your notes look like that without having to
select your favorite specifications for every note. Just set up one note the way
you like it, then go to the Note menu and choose “Use as Default”

If you want your Sticky notes to automatically open and appear every time
you turn on your computer, add Stickies to the Login Items for your user

account (see page 341).

To print a note, from the File menu, choose “Print...” Set your print options
as you would with any other document. If you want to print multiple notes at

once, you can copy and paste them into a single note, then print.

You can quickly add a screenshot of something on your Desktop and have

it appear immediately in a note: Click the cursor in the note where you want
to place a screenshot. Control-click the note, then from the contextual menu
choose “Capture Selection from Screen” Drag across the part of the screen
you want to capture. When you release the drag operation, the captured
selection automatically appears in the note.

To discard a Sticky note, click the tiny box in the top-left corner.
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Photo Booth

Photo Booth is a convenient and fun way to take snapshots or movies of yourself
for use as an iChat buddy picture or as your user account picture. You can email the
photos or movie clips to friends, upload them to web pages, open in Preview to save
in other formats, or view as a slideshow.

Take a still picture
1 Open Photo Booth (if it’s not in your Dock, it’s in Launchpad).
2 Click the still picture button (the middle button in the row of three). '[E l=]

3 Click the red camera button (circled, below-left). A red countdown timer
replaces the toolbar (below-right) and starts a countdown, including audible
beeps. Your screen flashes when the picture is taken, and a thumbnail version
of the picture appears in the thumbnails pane at the bottom of the window.

3

When you click the red camera button . .. a countdown begins.

4 Click a thumbnail to display it in the
main window. As soon as you do this,
a new toolbar of sharing tools (shown to
the right) replaces the first one. Click an
icon in this toolbar to send the photo in
an email message, place it in iPhoto, set

it as your user Account photo, or use it

as an iChat buddy picture.

To delete a snapshot, select its thumbnail, |
then click the X on the thumbnail.
Or select a thumbnail, then hit Delete. |

]
i
—
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Add effects to snapshots or video

Photo Booth includes a gallery of special effects that you can apply as you take a
snapshot or record a movie clip. That is, you can’t apply these effects after you've
taken the photo—you have to choose an effect before you snap the photo.

1 Click the Effects button (circled, below-right) to show a pane of effects
(below-left). The center image always shows a Normal preview (no effects)
that you can select to remove all effects and return the image to normal.

2 Click the arrows on either side of the Effects button (below-left) to see the options.
3 Click the effect you want. A full-size preview displays in the window
(below-right).

4 Click one of the snapshot buttons on the left side to choose the type of
snapshot you want (4-up, still picture, or movie clip), then click the red
camera button. The special effect snapshot (or movie clip, as explained on the
following page) appears in the row of thumbnails.

5 Select the image in the thumbnail strip and tools appear in the Toolbar
(previous page, bottom-right) so you can share it: Attach the image to an email

message, add it to iPhoto, or set it as your account picture in Mail, Address
Book, or iChat.

- E

| e |

s o
R Y
| =

Click one of these four Snapshot buttons: After you click an
gray squares to jump to effect thumbnail, click one of these
another pane of effects. snapshot buttons: 4-up, still picture,

or movie clip.
Or click the arrows on either side of this
Effects button to cycle through the panes.
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Create a special effects backdrop
In the gallery of special effects (previous page), the last Effects pane is full of empty

“User Backdrop” spaces. You can add your own photos or movie clips to be used as
a special effects backdrop for Photo Booth still photos or movie clips. It works the
same as creating backdrop effects in iChat, explained on pages 178—179.

The 4—up option |[Elz=

The 4-up button takes four photos, much like the old photo booths that used to be
in drug stores and malls, at county fairs, and almost everywhere.

To print a 4-up collection of photos, select the 4-up thumbnail,
then from the File menu, choose “Print”

To view (or print) just one of the 4-up photos, select the 4-up thumbnail,
then in the preview pane, click one of the four photos to make it fill the pane.

To save one of the 4-up photos to another location, first click one of the four, as
described above. When it fills the preview pane, drag it from the preview pane to
your Desktop, or drag it to any folder or window.

To locate any of the Photo Booth photo files or movies on your computer,
Control-click a thumbnail, then choose “Reveal in Finder”

X8 Phretn Bostn o

The 4-up effect.

Don’t forget, you can send this
4-up image in an email message,
or send it to iPhoto. Or you can
select one of the individual shots,
then share it, or use it as an
Account picture or Buddy picture.

—— To preview all of your snapshots that are lined up in the thumbnail
strip, go to the View menu at the top of the screen and choose “Start Slideshow.”
To exit the slideshow, press the Escape key.
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Make a movie clip of yourself at your computer

1 Click the movie clip button (the film strip icon, shown here, selected). 2l

2 The camera button in the center of the toolbar changes to a red video button: O
Click it to begin recording.

While recording, the toolbar shows a timer, and the red video button changes
to a Stop Recording button (below). When you stop recording, a thumbnail of
the movie clip is placed in the thumbnails pane at the bottom of the window.

o] o
3 Select the movie clip thumbnail, then choose how to use the movie clip.

You have the following options:

B To trim the movie (delete frames from the start or ending) to a smaller
size, click the “Trim” button on the right side of the scrubber bar. Drag the
yellow handles to a start point and end point, then click the checkmark to

commit the change.

B Click “Email” to attach a QuickTime version of the clip to a message in
Mail. Or click “iPhoto” to send the movie to iPhoto.

(V< (w9 n O

Account Picture Buddy Picture

—_— = — -~

B To save the clip locally as a .mov (QuickTime) movie, drag the video

thumbnail to your Desktop or to any folder on your computer.

B To use a single frame of the movie clip for your user Account photo or
Buddy photo, select the movie thumbnail. Move your pointer over the
movie preview pane to make the scrubber bar appear. Drag the playhead
under the clip (circled, below) to select the frame you want, then click the

“Account Picture” or “Buddy Picture” button (below, right) in the toolbar.

A

Account Picture aud:;y Picture

The playhead.
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QuickTime Player

QuickTime is multimedia software that you can use to play and edit movies
and audio files. When you double-click a QuickTime file, it should open in the
QuickTime Player—but it might not.

If the multimedia file you double-click is an older one, created or saved with
QuickTime 7, you may get a message with a download link that tells you to
download QuickTime Player 7 in order to play the old, dusty, ancient file from a

whole year ago.

You need QuickTime Player 7 to open
“VIDEO01.MOV". Would you like to install it
now?

If you need this older version

Note: Use of this sof
Agresmentis)
Apple SLAS ma;

of QuickTime so you can play

[ NotNow | [inswil ] older QuickTime files, click here.

Playing a movie in the newest QuickTime Player is a much more aesthetically
pleasing visual experience. The QuickTime Player provides controls to trim files
(edit the movie or audio file duration), as well as menu options that can automati-
cally send a QuickTime file to iTunes, your online MobileMe Gallery (if you have
a MobileMe account), YouTube (if you have a free YouTube account), and several

other options.

You can also use QuickTime Player to create a new movie recording (using your
Mac’s built-in camera or an external camera), a new audio recording, or a new

screen recording (capture a movie of whatever is happening on your screen).

Play a movie or audio file
1 Click the QuickTime icon in the Dock or in Launchpad to open the Player.

2 From the File menu, choose “Open File...” then select a movie (or audio) file

you want to play.

An Audio file opens as a small window with aHat e ixohiainotes maa
playback controls (right). « p»

P o)
A movie opens in QuickTime’s elegant movie S
window, with a playback control bar visible Click the Play button to play
(shown on the opposite page). the audio file.
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B England 2010 - Large.m4v

Volume control. Playhead. Reverse, Access sharing Toggle
Play, options and full screen.
Fast Forward. the Trim tool.

3 Click the Play button. When you move the pointer away from the window, the
title bar and control bar disappear to present the movie in an uncluttered window
(shown below). To show the controls again, move the pointer over the window.
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Share a movie

QuickTime can quickly and easily send movies to your MobileMe Gallery page,
YouTube, or iTunes (also see page 245). And you can send audio files to iTunes.

1 Open a movie file in QuickTime (as explained on page 240, “Play a movie or
audio file”).

2 Click the sharing icon (circled below) in the QuickTime playback control bar.
From the pop-up menu, choose one of the options: Save your movie to iTunes,
or to a MobileMe Gallery (a MobileMe paid membership is required), YouTube
(a free YouTube account is required), or one of the other options, such as Flickr
or Facebook. You can also go to the Share menu to see these options.

E." Tunes.
MobileMe Callery...
YouTube

The QuickTime playback control bar.

Trim a movie or audio file

QuickTime makes it very easy to save or share just a partial selection of a movie or
audio file.

1 Open a movie file in QuickTime (as explained on page 240, “Play a movie or
audio file”).

2 Click the sharing icon (circled below) in the QuickTime playback control bar.
From the pop-up menu, choose “Trim...” (or go to the Edit menu and choose
“Trim..”).

MobileMe Caliery

A thumbnail movie timeline appears at the bottom of the movie window,
highlighted with a yellow border that has handles on the left and right sides
(shown on the opposite page).
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3 To trim a movie clip: Drag the left and right sides of the yellow border to
select the section of video you want to keep. After you make a selection, the
dark gray “Trim” button highlights in yellow (shown in the bottom example).
Click “Trim”

The movie can now be duplicated (from the File menu, choose “Duplicate”),
exported (from the File menu, choose “Export..””), or shared (from the Share
menu, choose iTunes, MobileMe Gallery, YouTube, or other media-sharing
options). See page 245 for details about exporting and sharing.

4 To trim an audio file: Open it in QuickTime. From the Edit menu, choose “Trim.
An audio waveform bar appears on the file’s window, highlighted with a yellow
border. Drag the ends of the trim border to

s o0 England audio.m4a
select the section of the file you want, then

Cancel

click the “Trim” button. Now you can export m —

or share the audio file.
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Make a movie clip of yourself at the computer

If you have a built-in camera or a video camera attached, you can record a movie using
QuickTime, then share it with others (explained on the opposite page).

1 Open QuickTime. From the File menu, choose “New Movie Recording”

2 Click the red Record button on the Control bar. If you don't see a Control bar,
hover your pointer over the movie window to make it appear; the Control bar
disappears when you move your pointer away from the window.

3 To stop recording, click the black Stop Recording button that replaced the red
Record button. The Control bar changes to playback controls, so you can play

the new movie.

4 If you close the movie window (click the red button in the top-left corner)
without choosing to export or share it, it is automatically saved in the Movies
folder in your Home folder, as a file named “Screen Recording” To export or

share the movie, see the opposite page.

Movie Recording

Click here to show
options such as
camera and quality
settings, and where
to save.

-
£

39.3 M8

Make a new audio recording
If you have a built-in microphone or an external mic connected to your Mac, you
can make audio recordings with QuickTime.

1 Open QuickTime. From the File menu, choose “New Audio Recording”

2 Click the red Record button in the “Audio 0'® @ AudinRerording
Recording” window (shown to the right). n

3 To stop recording, click the black Stop Recording |23
button that has replaced the Record button.
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To share or export your movie

Share: Go to the Share menu and choose an option. [EE window  Help
iTunes...
Export: Export your movie, optimized for syncing directly MobileMe Gallery...
s . . . YouTube...
with iPad, iPhone, Apple TV, or iPod touch. From the File Vimeo,
menu, choose “Export...” From the “Format” pop-up menu, E!E:Lmk
choose the range of devices you want to optimize for: “iPod mlﬂe

touch & iPhone 3Gs, or “iPad, iPhone 4 and Apple TV.”

To export a version optimized for web-delivery to mobile devices (or to your
computer), go to the File menu and choose “Export for Web...” A dialog opens
so you can name and save the movie, and select which web-delivery option
you want to create a version for: Broadband (fastest connection speed, highest
quality movie), Wi-Fi (moderate connection speed, pretty good movie quality),
Cellular (slow connection speed, lowest quality).

N\ake da hew screen recording

If you want to record the activity on your screen—for instructional purposes, or
perhaps to record a streaming event on the Internet, or for any other reason—use
QuickTime to make a screen recording. Share your recording as explained above.

1 Open QuickTime. From the File menu, choose “New Screen Recording”

2 In the “Screen Recording” window that opens (below), click the red button.

Screen Recording

Screen Recording

Show options. (m}

2Zero KB

Record. Stop Recording.

3 The message shown below appears on the screen. Click anywhere on the screen
to record the entire screen, or drag to select a specific part of the screen.

Click to record the full screen. Drag to record part of the screen.

4 Recording starts as soon as you click or drag. To stop recording, click the
Stop Recording button that appears in the “Screen Recording” window.

If you don’t choose to share or export the screen recording, as described below,
the movie is automatically saved in the Movies folder in your Home folder,

with the default name “Screen Recording”
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Speech

Preview a page
before printing

Dictionary




LESSON 13

Common Tools in
OS X Applications

Every Apple application that comes on your Mac uses certain
tools—the spelling and grammar checker, the Colors panel, the
Fonts panel, the Dictionary, and a few others. Rather than tell you
how to use each one within a certain application, included here are
explanations of how to use each tool regardless of which applica-

tion you're using it in.

Many applications from other vendors also take advantage of these
Apple tools, so look for them—they will make your computing life

easier and more fun.
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Spell Checker

Options for the spell checker are found at the bottom of the Edit menu in Apple
applications. You can also turn these features on or off as defaults in the preferences
for the application. The menu option will override the default for that document.

Mailbox Message  Format  Window  Help

*z
0%z
; If any of these options
Pasee wY y
is are checked, you'll
Select All A
Complete s see red dots under
Paste as Quotation exv  misspelled words and

Paste and Match Style ToRY

The Mail application has

green dots under bad .
a couple of extra options

Append Selected Messages  CHI

Add Link.. WK gramma r. 9 [ .
Attachments » that you won'’t find in,
Find » say, TextEdit.
Show Spalling and Crammar X
Substitutions » | Check Document Now *®:
;;::rfmﬂlum : Check Spelling & While Typing |
Check Crammar with Spelling Before Sending
Special Characters.. « Correct Spelling Automatically Mever

This option is what makes the text correct itself
as you type. If that makes you crazy, uncheck it.

Show Spelling and Grammar: This brings up the dialog box shown below.
This spell checker runs through your entire document and gives you options
for each word it thinks is misspelled.

If you want the spell checker to also alert you to possible grammar mistakes,
click the box in the bottom-right corner to “Check grammar”

8006 Spelling and Grammar
brigt | You can check sRelllng
This word was not found in the spelling dictionary. | Fing next | in a number of different
languages; choose a
| : different dictionary
Brigit Ignore
brigs e — here. Or let your Mac
% Learn . .
Double-click the :’f' ——— automatically determine
. rig [ Define |
correct spelling. —— bright — the correct language.
brigit ( | Cuess |
| Automatic by Language L l [g Check grammar

To replace a misspelled word with an alternative, find the word you think is
correct in the lower pane, then double-click it. Or you can type the correct
spelling yourself in the top edit box, then click the “Change” button.
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Ignore the spelling temporarily: If the spell checker keeps telling you the
same word is misspelled, but you like the word spelled the way it is, click the

“Ignore” button when that word is highlighted by the spell checker. The spell
checker will ignore it for this document, but will correct you again in the next
document.

Teach your spell checker new words: Spell checkers typically don’t recognize
most people’s names or jargon specific to different specialities (as shown
below). If you often use a particular word that the spell checker thinks is a
mistake (because it’s not in the dictionary it’s using), click the “Learn” button
in the dialog box and the word gets added to the current dictionary. It will
never bother you again.

Or if you're not using the spell checker dialog box at the moment, Control-
click (or right-click) a word that the spell checker thinks is a mistake (it
probably has little red dots under it). In the contextual menu that pops up,
click the “Learn Spelling” option while the word is selected. The spell checker
will add that word to its dictionary and not whine about it being misspelled
again. If the word is misspelled, spelling suggestions will appear at the top of
the contextual menu (as shown on page 251).

80e « Joyful Stoicism
(4] (Baskervile & ][ Reguier &) 16 |- (WILZ] (B2 ] > 2)== |
= =

) Ty T2 I3 T4 Ts Tg 17
Philosophy for a Stoic is not just a set of beliefs or ethical claims, it is a way of life
involving constant practice and self-reminder. Stoic philosophical and spiritual
practices included logic, Socratic dialogue and self-dialogue, contemplation of
death, training attention to remain in the present moment, daily reflection on

everyday problems and possible solutions, hypomnemat '~

Ignore Spelling

Learn Spelling

Look Up “hypomnemata”™

Search with Google
Cut

Copy
Paste

Control-click on a word to

get thIS menu OF OPtIOI’.\S E;:Itling and Grammar :
(exactly what you see in Substitutions »

. Transformations >
this menu depends on the Speech .
application you are using Layout Orientation >
at the moment). Add to iTunes as a Spoken Track

—continued
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Other useful commands for spelling and grammar

The following useful commands are also found in the Edit menu, under “Spelling
and Grammar”

Check Document Now
Choose this command to check the document for misspelling and
grammar mistakes. Or use this keyboard shortcut (Command ;) to
skim through the spelling in your document without opening the
“Spelling and Grammar” dialog box. It will stop at each word it thinks is
misspelled. Well, the dictionary might think it’s misspelled, but it might
be your Grandmother’s name, Euphemia, that you don’t want to change.

Check Spelling While Typing
This marks words that are misspelled as you type them—little red dots
appear beneath words it thinks are misspelled. Any words not in its
dictionary are considered misspelled, such as many names of people or
towns and most specialized jargon.

Check Grammar With Spelling
Choosing this option automatically selects the checkbox in the dialog
box, “Check grammar’ It does what it says it does—applies standard
grammatical rules to your text and lets you know if you're breaking
any of those rules.

Instead of red dots that indicate a misspelled word, the grammar
checker puts green dots under a word or phrase. Mouse over the word,
pause to the count of three, and you will see a tool tip appear that tells
you what the problem is. It’s up to you to fix it.

The word 'goes’ may not agree with the rest
of the sentence.

Correct Spelling Automatically
You've probably become accustomed to this feature while texting
on your phone. You can turn it on or off either from the Edit menu
(which applies to the open document) or globally for all future
documents (use the preferences panel from the application menu).
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To change a misspelled word quickly without bringing up a dialog box:

1 Control-click (or right-click) a misspelled word (you don’t need to highlight
the word first).

2 A contextual menu appears, as shown below. At the top of this menu
is a short list of alternative spellings for the word you clicked on.

3 Just single-click the correct spelling in the menu—the word is instantly

corrected and the menu automatically disappears.

If the correct word is not offered, you can either type the correction yourself,
or slide down to “Spelling and Grammar” in this menu and then choose
“Check Document Now” from the sub-menu to run a spell check.

[- NNz} The Indie Publishing Series

To: Barbara McNally

Ca

Subject: The Indie Publishing Series

[=+]  From:[ The Mermaid Tavern <mermaidtavern@mac.com> 1%]

Hey Barb!

Wanna meet next Wednesdaf for m
book series?

martinis

grote spelling

Can't wait to see your handmade wedding iny .
Learn Spelling

love,

Robin Look Up “martoonies”
Search in Google
Cut
Copy
Paste
" ———— » B
Quote Level >
Even I]C the spe|| checker Spelling and Grammar >
. ) . Substitutions >
thinks it’s misspelled, use your Transformations .,
own judgment when deciding 20"" . >
R peec »
whether or not to change it. Paragraph Direction .
In some cases, such as the use Add to iTunes as a Spoken Track

of an uncommon name or a
slang word you use frequently,
you might want to tell it to
“ignore” unusual spellings.
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Fonts Panel

Press Command T in any Apple application and the Fonts panel appears, as shown

below. If yours doesn’t look like the one below, it might be because the Preview pane
or the Effects bar is not showing.

Preview

® To display the Preview pane and/or the Effects bar if they’re not already
visible, single-click the Action menu button (circled, below). Then choose

“Show Preview.” Click the menu again and choose “Show Effects”

Or drag the dot shown below.

8006

Fonts

Preview.

Noteworthy

Noteworthy Light 48.0 pt.

Drag this dot down

or up to resize, show,

Effects.

Collection

ZMEMOEG]

Family face

o) 315°

or hide the Preview.

All Fonts
English
Favorites
Recently Used
Fixed Width
Fun

Modern

PDF
Traditional

Tup
Text Shadow

Marker Felt \—;V‘t

Menlo Bold

Mesquite Std

Microsoft Sans Serif

Minion Pro

Mona Lisa Selid ITCTT '

Monaco

Myriad Pro

Nateworthy

Nueva std

Q

Don’t forget about
the tool tips!

If the window is too
narrow, some of the
Effects disappears. Drag

— here to resize the window.

=

Action menu.

In any Apple (or Apple-compliant) application, open this Fonts panel to choose
the typeface Family, the particular style (called “Typeface”), and the Size of type.
Whatever you choose here will change the selected characters in your document.

Note that you must first select the text you want to change, then choose the font

and size. Or position the insertion point (the flashing bar in the text) where you want

to start typing, then select the font and size right before you start typing.
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Effects

You can apply shadow effects to selected text with these five controls, as shown
below. Select text on the page, click the “Text Shadow” button (the button with the
T), then drag the sliders of the other four tools (Opacity, Blur, Offset, and Angle).

— = ano Aamn the Moor
O I
- - F:\ 149° IO T O O] (e e BN

T; 1} T 113

-
|
When this button is blue, that’s
a visual clue that the selected text I wall be br lﬁ;ht and shine

has a shadow effect applied to it.
PP in Pearl and Gold.

Collections

The Fonts panel has a number of Collections, which are simply sub-groups of fonts
from the main list. Making a Collection does not disable or enable any fonts, it just
makes it easier for you to choose a typeface—you don'’t have to scroll through a long
list of fonts you don'’t care for.

To create a Collection, single-click the plus sign at the bottom of the Collection pane.
Rename the Collection. Drag font families from the “Family” pane into the new
Collection—drop the family name directly on the Collection name.

Favorites

If you find you often use a particular family, typeface, point size, and color, turn

that combination into a Favorite and keep it in the Favorites collection for easy

access. Just select the text on the page that is formatted as you like it, or choose your

favorite combination in the Fonts panel. Then go to the Action button and choose
“Add to Favorites”

When you want to use that typeface, single-click the collection called “Favorites”

to display the combination. Select your text, then choose your favorite.

Action button options
Color: See page 256.

Characters: This displays the Characters viewer; see the next page.
Typography: Choose sophisticated options for certain typefaces.

Edit Sizes: Customize how font sizes are displayed in the Fonts panel.
Manage Fonts: This opens the Font Book; see pages 232—233.
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Characters Viewer

Apple provides access to all sorts of extra characters, such as arrows; technical
symbols; math and music symbols; dorky little clip art images; emoticons; currency

symbols from around the world; geometric shapes; divination signs; Korean, Arabic,

Greek, Cyrillic, Hebrew, and Chinese characters; and more. How do you know

which characters are available? Use the Characters viewer.

At the bottom of most Edit menus is an option called “Special Characters...” This
displays the Characters viewer, as shown below.

ann Chasaciens ann Crarmen
|&=

+ Rerswa =

= e
gEy
iii
if
~m>

[4 Rs
i) Panecneses
P8 H T oWoR o mocuon | WU | .
_>,! :m-:.m. TP OLL K N ® ,s :.-:q‘.:-.m [ - = =
cragraphs cragraphs - G 4
Faimn 6 B £ K 0D ¢ * tieain O M © s
Wz b A o Mahfymbols ) Syesois =
N Luttarika Syt ¥ { L o] L ) Nt Lttacihe Symboin e r O SUNRISE OVER MOUNTARS
O tmey € A p v Pf P ooy a—— - tmep g g 1o Favtiites
A Lain A i L
Fant Varis s OR
€ & € ¢ e~ n B
€ ¢ € € 2 S 6
€ € € ¢ Pants, Fruits, and Veges
€ € £ ¢ - ¥_&

Here are two views of the Characters viewer. Click on
a symbol in the Sidebar to display those characters.

To add special characters to your document:

1 Open the document in which you want to insert special characters. Type what
you need in whatever font you like until you get to a point where you want to
enter a special character. New characters will appear wherever the insertion
point is flashing, so make sure the insertion point is in the appropriate place.

2 From the Edit menu, choose “Special Characters...”

3 To add more palettes of special characters (including many languages, ancient
scripts, musical symbols, and much more), click on the Action menu (the gear
icon in the Toolbar) and choose “Customize List...” Put checkmarks in all the
palettes you want to display. Click “Done”

4 Single-click the various icons in the Sidebar to find the palette you need. Scroll

through the characters to find the character.

5 Single-click on the character you want to see on your page. Even though it’s in
a different font from what you're typing in, as you continue to type, the font
goes back to what you started with.
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Data Detectors

Many Apple applications take advantage of Data Detectors. You might have noticed
them already—when you mouse over a street address or a date or an email address,
the item gets selected and a little arrow appears. This is the Data Detector.

com Details com Details

First Friday Club
May 4,2011 7:34 PM

Dear Readers,

The First Friday Club will be reading, BCHHSIODEY Marlowe play,
Doctor Faustus, on Friday, July]l, at 530 p.m. 4

Be sure to bring your own book and some food to share.
As usual, we'll meet at The Mermaid Tavern.

anon!
Rosalind

First Friday Club
May 4,2011 7:34 PM

Dear Readers,

The First Friday Club, will be reading a Christopher Marlowe play,
Dootor Faustim,jon. Quick Look Event

SN Show This Date in iCal... |

As usual, we'll meet at The Mermaid Tavern

anon!
Rosalind

As your pointer detects data, it gets

Command-click (or right-click) in the data to
highlighted, as shown above.

get a contextual menu that is dependent on
what you click. Above, the data shows a date
so the menu offers to look up that date in iCal.
If the data was a street address, the menu
would offer to add it to your Address Book.

Inbox (909 messages)

e FriJul 1, 2011 edit || addoical | Single-click on the little triangle
— = | and an appropriate info panel
Drafts (1) . .
appears. In this example, since

e st the data is a date, the info panel
May 4,2011 7:34 PM . F .C |

e is for iCal.
i soom Click the Edit button and you

The First Friday Club will be reading a Christopher M
Doctor Faustus, on Friday, July 1, at530 pm.

can edit the information as if
you were in iCal, but iCal doesn’t

actually open.

LFriJul 1, X 1

ik

Be sure 10 bring your own book and some food to shy  6:00 i (First Friday Club !
i

iSkype with Bill Leahy
As usual, welll meet at The Mermaid Taver.

700 PM
anon!

Fosaine If this were a street address, the
info panel would let you edit the
200 P information and add it to the
Address Book, but you don’t
have to actually open Address

Book. Way cool.

800 PM

If your app isn’t displaying the Data Detectors, see if you can turn them on in the
application’s preferences (from the application menu). Or check the Edit menu
command called “Substitutions”; it might have “Data Detectors” as an option.
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Colors Panel

When you click one of the color buttons (as shown directly below) in the Fonts panel
or the “Colors” icon in a toolbar, you get a deceptively simple Colors panel. Select text
in Mail, TextEdit, and other Apple applications, then choose a color.

(TH|[B ]

Text color. Paper color behind the text.

Experiment with the Colors panel:

B Click one of the icons across the top of the panel (shown below) to choose a
color mode.

B Click the magnifying glass, and your pointer turns into a magnifying glass.
Drag it around the screen; when you find a color you want to “pick up,’
click that color and it is added to the panel.

B In the “Color Wheel” mode (shown below-left), drag the dot around the circle
to choose a color, and drag the slider up and down to change the color shade.

B In the “Image Palettes” mode (shown below-right), click the “Palette” menu,
choose “New from File...,” then choose a graphic or photo. You can also drag
any image from the Finder and drop it on this palette. Move the pointer
around the photo to pick up colors you need. Try it.

Experiment with the
different ways you
can select colors.

To save a color, drag it
from here and drop it
in one of the squares
at the bottom.

Drag around this tiny
dot to choose a color.

Drag around
this tiny dot to
choose a color.

Drag the slider up
and down to lighten
or darken the hue.

| Palette v
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Speech

In many applications where there is typically a lot of text, your Mac can read

selected text to you. Depending on the application, you will find the “Speech”

menu and the “Start Speaking” command in the Edit menu. Another way to access

speech options is to Control-click (or right-click) selected text, then from the
“Speech” option, choose “Start Speaking”

Have your email read out loud

1 Open an email message in Mail.
Click in the main body of text.

Go to the Edit menu, slide down to “Speech...,” and choose “Start Speaking”

A ow N

The entire text message will be read aloud to you.
If you want just a portion read out loud, select that portion before

you go to the Edit menu.

5 The voice that’s used is the one selected in the “Speech” preferences.

Use Services for recording speech

In the application menu, you'll find the Services command that has options you
might find useful, such as “Add to iTunes as a Spoken Track”” This adds the selected
text to the iTunes “Music” collection as an audio file named “Text to Speech”
Double-click the name and rename it whatever you like.

To use the Services menu, first [ & [CZON Fie Gdic View Wailbox Wessage Format Window Felp
About Mail
select the text in an application (or P

.
Provide Mail Feedback...

on a web page in Safari), then go to

Hide Mail ®xH

the application menu and choose Haeua e s St o Vo

the Services option. Sto ol )
Quit Mail nq | e B Look Up in Dictionary

8 Search With Google

sersaging @ New Email With Selection
& New Note With Selection

If some services you want don’t B Services Pref
show in this menu, click here.
You can turn them on or off.
See page 270 for more details
about Services.
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Preview Your Page before Printing

You can preview any page that you create or plan to print. Just open the document
and choose to print (press Command P, or choose “Print” from the File menu).

You will either immediately see a preview, as shown below, or a smaller preview
in a larger dialog pane. But you can also see a full-size preview:

1 Open the document and choose “Print” from the File menu.

2 Click the “PDF” button circled below.

3 Choose the option to “Open PDF in Preview.”

The Mac creates a PDF and opens it in the application called Preview

(see Chapter 11 for details about Preview). You can choose to print from there,
if it looks fine to you. Or close the document window, return to your appli-
cation, and continue editing.

(a0 :] = Even 5o

(=) ol ouncmane 3 [ 3 % |- =1 (B 7 &) (== 'i-_l|-_'¢::ii;
—3 A i
1 Printer: | @ HP Photosmart CA600 series L
Presers: | Default Sertings I
Copies: |1
Pages: = All

i
|

Click “Show Details” to see
the expanded printing pane.

. ( lofl » L
e Show Details Cancel | | Prim |

Make a PDF of a Page or Document

From the File menu in most Apple apps, there is a menu item called “Export As

pDE.” Simply choose that option, then choose what to name it and where to save it.

Another option is in the Print dialog, above, where there is a button labeled “PDF.”
Click that button to see many options for creating a PDF of the open document.
See pages 229—231 for details about the various PDFs you can make.
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Dictionary Panel

I keep the Dictionary application in my Dock because I use it many times a day. It’s

not only a dictionary, but a thesaurus, an Apple resource, and it links directly to

Wikipedia (if you're connected to the Internet). The Dictionary is in Launchpad, and

if you want it in your Dock so it’s always accessible with the click of a button, just

drag its icon from the Applications folder or the Launchpad and drop it in the Dock.

eoe All Reference Sources (11 found)

Dictionary

Zeugma zeugsma | zoogms
Zougma (city) noun

a figure of speech in which a word applies to two others in different senses [e.g.,

Click the “All”
button to display
results in not only

This st s shemt hy leterisl emerpt, Fo st wis, sty Jinsgms [ mbigasin |

Fagrna (humsey jocomal) Fokn and is liernse expived Last woek) o hers of which it y i the Dictionary, but
Zeugma Systems. anly ane {e.g., with weging eves and hearts]. Compare with sviLoss, a|so in the Thesaurus
Zeugma. Commagene DERIVATIVES _ e e ’
Zeugma, Dacla zeugamanic | roog matik adjective Wlklpedla, and
Zeugma, Turkey ORIGIX late Middie English: via Latin frem Greek, from sougnsnai #0 yoke® Apple support,

related 1o rugon yoke. " . .
soupmas if appropriate.
ey * Wikipedia . .
Zeugmatogsaphy Single-click a

Zeugma

result in the left

Zeugma (from the Greels {ebypa, zeigme, meaning "yoke® [} is a figure of speech
describing the joining of two or more parts of a sentence with a single common
verb or noun, A zeugma employs both ellipsis, the omission of words which are

pane to display its
information.

This Dictionary has a special feature that extends its use out to all other Apple appli-

cations: In TextEdit, Safari, Mail, etc., Control-click (or right-click) a word you want

to look up in the Dictionary.

+ Pight As opposites are, the right hand is o inguage), raflocls
the oulir peracr, cbjective sell, influence s Copy e It reprasants
Hnear Ieking. 1 oo comepancs o e} ¢ )

land shape Add to ITunes as a Spoken Track Lo

spending on the type of pelimistry practiced, and Fe fype of resding being performed. paimists may look at
wionsn qualitien of ha hand, including the shapas and lines of the paim and fingses; tha eoier and taxture of

L tha right aftacts.
Hha iner pamon, the natunl sof, tha SHIME and the lnteral thinking. It 6ould even be cansidarsd 1o b &

patclapes < * personality (leminine and recestive).
* PightAsep  Dictionary Jegic, reason, and larguage].
e outer pat aniama | snama | nusn Peesooar Eaticn, and axpacance. || rmpmEants

linoas hinkin  Jung term for the feminien part of a man ¥ imascuking and
ponianality. Often contrastod with wanas |
{and shap  woas3) | Inci]
apangngen®t  Wikipedia 0 pocormen. piimists ey look st

wions qualities fnims

and fingers: the color and fmciue of
Acina may elis b i :

® the Lasin term for e “asimating
principhe™, we dialiom

st

When you Control-click
a word, you'll see this
menu. You don’t need to
select the word first.

The Dictionary panel appears
right on the document page. If
the word is in the Thesaurus or
Wikipedia, you will see entries
for those.

Double-click on any of the
entries in the panel to open the
Dictionary app to that entry.
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Switch between open
applications with

a keyboard shortcut

Quit or hide applications
with keyboard shortcuts

Drag-and-drop text or files

between applications

Take advantage
of the page proxy

Use Services for special

little features



LESSON 14

Working between
OS X Applications

Now that you've had an overview of the main applications that
come with OS X, let’s carry it one step further and work between all
the applications—pop between windows, drag-and-drop content
and files, use Services, and more. Combine features with the use of

Mission Control (Lesson 16).

Once you realize how easy it is to move data between applications
and windows, you’'ll find more and more uses for it. Plus you'll feel

like a Power User.
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Work with Multiple Applications at Once

In Mac os X, you can keep lots of applications and windows open at once so they’re
always accessible. You can just single-click an application icon in the Dock or
Launchpad to switch to it, but there are also a couple of great shortcuts to switch
between multiple applications quickly and easily.

Switch between open applications

No matter which application you are currently using, you can bring up a floating
palette of open applications, like the one shown below, then select the application
you want to switch to—without ever having to reach for the mouse or trackpad.

To get the Application Switcher that displays icons for all the open applications,
press and hold down the Command key, then hit the Tab key once. Keep the

Command key down. You'll see something like this:

Find the display method you feel most comfortable with:

To cycle through the icons from left to right, hold down the Command key
and tap the Tab key (or the Right Arrow key) .

To cycle through the icons in the other direction, right to left, keep the
Command key down, but also hold the Shift key while you tap the Tab key
(or use the Left Arrow instead of the Shift-Tab combination).

Or press Command Tab to display the Application Switcher, release the
Tab key but continue to hold the Command key while you use the cursor

to select an icon (just hover over it to highlight it, then let go).

However you choose to select an icon, when the application icon you want
is highlighted in the palette, let go of the keys and that application will come

forward as the active program.

If there is no window open in that particular application, it might look like nothing
happened—always check the application menu (see page 4) to see which one is
currently active! You might need to hit Command N to open a new window in that

application once it’s active.
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Switch back and forth between two applications

Most of us probably spend the greater part of our time between our two favorite
applications. There’s a shortcut that will switch you back and forth between just
those two, instead of having to bring up the Application Switcher.

First, while in one of your favorite applications, switch to the other one (just click
its icon in the Dock). Now, to switch between those two applications, press
Command Tab. I know it sounds too similar to the shortcut for switching between
all applications, but the trick is to hold down the Command key, hit the Tab key just
once, then let go of both keys right away.

Quit or hide applications

Use the keyboard shortcut Command H to hide all of the windows of the active
application, and Command Q to quit the active application. Use these shortcuts
in combination with the switching shortcut (above) to quit or hide selected (active)

applications.

To hide all other applications except the one you're currently using, press
Command Option H.

To switch to another application and hide the windows of the current one,
hold down the Option key when you click the other application icon in the Dock.

Keyboard Shortcuts
Command TabTab Tab ... Select the open applications

Command Tab Switch between two open applications

Command H Hide the currently active application

Command Option H Hide all the other applications except the active one
Command Q Quit the active application

Switch between multiple full-screen applications

Most of the applications that come with your Mac can be run in full-screen mode.
Each full-screen app (see page 54) occupies its own Desktop Space (see pages
298-301), and you can use gestures (the motion of one or more fingers on a Multi-
Touch input device) to switch between full-screen apps (see page 300).
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Simplify Your Work with Drag-and-Drop

You probably have lots of applications open on your Mac. Often you'll need to move
data from one open application to another. Your Mac makes this so easy with drag-
and-drop: Drag the information you want from one application and drop it into the
other application. Below are some examples. Experiment with these, and then try
dragging and dropping in all sorts of other ways! If it doesn’t work, nothing bad will
happen—it just won’t work.

Move text around in a document window

In TextEdit or Mail messages, you don't have to cut-and-paste to move text—
you can simply drag-and-drop it.

1 First select the text you want to move: Press-and-drag the cursor over the
text so it is highlighted. Let go of the mouse button or trackpad.

2 Once the text is highlighted, press anywhere in the selected text and hold it

for a second or two, then drag.

3 Watch for the insertion point! It’s that thin, flashing, vertical bar. As you drag
the cursor, the insertion point moves too. When the insertion point (not the
cursor) is positioned where you want the new text to appear, let go of the
mouse. Text will always drop in or paste in at the flashing insertion point!

Don't forget to use that great option in the Edit menu to “Paste and Match
Style,” as explained on page 61.

To move a copy of the selected text to somewhere else in the same document
(and leave the original text in its place), press the Option key and hold it down
while you drag the text.

—— Often you'll find it works best to select the text or items,
then press and hold and count to three before you drag.
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Move text from one application to another

Not only can you drag-and-drop within one application, you can drag text from
one application window and drop it in another. Let’s say you wrote a nice essay in
TextEdit—select it and drag it into an email message in Mail.

This automatically makes a copy of the text (instead of deleting it from the first
application), so you don't need to hold down the Option key.

Make a text clipping on the Desktop

Have you ever wanted to save a quote from a web page or a statement from an

email message? Just select the text, then drag-and-drop it onto the Desktop or

into any folder or window. This makes a small file with an extension, called
“filename.textClipping” (if extensions are set to be visible; see pages 73 and 444).

= The clipping names itself with
= the first few words of the text.

The lights burn ~ You can change the name—
blue.textClipping  just select the text and retype.

Anytime you want to see what the text clipping says, just double-click on it. And you
can drag-and-drop that clipping file into most text windows, such as TextEdit or a
Mail message, and the actual text will drop onto the page.

Add email addresses to a Mail message

Drag a person’s name from the Address Book or the Address Panel and drop it into
any of the “To” fields in an email message to automatically address a message. You

can drag addresses from one field to another.

To add more than one name at a time, select more than one name in the Address
Book or Panel: Hold down the Command key and click the names you want to add.
Then let go of the Command key and drag one of the names to the email “To” field—
all of the selected names will come along.

To add a Group name, drag the Group name and drop it into one of the “To” fields.
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Send contact information through emall

You can send a person’s Address Book data (his card information)
m @ to anyone who uses Mac 0s x. Drag a person’s name from the
— Address Book or Address Panel and drop it into the body of a
Mail message. You'll see a “vCard” icon, as shown to the left.

Pat Williams.vcf
The recipient can then drag the vCard to her Address Book where
it will be added automatically. Or she can double-click the icon in the email message
and all of the Address Book data will be added to her Address Book.

Make a web location file

In Safari, you can make a web location file that will take you to a specific web page.
There is a tiny icon that appears in the location field (called a “fav icon”), directly to
the left of the web address, shown circled, below. Drag that tiny icon and drop it in
the Dock (on the right side of the dividing bar), onto the Desktop, or into any folder.
This creates a web location file, shown below. It has two different appearances,
depending on where you drop it.

8eo0e T\ Apple "
| | | |i| lﬁ| | -l( [ het: / jwww.apple.com/ = ¢ | [Q Google lg\ |
| N

If you drop the icon in the Dock, it looks like a spring (below-left). You can single-
click it to open Safari and that web page.

If you drop the icon on the Desktop or in a window, it looks like a document file
(below-right). Double-click the icon, or drag-and-drop it into the middle of any
open web page. Or drop the web location file on top of the Safari icon in the Dock.

% = A web location file as it
X A web location file as @ appears on the Desktop,
" itappears in the Dock. HTTP _ in a window, or folder.

Apple.webloc

Save into a particular folder

When you are saving a file, first make sure the whole dialog is open (click the
disclosure triangle next to the “Save As” field, if not). Drag a folder from the Finder

and drop it in the center pane. The Mac saves the document into that particular folder.
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Take advantage of the page proxy

You may not have noticed the tiny page icon that is in the title bar of every
document you create (it appears after you save the document). It’s called the
“page proxy.” You can do a lot with this tiny icon.

806 + Mpthinks | scent the morning air.rtf
'|E]|n.un: 2l[Ba~ =12 || (MW7 (BITIY] | (1o 2][i=~] |
T T S S S !

Make sure the document has just been saved before you experiment with any of the
following techniques (or it won’t work).

To create an alias of the document on the Desktop or in any folder or window, drag
the page proxy and drop it on the Desktop, on top of any folder icon, or directly into
any window. You'll see the telltale sign of an alias’s tiny curved arrow as you drag the
page proxy (below, left). See page 443 to learn more about aliases.

This tiny arrow indicates this icon This green plus button
is an alias. When you double-click S ) indicates a copy of the
this icon, it opens the real file. - = file will be made.

ks | scent the
morning air.rtf alias

To create a copy of the document, hold down the Option key and drag the proxy.
Drop it on the Desktop, on top of any folder icon, or directly into any window.

You'll see a plus sign as you drag (above, right), indicating your Mac is making a
copy of the document.

To send the document through iChat or Bonjour, drag the page proxy and drop it
on a Buddy name in your iChat Buddies list or on any name in your Bonjour list.

Or drag the page proxy into the text field of an iChat instant message. The
recipient’s message has the file attached, including a download button to click.

To email the document, drag the page proxy to an email message and drop it
anywhere in the body of the message.
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Open documents in other applications

Drag documents (or page proxies, as explained on the previous page) onto
application icons in the Finder or Dock to open those documents in the targeted
applications; if an application is capable of opening the document, the application
icon will highlight. This is great for when you want to open a document in
something other than the document’s default application.

For instance, open Microsoft Word files in TextEdit—just drag and drop the file
onto the TextEdit icon, either in the Dock or in the Applications folder.

Or drag a PDF and drop it in the middle of a Safari window or directly on the Safari
icon, and Safari opens and displays the PDF.

Take advantage of spring—loaded folders

Combine drag-and-drop with spring-loaded folders to organize the Finder. A
spring-loaded folder opens as you hover your mouse over it. You can use this
technique to dig down into folders with a file you are dragging: Hover over a folder,
its window pops open, hover over the next folder, its window pops open, etc.

You can set the parameters for how long you have to hover the mouse to open

a spring-loaded folder—use the Finder preferences (in the Finder menu).

Or use the Spacebar instead, even if the option for spring-loaded folders is
unchecked: Whenever you want a folder to open instantly, hover over the folder
as you drag a file, then hit the Spacebar.

eoon Finder Preferences
" Nemat S
General | Labels Sidebar Advanced

Show these items on the desktop:
™ Hard disks
\ZIExlema\ disks
¥ €Ds, DVDs, and iPods
ECannEcted servers

New Finder windows show:
[

|| Always open folders in a new window

™ Spring-loaded folders and windows
Delay: e
Short Medium Long

Press the space bar to open immediately.
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Drag content, images, or files between applications
Try dragging anything and everything!
Drag an image from the web onto a TextEdit page or an email message.

Drag a graphic file from the Desktop or a folder and drop it into the text area of your
application. This works in lots of other applications, not just the ones from Apple.
For instance, I'm using Adobe InDesign to create this book—I dragged the image
you see below (of my Grandmother, Pauline Williams, who is now 101 years old and
fabulous) from the Finder and dropped it on this page (and it’s linked).

Drag text content and/or images from any application and drop them into other
applications. Not everything will work, or it might work but not quite as you expect,
but you will discover some wonderfully useful ways for working in your favorite
applications.

You don't even have to open the other application first if you want to drag text from
one place into a new file in another application. For instance, you can select and
drag text from a web page and drop it on the Mail icon in the Dock—Mail will open
a new message window with that text pasted in the message area. Or drag text and
drop it on the TextEdit icon (which I keep in the Dock)—TextEdit will open a new
window with that text in it.
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Take Advantage of Services

Every application, in its application menu, has an item called “Services”” Exactly
which services are available at any moment depends on which application you have
open and what you have selected within that application, if anything.

iFi\e Edit View History Bookmarks Window Help

About Safari
Safari Extensions...

Report Bugs to Apple...

Preferences... ®,
+ Block Pop-Up Windows 3K

i . If text is selected on a Safari page,
Private Browsing...

Reset Safari... you will see options like this.
Empty Cache... HE
Text ¢ Add to iTunes as a Spoken Track

. . J Make New Sticky Note 8y
Hide Safari #¥H
Hide Others ~CgeH  Searching |8 Look Up in Dictionary

&) Search With Google 48l

Quit Safari 2Q Messaging W New Email With Selection

& New Note With Selection

|8 Services Preferences...

Some services also show up in contextual menus. Control-click in a window, or on
a selected item in a window (text or image) to see a pop-up menu of items. The
items at the bottom of the contextual menu are Services, such as “Add to iTunes
as a Spoken Track,” “New Email With Selection,” etc.

Services let you use features of one application while you work in another. For
instance, you can be browsing in Safari and make a new note in Mail from text on
a web page: Select text on a web page, choose “Services” from the Safari application
menu, then from the sub-menu, choose “New Note With Selection”

Because Services are contextual, only services that are relevant to the application
you're using or the content you're viewing will show up in a Services menu (in both
the application menu and in the contextual menu that pops up when you Control-
click on a selection).

You can configure the Services menus to show, or hide, the services available. Open
System Preferences and choose “Keyboard”; click the “Keyboard Shortcuts” tab,
then select the “Services” item in the left pane (or click the “Services Preferences..”
item at the bottom of the menu). In the pane on the right is a list of services that
are available: Put checkmarks next to the ones you want to be visible in menus, and
uncheck the ones you want to hide.
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Customize your Dock

Set up your Finder
windows for the way
you like to work

Use spring-loaded folders

Color-code your files
with labels

Customize your

Sidebar and Desktop

Learn to use the
System Preferences to
customize many features

of your Mac




LESSON 15

Personalize Your Mac
to Meet Your Needs

Now that you've learned all the basics of the various applications
and system settings on your Mac, discover how to customize them
to suit your particular way of working. Would you prefer to have
your Dock on the side of the screen instead of at the bottom? Do
you like a brightly colored Desktop? Do you want to customize the
insides of certain windows? Color-code your files? Make the icons

and text bigger? It’s all do-able—and more.
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Customize the Dock

When you first turn on your Mac, the Dock is sitting along the bottom at a certain

size. But like everything else on the Mac, you can customize it to suit yourself.

Would you prefer the Dock along the side of your screen? Would you like it to

disappear altogether and only appear when you need it? Are the icons too small

or too big? Do you want the indicator lights to tell you which applications are open?

You can adjust everything.

There are three ways to customize the Dock: You can use the System Preferences,

the Dock options in the Apple menu, or the secret pop-up menu in the Dock itself.

Customize the Dock using System Preferences

Dock

on the Dock icon.

RN

Size: e ——

small Large

3> | | Magnification: ]
\/
Min Max

Position on screen: () ®

Left  Bottom  Right

Minimize windows using: | Genie effect 4|

[?] Minimize windows into application icon

@Animate opening applications

[_| Automatically hide and show the Dock

™ Show indicator lights for open applications ‘7 3

Magnification

Go to the Apple menu and choose “System Preferences...,” then single-click

If you turn on “Magnification,” the icons in the Dock will enlarge as you

hover the cursor over them, as shown below. Just how big they enlarge is

up to you—move the slider (above) to “Max;” then slide the cursor back and

forth over the Dock (don't click) and see how big the icons get.
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Minimize windows using
Choose between Genie Effect and Scale Effect to visually change how
windows float down into the Dock when you click the yellow Minimize
button in a window. Hold the Shift key down when you click the yellow
button to see the effect in slow motion.

Minimize windows into application icon
This option sends minimized windows behind their application icon in the
Dock, instead of taking up space in the Dock. To show minimized windows,
press on the application’s Dock icon. See page 304—305 for more information

about this feature, called Dock Exposé.

Animate opening applications
This is what makes the icons in the Dock bounce up and down when you
click to open them. You can turn it off.

Automatically hide and show the Dock
Click this and the Dock disappears. It reappears whenever you move
the cursor into that edge where it disappeared. As long as your cursor is
hovering over the Dock, it stays visible. Move the cursor away, and the Dock
hides itself again.

Show indicator lights for open applications
Apple wants us to not worry about how many and which applications are
open, but we like to see the visual clue that tells us this information. If you

want to turn on a little light under the open applications, check this box.

Resize the icons and the whole Dock

B When your cursor is positioned over the dividing line in the Dock, it changes

shape (shown below). Press-and-drag the line to resize the Dock and icons.

Customize the Dock with the Apple menu or Dock menu
® From the Apple menu, select “Dock,” then choose your options.

® In the Dock itself, Control-click (or right-

Turn Hiding On

click) the dividing line. From the menu e

that pops up, choose how you want the Miplmize Heing sl
Dock Preferences... \

Dock to appear and behave. .

The cursor changes into this shape to indicate |

you can resize the Dock and the icons, ————
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Customize the Finder

There are a number of features you can customize in the Finder. You might expect
to find these in the System Preferences, but because the Finder is actually an appli-

cation (it runs the Desktop), its preferences are in the Finder application menu.

Customize the General preferences

1 From the Finder menu, choose “Preferences...”” Click the “General” icon.

[8) Finder Preferences
o o
General els Sidebar Advanced

Show these items on the desktop:
[ Hard disks Check this item if you want your
|| External disks R . R
B e hard t?llsk icon to show in the
(] Connected servers top-right corner of your screen.

New Finder windows show: Or uncheck it if you think it’s

& : .

(@jmmy 3 redundant to see the icon on

[ Always open folders in a new window the Desktop as well as in every

Finder window.
™ Spri g-loaded folders and wind

Delay: =—————ree{

short Medium Long
Press the space bar to open immediately.

Because your Finder window can display the hard disk icons, removable disk
icons, and servers in the Sidebar (under “Devices”), you can choose that these
items do not also show up on the Desktop. Or if it makes you feel better to see
cD/DVD icons on the Desktop when you insert them, you can choose to show
only those. Whatever makes you happy.

Every time you open a new Finder window, it starts over—that is, the Mac
doesn’t remember the last window you opened. From this menu, choose the
window you want to see whenever you click the Finder icon in the Dock, or
press Command N to get a new window. For instance, I want to see my Home
window every time I open a new Finder window. You might prefer to see your
Hard Disk, the Documents folder, or perhaps a project folder.

Of course, this implies that your Home folder (the one with your name on it)
is showing in your Sidebar. If it isn'’t yet, see page 279.
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4 If it bothers you to have only one Finder window open to work in, you
can choose to have a new window open every time you double-click a
folder icon.

Don't forget that you can always open a separate window for any individual
folder: Command—double-click it.

5 If you turn on spring-loaded folders and windows, then a folder will automati-
cally pop its window open as you hover a file over that folder. That is, drag
a document over to a folder that you want to put it in and just /old the file
on top of the folder but don’t click (just hover); the folder will “spring” open.
This is great when you are dragging a file somewhere—you don't have to put
it down to open the folder. And when you let go of the file to put it in the
window, the Mac immediately takes you back to where you started.

Once the first folder opens, you can spring open another folder and another
inside of that one—Ilet go of the file, it drops into that folder, and everything
closes up behind itself.

The “Delay” slider sets how long your cursor has to hover over a folder before
it pops open. If you find folders popping open when you least expect it, make
the delay longer.

Even if you turn off spring-loaded folders, you can always hit the Spacebar to
make a folder pop open, as long as your cursor is holding a file over that folder.
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Create labels for files and folders

Labels are colors that you can apply to any file or folder or application as a tool for
organizing and searching.

1 From the Finder menu, choose “Preferences...” Click the “Labels” icon.

Use these label names:

@ Critical

Client

Personal

Mermaid Tavern

.. Shakespeare Readers
Research

Gray

2 Change the label names for any color label you want; ignore the ones you don't.

3 To apply the labels, select a file, then go to the File menu and at the very
bottom choose a “Label” color. As you hover over the color dot, a tool tip
appears to tell you the label name.

Or Control-click (or right click) a file of any sort. From the contextual menu
that pops up, choose a color label. Click the X to remove a label.

ane {4l Documents
NN J =-__|§- |m -] (Q )
FAVORITES - | olabet e Size | Date )

i) robin A Sl GIGKB  4/13

3 Boods In smowipg 320K8 413

#x Applications 1 Green house on St Lucia street jpg ke 413
[ Desktop 2 Joytul Stoscism 378byies 50371

> 3 owemsersron e o
o + Evenso Persomal 683byes  Yest
e Lo areh Research = e ABRE
s300ytes /301

I3 Music :f"‘ a 4112,

SHARED

DEVICTS

3 Hard Dik » 3 User » 4 robin + (3 Docuenents
To add the “Label” column to your List View windows, right-click

on any column heading; from the contextual menu that appears,
choose “Label.”

To rearrange the columns, drag the headings left or right (except
the Name column can’t move). (The columns won’t move if you
have an arrangement applied; see page 283.)
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Choose what appears in your Finder window Sidebar

1 From the Finder menu, choose “Preferences...”” Click the “Sidebar” icon.

U|

General Labl\ls

Sidebar anced

Show these items in the sidebar:

FAVORITES
E Al My Files

& @ Airdrap

& #; Applications

@ [ Desktop

& [§ Documents

# €3 Downloads

2 Check the items that you want to see in

the Sidebar of your Finder windows, and
uncheck the items you don’t want to see.
Coordinate this with the “General” Finder
preferences shown on page 276—you don’t
want to eliminate the hard disk icon, for
instance, from both the Desktop and the

@ H Movies Sidebar!
& J7 Music
= P If you find that the option to show “All My

i Files” is pretty useless, you can turn it off.
@ [ Back to My Mac

™ [ Connected servers
& 7 Bonjour computers

We make sure to check the box to display

DEVICES
0 =1 Robin's Air

= 2] Hard disks

@ [ External disks

# [ iDisk

# () CDs, DVDs, and iPods

our Home icon so we have easy access to
our base of operations and don’t have to
keep everything listed in the Sidebar.

I

Choose file extensions and turn off the Trash warning

1

2

From the Finder menu, choose “Preferences...” Click the “Advanced” icon.

File extensions are those three- or four-letter abbreviations at the ends

of file names; see pages 73 and 4.44. We like to keep them turned on because
they are useful visual clues about our files. When this box is checked, you will
not see the option to “Hide Extensions” in Save As dialog boxes.

If that warning you see whenever you
empty the Trash makes you crazy,

turn it off here.

E] Show all filename extensions
EmPty Trash securely overwrites the ¥ Show warning before changing an extension
] Show warning before emptying the Trash

disk space of files in the Trash in a way

| Empty Trash securely

that can’t ever be read or recovered.

When performing a search:

['Search This Mac i+

What you choose in this menu is what will appear
as the default when you do a search on your Mac.
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Customize the Inside of Finder Windows

Are the icons too big? The text labels too small? Do you want more columns of

information available? Fewer columns? In the List View, would you like to rearrange

the columns? In the Column View, do you want to turn off the preview column?

You can do anything you

want.

Customize the lcon View

1 Open a Finder window and click the “Icon View” button (circled below).

2 From the View menu, choose “Show View Options” The options panel shown

below-left opens.

# Browse in icon view

| Arrange By: | Kind —<ftmpmm——

Sort By:

| Date Created * |

Icon size: 64 x 64

A T m—
Grid spacing:
s e

Text size: | 12 2l
Label position:
(%) Bottom () Right

(| Show item info
[ Show icon preview

Picture D
| Useas Defaults l |

If an arrangement has
been applied (as above,
by “Kind”), you cannot
change the background

color or picture.

Background:
=) White
Color

ann il Pictures

“ m || ge-| @~ Q
FAVORITES S~—Folders v Al
Notice the 1 robin e
£ & Desktop =
rows o . [5 Documents P
categonzed [ Movies iChat leans beach shats JiCanvas images
icons in this — —
. SHARED Images Show Al ()
window? — > |
# 8 0
!aecause is,jog lnnecl\jng Bearrice.jpg
it has an
arrangement peri.
applied from - - -
this menu. w o e
E . Discoursa of Lde Readers in A wricksy word,nf
xperiment 00 Death. it Londen.nf
with it! =3 Hard Disk » (G Users + o robin » (i Prcrures
) mem, 34.22 GB avallabie

Click here and every window in
Icon View will have these settings.

Option-click to “Restore to Defaults.”

Slide to

resize icons.

3 Choose whether you want this particular window to always open in icon view.

Notice the title bar of the preferences pane (above-left) shows you the name of

the currently active window, the one to which these changes will apply.
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4 Experiment with these options.

m Use the sliders to change the size of the icons and how far apart they

will be spaced (the underlying invisible grid spacing).

— If you hold down the Command key as you move an icon in
a window, it will snap to the nearest spot on this grid. Whenever you go to
the View menu and choose “Clean up,” the icons get arranged in this grid.

® Use the Text size menu to change the size of the text that labels each file.

® And use Label position to position the labels (file names) on the left or right
side of the icons (they’re generally on the “Bottom”).

5 Show item info: This displays information about some icons. For instance,
the window will display how many items are in each folder or the size
(in pixels) of graphic files.
Show icon preview: This displays tiny thumbnail versions of the actual images

for graphic files and photos, and even for documents.

Arrange by: Arrange by and Sort by work together. First, choose an arrange-
ment, and you will see rows of icons grouped into those categories, as shown
on the opposite page. For instance, choose “Kind” and all items will be grouped
by what kinds of files they are—folders, images, text files, applications, etc.

Sort by: Then (if you like), open the “Sort By” menu

[:] Pictures

@;x I“;;e - and choose how you want the items in each category to
be organized. For instance, choose “Name,” and any file

S you drag or save into this window is automatically placed

knsze: W% into its appropriate category and it alphabetizes itself.

5

“Label” is also an organizational option, but in this case it
refers to the colored labels as explained on page 278, not
the labels (file names) mentioned in Step 4!

—— With “Snap to Grid” chosen, you can’t reposition icons —
they will always jump to the nearest spot in the grid. To override this, hold
down the Command key as you drag an icon.

Don't forget that you can always go to the View menu and choose Clean Up or
Clean Up By (and choose a particular method) to instantly organize your files. The
menu items apply to the window in Icon View that is selected (click anywhere on a
window to select it). (If there is an arrangement applied, the Clean Up commands

are not available.)
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Customize the List View
1 Open a Finder window. Click the “List View” button, as circled below.

2 From the View menu, choose “Show View Options.” The options panel shown

below-left opens.

Enlarge the icons
with this button.

Icon size A

(©]
i enn (] Documants

Tesee (123 [alr] 3= L EINERIER a
Show Columns: e — Date Modifed size
 Date Modified ) robin (4 Lost Documents research Today 438 PM
[ Date Created [ Desktop ey <o
it Fo st Opaiiad, = % Even S0t Yesterday 1:38 PM 683 byues
E Date Added - « Aaron the Moor_rtf May 3, 2011 11:28 PM 450 bytes
o size [l Movies + Joylul Staicism.of May 3, 2011 10:43 PM 378 bytes
o Kind @ Pictures 5 30 Days
‘;‘ Version SHARED (] The Shakespeare Papers Apr 12, 2011 4:25 PM
(| Comments Eartier
0] Label DEVICES w
5  blooms tif Agr 13,2011 2:52 PM B95 KB

7 Grtdn house on St Luca street jpg Apr 13,2011 318 PM ITIKE
@ Use relative dates (8 December snow Dec 11, 2007 11:24 AM --
] Calculate all sizes “ Booda in snow.jpg Apr 13, 2011 3:04 PM 320 KB
[ Show icon preview & IMenry V1 12players.pdl Apr 6, 2012 12:45 AM 4B KB

[ Restore to Defaults | 2 Hord Dish + (1 Users » 7 robin » (1 Documents
10 hervs, 34,22 GO ol
Hold down the Option This folder, in List View, is arranged by Date Created, as
key and the button circled in the preferences pane to the left. You do not need
changes to this. to have that column visible in order to arrange by that criteria.

3 Choose whether you want this particular folder (the Documents folder, in the
example above) to always open in List View.

4 Choose the icon size you want, the text size for the labels, and which columns
you want visible. This is where you can choose to display the “Label” column if
you like to use colored labels (see page 278).

See the opposite page for the option to show “Comments”

5 Use relative dates: Under the “Date Modified” and “Date Created” columns, you
will see “Today” or “Yesterday” instead of the actual date.

Calculate all sizes: With No checkmark in this box, the Size column will
display the file sizes of documents and graphic images, but NoT folders.
Calculating the sizes of very large folders can take extra time.
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Add comments and show the Comments column

This is a great feature that not many people take advantage of because few know it
exists. In the List View options, shown on the opposite page, you see that you can
choose to show the Comments column. But where are those comments?

You can add comments to the Info window of any file, shown below-left. You might
add a reminder about what to do with this file, a committee-meeting message to
someone who will be receiving it, or love notes to your Sweet Heart. This is the same
field in which you can add keywords for Spotlight to find, as mentioned on page 359.

To open the file’s Info window and add comments, select a file and press Command I
(I for Info). Or Control-click (or right-click) a file and choose “Get Info” from

the contextual menu that appears. Add whatever text you want in the “Spotlight
Comments” field, as shown below-left.

Once you do that, those Comments will appear in the Comments column in the List
View, as shown below.

2400 [ First Friday Club
~ Risgjohn for 7.nf e Q
® Nodfied: Today LOZEPM 1 § p—
FAVORITES Hans - W Kind
WRAL B groeil piay. Fird trat mdre it Deses. 15} robin « Antory&Cleapatra 03_09Wgr 10 Laura fior hir mext reading group, Portabie Dod

= Coficlanus forl0_709.pdf Siip wants a copy of this. Portable Do

— 0 pesircp & Cymbeline for &nf Copy the death song for Dana. Rich Text Fol
* Mors b 1" Documents B Kingiohn for 7.1 What a great play. Find out mare about Eleanar.

» Rame & aensan ) Pictures « Merry Wives FFO4_0B.rtl Rich Text Fo|
AL < Sheew for 10.pdf Portable Do

¥ P SHARED

King John

2 Ward Diske + [ Users » /) robin + [ Decumnents « [ First Friday Club + . Kinglohn for 7.nf
e s W i s S S
bt Lt L L N L S R e

e =

= Titus10phayers.pdf Portable Dog

For the Comments column to appear, you must check its box
in the View Options panel, as shown on page 278.

To reposition the list, drag its column name.

NOTE: If you have applied an arrangement, as explained on
page 281, you cannot move the columns or add new ones
unless you do this: Change “Arrange by” to “None,” rearrange
the columns, and then set “Arrange by” again as you choose.

EIE— If you want to add comments to more than one file, select one file and
press Command Option I. This opens the “Inspector” window (it looks exactly like the
“Get Info” window). Now when you single-click on any other file, that file’s info auto-
matically appears in the already-open Info/Inspector window.
If you like to use the contextual menus, Control-click (or right-click)
a file, then hold down the Option key; “Get Info” changes to “Show Inspector.”
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Organize the columns in List View

Keep in mind that none of the following options will work if you have applied an

arrangement to your window, as explained in the callout on page 283, or as chosen

from the “Arrange by” menu circled below.

® To organize the items in your list by any column, just click a column heading

to organize everything by that. For instance, if you want all the different sorts

of files grouped together so you can clearly see which ones are, say, Photoshop

files, organize by the “Kind” column.

The selected column heading under which everything is organized is the blue

one. In the example below, the items are organized by “Name.”

To alphabetize, or sort, the items in the list backward or forward, click the

heading triangle. That is, perhaps you want the items in the “Name” column to

be listed alphabetically backward: First click on the “Name” column heading.

Then single-click the tiny triangle (the “sort” triangle, or arrow) you see on the

right side of the column heading.

If you would like your items to be sorted by “Size” in ascending or descending

order, first click the “Size” column heading. Then, if necessary, single-click the

tiny sort arrow to reverse the current order.

To horizontally rearrange the order of the columns (except the “Name” column),

press any column heading (except “Name”) and drag it to the right or left. You

will see the other columns move over to make room. Drop the column (let go

of the mouse button) when it’s positioned where you want it.

To resize the width of the columns, just press the dividing line between

any column; the pointer changes to a double-headed arrow, circled below.
Drag the double-headed arrow to the left or right.

ene
e E_ EICTE
| = =
FAVORITES Name
1§} robin * [ 01_CCB TheeT|
g * (50 02_tambPent,
[0 Deskrop » G O3 Rhyme
[ Documants > G 04 Imagery
) Pictures ¥ 3 05 _Rhetorical
¥ 0l 06_Rare word:
SHAAER ¥ [ 07_Play struen
oLvIcEs + [ G6_Collaborand
= [ 09 _Peele and
10_Wilking an

[ Collaborator Course

This is the “Arrange by” menu. Choose
“None” when you want to resize and
change the order of the columns.
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Customize the Column View

1 Open a Finder window. Click the “Column View” button, as circled below.

2 From the View menu, choose “Show View Options.”

L= Pictures

g Always open in column

view

I Browse in column view

(Arrange By: | None ' 3

8no L Hawas
Jq-__ 5 e 5

FAVDRITIS -

Sort By: | Size 3

Textsize{ | 12 |

¥ show icans
g Show icon preview
(¥ show preview column

a Pictures

o Always open in column v
(] Browse in column view

jew |

5 Al sy Files B slue Mermaid it
L BrannaNotk
T mirdrep ™ fieajog
vy ; :m Yousg CraisDustier il
o8
S Desiron 4 Frguteind pg
1% Documents - Croenlug jog
© Downloads B Horor High gty poster.sd

"l vt icons

17711 K36 P
Pt
Dimaruisns €215 455

The Column View is what | live in (John prefers the List View).
I like to see the preview in the last column, and | like to see
exactly where the files are stored on my computer.

jlecl [t Efllm)5-)(n-) e

FAVDRITES Folders Fokders

Images
£ BriannaNora 3 Bermuda I Napall on high jog
T wrorp 52 iChat leons (3 Madagascar & Napall jog

iy Agplicars [0 Beach shots  se—— 0 Zanzibar

Arrange By: | Kind e
Sort By: | Date Created

)

Text size:

lg Show icons
[ show icon preview
4 Show preview column

[0 Desktop images S Havall ———p- nanalicoast.psd

B Horror High party pester.tif
1 paake  Forever Young ChrisDiesther.tif

8 Bloe Mermaid.tiff

This is the same Column View as above, but | chose to “Arrange by,”
as you can see in the View Options, upper left. This puts files in rows
according to the Kind of files they are. In each row, they are sorted
by the date each was created, yet you can still see the columns
showing where the files are. Experiment with the options!

You can also choose an arrangement from the Arrange by menu,
as shown on the opposite page.

3 Choose the text size of the labels.

You can choose not to show icons at all—just a nice, clean list of items.

Uncheck the box to remove the icons. (But keep in mind that the icon

can tell you a lot about a file! If you can’t see it, you'll miss its visual clues.

This might not matter in a window that is organized by “Kind”)

If you uncheck Show preview column, the last column will NoT display

a preview image of the selected file, such as a photograph.
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Customize the Cover Flow View

1 Open a Finder window. Click the “Cover Flow View” button, as circled below.

2 From the View menu, choose “Show View Options.

3 You can'’t change the actual view of the covers, except to enlarge or reduce
the images, depending on the window size. But you can choose the text size
of the labels.

(] Always operTn Cover Fl

Browse in Cover Flow

Arrange By: | None

low

Sort By: [ Date s

Icon size: o A
@
J

Text size; [ 14 s

Show Columns:
 Date Modified

|| Date Created

|| Date Last Opened
| Date Added

™ size

™ Kind

(] Version

(] Comments
(] Label

&2 iChat leans
* [ Beach shots
* [ Briannakora
™ fleajpg

# FrigateBird jpg
 CreenBug.jog

1@ Blue Marmaid.tff
 Forever Young ChrisDi
I Horror High party pes

Oate Modeted
Today 4:12 PM
Today 5:37 PM
1/19/07 B:18 PM
6/19/06 10:21 AM
B/19/05 736 PM
4/17/11 5:35 PM
S/13/06 12:23 PM
4718711 4:53 PM
12/12/10 5:29 M
10719707 3:14 PM

™ Use relative dates
[ Caleulate all sizes

B S ot To make the images in the top panel larger or
smaller, make the window itself larger or smaller
(press-and-drag the bottom-right corner).

Use as Defaults

Also drag the “thumb” mark (circled in the top pane)
up or down.

Click here, and every
window in Cover Flow View
will have these settings.

Option-click to restore
the system defaults.
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Customize the Desktop View

1 Click a blank spot on the Desktop to make sure no Finder window

(or any other window or icon) is selected.

2 From the View menu, choose “Show View Options.”

o Couuond

lcon size: B4 x 64

4 =

Crid spacing:

H = ]
Textsize: | 12 g

Label position:

(=) Bottom () Right

|| Show item info
Ef Show icon preview
Sort by: | None |

PR -

-

Icon size: 64 x 64
A * () » 5

Grid spacing

Text size: | 12 |
Label position:
(=) Bottom () Right

[_| Show item info
@ Show icon preview
Sort by: + None

Snap to Grid

Name

Date Medified
Date Created
Date Last Opened

Date Added
Size
Kind

Label
——

You can resize the icons or the text labels, reposition the labels, show extra file

information, display an icon preview, snap the icons to a grid, or always keep

the icons arranged by your chosen criteria, such as alphabetized (“Name”),

Kind, Label, etc.

If you choose Snap to Grid (plus choose something to Sort them by), every file

you drop onto the Desktop will snap into its appropriate place on the under-

lying invisible grid, keeping all those files on your Desktop nice and neat.

To override the grid-snap, hold down the Command key as you drag the file

and it will land right where you let go.

If you keep a lot of files on your Desktop and it’s getting messy, don’t forget you can

always go to the View menu (click on the Desktop first to make sure it’s active), and

choose Clean Up (which moves the files into the nearest grid space), or Clean Up

By (which organizes them by the option you choose and lines them all up in neat

rows). For some files, then choosing Sort By can subcategorize them.
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This is the System Eo L] = u @ @

288

Take Advantage of the System Preferences

The System Preferences control dozens of features on your Mac. Don't like the
picture on your Desktop? Do you want your Mac to go to sleep sooner or later or
never? Do you need to change the time because you moved? Would you like a whiny
voice to yell at you every time you make a mistake? You can customize these and
many other things through System Preferences. (Remember, every application has

its own preferences, as explained on page 51.)

To open System Preferences, click on its icon in the Dock or in Launchpad.
Or go to the Apple menu and choose “System Preferences...”

8006 System Preferences
Show All (q

Personal

General Deskrop & Dock Mission Language Security Spotlight Universal
1 Screen Saver Control & Text & Priva Access
Preferences icon. o
Hardware
e | 3 — /
& W 0w = A
CDs&DVDs  Displays Energy Keyboard Mause Trackpad  Print & Scan Sound

Internet & Wireless

@ N & Q0 @

Mail, Contacts ~ MobileMe Network  Bluetooth Sharing
& Calendars
System
2 & ¢ @ & @ @O
s ¥ L
Users & Parental  Date & Time  Software Speech  Time Machine Startup Disk
Groups Controls Update

If you would rather see these preferences in alphabetical order
(as shown below) instead of grouped in categories, go to the
View menu and choose “Organize Alphabetically.”

8n0n System Preferences
Show All (a y
N N i = 3 A
0 4 G @ W M|
Bluetooth ~ CDs&DVDs Date&Time Desktop&  Displays Dock Energy General
Screen Saver Saver
@ - ®
Keyboard  Llanguage Mail, Contacts  Mission MobileMe Mouse Network Parental
&Text  &Calendars  Control Controls
s = ; 8 =
- o @ @& A& § @ O
Print & Scan  Security Sharing Software Sound Speech Spotlight  Startup Disk
& Privacy Update
Time Machine  Trackpad Universal Users &
Access Groups
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Global versus user—speciﬁc preferences

If you have set up more than one user, as explained in Lesson 18, individual users
will discover there are some preferences they can’t change because they will affect
other users; these preferences are “global” and only the master administrator can
change them. Individual users can change the preferences that are “user-specific”
because they affect only that one user. So if you run across a System Preference that
you can’t change, it’s probably because you are not the main administrator (please

see Lesson 18 for details about users and administrators).

How to use the System Preferences

Once you open the System Preferences pane, single-click an icon to display those
particular preferences. Most options are self-explanatory—poke around and see
what they are (don’t forget the tool tips). We'll look at a couple of examples.

— | 1 Open System Preferences as described on the opposite page.
Single-click the Keyboard icon, shown to the left.

Keyboard

2 In the Keyboard preferences pane, shown below, single-click the “Keyboard”
tab to see the settings for that feature.

3 You can adjust how fast any key repeats across the page as you press it down.

The Delay Until Repeat refers to how long your fingers can linger on the keys

before they start repeating. If you find you type lots of double letters or spaces,
choose a longer delay here. If your fingers are really heavy on the keys, slide the
blue slider all the way to “Off” and the keys will never repeat automatically.

. . 800 Keyboard
Single-click _-"_i@ﬁ P—
the “Show
All” button ‘!vﬁcarisﬁmcu[s'l

1.:0 S?e the Key Repeat Delay Until Repeat
main window — e ‘ ——
again, or Off Slow Fast Long Drag to adjust how long to wait before
thi repeating characters when a key is held down.
Press on IS * | Use all F1, F2, etc. keys as standard function keys |
button to When this option is selected, press the Fn key to use the special
features printed on each key.
et a menu Be sure to look for the tool
gto hoose [ Show Keyboard & Character Viewers in menu bar | Input Sources... tiPS (hover over any itermn).
|
from. rr— They are extremely useful!

If you have a wireless
keyboard attached, this
panel will tell you how much
battery power is left.

[ Set Up Bluetooth Keyboard... | (7)

This button is important because it controls
whether your keyboard shortcuts need the fn
key held down. Experiment with it.
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Open System Preferences as explained on page 288; single-click Mouse or Trackpad.
Most of the controls are self-explanatory; be sure to display the tool tips and watch
the little video clips.

® Tracking determines how far the cursor moves across the screen when you
Move your mouse.

m Scroll with inertia means as you swipe or scroll, you can shove things on their
way, sort of like pushing a little toy car off on its way. Whoosh—oft they go!

® Double-Click is how quickly you need to tap the mouse twice so it is
recognized as a double-click instead of two single clicks.

® Secondary click is what you need to turn on so you can right-click instead of
holding down the Command key and clicking to get contextual menus. (Some
people, however, like my Mom, use the right side as the primary button, and
so a right-click for her is actually a left-click. She prefers it that way.)

[ Nala Mouse
s llmmm ] N .
ST o Gesnires | These are the mouse options for

the Apple Magic Mouse. Other

mouse brands will show slightly

Mouse

] Scroll with finger di
Esrmamn il ey

B anas + different choices.
Smart zoom . .
) oo o s e e Hover over an option; a white bar
Tracking shows you it that it is selected,
= % and a video displays to show you
how to use that option.
-
b (22 Gonai | :
TrlaIpad { oot o TR v Gstires | A trackpad, either on a laptop

or a wireless trackpad for your
desktop computer, takes a bit of
getting used to. It seems people
either love a trackpad or hate it.
If you have a laptop and hate the
trackpad, you can always connect
a mouse to it.

& Scroll with finger direction
Cament tollows fager

o Zoom in or out
Pinch winh taep gy

@ St zoom
Orutin tas ety Arsgers

Botaze
L -

Spend some time getting used to
the many trackpad options and
ot Up Blustooth Trackpad.. | (7 what they can do for you.
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This is another fun and useful System Preference—use it to change the color or
image on your Desktop.

ﬁ 1 Open System Preferences as explained on page 288; single-click the “Desktop

S cpon & Screen Saver” icon, then single-click the “Desktop” tab, circled below.
esktop

Screen Saver

2 In the list on the left, select a folder so its contents display on the right.

3 Single-click any image on the right to immediately view it on your Desktop.

s(\f‘ Deskrop & Scresn Saver :
ltas) | sovan. | — @ ! Experiment with the
Screen Saver options!

To use your own photo, first put
the photo in the “Pictures” folder
- that’s in your Sidebar or Home

folder, or put it in iPhoto. Then
- you can choose it from here.
- Or click the + button, then select
b a folder of photos to add to this list

50 you can swap the photos easily.

2

&= i Change picture: | Every 30 minutes
Random order
(o Transhucent menu bar

The Date & Time preference is one you will use often if you travel with a laptop.
Or on your desktop Mac, maybe you want to see the day of the week in the menu bar.

— 800 Date & Time

800 Use the Clock pane to show
| A o || Show Al 10,
@ Jasices. —— — % the day of the week, among
Date & Time oo & e — other options.

6/10/2011 |3

o000 My 2011
EMTWTF §
1234567
@ swniziane
151617 1818 20 21
22222728
20303

—

54t vime zone nt«w:w using current location

o et gane and time formats, use Language & Text preferemces, | Open Lasguage &T)

[J‘ Click the lock 10 prevent further changes.

Tima Zone: Mountain Daylight Time
Closest City: Albuguergue, MM — United States
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Customize the System Preferences pane

If you don't like to see System Preferences in your pane that you never use, you
can hide them. Press on the “Show All” to display a menu. At the bottom is a

“Customize..” command.

ann System Preferences
[xiv] - q
B 0 Blustosth
. £Ds & DVDs
g ! Date & Time I ' u 2 %
Bewtoot g Desktop & Screen Saver PR Bisplen Bock gy Gemeral
: bt Savar
W Disslays -
= MDock I 2l () &
s . Energy Saver 5 e, e — -
= Caneral 3 et Mk, i)
Keyboard =
1 Language & Text ) Q s @ Q
Pint8 s @ Madl, Confacts & Calendars e ik M P
i Mission Comtral ® e i f
1 MobileMe
Mouse \
Time Machl % Natwork &
& Parartal Controls E

e P—

& Security & Privacy
& Sharing
%) Seftware Update
& Sound
¥ Speech
@ Spatlight
2] Startup Disk
@ Time Machine

Trackpad

0 Unhwarsal Accass
& Users & Croups

B ——

When you choose “Customize,” each System Preference gets a checkbox, as shown
below. Uncheck a box to hide the preferences. This doesn’t delete it, just hides it.

an System Preferences
: e o =
ParsonaT~ Click “Done”
M oa I oo @ @ when you're
Canarsl Dasktop Dock Miggion Language Secarity Spotlight Univarisl ..
Serenn Control BTesr & By g finished

customizing.

N IR

To delete a third-party preference that might have been installed with an application,
Control-click on the icon; you'll get a contextual menu with an option to “Remove”
the preference, as shown above. This doesn’t work for Apple prefs.
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Find the right System Preferences for your task

Sometimes you know you need a System Preference to customize a particular Mac
feature, but you're not sure which one has the option you need. That’s where the
Spotlight feature can help.

Open System Preferences (see page 288), and type what you're hoping to find in the
search field (shown below). As you type, you'll see certain System Preference icons
highlight, and you'll see a list of possible options. The more you type, the more
specific the results will be.

Try the example shown below. I was looking for all the preferences that let me make
the scroll bars visible.

Single-click on an option in the list that appears, and the appropriate System
Preference will flash twice at you and then open.

The System Preferences
highlights possible results
for you.

800N System Preferences g If System Preferences

g | decides that it found exactly
what youre looking for, it
highlights the preference
with a solid circle of light.

Don'’t forget about other features on your Mac that let you customize and
personalize your machine! Check out “Mission Control,” the “Speech” options, plus
all the individual application preferences. If you need to type in another language,
use the “Language & Text” preference pane. This is your Mac!
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Understand the concept
of Mission Control
to manage your open

applications and files

Take advantage of Spaces

to organize your work

Use Expose to clear your

screen when necessary

Use Dock Exposé to find

open files in an application

Make your life easier with

widgets in Dashboard

Learn about iCloud with
automatic backups

and syncing




LESSON 16

Mission Control to
Organize Your Space

Mission Control presents an organized view of all your open
windows, enabling you to easily and quickly find anything you
need on a cluttered, messy Desktop. It also lets you create different
Spaces in which to work and stay organized. For instance, you can
do all of your word processing in one Space, browse the web with
Safari in another Space, use iChat or FaceTime in their own Spaces,

and easily switch between all of the different projects.

Mission Control incorporates Exposé features to clear your screen
or show open files. In addition, a Dashboard of useful widgets is

accessible from Mission Control.

See pages 310—311 for a brief introduction to iCloud and learn how
you can automatically backup and sync files to your Mac and other

mobile devices, such as iPhone, iPad, or iPod touch.
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Mission Control

Mission Control combines Exposé (a way of showing all open windows at once),
Spaces (multiple, alternative Desktops), Dashboard (a special screen full of small,
specialized apps called widgets), and full-screen apps (applications that are in full
screen viewing mode).

If your screen becomes cluttered with open documents, applications, and windows,
Mission Control can display every application and window running on your Mac in a
single organized screen view so you can select the item you want (shown below).

These are individual Spaces. Singlel-click a Space to bring it forward.

The Mission Control screen. Click any window in Icons identify the applications that are
the center part of the screen to bring it forward. open and running in the selected Space.

Mission Control shows the applications and their windows that are open. The
center area of the screen shows the windows of the selected Space. You can assign
up to sixteen alternate “Desktop” Spaces, plus open, full-screen applications occupy
additional Spaces. See the following pages for more about Spaces.

While in Mission Control, click any item or Space that you want to work with to
bring it forward as the active item.
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The currently active Space is highlighted with a border.

Dashboard eskto iPhata

Dashboard has its own Space, assigned by Apple (see page 306).

In the example above: Dashboard is a Space, the Desktop is a Space, and each of the
three apps that are open in full-screen occupies a Space of its own, for a total of five
Spaces (at this moment) that are functional. The Space that is highlighted with a
border is the one that is currently active and displayed in the center of the Mission
Control screen.

Spaces and Mission Control are intricately interwoven, so don’t worry if it’s
confusing at this point. You'll find it’s worth the effort to learn how to control it.

To enter Mission Control, do one of the following:
B Press the Fg key (the default keyboard shortcut to show “All Windows”).

You may have to add the fn key (thus, press fn F9), depending on your setting
in the Keyboard panel of System Preferences. You can change the Fg shortcut
in the “Mission Control” preferences, shown on the next page.

B Press the Mission Control key (F3) on your keyboard, if you have one.

3

You may have to add the fn key, as explained above.

B Use gestures, if you have a trackpad or mouse that supports Multi-Touch
gestures (combinations of finger touches and swipes to scroll, flip through
web pages, navigate pages or windows, and more):

Magic Mouse: Double-tap with two fingers on the surface.

Multi-Touch trackpad: Swipe upward with three fingers.

To exit Mission Control, do one of the following:
B Click any item in Mission Control.
B Press Fg again (or fn Fog on a laptop).
B Magic Mouse: Double-tap with two fingers on the surface.

B Multi-Touch trackpad: Swipe downward with three fingers.
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Spaces

Spaces, incorporated as a part of Mission Control, is a convenient way to manage
a variety of projects or just plain ol’ screen clutter. The idea is to create alternate
Desktops, called Spaces, then put certain documents or applications in their own
Spaces. When you want to work with an application, switch to its custom Space.

There is always at least one Desktop Space, your default Desktop that you always
see. When an application is put in full-screen mode, it automatically goes in a new
Space of its own. Dashboard has been assigned its own Space. In addition to these
Spaces, you can create more.

First, take a quick look at the Mission Control preferences (click the System
Preferences icon in the Dock or Launchpad, then click “Mission Control”). The prefer-
ences panel has an important option that affects how you interact with Spaces.

Mission Control: See pages 296-297.

""‘h Show All_|
hotL el Sbow = Dashboard has been

- Mission Control gives you an overview of all your open windows, thumbnails of your full- assi ned a Space |-F you
sereen applications, and Dashboard, all arranged in an unified view, g N °
uncheck this, you can

lEhow DMkt ek & £oka still open Dashboard
Automatically rearrange spaces based on most recent use From Launchpad

7 [ When switching to an i switch to a space with open windows for the application

Kayboard and Mouse Sharteuts
Wish & single keystroke, view all apen wingows, windows of the curremt application, or hige windows te locate
an item on the deskeop that might be covered .

Misslon Control: | F9 S i= : Exposé shortcuts:
Applexton singond | 1O ) B ; — See pages 302-303.
Show Deskrop: | F11 B - -
Show Dashboard: | F12
(For additional choites press Shift, Contral, Option, or Command)

Hot Corners... T

Hot Corners: Assign actions that happen when you
move your pointer to different corners of the screen.

When this option is checked, if you click the icon in the Dock of an application
that’s already open in a certain Space, that Space opens on the screen.

If this box is not checked, the application opens in whatever Desktop Space you
happen to be in at the moment, which means you can open it in multiple Spaces
(perhaps you have different documents open in each Space). To cycle through those
Spaces, single-click that application’s icon in the Dock.
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To create a new Space, do one of the following:

B Open an application, then put it in full-screen mode (click the full-screen
mode button, usually in the top-right corner of the window).

Click here to create a new space that contains
Jjust this application in full-screen mode.

To get out of full-screen mode, shove the pointer into

the top of the screen to make the menu bar appear;
click the blue arrow icon in the upper-right corner.

B Enter Mission Control (see page 297), then hover your pointer over the
top-right corner of the Mission Control screen. The Add Spaces button slides
out from the corner (shown below); click it.

B Enter Mission Control (see page 297). Drag an item from the center section of
the screen up to the top section, above the large Desktop background image.
As you drag, the item becomes smaller and smaller (simulated below). Drop
the item on or near the Add Spaces button that slides out from the top-right
corner. A new Space is created for the item.

Add Space
button.

[ [ Scerye——y]

o &0 ol fc.o.m)-

€ vonent Thos ol s om e
 Bined with

y
“Chems up). Ponithon chose o beudler. Check frequently,
taing as scesie, until chasred all over; e
indirvichead proces as they ane chamed, Plsce in pager o
Plastic bag. o baw] cavered with pliatic wep, %o

Srorsiltonid, Wiia a0l stugh
10 hanlle, peel, seod sed

kied st (Vi and rserve chopred jalepedon ard
FaATanes 10 v oo the side e

*  Prebeat oveaio JI5F.

+ Couly chim wrailion sed sessrvs.

Drag an item from the center section
of Mission Control to the Spaces
section at the top of the screen to
create a new Space for that item.
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To switch between all Spaces (full-screen app Spaces, the Dashboard Space, and
Desktop Spaces):

On a Magic Mouse, swipe left or right on the mouse surface with two fingers.

Or if you have a Multi-Touch—enabled trackpad, swipe left or right on the
trackpad surface with three fingers.

To switch between Spaces while in Mission Control, you have a variety of
techniques available. Do one of the following:

B Single-click one of the Spaces thumbnails at the top of the screen.
B Hold the Control key and type a number key that corresponds to one of the

Desktop Spaces in the top row.

® To switch between Desktop Spaces, not full-screen app Spaces or the
Dashboard Space (you will remain in Mission Control as you switch from
one Desktop Space to another):

Hold down the Control key and tap the left or right Arrow keys.
On a Magic Mouse, swipe left or right on the surface with two fingers.

Or if you have a Multi-Touch—enabled trackpad, swipe left or right on the
trackpad surface with three fingers.

To remove a full-screen app from its dedicated Space, take the app out of full-
screen mode: Select the Space that contains the full-screen app, then move your
pointer to the top of the screen until the top menu bar is revealed (below). Click
the blue Exit Full-Screen button that appears on the top-right side of the menu bar.
The application exits the full-screen mode and returns to its original Space.

)

=

= 4 Sun11:35PM jt Q@
N—

To help identify which Space you’re working in, you might want to choose a
different Desktop picture for each Space (see page 291). You can change any Desktop

picture at any time.

hes, )

Desktop 1 Desktop 2 Desktop 3 Desktop 4
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The name of a Space is located directly underneath its thumbnail in Mission
Control, as shown on the previous page. However, if you add so many Spaces that
the names get too crowded, the presentation changes to magnification mode: Space
names don’t appear under the thumbnails until you move your pointer over a Space

thumbnail, then the thumbnail enlarges and the name appears (shown below).

To remove a Space, hover your pointer over a Space in Mission Control until a

circle-X button appears in the top left corner (shown below). Click the X button.
Any windows that were open in that Space will return to their original Space or
move to the default Desktop 1 Space.

To remove a Space,
hover over a thumbnail,
then click the X.

When you enter Mission Control, the currently selected Desktop Space is prominently
displayed (Desktop 4 in this example). Click any thumbnail or the large Desktop display
to enter that Space.
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Expose
Exposé is one way to deal with a lot of open files and applications. It temporarily
shows (or hides) open items so you can find what you need. This is how it works:

Let’s say you've been working in TextEdit for several days and have created lots of
documents. Some are open on your screen, others you have saved into their appro-
priate folders. Tap the F10 key to show Application windows. All open TextEdit files
display in the top part of the screen, while Recent (and thus closed) TextEdit files and
those that have been minimized to the Dock appear as a row of thumbnails.
Single-click any document to open it.

Exposé keyboard
shortcut F10:

Show all the open
or recent document
windows from a
specific application.

2780 DOURBEE, DTS S,

Sometimes you want to get right to the Desktop/Finder. Tap the F11 key: All open
windows temporarily move into the margins of the screen—all you can see are wee
little edges. Tap F11 again to return the screen to normal. Try it. (If it doesn’t work,
hold down the fn key and tap F11; see page 289, the Keyboard preferences.)

A cluttered Desktop.
e gt A _ Tty o ol . "

Exposé keyboard shortcut F11: Show the Desktop.

The white arrows show the window edges that are visible.
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To customize the keyboard shortcuts that control Exposé and Mission Control:
Open System Preferences from the Apple menu and choose “Mission Control”

Click the “Hot Corners” button in the bottom-left corner to reveal the “Activate
Screen Corners” sheet (shown below). The four pop-up menus let you set an action
that takes place when you move your pointer to a corresponding corner of the
screen. For instance, in the example below, Mission Control is set to open when the
pointer is moved to the top-left corner of the screen. To turn off the Hot Corner
function for any screen corner, set the pop-up menu to show the dash option (-).

The lower section of the panel contains pop-up menus to set keyboard or mouse
shortcuts for Exposé functions. In the example below, Mission Control (see pages
296-297) is set to open with a tap of the Fg key.

Use the left column of pop-up menus to change the default keyboard shortcut for
any of the Exposé commands. Use the right column of pop-up menus if you want to
set a secondary or middle mouse button click as an additional shortcut to activate
an Exposé command. You cannot assign the same mouse button (the secondary or
middle mouse button) to more than one Exposé command.

Mission Control

Be careful with these—
assign a hot key to the
corner you head for the
Mission Contrel : LA {1 least. Otherwise you'll
Stant Screen Saver : n Dashboard : find unexpected things
happening whenever you
ok | go to the Apple menu or

Active Screen Coman

| TVATA & UIngie KeyEtroe, wiew Al Goen WANGGwA. WInGows Of TR CLATENE SHRICATIoN, O RISE WIndcwi T GCate try to use SPOtllght.
an item cn the detkiop that might be covered sp.

Misslon Contral: | FO
Application windows: | F10
Show Desktop: | F11
Show Dashboard: | F12

| [or sdditional ehoices press Shoft, Control, Oiption, or Comnsand)
Hot Comers. T

Click “Hot Corners” to reveal
the “Activate Screen Corners”
sheet, shown above.

If the Fkey commands shown above don’t work, hold down the fn key while you
tap an Fkey. See page 289 to learn how you can change the Fkey settings in the
Keyboard preferences.
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Expose for the Dock

Dock Exposé adds even more flexibility to managing the pile of clutter on your
Desktop. In the past, you may have minimized open windows (by clicking the yellow
button in the window’s top-left corner) and sent them to the right side of the Dock
to keep them accessible, but out of the way. That technique certainly works, but if
you minimize a lot of windows, you'll be trading a cluttered Desktop for a cluttered
Dock. Dock Exposé solves that dilemma by sending minimized windows to hide
behind their application icons in the Dock, completely out of sight.

To set up Dock Exposeé:
1 Open System Preferences; click the “Dock” icon.

2 Check the box to “Minimize windows into application icon,” shown below.
Then close the Preferences window (click its red button).

enn Dock
<> || Showall | @[ )

Size: e

Small Large

[_| Magnification: J ClICk here to
in Max tell minimized
Position on screen: () © e files to hide
e N behind their
Minimize windows using: | Genie effect 3 | app|ication icon
™ Minimize windows into application icon ——————————t— || the DOCk.

|| Animate opening applications
\;\Autcmarically hide and show the Dock
™ Show Indicator lights for open applications )

Now click the yellow minimize button in an open window and watch it swoop down
to the Dock to hide behind its application icon and out of sight.

To show the minimized files of an application, press
on the application icon in the Dock (shown here). A
menu pops up that shows a list of files that have been
minimized to this application icon. Click a file name
in the list to open that file on the Desktop.

Here you can see the menu listing the
minimized files hiding behind this icon.
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In addition to showing a list of minimized files, the pop-up menu (shown on the
opposite page) contains the “Show All Windows” command. Select this option to
show thumbnails of all the minimized files for the selected application as well as
Recent files (which have been closed), as shown below. The minimized files are
shown in a horizontal row, just above the Dock. Files from the selected application
that are open (and not minimized), appear in the top part of the screen.

To open a minimized file, click its thumbnail in the Dock Exposé view.
To show a Dock Exposé view of the next open application, press the Tab key.

If you press on an icon in the Dock for an application that is not open, you'll see only
a pop-up menu with a limited number of commands and options.

When you move the cursor over a thumbnail, a blue highlight
surrounds it (difficult to see here) and the file name is highlighted.

-
o E
— — i

Preview is the selected application.

Thumbnails below this horizontal dividing line are files from the selected
application that are open and minimized or closed but Recent.

Items above the dividing line are files in the selected application that are
currently open but not minimized.
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This is the
Dashboard. —

This is either
a + to show
or an X to hide
the Widget Bar.

This is the
Widget Bar.

306

Take a Look at Dashboard

Dashboard provides quick access to information customized just for you, displayed
in the form of widgets. Dashboard pops up in a split second, but only when you
want it. With the click of a button or swipe of a finger, it goes away just as quickly.
Below is an example of a Dashboard with the Widget Bar showing (the Widget Bar

doesn’t appear until you ask for it; see the opposite page).

When you activate Dashboard, the widgets appear either on top of a gray overlay on
the Desktop where you can still see any windows or applications you have open in
the background —or they might appear as shown below, in their own Space. You can
choose how you want Dashboard to appear, and this in turn determines how you get
to it; see page 308.

When the Widget Bar is closed,
Each of these items is a widget. you won’t see all the Xs.

TURS wED T R RAT  m

e % 9 & e e
78° 86 84® 76" 77 6T

mmmmyu-umh = “m“‘ -.‘-

0 Ta deae.

RORTYI-BEFTRALTUL,

Single-click the tiny arrow on either Single-click any widget in the bar
end of the Widget Bar to view more to make it appear on your screen.
widgets that are in the bar.
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Open Dashboard and the widgets

Dashboard is built into your Mac. If its icon is in your Dock, as shown below, just
single-click on it. If Dashboard is not in your Dock, open Launchpad and single-
click the Dashboard icon from there. Or press the F12 key (if you haven’t changed
the Dashboard preferences). Or if you have a Multi-Touch device such as a Magic
Mouse, try swiping two fingers (three on a trackpad) to the right; this moves the
screen into the space in which Apple stores Dashboard. Whew. Once you determine
the best way to open Dashboard, all you have to remember is that one method.

If youre using a laptop, your F12 key might

‘_ @ !\ @ !ﬁ& be used for something else, or you might need

to hold down the fn key as you press F12.
You can change Dashboard’s keyboard
shortcut; see page 308.

Add widgets to your Dashboard

To add widgets to your onscreen Dashboard, first open Dashboard and bring up
the Widget Bar: Single-click the plus sign you see in the bottom-left of your screen.
(The plus sign then turns into an X to close the Widgets Bar, as shown, opposite.)

To add a widget, single-click on it. The widget appears on your screen.

To see other widgets that are already installed, single-click one of the
tiny arrows that appear at either end of the Widget Bar.

Organize widgets on the screen in any arrangement you like—simply press
anywhere in a widget and drag it around. They will stay where you put them,
even after you put away Dashboard.

Put Dashboard away
To put Dashboard away, single-click outside of any widget, or press your keyboard
shortcut again (probably F12) or swipe to the left. When you next reopen Dashboard,

your widgets are right where you left them.
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Determine how to open Dashboard

The settings in the Dashboard preferences determine how you access Dashboard.

You can change this at any time.

and choo

2 Single-cli

se “System Preferences...”

ck “Mission Control”

an Mission Control
| @ » || Showall | Q

To add one or more
modifier keys to your
shortcut, press that key(s)
while a pop-up menu is
open. The menu options
will change to reflect the
key combination you

are pressing. —

Mission Control gives you an overview of all your open windows, thumbnails of your full-
sereen applications, and Dashboard, all arranged in an unified view.

o Show Dashbaard as a space
Automatically rearrange spaces based on most recent use
¥ When switching to an application, switch to a space with open windows for the application

Keyboard and Mouse Shorcuts

Wish a single keystroke, view al open windows, windows of the current application, or hide windows 1o locate
an fvem on the deskrop that might be covered up.

Misgion Controk: | F8 : -
Application windows: | F10 : -
Show Desktope | F11
Show Dashboard: | F12 : - :
Hor additional chaices press Shift, Contral, Option, or Command)

Hot Corners... 7

1 At the Finder, when Dashboard is not active, go to the Apple menu

If you have a multi-
button mouse,

you can make the
secondary button
(or a middle mouse
button) activate
any of the Exposé
commands, in place
of (or in addition to)
a keyboard shortcut.

The default settings are that tapping the F12 key will open Dashboard,
and that Dashboard is in its own Space (see Chapter 14 about Spaces).

If the box to “Show Dashboard as a space” is unchecked, you need to use the

keyboard shortcut or click on the Dashboard icon to display it. Dashboard will

appear tr:

anslucent, on top of your Desktop.

If that Dashboard space checkbox is checked and you have a Multi-Touch
device such as a new trackpad or a Magic Mouse, you can swipe two fingers

to the right and Dashboard appears.

If that Dashboard space checkbox is checked and you don’t have a Multi-Touch

device, press F9 (the keyboard shortcut chosen in the preferences above) to

open all windows and choose the Dashboard space. See pages 296—301 for

details about working with Spaces and Mission Control.
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Manage your widgets

If you become a widget junkie and start collecting lots of them, you’ll want some
way to get rid of the ones you don’t need anymore, or at least remove them from the
Widget Bar. Widgets that come pre-installed by Apple can’t be deleted, just removed
(hidden) from the Widget Bar.

Click the Widget Manager button that appears when you click the plus sign to show
the Widgets Bar (below-left). In the Widget Manager panel (below-right) uncheck
the Widgets you want to hide from view in the Widget Bar. Third-party widgets
have a red minus (-) symbol to their right. You can hide third-party widgets, or click
the red minus symbol to delete them altogether.

To retrieve widgets you've hidden, open the Widget Manager and checkmark them.

Uncheck widgets
o Flight Tracker to hide them so they
don’t clutter up your
“ ical Widgets Bar.
Both the button and the icon ol R Mo To trash a widget that
open the Widget Manager, v MaoniEliaes you downloaded and

shown to the right. v & Movies —__ don’t want anymore,

click its red symbol.

To get more widgets, click the “More Widgets...” button in the Widget Manager,
shown above. This takes you to the Apple web site where you can download lots of
free widgets that do cool things.

To make your own Web Clip widgets from Safari web pages, see page 141.
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ICloud Automatic Storage and Syncing

iCloud is a free service from Apple that replaces the paid MobileMe service ($99
per year for access to email, calendars, contacts, and file storage on Apple servers).
iCloud is replacing MobileMe, but if you already have a MobileMe account, your
membership is automatically extended, without charge, to June 30, 2012. With or
without a MobileMe account, you can use iCloud services for free (five gigabytes of
file storage included).

iCloud promises to be a significant feature that will
simplify syncing and backup tasks. Many details are
unknown as of this writing, but we're confident that
iCloud will be a time-saving, problem-preventing
favorite benefit of being a Mac user.

iCloud automatically uploads content from your email account, Address Book
contacts, and iCal Events without you having to do anything. iCloud synchronizes
that information to all your iOS devices. iOS devices are mobile devices, such as the
iPhone 4, iPad, or iPod touch. iCloud requires mobile devices to run iOS 5 or later.

When you buy content from the iTunes Store, you can set iTunes to automatically
download the same content to your iOS devices (see the opposite page). Also, if you
purchase content on an iOS device, it is automatically synced to your other devices

and to your computer.

iCloud also syncs documents that were created using Apple’s native apps, such as
Pages, Numbers, or Keynote. Create or edit a document in Pages on a Mac, and it’s
instantly sent to iCloud (if you have an Internet connection) and synced to your
other Mac or iOS devices (such as an iPad). iCloud acts as both a backup system and
as file storage (five gigabytes of free storage). iCloud provides automatic updates of
your data to all devices when content is changed anywhere.

iCloud also integrates seamlessly with a feature in iPhoto called Photo Stream.
Photo Stream uploads your photos to iCloud, then syncs them to your other
devices. iCloud doesn’t permanently store all your photos. Only the last 1,000
photos uploaded to iCloud will be synced to your iOS devices. Photos are kept on
iCloud for only thirty days, enough time to make sure they’re synced to your Macs
and devices.

You will be able to take action to protect any image from being deleted from iCloud,

but details are not available as of this writing.
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Enable automatic downloading

To enable iTunes on your Mac to automatically download new purchases from the
iTunes Store that were made on your other devices, you must first choose the type
of content to automatically download.

1 Open iTunes, then from the iTunes menu choose “Preferences...”
2 Click the “Store” button (circled, below).

3 Check the type of content you want iTunes to automatically download
(Music, Apps, Books).
To set up automatic downloading on your iPhone, iPad, or iPod touch, click the

“Settings” icon on the device home screen, select “Store,” then select the type of
content you want automatically downloaded.

Store

Lo BEe I @

General Playback Sharing\ Store JParental Devices Advanced

Automatic Downloads

iTunes can automatically download new purchases made on other devices
using “readrat@mac.com"”. To change to a different account, sign in to the
iTunes Store.

@Musi( lz]Apps [gﬂuoks

E]Aummatical!y download missing album artwork
l?]Always check for available downloads

E] Automatically download pre-orders when available
iTunes Pass and other pre-orders will download to this computer as
they become available.

[Cane | [0

iTunes Match

iTunes Match is an iCloud service that scans your entire music library and matches
your songs (even songs you didn’t purchase from iTunes) with Apple’s extensive
library of music from the four major record label companies. For syncing, iTunes
Match eliminates the need to upload your songs to iCloud, since iCloud provides
access to duplicates of your songs. When available, iCloud substitutes a higher
quality version than the version on your Mac or mobile device. In the rare event
that you have some songs that can’t be matched in Apple’s massive library, you can
manually upload those unmatched songs to iCloud.

iTunes Match costs $29.99 a year, but the amount of storage space provided is
unlimited. If you have a huge collection of music you've copied from your cD
collection, iTunes Match might be well worth a subscription.
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LESSON 17

Set Up Printing
and Scanning

Printing gets easier and more reliable with every new operating
system. The Mac recognizes and automatically sets up more print-
ers, individual applications can apply more special parameters

to your print jobs, and sharing one printer with many computers
gets easier all the time. Lion automates one of the most trouble-
some aspects of using a printer: When you connect a new printer,
Lion checks to see if the proper printer driver is installed. If not, it
automatically goes online, finds the latest up-to-date version, and
installs the driver software for you. Lion even periodically checks
to ensure it has the latest version of the printer driver and auto-
matically downloads new versions through your built-in Software

Update application (found in System Preferences).
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Set up Your Printer Before You Print

The first time you try to print, your Mac asks to set up your printer (as shown on

- the following pages). But you can streamline the printing process by setting up your

)
Print & Scan

printer ahead of time. Any time you add a new printer to your office, open the Print
& Scan preferences to set it up. Occasionally you might need to use this pane to
troubleshoot printing problems.

1 Make sure your printer is turned on and snugly connected to your Mac
with the proper cables.

If the printer is connected to someone else’s Mac, make sure the “Printer
Sharing” preferences on that Mac are turned on; see page 320.

2 Go to the Apple menu and choose “System Preferences...”

3 Single-click the “Print & Scan” icon to get the pane shown below.

29,5 @  ra—
|4 = | [ Showan | (Q scan @)

This is what your panel
might look like the first
time you open the Print

N cilters ik svallablas & Scan preferences.
Click Add (+) to set up a printer.

Or you might see one
or more printers listed
in the left-hand pane.

®

frT"J Click the lock 10 make changes. d

Defaul printer: | Last Printer Used

Default pager size: | US Letter

4 If your printer is in the left-hand pane and shows a green light, you're good to
go. Quit the System Preferences and go print.

If you don’t see the name of your printer in the list on the left,
click the + button (shown circled, above).

From the menu that drops down, you will probably see the name of your
printer. If so, select it, then skip to Step 6.

If your printer is not listed, choose “Add Other Printer or Scanner...” from that
menu and go to Step 5. (Although if it’s not in the menu list, that’s a clue that
your Mac can't find it.)
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5 When you click the + and choose “Add Other Printer or Scanner...,’

the “Add Printer” window opens, shown below, and your Mac searches for

and lists every printer (and scanner) that it recognizes.

If your printer shows up, single-click its name to select it, then click “Add”

ano Adid Printer

=28 -

i g

Dofish| fax P Windows et

| Primer ame: | Kand |
| Adobe POF 2.0 @ j1 iMac Bonjeur Shaced

| EPSON Stplus Pheto R2400 @ Robin's Office Mac Banjour Shased |

Name: Color Phaser @ Robin's Office Mac
Location:
Print Using: | Xerox Phaser 63600H

If you don’t see your printer listed, it has most likely lost its connection.

If you're sure it’s plugged in properly, then you might want to try a different

cable—they can go bad all by themselves. Another possibility is that you didn’t

install the printer software that came with the printer, and it’s a brand that

Apple doesn’t have access to. Install the software now (either from the disc that

came with the printer, or go to the printer’s web site and download it, especially

what’s called the “printer driver” software). Then try these steps again.

6 If you have not previously installed the software to run the printer, no worries

(most of the time). The Mac will go online (assuming you are connected to the

Internet) and get it for you and install it, as shown below.

non Pring & Scan

Some of the software for the printer is
missing. The sofiware is available from

_ Apple. Would you like to download and
install i?

Cance| | Dewnload & install |

Defaulr printer: | Last Printer Used

Default pager size: | US Letter

ﬂ Click the lock 10 make changss.

Click ter.

Printer driver software
needs to be updated
regularly, which is what
makes it especially great
that your Mac can go get
it for you.

—continued
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7 If your printer is not an off-brand, your Mac will find the software it needs,
install it, and you're ready to print.

8enon Print & Scan
(4] [ Showal | (Q
Print
e " 2P Color Phaser @ Robin's Office Mac
=
-— ; | Open Print Queue... |
| Options & Supplies... |
focation: If this is the printer
Kind: Xerox Phaser 6360DN
N you want to use all
the time, choose
_ its name from this
s menu to set it as the
Default printer: | Last Printer Used +— defau|t Printer.
Default paper size: | US Letter O
|'%| Click the lock to make changes ( Z )

The software is important

If you bought a fancy printer of some sort (meaning it cost more than a hundred
dollars), be sure to install the software that came with it. What you particularly need
to install is the latest “printer driver” Although, as you've seen above, when you
install a printer or first print a job, your Mac automatically checks for the appro-
priate software, and, if necessary, downloads and installs it for you.

However, if you bought an off-brand and Apple can’t find what it needs, go to the
web site of the printer vendor and search for the printer driver for that specific
model that you own. Download and install it, restart your Mac, and try again.

The more expensive your printer is, the more important it is that you have the
proper driver. If not, you will lose some of its most valuable features. For many
printers, the drivers that Apple has access to will probably work just fine.

If your printer is really old and the vendor has stopped updating the drivers, you can
try an older driver and see if it works. If not, you might have to get a new printer.
We've got a seventeen-year-old Apple LaserWriter that has printed millions of pages
and is still going strong, but when we recently gave away our last computer that
used 0s X 10.5, we realized too late that we gave away its last life support. I'm going
to mosaic the steadfast friend and set it up as a beloved piece of art. Along with my
first scanner and my old mailbox.
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The First Time You Print to Your Printer

Your Mac automatically detects printers that are connected to the computer or on
your local network. If you didn't set it up through the Print & Scan preferences as

explained on the previous pages, you can do it on the fly the first time you print.

To print something for the first time in your current application, press
Command P (or go to the File menu and choose “Print”). If you see your

printer listed in the “Printer” menu in the Print dialog, then you're all set up.

Usually, however, the first time you try to print, the Print dialog tells you there is
“No Printer Selected,” as shown below. Your Mac just needs to be told to go find the

printer and add it to its list. So:

1 Make sure the printer is connected to your Mac, that all the cables are secure,

and that the printer is turned on.

If you are printing over a wireless network, make sure the printer is turned on
and that the computer to which that printer is connected is turned on and has

turned on “Printer Sharing” in the Sharing System Preferences (see page 320).

2 Press the menu that says “No Printer Selected” You'll see a list of “Nearby
Printers” that your Mac has found. If you see the name of your printer, select it.
Your Mac will get and install the necessary software, if it can, as shown below-
right. (This of course assumes you are connected to the Internet.) When the
name of the printer appears in the menu, you're good to go.

If your printer is not listed under “Nearby Printers,” choose “Add Printer..”

at the bottom of that menu. Go to page 315 and follows Steps 5—7.

an & 1 will bathink me
w1 P e e
F—
Soma of the softwars for the printer is T

mixsing. The sofrwars Is availabls fram
Apple. Would you [ike to download and

Imall i}
Cans | Dowslosd & inseail |
1 will bethink o

~= 7) | POF = | | Show Details Camtel -
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Access the Special Features of Your Printer

If you installed the software that came with your printer, then you probably have
special features that allow you to choose the correct paper, the quality settings,
adjust the colors, and more. The quality difference in output, for instance, between
a setting for inkjet paper as opposed to glossy photo paper is quite amazing.

To access the specific printer settings:
1 Start to print the job (press Command P).

2 Ifyou see a small Print dialog box as shown on the previous page, click
the “Show Details” button at the bottom of the dialog (see below) to reveal
an expanded dialog.

3 In the expanded Print dialog box, click the menu circled below.

Depending on the printer you have selected, you'll see such labels as
“Print Settings” or “Image Quality” Here you will have lots of options,
different options for each printer you choose, and for some printers
you can select specific paper/media (of course, you should have that
particular paper loaded in your printer).

a0 e =L Dead Women in Shakespeare.pdf (page 1 of 20)

[l e ==

Printer: | @ Color Phaserofioh

Presets: | Default Settings

Coples: {1 | | Two-Sided
Pages: (= All
Cycle through i -’
the pages Selected Page in Sidebar
in your Paper Size: | US Letter 3| 850 by 1100 inches
document ovienation: | 18| | 1s:
to preview ( mage Quality T )4— The printer
he bri selected above
the Prlnt Pring Quality: Automatic Cl t .
expectations. e 4 Wl (b e Coliw Coraction: s etermines
SRGB Newtral Grays: Item 1 What the
Calibration Freguency: [ item 1 : options are for
Black Trapping; fem 1 : that printer.
R Check this

User Printer Halftones.
Print Settings On Page
Draft Mode

7 m@ Cancel | [ #rint |

If you don’t see a full window of options,
this button probably says “Show Details.”
Click it to display more options.

menu carefully.
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Access the Special Features of Your Software

Not only does your printer offer special printing features, but most software appli-
cations also have special features.

In the Print dialog box, be sure to check the pop-up menu (circled below and on the
opposite page) to view the options for the particular software you're using.

Below you see the print settings for Photo Booth, which is software on your Mac for

taking photos of yourself and making movie clips (see pages 236—239).

D

Photo Booth

Printer: | 9 Color Phagarifobin’s Office

m Presets: | Default Sertings
Coples: |1 Two-Sided
- . Pages: (s All . .
m Ofeom; 1 w1 Applications
- . Paper Size: | US Letter + | .50 by 1000 inches often have
mm specialized
l 2 I 1 features.
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Share Your Printer with Other Macs

Any printer can be set up to share, meaning any other computer in your office

or home network can print to it without having to be directly plugged in to the
printer. This is great because until Mac os x came along, you had to buy a special
networkable printer. Now you can have one printer in your home or office and

everyone can print to it.

If the printer you want to share is plugged directly into the router or switch for your
network, anyone can print to it no matter which other computers are turned on.
Typically, that means it’s an Ethernet printer (it uses Ethernet instead of your uss
port), and probably a laser printer.

If the printer is plugged directly into a particular computer, that computer must be
turned on for others to print to its connected printer.

To share a printer:

1 Turn on the printer that you want to share. If the printer is connected directly
to a computer (instead of to an Ethernet hub), that computer must also be on.

2 On the Mac that is directly connected to the printer, go to the Apple menu
and choose “System Preferences...”

3 Click the “Sharing” icon.

LG
4| Show All Q

Computer Name: |Robin's Air

Computers on your local network can access your computer at: [ Edit... |
Robins-Air.local S

On | Service @ Printer Sharing: On <
| Screen Sharing Printer Sharing allows others on your network to use printers connected to
™ File Sharing this computer.
P ¥  Printer Sharing
Scanner Sharing
Web Sharing
| Remote Login
| Remote Management
| Remote Apple Events
| Xgrid Sharing
Internet Sharing
| Bluetooth Sharing

| Open Print & Scan Preferences... |

Users:

i« EPSON Stylus P. . [T RE0Sane Can Print  +

il
¥ Click the lock to prevent further changes.
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4 In the pane on the left, check the box for “Printer Sharing” Then you should see
the printer that is connected to your computer in the box on the right. Make
sure there’s a checkmark next to the printer you want to share.

5 On the right side of the Sharing pane (shown on the opposite page), click the
“Open Print & Scan Preferences..” button.

6 In the “Print & Scan” preferences, shown below, select the printer in the pane
on the left. In the pane on the right, you should see a checkmark next to
“Share this printer on the network” All is well.

< > | [ Showall Q

rimers You could also go

S Color Phaser @ Robin... - EFSON tylie Fhot REOD straight to the “Print

e 2 -

@ Epzﬂunszms Photo R.. 7, [ Open Print Queve .| & Scan preferences,
: shown here, and

click the “Sharing

| Options & Supplies... |

Location: Robin's Air

Kind: EPSON SP RE0O Preferences...” button,
st SRl which takes you to the
Preferences ShOWn on

VI Share this printer on the network | Sharing Preferences... | ——t—— the OPPosite page.

Default printer: | Color Phaser @ Robin's Office Mac 3 |

Default paper size: | US Letter &

f% Click the lock to make changes.
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Having Trouble Printing? Check the Queue

Apple applications will warn you that your printer has been paused, and this can

. save you a lot of time when trying to figure out what’s wrong.
Print & Scan
0086 « | will bethink me |

|\'_E] Dido: +)(Requiar __ =]'<5 -] (W=7 (B ylE‘

B This printer has been paused. Do you want it to HaV'ng a queue can be Use{:u'_you

j&s  resume printing? can pause your printer intentionally,
If you do not want to resume the printing of jobs, you may add .
this job to the queue for later printing. If you select Resume and send a |ot O'FJOIDS to the queue and
the printing of jobs cannot be resumed, this job will )

automatically be added to the queue.

then when you’re ready, send them

| Cancel | | AddtoQueue | [ Resume | a||t|’1rough at once.

1 will bethink me.

Not all apps are so thoughtful, however, and you can end up trying to print a job
over and over again, only to eventually discover they are all lined up in your print
queue, waiting for the okay. Here is how to check the queue and resume printing.

1 Open the “Print & Scan” preferences: Go to the Apple menu, choose “System
Preferences...,” then single-click the “Print & Scan” icon.

2 Make sure the correct printer is chosen; click to highlight its name on the left.

3 On the right side of the pane, click the button to “Open Print Queue...”
This brings up the list of jobs waiting to be printed on that particular printer,
as shown below.

(- NaNGz] = Color Phaser @ Robin's Office Mac (1 Job)

© 0 w M W

Delete Hold Job Info Pause Printer Supply Levels Printer Setup

; S Notice the icons in the
ABnr rinting | will bethink me”
=y g e Toolbar that say “Hold” and
“Pause Printer.” These are
your clues that there are
Status Name Sent Compieted no jobs on hold and that
=  printing 1 will bethink me 816 PM . .

the printer is not paused.

4 Check to make sure the jobs are not on hold or paused. The buttons should

look like the ones above (see further explanation on the opposite page).

When you click the “Pause Printer” button to pause a print job, the button
changes to say “Resume Printer.”
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When printing a long job, hold down the Option key and this
button will tell you which page is being printed right now.

ene = Color Phaser @ Robin’s Office Mac (2 Jobs)

© 170 @ W #H

Delete Resume Job Info Resume Printer Supply Levels Printer Setup

] You can also get to this print
AZPS Printer Paused

=y queue by clicking on the
(11— printer’s icon that appears
in the Dock when you print.
Sy Name o amplated | like to keep that icon in my
&  On Hold | will bethink me 8:53 PM .
QmeiHad oG e SES5P Dock at all times (see below).

In the example above, there are four visual clues that tell you all jobs are
on hold until you resume printing:

The “Hold” button in the Toolbar has changed to “Resume”
The “Pause Printer” button in the Toolbar has changed to “Resume Printer”
The printer icon has a pause symbol on it.

The upper pane says clearly, “Printer Paused.” Twice it says “Paused”

To resume printing, select the job/s in the list and click “Resume Printer”
Or select a job and click “Delete” to get rid of it, and then resume printing.

The printer icon in your Dock also gives you
visual clues about your job. Here you can see
that two jobs are in the queue to print, and
that the printer is on hold.

Ermom— 1o put the printer icon in your Dock so you can monitor printing
easily, open the Print & Scan preferences (go to the Apple menu, choose “System
Preferences...,” then choose “Print & Scan”). Drag a printer icon from the left pane
and drop it in your Dock. Single-click that icon at any time to open the print queue
and also to access the utilities for your printer (as explained on the next page).

E— If you have trouble printing and you have more than one printer

connected, always check to make sure that you chose the correct printer!
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Check Your Printer Utilities

Another useful feature from the Print & Scan preferences is that you can check your

printer’s utilities, which might include options to clean the print heads, align the

colors, check the toner level, or other features, depending on your printer and its

software that you installed.

Open the Print & Scan preferences as usual, and choose a printer in the left pane.
Then click the “Options & Supplies...” button. What you see depends on the printer.

8 0o

Print & Scan
(Q )

Printers
b= Caler P O R
o idle

EPSON Stylus Photo R...
“'id-‘ = Idle, Default

Default printer: | Color Phaser @ Robin’s Office Mac

Default paper size: | US Letter

@ Click the lock to make changes.

EPSON Stylus Photo R800

| Options & Supplies... |

Location: Robin's Alr
Kind: EPSON SP REDO

Status: Idle

V/ Share this printer on the network [ Sharing Preferences...

non ﬁwlh/\!nn
allees e x g
Camral | Drives s«wl@ 1
p— Open Printar Uaility
Print Test Page ” EPSON Status Monisor
Clean Print Heads I Lot

Cancel | 0K

18] ek the ock 10 make changes.

)

Poke around in the options that your printer
supplies. Knowing what is available ahead of
time comes in very handy.
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Some printers will give
you an option to click a
button to go to the Apple
store and buy toner for
that specific printer.

Epsan Printer Utiliey 4

Information

Undate | S0
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Set up Your Scanner

If your scanner is part of your printer, then setting up your printer as explained on
the previous pages will also set up your scanner at the same time. If your scanner is
stand-alone, install the software that came with it before you set it up (go online and
download the software if necessary). Not all scanners work with this process.

To add a scanner, follow the steps on pages 314—316, but look for your scanner
name rather than the printer name. Your scanner will appear in the left pane, as

shown below.

To use your scanner, click the “Open Scanner...” button. See the callouts on the
illustrations below. Not all scanners use the same software! This is one example.

|anDn Print & Scan
[0z || Show Al Q
= Color Phasar & Robin... Cidenchn SH0F
= idle
— Open Scanner... Click here to start the process.
B canoscan asoor

Liscation: Rabin's Alr
Wind: Camofean 4400F

o e [ Deen sdohe rarees ———————— Choose an application on

[Ihare this scanver on the network [ Shiog Prefeenees your Mac that you want the
finished scans to open into.

Default printer: | Last Printer Used
Default paper size: | US Latter

d) Click the lock to prevent further changes. 1,

Choose a folder in Click this button Click this button
which to save your to see the scanning to see the options
scans, or an app in options shown to shown to the left.

which to view or send.  the right.
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Learn to share files with
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LESSON 18

Share One Mac
with Multiple Users

Mac os x is specifically built for what’s called a multiple user
environment; that is, Apple expects that more than one person is
probably using the same computer, whether it’s in a school, office,
or home. You can set up another user so no one else can access
your email, personal letters, change your sound level, poke around
in your financial files, put up a dorky picture as the Desktop back-

ground, or change any of your settings.

If you are the only user who ever has or ever will use this Mac, you
can skip this lesson altogether. But are you really the only user?
Perhaps your grandkids come over and want to use your computer.
Or maybe your husband uses your machine from time to time. Or
sometimes you have relatives staying for a week who just want to
use your Mac to get their email. Or you're a teacher who wants
several students to have their own private spaces. If so, set up

other users.
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Overview of Multiple Users

First, let me explain the concept and advantages of having multiple users on your
Mac so you can decide if you need or want to create other users.

You already have one user, you, which was automatically created when you first
turned on your Mac and went through the setup process. You are the main user
known as the Administrator. The password you set up when you first turned on
your new Mac or installed Lion is your Admin password.

You might not have noticed that you are a “user” because Apple sets a default so
when you turn on your Mac, you are automatically “logged in” without having to
type in a password. Once you have other users set up, you can change this default so
everyone must log in with a password. If others use your Mac only occasionally, like
your grandkids, you can leave it set to automatically let you in daily; then when the
kids come over, you go to the Apple menu and log out, which means they must then

log in with their own settings, and yours will be protected.

One user, the first one (which was you, if it’s your own Mac), is automatically
created as the original, main Administrator (Admin) of the computer. If you
are the only user, you are still the Administrator.

Limitations of other users

So you are the Admin and other people are either standard users or managed

users. All other users are limited in certain ways:

B Applications can be made available to everyone, or limited to specific users.
This means you could install a game in your child’s Home folder and it
won't clutter up your own Applications folder. If the game has to change the
resolution of the monitor and the number of colors and your child cranks the
volume way up, it won't affect what you see and hear when you log back in.
You can install your financial program in your own Home folder so others
cannot use it or access your files.

With “Parental Controls” you can create managed users for young kids and
grandkids, where you can customize their Docks so they only have access to
certain programs. You can seriously limit with whom they chat and email and
which web sites they visit.

B Even if an application is available to everyone who uses the machine,
an individual user can set his own preferences because the preferences
are stored in the user’s personal Library folder.
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Every user can customize the Mail program, and all of a user’s email
is privately stored in each user’s personal Library folder.

Every user can set up her own screen effects. Fonts, window and Desktop
backgrounds, Sidebar, Dock placement, Mission Control, and preferences
are individually customizable. Preferences are also individualized for the
keyboard, mouse, web browser bookmarks, international keyboard settings,

applications that start up on login, and QuickTime.

The features that make the Mac easier to use for people with challenges can
be customized by each user. This includes the Universal Access settings, full
keyboard access, Speech preferences, VoiceOver (having your Mac talk you
through doing things), etc.

Users who need international settings for such things as date, time, numbers,
or for typing other languages, etc., can customize the Mac without bothering
other users. If you have a laptop that you travel with, you can set up yourself
as another user, such as “Carmen in Paris,” and customize those settings for
that country without affecting all your settings for home.

Standard users cannot change the date or time (except for the menu bar
settings), nor can they change the preferences for energy saving, file sharing,
networking, or the startup disk. They cannot add new users nor can they
change certain parts of the login process. And they cannot install software.

Managed users have all of the above limitations, plus they have parental
controls applied. You can seriously limit a managed user; see pages 344—347.

The Guest account is a special and very temporary account. Everything a
Guest user does on the Mac completely disappears as soon as he logs out. This
is great for someone who says, “Can I use your Mac to check my web mail?”
She can log in as Guest, use Safari to check her mail, and leave no trace.

More than one Admin

As the Administrator, you can assign Admin status to any other user. When that

Admin user logs in, he can make system-wide changes that standard users cannot;

he can create and delete other users, and do most of the things you can do. But your

personal Home files are still protected from everyone else, including other Admins.
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Guest User Is Already Created

n Apple has already created a special Guest account for your guests. This is a very
was | temporary account! It’s for those times when someone comes over to your house and

wants to use your Mac to check their mail or write a quick TextEdit report. As soon
as this person logs out, everything she did on the computer is completely erased.

There is no password for a Guest user. As soon as you enable login (explained
below), anyone can log in as Guest, but they have no access to any of your files.

ann ) Users & Groups
|4 = || Showan a
m Login ltems |
. Rabin Willams e
|
Cha Password. . . .
..I;';"‘.“”“' <, et 1. Click the lock in the

bottom-left corner to allow
you to enable login for the
Guest Account. You'll need
your Admin password to
unlock the screen.

Full name: Robin Williams

Apple ID: dearrobingme.com | Change..

s .
G 00 O Enabils parental controls | Open Parental Control... If you don’t enable |og|n, a
i=fe: Guest can use the network to

@Hmmnmmm 5 shar.e public files, but cannot

log in to your Mac.
800D Usecs & Groups 2. Click “Guest User” in the
- Shaw All_| a4

R left pane, to see the screen
P shown here. Check the box to
T Rotin Willlams “Allow guests to log in to this

2 1‘ computer.”
@gnm to log in to this computer . .
@mﬁ:;‘";‘;ﬁ:ﬁ&w&ﬁw 3. Click the lock again to lock
i Vo e i il koo Vi i the panel (although it will
[ Pl Guest account's hasne folder sne dalated.

automatically lock when you

| Enahle parental controls | Open Parental Controls.
close the panel).

[ Allow guests to connect to shared folders

m Login Ogticns
+ - o

1
l;‘ Click the lock 10 peavent furhar changes. 2z

To log in as Guest, from the Apple menu, log yourself out. The login window that
appears has a “Guest” button at the bottom. Single-click it.

To log out as Guest user, go to the Apple menu and choose “Log Out Guest
Account” There will be a warning that all files that have been created will be deleted.
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Create New Users

If you are the Admin (as explained on pages 328—-329), you can create standard or
managed users (also explained on the previous pages). You'll create the user in the
“Accounts” pane of System Preferences, plus you'll assign a password and a login
picture. In the “Login Options” pane (click the house icon that you see just above the

lock icon), you can make adjustments to the login window.

To create a new user:

1 Go to the Apple menu and choose “System Preferences...”

n 2 In the System Preferences pane, single-click “Users & Groups”” You'll get the
p dialog box shown below. Your user account is also the Admin.

3 Click the lock icon in the bottom-left corner. In the dialog that appears after
you click the lock, enter the Admin password (the one you chose when you
set up your Mac), then click ok. The lock in the bottom-left corner is now
open, as shown below.

4 To add a new user, click the “plus” button. This makes a sheet drop down
(as shown on the following page) where you will add new user information.

8606 Users & Groups

4| | [ Showall Q

Robin Williams —

2 Admin —
! | Change Password...

@ Guest User
Login, Sharing

If you “set” a user’s Apple ID
Full name: | Robin Williams here, that user can use her
Apple ID to log in to this

Apple ID: dearrobin@me.com | Change... | s—
computer from another
. computer on the network.
Address Book Card: | Open... |
[ Allow user to reset password using Apple D = Check this box to then a”ow
[_| Allow user to administer this computer the user to reset her own
Login Options . —— .
|_| Enable parental controls | Open Parental Controls... | Password at some Po|nt (see
E- 23
page 415).
_jﬁ =
™ Clickkhe lock to prevent further changes. €))]
Click this Action menu to get an option to set a
master password. With the master password, an
Admin user can reset the password of any user.
—continued
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5 Type the full name (or any descriptive phrase) in the “Full Name” text field.
A short “Account name” is automatically created for you, but you can edit it.
You will never be able to change the Account name after you leave this pane!

The only way to “change” it is to delete the entire user and make a new one.

The Account name should be short (eight characters or less), you can'’t use
spaces, and you should avoid non-alphabet characters (like * ! ? or /).

Mac OS X can use either the short Accountname or long name. But the short
name is sometimes necessary if you use FTP, Telnet, or other applications that
let you log in to your Mac from some other location.

Users & Groups

: New Account: | Standard t Choose an
m i Full Name: Chariclea i account type
- ki)
l ] Account name: | chariclea
l:_ J:J_’:’HT" Password: sssssesss \ F = Click this to get
D Rosetta ) L] secure password
EP Admin Verify: seessasce —

suggestions.

Password hint: | ethiopian story
{(Recommended)

(2) i- Cancel | Create User
ﬁ Login Options - —
[_| Enable parental controls | Open Parental Controls... |
T P e e——————
{l :
1 Click the lock to prevent further changes. (7)

6 Enter a password for the user. Write this down somewhere. As you've probably
seen before, you need to type in the password twice to make sure you've
spelled it right, since you can't see it. If you like, click that tiny key icon to get

some suggestions for passwords that are very secure.

Passwords are “case sensitive” That means capital or lowercase letters change
the password: “ChoCho” is not the same password as “chocho.” So be darn sure
when you write down your password somewhere that you make note of any
capital letters used.

It is possible to leave the password blank, but that makes the entire computer
easier to get into. If privacy is an issue, be sure to assign a password.

You can, if you like, enter a password hint. On login, if a user enters the wrong
password three times, a message appears with this hint (see page 334 to see the
box that must be checked to make the hint appear).
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7 Click the “Create User” button. You will be asked about Automatic Login,
which lets you turn on your computer and automatically logs you in without a
password. If you have security issues with your Mac, turn off Automatic Login.

8 Enter the user’s Apple ID, if she has one and you know what it is. This allows
the user to log in to this computer on the network using her Apple 1p and
password (see Lesson 21). If you check the box to “Allow user to reset password
using Apple 1D,” then she can, obviously, reset her own password at any time.

If a user does not have an Apple 1D and wants one, she can click the “Set...”
button, then click “Create Apple ID” to go to Apple’s site and get one. It’s free.
9 To choose a login picture, do one of the following:
® Single-click the existing picture you see in the window and choose another
from the collection that appears.
® Or do the step above (click the picture), then choose “Edit Picture...”
Then skip to “Edit the image,” below.
B Or do the step above (click the picture), then click the button to “Take
photo snapshot” with the computer.
® Or drag a photo or other image from a Finder window and drop it
on top of the existing picture.

Now you can edit the image: Resize, reframe, take a new photo, or choose
a different image. You can edit this at any time in the future as well.

D OE Usars & Groups
1 1 -] )
Click here Recent Pictures
to show a 1 fobin wiliams
selection o Password.. Press-and-drag
of recent L Gumlaar this image to
pictures. [ Lt Yol position it within
ﬂ : | the frame.
If your Mac Py
has a camera,
. . le 1D
click this :"
button to (5 Login Options b
take your ol B m m— ' To resize the
photo. 8 Tt ran - image, drag.
Ghooss.. e Ll the round slider.
To choose another image When you’re ha with
g Y PPy
from your Mag, click here. the image, click “Set.”

— continued
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Click here

to show a
password hint
when you've

forgotten it.

334

10 To give this user admin privileges so she can change preferences, install software,

"

reset her password, etc., check the boxes on the main pane, shown on page 329.

To enable parental controls, check the box, then click the button to “Open
Parental Controls” (see pages 344—347).

At the bottom of the accounts pane, single-click Login Options (circled below;
the lock must be unlocked) to assign a user the ability to automatically log in,
as shown below. This pane is available only to Administrators (that is, standard
and managed users will not be able to change anything on this pane). The
options shown here are explained on the following pages.

eoon Users & Groups
EIE Show All Q
My User
Robin Williams Automatic login: | Robin Williams et Choose to turn oﬂ:
Admin —
Otha i Display login window as: (#) List of users automatic |og|n, or
N Croriclea () Name and password choose another user
LGQ‘;‘E,‘SIS:Z::: [¥ Show the Sleep and Shut Down buttons from this menu to
John Tollett || Show Input menu in login window automatlcally |°g
Admin .
Dl Rosetta (¥ Show p: d hints in when you start
R Admin ( [¥ Show fast user switching menu as | Short Name &l ) the computer,

|_| Use| VoiceOver in the login window

Netwolk Account Server: | Join...

‘“ : i Login Options

_p _
¥ Click the lock to prevent further chahges. (?)

—

When fast user switching is checked, a menu list of user
accounts is placed in the menu bar across the top of the
screen, next to the Spotlight icon (see page 338). Users
can choose their user names from that menu and log in.

If fast user switching is not activated, the current user must
log out before another user can log in. See page 337.

I set up several new users, but my Mac will automatically |og in to “robin;
meaning I do not have to go through the login screen and enter a password
whenever the Mac starts or restarts. This is good for me on the Mac in my
office because I work by myself; for my laptop that I travel with, I disable
automatic login just in case someone steals it.

Only one user can be assigned the automatic login at a time. Whenever necessary,
click the “Login Options” button (shown on the previous page), then choose a
different user from the “Automatic login” pop-up menu.
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Display login window as: The “List of users” displays icons for all accounts, as
shown below. At login, click a picture, then type the password (as shown on
page 337). (If you have a very young user who can’t type and you feel your Mac
is safe from strangers walking by, do not assign a password; she can just click
her picture to log in.)

'

MacOS X

s ©@®

L1

The “Name and password” option (see the previous page) displays a small log-in
window with two edit boxes, one for the user name and one for the password. A
user will have to type in both name and password, which makes your Mac one
step more secure.

Show the Sleep and Shut Down buttons: If you choose to show these, you will
be able to put the Mac to sleep or shut it down without having to first log in
and wait for the computer to pull itself together.

Show Input menu in login window: This gives you access to the language
options that you may have set up in the International preferences.

Show password hints: If a user enters the wrong password three times,

the hint that was provided in the password pane when the user was created
is displayed. Or go ahead and click the question mark (shown on page 337)
to provide the hint immediately. If you've forgotten the password and if you
previously enabled the user to use her Apple 1D to reset it (see page 331), the
question mark provides an option to do just that.

— continued
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336

12

Show fast user switching menu as: This is so cool—it allows multiple users to
stay logged in at the same time without having to close files or quit applications
(see page 338). The fast user pop-up menu lets you choose how a user is shown
in the menu at the top of the screen: as a full name, short name, or icon.

Use VoiceOver in the login window: This turns on Apple’s built-in spoken
user interface so a visually impaired person can log in. It reads everything on
the login screen out loud to you and tells you what is highlighted so you know
where to type your name and password. To disable VoiceOver, make sure this

checkbox in not checked.

To limit what the new user can access, see pages 344-347.
To choose login items that automatically open on login, see page 341.

When done, close the Users & Groups preferences pane. You can always make
changes at any time. To make changes to other users, they must be logged out.

Create a Group

You can create a Group account that consists of individual users who will all have
access to the same files. This makes it even easier to share files with a group of
people who are all using the same network, such as students or coworkers. You
must first create individual users for the people you want to add to the Group.

Then make a new user account (see page 331) and choose the “Group” option from
the “New Account” menu. After you name the group, you'll get a pane in which you

can add existing users to this new Group.

To maximize the file-sharing capabilities, use the Sharing preferences (Lesson 21) to
turn on various sharing possibilities, then add this Group to the list of sharing users.

Users & Groups

Administrator
New Account ¢ Standard
Managed with Parental

m Full Name  Sharing Only
©
-
4 Cuestd Password ?
&
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Log Out and Log In

Automatic login allows one selected user to use the Mac without having to enter
a password. If automatic login is enabled (page 334), then you must make sure to
Log Out (not restart or shut down) before another user can log in. This is because
the computer will automatically log you in again when it starts up.

If automatic login is not enabled, then it doesn’t matter how you turn off the Mac —
it will always display a Log In screen where every user, even Admins, will have to

enter a password.

When you log out, all of your documents will close and your applications will quit.
If this is inconvenient, read about “fast user switching” on the next page.

To log out, go to the Apple menu and choose “Log Out User..., where “User” is the
name of the currently active user. All applications will quit, the current screen will
disappear, and the login window will appear, waiting for the next user to log in. Or if
“fast user switching” is turned on (as explained on pages 336 and 338), go to the user
menu on the right side of the menu bar, choose “Login Window...,” and the login

screen shown on page 335 appears; your applications do not close.

To log in, click your name (or type it in) and then type your password. If the
password is incorrect, the login window shakes back and forth, as if it’s saying “No!
No! No!” After three wrong passwords, it will show you the hint you assigned (see
page 332). Or at any point, click the question mark; the clue is displayed, plus if your
account is set up with your Apple 1D (page 331), you can use it to reset the password.

If your password isn’t
’ working, check to make
. . ' sure the Caps Lock
Click this symbol is not in the field!
arrow to LAE If Caps Lock is on, your
return

password will be typed in
. tT the 0 all caps and won’t work.
main fogin To take it off, press the

screen. O Caps Lock key again.

If you checked the box

to “Show password hints,”
click the question mark to
= @ ™ see the hint.
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338

Switch Users with a Click

The Mac has a feature called fast user switching that allows multiple users to stay

logged in at the same time without having to close files or quit applications.

When fast user switching is turned on, all users are listed in the top-right corner of

your screen, next to the menu clock. The currently active user’s name appears in the

menu bar.

To see other user names and to see which ones are logged in, single-click the current

user name in the menu; a menu drops down showing all users (below, right). Users

in the list that have a checkmark next to them are already logged in. The currently

active user is grayed-out.

8on Users & Croups
[ | [ Showa | a
i :uﬂblﬂ Automatic legin: | Robin
min
Display login window as List of wiers
1 Guen_l.lur (=) Name and password
I [omelia o Show the Sleep and Shut Down buttons

. Rotetta

& aamin

I g

Show Input menu in kogin window

e

( | Show fast user switching menu as | Short Name

Use VoiceOver in the login window

Network Account Server: | Jain...

i
l Click the lock to nt further changes.
preve g

7

=P Sat May 28 7:50 PM RohinAir Q
Guest Account

T

-
“} Robin

Pumpkin

% 4 Rosetta

Login Window...

Users & Groups Preferences...

To enable fast user switching, click the checkbox “Show fast user switching

menu as” in the “Login Options” pane of the Accounts system preferences

(shown above-left). See page 334 for more about fast user switching.

To switch to another user, choose one from the user menu (above-right).

If you (the Admin) assigned a password to the chosen user, a login window

opens so the user can type a password. Enter the correct password and the

user’s own personal Desktop environment opens.

If a password was not assigned to a user, that user’s Desktop opens immedi-

ately, without a password-protected login window. Actually, it doesn’t just

open like some ordinary computer; the entire Desktop rotates like a cube to

the new user space.
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To open the main login window, choose “Login Window...” from the list of
users in the menu bar, as shown on the opposite page. This is a convenient way
to leave the screen if you have multiple users. The next user who sits down at
the Mac just clicks her name to log in and start work (or play).

— If the rotating-cube effect isn’t happening for you during fast user
switching, the graphics card installed on your Mac might not be able to handle
the intense processing that this effect requires. Fast user switching will still take
place—it’s just not quite as sexy.

Allow Other Users to be Admins

An Admin can select another user and give that user Administrator privileges.
Make sure that user is not logged in. In the Users & Groups preferences, unlock the
lock. Select the user in the left panel, then click the button to “Allow user to admin-
ister this computer”

A standard user can give himself Admin privileges if he knows the name and
password of an Administrator. All he needs to do is click the lock icon and enter
the correct information.

[ NsNal Users & Groups

4| || Showall (Q

My User
Robin Williams

Admin |

v ars | Reset Password... |

= s - |

<4 Chariclea ‘
Admin |

Guest User Full name: Chariclea

Login, Sharing

John Tollett AppleID: | Set.. |

. Admin
[ Rosetta

=% admin

¥ Groups

24 shakespeare Readers ("] Allow user to reset password using Apple ID

™ Allow user to inister this computer <@
Gj Login Optiens - S ——— - —
N e (| Enable parental controls | Open Parental Controls... |
il e —
il _
I Click the lock to prevent further changes. 7

—— Even the Admin cannot make changes to another user if that user is
already logged in. So if you try to make changes and it won'’t let you, log out that user.
Iready logged in. So if you try t ke chang d it won’t let you, log out that
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340

Let Users Adjust their own Settings

Once a standard user is logged in, she can adjust some of the login settings, even
if she’s not the Administrator. She can change her password (she has to know
the current password before she can assign a new one). She can change the login
picture, and choose which applications open automatically when she logs in.

Below you see the applications that Chariclea likes to have open automatically
when she comes to visit and uses my Mac. See the opposite page for details about

assigning Login Items.

eon Users & Groups
—

Login ltems

My User 4{ Passwor

<8 Chariclea
< L" S These items will open automatically when you log in:
r User el hom kind
Guest User ™ B Dictionary Application
«n [ ogin, Sharing ] & Mail Application
bﬁ, John Tollett & [OtFaceTime Application
Admin p &
(=] Safari Application
Robin Williams O i
Admin
" Rosetta
@ =
£ Admin
| S
Graps To hide an application when you log in, select the checkbex in the Hide
column next to the application.
ﬁ Login Options =
+ | = | -

)

Click the lock 1o make changes.
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Set Up Login ltems

In the Login ltems pane, any standard or Admin user (including yourself) can
choose to have certain items automatically open during the login process. You can
open your favorite applications, utilities, documents, even movies or music. (If you
choose to have a document open, the application it was created in will have to open
as well, even if you don’t have it in the list.)

This pane applies only to the user who is currently logged in! No other user even has
access to the Login Items pane for someone else.

To add items to the Login Items list, click the “plus” button circled below. A dialog
box opens to let you choose any file or application to add to the Login Items. To add
more items, click the “plus” button again.

The files will open in the order in which they are listed. Drag any file in the list up
or down to change the order.

If you don’t want to see an item right away every time you turn on your Mac, click in
the checkbox to hide it. It will open, but its windows won’t be visible on the screen.

To delete items from the Login Items list, first select the item, then click the

“minus” button.

(- NsNa) Users & Groups

4 = || ShowAl Q

| Passwo i Login Items ’

These items will open automatically when you log in:

[ Hide |item Kind

X Chariclea | & @ TunesHelper Application
€54 standard [ ] FitBento Application
Guest User | @ safari Application
Login, Sharing =
nging snating ™ ‘wSnapz ProX Application
John Tollett
. Admin
f Rosetta
=% Admir

» Groups = ” :
i 2 To hide an application when you log in, select the checkbox in the Hide

ofegun next to the application.
@ Login Options @ |

o e [

n .
Hj[ Click the lock to prevent further changes. @)

Another way to add items: Press (don't click) or right-click an icon in the Dock.
Choose “Options,” then choose “Open at Login”

To remove it, repeat the above to remove the checkmark next to “Open at Login”
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Share Files with Other Users

Once users are set up, other users can only access each other’s Public folders, the
Drop Boxes inside the Public folders, and the Sites folders. But the Shared folder
(which is in the Users folder, which is on your main hard disk) is available to

everyone who uses that Mac. Here’s how it works:

® Dut files in your own Public folder that you want others to be able to read,

copy, or print. They have to open your Public folder to do so.

® Other users can put files for you into your Drop Box, which is located inside

of your Public folder. They cannot open your Drop Box, not even to see if

their file transferred successfully.

m Put files in the Shared folder that you want everyone who uses the Mac

to be able to access. This is a good way to distribute something to everyone

on the Mac without having to copy it to each individual’s Drop Box.

You can also change the sharing “privileges” for any folder in your Home folder.

That is, you can turn off the sharing privileges for the Public folder and the Drop

Box so no one can access them, and you can also choose to share any or all of your

other folders, with varying levels of access. See the following page for details.

anoD
Sy

1 FAVORITES

o All My Files
% AirDrop

% Applications
L Desktop

I Documents
O Downloads
i Pictures

SHARED

DEVICES

) 2 Public
(52 = 0 | [ 2 r| (-
W Applications » 3 Guest
G0 Library = &3 pumpkin
O System = 4 rellly
Users * [ RobinAir

rosetta
£ Shared

) Magintosh MO » [ Users » | roset » [y Public

* {5 Deskiop =5 Drop Box Every user

* [ Documents

+ 03 Downloads has a Drop Box
inside his
Public folder.

irem, 5.57 Gh awailable

All users can access items in the Shared folder.

For easy access to
your Public folder,
put your Home
folder in the Sidebar
(use the Finder
preferences to do
this; see page 279.)
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% Applications
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J2 Music
£ Pictures

SHARED
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Set Permissions for Shared Files

Every file on your Mac has “permission” settings. Some of these permissions you can

change, if you like. For instance, you might want to send a memo to all users of this

Mac, but you don’t want them to be able to edit it. So select that document and give

the others a permission of “Read only.” Or perhaps you don’t want anyone to access

a Screenwriting folder you made; give it a permission of “No Access” Maybe you

want to share your Movies folder so another user can drop movie files into it; select

the folder and change its permission to “Read & Write” or “Write only” (which

means they can put files into your folder but can’t take them out).

To change permissions on a file or folder:

1
2
3

(< NV, |

< L Modified: Today 4:§1 PM

Single-click a file or folder to select it.
Press Command I to display the Info window, as shown below.
Click the disclosure triangle next to “Sharing & Permissions.”

Click the lock icon in the bottom-right corner and enter your Admin
password. Click ox.

Click the “Privilege” menu next to user names to change the permissions.

When you're finished, just close the Info window.

8 0 o sgreenplays Info
e
~~— Screenplays

1.3 MB

~ <notlight Comme.cs:

¥ Ceneral:

Kind: Folder
Size: 1.3 MB on disk (1,257,311 bytes)
for 5 items
Where: /Users/chariclea
Created: Today 4:28 PM
Modified: Today 4:31 PM
Label: x

|| Shared folder
] Locked

» More Info:

P Name & Extension:

¥ Preview:

¥ Sharing & Permissions
You can read and write
Name Privilege

T TT—
A chariclea (Me) + Read & Write To revert Changes or to

A8 staff + Read only Teel
i SR oy apply.the permissions
to all items in a folder,

3 -| f+—————=——— use the Action menu.

Add users or a Group to this list
and assign Privileges (permissions).
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Apply Parental Controls

There are several levels of limited user access you can create. Once you apply any
'_i_‘t( of these parental controls, the user changes from a “Standard” user to a “Managed
Garental | with Parental Controls” user (you cannot apply Parental Controls to an Admin user).

Choose the level of access you want to control. Each of these options is explained on

the following pages. Only an Admin can apply or change parental controls. You can
even manage these controls from another computer.

You can limit the applications to which a user has access, the content of the
Dictionary and web sites, whether or not a user can burn cps or modify their Dock,
and more. You can set time limits and check logs to see where a user has been.

The Simple Finder is the most serious limitation. This is appropriate for very young
children who want to use their educational software and games on your Mac and
really don’t know how to surf or chat anyway. It makes the Mac very easy for them
to use and they can’t do any damage.

Set limitations on a user

1 In the Users & Groups preferences, set up a new user, as explained
on pages 331—336, if you haven't already.

2 Make sure that the user is not logged in. If she is, log her out.

w

If the lock icon in the bottom-left corner is locked, single-click on it
and enter the Admin name and password. Click ox.

Select the user in the left-hand pane.
Check the box to “Enable parental controls”

Click the button to “Open Parental Controls...”

N o v h

You'll see the window at the top of the next page. Make sure the account to
which you want to apply parental controls is selected on the left.

8 The rest of the process is pretty self-explanatory—essentially, you're going to
choose what you want to limit. Don’t choose the Simple Finder until you read
page 346.
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800 Parental Controls

i Chariclea

L Guest Account

m
@

';ﬂ Click the lock to prevent further changes.

T

\—/yeh | People Time Limits = Other -

[_| Use Simple Finder

Provides a simplified view of the computer desktop for
young or inexperienced users.

¥ Limit Applications
Allows the user to open only the specified applications. An
administrator password is required to open other applications.

— Click these tabs to
limit other features.

Allow App Store Apps: | Don't allow v
Allowed Apps: Q
» | App Store
» £ Other Apps Choose which
» @ widgets . .
» () Utilities applications you
will allow.

|| Allow User to Modify the Dock
Allows the user to modify the contents of the Dock.

Logs...

Check to see
where the child
has been.

800 Pa

rental Controls

[

i Chariclea

l Cuest Account

N
mni"m i { Apps | W@@fme Limits | Other ]-7

Allowed Contacts:

™ Limit Mail ¥ Limit iChat
Limit chat and email exchanges to the
addresses added to this list.

[-] Grandma

Robin Willi...

[+]-]

==

I{h Click the lock to prevent further changes.

you can set. You can always chan,

Send permission requests tn:lHeatherMnm@ms.mm

Sends an email to this address whenever the user attempts to exchange
‘email with a contact who is not in the approved list.

Logs...

ge them later.

To add individual
accounts that you will
allow contact with,
click the Plus button
(circled, below).

Click here to
automatically send an
email to the address
you specify whenever
the user tries to send
email to someone who
is not on the approved
email list.

Open each tab and spend some time poking around to see what kind of boundaries
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Simple Finder

The Simple Finder (in the Apps pane in the Parental Controls settings) provides the
most serious limitation. It’s great for young children. The illustration below shows
what a user logged in using Simple Finder might see.

B The Applications and Utilities are limited to what you allow.
B The user has no access to a Desktop, hard disk, or other partitions.
B The user cannot move files from one folder to another.

B The user has three folders in her Dock: My Applications, Documents,
and Shared. The Shared folder contains items placed in it by other users
of the computer, as explained on page 334. Anything anyone puts into the
Shared folder (shown in the Dock) will be available even to users running
Simple Finder.

® The Finder windows have no Sidebars or Toolbars.

In Simple Finder, click an icon just once to open it.

My Applications folder. Shared folder.

Documents folder; all saved
documents will be in this folder.
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To set up a user with Simple Finder:
1 Follow the steps to create a new user with parental controls (see page 344), up
through Step 7.
2 Click the button to “Use Simple Finder”
3 In the list of applications, uncheck the boxes to deselect applications.

Every checked item will be available to the user in Simple Finder.

The applications list in the Parental Controls window (below) are shown in
groups. Click the disclosure triangle next to an application checkbox to hide

or show the individual applications in that group.

|e0r Parental Controle
| =5 || Showal | q

The numbers in this menu
indicate age. “Up to 4+”

indicates an app contains
no objectionable material.

Q # Limit Agplications Up to 12+” indicates it is

m” Web  People Time Limits  Other

-

(¥ Use Simple Finder
Providies. a simpiified view of the computer desktop for
voung o inexperignced usrs.

&, crance
L Guest Account

A, The Luer B0 cpen anly The Lpecified spplications. An .
Sminssirator SsAsward 5 FEQred 12 Gotn otheT apESEAIans. not suitable for anyone

Alow Agp Siore Aapsi | up 9+ ———+———— under 12 years of age, etc.

Allowed Apps: Q

¥ = App Suore [ ]
& Bl CutieMelody i

o 4 unicomRainbowMunch i
o [ What is my job

¥ [= Ocher Apps
E PR S O This lets you keep track
of which websites this
alia 2. = ser has been to, which
B cack 0 1ok v e At s . applications he used, and

who he talked to on iChat.

Disable the Simple Finder

To disable the Simple Finder in a user account, the managed user must be logged
out: From the Apple menu, choose “Log Out user name” An Admin user (or
anyone with an Admin name and password) can then go to the System Preferences
select “Users & Groups,” then click the padlock in the bottom-left corner; a dialog
opens that requires an Admin name and password. Select a managed account in
the sidebar, then uncheck “Enable parental controls”” To manage parental controls
on one computer from another computer, click the “Open Parental Controls...”
button, then check “Manage parental controls from another computer.”

To open the full Finder while in Simple Finder, go to the Finder menu and choose,
“Run Full Finder” You'll need to enter an Admin name and password. Return to

Simple Finder via the same menu.
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Delete a User

Any Admin can delete a user. You have three choices about what to do with all of the
files that belong to a user when you delete her account:

Save the home folder in a disk image. The contents of the user’s Home
folder will be compressed as a disk image format (.dmg) and saved into a
“Deleted Users” folder located in the Users folder. This is a nice safety net
in case you need to access that user’s files later—just double-click the .dmg
file, it opens to a hard disk icon (as shown on the opposite page), and all
the files are restored in that hard disk icon.

Don’t change the home folder. This stores the entire Home folder and

all its contents in a folder called “username (Deleted)” All of the folders
except Public are locked. However, you, as Admin, can open a folder’s Info
window and change the permissions to give you access to it, as shown on
page 343.

Delete the home folder. Choose this if you're certain you don’t need
anything the deleted user may have in her Home folder. The user account
and all of the files in the user’s Home folder will immediately disappear.

To delete a user:
1 From the Apple menu, choose “System Preferences...,” then click the
“Users & Groups” icon.
2 Single-click the lock icon in the bottom-left corner. Enter the Admin name
and password. Click ok.
3 Click once on the name of the user you want to delete. If the user name
is gray and you can't select it, that means that user is logged in. She must
log out before you can delete the account.
4 After you select the user, click the “minus” button at the bottom of the user
account pane.
5 A sheet drops down, shown at the top of the next page, asking what you want

to do with the files belonging to this user. Make your choice based on the
information above.
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EL All My Files

ﬂq Applications
Desktop

! Documents

& Downloads

EI Movies

J4 Music

SHARED

DEVICES
B Hard Disk
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=TT

My User w
koo
N Adm -

o

Cha

Stan
G
P o
t John
Adm|

Users & G

Are you sure you want to delete the user account
“Brianna Nora"?

To delete this user account, select what you want to do with the

home folder for this account,

ve the home folder in a disk image

e disk image is saved in
folder).

(_)Don’t change the home folder

‘The home folder remains i

() Delete the home folder
|| Erase home folder securely

roups

and then click OK.
the Deleted Users folder (in the Users

n the Users folder.

+‘— |

{2} Login Optiurk
N\

(& je fonts
Library

(3 system
P | Users

I{n Click the lock to prevent further changes™

(2] misc desktop stuff

[ Applications

(i Shared

(| Allow user to administer this computer

|_| Enable parental controls | Open Parental Controls...

(] Deleted Users

¥y vovove

Name
Kind

size
Created
Modified
Last opened

briannanora.dmg
Disk Image
200.2 M8

Today 7:36 PM
Today 7:37 PM
Today 7:37 PM

isk

2 Hard Disk + (i Users » [ Deleted Users +

briannanora.dmg

If you choose “Don’t change the home folder,”
the deleted user looks like this: chariclea (Deleted),
as you can see above. The user’s files are all in this
folder, but they’re all locked. Use the Info pane, as
described on page 343, to unlock the folders.

—

briannanora

To access the saved user files later, double-click the .dmg file. It will open to a hard
disk icon (shown above-right). Open the hard disk icon (double-click it) and you’ll
find all the files.
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Add searchable
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Take advantage of Spotlight

in other applications




LESSON 19

Find What You Want,
Fast—with Spotlight

Spotlight is not just a search feature—it’s a way of working with
your Mac. Once you get accustomed to its speed, versatility, and
usefulness, you'll find yourself using Spotlight regularly to find and

open files instead of opening and closing folders and windows.

Spotlight searches for more than just file names. It can search

for keywords and comments you type into a file’s Get Info
window, and it can search the content of documents, such as PDF
documents, TextEdit documents, email messages, and iCal Events

and Reminders.

If you find you perform a certain search often, save it as a Smart
Folder. Files that match the search criteria are automatically listed
in the Smart Folder, and the folder updates itself every time a

matching file is created or changed.
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Q@

Spotlight

352

The Many Faces of Spotlight

Spotlight has multiple ways of working. You'll find yourself using different options at
different times. Experiment with each one so you'll know which is the most appro-
priate for what you need to do. Details for each option are on the following pages.

Spotlight menu
To open Spotlight, click the Spotlight icon in the upper-right of the menu bar,

or use the keyboard shortcut, Command Spacebar.

Type your query into the field that appears and Spotlight instantly starts presenting
results. As you type more letters, the search narrows and updates.

Move your pointer over an item in the Spotlight list to see a Quick Look preview of

the found item. Click the item to open it.

D - = 4 Wed 11:05 AM{ jt

m EII rosetta \

Shaow All in Finder

From: John Tollett

Subject: Lost Ball emergency! TopHir ™4 Rosetta-20backyard
Date: August 15, 2008 9:32:31 PM MDT
To: John Hicks Foiders [ ] Rosetta & Pumpkin_iPhone

Bee: Robin Williams

Lost Ball emergencyl
el [ ] We finally recovered Rosetta's ball that disappeared

Is this your slipper?
-back from the airport Rosetta and Pumpkin were re..

Pumpkin and Rosetta back home from B.

American Airlines WiFi
America < WIFI 10:3171

Contacts 045 PW. 2191

Board Meeting

Contact: Rosetta G. Doodle

Events | |
-
| Comment: Rosemta & Pumpiin
-

Birthday Party

S
23]

5 Barks & Bubbles
2] From: Rosetta Doodie

Images |4 Rosetta-20backyard

| IMG_1523_2.jpg

Source: Rosefta photo

|2 Roseta playing pool.tf

g histeryofwomansclubs crol.pdf
POFDaciments Margaret Finnegan, Rosetta Close, Ellen Kennedy, Is

Mavies @ Rosetta & Pumpkin.mév

@ Rosetta & Pumpkin_iPhone.m4v

tookus [ Rosetta

web Searches @) Search Web for “roserta”
8 Search Wikipedia for “rosetta”

Spotlight Preferences...

Access to the Spotlight menu is available no matter which application you're using—
you don’t have to go to the Finder to run a search. See pages 360—361 for details.



Spotlight windows
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To show the Spotlight search results in a Finder window with more information:

Click the option to “Show All in Finder” at the top of the Spotlight menu
after you've made a search, as shown on the previous page.

EL All My Files 2| American Airlines WiFi
o 2| Rosetta Doodle
. Alitrop 2| wiliams Rosetta
[ Desktop < Rosetta learns to swim

¥ Rosetta learns to swim
(2] JOHN TOLLETT Shakespeare performance coming up
" JOHN TOLLETT Shake

# Applications
[} Documents.

) Downloads B Rosetta buddy photo jpg
SHARED (01 Rosetta & Pumpkin_iPhone
1 Rosetta-20backyard-20snow.jpg
DEVICES

= Rosetta-20backyard-20snow.jpg.jpg

806 (5] Searching “This Mac”
<> (Qrosetta 3)
FAVORITES Search: jer Save
@l N Kind

Address Book Card Data
Address Book Card Data
Address Book Card Data
Safari bookmark

Safari bookmark

Mail Message

Mail Message

JPEG image

Folder

JPEG image

JPEG image

v ) L Although it claims to

search “This Mac,”
Spotlight really only
searches the active user
(see Lesson 18 about
multiple users).

398 items

Or use a keyboard shortcut to open a Spotlight search in a Finder window:

If you're in the Finder, press Command F.

If you're in an application, press Command Option Spacebar.

When you type into the Search field in a Finder window, Spotlight instantly kicks

in and shows you simple results directly in that window. It automatically searches

in the area defined by the Finder preferences, as shown below-right. See pages

362—364 for details about searching and narrowing your search.

eoo [ Searching “This Mac”
{Q pumpkin
FAVORITES | Search: ELICIETD “Desktop”
& it Name Kind Last Opened ]
) All My Files [ Rosetta & Pumpkin_iPhone Folder May 9, 2011 7:14 PM
) [ Pumpkin gets ready Folder May 9, 2011 7:14 PM
@ AirDrop (] Pumpkin and Moondog Folder May 9, 2011 7:14 PM
[Z2] Desktop (2 Pumpkin Folder May 9, 2011 7:14 PM |
#y Applications () James McMillin Re: Santa Fe Visit Mail Message May 8, 2011 8:42 PM ‘
- Rosetta & Pumpkin.mdv Apple...movie May 8, 2011 2:53 PM
[51 Documents
(=) John Tellett Re: Santa Fe Visit Mail Message May 7, 2011 9:31 PM
© Downloads Bl Pumpkin.jpg JPEG image May 5, 2011 5:36 PM
[ Movies 2] Kelly Addre..d Data  May 2, 2011 2:02 PM
3 Music ™ Ruth @ Harry's ical file Apr 30, 2011 10:56 PM
o P ™1 Barks & Bubbles ical file Apr 30, 2011 10:56 PM
4%t + [ Movies + @ Rosetta & Pumpkin.m4v

& Show all Flename extensons
| g before

[ Show warning before emptying the Trash
Emety Trash sacurely

When pesforming a search:

Search the Curment Faider —

Ut the Previous Search Scope

From the Finder menu,
choose “Preferences...”
and use the “Advanced” tab.
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Spotlight—powered search in many applications

Spotlight-enabled searches are in many other applications, as shown in the examples
below. Some applications also let you create other forms of Smart Folders (explained
on pages 365—366).

Mail (below) and its Smart Mailboxes (page 97).

Address Book (page 368) and its Smart Groups (page 117).
Text in any application (below).

System Preferences (page 367).

Open and Save As dialog boxes (page 369).

ann All Mailboxes (Found 312 matches for searchi s
(&) [(&]fm 8[| Z]B][8][E:] Guwd ————=—— Search field.

i Fiagged v Mtes | Prafis

—— Search results.

JOHN TOLLETT Doodle Rosetta — therosenad, . |
Enakispeane perTmance coming ug st nnBELOM 1
Hi Rosean, Did yoU s the natice 8bout Tha Tampas coming io Tha Lansic TF
Resetta Doodle — therotetiad
B Trash
REMINDERS 20t T i
S , ; '
PE !_ Sy — enotibpdn
| Nates 2 Resarma amd Pumpiin
dames McMillin et mﬂ s
=i < Sacta Fe Vit N . '
Alrigi Then: W wil 5o you on Satrday, o 2158 LeTs plan 10 have deopr gt Pumpkin and Rosetta back bo... |
MORILIME Tissarvakons o Monday at & BAB in Taos, Tussday and Wednesdey a1 050 Gl Ellzabeth and Resetta photes
MAIL ACTRITY Jan Wright Pumgkin + Kosetta

Yo hal Rosetta poy

& booka! Yow! You rust be somemhat insane. Mars than somewnal | love you  Geraniums and Rosetta
Mot indeers | Know v a8, 80 | wonT 68 any o em, |88t you Be inu

Mastindontes [RnOw Nave SOIR 0 1 wonT 16 any o Mo, et you B8 IUnasl  Loon s posens shoto

Jehn Tellest L
Ra: Hopa Foz is 0K +: ]
Far noficed you wene gone & couple of minuies afer you lefl He en outside st Amachmaent name costalng “ro.

N, Fobin taiked K him s P Eame insic. | e N B DS ANG T Wit ey
- m o Barbarn Riley & 4411

N ——
Mail: The search displays results that contain either the search term (shown here);
messages that have the search term in the Subject field; messages that have an
attachment whose name contains the search term; etc.

ene [ Jim's Posole.docx Edited v
= o s [ A
= Number of results
T T T T T T T
5 3 5 3 5 7 5 .
o] ) [ODICOLT found. Click the X to
e Case clear all search results.
+\Wrap Around t to medium high.
. N— and onion to side and place pork shoulder infcenter; brown on all
Stardwith d bacon to prevent burning. L
Full Wo 21 el ek £ et (A0 s Cycle forward
insercpariern 527 _Joed Yomatillos and choppedl poblano peppers) or back through
to taste. search results.
= Add chicken broth or barely cover roast.
=  Putlid on Dutch oven and place on h f oven; cook 24 -
3% hours, or until pork pulls apart casily with a fork. Set search parameters,
*  Remove from oven and let rest for an hour, covered. Then remove pork from or select “Insert Pattern”
t, ‘with a fork and return meat to the casserole.
e — tO search for unknown

email addresses, phone
numbers, web addresses,
and more.

TextEdit: Press Command F to make the search field appear.
Click the magnifying glass to open the menu of options.
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But Before You Begin

There are several things you might want to know before you start using Spotlight.
In the Spotlight preferences, you can choose which categories of items you want
Spotlight to search through. You can also choose certain disks and folders that
you (or anyone using your machine) cannot search through, giving you some extra
privacy. And on the following pages are some tips to help you make your searches

more productive.

Choose the categories for searching

1 From the Apple menu, choose “System Preferences...”

2 Single-click the “Spotlight” icon.

Q@

Spotlight

3 Click the “Search Results” tab (below) if it isn’t already highlighted.

ann
L. || Showan |

Seaslight
Q

Spotlight helps you gqui e o
at the top right cor 5

n your computer. Spatlight is located

| 1
2
| 3 # % Documents
4 ¥ [ Folders
| 5 @ & Messages & Chats
6 [ | Contacts
| 7 B Everts & To Dos
8 ¥ & Images
| 9 @ & POF Documents
| 10 & & Webpages
| 11 & i Music
12 ™ B Movies
| 13 # A Fonts

¥ Spotlight menu keyboard shorcut: | % Space -
[ Spatiight window keyboard shortcut: | "CH Space x 7

4 Applications
& System Preferences

S Presentations
« Spreadsheets

4 Uncheck boxes for categories you don’t want Spotlight to search.

5 Drag the category items up or down to change the order in which results

appear in Spotlight.
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Create some privacy

1 If you haven't already, open the Spotlight preferences, as explained
on the previous page.

2 Click the “Privacy” tab.

ann Spotlight
| | | Show All | Q

[ Seotlight helps you gquickly find things on your computer. Spotlight is located
at the top right corner of the screen.

Search Resul)

Frevent Spotlight from searching these locations:

Click the Add bunton, or drag a folder oe disk iruo the list below.,
@ Applications

& Contracts

[ Love letters

L Private correspondence

O You can change these
keyboard shortcuts if

they interfere with your

— favorite applications.

(¥ Spotlight menu keyboard shortcut: | X Space
(¥ Spotlight window keyboard shorteut: | UM Space . 7

3 Click the + sign to open a dialog box where you can choose any folder
or disk on your Mac that you don’t want Spotlight to search.

Or drag any folder or disk icon from the Finder and drop it into this pane.

Note: This isn't a very safe privacy feature because anyone using your
computer can just open the preferences and remove these items

(if they know how to do it). If you want more privacy, make a separate
user because a Spotlight search only searches the files for the active user
(see Lesson 18).

Keyboard shortcuts to open Spotlight

Notice in the illustration above (at the bottom of the window) that the Spotlight
preferences also include options to change the existing keyboard shortcuts to open
Spotlight, or to turn them off altogether by unchecking the boxes. Some applications
might use those same shortcuts; Spotlight overrides the applications’ shortcuts, so

if it creates a problem for you, go to the preferences above and change them or turn
them off.
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Don’t searchjust file names

Spotlight doesn'’t just search file names. It searches the senders’ names and the
contents of email messages; it can look through the contact information in your
Address Book; it finds images and graphics, calendar Events and Reminders, System
Preferences, PDF text, the contents of TextEdit pages (but not the contents of text

clippings), even iChat conversations (if you previously chose to save them).

Expand your repertoire of searchable items

You're not limited to searching just for words that might be found in a file. In

the Finder Spotlight search, you can use selected parameters to find particular
categories of files. For instance, you can look for “music” to find all your music files,
or choose “Image” in the pop-up menu, then add another search options bar (click
the + button) and limit the search to “Created date within last 1 weeks” (as shown in

the example below).
Type a word or phrase here.

8ne [&] Searching “This Mac”
= A = BN (Q | )
FAVORITES Search: @QUIER'ETS “Desktop” (=]

@it ( Kind 2 is (Any

El All My Files Name 4] Kind

@ AirDrop

Desktop

gl_\; Applications

EJ Documents

Downloads
eoe [&] Searching “This Mac”
Lalr \ggEmJqu | |=~ (Qjt )
FAVORITES Search: @UIEIETS “Desktop” ( Sghe ) (=)
ﬁj jt [ Kind % is [ Image :) (JPEC 1) =®
= ;i
= All My Files ( Created date %) is (within last IR (weeks &) =@
@ AirDrop Name 4| Kind
r;—_‘ Desktop r_:l JT and temple ruins.jpg JPEG image
rf-‘\q Applications
ﬁj Documents
0 Downloads
SHARED

Click the Add (+) button (circled above) to add more parameter
bars with pop-up menus of additional search options.
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Expand the search with metadata

Spotlight also looks in the metadata that every file contains. Metadata includes
information about who created the file, when it was created and modified, the

copyright date, the file type, the color space for a photo or image, even what kind
of camera a particular photo was taken with. Different kinds of files have different

kinds of metadata associated with them.

To make metadata attributes appear in the parameter pop-up menus:

1 Press Command F to open a search window.

2 Click the first pop-up menu (it probably says “Kind”), and choose “Other...”

3 In the sheet that opens (as shown far below), find an attribute you want included
in the lengthy list that appears; checkmark its box. Click ox.

8eo0e

A, |.p

[ Searching "This Mac”

FAVORITES
i it
£ All My Files
@ AirDrop
|21 Desktop
# Applications
@ Documents
€ Downloads
SHARED

DEVICES
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m m| |3~ [m Q] )
@E'ES “Desktop”
( Kind ) is (Image +) (JPEG
(eneans) (eomans ) [roserta 'f=— Click a plus sign
( Created date $) is ( within last )6 months )
e - = to add another
o i %) contains t
opened date E . ram re
¥ Lastmodified date  [B) Is ( within last D) days D Pa ame e ’
Created dare = & Kind click a minus
Name L. - i .
Contents o 2osnauing Ei mane sign to delete
qrd-20snow.jpg.jpg JPEG image
eq JPEG image that one.
| RosatiasBallohiss -experiment.jpg JPEG image
B Roskta-Ball-htmI5-experiment.jpg JPEG image
B Roser™Ball-htmlIS-experiment.jpg JPEG image

IPEG imane

[ S ching “This Mac”

Select a search attribute:

Atribute | Description

Album

Alpha channel
Alternate display names
Altitude

Aperture value
Application Categories
Attachment Names
Attachment Types
Audiences

Audio bit rate

Audio channels

Audio encoding applic...

Author addresses
Author Email addresses

Q
In Menu
Title for a collection of media, such as a record album (=]

Whether the image has an Alpha channel L
Alternate names of the file

The altitude of the item in meters above sea level, expre...
Size of the lens aperture as a log-scale APEX value
Categories application is a member of

Alist of the names of attachments associated with a me... =]
A list of the types for attachments asscciated with a message (m]
Who the document is intended for 8]
Bit rate of the audio in the media 8]
Number of channels in the file's audio data =]
Name of the application that encoded the data in the au... o
Addresses for authors of this item 8]
Email addresses for authars of this item [m]

| Cancel | E

—
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Add keywords to files

There are some files that, even with all the options in Spotlight, still won’t be found
because there is nothing associated with them that Spotlight can decipher. For files
that you want to make sure you can find later, add your own keywords. For instance,
the example below is a music file of an Elizabethan song written in the 16th century.
I can search for “Come Away, Hecate” (if I remember the song title), but if I search
for “elizabethan,” this piece of music won’t be found. So I added a number of
keywords that I might use in a search to the Get Info window for this file and also
for other Elizabethan music I have on my Mac. Now Spotlight can find them.

To add a keyword to a file:
1 Single-click a file to select it.
2 Press Command I to open the Get Info window.

3 Type your keywords into the “Spotlight Comments” area.

@ 0O O [a] 11 Come Away, Hecate.m4a Info [ NaNs] .| book110511.rtf Info
| 11 Come Away, Hecate.m4a 377 KB - book110511.rtf 2 KB
wey Modified: Today 5:16 PM ® Modified: Today 8:01 PM
If this —
F' Id . b} | Elizabethan |ute lyre spinet virginals harnsichor:ﬂ The Non-Designer's Photoshop Book, ND PSB,
e 1Isn't Peachpit, introduction text
showing,
. . ¥ General ¥ General:
single-click
. Kind: Apple MPEG-4 audio Kind: Rich Text Format
the tlny Size: 381 KB on disk (377,189 bytes) Size: 4 KB on disk (1,868 bytes)
. Where: [Users/jt/Desktop Where: /Users/jt/Desktop
dlsc|osure Created: Today 5:16 PM Created: Today 8:01 PM
. Modified: Today 5:16 PM Modified: Today 8:01 PM
tria ng|e. Label: (| M@ LU E B S B Lhefx| g @ LU D W
(] Stationery pad [ stationery pad
] Locked | Locked
» More Info: ¥ More Info:
» Name & Extension: » Name & Extension:
# Open with: » Open with:
P Preview: ¥ Preview:
¥ Sharing & Permissions: ¥ Sharing & Permissions:
) . .
Add keywords to a file’s Spotlight When a file has a forgettable name,
Comments so you can search for as above, additional information or
it later. keywords in Spotlight Comments

make it easy to find the file later.

If you have more than one file to which you want to add keywords, select one
file, then press Command Option I (instead of just Command I). Now as you select
other files, this Get Info window automatically displays the information for the file
you select.
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Spotlight Menu

The Spotlight menu is available no matter which application you're using at the
moment (although this is not the tool to use to search within your application, such

as searching the text on a visible web page or in your word processor).

To open the Spotlight menu:
1 Simply click the Spotlight icon in the upper-right of the menu bar,
or press Command Spacebar to open it.

2 A text field appears. Start typing in it.

D - T 4 Wed 8:33PM jt q

Results appear instantly in the Spotlight menu, as shown below. The more
letters you type, the narrower the search becomes.

D b = 4 Wed 8:38PM jt

Show All in Finder

Top Hit 5 Rosetta-20backyard-20snow.jpg.jpg

Folders Rosetta & Pumpkin_iPhone
N Lost Ball emergency!
Messages ~-We finally recovered Rosetta's ball that disappeared...
Photos

..£njoys the sunroom. Rosetta thinks its nice out

Is this your slipper?

.back fram the airport Rosetta and Pumpkin were re...
Pumpkin and Rosetta back home from B

American Airlines WiFi

Contacts - i &
=] American Airlines WiFi ID: 13171945 PW: rosettaz191...

R

Board Meeting

Contact: Rosetta G. Doadle
Barks & Bubbles
Comment: Rosetta & Pum pkin
Birthday Party

From: Rosetta Doadle

Events

BB

o [sh]

Rosetta-20backyard-20snow.jpg
IMG_1523_2.jpg

Source: Rosefta photo

Images

Rosetta playing pool.tif

historyofwomansclubs crol.pdf

PDF Documents p e
...Margaret Finnegan, Rosetta Close, Ellen Kennedy, .

Movies Rosetta & Pumpkin.m4v

Ees o @

Rosetta & Pumpkin_iPhone.mév

ook | 8 Rosena Notice that Spotlight

will also send your search
phrase to the Dictionary,
the web, and to Wikipedia,
if you like.

Web Searches 8 Search Web for “rosetta”
8 Search Wikipedia for “rosetta™

Spotlight Preferences
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To use the Spotlight menu:

Below are callouts of the various features of the Spotlight menu. Use the Spotlight

Lesson 19 Find What You Want, Fast—with Spotlight

menu for a quick search for something you think can be found easily.

Single-click “Show All in Finder”
to display the Spotlight window,

as shown on the following page.

Single-click the X to delete
everything in the search field.

Documents

D b T 4 Wed 857 PM| jt

Show All in Finder
Top Hit @) Pumpkin Pal 1.2.ipa

[ B S Sir Thomas More.pages

These are the categories —m (] Pumpkin gats ready

that Spotlight is searching.
See page 355 for a list of the
categories possible.

Messages

Hover your pointer
over an item to reveal a
Quick Look preview of
the item. Single-click
the item to open it.

Pumpkin and Moondog - Mobile 1

Re: invoice for Oak Knoll book
John Tallet

Dinner in Juarez

..oam during the game. Pumpkin got offended that...

Contacts | x| GoDaddy .
Le=| .. jtpetsiter Password:
2 | Kelly

Lo ..User ID: jt password
Events ’_5“ Pumpkin to SuperDog
m‘\ Give Pumpkin worming medicine

’—5.7 Pumpkin to Vet (#2)

r_ Images E Pumpkin.jpg — Documents
| . EI Pumpkin.jpg — A714A301-028F-43AC

Movies @ Rosetta & Pumpkin.m4dv

B Pumpkin and Moondog - Mobile.m4v

£ Pumpkin and Moondog - Mobile 1.m4v

Look Up pumpkln I'pam(p)kan, 'paNGkan|

Web Searches 6 Search Web for “pumpkin®

@’ Search Wikipedia for "pumpkin”

Squtlight Preferences...

.101164.htm True; and pumpkins together. SERGEA.

2 large rounded orange-yeliow fruit witha 1

This option

opens the same
preferences shown
on pages 355-356.

Note that
Spotlight will
forward your
search to the
web and to

Wikipedia.
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Spotlight in the Finder

There are two ways to open Spotlight in the Finder, both of which use your Finder
window. You can do a quick search by simply typing in the search field that appears
in the upper-right corner of every Finder window, as described below. For a more
specific search, press Command F to go straight to an empty window with an extra
Search Parameter bar already available (as shown on the opposite page).

Quick search in a Finder window

Below are the results of a quick search for “john” As soon as you start typing, results
appear in the window, and a pop-up menu shows where results are being found.

In the Search Bar, choose a location for Spotlight to search—“This Mac,” or a selected

folder in the Sidebar, or any “Shared” drives that are connected to your computer.

Click the + button on the right side of the Search Bar (next to the Save button, shown
on the next page) to add Search Parameter bars for narrowing your search.

Search Bar. If | choose this option, it will narrow the results.
800 @ Searching “This Mac”
<|p> |:sE|m [CNE- R (Q joh 3) 7J0hﬂ\—
FAVORITES \—search: “e | bl 7{ Filename
@ Name B
E) All My Files Biosnolles o
= L « Museums (original).pdf
:'? AirDrop # jtratz on 2011-05-10 at 22.23.ichat "Rmi T”:“e“ .
] Deskeop *. Gobaddy il 1754 Once you click the blue
i Applications = photoJPG JPEG image
gnommems (1 Johnny Cash Folder bar shown to the |eft,
[ John Tollett Falder N .
o Dissiess (7] 16 Biggest Hits_ Johnny Cash, Vol. 2 Folder thIS blue tab appea rs;
SHARED [ The Essential John Denver Folder you can SW|tCh From
(] Lennon Legend_ The Very Best Of John Lennan Folder . .
DEvicEs TR T e searching filenames to

| _— searching everything
* (content, keywords
in Get Info, etc.)
The Path Bar (empty at the moment;
see the opposite page).

To see where a file is located, single-click it; the path to that selected file appears in
the Path Bar at the bottom of the window (shown on the next page). If the Path Bar
is not showing, go to the View menu and choose “Show Path Bar.”

To open the enclosing folder that holds the selected file, press Command R.
To open a file, double-click it.

To quickly view the file, press the Spacebar to open the selected file in Quick Look.
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Narrow the search in a Finder window
If you've already started a search (as on the opposite page), click the + button (next

to the “Save” button in the Search Bar) to reveal an additional Search Parameter bar.

If you have not yet started a search, press Command F; the active window switches
to a blank search results window. If no window is open or active, a new one opens

automatically.

The only difference between the window below and the one on the opposite page is
that this Find window automatically provides a parameter bar for you to work with.
You can add as many parameters as you need.

To add more parameters to narrow your search, click the plus sign.

To delete a Search Parameter, click its minus sign.

To change the parameters, click a parameter menu to choose a different
option. The choice in any menu affects the options available in the next menu to
the right, which might then create a new field in which to enter a new parameter.

Use these pop-up menus to narrow your search in specific ways.

806 [ Searching “This Mac”
At 32 | | -] | =@~ (Q €21 john f%‘ﬂ [ john
=
FAVORITES Searcrl [ This Mac Jildd  Save »/El\en;:!e
: = verything
@it ( Kind . %) is (Folder =) ] ‘_-‘-+‘ ) | W i
= Al My Files Name Kind N
ai? AirDrop Johnny Cash Folder
i (. John Tollett Folder .
& Desktop [ 16 Biggest Hits_ Johnny Cash, Vol. 2 Folder Cth the b|ue tab
# Applications [j The Essential John Denver Folder to cha nge Search
[ Documents [ Lennon Legend_ The Very Best Of John Lennon Folder
[ John Tollett's Album Folder results from
0 Downloads - = .
(23 John Richardson Folder F||ename matches
SHARED [ John Lennon Folder back
DEVICES (121 John Denver & The Muppets Folder ack to any
&-Joba £ match found
4 jt + (] Music » [ Tunes » (] iTunes Media - (] Music » [] Johnny Cash ) !
S TT items =

The Path Bar shows the path to the selected file.

. Arrange by options.
Sort Spotllght’s search results

[i&] Searching “This Mac”

Sort search results by different criteria. Click the Sl K3 "
w Name
Arrange by button in the Toolbar, and choose one 29 ind
v Application

of the sort items (Name, Kind, Application, Date
Modified, Date Created, etc.).

et (#3) Date Last Opened
et (#2) Date Added

uperDe¢  Date Last Modified
wormit  Date Created

Size
et (#3) Label

et (#2)
uperDog None
worming medicine
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Use a Boolean search

A Boolean search simply means that you limit the search by using the words AND, OR,
or NOT. As you can see below, a search for “mabel” showed me three files. But a search
for “mabel AND love” found exactly the one I was looking for—only that one.

The Boolean operator (the AND, OR, or NOT word) must be typed in all caps.

@mabe\

Filename contains “mabel”

“] Kind
Rich Text Format
Portable Document Format (PDF)
Portable Document Format (PDF)
Rich Text Format
Portable Document Format (PDF)
Rich Text Format
Portable Document Format (PDF)

(- NsNs) (38 Searching "This Mac”
al> ERER
FAVORITES Search: (TLED “Desktop”
=it (Kind %) is (Any
E Al My Files ~ Name ——
@ AirDrop - Evervho:‘\;mvad h;la:el.nf‘ =
% historyofwomansclubs crol.pe
@ Besktap %/ Inge Concepts of Auth.pdf
[Z] Desktop + Mabel, an Enigma.rtf
,,;\ Applications « recordinterprete0Omartiala.pdf
% Documents = Where Is Mabel Now?.rtf
= xxdictionaryofanon04halkuoft. pdf
) Downloads
SHARED
DEVICES

7items

—————————————

As you type a search term, a pop-up menu shows possible matches in
different categories. This search found only “filename” matches.

e 080

[&] Searching “This Mac"

4| E (0. (05 mabel AND love | )
FAVORITES Search: EELED “Desktop” (Save ) (=)

@it (Kind s is (Any Bl =@

2 All My Files C Name & Kind

? AirDrop « Everybody Loved Mabel.rtf Rich Text Format

[Z=] Desktop

(T Desktop

# Applications

@ Documents

© Downloads
SHARED

1item
T ———

A search for “mabel AND love” easily narrows results to the only match.

You can also use quotation marks, just as you probably do when searching the
web. For instance, if you search for knitting wool without quotes, you'll get every
document that has the word knitting in it and every document that has the word

wool in it. But if you search for “knitting wool” in quotation marks, you will only find

pages with that exact phrase.
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Smart Folders and Spotlight

Once you create a great search in the Finder via Spotlight, you might like to make a
Smart Folder that automatically keeps track of every file that fits that search. This
folder doesn'’t store the original files—the originals stay in their original folders, and
the Smart Folder just keeps a list of everything so it’s easily accessible to you.

For instance, you might want a Smart Folder that contains all the various presenta-
tions you've made so you don’t have to go looking through various project folders to
find a particular one. If so, make a Smart Folder that just stores presentation files.

Your Smart Folder keeps track of all presentation files in one place for you, even
though the files themselves are scattered in different locations. The Smart Folder

updates automatically as presentation files are created, changed, or thrown away.

To create a Smart Folder:
1 In the Finder, press Command F to open Spotlight in a Finder window.
2 Define your parameters. Below is a search of all files that are presentations.

There is nothing typed into the search field at the top of the window because
I want to find all presentations regardless of their names.

enoe (& Searching "This Mac”
(i) 3 - ETCRER @ )
FAVORITES Search: @ISN'EE “Desktop”
f&l it Kind %) is (Presentation ) =)
=l All My Files Name | Kind _ Last Oper
ng; AirDrop B Mary Sidney Presentation.key Keynote Document Today 3:4
Rl B CalPoly Presentation.key Keynote Document Today 3:3
5] Desktop :
B Shakespeare Presentation.key Keynote Document Today 3:3
¥ Applications 8 Brunel University.key Keynote Document Today 3:3
ﬁ] Documents | Oxford Presentation.key Keynote Document Today 3:
o Down|nads = MDWO09_How_do_l_get_the_best_marks.ppt Microsoft PowerP...004 presentation Jun 8, 20
| MDW09_Whar_makes_a_...ction_and_conclusion.ppt Microsoft PowerP...004 presentation Jun 8, 201
SHARED M u-Link_intro.pps Microsoft PowerP...2004 slide show Mar 11, 2

DEVICES

8 items

You can also create a Smart Folder by going to the File menu and choosing
“New Smart Folder” The window that opens looks exactly like the one above.
Set the Search Parameters.

—continued
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3 Click the “Save” button below the search field (shown on the previous page).
You will be asked to name this Smart Folder.

The default location for a Smart Folder is in a “Saved Searches” folder in the
invisible Library folder, which is in your Home folder, but you can't see it.
That’s okay because you are not allowed to put anything in this folder yourself.

However, you do want this folder to be accessible from the Sidebar so you can
open files from it, so make sure there’s a check in the box “Add To Sidebar” in
the Save dialog window (below). Then click the “Save” button.

006 Searching "This Mac”
e A = 2] (@ (Q )
FAVORITES Save ) (=
s Specify a name and location for your Smart Folder
Gt @@
—— A Myt Save As: lpresentationsLsavedSearch ] =] =@
Q AirDrop Where: | [ Saved Searches D L
E Desktop ste Document
S te Document
% Applications ™ Add To Sidebar P
[ Documents >te Document
&3 Downloads [ Cancel | EE E ; »te Document
| e isoft PowerP...004 presen
SHARED Tl — MDWO03_What_makes_a_...ction_and_conclusiol i icrosoft PowerP...004 presen
DEVICES B u-Link_intro.pps Microsoft PowerP...2004 slide
& items.

4 Now that the Smart Folder is saved, all you need to do is single-click it in the
Sidebar (below), and your Mac will display all the files that match the criteria
you originally set.

e0e presentations.savedSearch
el %o me) @ )
FAVORITES Name Kind i
m it B Mary Sidney Presentation.key Keynote Document
I CalPoly Presentation.key Keynote Document
=l All My Files
hd M Shakespeare Presentation.key Keynote Document
€ Airbrop B Brunel University.key Keynote Document
E Desktop M Oxford Presentation.key Keynote Document
’A& fifeeme = MDWDQiHnwidoiLge(ﬁ[haitrbeslimarks.pnl , M?(msnft PowerP...004 pres|
. MDWO09_What_makes_a_...ction_and_conclusion.ppt Microsoft PowerP...004 pres|
[ Documents M u-Link_intro.pps Microsoft PowerP...2004 slig

SHARED

DEVICES
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Spotlight Search in System Preferences

As explained in Lesson 15, Spotlight also works in System Preferences. This is great
when you know you need a System Preference to do something in particular, but
you're not sure which one you need.

To search in System Preferences, simply type into the search field. As you type,
Spotlight highlights all the possible preferences that might help you.

When you click one of the options in the pop-up menu that appears, Spotlight
highlights the best preference for that option in a bright white spotlight, then opens
it for you automatically.

System Preferences

Internet sharing This menu
Limit Internet access appears as

Gh you type a

Turn VoiceOver on and off search term.

Language input methods
Number, date, and time formats
Language preference and priority

Spotlight Search in Time Machine

If you use Time Machine to automatically back up your files, you can use Spotlight
searches within Time Machine and find files that may not still be on your computer.
See Lesson 20 for more about Time Machine.
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Search Bar. —

368

Spotlight Search in Mail

In Mail, type a search word or phrase in the search field when you can't find a
particular message in a large collection of emails. Choose a folder in the Sidebar to
search, then choose one of the parameters in the Search Bar (just below the Toolbar).

These results show messages that
contain the word “Shakespeare.” ca

eoe All Mailboxes (Fuund 240 matches for search) "
W) o . || > =D (Qshakespeare )
—E-u-l—p[ Search: m Inbox Sent Flagged v Notes Drafts ] i hakespeare”
MAILBOXES STy T | peosle
I8 nbox dohin Tollett & Robin Williams L
= - Tasha joins the Shakespeare reading group }
S Sent | Attachment: photo JPG Subjects
& Trash Subject contains “shakespeare”
T Rabin Willama New paintings for the Shake...
Gall for Readers! Shakespeare Papers
» 1 Flagged + Good morrow, Readers! This is an official call for committed Readers. Pleade | 4Ty Wadneses
[ Notes | you DO plan to attend! | don' hear rom you by Wednesday (inats FOUR day  T2sha joins the Shakespeare...
Robin Willlams i:a:eﬁpeﬂrﬂ pEr;ﬂrmﬂn(e (:‘ .
RSS Re: CDC EPR | Social Media | Preparedness 101: Zombie Apocalypse - Bidg akespeare praduction atl,,
/ Ithought it was brilliant, too. Extracrdinarily clever. | read every word in the jlar ~ Santa Fe Shakespeare Societ...
doing it that I wouldn't have otherwise. Maybe | should do some zombie Shiké  Shakespeare Quiz!
Robin Williams You are invited to A Shakesp...
Fwd: Ludlow Festival 2011: Starring John Challis as Malvolio in Twelfth Nig| Shakespeare's Patron, Willia...
ﬁ that canopy sor of 1akes away from the castle effect. Begin forwarded messag
/! cadmin@Iudiowlestival co.uk Date: May 20, 2011 10:06:38 AM MDT To: mer| Attachments
JOHN TOLLETT Attachment ngme contains *... |
- Shakespeare performance coming up | Sent - MabileMe.
+ @ @ | Hi Rosetta, Did you see the notice about The Tempest coming to The Lensic Theater?

This menu shows results by

tegory, such as messages with

“Shakespeare” in the Subject field.

Spotlight Search in Address Book

Control-click a contact name in Address Book, then choose “Spotlight: “contactname.”

A search results window opens to show files and folders on your Mac that match the
selected contact name.

»
Patnys tow Yok Plsza
P Oighart

P e
Expost vCard,
Pemcholt ! Edit Card

ey TR

Poggy Smet

poter hater

B ¥ abie A
800

Control-click

(or right-click)

a contact name
to reveal this
contextual menu.

) ) Searching “This Mac®
e (G eesiie
PavEarTLs Search (G0 W S (v
@r Naswt
B & Pat Wikams Address Book Card Dats 1
. & Digita Beokies - The Fame Mantesodf Poctasie Document Fom The SPOt|Ight search
| freii © Sereen shon Z010-05-24 1 4.31.08 Pigng Portale Network Grish | ind
< Deree # watharihia en 911-03-06  18.00ichar Enat sramceipt results window.
[ Dwikop - YM'M_"SF.WI Pertadle Document Form
A S I ———— Ml Masage
g * Jon Toen e aga Mail Message
3 Documany B P iR on 20410504 401395 1t CukkTiss mowie
0 Downloads [ Pat Wisams on 2011-05-04 at 12.55 Faioer
o P wimams om 2011-05-04 #t 12.55-1mov QuickTineg movie
Pt Wiams on 2011-05-04 at 12.55.mov ik Time mowie
oraces W Pt wimams o8 2011-09-04 a1 12.35.mov. QuickTine mowe
= Pt WiSams's Brinday iCal fle
= Firsa Friday Cub-Saakeigeare Reiding iCai fie
™ First Friday Club-Shakesseare Raading Cal ke
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Spotlight Search in an “Open” Dialog

When you're working in your favorite application and want to open a file to work
on, Spotlight can locate all the files with your search phrase in the name that
your application thinks it can open and display, plus all folders (it will also search
contents of files). From the File menu, choose “Open...” In the Open dialog, as

shown below, you can search for a file name or for any content.

n0oe T
laf»||cp=dm|im| =~ (e -]
FAVORITES Search: @IELED “it" ( Save (=)
e (hnd &) is (mage 8 (%) <
[ Desktop Name a Kind -
(£ Desktop = dada & pumpkin.jpg JPEG image
Aol = pumpkin-hat2.jpg JPEG Image
Ay Acplications [f] Pumpkin.jpg JPEG image |
[ Documents B Pumpkin.jpg JPEG image
& Downloads
SHARED
DEVICES
MEDIA

4 jt » [l Documents » & Pumpkin.jeg

Plain Text Encoding: | i 7S

[/ Ignore rich text commands

[“Cancel |

Spotlight Search in a “Save” Dialog

In this example

| narrowed the
search to JPEG
files with the
word “pumpkin”
in the file name.

When do a search in a “Save” dialog, Spotlight can find folders to save into.
Double-click the folder into which you want to save, then click “Save”

00e MacBook Pro reciept.rtf copy

I —— e &

Start typing a search

SaveAslea(Bonk Pro reciept.rtf ! “ term and reSUltS

e Lo /(m_ appear immediately.

FAVORITES Search: (ELELED ”Deskmny ( Save ) ()
Gt it Name. / 4| Kind
5 Desktop [ Reciepts 2011 <@ Folder
(£ Desktop

# Applications

@ Documents

&) Downloads.
SHARED

DEVICES

File Format: | Rich Text Format s

New Folder | Cancel | Save
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LESSON 20

Time Machine Backup

We know we should back up important files every day, but really,
“I just don’t have time today!” Surely everything will be okay for a
couple of days until we have time to make backups. Months later,
we finally have some extra time and the files are nowhere to be
found. Or the original version has been overwritten by a newer
version with unwanted changes in it. Oh, if only we had a time
machine that could go back in time and grab earlier versions of
files. And wouldn't it be nice if the time machine did this without

us doing anything—except maybe turning it on?

Wait . . . there is such a thing! And, amazingly, it’s called . . .

Time Machine!

Time Machine can even make backups automatically for you

without having a dedicated disk assigned.
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@
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About Time Machine

After you set up Time Machine, it backs up your computer regularly. Initially, Time
Machine backs up everything, including system files, applications, etc. After that,

it only backs up files that have changed. Hourly backups are stored for 24 hours;
daily backups are stored for a month; weekly backups are stored until the disk is full.
Because backups are stored by date, you can restore files or folders (or your entire
system) exactly as they were at certain points in the past.

When the backup disk fills up, Time Machine deletes the oldest files to make room
for new ones. It could take a long time to reach this point, but be prepared to either
replace the Time Machine disk with another one, or to let Time Machine delete
older files as necessary.

While Time Machine is a good solution for temporary storage of backups and is a
great way to restore files that have been thrown away, lost, or changed, it isn’t a final
solution for creating permanent archives. If you plan to use the same backup disk
and let Time Machine delete the oldest files, be sure to use other methods to create
permanent archives of important files (burn files to cDs or DVDs, copy items to your
MobileMe iDisk, or copy items to other external drives). Remember, it’s safest to
create multiple copies of items that you absolutely cannot afford to lose, and store
those copies in several different places—if your office burns down or floods or is
burgled, it won’t matter if you had twelve backups in that office—they’re all gone.
Keep in mind that documents printed on paper will last hundreds of years longer
than anything you store on any media today.

What kind of disk to use as backup

Use a disk for Time Machine that is separate from the hard disk you work on. An
extra internal hard disk is great, and external hard disks work fine too. The disk
needs to be big enough to backup the drive it’s assigned to. For best results, use a
disk dedicated only to Time Machine backups.

Both FireWire and usB disks work with Time Machine. Time Machine backup disks
must be formatted as Mac OS Extended (journaled), and have Access Control Lists

(acLs) enabled. Time Machine will erase and reformat the disk if necessary.
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Create a Time Machine Backup

It’s very easy to start the process. Make sure you have an appropriate disk connected.

To set up Time Machine backups:
1 Once you have an extra internal hard disk installed or you've connected
an external hard disk, open Time Machine: Go to the Apple menu, choose
“System Preferences...,” then click the “Time Machine” icon.

L Rslal Time Machine
[ Ao | [ Shawe A o )
Select this option to place
@ a Time Machine icon in the
| — menu bar that appears at
Select Disk. the top of your screen.

o Optians

> Click the icon in the menu
Time Machine Tirm Maching keeDs £0gies of averything 6 yoor Mac, bar to access some helPFul

e o o s e i «
orr [ on x:"w..":'.,'.:’ e e e Tt commands, such as Bz.a ck
izl Up Now” and “Open Time
¥ haw Time Machine status in manu bar —————————o Machine Preferences....”
L{J Click the ok 1o presant further changes., 7

2 Click the “Select Disk...” button. You'll get a list of possible drives that can be
used; choose one and click “Use for Backup”

3 Once a backup disk has been assigned, Time Machine automatically switches
itself On and displays information about that disk, including when the first
backup will start.

4 Click the Options button to display a sheet (shown on the next page) in which
you can designate items you want to exclude from Time Machine backups.

00 Time Machine

4 F Shew All Q

Name: Time Machine
. Available: 138.92 CR of 500.11 C&
Didest Backup: Mane

Larest Backup: Mane

Options. . Backing Up: &7
L18CEof 14.97 R

o

Select Disk...

See the next page.

Time Machine Tima Macking kreps Iocal snapssars av space parmits, and:
« Hourfy bisckups for the past 24 hours
» Datly Backups for the past month

OFF « Weekly backups for 58 previous months

Tt chcest B2ckUps a1 deleted when your disk becomes fll.

| [ Show Time Machine status in many bar
L‘ Click the lock ta prevent further changes 7

—continued
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5 To add items to the “Exclude these items from backups” list, click the plus (+)
button, circled below.

Another sheet slides down from the title bar, covering up the one shown below.
Select the items (drives, volumes, files, or folders) that you do NoT want Time
Machine to back up. Click the “Exclude” button. This returns you to the first
sheet, shown below.

To remove items from this list so that Time Machine will back them up, select

them and click the minus (=) button on the sheet shown below.

060606 Time Machine

0| Show.All (Q

Exclude these items from backups:

chine

B of 500.11 GB

Receive a warning
-] that Time Machine
has started deleting

|of 14.97 GB

Time M( [+~ Estimated size of full backup: 24.94 8 ermits, and:
Btk up while on battery power the oldest baCkUPS to
OFF : (M Notify after old backups are deleted ! make room 'FOF more.
@ | Cancel | | Save | pecomes full.

[V Show Time Machine status in menu bar

A
dl Click the lock to prevent further changes. (

=)

6 Click “Save”

Time Machine makes an initial backup that includes everything on your
computer (shown in progress, below). This backup can be time consuming,
depending on how many folders, files, and applications are on your Mac.
Subsequent backups are faster since only changed files are backed up.

(- N Ne) Time Machine

< b | [ Showall (Q )

q Name: Time Machine
— Available: 132.37 GB of 500.11 GB

Oldest Backup: None

Select Disk...

Latest Backup: None
Options... Backing Up: — To stop a backup,
7.26 GB of 14.97 GB .
click the X.

Time Machine Time Machine keeps local snapshots as space permits, and:
« Hourly backups for the past 24 hours .
« Dally backups for the past month Or slide the ON

OFF :j ON « Weekly backups for all previous months button to OFE

The oldest backups are deleted when your disk becomes full.

(¥ Show Time Machine status in menu bar

[
d Click the lock to prevent further changes.

()
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Local Snapshots

If you don't have an external hard disk designated for Time Machine backups, but
would like to start making backups right away, turn on Time Machine and designate
your internal hard disk as the backup volume. This is a temporary measure.

1 From the Apple menu, select “System Preferences...;” then click the Time
Machine icon.

2 Click the “Select Disk...” button.
3 In the list that appears, select your hard disk, then click “Use Backup Disk.”

4 An alert dialog opens to advise you that it’s best to use a volume on a
different device (that is, it’s best to use a dedicated, external hard disk).
You can set that up later, so for now click “Use Selected Volume”

5 Time Machine turns on and starts a backup.

Time Machine saves hourly, “local” snapshots of files that have changed and stores
them on your internal (local) drive. When space gets limited on your internal disk,
older snapshots are condensed into daily or weekly snapshots. If disk space falls
below a certain level, Time Machine stops creating snapshots until space becomes
available again. In other words, Time Machine local snapshots are a temporary
backup solution, not a long-term solution. Later, when you connect (or reconnect) an
external backup disk, Time Machine copies the local snapshots to the backup disk.

To recover backed up files: Click the Time Machine icon in the Dock or in
Launchpad. Time Machine takes over the screen, as shown below. Use the forward
and back arrows or the vertical timeline to go back in time to recover an earlier
version of a file. The following pages explain how to do that, and more.

Time Machine navigation tools.
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How to Use Time Machine

Once you've got Time Machine all set up, as explained on the previous pages, you're
ready to use it to find earlier versions of files that have changed (see below) or to

find files that are now missing from your Mac.

To find and restore a file:
1 On your Desktop, select a file or folder.

2 Single-click the Time Machine icon in the Dock or in Launchpad. Time
Machine takes over the screen. It shows the current Finder window in the
foreground, with earlier versions of that same window receding into the past.
The file you selected is still selected.

Notice that the middle of the horizontal bar at the bottom of the star field is
labeled “Today (Now)” In other words, the files shown or accessed through
this particular window are the same as what is on your computer right now.

3 To go back in time and find previous versions of the selected file, click the
back-in-time arrow (circled, below). Time Machine zooms back in time
through the floating windows until it reaches a window where an earlier
version of the selected file exists.

Today (Now)

Click “Cancel” to exit Time Machine, Navigate back in time to older
or press Escape on your keyboard. backups, and forward again.
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Notice that the bar at the bottom of the window now identifies the time that
this version of the file was last saved.

If this isn’t the version of the file you're looking for, click the back-in-time
arrow again to find earlier versions. Or drag your pointer over the vertical
timeline on the right edge of the screen and select a backup time or date.

4 To restore the version of the file you want, first make sure it’s selected.
Then click the “Restore” button on the right side of the horizontal bar at the

bottom of the screen. To go directly to a specific backup

date and time, click in this timeline.

Monday, May 30, 2011 9:52 PRA

|
The backup date and time of the visible files. Restore the selected version.

5 A message asks if you want to keep the original version of the file (instead of
the backup), keep both files, or replace the original with the backup version.

If you choose “Keep Both,” a restored copy of the backed-up file is made and
put in its original location on your computer. The word “original” is added to
the original file’s name (right).

0,00 Copy

The location te which you're restoring “Museums.rtf”
already contains an item with the same name. Do you
to replace it with the one you're restoring?

RTF RTF
Keep Original Keep Both Replace Museums.rtf M.us.eums
il i (original}.rtf
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Do a Search in Time Machine

When you use Spotlight to search for items on your computer, the search naturally
takes place in the “Now” time frame; in other words, it finds files in their current
versions. But if you've lost or deleted files, Time Machine can zoom into the past
and find the files in the various states in which it saved them.

Search in Time Machine:
1 Single-click the Time Machine icon in the Dock or in Launchpad.

The Time Machine screen appears, with Finder windows receding into the
past. Type your search string into the Search field on the foremost Finder
window, just as you would on your regular Desktop.

2 Click the back-in-time arrow. Time Machine zooms back in time until it finds
the item and displays its name. To look for an even earlier version of the item,
click the back-in-time arrow again, or click in the timeline along the right edge
of the screen. Notice that the time label in the horizontal bar at the bottom of
the screen shows when the selected item was backed up.

3 When you find the item you want, click “Restore” on the right side of the bar
at the bottom of the Time Machine screen (circled below).

Tuwsday. May 31, 2011 11:27 AW

To show a Quick Look preview of a selected item, tap the Spacebar.
To close Quick Look, tap the Spacebar again.
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LESSON 21

Get Connected
and Share Files

On a Mac, you have various ways to connect to the Internet. You
might have a dial-up account that goes through your phone line,

a cable modem, a DSL modem, a wireless connection, an Ethernet
office connection that plugs into a broadband setup, or some other

arrangement.

And you have various ways to connect your Macs together in a
home or office. Once your computers are on a local network, you
can transfer files between them and even access your own Mac

from another computer.

The feature that most amazes us is screen sharing, where you can
connect to someone else’s computer and actually see her screen
and use her computer! It has been invaluable in allowing us to help

friends and families on their computers across the country.
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@

Network

The available

“network port
bt

configurations”

for your Mac are
shown here.

This pane shows
how you are
connected to
the Internet
and to the other
computers in
your office.
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How Your Mac Connects to the Internet

When you first turned on or upgraded your Mac and walked through the setup
process, you probably filled in the information for your Internet connection. The
Network preferences is where your Mac stored that information and where you can
change it, adjust it, or troubleshoot it.

The Network preferences lists all of the ways that your Mac might be connected and
displays the current status of each option. You can configure all interfaces for all
your possible connections from this one window.

To open the Network preferences, go to the Apple menu and choose “System
Preferences...” Single-click the “Network” icon.

When you first open the window, it probably looks something like the one below,
showing you the status of any possible connections your Mac might have access to.

enn Network

4 & | [ Showal (Q y

Location: | Robin’s Office i

Status: Connected \M|
Wi-Fi is connected to MermaidTavern and
@ USBEthernet 45 has the IP address 192.168.0.114.
Connected
Network Name: | MermaidTavern 3

|_| Ask to join new networks
Known networks will be joined automatically.
If no known networks are available, you will
have to manually select a network.

| (¥ Show Wi-Fi status in menu bar | Advanced... | (7)

A Ouplicate Service...
[,{' Click| Rename Service...
Make Service Inactive

| Assistme.. | | Revert | | Apply |

Set Service Order...

Impol
Expo

rt Configurations...

Manage Virtual Interfaces... Open the Actions menu to change the
order in which your Mac looks for an
open connection; see the opposite page.
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Check the port conﬁgurations

You might have several options for connecting. For instance, your Mac might
recognize a modem port, if you have one (whether or not you use it), and it might
find a wireless card and an Ethernet port. Every possibility it finds is listed in the
Network preferences, in that pane on the left side.

As you see on the opposite page, you can open the Actions menu (shown circled)
and choose to “Set Service Order...” This is the first place we go if there is a
connection problem because the Mac goes down this list in order and chooses

the first interface that works. If you’re having problems making a connection,
make sure your preferred connection is at the top of the list—just drag it to the top.
Click ok, then click the “Apply” button to force the change.

066 Network

|

Location: \-Robin‘s Office

Service Order:

USB Ethi 4
9 BB Edheme WiFi — ot — Drag these
USB Ethernet 1 . .
| aidTavern and
o) Bluetooth DUN p.114. services into
- — - your preferred
¢ order.
prks
ted automatically.
— =" nilable, you will
Drag services to change order. stwork.
Iﬁmce.l_\ | oK |
¥ Show Wi-Fi status in menu bar | Advanced... | ( z )

+ = [e

{]
¥ Click the lock to prevent further changes. Revert

Establish a new connection

If you didn’t set up your Internet connection when you first installed Lion or turned
on your brand-new Mac, you can always do it in this Network preferences pane. Just
click “Assist me...” (circled above). A sheet drops down from the title bar (as shown
on page 385). In that sheet, click the button labeled “Assistant...” It will walk you
through the process.
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Troubleshoot Your Internet Connection

If your connection doesn’t work when you first turn on your Mac, perhaps the infor-
mation you entered in the setup process wasn't correct. Or if you changed Internet
Service Providers (1sps) or changed your connection process, you might need to
change the information. Most of the information is supplied automatically, but if
your provider says you need to change a setting, this is where you'll do it. There is

also a little trick you can do here that sometimes kicks things into gear.

Network

1 From the Apple menu, choose “System Preferences...,” then click
the “Network” icon.

2 In the left-hand pane, you can instantly tell whether or not your Mac thinks
your connection is working. (Sometimes the Mac swears it’s working, but it
isn’t and you know it.) Choose the connection that you need to fix or change.

e oo Network
4 > || Showall | (Q
Location: | Robin’s Office 1 See the note on the
— opposite page to create
o Wi-Fi = pposite pag :
c d o Status: Connected a Location. Choose it,
i s € e o then click “Apply.”

Configure IPv4: | Using DHCP *

IP Address: 192.168.0.116

Subnet Mask: 255.255.255.0

Router: 192.168.0.1 C||(;k the “Revert"
DNS Server: 192.168.0.1 button to restore
settings to how
they were before
—— you started making
————— changes.

Search Domains: hsdl.nm.comcast.net.

e

) hss
| Click the lock to prevent further changes. | Assistme... | | Revert | | Apply |

3 First, use the technique on the previous two pages to make sure the connection
you want to choose is the first one in the list. Click “Apply” Wait a minute or
two and see if your browser will connect to the Internet. If not . . .

4 This trick often works if all the settings are correct and there’s no major
problem with your modem or router (if you have one): Change any setting; for
instance, if you see “Using DHCP,” change it to “Manually” Then immediately
switch it back. This makes the “Apply” button available. Click the Apply button.
Sometimes all it needs is a kick in the pants to make it take effect.
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5 If you think the settings need to change, do so here; you need to click the

“Advanced..” button to get to the rest of the settings. If you're not sure what

the appropriate settings are, you have two choices:

B Call your ISP (Internet Service Provider) and ask them what to enter in

which panes. Your 1sP is the company to whom you pay the monthly fee
for your connection to the Internet. Although these windows look scary,
there are only two or three settings you need. If you use cable or bsL

with “DHCP;” it probably sets it up for you automatically. Click “Apply”

To check, open Safari and see if it goes to a web page. If it does, you're done.

® Or use the Network Diagnostics tool, as described in the following steps.

6 Click the “Assist me...” button at the bottom of the Network pane. This drops
down a sheet from the title bar, as shown below. For troubleshooting help,
click the “Diagnostics...” button.

688 Network
j [__Show Al J
Do you need assistance setting up a new network
connection or solving a network problem?
If you need assistance setting up 2 new network configuration, click
) Assistant. If you need help m with your network £
i connection, click Diaggeftics. k=
| i
@ USBE| | Cancel | | Diagnostics... | ASSISTANt. .. =e—
Conneq 4
Network N = TdTavern =
[_] Ask to join new networks
Known networks will be joined automatically.
If no known networks are available, you will
have to manually select a network.
7T == (¥ Show Wi-Fi status in menu ba | Advanced... | w"_:' )
n TN S =
IF] " Click the lock to prevent further changes. | Assistme.. | Revert | | Apply |

If you take your laptop to
various places where the
connections are different,
use the Assistant to set

up the specific settings
for the various Locations.
It saves the settings for
you—choose that Location
from the Location menu in
this pane and your laptop
is ready to connect in that
particular place.

7 The diagnostics tool will check all the relevant settings on your Mac and ask
you simple questions. If it can’t fix the problem, it will at least pinpoint it so
you can call your 1sP with the specific issue.
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Use the AirPort Utility

If your connection is through an AirPort wireless setup, use the AirPort Utility to
see if it knows what’s wrong. You'll find this tool in the Ultilities folder, which is
inside the Applications folder. Don’t randomly change settings—either let it make
the appropriate changes, or ask someone knowledgeable. There is an option to

restore the original factory settings and set it up again from scratch.

Unplug everything and reboot

Your modem box, whether it’s a dial-up, cable, or DsL, usually has a tiny reset
button. It’s often so tiny you need to poke it with a pin or paper clip. That can
sometimes get things going again.

If not, do the unplug routine (we have to assume you've got all the wires in the right
places). First, shut down your Mac. Then, if you have a number of devices in your
system, such as a switch, a router, and a modem box, unplug the items starting with
the smallest one, the dumbest one. That would be the switch, if you have one. Next,
the router (which might be your AirPort Base Station). Last, unplug the modem

itself. Let everything sit for several minutes.

Then plug everything back in again in the opposite order—start with the most
important item first, the modem box. Let it get going and make sure all the lights
are green. If the problem is in your modem box, call your provider.

Then plug in the router, if you're using one, and let it get going. Then the switch.
Let everything get running, then turn your Mac back on.

Sometimes we go through all this and give up. Shortly thereafter it starts working
again. Sheesh.

Call a friend, check your cables, talk to your ISP

Call a friend in your neighborhood who uses the same 1sP and see if she is connected.
If her connection is down as well, then just let go and wait until they fix it.

Check your cables—one might have wiggled loose or gone bad. They do that
sometimes. If you're setting up your Internet connection for the first time and
using Ethernet cables, make sure they’re the right kind; see page 390.

If everything seems okay on your end and you still can’t get connected to the
Internet, call your 1sp. They can check your modem from their office and help
pinpoint the cause.
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Troubleshoot Your Mail Account

The problems that can happen with connectivity are different for a new account
setup than for a working account.

Setting up a new account

If you have problems getting your email to start working for the first time, first
make sure your Internet connection is working, of course (check by making sure
your browser can get to the Internet). Then check your account information in Mail
(go to the Mail menu, choose “Preferences,” and click the “Accounts” tab):

8o0e Accounts
R g A - | i
IO 6l D o ) & [
General | Accounts| RSS  Junk Mail Fonts & Colors Viewing Composing Signatures Rules
[Accounts |  Mailbox Behaviors | Advanced |
dobileMe ‘
||r' MobileMe IMAP | e Tipes pOP
2. robis P .
M g;ﬂg\mmu Email Address: | robin@TheShakespearePapers.com anything that WI” te|| yOU
T Full Name: | Robin Williams WhiCh account thiS iS
Incoming Mail Server:  mail.theshakespearepapers.com The Emai| Address and
User Name:  robin@theshakespearepapers.com .
Full Name describe your
Password: esssssse

mail to those you send it
to so they know who it’s
coming from.

Outgoing Mail Server (SMTP): | comcast.net ™

[ Use only this server

® The Incoming Mail Server is information that you have to get from whoever
hosts that particular email account. I have more than a dozen email accounts,
not one of which is with my 1sp. So I need to get the Incoming Mail Server of
each of the hosts where I have the email coming from. Typically it’s something
like mail.domain.com or pop.domain.com. And as I mentioned in the Mail
lesson, some providers don’t allow you to get your email through a mail appli-
cation like this; see page 79.
® Keep in mind that some 1sps have a different User Name and Password
for your account with them than the user name and password to get your
email. This is especially true if you've had the account for a long time. If your
email account is not with your 1sp, then of course the account information
in your Mail window is definitely not the same as for your 1sp. You might
have to check their web site or call your email host and ask what to enter here.

—continued
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® The Outgoing Mail Server (SMTP, Simple Mail Transfer Protocol) is usually
from your 1P, no matter where your email account is located. You can use
a me.com sMTP (if you have a MobileMe account) or a Gmail or other smTP,
but if your outgoing mail is having trouble, you are assured of being able to
send mail out if you use your 1sP’s SMTP. If you don’t know what the sMTP is,
call and ask them or check their web site—it should be listed. For all nineteen
of my email accounts from a variety of servers, I use the same Comcast SMTP
because that’s who connects me to the Internet.

To change your SMTP setting, click on the “Outgoing Mail Server (smTP)”
pop-up menu and select “Edit sMTP Server List....” Click the + button to add
an sMTP server. Double-click the blue bar that appears to add the sMTP name.
Make sure that is the selected server (highlighted in blue), then click ok.

Some companies will not give you an sMTP address unless you pay an extra
fee. If you don’t want to pay the extra fee, you cannot use the Mail appli-
cation—you must go to the company’s web site and do all mail online.

Reminder: where to get the information: Your email provider’s web site should
include the information for the incoming mail server (also known as the pop
address, Post Office Protocol), user name, and password. Your 1SP’s web site should
provide the SMTP (outgoing mail server) address information.

If you have a free webmail account like Google, Yahoo, or Hotmail, and it didn’t get
set up automatically when you went through the set-up process, go to the service’s
web site and search for poP mail instructions. Or go to Google and search for

”

something like “Google pPoP settings Mac,” or “Yahoo SMTP settings Mac,” etc.

Working account (that’s not working)
If you've been using Mail for a while and it stops working, try this:

® If an email message won’t go out and you positively know the address is
correct, retype the address. Retype the whole thing, even if the automatic
address appears. Retype the whole thing, and hit Return. Try sending again.

Keep in mind that when sending to a list of people, if any one address is

wrong, it can stop the whole process. So check carefully.

B Maybe your mailbox on the server is full. If you have a POP email account set

”

up, you can tell Mail to “Remove copy from server after retrieving a message’
(go to the Mail menu, choose “Preferences...,” click the “Accounts” tab, then
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click the “Advanced” tab). This prevents your POP server from running out of
storage room over time; however, sometimes Mail doesn’t remove messages
from the server even if you've told it to, so check the account info:

1 In Mail’s sidebar, select the pop Inbox that’s having trouble.
2 Press Command I to open the “Account Info” window (as shown below).

3 Click the “Messages on Server” tab to show the email messages that are
on the poP mail server. Select all (or some) of the messages shown in
the window, then click the “Remove from Server” button.

4 Close the Info window. Restart Mail and try again.

806 Account infe

Account: | @ robingitsp (PO
Moo Behavios | Sumwmary |

Bt Mateage Al maseages on POP sereer
e T H
Dsgasen Sk T i P Oy Someone might have

Creasive Freelancer Digest Culture of Ome, Week One for Bryn.__  May 13, 2011
Zazelecom Friday Fosar Hour Sale 308 Of Mou. May 13, 2001
Fiview 3nd_. May 13, 3001

sent you a two gigabyte
attachment that needs to
be deleted from the server.

Ready far Summer?  May 12,

Earty Eetry Deadline « 3 weeks sway  May 11, 2001
Barbara Burdaleje Fedd: P funding: Schoal of English... May 13, 2001
Shakespeare Croup Me . [1] mew discussion aad [1] new com.. May 11, 2081

Shakespmars Groun M., 1] sew discutsions on Liskedin .10 AM
e [2] mew May 13,
Shakespears Group Me. . (21 mew comments o Linkedin May 12,

14 messages (220 KEI Rimmave From Sereer

Use the Mail Connection Doctor

If your account information is correct but email still isn’t working, check this

utility: In Mail, go to the Window menu and choose “Connection Doctor” You'll

get the window shown below; it will automatically check your accounts. If it finds

a problem, the dot is red; depending on the problem, you may be able to click the
“Assistant...” button (page 385) to help pinpoint the issue further.

8.0.6 Mail G ion Doctar
Connection Status: @ Mail was able 10 conmect 1o the Internet. Network Diagnostics.
atus  Accownt Name Detais
@  MobileMe Conmecrion and login v server succeeded.
@ mobingitsp Conmectian and login 12 server succeeded. .
In this case,
& comast o e st o R I had the wrong
information in the
& Thendmandan e ———F— Accounts pane.
? Show Detail | | Check Again |
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Share Files on a Local Network

File sharing on a local network is so great—as Apple says, your Mac just “discovers”
other Macs. But it can’t discover them unless the computers are connected in some
way. So first, a wee bit about networking.

Simple networking

The Macs you want to share files between must be networked together—which
means you must have some sort of cable connecting them to each other or both
to the same printer, or AirPort cards installed so they can connect to each other
wirelessly. Networking can get very complex and specialized! We're only going to
explain the simplest method to get a couple of Macs talking to each other.

Wireless

If you have working wireless connections on your Macs in your home or office or

coffee shop, you're all set. Skip to page 392, “Turn on Personal File Sharing”

Ethernet cables

If you're not wireless, you'll need Ethernet cables, available at office supply stores.

® If the cables are going from the computer into a hub, router, or switcher,
or into a cable or DSL modem, you need straight-through cables —
not crossover cables. Straight-through cables are more common.

B If the cables go directly between two computers (or between any two Ethernet
devices, like a Mac and a printer), you need crossover cables (see below).

To tell if an Ethernet cable is crossover or not, hold both ends up, facing the same
direction, with the locking clips facing up. Look at the colored wires.

® A straight-through cable has the colored wires in exactly the same order.

B A crossover cable does not have the colored wires in the same order.

Just two computers?

Two computers can be connected with one crossover Ethernet cable or a FireWire
cable for easy and instant file sharing on two working Macs.

If you have one Mac that is having trouble and you want to copy files off of it onto a
reliable machine, use a FireWire cable and Target Disk Mode (see page 439).
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What else you need

If you have a number of machines in your office (and it’s not wireless), you will
need something called an Ethernet switch that can connect all of your machines,
including your modem. The switch will have a number of Ethernet ports; you
connect each Mac fo that box with straight (not crossover) Ethernet cables. (If you
want to share printers, see pages 320—321; it’s easy once you have your network
working.)

If you have several computers in your office, a broadband connection, and all your
Macs get on the Internet at the same time, you're probably using a router—you're

already set up for networking. An AirPort base station can function as a router.

If the router doesn’t have enough ports for the items in your office, buy the small
hub or switch mentioned above and connect the router to it with an Ethernet cable.

Peer-to- peer network

This simple network in a small office is called a peer-to-peer network, where every
computer is considered a “server,” which is a computer that can “serve” files to
others. This is different from a client-server network in a large corporation, where
lots of computers connect to one huge, main server and everyone gets files from that
main server, rather than from each other’s computers.

Sharing files on one computer

If you have created more than one user on a Mac, as explained in Lesson 18, all
users can share files with each other yet still remain perfectly private. See page 342
in particular.
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Turn on Personal File Sharing

Now that your computers are connected, you need to set up who is allowed to share
and which files they can have access to. The default File Sharing settings might

work perfectly fine for you, where any user on the network can log in with her own

password, then see files in your Public folder and drop files into your Drop Box; any

user with your user name and password can access all the files on your computer and
drop files anywhere on your Mac. If the defaults sound fine, follow Steps 1—3, then
skip to the next page. If you want to control who has access and to what, see below.

To turn on File Sharing:

1 On each Mag, go to the Apple menu and choose “System Preferences...”
Click the “Sharing” icon.

2 Your computer has a name, shown in the “Computer Name” field.
Give it a new name that clearly identifies which Mac it is (Kitchen Mac,
Teenagers’ iMac, Dad’s Laptop, Mom’s Office Computer, etc.).

3 Put a checkmark in “File Sharing”

4 In the bottom-right of the pane, you see that your Public folder is now shared,
and to its right you see who is allowed in.

Sharing

@60

4| || Showall |

Sharing

| on serice
DVD or CD Sharing

Scanner Sharing
Web Sharing
Remote Login
| Remote Management
Remote Apple Events
Xgrid Sharing
Internet Sharing
| Bluetooth Sharing

o e
i File Sharing

Computer Name: JTMacBookPro

Computers on your local network can access your computer at:
JTMacBookPro.local

[CEdit.. |

[ © File Sharing: On
Other users can access shared folders on this computer, anfl administrators
all volumes, at afp://192.168.0.122/ or *JTMacBookPro”.

| options...
Shared Folders: Users:
[Z2JohnT's Public Folder A John Tollert Read & Write +
| Rosetta's Public Folder | S8 Staff Read & Write 5
it a8 Everyone Read Only
udatzal e

N
U7l Click the lock to prevent further changes.

)

—— Give each Mac a name

that clearly identifies

it. This is the name that
other computers will see
when connecting to you.

Staff refers to non-admin
users, and Everyone
really means “Everyone
else” who is not listed
here or is a Guest user.

5 This might be all you need, if the conditions mentioned above (in the first
paragraph) apply to you. Skip to page 394.
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Any user you've set up on a Mac can access their own Home folders (and your

Public folder) from anywhere on the local network. They can also access the

Shared folder and any folders for which you have provided permission.

6 If you want to be more specific about which folders others can share with

you, add a folder to the “Shared Folders” pane, select its name, and then add

or delete the users who are allowed to use it. Also determine what kind of

privileges they can have.

860

> Show All

Sharing

On | Service

[C]  Screen Sharing
(™  File Sharing

| Printer Sharing

| Scanner Sharing

| Web Sharing

| Remote Login

| Remote Management
| Remote Apple Events
| Xgrid Sharing
Internet Sharing

(] Bluetooth Sharing

Computer Name: Robin's Air

Computers on your local network can access your computer at:
Robins-Air.local

@ File Sharing: On

Other users can access shared folders on this
all volumes, at afp:/{192.168.0.114/ or ‘Ropff’s Air™.

Shared Folders:

Edit... |

mputer, and administrators

| Options... |

sers:

(&1 Robin's Public Folder

[1Project Forged P2 Brianna Nora Read & Write +
A Chariclea Read & Write &
A Shannon Read & Write 5| ||

(=)

[
d Click the lock to prevent further changes.

B Robin ¥ Read & Write _
Al Everyone Read Only L
Write Only (Drop Box)

——

/\

Share files with Windows users

® 0O O [ Project Forged Info

Project Forged 1.3 MB

Maodified: Today 5:12 PM

¥ spotlight Comments:

Project Forged members, drop your research
les in here. Pick up your next assignment.

> General:

» More Info:

> Name & Extension:

¥ Preview:

¥ Sharing & Permissions:

You can read and write

Name Privilege
A brianna + Read & Write
A chariclea + Read & Write
A shannon + Read & Write
AL RobinAir (Me) ¥ Read & Write
28 everyone + No Access
+- (2~ &

The Get Info window
(above) for the shared
folder displays the
permissions you set up in

the Sharing pane (left).

You can share files with Windows users: Click the “Options...” button on the Sharing

pane and check the box for SMB (Server Message Block) users (Apple uses AFp,

Apple Filing Protocol). You will need to enter the Windows user’s password.

non Sharing
T
o g [Shace fles and folders using AFP -
Mumber of tars conmected: |
Edit.
[ Share files and foiders using SMB (Windows) =
When you enable SMB sharing for a user 3ccount, you must enmer
the password for that account. Sharing Hles with some Windows
Ga ok Computers requires sEoring the Windaws er's account
Screen Sha P aword on this computer in & lexs socure manner. Bt ks
A File Sharing On  Account -
Priner Sha limmy Options. .
Scanner $h Robin
‘Web Sharin Rosetta i
Remate Loy Raad & Write =
Remate Ma Read Only ¢
Remate A Read Only 3
grid Sharl
nemrmet 4
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Connect to Another Mac

Once the Macs are connected in some way and they all have File Sharing turned
on in the Sharing preferences (as explained on the previous pages), youre ready
to connect.

Make sure you are in the Finder (single-click any blank space on the Desktop). Then
follow either Process A or B. Process A is simpler, faster, and more dependable.

Process A, directly through the Finder window:
1 Open any Finder window. Click the Column View icon (circled below).

2 In the Sidebar, if your “sHARED” group is not visible, hover over the word
“SHARED” to display the word “Show.” Click “Show” to display the other
computers on the network.

3 Single-click the name of the computer to which you want to connect.

You are automatically connected as a Guest. What you see in the window
below is the Public folder of a shared computer on the local network. As a
Guest, you can take a copy of any folder in the Public folder, and you can select
the “Public Folder” and put files into the shared computer’s Drop Box.

Now, all of this depends on what the administrator of the other computer has
set up as privileges or permissions, but the features above are the defaults.

eo0e ‘ I7% Robin Williams's Public Folder
<> Y o PR (Q
YOUF FAVORITES NS == (5 Drop Box A Guest can dFOP
. s y B Proiece Forcad L
connection f‘;ﬁif’:"“" roject Forae files in the Drop
. ‘2 AirDrop
status is AR =L Box. What else
#% Applications Robin's Office Mac
shown here. — Connected as: Guest a Guest can do

=
2 Music

(__ ConnectAs.. |

L depends on the
=) Pictures . .
£ screenshots settings in the
sHaRED Sharing pane,
(] jtiMac shown on the

1 Robin Willicms's Public F~laer

[] JTMacBookPro

previous page.
2 items, 853.75 GE available

» L

—— To keep track of which computer you’re working on
and which computer you are viewing in a window, use Column View
(as above) so you can see where a folder originates.
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4 To access your own user account on this other computer, click the “Connect
As..” button (circled on the opposite page). You need to know your name and
password to log in as a “Registered User” (see below). Or (if the Admin user

“set” your Apple 1D when setting up your account; see Lesson 18), you can log
in “Using an Apple 1p” and that password.

Enter your name and password for the server
ﬁ *TMackookPra”.
Connect as: |_| CGuest
Registered User
(=) Using an Apple ID

Apple ID: | dearrcbin@me.com

If you have the correct information, click the “Connect” button and log in. You
will have access to all the files in your user account on that Mac.

To access ALL files on this other computer and to be able to copy files to it,
you need to know the name and password of the Admin user to whom this
computer belongs (that might be you, if you're trying to get access to your own
computer from somewhere else). Click the “Connect As...” button, and chose
to log on as a “Registered User”” If you have the correct information, you will
have full access to everything on that Mac, plus you will be able to transfer
files onto it.

On your computer, this box shows
up with your name in the “Name”
field, deluding you into thinking

it wants your name and password.
Not! If you're trying to connect
to another computer, it wants the
name and password of the Admin
(or a user) on that computer!

g Enter your name and password for the server
*JTMacBookPre”.

Connecr as: | Guest
{*) Registered User
Using an Apple ID

Name: |johnt
Password: sssssass

Remember this password in my keychain

Change Password... Cancel | [ Conmect |

Guess how long it took me to figure
that out.

—— If you need to share files on a local network regularly, you can drag a

folder from another computer and put it on your computer and even in your Sidebar.

Then you can move and save files directly into that folder on the other computer. You

don’t even have to go through the connection process—as soon as you put something

in that folder, it acts as an alias and makes the connection.
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Process B, through the Go menu:

1 From the Go menu, choose “Connect to Server...” The window below appears.

If you know the name of the Mac you want to connect to (as shown in the
Sharing pane of the other Mac; see page 392), type it in the “Server Address”
field, with “local” after its name.

Or enter the afp:// number that you see circled in the Sharing preferences pane
on page 392.

800 Connect to Server If you connect to the same

i b computer regularly, click
this button to put the
address in the “Favorite
Servers” list.

| afp:/ /JTMacBookPro.local

Favorite Servers:

€] Remove | Browse |

2 Click the “Connect” button. You'll see this window:

To connect as —
Enter your m\me and password for the server r Enter your name and password for the server
a Guest, you p \ 'nmanuq:-. E - \ “ThacBookPro".

won’t need === Connectas: _Guest S Connect as: () Guast
d @ d User < _ Rugistered User
a name an Using an Agple ID (@) Using an Aple ID

password; see Name: [jannt i Apple 10: [ daarrobingime.com
the previous PR | svstvass |
Cancel | Connect
page. Remember this password in my keychain o
Change Password... Cancel _ Connest |

If you have a user account on the other
computer and your Apple ID has been
set, you can log in with that ID.

To connect as a Registered User, you need to enter a name and password
of someone who has a user account on the other computer. Important! Even
though this window shows up with your name in the field, it doesn’t want your
name and password (unless you have a user account on that machine)—

it’s asking for the name and password of an account owner on the computer
you're trying to connect to!

To access all files as if you are the Admin of that computer, enter the Admin

name and password as a Registered User.

3 Enter the name and password for the account on the other computer, then
click “Connect”
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4 The next window that appears lists the available disks for that registered user.
If you entered the Admin name and password, you will see the hard disk, the
Home folder, any partitions or other hard disks attached to the other Mac, and
any other volumes that are currently shared (you won't have access to the files
belonging to any other user account). Double-click the disk to which you want
to connect.

To have access to more than one of the available volumes, Command-click the
others. You can also repeat this entire process if you decide later you need to
connect to another volume.

[aWals)

= Select the volumes you want to mount on
7 “ITMacBookPro”™:

¥ |johnT's Public Folder |

—— This is the Home folder

| Macintosh HD |
;Rusena Doodle's Public Folder Of the Shared computer.

iTlme Machine |

J

Cancel |

5 In the Sidebar of any Finder window on the computer you're working from,
you'll see a shared volume icon, shown below-left. Single-click that icon to
open its window, as shown below.

8eo0e B jt 4
|

FAVORITES Kind Size  Date Modified

72} RebinAir G sktop Folder --  Today2:30 PM

;_: AirDrop Documents Folder - 5/13/11 10:54 AM De

A Aol ica Downloads Folder s 5/10/11 10:44 PM .

i ke=tony Movies Folder --  5/10/117:56 PM DePendmg on your
[1 Documents [ Music Folder -~ 4/29/117:28 PM

[ Pictures Folder --  5/6/1111:30 AM Flnder preferences,

JI Music — ‘

- [ Public Folder -- 4/25/1110:10 AM H

e HE [ sites Folder --  4/25/1110:10 AM you m'ght see the
(L] screenshots [l Thornton Nantucket Alias 1L6MB  5/10/11 8:36 PM sha red V0|U me icon

SHARED
] JTMacBookPro

on your Desktop.

9 items, 400.25 GB available

This icon means the disk is connected.
Click this eject button to disconnect.

It’s not easy to keep track of which windows are on which machine since the default
folders all have the same names! Don’t open any applications or documents from the
window of the other Mac because you will actually be working on the other machine
at that point, which might affect the person using it. It’s best to drag the necessary
documents to your own computer before you open them.
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Disconnect from a Shared Server

Disconnect from any connected servers in the same way you disconnect from any
other hard disk.

® Click the Eject symbol next to the server name in the Sidebar: 4
B Or if the server is visible on the Desktop, drag its icon to the Trash.
B Or select the server icon; go to the File menu and choose “Eject”

B Or select the server icon and press Command E for Eject.

B Or Control-click a server icon to get the contextual menu;
choose “Eject disk’.”

l . .
Atk This is a server icon.
Gpen Whether or not a server
icon appears on your
Get Info screen when you’re
[BJ“r", robin” to Disc... connected is determined
uplicate N
Make Alias by the Finder preferences,

Quick Look “robin as explained below.

Copy "robin”

Clean Up Selection
Show View Options

New Email With Attachment
Folder Actions Setup...

To hide or show the servers on the Desktop or in the Sidebar:
1 In the Finder, go to the Finder menu and choose “Preferences...”
2 Click the “General” tab, if it isn't already selected.
3 Check or uncheck the box to show “Connected servers”
When the box is unchecked, you won't see the server icons on the Desktop,

but they will all be accessible in the Sidebar.

4 You can go to the Sidebar pane in that same Finder preferences (click the
“Sidebar” icon in the toolbar) and choose to take connected server icons
out of the Sidebar and leave them on the Desktop.

Don’t take the server icons out of both the Sidebar and the Desktop

or you won't be able to find them!
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If you have a new Mac running Lion, you'll see “AirDrop” in your Finder window

Sidebar. This makes it extremely easy to send files back and forth over any local

wireless connection, as in a coffee shop, tea house, office building, or anywhere.

Just click “AirDrop” in your Sidebar (which you've probably done by now). When

anyone else on the same network opens their AirDrop window while you're looking

at your AirDrop window, you will all appear in the window together. Just drop a

file on someone else’s icon. He will be asked if he is willing to receive it, and then to
“Save” or “Save and Open” the file. If you save the file, it immediately downloads into

your Downloads folder.

eana & AirDrop

o

FAVORITES
1§ RobinAir
% Applications
[ Documents
2 Music
3 Fictures
[ screenshots
SHARED

DEVICES

JTMacBookPro

F

ann & MirDrop

(el e R

FAVORITES
1t Robindir
% Applications
[ Documents
7 Music
3 Pictures
(2 sereenshots
SHARLD

DEVICES

3 1 irem

ann W AlsTienn

ravourTE
i
oo A My Files
| ® s |
[ Deskton
[ Dwktop
¥y Applications
i Documants
10 Downioass
e
1t e a
11 Rnbia's Alr &
| Robin's Office Mac

Dovices

2] | ;i S, DA 0 200 0w Tl btk

s | | Swwand Open | | Decies | S|

B
-

Robin's A

e |

John and | both
clicked on “AirDrop”
in our Sidebars on
our laptops.

On my laptop,
I’m dropping a
file on John'’s
handsome face.

On John’s laptop, he
has to approve the file
transmission.

Get Connected and Share Files
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Bonjour —Share Files Locally through iChat

m Once your Mac is on a network of computers running os x (version 10.2 or later),
you can send files back and forth through Bonjour, which is part of iChat. Unlike
iChatapp  jChat, though, Bonjour only works with other iChat users on your local network.

The iChat icon might be in your Dock; if not, it’s in Launchpad or your Applications
folder (see Lesson 9 for details about iChat and Bonjour).

Make sure Bonjour is enabled: Open iChat, go to the iChat menu, and choose
“Preferences...” Click the “Accounts” tab, and put a check in the box shown below.

a Accounts
Accoants| Yhiges Mens Asdiorvides

[ Accounss |  Ackoat difisreaon
v Yme.com
TR e s
o Eragle Bonjpur iN3ant messaging Qmm—

Puiblish rmy email and intant message sddrerses
Snd text a8 | type
o Mok others o seeing my Watus o Idle

To send files to other users on your local network:

1 Open iChat. Make sure the other users on the other computers also open
iChat and have Bonjour enabled.

2 Click the Bonjour tab. Other users on the network will be listed.
3 Drop a file on the other user’s name in the Buddies list. The other user will get

a message to either accept or decline; he clicks “Accept” and the file transfers.

® O O iChat Buddies

oo s (=B You can also start a chat with

» Buddies 0 someone in the Bonjour list,
T and you can drop a file directly

ol l::l- into the text message field.

e ol This also works when chatting

itz . with anyone in your Buddies

Lt list, around the world.

You can also screen share locally through Bonjour. It is exactly the same as screen
sharing through iChat, as explained on the following pages.
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Screen Sharing

Screen Sharing enables someone else on your local network to see your screen,

or you can see his. This is especially great for anyone who has experienced the
frustration of trying to give Mac support and instruction over the phone or through
email. Now you can activate Screen Sharing and watch someone’s cursor as you give
instructions, or take control of the buddy’s cursor while she watches and listens.
When Screen Sharing is activated through iChat or Bonjour (pages 404-405), it
automatically starts an audio chat so you can discuss whatever matter is at hand.

Set up screen sharing on both Macs
Before you start Screen Sharing, both computers need to turn on “Screen Sharing”
in the Sharing pane of System Preferences:

1 From the Apple menu, choose “Preferences...” Click the “Sharing” icon.

2 Put a checkmark in the option called “Screen Sharing,” shown below.

3 If you have other users on the computer, you can choose to allow only certain
ones to share that computer from somewhere else: Check the button, “Only
these users,” then click the + button to add the ones you want. Close the

preferences and carry on.

ann Sharing
[ || Showan | Q

Computer Name: Robin's Air

Commuters o your local network cam Sceess your computer at Edit,

Robing-Airbocal )
Your computer’s vnc
] @ Screen Sharing: On number (circled) can be
QENEY WBEr CAN SCORLE YOl COMBUIRrL 5671 a1 v/ (L9, V680,114 o)

. B i e s B e i i useful; see page 403.
Printer Sharing Computer Settings..
Scanner Sharing
Web Sharing L
Remote Login Miow access for; (=1 All users
Ramots Massgarist "/ 0nly these users: Choose who you want
Remote Apple Events AL Administrators
by to have access to your
Internet Shasiag computer through

Bluttootn Shadng

J screen sharing.

]
J-{ Click the lock 1 prevent further changes. z

—continued
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Screen Share on your local network via your Sidebar

Below is a fast and simple way to connect to another computer on your home/office
network to screen the share and access the computer. Your computers must be
connected, of course, as explained on the previous pages, and both computers must
have Screen Sharing turned on in the Sharing preferences (see the opposite page).

You must know a user name and password. The other user will not be asked
permission—her screen will immediately appear on your monitor as a separate and
moveable window, and you will have control of her mouse (she can also control it
on her end). You will not be able to hear each other. This is kind of creepy because it
means someone could watch what you're doing on your Mac and you wouldn’t even
know it (unless you notice a tiny new icon in the menu bar, towards the right, that
looks like a monitor with spyglasses in it). E

To open a screen sharing session:

1 Make sure your Finder window is using Column View, as shown below.
2 In the list of “SHARED” files in your Finder window Sidebar, select another Mac.

3 You will see a “Share Screen...” button, shown below (if you don't see it, the
other user has not turned on Screen Sharing, as explained on the opposite
page). Click it, and a Finder window opens the other computer in a window
on your Mac. Ta da. You can go back and forth between the other screen and
your simply by clicking on your Desktop or on the screen-sharing window.

To end a screen sharing session on the computer that started it, close the window
as if it’s a Finder window, or go to the “Screen Sharing” menu in that window and
choose “Close,” or go to the Dock icon, right-click on it, and choose “Quit”

On the other computer, the user can end the session by going to the little spy
monitor icon in the menu bar and choosing to disconnect. =

eon B N\ Mac
| Al ] L ';m my | (AR a
| ravorrmes | |

157 Robinair

& MirDrop

o Applications 1 iMac
Documents Conndcted as: Cutst

J3 Music Connect As.

3 Pictures Share Screen...
< " Tl
HARLD B John Tollett's Public Folder | . .
—I Robin's Office M: = | [ robin's Public Folder While screen sharmg,

| fiMacsooktro you'll see this icon in

|2 2 e | . yOUI’ DOCk.
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Screen Share on your local network through the Go menu

This is another method to screen share with a user who is on the same local
network, or with someone on the Internet if you know their static 1p address

(if neither you nor he knows if he has a static 1p address, he doesn’t have one, but
you can still use iChat; see the following pages).

1 First make sure you get the vnc address from the computer you want to
connect to. This address appears in the Sharing preferences pane when you

turn on Screen Sharing—you can see it circled on page 401.

2 In the Finder, go to the Go menu and choose “Connect to Server...”

You'll get the window shown below.

3 Type in the vnc address as shown below. Click the “Connect” button.

8enn Connect to Server
Server Address: —— If you need to share this
|vnc://192.168.0.122 &30k screen often, click the +
Favorite Servers: button to make the address

E afp://TWacBookPro local a favorite. It will appear in

this pane under “Favorite
Servers” whenever you

@ [ Remove [ Browse | |ERRREH open this window.

4 The other person’s entire computer appears in a moveable window on your
screen. You can open his Mail and have it read aloud to him, or open Sticky
notes and leave a message. Or just spy on what he’s doing. It’s creepy.

5 To end a screen sharing session on the computer that started it, close the
window as if it’s a Finder window, or go to the “Screen Sharing” menu in that
window and choose “Close,” or go to the Screen Sharing icon in the Dock,
right-click on it, and choose “Quit”

On the other computer, the user can end the session by going to the little

spy monitor icon in the menu bar and choosing to disconnect. E

You can also use Bonjour to screen share on a local network, as explained on the
following pages. Using Bonjour, you'll be able to talk to each other as well, plus you

can send files back and forth.
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Screen Share Globally through iChat

Of course, the buddy whose screen you want to share (anywhere in the world) must
be using a Mac running 0s X 10.5 or later, have iChat turned on, and have turned on

Screen Sharing, as explained on page 401.

1 To screen share globally through iChat or locally through Bonjour,
open your iChat Buddies list.

2 You can tell which buddies are capable of and have turned on Screen Sharing:
When you select a name in the list, the Screen Sharing button at the bottom
of the iChat Buddies list is black (instead of gray).

| /\ |
(+] AlQ R This is the Screen Sharing button.

3 Click a buddy’s name. Click that Screen Sharing button and choose

»

“Share My Screen..” or “Share (Buddy Name’s) Screen...”

(- NaNs] iChat Buddies
Robin Williams
Available « ﬁ@
¥ Buddies
i =l In this example, I'm
e
EEHeD: == choosing to share

» Family .
my own screen Wltl'\

my Buddy instead of
viewing my Buddy’s

screen.

E . P Phone numbers
veryone n yOUF =P Benjour

Bonjour list is on ¥ Offline
your local network.

N

(+]

A‘Q‘lq- —

Share My Screen with Pat Williams...
Ask to Share Pat Williams's Screen...

4 When you receive and accept the invitation to share someone’s screen, the other
(remote) screen appears full-size on your screen, while your own Desktop
appears as a miniature screen (as shown on the opposite page). When you
mouse over the miniature screen, a “Switch to My Computer” message appears.

To enlarge your own Desktop to full-size and miniaturize the remote screen,
click anywhere on the miniature screen. Meanwhile, the buddy who initiated
Screen Sharing doesn’t see miniature versions on his own screen, even though
you can now control his computer, grab files, open applications, or do anything
he can do.
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This is what screen sharing through iChat looks like:

f This big sign
disappears.

This is my computer screen, above, and John has just asked to
share it. Now he will see my screen on his computer. He can
control my cursor, open applications, type in documents, choose
to play music in iTunes, or just about anything | can do. On his
Mac, his screen appears in a little window, as shown above-right.
He can switch back and forth between his screen and mine.

To share/copy files between computers: Simply drag a file from one screen to

the other. If the file you want is on the miniature screen, just click the miniature
screen and it will become large enough to find the file you need. Drag it to the [now]
miniature other screen; as you drag, hover over the miniature screen for a few
seconds until it enlarges to full-size, then drop the file wherever you want to place it.

To end a screen sharing session, click the circle-X in the top-left corner of the
miniaturized screen. Or go to the iChat icon in the menu bar and choose “End
Screen Sharing”

SO T e @ Mong49AM_ Robinalr Q

Offline
o Invisible

¥ @ Available
@ Surfing the web
@ Reading email
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LESSON 22

Basic Troubleshooting

All computers, even Macs, act funny at times. Fortunately,

it’s often something that you can fix yourself. These are the
steps we follow to fix troubles on our Macs, before calling tech
support. We keep going down the list until the problem is fixed
(but also check this chapter for other problem-solving tips):

Make sure we’ve got plenty of free space on the hard disk, at least a
gigabyte. If not, clear up space and restart.

We quit and then restart the application that’s causing trouble. If it’s
really having trouble, we might have to force quit the app (see page 408)
and then relaunch it.

We relaunch the Finder (see page 409) if it’s a problem on the Desktop.

We restart the computer (or we Shut Down for a more serious but still

quick test, then reboot). See page 409.
We do a Safe Boot (see page 412), then restart to see if that fixed it.
We repair permissions (see page 410) and see if that fixed things.

Then we might throw away the preferences file for the application that’s
giving us trouble (see page 413) and restart the computer.

If we had transferred the application to our Mac instead of re-installing
it from the original disk, we reinstall the application from the disk.

And restart yet again.

In more than twenty-five years and on dozens of Macs, we've

rarely had an issue that could not be resolved with the above steps.

407



Lesson 22 Basic Troubleshooting

408

Hard Disk is Making Noise?

If your hard disk makes noise, stop everything. Don'’t create new files, copy, or paste.
Call your tech support person right away, or shut down the Mac and take it to the
repair shop. The hard disk should never make any sound other that an occasional
soft whir. If it’s making noise, there is something seriously wrong that could damage
your data.

Force Quit an Application

Sometimes just one application has trouble and you need to force it to quit. There
are two ways to force quit any application. This doesn’t affect any other application
or the system. If an application isn’t responding to anything you ask it to do, if it’s
hung up and the wheel keeps spinning, or it won’t let you quit, then force quit the
app. After you've force quit an application, try restarting it. It should be fine.

® Hold down the Option key and press (don’t click) on the application’s icon
in the Dock. A menu pops up with a choice to “Force Quit” Choose it.

Options

Show All Windows
Hide Others
Force Quit

® Or press Command Option Esc. The window called “Force Quit Applications”
appears. From this window, select the application you want to force quit
(if it isn’t already selected), then click the “Force Quit” button.

8080 Force Quit Applications

If an application doesn't respond for a while,
select its name and click Force Quit.

| © iChat
| @@ iTunes
| & Mail ‘

& Safari
|7 TextEdit ;
& Finder \
YYou can open this window by pressing | Force Quit |
(Command-Optien-Escape. Quit >
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Relaunch the Finder

You can'’t force quit the Finder, but you can relaunch it, which only takes a minute.
If things are acting a little squirrely, try this. It doesn’t hurt anything.

® Hold down the Option key and press (don’t click) on the Finder icon
in the Dock. A menu pops up with a choice to “Relaunch”

B Or press Command Option Esc (as explained on the opposite page)
to open the “Force Quit Applications” window. Select the Finder in the list,
and the “Force Quit” button changes to “Relaunch”” Click it.

Quit all Apps before Restart

Lion has a “resume” feature in that when you restart, it automatically reopens every
application that was opened when you chose to restart or shut down. If you're
troubleshooting, you usually don’t want that to happen. So quit all open apps before
trying other troubleshooting techniques.

Restart

It’s amazing what a simple restart will fix. If you rarely turn off your Mac (like us),
sometimes little things may start acting a bit quirky. Perhaps your Mac can't find the
printer you've been using for months, or icons for new files don’t appear. For little
unexplainable things, restart. Because the Mac will resume all of your applications

that you have open, it’s a good idea to first quit every application before you restart.
® To Restart, go to the Apple menu and choose “Restart...”
®  On most laptops, press the Power button for one second and you'll get

a little message with a button to restart.

If you can’t restart, then Shut Down; see below.

Shut Down

Sometimes shutting down fixes small problems that a restart doesn't fix. This is
especially useful when you're having connection problems. For a clean shut down
and reboot, first quit all of your open applications.

® To Shut Down, go to the Apple menu and choose “Shut Down...”

B Sometimes things are so bad you can’t even get to the Apple menu. In that
case, hold down the Power button (the one you push to turn on your Mac)
for at least five seconds. This forces it to shut down.
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Disk Utility.app

410

Repair Permissions

then open the Utilities folder.

Due to occasional file corruption issues, something called “permissions” can go bad
and cause trouble. Repairing the permissions can solve many mysterious things.

" 7 1 Open Disk Utility: Open Launchpad or go to the Applications folder,

In the Utilities folder, find the Disk Utility and open it. You'll see this:

806

4 09 6 ©

Nerify Info Burn Unmount| Eject Enablelourndling NewlmssenConvert Resize Image Log

Hard Disk

T S SSER L=

-
-1160.04 GB Hitachi H
[ Hard Disk

—_j Mount Paint: /

Owners Enabled : Yes

Format: Mac OS Extended (ournaled)

Number of Folders : 161,742

Restore

If you're having troub)

« Click Repair Disk. If the repair fails, back up and erase the disk.

+ If Repair Disk is unavailable, click Verify Disk. If the disk needs repairs, start up from
your Mac 05 X installation disc, and then choose Utilities > Disk Utility.

If you have a permissions problem with a file installed by the Mac OS X installer, click
Repair Disk Permissions.

4 Show details Clear History

Permissions differ on "Library/Printers/C...Id be drwxr-xr—x | they are drwxrwxr-x .
Repaired “Library/PrintersfCanon /|JScan... d08_09.plugin/Contents/_CodeSignature”
Permissians differ on "Library/Printers/C...Id be drwxr-xr-x ; they are drwxrwxr-x .
Repaired “Library/Printers/Canon/|Scanner/Plugins /mld9601_09.plugin"

Permissions differ on “Library/Printers/C..Id be drwxr-xr-x ; they are drwxrwxr-x
Repaired *Library/Printers /Canon /IScanner/ Plugins /mid3601_09.plugin/Contents™ g
Permissions differ on "Library/Printers/C...Id be drwxr-xr—x | they are drwxrwxr-x .

Repaired “Library/ anon/scan. 169601_09.plugin/ C Mac0s”
Ver isglons Verify Disk
[_stop Repair | REPITOTER
Repairing permissions for “Hard Disk® i e . w W W

Capacity : 159.7 GB (159,697,911,808 Bytes)
Available : 31.5 GB (31,497,986,048 Bytes)
Used : 128.2 GB (128,199,925,760 Bytes)
Number of Files : 638,788

Make sure the “First Aid” tab is selected.

Select the hard disk in the left pane.

Click the button to “Repair Disk Permissions”

This is the “Repair
Disk Permissions”
button until it’s

in the process, as
shown here.

Depending on how much stuff you have on your hard disk, this can take up

to twenty minutes or so. If the Mac finds any permissions that need to be

repaired, it will repair them.

If it finds things it can’t repair, then you need to go to the next step

and verify and repair the disk. See the following page.
Quit the Disk Utility.
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Verify and Repair Disk

First, go through the steps on the previous page to repair permissions, just to clear
up any little issues. Don’t quit the Disk Utility yet.

If you think the disk might need to be repaired, or if you just want to check to see if
the disk has a problem, click the button in Disk Utility (shown on the previous page)
to “Verify Disk” This will check the disk to see if it really does have a problem that
needs to be (and can be) repaired.

If the disk needs to be repaired, restart your computer using the original OS X
install disk or Flash drive, because Disk Utility can’t repair the same disk it's running
on. If you have an external drive that has been set up as a “boot” drive (with an
operating system on it), you can use that to start up your computer.

So get the original install disk/Flash drive that came with your Mac, or attach your
boot drive. Then:

1 Insert the original install disk. Double-click the “Install” icon as if you were
going to install the system again.

2 At the Welcome window, DO NOT INSTALL! Go to the Utilities menu at the top
of the screen. Choose “Disk Utility...”

3 You get the window shown on the previous page. Now you can click the button
to “Repair Disk”” Let it run through its process. It might take up to a half hour
or more. Be patient.

4 When it’s done, it will probably tell you it has repaired the disk. If it cant, it
must be a serious problem and you need to take it to a repair shop.

5 Quit Disk Utility and quit the installer.

6 It might ask you to choose a startup disk because if you don’t, when you restart
your Mag, it will boot up from the disk again. If it asks, you will see the disk
options; single-click your internal hard disk, then click the “Restart..” button.
Or restart without choosing a disk and hold the mouse button down until
it has restarted. Holding the mouse button down forces the disk to eject so

it can’t be used to boot the machine. If you're using a trackpad, press on the
lowest area of the trackpad, the part closest to you.
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Safe Boot

This is one of our favorite troubleshooting techniques. During a safe boot, the Mac
actually goes in and fixes little things, such as minor file corruptions that build up
over time, eventually causing problems. If you've ever used the terminal commands
to do the fsck (file system check) technique, you'll be pleased to know the safe boot
does the same thing but without having to use the terminal. This is safe, easy, and

comfortable, and fixes lots of mysterious problems.

1 Go to the Apple menu and choose to “Restart...” If you're having such
problems that you can’t even get to the Apple menu, hold down the Power
key for five seconds to shut down the machine. Then push the Power button

again to restart.

2 Immediately upon hearing the startup sound, hold down the Shift key and
keep it held down. This might take a while, five minutes or even more.
Be patient. Keep that Shift key down. You'll eventually get to a log in screen
that says, in red, “Safe Boot”” If not, start over—perhaps you didn’t get the Shift

key down in time.

3 When you get to the Desktop or to the log-in screen, restart again (either
click the restart button if you see one, or go to the Apple menu and “Restart”).
Because a safe boot turns off everything that’s not essential to run the
operating system, the Mac needs to restart to put everything back and
turn everything on. See if things work a little better now.
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Delete the Application Preference File

Another tip to troubleshoot an application that isn’t acting right is to delete that
application’s preference file. This is perfectly safe—when the application opens up
again, it will recreate a new preference file from scratch. You will lose any prefer-
ences you had personally changed in the application, but it can be worth it because
this works pretty well to solve inexplicable annoyances in applications.

1 Quit the application.
2 Open a Finder window and view it by columns, as shown below.

3 Open the Go menu; hold down the Option key and you'll see a new item
appear called “Library”—choose “Library”

4 The Library folder appears in the Home column of the Finder window,
and it is selected, displaying its contents in a column to the right.

5 In that Library contents column, single-click the “Preferences” folder.

6 In the next column to the right, find the “plist” file for an application that’s
giving you trouble. That is the preferences file.

7 Drag the application’s preference file to the Trash. Empty the Trash.
8 Restart the application and hope it works better. The Library folder will

disappear all by itself.
enn B Preferences
| e I (221 (202 a
- ACEE 5 - TOT IDERE AT P
a1 : :?“:pl = - :"Tﬂ;m 1 com.apple iChatAlM.plist
@@ Documents L | Fon i Tom.apple /Chat JIBBesG
% Applications B Downioads ) j I’";"'““ com appie.iChat plist
(2] Desktop D —— o 73 < TR
M i Movie com.apple Chat.Yahoo, plist
[ Documents — o . "1 ingut Methoos E eom.apple imagens plist
€ Downloads : P:.u:u o [ internet Plug-ing com.apple imgsrvics FaceTime, plitt
] Movies i Public o | [ Muoes com.appie internetconfigoriv.plist
2 i o | R Keyhoard Layours com.apple.Phota.LSSharedFleLlst plis:
2 Music M Kevchales ' com.apple.iPhoto. plist
SHARED L LaunchAgents y com.apple. iTunes.eq.plist
W& Logs i com.apple. Tunes.Cracenote.plist
DEVICES i Mail . com.apple.Tunes. plist
) Hard Disk (8 Mall Downloads s com.apple. Tuneshelper.plist
=) 1Disk al mr.nmr.m_'» com. apple AWark Numbers.plist
- H Pnlrml rs' s com.apple Launchiervices.plist
ad e com.apple.L
i Pubsub com.appie logintems, plist
i satari : erm annle lnainwindew nlist
o Hard Disk » (5] Users = < robin « [ Ubrary = ] Preferences - com.apple.iChat.plist
1 of 109 selected, 34.37 CRavallable

The preferences for non-Apple applications may have their own method to delete

preferences—check the support pages for your app.
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@

Software
Update

414

Check for Software Updates

Make sure you are using the latest versions of all your software. For your Mac OS
software, use the Software Update preferences to see if everything is up to date (open
it in the System Preferences from the Apple menu). It’s especially important to check
for updated application software when you update your operating system, just as
you would do when moving from any other OS to Lion.

an Saftware Update
| 4.0 || Shewall | (a] '_|

Instalied Software |

Software Update checks for new and updated versions of your software
based on Information about your computer and current software,
Check Now

Last cmicic No niew Laftware updaties wire available.
Thertday, june 9, 2011 1022 PM

™ Check for updates: | Dally

 Download updates automatically
You will be notified when the updates are ready to be installed.

1
A" ek the tock 0 peevent further changes.
nge

—— If your connection to the Internet is a dial-up through a telephone
modem or some other really slow connection, do not check the boxes to “Check for
updates: Daily/Weekly/Monthly” and “Download important updates automatically”
because it will tie up your connection for hours. Instead, check for updates manually:

Click the “Check Now” button.

Create Another User and Test

If you install new software and it just won’t work right, or perhaps it won't even
open, one good troubleshooting technique is to create another user (see Lesson 18)
and install the software in that user’s Home folder. Open the application and see if it
works properly. If it doesn’t work for the new user, the software itself has a problem
(we have to assume you checked to make sure it works with your operating system
before you installed it).

If the software does work for the other user, that indicates there is something in your
system that is conflicting. Try throwing away the preferences, as explained on page
413. If it still doesn’t work, you may need to contact the vendor to find out what may

be conflicting with that particular software.
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If You Forgot Your Password

If you forgot the password you chose when you first set up your new Mac or
installed your new system (called the Admin password), you can change it if you
also set up your Apple 1D or if you have the original install disk or thumb drive.

With your Apple ID

When you log in, you've probably noticed a question mark in the password field.
Click that question mark to get the hint for your password, as well as an option to
use your Apple 1D and password to change your user password. This only works,
however, if you previously “set” your Apple 1D in the Users & Groups system
preferences and checked the box to “Allow user to reset password using Apple 1D,
as shown on page 331. If you didn’t, an Admin user can log in and do that for your
account so next time you forget your user password, you'll be able to change it.

With the original disk or drive

You can use these steps to change the password of any user.

1 Get the original disk or thumb drive. Put it in and double-click the “Install”
button. Follow the directions to restart. No, you are not really going to

re-install the entire system.

2 Wait until the Welcome screen appears. Then go to the Utilities menu
at the top of the screen and choose “Reset Password...”

3 Enter your new password—twice. And add a hint.
And write that password down where you can find it again. Click ox.

4 Quit the installer from the Installer menu. Your Mac will restart: If you have
a DVD in the Mac, hold down the mouse button during the restart to force
the disk to pop out so it won't restart from the disk again. If you accidentally
restart from the disk, go to the Utility menu and choose “Startup Disk” to tell
the Mac to start up from its internal drive.

If you did not enter a password when you first set up your Mac, then you can leave
the password field empty; just hit the “ox” or “Continue” button and it will work just
fine (although it’s not secure at all). The problem with not having a password is that
you will probably forget there is no password and so when it asks you for one, you'll
spend hours trying all sorts of possibilities that don’t work before you remember
that there is no password. Guess how I know this.
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Use Target Disk Mode

It’s not unusual to need to move lots of files from one computer to another. If both

computers are working fine and you just need to share files, there are lots of ways to

do it. Please see Lesson 21, and check the index for “sharing files”

But sometimes one computer is just about defunct or maybe won'’t wake from sleep

and you've got to get the files off quickly. Use FireWire Target Disk Mode. This

makes the other computer act as a hard disk that you're connected to. You'll need

a FireWire cable that can connect to both Macs—check your ports carefully before

you buy!

Unplug all FireWire devices from both computers that you are going
to connect to each other.

If FileVault is enabled on the computer you want to take files from,
turn it off.

If either machine is a laptop, plug in its power source.

The machine you are going to transfer files to is the host computer.

The machine you are going to take files from is the target computer.

In this process, the target computer will appear as a hard disk icon on the Desktop

of the host computer and you can copy files to and from it.

1

&
(4
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Turn off the target computer (the one that’s probably going bad).
The host computer can stay turned on.

Connect the two computers with the FireWire cable.

Turn on the target computer and immediately hold down the T key and keep
it down. Keep it held down until you see a FireWire symbol (shown to the left)
moving about its screen.

On the host computer, you will see a hard disk icon representing the target
computer. You can copy files from the target computer and put files onto it.

If you don'’t see the target computer’s hard disk on the host screen, make sure
all the cables are securely attached and reboot the kost computer.

When you're done, eject the target hard disk icon from the /0st computer—
drag it to the Trash, or select it and choose “Eject” from the File menu.

Press and hold the target computer’s power button until it turns itself off.

Unplug the FireWire cable.
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Force a CD or DVD to E_ject

If a disk is stuck in the drive and won’t come out, this trick almost always works:

1 First make sure you've unmounted the disk: Click the eject icon next to its name
in the Sidebar of the Finder window,
or drag the disk icon to the Trash,

or Control-click (or right-click) the disk icon and choose “Eject disk”

But you're probably reading this page because you already did that and there
is no icon on the screen and you can'’t get it out. So . . .

2 Restart your Mac. Immediately hold the mouse button down. Hold it down until
the disk pops out.

On a laptop, press the area at the bottom of the trackpad instead of the mouse
(unless you have a mouse attached to your laptop).

If that doesn’t work, see if there is a tiny hole next to the cp/pvD drive slot. Not all
Macs have a tiny hole here. But if you see one, that hole is specially made for a paper
clip (not the kind with the plastic coating). Unfold a metal paper clip and gently but
firmly press it into the hole to snap open the mechanism.

One thing that can cause a huge problem in a cp/DVD player is a disk with a paper
label glued to the top. If the tiniest little edge peels up, it can get stuck in the drive

and ruin not only the disk but the drive itself. So don’t buy those cD labels that you
can print yourself, and don’t put any disk with a paper label into your Mac!

One last warning: Never put one of the mini-disks into a slot-loading optical drive!
If your computer has a tray-loading optical drive, you should be able to put a
mini-disk in it and eject without a problem. However, the safest thing to do is just
use standard disks.

Report Crashes

Often when an application crashes, an alert box appears and asks if you want to
send a report to Apple. Now, Apple is not going to write you back—this is just an
anonymous report you send in so Apple can figure out if there are common issues
among many users, enough to warrant looking into. It’s good to go ahead and send
in the report.
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LESSON 23

Secure Your Mac
and its Files

In these days with so much of our personal and financial data
being stored on our computers and rampant identity theft, it’s
important to take some precautions to make it more difficult for

trouble-makers to gain access to our Macs.

The tips in this lesson will make your files more secure, plus you'll
discover some useful tricks that help ensure your privacy, such as
password information, Keychain Access, and securely emptying

your Trash.
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Know Your Security Options

There are a number of security features on your Mac. Apple has installed lots of
security stuff like Kerberos, Secure Shell, Wired Equivalent Privacy (WEP) data
encryption, Virtual Private Network (vPN), firewalls, and other features. It doesn’t
matter to most of us what those are—they work behind the scenes. Your Software
Update software (found in System Preferences) can automatically update security
features through the Internet as Apple releases them.

The above features work without you having to do anything. The features that
require your participation are explained on the following pages:

B You might need security from humans who walk past your desk when
you're not there. Your Mac has a number of low-level security features
to protect your information from the curious. These are good for laptops

as well.

® There are a number of password-protect options on your Mac that

make it difficult for others to gain casual access.

® Keychain Access stores many of your passwords in locked “keychains”
This includes passwords to your MobileMe account, servers, eBay account,
PayPal, and more. Keychain Access also lets you store passwords and
codes for other things, such as credit card numbers you might like to
use while shopping online. Keychain Access does double-duty—it makes
things easier for you and harder for thieves. See pages 428—429 for details.

® If you have highly personal or valuable files on your Mac, you can use
FileVault for maximum security. If you have a laptop, this is especially
important to prevent thieves from accessing your data. See pages

430—431.

® And don't forget about the Secure Empty Trash feature. This deletes files
from your Trash in such a way that no one can retrieve them again. See

page 427.



Passwords on Your Mac

You have several different passwords on your Macintosh.

Lesson 23 Secure Your Mac and its Files

® Administrator password: When you first turn on your Mac, you are asked

to create a password. Write this down in a safe place! You will need this

password whenever you install new software or when you make certain

system-wide changes.

— System Preferences is trying to unlock

Many operations, such as

this.

2)

- Security & Privacy preferences. Type an
g@ administrator's name and password to allow
£

Name: Robin Williams

Password:

| Cancel | | Unlock

changing settings in various
System Preferences,
require an Admin name and
password to allow changes.

You can choose not to have a password. Your Mac will still ask you to enter a

password, however—if you never created one, just leave the password field

blank, and click ox or the “Continue” button. But keep in mind that it’s not

very safe (from a security perspective) to neglect this password.

® Apple ID: An Admin user can change her own password or allow another

user to change her own password using their own Apple 1Ds; if the user

doesn’t have an Apple 1D, she can get one on the spot. Go to the Users &

Groups preferences to set this option (see Lesson 18, page 331).

.

Users & Groups
@

Other Users
Cuest User
Sharing only

"8 |ohnT
Standard

-4 Rosetta Doodle
& rdmin

@ Login Options

John Tollett
Admin

bl et i

Pagwnrd Login Items |

‘. | Change Password... |

Full name: John Tollett

Apple ID: | Set...

Address Book Card: |  Open... |

( [ Allow user to reset password using Apple ID

(¥ Allow user to administer this computer

[_| Enable parental controls | Open Parental Controls... |

il
[‘J Click the lock to prevent further changes.

If you or the user you
are creating have an
Apple ID, set it here
(or click here to go get
one), then check the
box below.

These two settings
allow any user to use
an Apple ID to reset
his own password.

(=)

—continued
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If you don’t know (or forgot) your Admin password and you did not set up the use
of your Apple 1D, use the original install disc or uss Flash drive installer to reset the

Admin password:
1 Insert the original Mac OS X installer disc or uss Flash drive.

2 Double-click the “Installer” icon to start the process of reinstalling.
You are not really going to reinstall!

3 When you get to the Install screen, go to the Utilities menu.
Choose “Reset Password....”

4 Enter your new password. Write it down in a safe place!

Quit the Installer from the Installer menu.

® Login passwords: If you have set up multiple user accounts on one Mac, each
user has his own password to log in. An Admin password is also the login
password for that Admin user. By default, your Mac is set to auto-login the
Admin so you don’t need your password at startup, but you can turn this off
to make the computer less accessible.

If a standard user forgets his password, the Administrator (or anyone who
knows the Admin password) can reset the user password in the Users &
Groups preferences. If you gave that user the ability to reset his own password
using his Apple 1D, then he can reset it himself.

® Keychain Access password: This is the same as the login password, whether
you are a standard user or the Admin. Keychain Access is the application on
your Mac that keeps track of a variety of passwords for you (and other info,
if you choose). See pages 428—429.

Password tips
B A password should be difficult for others to guess, but easy for you to

remember.

® Don't use a word that can be found in a dictionary. Some hackers use software
that tries every word in the dictionary in a matter of minutes.

® Combine caps and lowercase and numbers.

B Most passwords are case-specific, meaning a lowercase “r” is completely
different from an uppercase “R” Take advantage of this and use capital letters
where someone wouldn't expect them.
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Security System Preferences
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Apple makes it easy for you to turn on a number of the low-level security features in

one place, the Security system preferences.

1 Go to the Apple menu and choose “System Preferences...”

2 Click the “Security & Privacy” icon.

3 Click the “General” tab, as shown below.

Q
Security &
Privacy

e00 Security & Privacy
[4] ][ Showail | Q

=T Filevault

Firewall | Privacy |

(M Require password | immediately % | after sleep or screen saver begins

For all accounts on this computer:
(| Disable automatic login
(¥ Require an administrator password to access system preferences with lock icons
[l Log out after 60 |:| minutes of inactivity

[ Show a message when the screen is locked:

Warning! Step away from the computer.
Bwahahahahaaaaa!

| Disable remote control infrared receiver
This computer will work with any available

n
H'E Click the lock to prevent further changes.

Pair... J
remore. —_—

To pair (connect)

an Apple remote
control with just this
computer, click “Pair...”
to reveal some simple
instructions.

To disable all remotes
so none works with
this computer, click
—— the checkbox.

Require password ___ after sleep or screen saver begins: See page 426.
Disable automatic login: See page 425 for an explanation of auto login.

Require an administrator password to access system preferences with lock icons:

This prevents any user without an administrator password from changing

any locked preferences.

Log out after __ minutes of inactivity: Self-explanatory. Combine this with

“Disable automatic login,” so when the Mac logs you out after this amount of

time, no one can get in without a password.

Show a message when the screen is locked: To lock your screen, see page 426.

Disable remote control infrared receiver: Click the box to disable all remotes,

which prevents random things from happening on your computer when people

in your home or office use their Apple remote.

Click the “Pair...” button to pair a remote and enable it to work with just your

Mac and not impact the Macs around you.
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The Firewall pane of the Security & Privacy preferences is not something you will
mess with very often, if at all. The most important thing to understand is that as you
use Sharing features (in the Sharing preferences), the Mac lets down the firewall

(a protective barrier) for the features you have turned on so others can access your

machine to share. This means
ann Security & Privacy

you are at a little more risk than (=] [showai | a

if that feature was not turned on. Canera | Fievaute [T Provecy

So if youre not using a sharing & Flewallon

feature, turn it off so the firewall ettt it e i

gOeS baCk up_ Step Click Stan b turn ehe finewall off,

To disable various sharing

Advanced..

features (Screen Sharing, File

Sharing, Bluetooth Sharing, etc.), 0" i et 1 vt s crangs ?

go to the Sharing preferences
pane and uncheck them.

Click the “Stop” button (shown above) to toggle between “Stop” (Off) and “Start”
(On). When the Firewall is “On,” your Mac determines which programs are allowed
incoming connections based on your “Sharing” preferences. If you want to override
any of those settings and allow or block specific applications or services, click the
“Advanced..” button in the lower-right corner. A dialog sheet drops down, as shown
below. To add items to the list, click the + button; to block a service or application,
select it, then click the — button.

After you customize your settings, click “ox.”

0on Security & Privacy

|I-I-i

Block all incoming connections
Bocks all Incoming connections excepe those required for basic incernet services,
such a3 DHCP, Bomjour, dnd IPSee.

This option permits “trusted” [

R . R || File Sharing (AFR) @ Mllow incoming connections |
sites to make an incoming || Serean sharing @ Allow incoming connections |
connection and provide services | | maereans © Allow incomsing esnnections §
& Turs.aop B Allew incoming connections =
accessed from the Internet.
“Trusted” sites have been -]
verified as authentic and secure. —————— @ automatically aliow signed software to receive incoming connectians
Allows seftware signed by & valld ceriSCats autharity to Drwds Mrvies stcesed
from the network.
This option provides an extra —————— & nabls suan made
. . Don't respond 1 or g% AMEmPLY 10 A0CESF from the network
level of security and privacy. by 4L SppeIons AN KM, such 2 Mg,
' 7 Cancel | [OR)

IP TR e e BN TR BN ()
»
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Low-Level Secu rity Features

Here are some simple and quick features to use if you have any worry at all about
casual access to your computer.

Automatic login

B Turn off automatic login: Automatic login lets your Mac start up without
a password—it automatically logs in to the account of the person who has
chosen “automatic login” This means anybody can log in to that computer!

Turn off automatic login and then be sure to log out before you leave your
computer for a while. This ensures that people walking by will need a
password to log in to your account, even if they restart your Mac. Laptops
should always require a login password (because they’re easy to steal or lose).

eon
|4 & | [ Showan | Q

off

i Tolatt Avtomatic g R TR T You can also disable automatic
— | JohnT . .
[T, i Sm—— login for all users in the
E:’??"'-T : Mame and passward

Security preferences pane,
as shown on page 423.

A SoescUger ¥ Showw the Sleep and Shut Down buttons.
Show Input ment in lagin window
[ Shaw passward hints
Mshow fast user switching menu 35 | Full ame __+————=—|f this box is checked, you can
Use VaiceOver in th il ind N
r\oamealoibyaten ot lock your screen instantly at
any moment—just go to the

eavark Accouns Seivec | Join.. login menu in the upper-right
of the screen and choose
“ . . ”
i'ij Click the lock to prevent further changes. 7 Logln WIndOW....

= If you don’t want to turn off auto-login, you might want to at least take the
extra step to uncheck the box to “Show the Sleep and Shut Down buttons.
If auto-login is on and you log out and leave your Mac, the login screen
appears and you think you're safe. But someone can just click the Shut Down
button. When the computer starts back up again, it automatically logs in to
your account (if automatic login is enabled). By unchecking this box, no one can
restart your computer so easily.

However, this precaution isn’t going to help much if your laptop is stolen
because someone can just reboot the computer and it will automatically log in.

—continued
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B Mac OS X lets you have multiple users on one computer, and each user has
a separate, private Home area (see Lesson 18 for details). Even if you are the
only one using this Mac, you can create another user, a standard user who
has no administrative privileges, and regularly log in as the standard user. This
is a simple step that just makes it one level more difficult for someone to get
into your main account and make system-wide changes. It won’t protect any
data that you create as that user, but it will make it more difficult to get into
your Mac as an Administrator with privileges.

Require a password to wake your Mac

To prevent access to anyone walking by your computer, you can use these simple,
yet effective, features. Open the System Preferences from the Apple menu, and then:

1 Use the “Security & Privacy” preferences to require a password to wake up
the Mac from sleep or from the screen saver (see page 423). You can add a
delay of five seconds to four hours before the password is required.

2 Go to the “Desktop & Screen Saver” preferences to choose a screen saver and
tell it when to start.

3 Then go to the “Energy Saver” preferences to tell your Mac to put either the
computer and/or the display (the screen) to sleep after a certain amount of
time. Now when the screen saver comes on or your Mac goes to sleep, you'll
have to enter your password to get back in to it.

An alternative technique is to set up your Mac so you can lock it with a mouse click,
not just when the screen saver comes on or when it goes to sleep.

1 Open Keychain Access (open Launchpad, click the “Utilities” icon, then click
the “Keychain Access” icon).

2 From the Keychain Access menu, choose “Preferences...”

3 Check the box to “Show keychain status in menu bar” A padlock icon appears

on the right side of your menu bar, as shown here. IO T 4 Fid3smM

4 Quit Keychain Access. -EM
5

Click the padlock icon that now appears in your Open Security Preferences...

. Open Keychain Access...
menu bar to get the menu shown to the right. A

6 Choose “Lock Screen.” The screen saver will start

and no one can access your Mac unless they know your login password.
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Higher-Level Security Features

® Secure Empty Trash: You might think that after you empty the Trash,
it’s gone. But it’s possible to recover many deleted files using special data-
recovery software. To completely overwrite deleted files (several times) that
are in the Trash so no one can ever get to them, go to the Finder menu and
choose Secure Empty Trash.... This might take several minutes.

® Encrypt a disk image: Using Disk Utility, you can make a password-protected
“disk image” of a hard disk, a folder, a cD or a DVD (not an individual file,
unless it’s in a folder). The disk image can then be stored or transferred via
email or any other method without any security concerns. A disk image acts
just like any other hard disk—you can move files into it, copy files to it, and
delete files from it.

To create a disk image:

1 Open Disk Utility: Open Launchpad, click the “Utilities” icon, then click
the “Disk Utility” icon.

2 From the File menu, choose “New,” then select one of these options:
“Blank Disk Image...” (if you don’t know what files you'll be adding) or
“Disk Image from Folder...” (if you already have a folder of files you want

to make a disk image with).
With either of these methods you can enable adding or removing files at
any time: Choose “read/write” from the “Image Format” pop-up menu.

3 If you choose “Blank Disk Image,” set your options, including a name
and location for the disk image. Choose settings for the other options:
Use the “Encryption” pop-up menu to choose an encryption method,
or choose “none’ If you choose an encryption option, a password dialog
opens after you click “Create”

4 If you choose “Disk Image from Folder,” select a folder that you want to
make a disk image of, then click “Image” A dialog lets you set a name,
location, and other options for image format (read/write) and encryption.
If you choose encryption, a password dialog opens after you click “Save”

5 Click Save.

Double-click this icon to e | This is the actual
open the volume that you  popin pisk s volume that stores
can move files in and out of. Image.dmg iatgege the files.
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Use Keychain Access for Protection

Keychain Access provides a secure place to store information that can only be
accessed with a user name and password. Keychain automatically and safely stores
the passwords you create on your Mac, like those for web sites you go to, servers
you connect to, email accounts, etc. Every time you see one of those messages that
asks if you want your Mac to remember this password in your keychain, it gets
stored here in Keychain Access.

You can also add your own secure collections of Keychains to store your credit card
numbers, PINs, bank card information, private notes, passwords, and other things
that you want easy access to, but you want them to be secure. They won'’t be entered

automatically anywhere—it’s just a safer place to store them than on a sticky note.

Keychain Access sets up your initial Keychain file, the one based on your user name
and password, as the default Keychain. This default Keychain automatically opens
when you log in. To make other Keychains more secure, such as your list of credit
card numbers or banking passwords, be sure to make new Keychain files for them
instead of adding them to your default file.

To open Keychain Access, click Launchpad in the Dock, then click the “Utilities”
icon, then click the “Keychain Access” icon.

8en0n Keychain Access
i : ' —
P Click to lock the login keychain. (Q A
Keychains |
= | roadrat
' login | . %
= Kind: MobileMe password
& System mobile 2
System Roots me Where: MobileMe
Modified: Today, 11:52 AM
Mame A |Kind Date Modified Keychain
Category JA( Apple Persistent State Encryption application password Today, 11:22 AM login
| @ cal.me.com Internet password Today, 11:52 AM login
‘ ' #h com.apple.account.mobileme application password Today, 11:52 AM login
scure Notes E roadrat MobileMe password  Today, 11:52 AM login
Robin's Air network password Today, 11:41 AM login
E] My Certificates © . ) o X g.
& i ;Ar Rosetta private files.dmg disk image password Today, 2:14 PM login
i Keys
=] Certificates
Li] b items

—

Click this button to show or hide the list of Keychains,
now showing at the top of the Sidebar. Any new keychain
you create will appear in that list.
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To access any password Keychain has been storing for you:

1 Find the item in the list of “Passwords,” shown on the opposite page.

2 Double-click that item in the list (the list displayed in the large pane on the right

side of the window). You will be asked for your Keychain password, which is

the same as your login password. If you are the only user of the Mac, it’s the
password you assigned yourself when you first set up your Mac, the Admin
password. A window like the one below appears.

3 Check the box to “Show password” Your password appears!

8006

roadrat

Access Control |

Name
¥

mobile Kind

Account:
Where

Comments

_ # Show password:

roadrat

MobileMe password

roadrat

MobileMe

passwordshowshere | ? |

To create a new Keychain: Go to the File menu and choose “New Keychain...” Give
it a descriptive name, such as Credit Card Info, then click the “Create..” button. In the

dialog that opens, create a password you will remember (cuz tough luck for you if you

forget it), then click ok. This Keychain will appear in the top portion of the Sidebar,
shown on the opposite page. You will need to know that Keychain’s password if you
want to access things in it!

With that Keychain selected, go back to the File menu and choose to create a

“New Password Item” or a “New Secure Note Item” to store in it.

Keychain is a very powerful and complex application. To use it wisely and well,
please study the Keychain Help files.
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Consider FileVault for Heavy-Duty Protection

FileVault encrypts, or scrambles, the data on your Mac so unauthorized people

or software cannot read it. While you are working on your Mac with FileVault
turned on, you won't notice a difference, but everything on the startup disk will be
encrypted, safely protected from prying eyes. When you access any of those files,
they are automatically decrypted.

Remember, this is an optional security measure. If you don’t have extremely
sensitive data on your Mac, you probably don’t need this level of protection.

To turn on FileVault:

1 Before you begin, make sure you are the Admin of this Mac and that you know
your Admin name and password, as well as the passwords for any additional
user accounts for which you want to activate FileVault.

2 From the Apple menu, choose “System Preferences...”
3 Click the “Security & Privacy” icon, then click the “FileVault” tab.

Read the warning! If you forget your password or lose the recovery key that
Apple gives you, your data (every tiny bit of it) is lost.
If you're sure you want to use FileVault, click the lock icon in the bottom-left

corner and enter an Admin name and password.

4 Now click the “Turn On FileVault...” button.

a8an Security & Privacy
|2 | | Show AR | ]

| Genesal [IEDETNTH Firewall  Privacy |

FileVault secures the data on your disk by encrypeing its contents. It
automatically ancrypts and decrypts your files while you're uging tham.
@ WARKING: You will need your login password o a recovery Key 19 SCoess your dara, A

rocevery ke i3 sutomatically generated as part of this setup. If you forget both your
Bassword and recovery hey, the data will be last.

FileVaul; is turned off for the disk "Macintosh HD". Turn On FileVauls...

(]
{8 ik the ok to pervent Further changes, 7

5 A sheet slides down to show a list of users. A green checkmark appears to the
right of users who have passwords set.

= Rosetta Doodle .
B dmin Q<—— Thisuserhasa password.

John Tollett

Ay This user has no password.

(_set password... «— This user has no password.
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If a user doesn’t have a password, you must assign one in order for that user to
use FileVault. Click the “Set Password...” button. After you set a password, click
the “Enable User” button, enter the user’s password, then click ox.

6 Back in the sheet that shows a list of users, click the “Continue” button.

7 Another sheet slides down with a 24-character recovery key. This key can be
used to unlock the disk if you forget your password. Write down this recovery
key and don’t lose it. Click “Continue”

8 The next dialog lets you choose to “Store the recovery key with Apple.” If you
forget your password and lose the recovery key, you can contact Apple to
retrieve it. Apple encrypts the key using the answers to three questions you
choose from pop-up menus. If you forget the answers to those three questions,
you've got a serious problem.

9 Click “Restart” to begin the encryption process. You can continue to use your
Mac while the FileVault encryption takes place. To check on the encryption
progress, return to the “Security & Privacy” preferences.

Laptop Precautions

Every year, millions of laptops get stolen or lost. They get stolen not only for the
hardware, but more and more often for the valuable personal data that is stored on
them. So it is imperative if your laptop does happen to get lost or stolen that the
data inside is as safe as possible. Here are a few features (most from this chapter)
to seriously consider.

® Do not set automatic login for your laptop—use a password to log in.

B Set a firmware password; see page 436. It prevents someone from booting
your computer with another disk.

B Password-protect the screen saver and sleep so if the screen saver turns on
or the Mac goes to sleep, you need a password to get back in.

B Turn on FileVault (but never forget the users’ passwords). FileVault automati-
cally encrypts everything on your startup disk and decrypts it when you want
to access it. (If FileVault is enabled, you can’t use your Apple 1D to change the
password.)

B You can subscribe to services that can track a stolen laptop as soon as a
person logs on to the Internet with it. Search the web for laptop security
devices and services.
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LESSON 24

Upgrade Your Mac
and Migrate Your Files

You may have just gotten a brand-new Mac with Lion already
installed, in which case you can skip this chapter altogether (unless
you want more information about transferring your files from an

old machine to your new one).

If you upgrade using a Lion installation disk or uss Flash drive,
the installer presents you with a few options from which to choose
before you upgrade. This chapter explains the choices you will
need to make along the way and provides some tips for migrating

user accounts and files from one Mac to another.

Remember, before you do anything serious like upgrade your
operating system, first back up your important files. The easiest
thing to do is drag your important folders and files onto an exter-
nal hard disk. Always create at least two backups and store them in
different places—it won’t do any good if all your important back-

ups are in the same office that gets burglarized or flooded!
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Remember, ALWAYS before upgrading or installing, make BACKUPS
of your important files. If you don’t have the install disks for certain

applications or fonts, back them up to disks before you upgrade or install!

Upgrade to Lion

To install Lion, your Mac must have at least an Intel Core 2 duo processor.

To see what kind of processor your Mac has, go to the Apple menu and choose
“About This Mac” If your Mac is using something like an i3 or is, that’s even better
than a Core 2 duo.

If your Mac is running Snow Leopard Mac OS X 10.6, you can upgrade through the
App Store (if the App Store icon is not in your Dock, check your Applications folder,
or go to apple.com/mac/app-store ). Or you can order an install disk or Flash drive
from Apple.

If you download Lion from the App Store, follow the on-screen instructions. If you
install from a disk or usB Flash drive, insert the disk or Flash drive, double-click the
“Install Mac OS X.app” icon, and follow the directions.

Install as an upgrade

A regular install of Lion upgrades your existing operating system, but leaves all

of your files untouched, and most, if not all, of your custom settings for system
preferences and applications. Upgrading is faster and more convenient than a clean
install, described on the following page. But you still should make a backup of
important files because strange things have been known to happen while upgrading
an operating system.
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Optional clean install

To ensure a pristine computer environment, some people like to completely erase
the hard disk before installing a new operating system. This is called a clean install.
It ensures that you don’t inherit any little corruptions or problems or puzzling
behavior that might have been occurring in your previous operating system.

Of course, in the case of a clean install, first make sure all important information,
applications, and files are backed up to another disk because this process erases
everything on the computer. The easiest thing to do is go to the office supply store
and buy an external hard disk, then transfer your files to it. If you want the fonts you
may have bought, make sure you copy those as well (where they are stored depends
on how you installed them; see the Help files for your font application). Later you
can transfer these to your new machine. You will need to reinstall most of your
third-party applications from the original disks or download them again.

Once everything is backed up, follow these steps:

Click the “Install Mac os x.app” icon that you see on the disk.
In the next window, click “Restart”

After restart, from the Utilities menu, choose “Disk Utility”

A W N =

Select your hard disk, listed in the left sidebar of the Disk Utility window,

then click the “Erase” tab to show the Erase options.

5 Click the “Erase..” button. After the disk has been erased, the installation

process continues.

435



Lesson 24  Upgrade Your Mac and Migrate Your Files

436

Take Advantage of the Utilities in the Installer

When you run the upgrade or installer and get to the first screen, you'll see a menu
item called “Utilities” This menu gives you access to a number of troubleshooting
features on your Mac. If you like, you can stop here before installing Lion and use
the Disk Utility to partition your Mac (divide it into several drives; only do this if
you know why you are doing it).

All of the utilities mentioned below, except “Reset Password,” are in your Utilities
folder, which is in your Applications folder. You don’t need to use an Install disk

or install Flash drive to access them. But if your Mac has totally crashed and you
can't get anywhere at all, insert the original Lion install bvD or usB Flash drive, then
restart your Mac. Immediately hold down the letter C key to make sure it boots
from the install disk or device. Do not click any of the installation buttons, but
use the tools that are available here.

From the Utilities menu, choose the appropriate tool:

® Startup Disk: Choose which disk you want your Mac to check first when
starting up. Only disks that contain operating systems can be used as
startup disks.

B Reset Password: Here you can reset not only the Administrator password,
but the passwords for every user on the Mac. You do not need to know the
original passwords to set new ones.

® Firmware Password Ustility: This option prevents others from starting your
computer with a different disk. If someone stole your laptop, this won't get it
back for you, but setting this password does make it much more difficult for
anyone to log in and get your data. Write down the password!

® Disk Utility: Select your hard disk and use the “First Aid” pane to see if
anything’s wrong with the hard disk. The “Repair Disk Permissions” feature
has solved some odd problems for our Macs (see page 410). This is also where
you can partition the hard disk before (or after) you install.

® Terminal: The Terminal lets you use UN1X commands to do all sorts of things.
If you don’t know anything about UNIX or how to use the Terminal, skip this
altogether.

m System Profiler: The System Profiler tells you all the gory details about your
Mac, the cpu type, the audio, what kinds of devices are attached to your Mac,
the speed of everything you can think of, and oh so much more. It will even
tell you the serial number of the computer. Much of this information is also
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available at your Desktop: Go to the Apple menu, choose “About This Mac,’
and click the button labeled “More Info...”

® Network Utility: This utility has a number of great tools. If you know what
it means to finger someone, ping your modem, run a lookup or a port scan,
or when to use whois, then you'll have fun with this utility. It’s also in your
Utilities folder (which is in the Applications folder) in case you need it.

® Restore System From Backup: This utility uses Time Machine. It can't
restore the system from a backup unless you've first put it all on Time
Machine (see Lesson 20). But once you've done that, you can use this option

to restore your system back to a certain date.

Do You Own Two Macs? Migrate!

If you have important information on another Mac (a different computer from the
one you're installing Lion onto) or a partition or volume on the new Mac, you can
transfer the information from the older machine, partition, or volume to this new
Mac. You'll use a feature called Migration. You can either use the Setup Assistant
during the Lion installation (it walks you through it easily) or at any time in the future.

The migration process can automatically transfer:
B Network and computer settings.
B User accounts, preferences, and email.
B Documents and other files.

B Applications.

Some applications, however, will need to be reinstalled from their original
disks because they install necessary files in different system folders. All you
can do is transfer them, then open them and see if they work. The more

expensive and complex an application, the less likely it will transfer perfectly.

Requirements for the Migration Assistant
The old Mac must:
B Be running Mac 0s X version 10.1 or above.
B Have a built-in FireWire port or be on a local network with the new computer.

B Support “Target Disk Mode” if you plan to connect the two computers with a
FireWire cable.

—continued
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You'll also need:

B A FireWire cable (if you're using “Target Disk Mode”) that is long enough to
reach between the two computers, or temporarily move the computers closer
so they can connect via the cable. Be sure to check the ports (where you plug
the cable in to the computer) to make sure you get a FireWire cable that can
connect the two computers. Not all FireWire ports are shaped the same!

B An Administrator name and password (unless you're doing this during
the Lion installation).

Be aware that:
B This process will tie up both your Macs for hours!

B This process will not automatically migrate songs that you bought from the
iTunes Store. If you want to migrate all of your songs, including those you
bought at the iTunes Store, you must first deauthorize the old Mac before

you migrate files:
1 Open iTunes on your old Mac.
2 From the Store menu, choose “Deauthorize Computer...”

3 Enter your account and password. Click the button to “Deauthorize,’
then click ox.

4  To deauthorize any Audible content (books) so you can migrate them
over to the new machine, go to the “Advanced” menu and choose
“Deauthorize Audible Account...” You'll need your Audible.com name

and password.

N\igrate now

Use the Migration Assistant: Single-click the Launchpad in the Dock, then single-
click the “Utilities” icon, then single-click the “Migration Assistant” icon.

The instructions on screen are easy to follow and self-explanatory. You can migrate
the files from the Administrator (main user), from any individual user, or from both.
The information on the old Mac or the partition is not affected at all.
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N\igrate additional users

At any time you can migrate additional users and their files from other computers.
Just follow the directions on the previous pages.

You can also use Target Disk Mode at any time to transfer files from one Mac to
another; see page 416. This technique is especially useful if one Mac is dying because
in Target Disk Mode, the target computer does not use its operating system—it acts
like a plain ol” hard disk that shows up as a disk icon on the Desktop of your healthy
computer.

What to do after migrating

It’s a good idea to do a quick check of the files on your new Mac after migrating.
Open every application to make sure it works okay—make a quick file and try to
save it. If an application doesn’t work, you will just have to reinstall it from the
original disks.

Open sample files by double-clicking them to make sure they can open in the
correct application and that their fonts appear correctly.

Connect to the Internet, check your mail, and take a peek at your System
Preferences to make sure things are really how you like them.

Disconnect after migrating

Do not unplug the FireWire cable before you unmount the icon of your old Mac
from your new Mac running Lion! Even though it’s “hot swappable” (which means
you don’t have to shut down before you unplug), it’s still possible to lose data if you
unplug the other computer while the FireWire icon is still visible on the screen.

To disconnect: Find the hard disk icon of your old Mac on the Desktop of the Lion
computer. Drag the computer disk icon to the Trash, or click the Eject button next to
that computer’s name in the Finder window Sidebar.
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Other Ways to Transfer Files from Mac to Mac

The migration process can take quite a long time because it gathers up thousands
of files. If you want to transfer just selected files, you might want to consider these
other options. Some you can do before you install Lion; others are new techniques
that can only be accomplished in Lion (or Leopard or Snow Leopard).

Use an external disk

On many older Macs, the best option can be to attach an external hard disk with
a UsB or FireWire connection. It can be worth it to buy a new drive just for this
process. Copy files onto the external disk as you usually would from your old
machine (drag them from the hard disk of your old Mac onto the external disk’s
icon). Then connect the external drive to the new machine and drag the files from
the external disk to the newer Mac.

Burn a CD or DVD

If your old machine can burn a cD or a DVD, you can transfer quite a few files by
burning disks and moving them to the new machine. Plus you'll have ready-made
backups (always the smart thing to do).

Send attachments in email

If you don’t have huge files, send them as attachments through email. It’s kind of

funny to send your files around the world to get to the machine sitting two feet away.

Use your MobileMe account

If you have a MobileMe account, put the files from your old Mac onto your iDisk
(see www.me.com). On your new Mac, download the files from your iDisk. Also
take advantage of syncing your Macs through MobileMe, a terrific option—just be
sure to check to see exactly what sorts of files get synced so you can make sure you
know what else you need to transfer manually.

Send files through the network

If both machines are on the same network, connect the two computers and copy
files directly from one to the other through a variety of methods, including the
Bonjour list in iChat. See Lesson 21 for all the details. It’s really easy and you'll love
knowing how to do it.
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Use a FireWire cable

Connect a FireWire cable between two Macs. The other Mac will appear in the

“Shared” group in the Sidebar of a Finder window. You will probably be able to
screen share (see pages 402—403). Or at least you can connect to each other and
easily move files back and forth (see Lesson 21). Also consider the FireWire Target
Disk Mode option; see page 416.

Remote Install

A MacBook Air has no pvDp drive in which to insert a Lion install disk, but you

can use a UsB Flash drive with the Lion installation software on it. Or you can buy
an external UsB optical drive (a cD/DvD drive) from Apple and connect it to your
MacBook Air. This is an easy solution, and the drive is barely larger than a cDp or DVD.

Another solution is to use the optical drive on another computer and install Lion
over a local network, explained below.

To install Lion on a Mac that doesn’t have an optical drive, such as a MacBook
Air, find a nearby Mac that has an optical drive and insert a Lion install disk. Both
computers (the one with the drive and the MacBook Air) must be on the same local
network, either an AirPort (Wi-Fi wireless) or an Ethernet network. (If you need to
use an Ethernet connection, you'll need to get a usB Ethernet adapter to connect to
the MacBook Air.)

Sk Open the Utilities folder (inside the Applications folder or Launchpad), double-click
® “Remote Install Mac os x.app, then follow the on-screen directions.

After you choose a network type, you'll be prompted to hold down the Option key
Remote Install Mac 05 X.app

while you restart the computer (the one with an install disk inserted). When you see
a list of available startup disks on the network, choose your computer’s startup disk,

then continue to follow the on-screen instructions.

You can also use the “Remote Install Mac os x” app to access the “Disk Utility” from
the external drive for computer repairs and troubleshooting when certain tasks have
to be done with tools that are on a separate disk from the one being repaired.
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/\/\ | n I - G | O S S a r >/Most words are explained as we use them—please see the index!

active window

The active window is the one that is in front of
everything else and is selected. You can tell if a
window is active because the three little buttons
in the top-left corner are in color, and the title
bar icon is not dimmed. It’s important to become
aware at all times of which window is active
because that is the window that will accept any
command. For instance, if you press Command
Shift N to create a new folder, that new folder
will appear in the active Finder window (or on
the Desktop, if the Desktop is active). If you
press Command W in just about any application
or in the Finder, it will close the active window.
To make any window active (or the Desktop),

single-click on it.

alias

An alias is a “go-fer”—it goes for things and gets
them for you. It’s nothing all by itself; it’s merely
a representative icon (only 2K or 3K in file size)
that is linked to the original. You double-click
the alias, and it finds and opens the real thing
for you. The advantage of this is that you can put
aliases in multiple places for easy access; in fact,
you can have as many aliases of an item as you

want. Some applications cannot open properly
n e The tiny arrow is your

visual clue that this file
is an alias.

Methinks | scent
the morning air.rtf

if you move them out of their folders, but if you
make an alias of that application, you can put it

anywhere.

An alias icon has a visual clue, a tiny arrow in the
bottom-left corner of the icon (shown below-left)

so you know it’s a go-fer.

You can throw away an alias and it does not affect
the original at all. You can move an original or
rename the original or the alias and everything

still works fine.

To make an alias, select a file; press Command L.
Or hold down the Command and Option keys
and drag the file into another folder or onto the
Desktop. As you drag, you'll see the tiny alias
arrow that tells you that you are indeed dragging
to create an alias.

colored labels

To color-code a file, Control-click on it and
choose a “Color Label” from the menu that pops
up. Once a file is color-coded, you can search for

it by its label, organize your files, etc.

To change the names of the labels, use the
Finder preferences: Go to the Finder menu and
choose “Preferences...” Click the “Labels” menu
and change the names. For more details, please
see page 268, and check the index for “color
labels.” This is a great organizational tool.
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Mini-Glossary

default

A default is something the Mac has chosen

for you, until you make your own choice. For
instance, TextEdit must have a font chosen to
type in, so your Mac chooses one for you. A
default window view is chosen for you. But you
can at any time change just about anything to

something of your own choice.

extension

A file extension refers to the short code at the end
of a file name, which might be from two to six
letters. This extension tells the Mac what to do
with that file.

You might not see the extensions. If you like to
have them visible all the time, go to the Finder

@

HTTP

The extension, .webloc,
tells the Mac this is a

The Shakespeare web page location.
Papers.webloc

preferences (from the Finder menu, choose
“Preferences...”). Click on the “Advanced” tab.
Put a check in the box to “Show all filename

extensions.

To show the extensions temporarily or to check
to see what the extension is for a particular

file, use the Info window (explained in the next
column). You'll see an option to see “Name &
Extension” information that tells you what kind of
file it is, and lets you hide or show the extension
for that selected file.

Do not add or change the extensions yourself!
The Mac has become very fussy about these

extensions, and you run the risk that the file will
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not open if you change its extension without

knowing what you are doing.

permissions

You might run across a file that tells you that

you don’t have permission to use it, or perhaps
you just can’t open it or save changes in it.
Permissions are set in the Get Info windows

(see page 343). If you have an Admin name and
password, you can change permissions on the file.

These are the options:

Read & Write: This gives you full rights. A user
can open, change, and save changes.

Read Only: A user is allowed to open the item to

view/read its contents, but cannot edit or save it.

Write Only: This option turns a folder into a
Drop Box—any user can put items into a Drop
Box, but only the owner of the Drop Box can
open it or take things out of it. See page 342

about the Drop Box.

No Access: This item blocks all access to an item.

screenshots

To make different kinds of screenshots (pictures

of the screen), use these shortcuts:
Full screen: Command Shift 3

Selection: Command Shift 4, then let go. Use
the target cursor that appears to select the area
you want to capture as an image: just press in
one spot and drag to another spot, to capture

the image inside of this invisible box.

Once you've got that down, try this: Press
Command Shift 4 to get the target cursor, then
while you've got it, let go of the keys but not
the mouse button. With the mouse button still



down, press the Shift key and you can resize
the selected area in the direction you first move
the mouse. Or press the Option key and resize
from the middle (that is, the center will stay in
the same place). Or press the Spacebar and you
can move the selection area around. To take

the shot, let go of the mouse button.

To take a screenshot of a pulled-down menu,
press Command Shift 4 and drag the target

cursor around the menu.

Window or the menu bar: Command Shift 4,
then let go. Tap the Spacebar and a camera
icon appears. As you move the camera icon
over the menu at the top of the screen or over
different windows, even those that are hidden,
you'll see that window highlight. Click on the

one you want an image of.

To take a screenshot of a pulled-down menu

without its title, use the above technique.

All of the above screenshots land on your
Desktop and are labeled “Screen Shot” with the
date and time in the file name. They are in the
png file format.

Mini-Glossary

Selection you can paste: Press Command
Shift 4 and the target cursor appears; you can
let go of the keys. Now hold down the Control
key and drag to select the area, which copies
that screenshot image to the Clipboard. You
can paste the screenshot somewhere else.

string

A string is simply a line of characters that you
type. If someone tells you to “enter a search
string,” all it means is to enter the words you want

to search for.

Symbols

Each key has a symbol by which it is known. These are the keyboard symbols you will see in menus

and charts:
4 Shift O
# Command £
"\ Option <&
~  Control Tle—
< Return =
A Eject

Escape (esc)

Page Up or Page Down
Delete

Arrow keys

Enter
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abbreviations at ends of file names

Index

abbreviations at ends of file names,
73, 279, 443
Action menu, 43, 53
Active Screen Corners, 298, 303
active window, what is it? 443
Address Book, 109-127
add contacts
from Mail messages, 110
manually, create a new card, 111
with data detectors, 103
alphabetize contact list, 111
autofill info in Safari windows, 135

back up entire database of contacts, 126

birthdays, add them to iCal, 161
data detectors can add info, 255
display addresses, 110

display single card or card and list, 111

edit an existing card, 111

envelopes, print them, 124-125
export archive as backup, 126
FaceTime, make video call from, 115
fields on contact cards

add fields to one card or all cards, 114

delete fields, 111, 114
fields are missing, 111
Groups
create, send to, delete, 116
show Group list, 110, 116
Smart Groups, 117
iCal events, invite contacts to, 121
icon in Dock, 22
labels for fields, change them, 111
large type, show phone or fax
numbers in, 115
Mail
add sender to Address Book, 110
send email from contact card, 115
mailing labels, print them, 124-125
merge duplicate cards, 120
My Card, 113
open card in its own window, 111
show multiple contact cards, 127
phone numbers, auto format, 111
photographs
add photos to Mail, 82
add photos to contact cards, 112
use Photo Booth to add, 236—239
print in a variety of formats, 124—125
privacy, keep some of your vCard
info private, 113
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red buttons delete fields, 111
resize the Address Book window, 110
scroll bars in, make them show, 115
search all contacts, 118—119, 368
send
a contact card to others, 119, 266
send email from contact card, 115
share your contact list, 122—123
show contacts, 110
show many cards, 127
silhouette of tiny man in card, 113
subscribe to someone else’s
Address Book, 123
transfer Address Book info, 76
vCards
what are they? 111
send them to others, 119
make a vCard backup of entire
Address Book, 126
send through email, 266
address detection, 70

Adobe InDesign to create this book, 269

afp for file sharing, 396
AIM account, 168
AirDrop to share files, 399
AirPort wireless
AirPort Utility, 386
base station acts as a router, 391
aliases
what are they? 443
create with page proxy, 267
in Burn Folder, 224
All My Files, 9, 13
arrangement of the files, 13
remove it from Sidebar, 279
alphabetize items in a folder, 284
AOL, set up account, 76
Apple
find information from, 259
Mac video tutorials for users, 33
Magic Mouse, options for, 290
MobileMe tutorials, 33.
Also see MobileMe.
report crashes to, 415
support pages for users, 33
Apple ID
get one, 421
change your own password with,
331, 333, 337, 415, 421
connect to another computer using
Apple 1D, 394-395
share songs on Home Sharing
in iTunes, 192—193
Apple menu, where is it? 4
application menu, 45, 50

applications
Also see Applications folder.
access special printing features, 319
buy more in the App Store, 222—223
change default app to open files, 72
force quit an application, 408
full-screen mode
how to use full-screen mode, 54
apps are in their own Spaces, 296—301
hide the open app or other apps, 263
Launchpad, view all your apps, 49
open an app from the Dock, 22
quit an application, 263
Spotlight can search in many
applications, 354
switch between open applications,
262—263
windows for applications
show and hide from the Dock,
304—-305
show and hide on the Desktop, 302
Applications folder
Dock, add Applications folder to, 48
Launchpad to access apps,
icon in Dock, 22
view in Finder window, 48
Application Switcher, 262263
App Store
what is it? 222—223
download Lion from, 434
icon in Dock, 22
Arabic characters, 254
Audible account, deauthorize your Mac
before migrating files, 438
audio recordings
audiobooks, buy/listen to in iTunes, 196
make your own
in Photo Booth, 239
in QuickTime Player, 244
QuickTime Player
listen to in, 240
trim recordings in, 242
AutoSave, in TextEdit, 59

Back and Forward buttons, 7

backup your files
Address Book database, archive it, 126
Local Snapshots in Time Machine, 375
make backups before upgrading os, 434
on paper, 372
Restore System from Backup, 437
store in two different places, 433
versions, temporary backups, 59, 203
with Time Machine, 371-378



battery power

keyboard, how much is left in, 289

mouse, how much is left in, 290
Bing, search with in Safari, 130
Bonjour, as part of iChat, 182, 400
bookmarks

Safari bookmarks, 132

DVD movies, make bookmarks in, 226
Boolean operators, search with, 364
browser. See Safari.
Burn Folder to burn a cp or pvD, 224, 225

calendar software. See iCal.
Carter, Ross, 57 (Pagehand), 228
CDs and DVDs
audio cDs
import music into iTunes, 191
burn audio disks, 194
burn disks
of data, 224—225
of music, 194
disk is stuck in the drive, 417
ejecta cp, 37
how much do they hold? 224, 225
icon in Finder window Sidebar, 37, 276
icon on Desktop, hide or show, 37
transfer files with, 440
unburned disk, how to eject, 225
Characters viewer, how to use it, 254
chat. See iChat, FaceTime.
Chinese characters, 254
clean install Lion OS, 435
Clean Up windows or Desktop, 281, 287
clip art, how to add to text, 254
clutter on your Desktop, manage it
with Mission Control, 296—305
color labels, 278, 443
Colors panel, 256
Column View in Finder windows,
16—17, 38
add other sort columns to window, 278
file sharing, keep track of which
computer you're using, 394
customize the Column View, 285
rearrange the columns, 278
can’t rearrange the columns, 280—285
resize text and icons in, 285
select multiple items in, 40—41
Command key
keyboard shortcuts with, 28—29
select multiple files with, 40
computer name, 392

connect to the Internet, 382—405
assistance for connecting
ISP (Internet Service Provider),
385, 386
online, 383
Locations for connectivity, 384—385
Network Diagnostics tool, 385
Network system preferences, 382—385
reset button on modem box, 386
set the connection order, 383
troubleshoot your connection, 384—386
contact sheet of photos
in Mail, view attachments as, 106
in Preview, 202, 208
in Quick Look, 21
contextual menus
how to use them, 42—43
Address Book contact search, 368
change default app to open files with, 72
change toolbar view, 43
Control key symbol, 28, 443
data detectors, 255
dictionary
access Dictionary at any time, 71
add words to user dictionary, 249, 251
Dictionary panel and more, 259
Get Info on a file, 283
labels, apply colored labels to files, 278
Mail icon in Dock shows messages, 98
read text aloud, 43
set up the secondary click/
right-click, 290
show Inspector pane, 283
spelling
spell check, 43
add the word to the dictionary,
249, 251
fix spelling, 251
contiguous, what is it? 67
Conversations in Mail, 8485
copy
documents with the page proxy, 267
music from iTunes, 192—193
paste and match style, 61
Cover Flow view
of bookmarks in Safari, 133
in Finder windows, 18
select multiple items in, 40—41
crop a photograph in Preview, 204
currency symbols, 254
Cyrillic characters, 254

divination characters

Dashboard, 306-311
how to open it, 307, 310
manage your widgets, 311
occupies its own Space, 297, 298
web clip widget, make one in Safari, 141
Widget Bar, hide or show it, 306—307
data detectors
overview of, how to use, 255
icons to open in Quick Look, 21
in Mail, 82, 102—-103
in TextEdit, 70
Date & Time preferences, 201
deauthorize computer, 438
DemonBells, 84—85, 104—107
Desktop
what is it? 4—5
contextual menu for, 42
customize
the Desktop background, 291
the Desktop view of files, 287
Desktop folder in Home folder, 9
Hard Disk icon on Desktop, 4, 276
Desktop & Screen Saver preferences, 201
Devices item in Finder windows, 37
hide the device names, 6, 36
dial-up connection, Mail preferences
for checking Mail, 81
Dictionary application
Dictionary contextual menu, 71, 259
Spotlight search accesses Dictionary, 360
widget for Dictionary, 309
disconnect from shared volumes, 398
disk images, create encrypted ones, 427
disks
burn data onto, 224225
burn music onto, 194
is stuck in the drive, 417
encrypt a disk image for security, 427
external disk for transferring files, 440
partition the hard disk, 436
Disk Utility
partition the hard disk, 436
repair disk permissions, 410, 436
repair disk, 411
dividing line in the Dock, 2223
divination characters, 254
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Dock

Dock
what is it and how to use it, 22—25
Applications folder, add to Dock, 48
App Store icon in, 222
customize it to suit your needs, 274—275
dividing line, options on, 275
Dock Exposé for managing application
windows, 304—305
Downloads folder in, 105
view contents in and customize view, 107
hide or show the Dock, 274—275
icons in Dock
make them bigger; 274—275
minimize application windows
behind icon, 275
show indicator lights for open apps,
274
minimize windows to Dock, 275
missing Dock, how to find it, 23
position Dock on left or right of screen,
274-275
printer icon, put it in Dock, 323
spring icon on right side of Dock, 266
System Preferences for, 274-275
web locations in, 23, 266
Dock Exposé
manage application windows, 304—305
show Address Book contacts in, 127
documents
drop on application icon to open, 268
page proxy, take advantage of it,
267-268
saving your documents
make versions of documents, 59, 203
save into a particular folder, 44, 266
throw away a file, 26—27
Documents folder
in Dock, 24—25
in Home folder, 9
dot Mac account. See MobileMe.
downloads, Downloads folder
attachments in email, how to download,
105, 107
in Dock as a stack, 24—25, 107
in Home folder, 9
AirDrop files are saved into folder, 399
view contents in and customize view,
24—25, 107
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drag-and-drop
contact info, send through email, 266
Mail, add name to message, 265
miscellaneous tasks with, 269
open documents into other apps, 268
page proxy to copy, email, iChat, 267
save a file into a specific folder, 44, 266
spring-loaded folders, drop files into, 268
text clippings, how to make, 265
text from one app to another, 265
text in a document window, 264
web location file, how to make one, 266
Drop Box
set permissions to create, 444
share files through
from another computer, 394
users on one Mac, 342
DVD Player, 226228
bookmarks in a DvD, how to create, 226
disk jacket, create one for a DVD, 228
DVDs
burn a data DVD, 224—225
create personal disk jacket for display,
228
eject a DVD, 37
how much does a DvD hold? 224, 225
icon in Finder window Sidebar or on
Desktop, hide or show, 37, 276
iDVD is not covered in this book, 55
movies, watch with bvp Player,
226—228
region code, change it, 227
stuck disk, how to get out, 417
unburned disk, how to eject, 225

Edit menu, 50
eject

disk is stuck in computer,

how to get it out, 417

symbol for, 37

unburned disk, how to eject, 225
email. See Mail
emoticons, add to your text, 254
empty the Trash, 2627

Empty Trash securely, 279

put back an item you put in Trash, 27
encryption

encrypted disk images, create them, 427

FileVault encrypts your Mac, 430-431
Ethernet switch to network Macs, 391
Exchange

set it up calender in iCal, 156

set it up in Mail, 77-79

set it up in System Preferences, 76

sync Address Book with, 111

Exposé
Address Book contacts in, 127
Dock Exposé to manage app windows,
304—-305
preferences for, 298, 303
extensions
what are they? 444
hide or show extensions, 73, 279

FaceTime
how to use it, 185
Address Book, make video call from, 115
icon in Dock, 22
fast user switching, 334, 336, 338-339
fav icon in Safari location field, 266
Favorites section in Finder windows, 36
faxing
PDFSs, send to fax, 230
Preview, fax from it, 219
feet and inch marks, 68
file formats
extensions indicate the file format,
73, 279, 444
Preview can change file formats, 207
save as a different file format, 73
File menu, 5o
files
attach to email, 104
comments, add to a file, 283
display file size of graphics, 281, 282
find earlier versions through
Time Machine, 376—378
hide or show extensions to names, 73, 279
lost files, search Time Machine, 378
open a file you created earlier, 44
organize files with colored labels, 278
Postscript, save a file as, 230
save a file into a particular folder, 44
secret love notes in a file, 283
versions of, 59, 203
file sharing
afp for file sharing, 396
AirDrop, share files with, 399
Apple 1D, connect using it, 3904—397
Bonjour, share files locally, 182—183, 400
connect to another Mac to share files,
394-397
disconnect from other Macs, 397, 398
Drop Box
share files between users, 342
share files from another computer, 394
Go menu
connect to other Macs, 396—397
screen sharing, connect to server, 403
Group user account and file sharing, 336



Font Book

Guest, connect as, 394—397 Finder windows Sidebar
iChat what are they? 4 add or remove items from, 279
share files locally with Bonjour, 400 window features explained, 6 Burn Folder, add to Sidebar, 224
share iPhoto, 181 arrangement of items in window gear icon in, Smart Folder, 366
share movies or files, 180 Arrange by menu, 6, 280-285 sort items with or without
share web pages, 181 in Icon View, 280—281 an arrangement, 285
keep track of which computer in List View, 282—284 spring-loaded folders and windows, 276277
you're looking at, 394 change the view of, 14—18 Status bar in, 6—7
local network, what is it? 36 Column View text size of the labels, resize it, 280—281,
migrate files from one Mac to another, basics of, 16—17 282, 285
437 customize the Column View, 285 Title bar in, 6
movies, share via YouTube, iTunes, resize text and icons in, 285 Toolbar in, 6—7
MobileMe, 242—243 Cover Flow View in, 18, 286 View buttons in, 6
music, share yours in iTunes, 192 defaults ﬁnger someone, 437
name and password on the other create defaults for window views, 280  firewalls
computer, 395, 396 restore window to original view Firewall pane in Security prefs, 424
one Mac, share files with other users, defaults, 280, 282 part of security on Mac, 420
342 grid spacing in windows, control it, 281 FireWire
permission settings, who gets to share, Home folder icon in, 8—9, 279 icon for FireWire, 416
343, 392—393, 444 icons share files via FireWire, 441
Personal File Sharing, 392—399 enlarge size of text label, 281 target disk mode, how to use it, 416
Public Folder file sharing, 342, 392—393 eyeball in Toolbar (Quick Look), 20—21  Fkeys, 28
Registered User, connect as, 394—397 resize icons Flash drive installer
send files by email, 104 in Column View, 285 order for upgrading to Lion, 434
Shared folder for users on one Mac, 342 in Cover Flow view, 286 reset Admin password with, 422
sharing folders in your Sidebar, add one, in Icon View, 6, 280—281 Flickr, export movies to, 242243, 245
36, 395 in List View, 282 fn key
Target Disk Mode to transfer files, 439 show previews of files, 281 affects keyboard shortcuts, 289
transfer files, a variety of methods, Icon View in use in combination with Fg, 297
440—441 basics of; 6, 14 folders
Windows users customize the view of, 280—281 add notes to a folder file, 283
share files with, 393 rows of files, why is that? 280—285 application folders, 48
share music with, 192—193 labels column, show it, 278 Burn Folder to burn a cp or DVD, 224
FileVault, for heavy-duty security, 430 List View in contextual menu for, 42
Finder add color labels column in, 278 create a new folder
what is it? 4—5 add comments to a view and from a selected group of files, 42
background image on, 291 view them in the window, 283 create your own new folders, 10
customize the Finder, 276 add or delete columns, 282—283 display number of files in folder, 281
Hard Disk icon on Desktop, 4 basics of; 15 Dock, add folders to, 23
relaunch the Finder when it acts funny, customize the List View, 282—284 Launchpad folders look different, 49
409 organize the columns in, 284 move a folder, 11
Finder preferences minimize windows open a folder, 11, 276277
advanced preferences, 279, 353 choose Genie or Scale effect, 275 organize them with colored labels, 278
Desktop click the yellow button, 7, 304—305 Public Folder, use it to share files, 342,
background image for, 291 move a window, 6, 50 392-393
Hard Disk icon, show on Desktop, 4,276  open windows put something inside a folder, 11
show connected servers on Desktop, 398 in a new, separate window, 17 rename a folder, 11
preferences for view, 276, 287 control windows with Exposé, 302305 save a file into a particular folder, 44
general preferences, 276—277 Path bar in, 6-7 drag the folder to the Save As window, 266
label colors for files, 278, 443 preferences for, 276279 share specific folders with other computers,
search options in, 353 Quick Look icon in Toolbar, 20—21 392393
Sidebar items, hide or show, 13, 279 red, yellow, green buttons in, 7 spring-loaded folders, 276—277
show connected servers in Sidebar, 398 resize the window, 6 stack folders look different, 25
rows of ﬁles, Why is that? 280-285 Font Book, 232—233

449



fonts

fonts
Characters viewer, how to use it, 254
clip art, how to add to text, 254
disable specific fonts, 233
Fonts panel, 252—253
install fonts with Font Book, 232233
preview fonts, 232—233, 252
shadow effects, add them, 253
stored in Library folders, 39
view only English language fonts, 233
force quit an application, 408
Foz, 286
full-screen mode
apps occupy their own Spaces,
297,299
as part of Mission Control, 296—301
how to enter and exit, 54, 299, 300
in iCal, 164

GarageBand
icon in Dock, 22
not covered in this book, 55
gear symbol
Action menu, 43
Smart Folder, 366
Smart Mailbox, 92—93, 97
Smart Playlist, 191
gestures
choose the ones you want to use, 290
examples of using on your Mac, 7, 19
Address Book, show Exposé
view of, 127
iCal, turn calendar pages with, 156
Mission Control, use with, 297
Safari, browse web pages with, 152
Spaces, maneuver with, 300
Get Info window
what is it? 443
add keywords for searching, 359
disk, how much space to burn, 225
file sharing permission in, 343,
393, 444
store comments in Get Info window,
283, 359
glyphs, preview available ones, 233
Go menu
file sharing, connect to servers,
396-397
screen sharing, connect to server, 403
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Google
Gmail and other accounts
set it up in System Preferences, 76
set it up in Mail, 77-79
Google calendar
set it up in System Preferences, 76
set it up in iCal, 156
Google Talk account, 168
map a location
from an Address Book contact, 115
from an email message, 103
grammar check, 248-251
gray vs. black commands in menu, 29
Greek characters, 254
green button to resize window, 7
green dots under words, 248, 250
green plus sign when dragging, 267
Grid view of Dock folder contents, 25

Haney, Brianna Nora! 234
hard disks
icon on Desktop, show or hide it, 276
makes noise? 408
name in Sidebar, 37
path to see files, 38
Target Disk Mode, use another
computer as a hard disk, 416
Hebrew characters, 254
Help files, where are they? 32
hide all other or the open application,
263
Home folder
what’s in it? 8—9
add your Home to the Sidebar, 8, 279
view its path, 38
Home Sharing, 192-193
Hot Corners for screen activity, 298,
303
hover
what is a hover? 31
display tool tips, 30
hide or show items in Sidebar, 36
show items in Sidebar, 394
HTML mail, 8889
hub for connectivity, 391

iCal, 156-165

overview of window, 156
backup calendar data, 162
birthdays calendar, 161
calendar settings, set up in Mail, 76
calendars list, 157
create a new calendar, 157
data detectors

can add info to iCal, 255

in Mail, use to create Events, 102
delete a calendar, 157
email

an invitation or notification, 159

a reminder to someone, 160
Events

create Events, 158

invite contacts from Address Book, 121

link them to Reminders, 162

notify others of Events,

get responses, 159

preview files attached to Events, 162

publish your calendar of Events, 163
full-screen mode, 164
group calendars, 157
icon in Dock, 22
invitations, send to people, 159
invitees are highlighted blue or not, 121
printing calendar pages, 165
Reminders, 160

link them to Events, 162
subscribe to a calendar of Events, 163

iChat, 167185

account, get a chat account, 168
audio chat, 174—175
backgrounds for fun effects, 178—179
Bonjour to share files or chat

on local network, 182—183
Buddies list, how to make one, 170
buddy name, where to get one, 168
chat rooms for groups of people, 173
data detectors, watch for them, 21
effects and backgrounds, 178—179
emoticons in, how to add, 171
enable the account, 169
end a chat, 171, 173
examples of chats, 168, 171

of group chat, 173
file sharing

with Bonjour on local network, 400

with iChat Theater, globally, 180—181

with screen sharing, globally, 404
fonts and colors in chat,

customize them, 169



green orb in Mail, 83
Group buddy list, 170
group of people, chat all together, 173
merge chats into one window, 172
message cloud, 182
multiple chats in one window, 172
organize your Buddies list, 170
phone, send text messages to, 170
photographs
photo of you or buddy, change it, 174
use Photo Booth to take photos,
236—239
record an audio or video chat, 184
save your text chats, 169
send a file with a page proxy, 267
set up a new account, 76
share files, movies, web pages
with others, 180
smileys in, how to add, 171
Tab Bar in, 172
text chat
one on one, 171
with a group, 173
to a phone, 170
tool tips in, 31
track iChat use for a managed user, 347
video chat, 176-177
visual effects and backgrounds
for fun, 178-179
icons
arrow (teeny tiny arrow) in bottom-left
corner is an alias, 224, 443
Dock icons, 22
double arrows in right corner of
windows (full-screen mode), 54
FireWire icon, 416
preview file image in Column View, 285
resize icons in Finder window
in Column View, 285
in List View, 282
in Icon View, 6, 14, 280—281
resize icons on the Desktop, 287
shared volume icon, 397
lcon View
arrangement of window, 280—281
enhanced Icon View, 14
preview movies and documents in, 14.
resize icons in, 6, 280—281
select multiple items in, 40
View Options for, 14, 280—281
iCloud, 310-311
iDisk, storage space in MobileMe, 37
iDVD, not covered in this book, 55

IMAP account, when to choose, 77
iMovie
icon in Dock, 22
not covered in this book, 55
IMs. See iChat.
inch marks, 68
Incoming Mail Server, 78
Info window
disk, how much space to burn, 225
store comments in the
Info window, 283
Inspector window,
how to open the Inspector, 283
add keywords for searching, 359
instant messages. See iChat.
Intel Core 2 duo processor, 434
international
Characters panel lets you access
international characters, 254
change keyboard language, 293
listen to radio from around the world,
196
region code for DvDs, change it, 227
time zone, set it for your Mac, 291
type quotation marks for other
languages, 68
Internet
browse the web. See Safari.
connect your Mac to the Internet,
382—-405
iPad
FaceTime, make call to/from
Address Book, 115
sync Address Book contacts, 110
iPhone
add photos to Address Book contacts,
112
FaceTime for video chat from
computer, 185
send text messages via iChat, 170
sync Address Book contacts, 110
sync Mail Notes, 100
iPhoto
not covered in this book, 55
album metaphor in, 52
Desktop background pattern,
use your own photo, 291
icon in Dock, 22
Mail, access iPhoto to add photos,
89, 104
save photo email attachments
to iPhoto, 105
share albums through iChat Theater,
181

iTunes

iPod
disconnect from Mac, 37
icon in Finder window Sidebar or
on Desktop, hide or show, 37
ISP, help for Internet connection, 385—-386
iTunes, 187-199
overview of the iTunes window, 188
account, get one, 189
add text as voice to iTunes, 257
album art, display it, 188, 189
audiobooks, buy and listen to, 196
buy music, movies, or tv shows, 189
controls for movie watching, 195
copy songs from one Mac to another,
192-193
deauthorize your Mac before migrating
files, 438
DJ, automatic mixes, 197
full-screen mode
button for, 188
while watching movie, 195
Genius Playlist, automatic list
from your Library, 197
Genius Sidebar, 197
show or hide Sidebar button, 188, 197
Home Sharing, 192—193
icon in Dock, 22
import songs from cps, 191
iTunes DJ, automatic mixes, 197
iTunes Match, 311
iTunes U, 187
lectures and courses, iTunes U, 187
movies
export from QuickTime Player, 242,
245
transfer a movie from one
Mac to another, 192
watch movies in iTunes, 195
PDFS, add to iPhone or iPad, 230
Ping, 188, 198
Playlists
album art, display it, 188, 189
control playback, 188
create Playlists, 190
Genius Playlist, 197
iTunes DJ, 197
play songs, 188
preferences
choose what to display in Sidebar, 190
share your music, 192
print CD covers, 198
recommends songs for you, 197
search field, 188
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iTunes (continued)

share your music on a local network,
192-193
shuffle music playback, 188
Sidebar in, 52
choose what to display in, 190
gear icons, Smart Playlists, 191
Genius Playlist in, 197
iTunes DJ in, 197
Smart Playlists
create them, 191
examples of in Sidebar, 190
sync Address Book to devices, 110
sync Mail Notes to iPhone, 100
television shows, watch them
in iTunes, 195
transfer songs or movies to another
computer, 192—193
Visualizer, visual reactions to music,
199
iWeb, not covered in this book, 55

Jabber account, 168
Jonson, Ben, 31
JPG files, change to another format, 207

Kerberos, 420
keyboard
change keyboard language, 293
system preferences for, 289
wireless keyboard, how much battery
power is left? 289
keyboard shortcuts
how to use them, 28-29
fn key affects shortcuts, change
its setting, 289
modifier keys for, 28, 445
paste and match style, 61
Keychain Access
what is it? 420
how to use it, 428—429
password for Keychain Access, 422
screen saver lock for security, 426
Keynote, not covered in this book, 55
keywords, add to files, 359
Korean characters, 254
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labels
what are they? 443
organize files and folders
with colored labels, 278
languages
currency symbols, 254
quotations marks for, 68
special characters in, type them, 254
spell check in another language, 248
laptops
date and time, set it for traveling, 291
fn key use, 289, 297
restarting, 409
security precautions for, 431
trackpade use. See trackpad.
Launchpad
how to use it, 49
icon in Dock, 22
Library folders
access Home Library folder, 413
access the invisible user Library
folder, 39
List View
can'’t rearrange the columns, 283, 284.
comments column available in, 283
customize the List View, 282—284.
organize the items in, 284
select multiple items in, 40—41
Little Mac Book
learn to use a word processor in, 57
proceeds at a slower pace, 3
local network
what is a local network? 36
devices show in Sidebar, Shared, 36
file sharing on. See file sharing.
Local Snapshots in Time Machine, 375
Locations for Internet connectivity,
384—385
Lock Screen option in menu bar, 426
login to, logout of Mac
as Guest, 330
automatic login, 334, 337
turn it off for security, 425
login window, customize it, 335
log out
how to, 337
auto logout after certain number
of minutes, 423
password hint for login, 335, 337
lookup, run one, 437
love notes, add to file Info box, 359,
283

MacBook Air, remote install OS, 441
Magic Mouse
general use of with gestures, 7, 19
gestures
in Address Book contacts,
show Exposé view of; 127
in Mission Control, 297
in Safari, browse web pages, 152
in Spaces, move between Spaces, 300
in iCal, turn calendar pages, 156
options for, set them up, 290
Magic Trackpad. See trackpad.
magnifying glass in corner of screen, 352
Mail
accounts
choose from which account to send
mail, 87
edit an existing account, 80
new email account, set it up,
76-79, 80
put an account on hold, 80
address a message
To field, 86
drag address from Address Book, 265
add sender to Address Book, 110
attachments
attach a file to a Note, 101
attach a file to outgoing message, 104
download attachments, 105, 107
export attached photo to iPhoto, 105
view as a contact sheet, 106
Bcc, what is it? 87
blue orb, 81, 83
Cc, what is it? 87
Characters viewer, how to use it, 254
classic version of Mail, revert to it, 81
compose a message, 86—87
Connection Doctor, 389
Conversations
delete one, delete them all, 85
examples of, 82, 84—85
how to work with them, 84—8s5
data detectors in, 82, 102—103
date, organize messages by, 82
dictionary, look up a word in, 259
Dock icon
Downloads folder icon in,
manage it, 105, 107
Mail icon, take advantage of it, 98
email
add a link or a web page, 139
add attachments to, 105
won’t go out, what to troubleshoot,
388-389



Favorites Bar in
add, delete, or rearrange items in, 82
turns into Search Bar, 96—97
filters, also called Rules, 91
flagged messages, 90, 96
color coded, 100
Fonts panel in, preview fonts, 252—253
formatting options in, 86
if you can’t format the text, 87
forward messages, 86
full-screen view, 82
green orb, 83
hover to display tool tips, 31
HTML mail as stationery, 88
iCal, data detectors to create Events,
102-103
icons in Mail
compose new Note, 99
delete icon, 81
Forward this message, 81
gear icon in Sidebar, 92
gray border, gray triangle, 102—103
New Message icon, 81
paperclip, 104
Photo Browser, 89, 104
Reply, Reply All, 81
Send icon, 86, 104
stationery, 88
Incoming Mail Server, 387
junk mail, resize pane to avoid
viewing, 83
mailboxes
what are they? 90
filter incoming messages into, 91
make new mailboxes, 90
Smart Mailboxes, 92—93, 97
Mail Connection Doctor, 389
make a movie of yourself at the
computer and email it, 239,
244—245
Message List
what is it? 83, 84
display photos in, 82
organize (sort) the Message List, 82
Message Pane
what is it? 83, 84
format text in, 86
number in message, 84
photos display in, 81
resize it to avoid viewing junk mail, 83
message windows
drag text and drop on Mail icon
in Dock, 269

open email message in separate
window, 81
options in window, 86—87
search an individual message, 97
send fancy stationery, 88—89
MobileMe accounts in Sidebar, 9o
Notes, 99—101
create a new Note, 99
display in Message List, 99
send a Note as an email, 101
sync Notes with iPhone, 100
Outgoing Mail Server (sMTp),
78-79, 388
send email from a different
SMTP account, 87
paste and match style, 61
PDE, create and email one, 230
Photo Browser
add photos to mail messages, 104
add photos to stationery, 89
photos
appear in Message Pane, 81
email photos of yourself;, 236
how to make them appear, 82
Plain Text does not allow formatting, 87
preferences you can change
Composing preferences, set defaults,
87
how often to check for mail, 81
number of lines that show in the
Message List, 81
Rules to filter incoming mail, 91
sending to a Group, do not include
all addresses, 116
text labels under toolbar icons, 81
Previous Recipients list, 86
prioritize an outgoing message, 86
Quick Look to view attachments, 106
read your email, 81-85
open email message in separate
window, 81
red dotted lines in message, 86
reply, reply all to messages, 86—87
Reply to (another address), 87
resize
Mail window, 82
panes, 82
Rich Text, allows formtting, 87
Rules to filter messages, 91
save as draft, 83
search messages, 96—97
Spotlight search in, 354, 368

menu bar and menus

send
a file with a page proxy, 267
a message, 86—87
attachments, 104
messages to a Group of people, 116
Sidebar
gear icon in, Smart Mailbox, 92
hide or show it, 83
in typical Mail layout, 84
mailboxes in, 90
Notes in, 99—101, 100—101
signatures
create your own, 94—95
menu listing signatures, 87
Smart Mailboxes, 92—93, 97
sMTP (Outgoing Mail Server),
78-79, 388
send email from a different
SMTP account, 87
speech, have text read aloud to you, 257
spell checker, 248251
with contextual menu, 43
stationery, how to create it, 88—89
threads in. See herein Conversations
toolbar
customize the toolbar, 82
view text labels under icons, 81
tool tips in, 31
troubleshooting
email won’t go out, 388—389
Mail account in general, 387—389
unfolds itself, the message, 82
User Authentication, 79
user name and password
enter to create account, 76—80
vendor account password might
be different, 387
vCards for contact info, 266
Mail, Contacts & Calendars, 76
map a location, 103, 115
MarinerWrite, 57
master password, 331
math symbols, how to type, 254
McDonald, Nikki, 8485, 91
McMillin, Jamie and Carla, 81-83, 99
McNally, Barbara, 203, 251
menu bar and menus
where is the menu bar? 4
date and time in menu bar,
customize the display, 291
finds commands in menus, 32
keyboard shortcuts instead of using
the menu, 28—29
symbols for modifier keys, 28, 445
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metadata

metadata, make it searchable, 358
migrate your files, 437-439
Microsoft Exchange
Exchange calendar
set it up in System Preferences, 76
set it up in iCal, 156
set it up in Mail, 77—79
sync Address Book with Exchange, 111
Microsoft Word
open Word docs in TextEdit, 72
save files as Word docs in TextEdit, 73
migrate your files, 433441
minimize windows
Dock Exposé to minimize and display
application windows, 304
preferences for minimizing, 275
yellow button to minimize, 7
Mission Control, 2906—305
example of screen, 296
preferences for, 298, 303—306
MobileMe
free chat account with, 168
free email account with trial, 76
iDisk, use it to transfer files, 440
mailboxes in Mail, 9o

movies, export from QuickTime Player,

242—243, 245
set up account easily, 76
share Address Book contact list, 122—123
share iCal calendars, 163
sync Address Book with, 111
tutorials for, 33
modifier keys for keyboard shortcuts,
28, 445
mouse
contextual menus with, 42—43
gestures with mouse, 19, 290
hover, how to, 31
right-click, turn it on for your mouse,
290
system preferences for, 290
movies
bookmarks in a DvD movie, 226
full-screen DVD view, toggle between,
228
iChat Theater to share movies, 180
make a movie of yourself at the
computer
with Photo Booth, 239
with QuickTime Player, 244
special effects in, create in
Photo Booth, 237
trim movie clips in QuickTime Player,
242
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watch movies

in iTunes, 195

in QuickTime Player, 240—241

with pvD Player, 226—228
Movies folder in Home folder, 9
Multi-Touch gestures. See gestures.
Multi-Touch input device, 7, 19
music. See iTunes.
Music folder in Home folder, 9
music symbols, how to type, 254

name of your Mac, 302
Nelson, Jan, 184
networking
Location settings, 384—385
Network Diagnostics tool, 385
network port configurations, 382—383
Network preferences, 382—385
network your computers, 390—391
peer-to-peer network, 391
set service order for connectivity, 383
news. See RSS feeds.
Next and Previous buttons in Finder
windows, 7
No Access to a file, 444
non-contiguous, what is it? 67
Non-Designer’s Presentation Book, 55
numbered list
example of in Mail’s Notes, 99
example of in TextEdit, 64
Numbers, not covered in this book, 55

Open dialog box
open a file you created earlier, 44
search for files in, 369
organize
color labels to color-code files, 278
columns, add sorting columns, 278
Outgoing Mail Server (SMTP),
78-79, 87, 388

Pagehand, 57

page proxy, take advantage of it, 267268

Pages, not covered in this book, 55, 57
pair a remote with your Mac, 423
parental controls
on the web in Safari, 144
user account and parental controls,
344-346
partition the hard disk, 436

passwords
Admin password, 421
versus login password, 422
Apple 1D to reset password, 331, 337,
415, 421
choose not to have a password, 421
email account password versus
Internet account password, 79
forgotten passwords, how to change,
415, 422
hint for forgotten password, 332,
334-335, 337
Keychain access stores passwords, 420
login passwords, 337, 422
master password, 331
require password to wake from sleep, 426
reset Admin password, 436
set a firmware password, 436
tips for choosing, 422
paste and match style, 61
Path bar in Finder window, 6-7
PDFs
add to iPhone or iPad, 230
annotate a PDF, 212—213, 214—215
make a PDF, 229—231, 258
Preview
use it with PDFs, 208—217
Bookmarks in PDFs, 210
copy editable text from, 211
search a PDF in, 209
preview a document as a PDF, 53, 258
save Address Book info as PDF, 124
save documents as, 73
save to Web Receipts Folder, 230—231
send as attachment, 104
signature, digitize it for documents, 216
peer-to-peer network, 391
permissions
what are the options? 444
Get Info pane, set and change
permissions, 343, 393, 444
Personal File Sharing, 302-399
phone
audio chat via iChat, 174—175
FaceTime for video chat from computer,
185
send text messages via iChat, 170
Photo Booth, 236—239
4-up, old photo booth photos, 238
icon in Dock, 22
make a movie of yourself
at the computer, 239
printing options in, 319



photographs
add to Address Book contacts, 112
add to Mail stationery, 89
attach to email, 104
change to another file format, 207
crop a photo in Preview, 204
download from email, 105
import images into Preview from
a camera, 207
Quick Look
view photos in Mail, 106
view photos on the Desktop, 20—21
sepia tone, change photo to, 205
share through iChat Theater, 180181
use as your Desktop background, 291
use Photo Booth
4-up photo booth photos, 238
create special effects in, 237
to take photos, 236—239
Picture 1, Picture 2, etc., 444
Pictures folder in Home folder, 9
ping your modem, 437
Ping in iTunes, 188, 198
.plist file, 413
PNG files, change to another format, 207
pointers, tip is the only hot spot, 26
POP account
set it up in Mail, 76—79
user name and password might be
different from email, 78
when to choose, 77
port conﬁgurations, 382—-383
port scan, 437
Postscript, save a file as, 230
preferences. See also System
Preferences and individual apps
brief overview, 51
delete preferences file to troubleshoot
an app, 413
delete third-party system prefs, 292
Preview application, 201-219
open images or documents in Preview,
202
colors, adjust them, 205
Contact Sheet view, 202, 208
Continuous Scroll option, 208
crop an image, 204
duplicate a file, 203
fax a document from, 219
icon in Dock, 22
import images into Preview
from a camera, 207

PDFSs, how to work with, 208—217
annotate a PDE, 212—213, 214—215
Bookmarks in PDFs, 210
copy editable text from a PDE 211
create page or web links on a PDE,
214-215

display facing pages or continuous
pages, 208

open multiple PDFs simultaneously,
208

search a PDE 209

preview page before printing, 53, 258

print documents or images from, 218

scan images into Preview, 207

screenshots, how to make them, 206

sepia tone, change photo to, 205

Sidebar
open thumbnails in, 202
results of PDF search in, 209
view multiple PDFs in, 208

signature, digitize it for documents, 216

size, resize an image, 205

Thumbnails view, 202, 208

tool tips in, 30

unlock a file, 203

versions of files, 203

Previous and Next buttons, 7
printing, 313-325

access special features
of your printer, 318
of your software, 319

add a printer, 314—316

drivers for printing, 314—316

how many pages left to print? 323

icon in Dock for printer, 323

PDFs, create through the Print

dialog box, 229

preview before you print, 53, 258

printer utilities, how to access, 324

Print & Scan Preferences, 314—316, 324

print these items:

CD covers from iTunes music, 198

contact list of addresses, 124—125

documents, 317—319

envelopes, 124—125

iCal calendar pages, 165

mailing labels, 124—125

Preview, print documents or images
from, 218

Safari, print web pages, 142

problems, troubleshooting, 322—323

queue in printing process, 322—323

share a printer, 320-321

software for printing, 315-316

toner levels in printer, 324

resume feature in Lion

Print & Scan preferences, 314-316
privacy
Address Book, keep some of your
info private, 113
limitations on others searching
your Mac, 356
Safari, private browsing in, 143
Security & Privacy preferences,
423-424, 430—431
track a managed user’s use
of the computer, 347
privileges, 343, 393, 444
Public folder
where is it? 342
in Home folder, 9
share its contents with others,
342, 392—393
Pumpkin, 361
Put Back an item you threw away, 27

queue in printing process, 322-323
Quick Look
attachments in email, 106
how to use it, 20—21
preview of search results in Spotlight,
352, 361
QuickTime Player, 240245
quit the open application, 263
force quit an application, 408

radio, listen to in iTunes, 196
Read Only permissions, 444
Read & Write permissions, 444
Recent files, display on screen, 302—305
red button in Finder window, 7
red dots under words, 66, 248, 250
region codes in DVDs, 227
relaunch the Finder, 409
remote, Apple remote
prevent it from controlling computers
around you, 423
Remote for iPhone or iPad, 197
remote install Lion on a MacBook Air,
441
repair disk, 411
repair permissions, 410, 436
replace text, 60
reset button on modem box, 386
restart to fix minor Mac problems, 409
Restore System From Backup, 437
resume feature in Lion, 409
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right-click

right-click
contextual menus and, 42—43
set it up as the “secondary click,” 290
when it might be a left-click, 290
Riley, Barbara, 368
Rosetta, 352
rotating cube Desktop, 338—339
RSS feeds in Safari, 145-151

Safari
Auto-Click to open collection in tabs, 134
AutoFill, fill in user 1Ds and passwords
automatically, 135
block pop-up windows, 135
bookmarks
Auto-Click to open all bookmarks, 134.
Cover Flow view, hide or show it, 133
open a collection of bookmarks
in tabs, 134
organize bookmarks into folders,
132—133
RSS feeds, bookmark them, 148
show all bookmarks, 130
+ sign to add a bookmark, 130
tabs, create bookmark folder from, 153
Bookmarks Bar
where is it? 130, 132
open a collection of bookmarks
in tabs, 134
save a bookmark or folder into
Bookmarks Bar, 132
Bookmarks Menu, 132
children browsing the web,
make it safer, 144
Collections (of bookmarks), 132—133
make a collection from tabbed
windows, 153
dictionary, look up a word in, 259
downloads, keep track of them, 153
email a web page or alink, 139
enlarge or reduce contents
on a web page, 136
fav icon in address field, 266
favorite web pages, easy access to, 131
fraudulent site, warn when visiting, 152
full-screen mode, 130
History menu
private browsing does not track
history, 143
reopen windows, 153
search the History, 133
icon in Dock, 22
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icons in Safari toolbar

A, large and small, 136

book icon, 132, 133

book icon with lock on it, 144

circle with arrow, 130

double arrow on right end, 130

downward arrow on right end, 153

eyeglasses for Reading List, 151

magnifying glass, 130

Mail icon, put one there, 139

number in parentheses, 148

orange arrow in circle, 136

plus sign +, 130, 153

Reader badge in address field, 150

RSS, 145—150

scissors (web clip widget), 141

square next to name

in Bookmarks Bar, 134

Top Sites (grid icon), 131

triangle in Bookmarks Bar, 148
parental controls for, 144
pDF documents, view in Safari, 139
pop-up windows, block them, 135
print web pages, 142
private browsing, 143
Reader view, 150
Reading List feature, 151
reload a web page, 130
resize

the browser window, 130

the text on the web page, 136
RSS feeds, 145-150

as screensaver, 150

bookmark them, 148

open a collection of feeds in tabs, 134
save

an entire web page, 140

an image from a web page, 140
scrolling with gestures, 152
search in Safari

Bing, from Google search field, 130

find a word or phrase on the current

page, 138

Google and others, 130

SnapBack to a search results page, 136

use tabs to open results pages, 137

Yahoo! from Google search field, 130
Services available in menu, 270
SnapBack to a search results page, 136
speech, have text read aloud to you, 257
Spotlight search will send to web, 360
status bar in browser window, 31, 130

tabs
how to use them, 137
close one tab or all tabs, 134, 137
merge windows into tabs, 153
Toolbar
customize it, how to, 130
add Mail link, 139
add resize text button, 136
add web clip widget, 141
tool tips in, 31
Top Sites, 131
web clip widgets, 141
web location file, add to the Dock, 266
web pages know my contact
information—stop it! 135
web pages—scroll, swipe, arrow keys, 153
safe boot to fix minor problems, 412
save your files
save a duplicate, 59
save as a different file format, 73
save into a particular folder, 44, 266
save versions of a file, restore a previous
version, 58—59
search the Save dialog box for folder
to save into, 369
scanning
scanner, set it up, 325
use Preview to scan, 207
screen saver
preferences to set it up, 291
Rss feeds as screen saver, 150
set a lock on it for security, 426
screen sharing
globally, over the Internet
via iChat, 404—405
via the Go menu, 403
locally, on the network
via Bonjour, 404
via Finder window, 402
via Go menu, 403
end screen sharing
through the Sidebar, 402
through the Go menu, 403
through iChat or Bonjour, 405
Sharing preferences pane for, 401
screenshots
make screen recordings, 245
make screenshots with keyboard
shortcuts, 443—444
make with Preview, 206
scrolling, scroll bars
change the scrolling preferences, 115
hidden until you swipe, 6
hide or show the scroll bars, 6
scroll with inertia, 290



search
in Address Book, 118—119, 368
in Mail, 96—97
on your Mac, use Spotlight, 352-369
search field
what it looks like, 53
X in search fields, 309
Secure Shell, 420
security on your Mac, 419-431
See also privacy
automatic login, turn it off, 425
disable remote control receiver, 423
encrypted disk images, create them, 427
FileVault for heavy-duty protection,
430431
firewalls, 420, 424
Keychain Access
what is it? 420
how to use it, 428—429
set up screen saver lock for security,
426
laptops, special security tips for, 431
login, logout
disable automatic login, 334
login as standard user, 426
loutout after certain number
of minutes, 423
passwords
forgot your Admin password? 422, 436
require password to wake from sleep,
426
set up screen saver lock, 426
tips for creating passwords, 422
require Admin password to change
preferences, 423
require user password to wake from
sleep, 426
Safari, warn when visiting a fraudulent
website, 152
Security & Privacy preferences,
423—424, 430—431
set a firmware password, 436
Trash, empty it securely, 427
turn off Sleep and Shut Down buttons
at login, 425
selecting documents and files in Finder
windows, 40—41
Services
overview of and how to use, 270
add text as voice to iTunes, 257
Shared folder, 342
Shared item in Finder window
hide the shared names, 6, 36
share your printer with other Macs,
320-321

sharing files. See file sharing
Sharing system preferences, 302393
share a printer, 320—-321
Sheldon, Carmen, 329
Shift key
select multiple files with, 41
use in keyboard shortcuts, 28, 445
Show View Options
for Column View windows, 285
for Cover Flow View windows, 286
for Icon View windows, 280—281
for List View windows, 282—284,
for the Desktop, 287
Shut Down to fix minor problems, 409
Sidebar
AirDrop, share files via, 399
Burn Folder, add to Sidebar, 224
shared volumes in, 397
disconnect from, 398
screen share via a shared volume, 402
show Shared volumes in, 394, 398
Sidebar in Finder windows
where is it? 6, 12—13
add folders to the Sidebar, 8, 12
add files to a folder in the Sidebar, 12
Applications folder, 48
customize the Sidebar, 9, 12, 13
delete folders from the Sidebar, 9, 12
Devices in, 3738, 276
eject symbol in, 37
Favorites in, add or remove, 36
gear icon in, saved search in
a Smart Folder, 366
hide the Sidebar, 6
Home, add yours to the Sidebar, 8, 279
resize the Sidebar, 6
Shared in, 37—-38
signature
digitize your real signature, 216
Mail signatures, 94—95, 87
Simple Finder, 344-347
slideshows
in Cover View in Finder windows, 18
in Mail, view email attachments as, 106
in Photo Booth, 238
Smart Folders
in Spotlight, 365-366
Smart Mailboxes based on search
parameters, 97
Smart Quotes in TextEdit, 68
SMTP (Outgoing Mail Server),
78-79, 388
send email from a different sMmTP
account, 87

Status Bar

Software Update preferences
to help troubleshoot, 414
update security features, 420
Spaces
how to set up and use Spaces, 298—301
add a new Space, 299
Dashboard
is in a Space by default, 310
remove Dashboard from a Space, 298
examples of Spaces on screen, 299
remove a Space, 301
speech, speak aloud
have text read aloud to you, 257
mail messages, 43
TextEdit text, 71
spell checker, 248—251
in TextEdit, 66
with contextual menu, 43
Spotlight
how to use Spotlight, 352, 360—361
comments in Get Info panel, 283
Finder window search
do a quick search, 353, 362
narrow the search with Boolean
operators, 364
narrow the search with parameters,
363
keywords, add to files for searching, 359
metadata, make it searchable, 358
preferences
Finder preference to search this Mac, 353
keyboard shortcuts for, 356
search results found in, 355
privacy features in, 356
search in
Address Book, 118—119
Mail, 9697, 354, 368
Open dialog box, 369
Save dialog box, 369
System Preferences, 293, 367
TextEdit, 354
web pages, send search to, 354
search for attributes, not just file names,
357, 358
Smart Folders for automatic searches,
365-366
sort the search results, 363
spring-loaded folders, 268, 276—277
stacks in Dock, 22—25
startup disk, choose which to
start up from, 436
Status Bar
in Finder window, 6—7
in Safari window, 31, 130
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Stickies application

Stickies application, 234—235
string, what is it? 444
support communities for the Mac, 33
swipe, swiping. See gestures
switch for connectivity, 301
System Preferences
overview of, 288—289, 293
alphabetize the System Preferences
pane, 288
customize the pane, 292
delete third-party preferences, 292
Finder preferences, 276—279
icon in Dock, 22, 288
require Admin password, 421
scroll bars in windows, 6
search for the one you need, 293, 367
specific preferences
Dashboard (widgets), 298, 310
Date & Time, 291
Desktop & Screen Saver, 291
Dock Exposé, 304
Dock preferences, 22, 274—275
Exposé, 298, 303
Keyboard, 289
Mail, Contacts & Calendars, 76
Mission Control, 298, 303, 310
Mouse, 290
Network, 382—385
Print & Scan, 314—316, 321, 324
Safari, 51
Scanner prefs (Print & Scan), 325
Security & Privacy, 423, 430—431
Sharing, 320, 392—393, 401
Software Update, 414, 420
Spotlight, 355, 367
Trackpad, 290
Users & Groups, 421, 425—426
speech, voice used for, 257
tool tips in, 289

tables in word processing, 65
tabs and indents in TextEdit, 62—63
Target Disk Maode to transfer files, 416
technical symbols, how to type, 254
television shows, watch in iTunes, 195
text clipping

make a text clipping, 265

Spotlight can’t search in, 357
TextEdit

AutoSave in, 59

can’t format text? 71

capitalize first letters, 70

case, change upper- and lowercase, 70
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Characters viewer, how to use it, 254
Complete command to finish typing
aword, 71
data detectors in, 70
dictionary access in, 71, 259
drag text and drop on Mail icon
in Dock, 269
duplicate file, 59
find and replace, 60
Fonts panel in, preview fonts, 252—253
links in, email and web, 68—69
new document, create one, 58
numbered lists, 64
page numbering in, 66
page proxy, take advantage of it,
267—268
paste and match style, 61
PDF, save documents as, 73
quotation marks in, 68
Recent files, display on screen, 302—305
ruler, hide or show it, 71
saving files in, 59
search in document, 354
select non-contiguous text, 67
speech, have text read aloud to you, 257
spell check in, 43, 66, 71, 248—251
style sheets in, how to create and use, 61
Substitutions, 68—70
tables, how to create, 65
tabs and indents, 62—63
text clipping, make one, 265
text
can’t format the text, 71
runs across the entire page, 71
thesaurus, look up a word in, 259
tool tips in, 30
Transformations in, 70
unsaved changes, save them, 58
versions in, restore previous, 59
Wikipedia, look up a word in, 259
Wrap to Window or Wrap to Page, 58
thesaurus, 259
throw away a file, 2627
thumb marks
in Column View, 16
in Cover Flow View, 18
TIFF files, change to another format, 207
Time Machine, 371-378
Local Snapshots, 375
restore system from backup, 437
Spotlight search in, 367
TextEdit versions are similar, 59
time zone, customize it for your Mac, 291
title bar in Finder window, 6

Toolbars
contextual menus in, 43
customize the Toolbars, 51
hide Finder window Toolbar, 7
tool tips
what are they? 30-31
in System Preferences, 289
Top Sites in Safari, 131
trackpad
general use of with gestures, 7, 19, 290
gestures
in Mission Control, 297
in Safari, browse web pages, 152
in Spaces, move between Spaces, 300
iCal, turn calendar pages with, 156
system preferences for, 290
transfer files. See also file sharing.
from one Mac to another, 437-439,
440-441
transfer music, 192—193
Trash, 2627
empty it securely, 279, 427
icon in Dock, 22
Put Back an item you trashed, 27
warning, turn it on or off, 279
what’s in it? 27
troubleshooting
Address Book, my contacts won't
show up, 118
can’t change the background
or color of a Finder window, 280
columns in window won’t move,
278, 283
computer is dead, use Target Disk Mode
to transfer files, 439
delete preference file for an application,
413
dial-up connection keeps trying
to log on, 81
disk is stuck in the drive, 417
Disk Utility
repair disk permissions, 436
reset passwords, 436
Dock is missing, 23
double-click, can’t do it fast enough,
290
empty Trash warning, turn it off, 26—27
files
file is locked, 343
file won’t open, 343
file sharing, I get confused which
computer I'm looking at, 394
find earlier versions through
Time Machine, 376—378



fonts
are available only to one user, 232
can’t make font bold or italic, 71, 87
force quit an application, 408
forgot your Admin password, 415, 422
fsck technique (use safe boot), 412
green dots under words, 248, 250
hard disk makes noise, 408
Help files for, 32
icons won't stay where I put them
(snap to grid), 281
Internet connection troubles, 383,
384386
keys keep repeating themselves, 289
lost files, search Time Machine, 378
Mail
can’t format the text, 87
every time I get mail, I hear a noise, 91
messages are colored, 85
search won't find a word I know
is there, 96
Mail account, 387—389
menu bar disappeared, 164.
mouse doesn't right-click, 290
movies, menu bar disappears
while watching, 226
nothing’s on my Mac! 344—346
passwords
forgot your Admin password, 415, 422
login password doesn’t work, 331, 337,
415
Mac asks for password when installing
new software, 421
master password, 331
pointer takes forever to move across
the screen, 290
printing problems, 322—323
privileges or permissions for opening
files, 343, 444
quit all open apps, 409
red dots under words, 248, 250
relaunch the Finder, 409
remote control indiskriminately
controls other computers around
me, 423
repair disk, 411
repair permissions, 410
report crashes to Apple, 415
restart to fix minor problems, 409
right-click, my mouse doesn’t do that,
290
Safari, information doesn’t display, 135
safe boot to fix problems, 412
scrolling, things go flying off on their
own (inertia), 290

server icons connected to Mac,
can’t find them, 398
Shut Down to fix minor problems, 409
Sidebar is missing from my Finder
window, 7
System Preferences, I can’t change
them, 289
target disk mode to get data from
a computer, 416
test in another user, 414
things just happen
all my windows disappear, 302
application fills the screen,
how to get back to the Desktop, 300
folders spring open, 268
thumbnail pictures appear
at the top of the screen, 299
when I click a Dock icon,
the screen jumps, 298
when my cursor gets close to a corner
(hot corners), 298, 303
Toolbar missing from Finder window, 7
typing, text
can’t format text, 71, 87
green or red dots under words,
2438, 250
keeps changing automatically,
fixing the spelling, 250
keys keep repeating themselves, 289
won'’t drag anywhere, 264
types the entire width of page, 71
update your system software, 414
user account, can’t change it, 339
use the Install disk to troubleshoot, 436
web browser knows my contact
information, 135
window is missing the Sidebar, Toolbar,
etc.,, 7
windows spring open and I don’t
like it, 277
tutorials for Mac support, 33
two-button mouse
contextual menus with right-click, 42
set it up for right-clicking, 290
typographer’s quotes, 68

update your system software, 414
upgrade to Lion, 433-441
backup before upgrading, 434
clean install instead of upgrade, 435
migrate your files, 437-439
on a Mac that doesn’t have an optical
drive, 441

Users & Groups

USB Flash drive
install with, 436—437
reset Admin password with, 422
user accounts, 327—-349
overview of multiple users, 327-328
Admin user, 328—329
give others Admin privileges, 339
preferences are locked, you can unlock
them globally, 423
Apple 1D
allows login from another computer,
331, 333, 421
allows user to change her own
password, 331, 333, 421—422
automatic login, 334, 337
create new users, 331—336
delete a user, 348-349
fast user switching, 334, 336
set it up and use it, 338—339
lock screen instantly through
this menu, 425
file sharing with other users, 342
Group account, make one, 336
Guest account, 329, 330
login, logout
automatic login, 334, 337, 425
disable automatic login, 423, 425
Login Items, set them up, 341
login picture for, 333
logout, 337
managed users
overview of, 328—329
parental controls for, 344—347
run full Finder while in Simple Finder,
347
passwords, 332
Admin password versus
login password, 422
password hint, 332, 334—335, 337
reset password if you forgot, 422
tips for creating passwords, 422
Simple Finder, 344347
disable it, 347
standard user, 328—329, 340
can act as a security measure, 426
can change her own password
with Apple ID, 421—422
users
fonts, install for just one user, 232
forgot your Admin password, 415
Spotlight search in, 353
System Preferences for invidual users,
289
troubleshoot new app in a new user, 414
Users & Groups, 421
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vCard, or virtual card

vCard, or virtual card, 111
send one to others, 119
versions
in Preview, 203
in TextEdit, 59
video chat
one-on-one in FaceTime, 185
with up to three others, 176-177
video tutorials for the Mac, 33
View Options pane
for Column View windows, 285
for Cover Flow View windows, 286
for Icon View windows, 14, 280—281
for List View windows, 282—284,
for the Desktop, 287
visual clues
blue column heading in Finder
windows, 15
corner dots to enlarge or reduce
widget window, 309
magnifying glass in corner of screen,
352
menu items are gray or black, 29
printing clues, 323
Quick Look, icons to open in, 21
TextEdit unsaved changes, 58
tiny arrow in left corner, 267
triangles in column heading of Finder
window, 15
vnc address, 401, 403
VoiceOver, at login window, 336
VPN, Virtual Private Network, 420

wallpaper, set the Desktop background,
201
web clip widgets, 141
web links in TextEdit, 68—69
webloc, web location file, 444
web pages
add a web location to the Dock, 23, 266
browser for. See Safari.
iChat Theater to share web pages,
180—-181
PDFs, create web page links in, 214—215
save shopping receipts, 230—231
Web Receipts Folder, 230231
WEP, Wired Equivalent Privacy, 420
whois, check it, 437
widgets, 306311
web clip widget, 141
Wi-Fi connection.
See connect to the Internet.
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Wikipedia
Dictionary panel can access, 259
Spotlight search sends to Wikipedia, 360
Williams family
Florence Weber, 89
Gerald Williams, 89
Jimmy Thomas, 88, 112
John Tollett, 89
Pat Williams, 89, 309, 333
Pauline Williams, 89, 269
Ryan Williams, 84—85
Scarlett Williams, 140
Shannon Williams, 185
Tyler Williams, 89
windows. See Finder windows
Windows
share files with Windows users, 393
share music with Windows users,
192-193
wireless
keyboard, battery power of, 289
mouse, preferences for, 290
trackpad, preferences for, 290
word processing. See also TextEdit
find and replace example, 60
numbered list, example of, 64
open and save Word files in TextEdit,
72—73
style sheets in, example in TextEdit, 61
tables, example of in TextEdit, 65
tabs and indents overview, 62—63
Write Only permissions, 444

Yahoo!
search with Yahoo! in Safari, 130
sync Address Book with, 111
Yahoo calendar
set up in iCal, 156
set up in System Preferences, 76
Yahoo! Messenger chat account, 168
yellow button to minimize window,
7, 275, 304—305
YouTube
make a movie of yourself
in Photo Booth, 239
in QuickTime Player, 244
movies
export from QuickTime Player,
242-243, 245

Zaorski, Linnzi, 52, 189
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