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Mac OS X Basics for




GOALS

Become familiar and
comfortable with the
Desktop and Finder

Get to know the Finder
windows and how
to use them

Create your own folders
Understand the Dock
Use the Trash basket

Know how and when to
use keyboard shortcuts

Learn to watch for tool tips
and other visual clues

Know where to go for
more information




LESSON 1

Introduction to the
Mac OS X Desktop

If you have a Mac running Leopard (Mac OS X version 10.5), 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, 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're brand new to computers in general, I strongly suggest
you use The Little Mac Book, Leopard Edition instead of this
book—The 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.

Apple
menu.

Application menu.

This menu changes depending

on which application is
“active” at the moment.

Finder window.
See pages 5-7.

Spotlight.
See Lesson 19.

Menu bar.

Desktop.
This whole
background
area is the
Desktop.
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[* Documents
¥ SEARCH FOR
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(& All Images
(& Al Movies
(& All Documents.

~ Finder File Edit View Go Window Help
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E

Library
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Documents

B

Movies
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Public
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B

Downloads

3

Music

e

Sites

fal

Finder icon.
See the next two pages.

Dock.
See pages 20-21.

Trash.

Hard disk
icon.

See pages 22-23.

—— 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.”
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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 in which you'll
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:
® Single-click on any blank area of the Desktop.
® Single-click on any Finder window (shown below) that you see.

® 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.

¥ DEVICES

=] Hard Disk
iDisk

» SHARED
¥ PLACES
Desktop

fi rosetta
A Applications
E"ﬂ Documents
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Get to Know your Home and its Folders

When you open a Finder window, it usually opens to the Home window, as shown

below. You can tell it's Home because your user name and the little house icon are

in the title bar. It can be confusing that the Home icon isn’t labeled “Home”—it’s

labeled with the “short name” that was chosen when the computer was first turned

on and set up. In the example below, the Home icon is named “robin”

® 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).

If the window that opens doesn’t display your Home folders, as shown below,

single-click the Home icon you see in the Sidebar.

Your Home window displays a number of special folders. Do not change the names

of these folders or throw them away unless you are very clear on what you're doing

and why you're making that choice! For now, just let them be.

=} Robin’s Laptop

Q iDisk

* SHARED

@ Documents

»SEARCH FOR

Documents

Public

Downloads
Music

Sites

[EIT—— i several people use your Mac or if you occasionally have a guest who

wants to use it, you can create individual Homes for each user; everyone’s files will be

perfectly safe from any other user. See Lesson 18 for information about multiple users.
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What each folder in your Home window is for

Desktop

Documents

Downloads

Library

Movies

Music

Pictures

Public

Sites

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 Bon-
jour, 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 mes-
sage. The Downloads folder in the Dock holds the exact same files.

This folder is used by the operating system. Do not rename this
folder, do not throw it away, do not take anything out of it, and do
not put anything in it unless you know exactly what you are doing.
Just ignore it for now. For details, see page 37.

The iMovie application uses this folder to automatically store
the files necessary for creating the movies you make.

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.

You'll use this folder to share files with other people who also use
your Mac, as explained in Lesson 18.

You can create a web site, store it in this folder, and share it with
anyone on the Internet. (Directions for that process are not in
this book!)

—— You can have as many Finder windows open as you like. This makes it easier

to move files from one window to another. To open another window, make sure you are

at the Finder (see pages 4 -5), then go to the File menu and choose “New Finder Window.”
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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.

The following pages go into further detail about this very important window.

Title bar.
This is the name of the

Toolbar. folder whose contents

are shown in the window.
See the opposite page View buttons.
for these buttons. See pages 14-18.

Your hard disk.
See page 36.

Sharing files on
your network.

See Lesson 21.

Home icon. A “PP
See page 6. @ Didcuiante
»SEARCH FOR
Smart
Folders
for quick
searches.
See page 336.

Pictures

Sidebar.
See pages 12-13.

Press-and-drag
this bar to resize
the Sidebar.

Quick Look button.
See page 19.

Action button.
See page 43 and 55.

ke

Documents

Movies Music

iﬁ

Public Sites

Press-and-drag any
edge to move the
window.

Downloads

Hide/Show.
See page 9.

Spotlight.
See Lesson 19.

To change
the view of
a window,
see pages
14-18.

Press-and-drag
this corner to
resize the
entire window.
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Use the buttons in the Finder Window

There are several buttons in the Toolbar of every Finder window.

Red, yellow, and green buttons

809

@ 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 resize the window bigger or smaller.

Back and Forward buttons

These buttons go back and forward through the contents of windows you have
viewed (just like the back and forward buttons on web pages). Every time you open

a new window, these buttons start over.

Hide/Show the Toolbar and Sidebar

In the upper-right corner of every Finder window is a small gray button. Single-click
this button to hide the Toolbar and the Sidebar, as shown below. When you double-
click on a folder while the Toolbar and Sidebar are hidden, a new and separate
window will open. Try it. To show the Toolbar and Sidebar again, click the small
gray button again.

i

b
F
3

Desktop Documents Downloads
il =h - [T —— If you always want a new
Ubrary Movies Music and separate window to open, change your
Finder preferences; see pages 262-263.
Pictures Public Sites
Wz
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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. And 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. See pages 44—45 for tips on how to save files directly into your custom

folders.

® To make a new folder, go to the File menu and choose “New 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 a new one.

*»SHARED

¥ PLACES
! Desktop
ﬁj robin
ﬁ Applications
B Documents
(L] Mermaid Tavern

»SEARCH FOR

web site files subscription info
illustrations for business files

future issues

drafts tsp files

-

idea folder

In my Documents folder, | made a new folder called “The Shakespeare

Papers.” Inside that folder, | made these six new folders.
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® To rename a folder:

1 Single-click on the folder to select it.

This is a new, This folder is highlighted,

_ untitled folder. - or selected.
untitled folder untitled folder

2 Then single-click directly on the name to highlight the name

(you'll see a blue outline around the name).

This folder is ready

- for a new name.
untitled folder

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

As in any other text, you can double-click a word
to select the entire word, or use the Delete key
- to backspace and delete characters.

Mermaid Tavern

4 Hit Return or Enter to set the name.

—_— —

‘ _ Click on any blank spot

in the Finder window to
Mermaid Tavern  unhighlight the folder.

B To open a folder, double-click on it.

B To go back to the contents of the previous folder, single-click the left-pointing
triangle, called the Back button (circled on the opposite page).

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

1
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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.

As shown below, each of the current 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 put files into the icon in the Sidebar (just drag them in and drop them) or into
the original folder and they go to the same place. Try it: Drop a file into the Docu-
ments folder in the Sidebar, then open the Documents folder in the Home window

and you'll see the new document.

¥ DEVICES

Hard Disk
iDisk
rFs
@ Khatcee = Desktop Documents Downloads

P SHARED

B |
! Desktop

ﬂ K

Library Movies Music
7 Applications
[T Documents «--eeeeere” 3 : :
BBl Pictures «eeesensessnseedionneninns a i i
(L] Mermaid Tavern
@ Unfold Yourself.rtf Pictures Public Sites

» SEARCH FOR




Lesson1 Introduction to the Mac OS X Desktop

Add a folder or document to the Sidebar. This makes it easier to put other files
into that folder, and it makes that document easier to open (just single-click on it).
It’s easier, not only on the Desktop, but also when you are working in an application
and want to open or save a file (as shown on pages 44—45).

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 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.

Use the Finder preferences to add hard disk icons and more; see page 265.

® Toremove an item from the Sidebar, simply press on it with the mouse
and drag it out of the Sidebar. Let go when the mouse pointer is on the Desk-
top. As you can see below, the icon disappears in a puff of smoke. Notice that
although I removed the Pictures folder from the Sidebar, the original Pictures

folder is still safe and sound in the Home window.

L=
¥ DEVICES
|Z] Hard Disk Y - —
IR
re
&) Chmscer . Desktop Documents Downloads
P SHARED
o - - =
! Desktop
Library Movies Music
ﬁ Applications
i Pictures @ -
o /-9“‘“'“‘"“ ................ ) S | y—
S T
'3 Unfold Yourself.rtf
Pictures Public Sites
» SEARCH FOR

13
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Change the View of the Finder Window

You can change how the items inside any window are displayed. That is, you can
show them as icons, as a list of items, or in columns of information. You might
prefer one view for certain things and a different view for others—with the click
of a button, you can switch from one to the other. Experiment with the three
different views and decide for yourself how you like to work.

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

E E.E m .].ll.lll_‘] From left to right, the View buttons display

Icon View, List View, Column View, Cover Flow view.

The Icon View

Obviously, this displays every file as an icon, or small picture.

Icon View button

¥ DEVICES . pro—
iDisk
Desktop Documents Downloads
»SHARED
¥ PLACES —— — Home folders
e T B
Sidebar
:A_ Applications Library

B Documents
G Mermaid Tavern

2 Unfold Yourself.rtf m ‘
Public

»SEARCH FOR Pictures

E E

Sites

In the Icon View, double-click to open files:

y—

£ Folder icon: Double-click a folder to display its contents in the window.
powniads  (But not in the Sidebar; single-click those icons.)

Document icon: Double-click a document to open not only

ATF

wwae  that document, but also the application it was created in.

Application icon: Double-click an application icon to open

rexteainape  that application, ready for you to create wonderful projects.
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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

£} robin

¥ DEVICES
';2 Robin's Laptop
iDisk

* SHARED

¥PLACES
Desktop

;Ar, Applications

Documents

(L] Mermaid Tavern

"3 Unfold Yourself.rtf

*SEARCH FOR
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(i8] Documents
(& Downloads
[ Library
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(& Pictures
(& Public
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Jul 28, 2007, 1
Aug 13, 2007,
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Yesterday, 4:1
Jul 28, 2007, 1
Today, 11:16 A
Today, 10:57 A
Today, 10:57 A
Today, 10:57 A 4
Today, 10:57 Ay

Bl

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 drag the blue scroll bar to the right to see the other columns and headings).

The tiny triangle in the column heading (circled above) 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:

GE Rosetta

P@Ros etta

" Mabel.rf

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

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

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

Document icon: Double-click a document to open not only that document,
but also the application it was created in.

& Textiditapp Application icon: Double-click an application icon to open it.

15
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The Column View

Viewing a Finder window in columns allows you to see not only the contents of

a selected folder or hard disk, but you can 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, or movies in your folders, the last column
displays previews of the items. You can even play a small movie in this preview
column. Some documents can display previews as well.

Column View

button -
¥} o~ - Rosetta =
. (] x W] o |[#-] A
¥ DEVICES Desktop i bunnies.jpg | % Don't come inl.jpg
& Robin's Laptop Documents bi _! dog in car.eps = Driving to Colorado.JPG
@ iDisk Downloads > E Family - & My own fort!.jpg
brary »| B flea.jpg M My safe place.jpg
» SHARED Movies »l il iChat Icons > @ Onlap 1/24/07.jpg
¥ PLACES [ Music bf [ Rosetta——————3 @ Passing Wa...Mound JPG
|l Pictures ——— "B RylimScar.jpg & reststop.jpg
L Public 3 B Rosetta at 7 wks.jpg
Sites - ¥ Rosetta ju...or ball.JPG
5 o ™ Rosetta OK...erbed.jpg Name Resetta playing
[l Dacuments Rosetta pl...| Sketch.tif pool JPG
Q Mermaid Tavern =1 Rosetta playing pool JPG Kind JPEG image
*SEARCH FOR W rosetta B Cre:li:: :{36412041";10'5:M
B rosetta wit...mouth.jpg ok 1
@ Rosetta+Booda.jpg Modified B/6/07 4:10 PM
Last opened B/6/07 4:10 PM

o Rosetta+Booda2.jpg Dimensions 3264 x 2448
1 Rosettal.)pg
[ |1 " Resetta2.jpg

al»

_ Mare info... )

To resize an individual column, drag one of these “thumbs.”

To resize all columns, Option-drag a thumb (hold down the
Option key while you drag with the mouse).

You won't see a column 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 my Home folder,

“robin”” In “robin,” I selected the folder “Pictures” (I clicked once on it) and in that
folder I selected “Rosetta,” and in that folder I selected “Rosetta playing pool.jpG,’
and the last column displays a preview of the selected file and information about it.
(That’s my dog.)
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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.rf Document icon: Single-click a document to see a preview in the
column to the right. Not all documents can provide picture 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.

72 Textiditapp  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.

—— 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 on any folder

in any view.

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. You can “toss” the files on either side of the center image to flip
through them, or use the slider bar.

For the columns below the cover images, organize and use them just as you would in
Column View, as described on the previous pages.

Double-click an icon here to open that
Cover Flow View button. document or application.

¥ DEVICES
=4 Robin's Laptop
iDisk
» SHARED
¥ PLACES
Desktap
13} robin
A\ Applications
[}l Documents
[ Mermaid Tavern

*SEARCH FOR

JPEG image

Passing Wagon Mound.JPG 8/6/07 JPEG image
B reststop.jpg 8/6/07 2.6 MB JPEG image m
B Rosetta at 7 wks.jpg 8/6/07 1.8 MB JPEG image
BT Rosetta jumps for ball JPG 8/6/07 2.6 MB JPEG image
M Rosetta OKs new flowerbed.jpg B8/6/07 2.7 MB JPEG image y
E Rosetta playing pool.JPG 8/6/07 2.3 MB JPEG image +

While in Cover Flow view, Single-click an icon here
single-click on any item in to display it in the Cover
the Sidebar to display it or Flow view window above.

its contents in the window. . .
Double-click an icon here

to open that document
or application.

18
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Quick Look/Slideshow button

The button in the toolbar with an eyeball on it is the Quick Look/Slideshow
button. This is a terrific feature that lets you preview any file, photograph, graphic,
PDF, or whatever. An image appears immediately in front of you and no application
opens. With the click of the mouse, the preview disappears.

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

Once you have a Quick Look preview open, you can click on other files in the Finder

and they will appear in that preview.

Select more than one file and your Quick Look automatically becomes a Slideshow

with back and forward buttons.

*DEVICES
= Robin's Laptop

Disk
»SHARED
vPLACES
B Deskiop E
£ robin .
A\ Applications My own fortl.jpg
[ Documents

Click these arrows
to enlarge the
preview to full
screen or reduce it
to the smaller size.

*SEARCH FOR

OnlLap 1/24/07.jpg

There are three other ways to open a Quick Look:
®  Select one or more items and go to the File menu and choose “Quick Look”
® Select files and press Command Y or hit the Spacebar

B Control-click (or right-click) and choose “Quick Look filename”

To put away a Quick Look:
B Press Command Y or hit the Spacebar.

® Click the X in the upper-left corner of the Quick Look window.

19
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Finder
See pages 4-5.

Dashboard
See Lesson 16.

20

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 (just 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.

5 To open an application or document from the Dock, single-click its icon.

The tiny blue light underneath an icon indicates that particular application is open
and available. Even if you don't see that application on your screen, you can single-
click the Dock icon and that application comes forward, ready for you to work in.
Keep an eye on the application menu (as explained on pages 4—5) to verify which
application is “active” at any moment.

Downloads
Mail iChat iCal iTunes Time System Folder, or
See See See See| Machine Preferences Stack
Lesson 5. Lesson 9. Lesson 8. Lesson 10. See See Lesson 15. See pages 7
Lesson 20. and 103.
. < “ ' — —
- @ QFE L6
e Falr, N e N
Safari Address Preview Spaces Dividing]‘ Documents | Trash
See Lesson 7. Book See See pages line. Folder, or See the
See Lesson 6. Lesson 11. 246-248. Stack. Same | next page.
folder in Home.

You can rearrange any of the icons. You can add or remove applications from the
left side of the dividing line (see callout, above), and you can add or remove folders,
documents, and web page locations from the right side of the dividing line. Do all
this by dragging:

= To rearrange an icon, press the mouse on it and drag it left or right.
The other icons will move over to make room.

® To add an application, first open the Applications folder: single-click on the
Applications icon in the Sidebar of any Finder window. Then drag an applica-
tion icon down to the Dock, to the left side of the dividing line.

u To add a folder or a document, drag it to the right side of the dividing line.
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® To remove any icon from the Dock, press on it with the mouse and drag it
upwards, 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.

= 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 you can be
using any application on your Mac, and if you click that icon, your web
browser opens to that page—you don’t have to go find your browser first
and then find the bookmark.

: derSsanders: Guided discussions of the Shakespearean plays
l | || & G h)tp:Hmvw.TheUnderslanders,com,f goc Google El

*Is the Dock missing?

The Dock can be customized in many ways. It might be along 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 about how to customize the Dock to fit your needs.

21
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Use the Trash

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

B To put afile in the Trash, press on any file and drag it to the Trash basket.
When the ip 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 Zip of the pointer, not the icon image, that
selects the Trash basket.

B 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”

Open

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 remove the items in the
. Trash permanently?
' . You cannot undo this action.
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® To turn off (or on) the Trash warning:
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 preferences pane
to put it away.

een Finfler Prefere s

u =
General Labels Sldeb Advan(ed

| Show all file extensmns |
—3 ¥ Show warning before emptying the Trash |

™ Show warning before changing an extension |

= To take an item out of the Trash, click once on the Trash icon in the Dock
to open its window. Assuming you have not yet emptied the Trash, you can
drag the item you want to retrieve out of the window and put it back where

you want it.

¥ DEVICES
E Robin's Littl...
iDisk

*SHARED

8 dogfood.tiff
— Picture 1
= Picture 2

TPLACES
B Deskrop

% robin
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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.

W Format Window H

Undo Typing

Redo

Cut Take careful notice of which modifier keys
g“"t" are used and which character keys are used.
aste

Delete

Select All

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)

¥ Command $# ¢ PageUp or PageDown
U Option &1 Delete

~  Control Tle— Arrow keys

< Return X Enter

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) is on a laptop in the bottom-left corner. It helps individual
keys 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 key-
board shortcut to copy selected text is Command C, or 38 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 vs. 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 Click on an empty spot on the Desktop.

2 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.

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

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

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

6 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 mouse over an item. They tell you what the items do. Just hold the
mouse still over a button or icon for about three seconds and if there is a tool tip,

it will appear, as shown in the examples below.

TextEdit toolbar.

oeo Fonts

(I M[=M[TH[> |

o (93157 Font Panel toolbar.

EText_.Sh.a;:lch‘ﬂ

Collections Family Size
All Fonts Times New | 12
English m Trebuchet MS | talic | =

| ||Verdana m
Favorites L m Bold 10 =
Recently Used 4| Zapfine 4 Bald italic L
Fixed Width v |Apple Chancery v .l

) Search

“ P

Preview toolbar.
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Hover tips

As mentioned in the previous paragraph, tool tips appear when you hover your
mouse. 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.

A August18, 20iamy@wilcenei
Kobin William:

| @ Robin! %ﬁ John Tollett
You poor thing! | think it's time for another case of wine! What are the types you ] <
like - Cabs and Zins? 1 @ Ju@jtmacbookpro
4 AIM: jtchatter@mac.com
I must say, that wordsmith.org site is pretty cool!

On Aug 15, 2007, a19:02 PM, Robin Williams wrote:

Whatdo these words have in common?

In iChat, hover over a
Animal Remedy 5 name in your Buddy List

Admiral Enemy
Eerily Madman

Ermine Malady

or Bonjour List to see that

person’s information.
In Mail, hover over a name in an email to see

what address it came from.

Discussions
Discussion Leaders
Previous Discussions

In The Under guided of plays, our
goal Is to truly comprehend what every word and every line in a selected
play actually means. When we know what the lines mean, we not only see
King Lear Discussion the plot more clearly, but we see the nuances, the threads that tie the

v entire piece together, the artistry, the subtext (what's not said), the
underlying structure. And when we see everything more clearly, the breadth
and depth of the play is even more astounding than we dared to think.

In Safari (your web browser), hover over a link name to see exactly
where it goes—the destination will appear 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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Visual clues

Keep a constant eye out for the visual clues that the Mac is always providing. Every
little visual extra means something! When the pointer turns into a double-headed
arrow, that’s a clue. When you see a little dot in a divider bar, that’s a clue. When you
see a triangle anywhere, that’s a clue.

You are probably already aware of visual clues such as the underline beneath text
on a web page to indicate a link, or the line of little colored dots in your word
processor that indicates a word is misspelled. Here are a few others that will help
you start noticing what your Mac is telling you.

This flashing insertion point is
a clue that if you type, the text
will appear at that point.

Group

This blue border

Name

@Al
(@ Directories
IE Last Import

I First Friday Club

_|Jeanne Bahnson
[ ] Martha Callanan
|- 1Dana Evans

| Amy Meilander

! i Jim Norrena
=

is a clue that
this edit box is
currently active.

— s mobile 1-510-510-5108 If you type, the
[“1Barbara Riley .
[ 1Jody Shepard work jnorrena@ccc.edu text will appear
-] Laura Egley Taylor™N home jim@typosuction.com here.
[|Elizabeth West (

A Robin Williams

Always watch the pointer!
When it turns into something

indicates you can press-and-
drag to resize the pane.

AN SRS

else, that’s

aclue. Here it

These little marks in the

corner are a cl
you can press

ue that
on this

corner and drag to make
the window larger.

Sty

- =l

é][ Spacing H[ Lists

| S

r

| 2

lg

I3

|2I

I;I

| BRI N |
e P

A tiny triangle on a blue background is
a clue that you will see a menu appear
when you click on it. Do you see the
three menus in this toolbar?
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Sometimes our eyes glaze over because there is so much visual stimulation on the
Mac screen. Just keep in mind that everything means something, and slowly get to

know the visual clues.

Below you see a typical title bar of a document. There are two visual clues in this title
bar: the red button has a dark dot in it, and the tiny icon next to the title is gray.
Both of these visual clues mean the same thing: this file has unsaved changes. Once

you save the document, the dark dot goes away and the tiny icon is no longer gray.

w| (=] == =![ spacing =] Lists
¥ 3 |3 » |3 3 |3 » |3 3 | 2 3 |5
lo . [} 4 P 4 I3 . la l Is - I

You might see a dot next to a document name in an application’s Window menu—
that’s another visual clue that the document has not been saved recently. The
checkmark indicates the active document, or the one that is in front of all the
others and that you're currently working on.

Minimize EM
Zoom

Bring All to Front
v A D\scourse of Life and Death.rtf
® The)future comes apace.rtf

Everywhere on your Mac you will see buttons to save a document, to not save, to

cancel a process, etc. One of these buttons is always blue. The blue is a visual clue
that you can hit the Return or Enter key to activate that button instead of picking up

the mouse to click on it.

Do you want to save the changes you made in
the document “A Discourse of Life and
Death.rtf"?

Your changes will be lost if you don't save thge
( Don't Save ) ( Cancel h W
R
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Help files

No matter where you are on the Mac or what 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 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 Items  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.

= font ]
Show Fonts
Bold #B | Font
Italic Bl ™= Font > Show Fonts
Underline U = Font > Bold
Outline £ = Font > Italic
7 Font > Underline

= Font > Qutline

[ @ TextEdit File Edit JRopuad Window |

oo S
Smaller B- = :
™ Font > Bigger
Kern » = Font > Smaller
Ligature > 7 Font > Kern
Baseline >
Character Shape >

Help Topics  If Apple 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.

7\

[ @& Finder File Edit View Go Windov JIEII0

Search spaces ]

Help Topics ) ¢3¢ Setting shortcuts for Spaces
<} Working faster with Spaces
2 Working in multiple spaces

«.} About Spaces
) Setting Dashboard shortcuts

! Show All Results
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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.

There are discussion pages where 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 Learning Center

If you are a .Mac (pronounced dot mac) member, take advantage of the .Mac Learn-
ing Center where you'll find dozens of tutorials and movies to help you learn more
about all sorts of features of your computer. Log in to your .Mac account and then
find the link called “Learning Center”

A .Mac membership costs $99.95 a year and includes lots of perks. Check Apple’s
.Mac web site for details, www.Apple.com /dotmac.

Although many of the tutorials are for .Mac members only, you'll find lots of great
information for everyone.
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GOALS

Become familiar with the
various disk icons in your
Finder windows

Understand the Library
folders

Learn how to select
multiple items in the
different window views

Use Exposé to access
a window easily

Take advantage of
contextual menus

Use keyboard shortcuts
to navigate Save As and
Open dialog boxes

Access menus at the
Finder without using
the mouse




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, feel free to skip it and come back later.
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You can choose :
what gets Hard Disk
displayed in this iDisk
P Setan S = Desktop Documents Downloads
the Sidebar; » SHARED
see page 265. ¥ PLACES . '
! Desktop ﬁ ﬁ a

Understand the Various Disk Icons

In the top portion of the Sidebar, you probably see something similar to the
example shown below—you might see more icons and you might see fewer. These
icons represent hard disks, networks, a cD, a 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 lower portion of the Sidebar: single-click the icon.

¥ DEVICES

Library Maovies Music

ﬁ Applications

@ Documents 2 . -

s E - @
(L] Mermaid Tavern
B Unfold Yourself.rtf Pictures Public Sites

b SEARCH FOR

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 .Mac account. A single click on the iDisk icon
connects you to that storage space. If you don’t have a .Mac account, you don’t have
any reason to display this icon.

“Chaucer” is a cp I inserted, as you can tell by the icon. To its right is the Eject symbol.
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4 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 even another computer that you are connected to over the network.

Click on the symbol to eject or disconnect the item.

[EAT—— By default, your Desktop displays the same icons that
E appear in the upper portion of the Sidebar. If you want to clear some

T or all of these icons off your Desktop, see page 262.

Shared

The Shared section (if you have 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.

Places

The Places section displays folders and files on your own computer.

Search For

The Search For folders are “smart folders” that automatically keep track of files for
you to make it easier for you to find things. Please see page 336 for more details.
Feel free to single-click on any icon in the “Search For” section to see the files it
has organized for you.
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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).

You can tell by the highlight that in the top portion of the Sidebar I clicked on the
hard drive icon labeled “Hard Disk”; the hard disk is where all your files are stored
(although you 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
make any other users, as explained in Lesson 18, you will see all of those users here.

Then I clicked on “robin,” which displays my 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.

Experiment with different ways of getting to your Home folders until you feel
comfortable about where things are stored on your Mac.

(&) : \;—.‘:w'

¥ DEVICES

[ Wpplications » ﬁ} robin ~ A Discourse of Life and Death.rtf

‘- zﬁ Applications
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o T O | Library | *ared blog info.rtf
i System - g Downloads » | [ Comedy of Errors.pdf

& ipisk Library »| [ iChats
¥SHARED Movies » | 8 IDM_issuel9.pdf

Tikwary Mac Music » | [ Mermaid Tavern

e [& Pictures » | [ miscellaneous docs

Public L The future comes apace.rif

¥ PLACES Sites » [ The Shakespeare Papers

!DE?iktup & Titles

£} robin e ccceeee ittt . (L0 Web Receipts
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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

if you open the “System” folder, you'd see another Library folder.

Desktop
Eg Hard Disk Documents
& iDisk :
™ Network
» SHARED
r=d
¥ PLACES =] Fictures
Public
B Deskiop

Sites

;‘\ Applications

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, the one directly to the right of the “Hard Disk,” is
at the “top level” of your hard disk. It contains files that are critical to running your
entire computer, and those files pertain to all users who use this Mac. For instance,
this Library folder 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 users
and how to create them, please see Lesson 18.)

The Library folder in the far-right column, above, is in my Home collection, my user
folder. This is where all my application preferences, web page bookmarks, Address
Book contact information, email, and other personal information is stored. Each
user you set up will have her own Library folder with all her own data. There is even
a Fonts folder in here; any fonts a user puts in her own Fonts folder will be available
only to that user.

That’s all you really need to know about your Library folders—and leave them alone
for now!
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Select Multiple ltems 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 264 about labels), and more.

In the Icon View

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

Or press on a blank spot in the window and drag the mouse around the items you
want to select. Any icon that is completely or partially enclosed by the rectangle you
draw with the mouse will be selected.

s 2= — You can see that the
P DEVICES ~ - .
o o o rectangle | dragged is
P SHARED - .
¥ U o partially overlapping
e A Discourse of A tricksy A tricksy H :
B Deskrop Life a...ath.rtf word.rtf word.rtfd SIX flleS. When I let gO
£ robin =t - [ = of the mouse, all six of
7 Applications I [ these files are selected.

wrr |

[ Documents | sl | L
& T Acmss Solemn | And when love
T Distances.rtf speak. .ipping Password.rtf

"3 Unfold Yourself.rt ap—— B

e =
» SEARCH FOR
wrr w w

Gargoyle Go Singing He was b §
Tears.rtf throu. . ld.rtf speak..rds.rif =

In the List View or Column View

In these views, using the Shift key is different from using the Command key.

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

In the List 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 example on
the opposite page.

In the Column View, you can select multiple items from one column at a time.
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| | -— .
Robin's aptop ||| Command-click to select
8 fard mk | @ OM_issue10.pdf non-contiguous items.
g iDisk H » [ Letters to friends
) Netwark ™% Mermaid Tavern
»SHARED

WEEAGES [ business files
!D“kmp B3 drafts tsp files
£ robin | [ idea folder
Applications | ™9 jliustrations for future issues
B s (20 subscription info
(@i Pictures [ web site files
» [ Web Receipts

[.] Mermaid Tavern

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 on the last item you want in the list. Everything
between the two clicks will be selected. See the example below.

¥ DEVICES -
L Essays

g ::I:;n[;::mnp IChats

= B8 DM_issuel9.pdf

I [ Lerters o friends

@ Network ™ Mermaid Tavern . .
s 5 Wabestg | Shift-click to select

| ™ TheShakespeare Papers | contiguous items.

el ™ business files

B Desktop | ™ drafts tsp files

&} robin » [ idea folder

A\ applications » [ flustrations for future issues

» [ subscription info
> weh site files
> Web Receipts

a
Ml s L1

E@l Pictures
[ Mermaid Tavern

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 on any blank

area in the window.
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Exposé

Some of us like to keep only one window or two open at a time; others have a clutter
of windows all over the place all the time. If you like to keep lots of windows open
(application windows, preference panes, Finder windows, etc.), Exposé is a feature
you'll enjoy because it helps you find everything even if it appears to be a mess.

Your Mac is already set up to use Exposé. Open several windows on your Mac, then
try it—press the F11 key at the top of your keyboard (on a laptop, you might need to
hold down the fn key while you tap F11). Don'’t be scared if every window on your
Mac disappears! Just hit the F11 key to bring them all back.

The keyboard shortcuts for Exposé are explained below, but if you need to change
them, use the Exposé & Spaces system preferences, as shown below (go to the Apple
menu, choose “System Preferences...,” and click on its icon).

Exposé & Spaces.

Ex faorse &  Active Screen Corners
Spaces
| | L =
In the System - 3] [Start Screen Saver |
Preferences

@rd and Mouse Shortcuts (for more shortcut choices, press Shift, Control, Option, or Cnmmandl\

pane, click this 7
Exposé

icon to get the Instantly access any open window with a single keystrake. Display all open windows as thumbnals,
p references where view windows of the current application or hide all windows to quickly locate a file on your desktop.
you can change All windows: [ F9 5] [Secondary Mouse . 3] — Use these l’ight—
the shortcuts. i T LB L hand menus to
Show Desktop: [ F11 4] [ Middle Mouse Button [4]

assign an Exposé
action to a two-

Dashboard

Dashboard is home ta widgets: mini-applications that let you perform common tasks and provide button mouse
you with fast access ta information.
and/or a mouse
Hide and show: [ F12 W (- ] with a middle
button.
(@]

e
B To show every window on the screen at once, as shown on the bottom
of the opposite page, press F9.
E To show just application windows (no Finder windows), press F10.
® To hide every window so you can see your entire Desktop, press F11.

B To use your mouse to activate Exposé, assign the actions in the preferences,
as shown above.



® TeaEdit File Edit Format Window  Hel

O dear discretion, how his words are suited!
The fool hath planted in his memory

An army of good words; and | do know

A many fools, that stand in better place,
Garnish'd like him, that for a tricksy word
Defy the matter.

Sakd Lorenzo in The Merchant of Venkce 1

Above is my messy Desktop. Rather
than move windows around to find
what | want, | can hit F9 and they all
line themselves up, as shown below.
As my mouse slides over the top of
each one, it turns blue (see below),

0 dear discretion, how his wonds are sufted!

The foct hath planted in his memory
An -
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RTFD
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Nama & ek * e List
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H
_ — |
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o Mobin Wilsams:
N l @ John Tallen

ot

e m@

[l Change picture: | every 10 mimses
arder

the title of the document or window
appears, and the pointer turns into
a browser hand. The browser hand
is a visual clue that if | click on that
particular item, it will come forward

and everything else will hide behind it.

Dainiizs & Hrean Jame
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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 depends on what you click on (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, or just about anywhere. A little

menu pops up, as you can see by the examples below.

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

the right-hand button to display a contextual menu.

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 elsewhere.

A contextual menu on a
blank spot on the Desktop.

New Folder
New Burn Folder

Cet Info

Change Desktop Background...

Clean Up
Arrange By

Show View Options

6006

¥ DEVICES
Robin's laptop

>

Automator
Send "Desktop” To Bluetooth Device...
Enable Folder Actions

Configure Folder Actions...

A contextual menu on a folder.

E Robin’s Laptop

iDisk

™ Network

2 Early English Al &
¥ SHARED

Hjigs

i Library Mac

E Robin's Office Mac
¥ PLACES

Desktop

Docurr

i

Movi

K

Publ

ge = |

Move to Trash

Get Info

Compress “Documents”
Duplicate

Make Alias

Copy "Documents”
Clean Up Selection

Label:
*x Hglueew

More
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A contextual menu

[© | [%#-] o on a Toolbar.
— == = — = lcon & Text

¥ DEVICES . |« lcon Only

1 b’ g L eCETe—

= Robin's Laptop { ;

g iDisk. Desktop Documents Use Small Size

|

® Network Remove Item

(& Early English Al & a i | Customize Toolbar...
»SHARED

Library Movies

This is an example of a
contextual menu in an

i application.

5 Control-click on a misspelled
El Subje:t:[CrucivErbalists at work I | word to get a contextual menu
Peay Rosetta, with possible spellings. Select
I've certainly enjoyed your construction skills i l the correct WOI"d, let go of

crosswords you createl Not only do they test g
so much about the plays and sonnets along tha the mouse button, and the

- misspelled word is instantly
Ignore Spelling .
Learn Spelling replaced with the correct one.

Search in Spotlight
Search in Google

Look Up in Dictionary

Cut
— Copy
Paste

Link >
Quote Level >
Try the “Speech” option—your Spelling and Grammar ~ »
text will be read out loud to you. :
e &
der [IT—— In Finder windows, the Action button
New Burn Folder .
Open does many of the same things as the contextual menu.
Move to Trash | Tryit: Single-click to select an icon, then click the Action
Get Infa | button to see what the contextual options are.
Compress “Documents”
Duplicate |
Make Alias

Copy “Documents”

Show View Options

Label: |
*xBgUeeEm
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Use Keyboard Shortcuts in Dialog Boxes

When creating and working with documents, you can use keyboard shortcuts in
the Save As and Open dialog boxes. Use the Tab key to select different areas of the
dialog box and the Arrow keys to select items in the columns. When you Save As,
you can title your document, select the folder in which you want it stored, and save

it—without using the mouse.

Visual Clues: Notice the blue
border around this Save As edit
box, and the blue highlight on the
text; this means the edit box and
text are selected. Simply type to
replace the highlighted text.

If you don’t see the full
dialog box, as shown
here, single-click this
disclosure triangle.

You can search
for the folder in

Save As: | Untitled.rtf ] which you want

() @R [ : Yo to save your file.
» DEVICES Desktop Ik * |
[ Documents »

P SHARED Bownlcads - Your file will be saved
¥ PLACES [ Library - in whatever folder or
Desktop Movies > disk is named in this

MBI 9 menu. So if you want to
% Applieatiors :C;:Ees : save the file in another
g ::::::m & sites > folder, you must first
5 Mermaid Tavern A select the other folder

before you click the

File Format: [ Rich Text Format (RTF)

5] i Save button.

?Hide extension [ New Folder ) @
Z
| suggest that you You can create a new folder right now
uncheck this box and your document will be saved inside
so the extensions of that new folder. But remember where
are visible to you. you put that new folder!

See the tip below.

77— Extensions are the three- or four-letter abbreviations at the ends of file
names. Your Mac needs these extensions so it knows what to do with the files. You can

“hide” the extensions so you don't have to see them, but it's a good idea to get used to

them. They will help you keep track of what kind of files you're creating.
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Save As: Letter to Melody Long.rtf | @
[« » ][22 = m] [ [ Letters to friends @ searcho Y
» DEVICES & iChats w | ]
.| IDM_issuel9.pdf |
i
¥ PLACES L Mermaid Tavern >
[ Deskop (2] [ miscel @ ous docs ¢
N robin (&0 The Shak...are Papers »
A Applications 3 Titles 2
B 8 b Reces
(@} Pictures | b
[ Mermaid Tavern = BT
File Format: | Rich Text Format (RTF) |

M Hide extension New Folder ﬁ
%

Use the Tab key to select various parts of the Save As
or Open dialog boxes:

@ If the insertion point is in the field where you name the file,
then the first Tab selects the Search field.

® The next Tab selects the Sidebar. Use the up and down Arrow keys
to highlight the folder or disk you need.

@ The next Tab selects the first column. Use the up and down arrows
to select a file in the first column, then hit the right Arrow to select
the next column.

@ When you select the folder into which you want to save the file,
hit the Return key to activate the Save button.
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Navigate the Desktop and Finder Windows

If you so choose, you can get around your entire Desktop and inside Finder

windows using the keyboard. For instance, you can get to every menu across the top

of the screen and choose commands, without ever touching the mouse.

Access the menus on the Desktop or in any application:

1

Press Control F2 to select the menu bar across the top of the screen
(on a laptop, you might need to press fn Control F2).

Use the left and right Arrow keys to select menu items across the menu bar,
or type the first letter of the menu you want to select. When a menu is selected,
you'll see it highlight.

When the menu name you want is highlighted, press the Return key
to drop down its menu.

Press the down and up arrows to choose a command in the list, or type
the first letter or two or three. (If there is more than one command that
starts with the same letter, type the first two or three letters quickly to
select a specific one.)

Hit Return to activate the selected command.

To put the menu away without activating a command, press
Command Period (Command .).

Try these shortcuts in a Finder window:

® Type the first letter or two or three to select files.

® When you're in the List View or Column View, use the Arrow keys to
select the columns to the right or left, then use the letter keys to select
files in that column.

B Select a document, hit Command O to open it, and get to work!

If you are interested in using more keyboard shortcuts, go to the “Keyboard &

Mouse” preferences, as explained on pages 276. In that preference pane you see

shown on the page, you'll find an extensive list of keyboard shortcuts. The shortcuts

are not printed here in this book—they’re in that preference pane on your Mac!



Mac OS X Applications




GOALS

Understand the
common features
of Apple applications

Realize what can NOT be
covered in this book




LESSON 3

Introduction to
Mac 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, I'm just going to present a brief
overview of the major apps (applications) that you'll find in your
Applications folder and the Dock. All of the Apple applications
are integrated with other apps, and they all share certain features
and tools. In the following chapters I'll go into more detail about
individual programs, and in Lesson 13 of this section you'll learn

how to use the tools that all Apple applications share.
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Introduction to Mac OS X Applications

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. If you accidentally lose something from the Dock, you can always

come back to this Applications window to drag the item back in.

¥ DEVICES
=] Hard Disk
@ ipisk

¥ SHARED
I jegs
| jtleopard
@ Robin's Office Mac

¥ PLACES

[ Mermaid Tavern

P SEARCH FOR

| Address Book.app
7 Adobe Help Viewer
Adobe Reader &
AppleScript
Automator.app
Avenir.app
Calculator.app
Chess.app
Dashboard.app
Dictionary.app
DVD Player.app
Exposé.app

Font Book.app
GarageBand.app
iCal.app

iChart.app

& iDVD.app

i8 Image Capture.app
B iPhoto.app

& iSync.app

b iTunes.app

A iweb.app

B iwork '08

& Mail.app

& Mariner Write

B Photo Booth.app
W Preview.app

[ QuickTime Player.app
@ Safari.app

B Spaces.app

| Stickies.app

B System Preferences.app
7 TextEdit.app

@ Time Machine.app
B utilivies

DRASFECEGF TG ER

Some applications that you
buy will display their folders
here in the Applications
window instead of the
applications’ icons (here, you
can see the Mariner Write
folder, the word processor
| use).

If you see an application
in a folder, open that
folder and find the actual
application icon to drag to
the Dock.
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Application Integration

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. All of those common tool elements are explained in detail in
Lesson 13.

Also keep in mind that all of these applications also work together in amazing ways.
You can drag text and graphics from one app to another, save files into different
formats, save to-do messages 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.

And be sure to read the last page of each of the application lessons to learn how

many ways each app is integrated with others!

What I'm not Covering!

I introduce iTunes in Lesson 10, but I don’t cover iPhoto, iWeb, iMovie, or iDVD
because they are not part of the Mac operating system. John Tollett covers those,
however, in a big fat book called Cool Mac Apps, which is essentially eighteen
manuals in one book. There you'll find much more information than I can provide
in this introductory book about such programs as Mail, iCal, and iChat—48 pages
on iChat alone, and 76 pages on Mail. You can see why I don’t cover all of that in
this book!

Nor do I cover Pages, Numbers, or Keynote in this book because you have to buy
those in the iWork package. If you have those programs, Peachpit publishes a book
on iWork, plus the applications have pretty good Help files built right in.
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Know the Common Features of Mac Apps

Most Mac applications have these features in common.

Windows and window controls
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 any edge to move the window.

Application menu
The application menu (directly to the right of the blue 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 this 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 shown below, you can always undo or redo,
cut, copy, paste, delete, select all, check the spelling and grammar, and
access the Special Characters.

j Te,",‘E,F[,i,‘,, ,Fi,t,e,, rmat Window Help

Typing ®Z

{382

Cut 38X
Copy #®C
Paste BV

Paste and Match Style "C{r3V
Delete

Complete X9
Select All #A
Insert >
Find >
Spelling and Grammar 3
Substitutions >
Speech »

Special Characters... XET
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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 (see the previous page). 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.

Safari preferences.
The Tabs pane
is selected.

™ 32-clickopens a link in a new tab
[T Select tabs and windows as they are created
¥ Confirm when closing multiple pages

38 —click: Opens a link in a new tab.
88 -Shift-click: Opens a link in a new tab and selects it
88-Option-click: Opens a link in a new window behind the current one.
38-Option-Shift-click: Opens a link in a new window and selects it.

(&
T —

Toolbars  Many 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 toolbar).

This is a typical
sheet that drops
down from a
toolbar so you can
customize it.

Space Flexible Space New Folder Delete
) 0 @ )
Connect Get Info iDisk Search
Quick Look
... or drag the set into the toolb
K3 @ )
Back Quick Look  Action Search
—

show. (e Oty T80 s Smal sz ( Come) >
e—
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Sidebars or drawers

Here the iTunes
Store is selected
in the sidebar.

Many applications have a sidebar, a drawer, or some other sort of
pane on the side of the window. Single-click the icons you see in a

sidebar-like feature to display its particular contents in the window.

8eno iTunes

| Tunes Store

¥ PLAYLISTS
= Party Shuffle
[ 90's Music
[8 Music Videos
[% My Top Rated
[ Recently Added
[#] Recently Played
[# Top 25 Most Played
| Hildegard von Bingen
[# Rufus Wainright
[} Scottish folk sangs

Munes STORE

Music
Maovies
TV Shows
Music Videos
Audiobooks
Podcasts.
iPod Games

Paul McCartney  Tha New Pormoaray Talib Kwall

LR L

—
v

e o Ufﬂ s
(o]l =]

-
b

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

Help files

54

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 pages 44—45 for tips on how to get around
these dialog boxes and save into particular folders.

Every application has a Help menu with Help files specific to that
application. You can either use the menu you see on your screen or
press Command ? to bring up the files. You'll find a search box where
you can type in key words, then hit Return to display the answers.
See page 30 for more details.
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Action button and menu
In many applications, you'll see the Action button (shown to the

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

Preview before you print

Search

At the bottom of the Print dialog box is a button called “Preview.”
Click this to open your document in the Preview application where
you can see what it will look like when printed.

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 the Address Book below. Just
exactly what the search feature searches depends on the application.
See the individual overviews in the lessons for each application.

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. See the individual lessons
for each application.

806 i Buot

Group Name

IEAEI [ Andrew A.éu.echeek @ - Jeanne Bahnson
(@ Directories 18 Apple Inc. g -\ :.T"

EiLast Import [] Ruby Auburg ‘

I First Friday Club

I MSS Board [-] Neil Bauman |

work (505) 505-6006

et Hrdesstanders | [ ] Pat Bell home (505) 505-3019
 [& Birthdays soon | |Martha Callanan
‘ work jeanne@yahoo.com
| |Sedena Cappannelli

- |Rass Carter | work Jeanne (AIM)
| Jean & John Cheek

<[

hame 11 unta Baad

This Smart Group finds people in my Address Book who have birthdays
coming up. iCal will add these birthdays to a calendar; see page 152.
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GOALS

Learn how to open Microsoft
Word documents and save
TextEdit files as Word docs

Find and replace
words or phrases

Create favorite styles for
quick formatting

Take advantage of the
“Complete” feature

Turn on typographer’s
quotes

Become familiar with
tabs and indents

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

Print page numbers




LESSON 4

TextEdit for
Word Processing

TextEdit is a small yet surprisingly powerful word processor.

Use it for writing memaos, letters, diaries, novels, grocery lists,
memoirs, or any other text documents. In TextEdit you can create
simple tables and automatically numbered or bulleted lists. You
can put shadows on type, insert images, search and replace text,
and more. But it’s not a full-blown word processor such as Apple’s

Pages or MarinerWrite (MarinerSoftware.com). Although TextEdit

can’'t do all the fancy things a big word processor can, it’s excellent

for many projects.

You'll find TextEdit in your Applications folder. If you use it

regularly, drag its icon to the Dock.

If you've never used a word processor before and you don’t know
how to 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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Read Microsoft Word Files

Do you work with people who send you 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
(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’s not your default), drag the
file and drop it on the TextEdit icon.

(If the TextEdit icon is not in your Dock, it’s in the Applications folder. If you want
TextEdit in the Dock, drag it from the Applications folder and drop it in the Dock.)

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) on the Word file icon to get its contextual 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 top part of the pop-out menu. Select it,
and your .doc files will now automatically open in Microsoft Word.

k|
. Open , .
B="" Always Open With W TextEdit.app (default) I don’t own Microsoft
] Word, so it doesn’t appear
LU Move to Trash - Mariner Write.app f PP

in my list of options. But if

@ Pages.a . cr s
SHow Inspector ) i you own it and it’s installed
Compress “Unfold Yourself.rtf” Other... on vour Mac. vou'll see the
Duplicate —_——— )/ 1Y/
Make Alias option here to always open

with Word.
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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 “Save As...”
2 In the File Format menu at the bottom of the Save As dialog box,

choose “Word 2007 Format (docx).” This automatically adds the Word
extension, .docx, to the end of your file name.

As you can see in that Format menu, you can also save your files
in several other formats. Keep these other formats in mind!

If you don'’t see the extension at the end of the file name—and you
want to—make sure there is no checkmark next to “Hide Extension,

circled below.

Save As: } Unfold Yourself.docx J E
If you don’t see the entire
[«]»] (2] = [m) [Eessays i8] @search V| panel, as shown here, single-
» DEVICES 2 A tricksy word.rtf click this disclosure triangle.
= A tricksy word.rtfd m

Fz AHARED « Across Solemn Distances.rtf
¥ PLACES And when |ove speaks.textClipping

[ Desktop < Gargoyle Tears.rtf

% robin » Go Singing through the World.rtf

A\ Applications - He was speaking words.rtf K

[l Documents | Is not life a hundred times .textClipping —:

(i@ Pictures x| % liete body with a great heart.rtf l"

(20 Mermaid Tavern Y| —

—ee - Fil@ Format ¥ Rich Text Format (RTF) F
| RTF with attachments (RTFD)

HTML

Web archive @
OpenDocument Text (odt) —_
Word ormat (docx,

Word 97 Format (doc)

Word 2003 XML Format

"I Hide extension
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Find and Replace Words or Phrases

Did you write your entire novel using your sweetheart’s name, Peter, as the hero?
And now Peter’s abandoned you and you want to change the hero’s name to
Heathcliff? No problem:

1 Go to the Edit menu, slide down to “Find,” then from the pop-out menu,

choose “Find...;” or skip all that and press Command F.

2 Find “Peter” and replace with “Heathclift.”

00 Find |
Find: |Peter H
Replace with: | Heathcliff H
E lgnore Case EWrap Around + Contains i
Starts with
( Replace All ) ( Replace ) ( Replace & Find )
R —

If you create a lot of text in TextEdit, it will be worth your time to experiment with
the options you see in the Find dialog box, as described below.

To replace:
Only the currently selected occurrence of the text, click “Replace”
All occurrences of the text in the document, click “Replace All”

All occurrences of the text in a block of selected text, hold down the Option key
and click “In Selection” (it appears when the Option key is down).

To simultaneously select (but not replace):
All occurrences of the text, hold down the Control key; “Replace All” changes
to “Select All”

All occurrences in a block of selected text, hold down both the Control key
and the Option key; “Replace All” changes to “In Selection”



Lesson 4 TextEdit for Word Processing

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, Shift Option 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.

3 From the “Styles” menu in the toolbar, choose “Other...”
4 Click the button, “Add To Favorites”
5

Name your new favorite style and choose your options. Click “Add”

To apply a style, select the characters, then choose the style name from the Styles
menu. All of the formatting that you saved with that style will be automatically
applied with the click of that button.

61



Lesson 4 TextEdit for Word Processing

62

Complete your Word Automatically

The Complete command in the Edit menu pops up a menu of possible completions
for an unfinished word, as shown below. The list learns new words—type a word

once, then next time you start to type it, that word appears in the list. Frequently
used words appear at the top.

1 Start to type a word that you're not sure how to spell or one that is long and
you don’t want to type the whole thing.

2 From the Edit menu, choose “Complete,” or press Option Escape (the esc

key in the upper-left of the keyboard). A menu like the one shown below
will appear.

[Sqdes HE‘@_\ |§][Spacing lmi[ Lists l-ri

¥ 2 3 2 3 3 2 3 2 3
lo ¥ Iy § i 13 ¥ | ¥ Ig

(]

Fedo
b
Ig

~]

Please send the file to Albuquerque right away, Now the word “Albuguerque”™
is at the top of the list and | can always type Albuguerque in a split second—

and it's always spelled correctly! Like this: Albuquerque

Alb's
Albacore
Albacore's
— Albania F/‘
Albania's
Albanian
Albanian's
Albanians
Albanians'
Albany
Albany's
Albatross
Albatross's  §
Albatrosses v

3 If the word you want is already highlighted at the top of the list, just hit
Return. If not, use the Down arrow key to select a word and then hit Return,
or double-click on the word you want.
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Typographer’s Quotes!

At last, in the year 2007, TextEdit finally gets automatic typographer’s quotes, or
smart quotes. Smart quotes (and apostrophes) are the curly ones, not the lame,
straight, typewriter quotes. Nothing will make your work look as amateurish as
typewriter quotes.

typewriter quotes smart quotes

It's "Baby Doll."  It’s “Baby Doll.”

There are two places where you can turn “Smart Quotes” on or off. In the TextEdit
preferences (explained below), you can turn them on or off for the application. But

you can also override this application setting in individual documents.

To turn on Smart Quotes for every new TextEdit document:
1 From the TextEdit menu, choose “Preferences...”
2 Click the “New Document” tab, if it isn’t already blue.

3 Check the box for “Smart quotes”

To turn Smart Quotes off or on for an individual document:

1 From the Edit menu, slide down to “Substitutions.

2 In the sub-menu, click “Smart Quotes.” A checkmark means they’re on,
and no checkmark means they are off.

Why would you want to turn them off? So you can type the feet and inch marks
without looking dumb. For instance, I am 5'8"tall, not 5’8” tall.
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Tabs and Indents

The tab and indent markers in TextEdit function as in any word processor. Drag tab
markers from the Tab box to the ruler; drag them off the ruler to remove them. Drag
the indent markers shown below to indent either just the first line of text or both the
left and right edges.

These are your tab options:
» Left Aligned

First lines of paragraphs startat @O0 : dents.rtf # Centered
this First Line Indent marker.  [Swiss\ w)[=[=[==(5pacing Il(lis=  [w] "+ @ <0 <« Right Aligned
AT g Decimal
Remember when using your tabs and indents that first
paragraphs should not be indented. When you have a choice \
. ) The right edge of text
All other lines in the paragraph to use extra space between paragraphs or an indent, choose -
start at this Left Indent marker. stops at this Right
" one or the other—not both. Indent marker.

x

Examples of tab and indent settings

Below are some examples of how to set up your tabs and indents to create certain
effects. Remember, for a tab, first set the marker, then hit the Tab key before you
type the text. Once you've got tabs set up, you can move the tab and the text will
follow; just make sure you select the text before you move the tab!

Follow the directions as explained in each window below to achieve the look you see
in the window. The tab applies only to the selected paragraphs. Because of the way
paragraphs work on the Mac, you need only click inside a paragraph to select the

whole thing. To select more than one paragraph, press and drag to highlight several
characters in each paragraph.

[ Styles llq [éul === [ Spacing llq[ Lists lﬁi 440

T L. 3 -

lg Y T2 T3 T Ig I3
This is a common 1

. This is a list of numbers in which the text aligns with the
setup. It might seem text, not the number. Set the tabs as you see above. Then
. . . make sure you hit the Tab key before you type a number.
a little tricky at first,

b . 2. At the end of the number (after the pericd), hit the Tab key
ut once you get 't/ again to make sure all the text will align.
you'll love knowing 3,

MNotice there is a Left Aligned tab sitting directly on top of
how to do it. the Left Indent marker.

2
T —=
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[Sty!es ﬂbﬂi

:][Spncing “[I.Isu H re A0

To

-
F: 7 e e e e T

This is a simple setting for indenting some text on both the left 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 peint 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.| Thclis |§dan lexample o}f an
All paragraphs follow those three Indent markers! Play with them! !n vidua paragraR
~Zf indented on both sides.

][Spa.cing “lLists “ e 40

12 I3 T3

If you just move the Left Indent marker (shown above at the 1/2-inch
marky), all lines in a paragraph except the first line will indent to that
point. The first fine of any paragraph always begins wherever the
First Line Indent marker is set—in this case, it's all the way to the
iefinsid apsiesmarsin: You can call this an

outdent, where the first

line is outdented further

than the other lines.

N

[ Styles

¥ .3
Io 4

-] Fe+ 40

To make columns of information, set up the tabs and then make
sure you hit a Tab before each column, then type. You can always
adjust the columns later, Just make sure you select every line that you
want to adjust before you move the tabs and indents!

Ryan Williams Jimmy Williams Scarlett Williams

Columns are easy to
30 years old 26 years old 22 years old
Navy SEAL Artist Adventurer create. Just remember
[san Diego Portland Portland

to hit ONE tab to get
to the next column.

N
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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.

N BT i

[ Styles M Eé{ = = [ Spacing H[ Lists l‘n] e d0o
T 3 > N v
Iy % Ty : P} ¥ I3 T et i T ¥ Tg ¥ 17 i

DO YOU NOT KNOW | AM A WOMAN?

Rosalind, As You Like it

1. Juliet Romeo and Juliet Defies her father to marry the man of her choice.
2. lavinia  Titus Andronicus Defies her father to marry the man of her choice.
3. Hermia Midsummer Night's Dream Defies her father to marry the man of her choice. !
4. Sylvia Two Gentlemen of Verona Defies her father to marry the man of her choice.  *
5. Bianca Taming of the Shrew Defies her father to marry the man of her choice. 2

£

2

When you click on the Lists menu (circled above) and choose a numbering option,
the numbers apply to either of the following:

If you selected text on the page before you went to the Lists menu, your
choice of list numbering will apply to the selected text. Each time you
hit a Return, TextEdit considers that line to be the next item in the list.

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.

Choose “Other..” in the Lists menu to set up the specifications of your choice.

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”
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Create Tables

You can create simple tables 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 DPosition your insertion point where you want the table to begin.
2 Qo to the Format menu, slide down to “Text,” then choose “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.

8,00 Tahle

Rows

T E] _Merge Cells .
Columns _.S-:;_____C_ell-s____

3 @ [ NestTable
If you don’t want any border,
Alignment . P "
. enter O (zero) in the “Cell Border” field.

[g=/s= (7 5]zl

Click on the color well
Lalt oo, to get the Colors panel.

To activate this color well, first choose

Call B kgraing “Color Fill” from the menu to its left.

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 formatting from the menus or palettes.

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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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 71), the links will still work in the PDF.

Create links as you type web addresses:
1 Simply go to the Edit menu and slide down to “Substitutions”
2 In the pop-out menu, choose “Smart Links” If there is a checkmark

next to “Smart Links,” it’s already on!

3 On your TextEdit page, just type the web address. It needs the www
part of the web address. If your address doesn’t have www, then be
sure to include the http:// in the address on the page. You'll know if it’s
working or not because the text will turn into an underlined link.

Sometimes the text on the page is not the actual address, but you do want the link
to go to the 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.

To manually create a web link on a TextEdit page:

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

2 Select the text to which you want to apply the link.
3 From the Format menu, slide down to “Text;” then choose “Link...”

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

5 Click oxk.
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To create an email link on a TextEdit page:

1

u A W N

Type the text to which you want to apply an email link. This text
can be anything—it doesn’t have to be the email address itself.

Select the text you want to apply the link to.
From the Format menu, slide down to “Text,” then choose “Link...”
Type into the field: mailto:

Immediately after the colon you typed (as shown above), enter the entire
email address just as you would address it. mailto:name@domain.com

Click oxk.

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
2

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

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

“TextEdit” is chosen from the menu. Check the box to “Print header and footer”

inon - sgnares

Printer: | Robin's Printer @ Robin's Offic... i{ @
E Presets: | Standard ]
L Copies: (1| WiCollated

Pages: B Al
OiFrom; (1 to: |1

[Textidit ———
W Print header and footer <@——

4 1ofl > Lo
@ (CPofv ) (Supphies. ) (Cancel ) Prine)

Extra Tips and Notes

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, it’s probably using “Plain Text.

Go to the Format menu and choose “Make Rich Text”

Wrap to Page: If the text is stretching the entire width of the window no matter
how wide you open it, you might want to switch to the option where the text wraps
according to the page it will be printed on. To do this, go to the Format menu and
choose “Wrap to Page”

”»

When the TextEdit page is using “Wrap to Window,” your printer will reduce
the size of the text on the printed page to match the line lengths on your screen.
So if your text prints really tiny, follow the step above to “Wrap to Page”
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Standard Mac OS X Application Features

Don't forget that TextEdit includes all of the standard Mac features as explained in

Lesson 13, such as spell checking and grammar checking, creating shadows for text,

applying color, using special characters, previewing before you print, making PDFs,

and more.

TextEdit is Integrated With:

Safari:

Dictionary:

Mail:

Preview:

Speech:

Web address links open in Safari.
Control-click on a word in TextEdit to search for it in Google.

Control-click on a word and choose “Look Up in Dictionary” from the
pop-up menu to get that word’s definition and thesaurus entry.

Email address links in TextEdit open a pre-addressed email message
in Mail.

Create a PDF in TextEdit (see below) that opens in Preview. You can
also annotate the PDF in Preview (see Lesson 11).

Have your text read aloud to you. Select the text to read just the
selected part, or select nothing and the voice (named Alex) starts at
the beginning of the document. Then go to the Edit menu, slide down
to “Speech,” and choose “Start Speaking” To turn the voice off, you
have to go back to the menu and choose “Stop Speaking,” or use the
contextual menu (Control-click or right-click in the document) and

from the contextual menu, choose “Stop Speaking”

Other Relevant Lessons for TextEdit

Search:

PDFs:

Fax:

Besides the search-and-replace feature explained on page 60, you can

also do a Spotlight search, as explained on page 350.

All TextEdit documents can be turned into PDFs with the click of a
button: just go to File and choose “Print...," and in the Print dialog box,
click the “PpDF” button and choose “Save as PDE...”

You can fax any TextEdit page with the click of a button. See Lesson 17.
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GOALS

Set up an account in Mail
Read and send email

Be more productive
by filtering junk mail
from your inbox

Organize your mail
with mailboxes and
Smart Mailboxes

Use searches and Rules
to find and organize
your messages

Personalize your
messages with signatures

Create To Do items
that you can add to iCal

Use Notes to collect
all your thoughts and ideas




LESSON 5

Mail for Email, Notes,
and To Do Lists

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. You can send mail from any

of your accounts right through Mail.

A really wonderful feature is “stationery,” where you can create
fancy HTML email messages with special fonts, images, and

design—all with the click of a button.

And take advantage of the Notes and To Do lists in Mail. They
even coordinate instantly with your iCal information to expand

their usefulness.
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New Account Setup Assistant

It’s easy to add your email account to Mail if you didn’t do it when you first installed

Leopard or turned on your new Mac. If your account is already set up, skip to

page 78.

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

2 A window, shown below, appears. If you enter you

r .Mac account name and

password, youre done—your Mac will fill in everything else and your email

will appear in the viewer window. Skip the rest of these setup instructions

(except take a look at the smTP info on page 76).

If you have an email account that is not a .Mac account, enter the information

required, then click “Continue”

jAddipeconns

Add Account

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

-

To get started, fill out the following information:

Full Name: Robin Williams

Email Address: robin@TheShakespearePapers.

® Con ) (@eomme)

— This is the name that will
be visible to the people to
whom you send email.

3 The next window asks technical details about your account. If you don’t

know what kind of account it is, call your Internet
Generally speaking, this is how to choose the type

Service Provider and ask.
of account:

Choose POP 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

(regardless of whether there are actually web pages for that domain name).

This is the most common.

Choose IMAP if your account is the kind that you can use on different

computers and always see your mail. 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).
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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.

Add Account This is what will appear
; : in the Mail sidebar
Incoming Mail Server .
. so you know which
Account Type: | € POP E L.
= account itis.
Description: Shak Papers
Incoming Mail Server: | mail.thest epaper See below.

User Name: robin@theshakespearepap
— See below.
Password:

®

Each account type has slightly different information to enter.

For instance, if you choose a PoP account, Mail wants to know the Incoming
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 mail 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”

If you use a webmail account, such as Hotmail, GMail, AoL, Yahoo, etc,, it’s
a wee bit trickier to set up Mail. It’s not difficult at all, but you have to know
certain information. Because this information changes all the time, check this

great web site: www.EmailAddressManager.com. Go to the “Email Tips” and

from there find the information about incoming and outgoing mail servers and
ports for your particular kind of account.

The User Name for a poP account might be different from your email name,
or it might be your entire email address (most often) or it might be something
different altogether. If your email address doesn’t work, 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”
—continued
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76

PETy—

Outgoing Mail Server

Description: comcast

Outgoing Mail Server: |smip.comcast.net =}

E Use only this server X

S

["1Use Authentication
User Name:

Password:

@
e —

The Outgoing Mail Server, or SMTP, has a couple of options. For instance,
your .Mac account will be automatically set up with a .Mac smTP. However,
I'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 going to be the
company that you pay to connect you to the Internet.

Some providers, like Qwest here in the West, have a cheesy low-end
broadband option that does not allow you to have an outgoing mail server. You
are forced to go to Microsoft’s web page to check and send your mail. If that’s
your situation and you don't like it, call them and upgrade your service so you
can get an SMTP (or change providers).

The Description field is just for you to name this SMTP so you can choose it
from menus. Enter something that will make it clear to you.

Unless your provider insists, you usually don’t have to enter a user name and
password for authentication, so for now you can leave those blank.

Successful creation of a new account is announced as soon as you click

“Continue”
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To add another account or edit an existing account:

At any time you can add another account 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 add a new account, single-click the ¥ sign at the bottom of the
Accounts pane. Fill in the information on the right.

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

4 When finished, just close the preferences or click on another icon.
A message will appear asking if you want to save these changes.

Check your Dock Icon

When email is received, your Mail icon in the Dock displays a little red tag telling
how many messages are unread.

Single-click on 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.

Or press (don't click) on the Dock icon to pop up a menu with options to get new
mail and to create a new message (among other things).

e =
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This is the

Mailboxes
sidebar. Each
of these icons
is considered
to be a
“mailbox.”

78

Read and Send Email

The default in Mail is to automatically check your mail every five minutes. This,

of course, assumes you use a full-time broadband connection. If you use a dial-up

connection, go to the Mail preferences (from the Mail menu), click the “General”

tab, and change it to “Manually”

As mentioned on the previous page, when you have messages in Mail that are yet

unread, the Dock icon puts the number in red so you always know.

To read mail that has arrived:

1 If you have more than one account, your “Inbox” will have a disclosure triangle

next to it. Click on the triangle to see the individual accounts (shown below).

2 On the left, single-click on the account you want to see. The messages are

displayed in the message pane to the right. Unread messages have a blue orb

next to them.

3 To read a message, single-click on it and the message will be displayed in the

lower pane. Or double-click on a message and it will open into a new window.

Click “New Message” to compose and send a message.
Enter the recipient’s email address, plus a subject.

MAILBOXES
¥ 7 inbox
|7 Brianna Nora:
|7 TheUnderstanders
& ShakespearePapers
|- Drafts
4/ Sent
» & Trash
¥ REMINDERS
M To Do
¥ ON MY MAC
(L] First Friday Club
[l ShPapers info
(L] Sundays with Sidney
(L] Understanders course

P BRIANNA NORA

+ | @ | &

Laura Egley Taylor
John Tallett

The Shakespeare Papers
Sign me up!

PRET &

From: Laura Egley Taylor
Subject: The Shakespeare Papers
Date: September 21, 2007 8:22:01 PM MDT
To: robin@TheShakespearePapers.com

Rabin, you are tee much! How could | have made it thus far in life without
knowing what it means to tickle one's catastrophe?!

Thanks so much for the fun—and the edification. Can't wait for the next
issuel

Cheers,
Laura

NS

Single-click

a message to
read it in the
pane below.

Double-click
a message to
openitinits
own window.
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To send an email message:

1
2

Click the “New Message” button in the toolbar, or press Command N.
Enter an email address in the “To” field.

Or if you have an address in your Address Book or if you've sent a message to
this person 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. You can use the arrow keys to go up or down the list
and select the addressee you want; hit Return to put that address in the field.

Or click the “Address” icon in the toolbar to bring up the Address Book pane,
a limited version of your Address Book. Double-click on anyone’s name to add
it to the “To” field.

Enter a subject in the “Subject” field. Do not type something that might be
construed as junk mail! For instance, don't type “Hi” or “Thought you might like
to know” or “About last night” or “I've got a great opportunity for you—all I need
is your bank account number” Be specific so the recipient will actually open your
message instead of immediately deleting it because it sounds like spam.

In the message pane, type your message. Mail will automatically check your
spelling and display suspect words with a red dotted underline. You can change
the font, the color, the size, the alignment, and more—use the Format menu.
You can use the Font panel, Colors panel, Spelling Checker, and all the other
Mac OS features—see Lesson 13 for details.

If you want to send a file of some sort, just drag it into the message window
and drop it (see pages 100—103 for more details).

When you're ready, hit the “Send” button. Or click the “Save As Draft” button
in the toolbar to save it for later. To open that letter later, go to the Drafts
folder in the sidebar.

— If you can’t do format the text in a message, such as color it or even 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 working in rich text. If you

still can’t make bold or italic text, then the font you chose does not have bold or italic ver-

sions. Check the Fonts panel (press Command T; see pages 234 -235 for details).
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Customize the Message Window

It’s easy to customize the message headers, the toolbar, and to add or delete various

columns of information.

To add or delete columns of information in the message pane:
1 Make sure the Mail viewer window (the main window) is open in front of you.

2 Go to the View menu, slide to the first item, called “Columns,” and slide out to

the right. Choose the information that you want to see from that list.

To customize the toolbar:
1 From the View menu, choose “Customize Toolbar...”
2 Drag anything into the toolbar from that pane. While the pane is open,

drag anything out of the toolbar that you don’t want—drag it off the toolbar
and drop it on the Desktop. Drag icons left or right to rearrange them.

To reorganize the existing items in the toolbar at any time, hold down the
Command key and drag icons to different positions in the toolbar, or drag
them completely out of it.

To customize the message headers:
1 Open any new message (click the “New” button in the Mail toolbar).
2 Click the Action button (shown circled, below), and choose “Customize...”
to get the pane shown below.

3 Check the boxes of the items you want to see in your messages. Click ok when

you're done.

Frpm: | Robin Willi b
B mpm[wobnwiem <o (g e o
+ Cc Adghess Field —
Br~ Address Field 9 - L & A M L "

Reply-To Address Field
+ Priority Field

‘Customize... v
E Ca:
0 Bec:
[ Reply To:
£ Subject:
] From: | Robin Willams <brian.. %] (][ comcast %] [ Signature:[ None || B [7 3]
L | =D
Signatures, Priority,
see pages 86-87.1 see page 104.
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Do Not Display Junk Mail!

Some junk mail sends an invisible message back to its sender as soon as you open

it, telling the despicable junk mailing scum that this is a working email address.

To prevent opening and displaying that mail at all, get rid of the message pane, as
shown below. Then when you click on a message to delete it, it doesn’t automatically
appear in that pane. When you want to read a message, double-click on it and it

will open in a separate window.

Inbox — Mﬂdﬁm&f-‘fﬂ.m&m‘ 2 unread) : =)
o i : - -

e S S

ISubject “Date Received 417

MAILBOXES iy Erom
¥ '® inbox @ Ruby & Joe A...  Re: publicity Sep 11, 2007
W Bridrna Mora o - Robin Williams Merchant of Venice night at.. Sep 18, 2007

" i TheUnderstanders @)
|7 ShakespearePapers
b | ) Drafts
./ Sent
> @ Trash

¥ REMINDERS
" Notes

|/ Te Do [1]

vl

|

+ | & | e

To prevent having to display junk
mail before you throw it away, drag
this bar all the way to the bottom.

Delete Junk Mail Without Ever Seeing It!

Mail has a junk mail filter that can toss your spam automatically. Actually, while
in “training,” it will put spam in a special brown “Junk” folder where you can check
to make sure messages really are garbage before you toss them. Once you are
confident it’s doing a good job, use the rules described on page 85 to delete junk

mail immediately.

To turn on Junk Mail filtering, go to the Preferences pane (in the Mail menu),
click the “Junk Mail” icon, and check the box to “Enable junk mail filtering”
Carefully read the other choices in the pane and choose your options.
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Use Stationery to Send Fancy Mail

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).

2 Single-click the button on the right side of the message toolbar called “Show
Stationery.” (If you don’t see that button, open the message 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 on a
category on the left to show the template options on the right.

o8

To:

Pat Williams

Ca

Subject:| |
El From:| Rebin Williams <robin@TheUnderstanders.com> M Signature:
Favorites manaas | | !— 4 AR TR |

| S [
Birthday B %{ Ean e
Announcements Z L [T
| : it

Stationery = ) | 5.MQH&=L.‘
Sentments " aipal ~~gamboo  TackBoard Doodies

@ (£

The Gull’s Road Trip to Shakespeare!

Hey Ma! You wanted to see some of the photos from our road trip!
Barbara Riley, Amy Meilander, Laura Taylor, and I tookthe
SwanMobile to Utah to see the plays and lectures. We had such a great

[, b e
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4 To replace the text, click on it and it automatically selects all the text in that
section. Whatever you type will replace that text, but will retain the font.

5 To add photos, you can do several things.

Click the “Photo Browser” button in the toolbar. This opens the
Photo Browser and displays all the photos you have in iPhoto,
Aperture, or 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.
6 To resize photos, double-click on an image and a little slider bar appears, as

shown on the previous page. Drag the slider right or left to enlarge or reduce
the image.

7 To reposition the image within the frame, double-click on the image
(as above). Then press-and-drag on the image to reposition it within its frame
(you can't reposition the frame itself).

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 to put the row of templates away so you have
more room in which to write.

Save as stationery

You can save your own designs as stationery. You can’t use the templates that Apple
provides, but you can set up an email message with the fonts you like to use, as well
as colors, links, and images that you want to appear in the message. When you've
got it the way you want it, go to the File menu and choose “Save as Stationery”

A new category appears in the list of stationery, called “Custom” Click on that new

category and you'll see your own stationery.

To delete stationery you made, position your mouse over it and a little X appears
in the upper-left corner. Click the X to delete the stationery.
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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. (In fact, most of the mailboxes
look just like folders.) Use the “Mailbox” menu to create new ones, or Control-click
in the Mailboxes sidebar. If you Control-click directly on an icon in the sidebar, the
new mailbox will be a subset of that icon.

Once you've got your mailboxes set up, use the filters (called Rules; see the next
page) to automatically send incoming mail to the different folders/mailboxes. Also
check out pages 89—91 about Smart Mailboxes.

You can see here that I've got:

MAILBOXES
¥ 7 inbox  ————— o Three email accounts in my Inbox.
&3 Brianna Nora

L TheUnderstanders

7| ShakespearePapers

Pl P e Folders that Mail has created for
» 5/ Sent
B s Drafts, Sent messages, and Trash.
¥ REMINDERS * A Reminders folder for my To Do lists
VR and Notes.
|/ On My Mac [1]

|+/{ Brianna Nora

¥ onmy mac ———————— o Mailboxes that | created so | can store
| Mkl et messages on my Mac (instead of on an

Shi inf .
g Su”;”“” T::s-d email server somewhere else).
indays wi idney

¥ BRIANNA NORA
[ Deleted Messages

* Mailboxes that .Mac has created for
my .Mac account.

[ Drafts

(L] On the road

[ Sent Messages.
» RSS ——&=—— ¢ An RSS folder that was created when
+ | @ | e " | chose the option to receive RSS feeds

T —— in Mail (see Lesson 7 on Safari).
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Filter your Incoming Mail with Rules
Create rules, or filters, to sort incoming mail into the appropriate mailbox. First,
create the mailboxes you want for organizing (see opposite page). Then:

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

2 Single-click on 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; use the Mailbox menu. The new

mailbox will immediately appear in the drop-down menu.)

In the example below, I first made a new mailbox called “NancyD”
(although you can make one while this dialog box is open).
Then I created a new rule to find any incoming mail from my editor,

Nancy Davis.

When found, I want that message to move straight into the “NancyD”
folder and play a little sound so I know it arrived.

Ao Rules
Description: |NancyD
If of the following conditions are met:
[ From Dvli [ Contains bﬂ [Nancy Davis ] @ @
Perform the following actions:
to mailboy ¥ No mailbox selected @ @
[Fla\t Sound h.i { Ping |7 Inbox » i @
| [y Drafts » F
o semt » D o)
To Do |
) | E Trash » ?;
o= (L3 First Friday Club
@ Brianna Nora >

(L] ShPapers info ~
(L sundays with Sidney

(L] Understanders course

—
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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.

®e06 The next Understanders discussion =

To: jenice@SWLiteraryCenter.com

Cc:

Subject: The next Understanders discussion None r |f you have created
IE From:| Robin Williams <robin@TheUndersta... Ie| Slgnaturm@ more than one
 Shakespeare Paperst 3
Dear Jenice, signature, you
Thanks for confirming our dates for the next Understanders discussion at the Literary Center. can ChOOSE Wh|Ch

There will be fifteen of us to spend nine weeks discussing, of all things, The Comedy of

Errors. | suspect there is more to the play than the broad farce that it seems to be. It is one one to use in the

of the three plays, for instance, in which two lovers speak a sonnet between them. message—see the

anon! opposite page.

R PP pag
ThlS isa Signature. http:/ 'www.Thelinderstanders.com

86

hetp://www.TheShakespearePapers.com
http://www.MarySidney.com

AhE kAR

/|
e

To create a signature:
1 From the Mail menu, choose “Preferences...”
2 Single-click the “Signatures” icon. You'll see the window shown on the
opposite page.
3 At the top of the left-hand pane, single-click on “All Signatures”
4 In the middle pane, single-click the plus sign (+). The new one is probably called
“Signature #1.” Double-click on it to name it something more relevant.

5 Single-click in the right-hand pane and type your signature. You can use
the formatting menus at the top of your screen to choose a font, size, style,
alignment, and color. You can use Returns and Tab keys.

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!

TheUnderstanders
2 signatures - -

ShakespearePapers
2 signatures

All Signatures Understanders The Shakes; .
peare Papers:
P~ 2 signatures Shakespeare Papers | | spoyespeare by Design, a wee bit at a time
Brianna Nora
Y 2 signatures htep://www.TheShakespearePapers.com

If you like, drag an
image from the

1 Always match my default message font
(Trebuchet MS 14)

Finder and drop it

——_
Choose Signature: ne
! | Place signature above quoted text

in this pane.

@

A

7 Drag a signature from the middle column and drop it on the account name

in the left column to add it to that email account. You can have lots of signa-

tures, yet have only certain ones available 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 the account in the

left-hand pane, then use the “Choose Signature” menu circled above.

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 on the Action button to get its menu; 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

Action button.

shown below. Choose the one you want to use for each individual message.

To: jenice@SWLiteraryCenter.com

Ca:

ubject: jThe next Understanders discussion

You won't see

an option to add
signatures if you
haven’t made any yet!
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Search your Mail
In Mail, Spotlight searches very thoroughly. It’s very simple.
1 If you want to limit the search to a particular mailbox or to Notes, select that
mailbox or the Notes mailbox. Or click the “Inbox” to search all mail.
2 Enter a word or phrase in the search field; results immediately appear.

3 A new bar also appears, as shown below. In this bar you can choose which
account to search, and choose which part of the email to search.

Choose “All Mailboxes”
or click on one in the
sidebar, then choose it
here in this header.

“Entire Message” includes not only
the message, but the From, To,
and Subject lines as well.

MAILBOXES

Brianna Nora | bj
¥ 7 Inbox * ® | From | Subject | Date Received  |Ranksm & | |
7 Robin's .Mac mermaidtavern@... Doctrine of Signatures Today R & | |
mermaidtavern@... Doctrine of Signatures Today I
11 el ndak=tard e NeiI_F.‘ Bauman Shakespeare at Sea cruise  Sep 20, 2007 I
W) The Shakespeare Bapers Robin Williams Re: NDD&T Book - PDF ... Sep 18, 2007 g
o bl David Van Ness NDD&T Book - PDF of w...  Sep 18, 2007 g
» | 7 Drafts Robin Williams Re: Page count for Leop...  Apr 10, 2007 g
» o/ Sent Robin Williams Re: Page count for Leop...  Apr 10, 2007 T
» @ Trash
» REMINDERS

» SMART MAILBOXES
» ROBIN'S MAC
> RSS (16}

¥ BRIANNA NORA
(2 On the road

- i = //,

4 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.
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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 the Rules (filters), as explained on

page 85, 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 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

Lesson 5 Mail for Email, Notes, and To Do Lists

message can be “stored” in a number of Smart Mailboxes.

® A Smart Mailbox automatically updates itself as messages come in

or are deleted.

B A Smart Mailbox applies the search rules to mail that is already in your box,

not just on future incoming mail.

Below you see an example of several Smart Mailboxes in the sidebar. The ones
named “Understanders” and “The Shakespeare Papers” are actually Smart Folders
that each contain Smart Mailboxes. The folder is just for organizational purposes.

Both are explained on the following page.

This Smart Mailbox

is one that Apple provided.

8enn

MAILBOXES 1r
¥ 7 Inbox

T Robin’s .Mac

7| Brianna Nora

7| The Understanders

7| The Shakespeare Papers
» | - Drafts
¥ 5/ Sent
> B Trash

¥ REMINDERS
> : Notes

» [f To Do {10
¥ SMART MAILBOXES

These two folders are

ﬁ Today

¥ [i@] Understanders

| & Discussion threads @

Smart Mailboxes
that | created.

I (& Research

A Smart Folder has a
disclosure triangle to its
left, indicating it holds

other mailboxes.

> The Shakespeare Papers

¥ ROBIN'S .MAC EE

+ @8- i
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Create Smart Mailboxes

There are several ways to create a Smart Mailbox. One is from the Mailbox menu
(below) and another is with the Save button, as shown on the opposite page.

To create a Smart Mailbox from the Mailbox menu:

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
previous page). If you choose to make a Smart Mailbox, you will only be
asked to name the folder and click ox.

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 that folder is not
selected.

2 When you choose “New Smart Mailbox...,” the search box shown below
appears. Choose your parameters and click ox.

Smart Mailbox Name: lSubscriptiun requests ] k-

Contains | messages B that match | all of the following conditions:

| Entire Message 4] [ Contains 4] [subscription @ @
[ Message is in Mailbox %] [ 7 The = SO
[l Include messages from Trash
M Include messages from Sent
» ROBIN'S .MAC '3
» RSS {16 —:

+ | & | R

A

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...”

90



Lesson 5 Mail for Email, Notes, and To Do Lists

To create a Smart Mailbox from the Save button:
1 Do a search as usual, as explained on the previous pages.
2 If the search gives you what you need and you think you'll want to use
the same search again, click the “Save” button.
3 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 oxk.
4 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...”

— If the command to make a Smart Folder is gray, it's probably because
something is selected in the sidebar and Mail can’t put a Smart Folder inside of whatever is
selected. Click on an empty space in the sidebar, and the option to create a Smart Folder will
become available.
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To Do Items

Mail is no longer just an email program—it’s the message center for your digital
lifestyle. When you use Mail to create To Do lists and Notes, you stay organized and
can find all your information quickly and easily. Mail keeps track of everything and
even integrates with iCal to make sure you never miss a date.

To create a To Do item from text in an email message:

All you do is select the text in a message you've received, then click the “To Do”
button in Mail’s toolbar (or Command-click and choose “New To Do”). You can

create as many To Dos from one message as you like.

806

From: Rosetta <theRosetta@mac.com>
Subject: Update: Friday's meeting
Date: September 28, 2007 8:54:00 PM MDT
To: @dJohn Tollett

John,
QOur Friday meeting has been changed to Monday at 10 AM.

Please contact everyane on your list and let them know about the change of plans.

This blue selected text
becomes the To Do item.

iChat me before Monday and Il transfer the files to you that you'll need to prepare your presentation.

Thanks for the flexibility and the great support.

Robin has the other information you requested. \L

.
Regards, :'
Rosetta /|

Your To Do items also appear in Mail’s sidebar, and they have their own viewer pane
with their own columns of information. Control-click on any column header to see
the other columns you can add.

MAILBOXES e Priority  [Calendar | ¢diy | |

W, inbox @ contact everyone on your list and let them know ... © — High Work
ﬁ e ¥ Joanie & Johnny party at Evangelo's September 27, High Home (7%
) [ Update: Friday's meeting October 1, 2007  Medium  Work
« s T & Prepare a Keynote presentation for the VIPs © Ocrober 27, High Work oy
2 Junk
REMINDERS
T Notes
ek
e Il " 4
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CEED CEENED )

Click this arrow to
open the “To Do
Options” menu.
The due date gets
inserted into your
To Do text.

Click the X to
delete the item.

2 To Do Options.

[ pue Dare| 9/24/2007

© alarm
Frof B Prioriyy High2
Subje|  Calendar [l calendar &
D;

rcle.com>

AM MDT

To: briannanora@mac.com

» # 1 Attachment, 1.0 MB (Save = ) (_ Quick Leok

Brianna Nora,

Attached is the invitation to the Sidney Supper. We'll need 120 printed up.

Thanks so much!

= iChatme o Click this arrow
Check the box to show the
whgn the Tlo DZ I original email
Is completed. From: John Tollett
Subject: Client meeting message.
Date: September 29, 2007 11:16:36 AMMDT
To. Rosefta
Rosetta,

Our big meeting is coming up soon. Did you finish the web site estimates?

Don't forget to mark your calendar for March 17, 2009 and start making plans for hosting the Design
Sympaosium.

To create a To Do item related to an email message:

Control-click in a blank area of the message. From the pop-up menu that appears,
choose “New To Do.” A To Do graphic slides down from the top of the window.
Type a brief note.

To create a To Do item without using an email message:

Just click the “To Do” icon in the toolbar. Type your message in the field provided.
Control-click on the message to get options for setting priorities, due date, etc. This
To Do item will be associated either with the last email account you made a To Do

in, or the one you choose in the Mail preference, in the Composing pane.
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To Do items in Mail’s sidebar

To Do items are in their own section of the sidebar, as shown below. If you have
more than one .Mac account, the To Dos are sub-categorized into the different
accounts. All non-.Mac mail accounts go into a category called “On My Mac”

You won't see those categories in your sidebar until you make a To Do item, and
then they appear automatically.

The title bar tells you how many
To Do items are incomplete.

MAILEOXES . e | el e

¥ T Inbox [ contact everyone on your list and let them know ... © — High Work
e B iChat me - None
b B mark your calendar for March 17, 2009 - None
(B Rosetta [E New illustration for Shakespeare Papers -— High
b/ Sent ¥ Joannie & Johnny party at Evangelo's September 27, High Home ola
> g Trash [ Update: Friday's meeting October 1, 2007  Medium  Work
B finish the web site estimates February 5, 2008 Medium

¥ RE

[ZJ Prepare a Keynote presentation for the VIPs @ October 27, High Work olha

T MAILBO!
+ | @& | - 1} )
T —
The numbers indicate how Click the gray circle/ | If there is no gray circle/arrow,
many To Dos are incomplete. arrow to open the | you created this To Do without

original message. | selecting text from an email
message (as explained on the
previous page).

[EIT—— The Mail To Dos are intimately connected with iCal (another Apple applica-
tion on your Mac). Dates will be inserted as events on the appropriate day, and you can send
email invitations out from iCal. Please see Lesson 8 for details.

You can add or delete columns of
information: Control-click on any
column header to see the options.
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Automatic date detection for events

This is amazing. If you hover your mouse over a day or date in an email message, it
highlights with a gray dotted outline and adds a menu button. If you click the menu
button, you can choose to immediately open iCal and see what’s going on for that
date, or choose “Create New iCal Event...” Notice this is not creating a To Do item,
but an event in iCal.

A dialog box opens in which you set all the information, then click “Add to iCal”
In this example, even though a numerical date was not available (just the word

“Monday”), iCal automatically assumed the message meant the next Monday
following the date of the email.

Update: Friday's meeting — Inbox (=] Notice the gray
dotted line around
the date. It appears

From: Roselta <theRosetta@mac.com>

Subject: Update: Friday's meeting automatically when
Date: September 28, 2007 :54:00 PM MDT
To: John Tollett you mouse over

a date, month, or

Our Friday meeting has been changed to Monday at 10 AM.§ - evena Word I Ike
Create New iCal Event... “tomorrow.”

Please contact everyone on your listand letthem knowlebou  Show This Date in iCal N

iChat me before Monday and Il transfer the files to you lyﬂu"ﬁ need to prepare your presentation.

John,

Thanks for the flexibility and the great support.
Robin has the other information you requested.

Regards,
Rosetta

Update: Friday's meeting — Inbox

Delete  Junk Reply Reply All Forward  Print  To Do
From: Rosetta <theRosetta@mac.com=
Subject: Update: Friday's meeting
Date: September 28, 2007 8:54:00 PM MDT
To: John Tollett
John,
Our Friday meeting has been changed to Monday at 10 AM. &

When creating an

Please contact everyone on your list and let them know abou Update' Friday's meeting
] event (as opposed

iChat me before Monday and Il transfer the files to you thaty

: location None toaTo DO), you
Thanks for the flexibility and the great support. ll-day O . .
: s will have a choice of
Robin has the other information you requested, from 10/01/2007 10:00 AM R
gl to 10/01/2007 11:00 AM addmg the event to
Roseta repest None # any calendar in iCal,
" calendar @ Work § ————————— 0t just to the Mail
alarm None $ calendar for that
note Contact team to relay update email account.
[ cancel | [ Add ]
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About the calendars

To Do items and events are automatically sent to iCal. If you have already set up iCal
with a number of calendars, you can send events and certain To Dos to any of those
pre-existing calendars.

If your email account is a .Mac account, Mail/iCal makes a special Mail group for
you in iCal with a default calendar in it cleverly called “calendar.” You can rename
it, of course. Any To Do item you create from your .Mac email account will be
assigned to a calendar in this Mail group only; you cannot assign a To Do item to
any of your other calendars. Any To Do items in this Mail calendar will be available
to you automatically anywhere in the world through your .Mac account online.

To Do items from any other email message or in any other email account besides a
.Mac account can be assigned to any calendar in the Calendars group.

These are the calendars Imade iniCal. ana
They’re in the Calendar group. Events (as opposed to

T catonnaRs To Do items) that you
e s create in Mail can be
:x“'"“"‘" = assigned to any calendar,

o regardless of which email

The instant you make your N o account it originated from.
first To Do item in Mailina | =" "
.Mac email account, this B Famay

¥ SURSCRIFTIONS
e

.Mac group is created for you.

From within Mail, you can create new calendars; these calendars instantly and

automatically appear in iCal.
806 ToDo -

® If you make a new calendar from a

MAILBOXES s

.Mac account, the calendar goes into

» 7 Inbox (1] Please s¢
the .Mac group, as shown above. > = senk
» @ Trash
B If you make a new calendar from any ¥ REMINDERS

» T Notes
email account that is not .Mac, that

> New Calendar...

new calendar goes into the Calendars

Synchronize Account
Take "On My Mac" Offline
Edit Account.

group, as shown above.

To make a new calendar in Mail, Control-

Get Account Info

click on a To Do account in the sidebar.
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Use the columns to assign options

Take advantage of the information you can display and change in the columns of the
To Do items. Control-click in the column header area and you'll get a list of possible
columns you can add, or you can delete ones you don’t need. You can also use the
View menu (the “Columns” sub-menu) as long as you are showing the To Do pane
when you go to the View menu. (That is, if you're looking at email messages, the

Columns sub-menu shows you column headings for email, not To Dos.)

To set a due date for items that don’t have one, move your pointer over the “Date
Due” column; a small triangle appears. Click that triangle to get the pop-up menu

shown below. To set a specific date, click “Other...”

You can also assign a calendar to a particular To Do item from the Calendar
column, or switch the item to a different calendar. Just click in the Calendar column
for that To Do item. A little menu pops up with the calendars available to that

particular email account, as explained on the opposite page.

To Do (8 to dos, mmmq

S &)

MAILBOXES G
,lz b B contact everyone on your list and let them know ...
i B iChat me Today
= B mark your calendar for March 17, 2009 b Toliesicn
(% Rosetta B New illustration for Shakespeare Papers | Mext Week
» 5/ Sent Joanie & Johnny party at Evangelo's 1 b
> a Trash £ Update: Friday's meeting 1 oot Medium
B finish the web site estimates Medium
i REENDERS [E Prepare a Keynote presentation for the VIPs 01‘ DA ;ngh
» T Notes
CT—
|4 On My Mac [3])
[/ Rosetta (4]
+ @ | % ll

The little menu arrows
appear when your mouse
hovers over the column.

Priority

High 1g
Medium Medium TWaTKI
igh Work igh Work
1h Home h Home
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Notes

While the To Do items are great for tracking things that need to get done, Notes are a
handy place to store ideas, thoughts, or any other information you want to keep track
of. Mail becomes a central location for information—messages, Notes, and To Do lists.

Create a new Note

To create a new Note, click the “Note” button in Mail’s toolbar. (This button is only
available when you're in the main viewer window, not when an email message
is open and active. To Do items can be created from email messages, but not Notes.)

A “New Note” window opens in which you can type a brief or lengthy note. Mail
uses the first line of text as the subject of the note (keep that in mind as you write
the note), and shows the first line in Mail’s list of Notes.

If you want an automatically bulleted or numbered list, go to the Format menu, down
to “Lists,” and choose the type of list you want. Type your list, hitting a Return after
each item. To stop the list so you can type regular text, hit the Return key twice.

When finished, click “Done”

If multiple Mail accounts are active, the note is added to the Mail account that
was selected in the Mailboxes category in the sidebar, unless you have specified
otherwise in the Composing pane in the Mail preferences.
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Format and add attachments to a Note

You can format the text in a Note just as you do in an email message, and you can
add attachments and To Do items. Just click the appropriate buttons in the Note
toolbar. When you choose to “Send” a Note, an email window opens with this note

inside the message area.

View Notes in Mail

The Mail window includes a Notes mailbox in the sidebar, which displays all your
notes, as shown below. But you'll also see the Notes appear in your list of email

These buttons work just
as they do in your email
messages.

messages when viewing an inbox. Notes are identified by an icon in the “Message

Status” column on the far left, as you can see below.

MAILBOXES
¥ 7, Inbox
e
7 Rosetta
(2 Jash
> ./ Sent
» B Trash

Roserta
Josh
» |/ To Do

(i [

__ On My Mac

™ Solar lighting for patia

™ Output large format digital a...
™ Vacatlon ldeas:

= Now!s the winter of our disc...

Yesterday  11:32AM  MNates - On My Mac
Yesterday  11:33AM  Nates - On My Mac
Yesterday 8:31 PM  Inbox - Rosetta

6:04PM  Notes - On My Mac
B:05PM  Notes - On My Mac
6:07PM  Inbox - Josh
6:08PM  Inbox - Josh
8:56PM  Inbox - Rosetta
8:47PM  Inbox - Rosetta

+ | & #- Il = é'
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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 share files.

To send an attachment:
1 Open a new message window and type your subject, message, etc.
2 To attach a file or photograph, single-click the “Attach” icon.

This opens the standard Open dialog box. Find your file, select it, and click
“Choose File” You can hold down the Command key to click on and select
more than one file to attach.

Or drag a file or photo from a window on your Desktop and drop it directly
into the message window.

3 A file icon appears in your window. If it’s a one-page PDF or a photo, the actual
image will probably appear, as shown below, instead of a file icon.

4 If the file in the window appears as the actual image, you can change it into an
icon if you like (you don’t have to): Control-click (or right-click) on the image.
From the menu that pops up, choose “View as Icon” This does not determine
how the person who receives the file will view it.

Subject: The Colden Girl
= From: Aot Willlams <dearrobindmac.coms "ﬂ

¥ Mora! He ’ you. Sne's the amarest
DuDDy who eved was. )

Ve you!
Grandma

Open Attachment
Open With
Quick Look Attachment

Save Attachment
Save to Downloads Folder

If the photograph is too large,
you can choose to send a
smaller version right here.

eniage Sav GG mage S | Sman —

5 Send your email

100



Lesson 5 Mail for Email, Notes, and To Do Lists

To receive and download an attachment:

1 An attachment appears in someone’s Mail message, or yours, as an actual image
or as a file icon, shown below.

006 Doctrine of Signatures — Inbox =]

From: mermaidtavemn@mac.com
Subject. Doctrine of Signatures
Date: September 30, 2007 7:13:48 PM MDT
To: Ben Jonson
> & 1 Attachment, 27.9 KB (“Save v ) ("Quick Look )

Amy, attached is the Doctrine of Signatures most famously espoused by Paracelsus.
It sums up that particular philosophy, which ties in with our book about the
correspondences. It's a Mariner Write file.

see you Friday!
robin

-
doctrine of 5..wd (27.9 KB

2 There are several ways to deal with this file:
If it’s a photograph and you can see it in the window, then you see it and
maybe that’s all you want to do with it. So you're done. Or . . .

If it’s one file or photograph, you can do any of several things:

Either drag the file to the Desktop or directly into any window or folder
on your Mac.

Or single-click the “Save” button in the header information at the top of the
message; the files are instantly added to the Downloads folder; see page 103.

Or save the image directly into iPhoto (if you have iPhoto installed): Press
(don’t click) on the “Save” button and choose “Add to iPhoto” (shown on
the following page).

Or Control-click (or right-click) on the photo or file icon and choose any
of several options, shown below.

Attached is the invitation to the Sidney Supper. We'll need 120 printed up. Thanks
so much!
Robin

2 Open Attachment

MS507 mvil:g Upen With »
Quick Look Attachment

Save to Downloads Folder
View in Place
Copy Image

—continued
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If you have a series of photographs in your email message, you have even
more options. You can do everything mentioned above, plus:

Save only one file from the collection. Press (don't click) on the “Save”
button and a menu appears, as shown below. Choose the file you want
to save.

You can view a full-screen slideshow of the photos. Simply click
the “Quick Look” button in the header information.

anm Our trip to Shakespeare Utah! — Inbox —

e

From: Robin Williams

Subject: Our trip to Shakespeare Utah! f_% e
Date: September 22, 2007 11:14:05 AM MDT /

To: briannanora@mac.com

» & 4 Attachments, 583 KB ( Save v ) ( Quick Look |
Save All...

This is the Quick
Look button.
Check it out!

Hey Brianna Nora! BB Gulls on the Road - 014.pg

¥4 gulls on the road.jpg
& Gulls on the Road - 020.jpg
Bl Gulls on the Road - 027 jpg

| just wanted to send you some of t
Utah Shakespeare Festival! Five play

Four of us, to the
. It was Grand. :-)

love youl
Robin
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Downloads Folder

When you click the “Save” button in an email to save the files that someone sent
you, the files are automatically stored in the Downloads folder in your Home
folder; a copy of this Downloads folder is in the Dock. Open either folder to get
to the files. These folders in the Dock are also called “stacks” because of the way
their contents sprays out into a stack, as shown below.

=7

=

¥ DEVICES [& Burn Folder.fpbf

M » ¥ Cylls on the road-1.jpg
Hard Disk I\ & Desktop » B Gulls on the Road-2.jpg
& iDisk | & Documents » B Gulls on the Road-3.jpg
VSHARED |4/ #3 Downloads i@ = Gulls on the Road-4.jpg
Wi ' Library = ¥ What a face.jpg
B tteopard '! [ ] Muv!es. -
=8| Robin's gffice Mac - M_HSK 5
W Pictures >
¥ PLACES @ Public >
B Desifop % | B Sites 3

A rofin v i 1

You can see that the files in the
Downloads folder above are
exactly the same as the ones in the
Downloads folder in the Dock.

Gulls on the Road,‘;.m ,' ,'
= i The picture on the folder in the Dock
changes all the time, depending on

what’s in it.
Single-click on this Dock icon to
display the files, as shown to the left.

Single-click on any image to display
it in an application.
Single-click the arrow at the top

to open the Downloads folder in
a Finder window, as shown above.
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Priority Options
You can set one of three priority options in Mail messages so your recipient under-
stands how urgent (or not) a particular message is—provided the recipient’s email

program can display the priority marker. If someone sends you a message marked as
high or low priority, Mail will mark it as such.

To set a priority:
With an email compose window open, go to the Message menu in the
menu bar, slide down to “Mark,” and choose the priority option you want
for this message.

To:  Joannie Starbuck

Cox

Subject: ! dinner at Amavi!

[=+]  From:[ Robin williams <brian... 18] Signature:| Shakespeare Papers (1] [ 11 5] \l

- - - N / If you would like to have
Joannie, just got your message. We'd love to jein you and Johnny at Amavi .. .
dinner tonight! See you there! the prlorlty optlons
love, handy, put this tiny menu
Robin g .

in the message window.

AAAAARARARARAAAAAANARAAAAA See page 80.

The Shakespeare Papers:
Shakespeare by Design, a wee bit at a time

htep:/ /www.TheShakespearePapers.com

To check the priority of an incoming message:
If the Flag column is visible in Mail (if it isn't, see page 80), you will see two
exclamation marks to denote a message that has been labeled High Priority.
A dash indicates Low Priority. (One exclamation point means the message is
Normal Priority, but you won't see any symbol for this kind of message.)

Robin Williams ‘The MSS contract for you Today
Robin Williams the invitation! Today
Robin Williams Rosetta misses you! Today
Robin Williams Our trip to Shakespeare Utah!  Today

&) Brianna Nora @

7 TheUnderstanders

7 ShakespearePapers Laura Egley Taylor The Shakespeare Papers Yesterday
» | Drafts Pat Williams Re: | keep forgetting . . . Aug 18, 2007
» 5/ Sent v Amy Meilander Re: names Aug 16, 2007
B 0 B
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Use the Standard Application Features

Mail includes all of the standard Mac features as explained in Lesson 13, such as
spell checking, text with shadows, text in color, special characters, creating PDFs,
previewing before you print, reading text aloud, and more.

The “Complete” feature, as explained on page 62, can be used in email messages.
Any styles you created in TextEdit, as described on page 61, are also available in Mail
messages—from the Format menu, slide down to “Style,” then out to “Styles...”

Mail is Integrated With:

Parental controls: See Lesson 18 to make another “user” for your child or children
and have full control over their email access.

Address Book: Click the “Address” icon to bring up a minimalized
Address Panel. See page 79.

iChat: A green dot in a column in your Viewer window indicates
an iChat Buddy is online and available. If you don't see that
column, go to the View menu, select “Columns,” then choose
“Buddy Availability”

iCal: Email announcements to all attendees of an event. All To Do
items can go straight to iCal. Calendars created in Mail appear
instantly in iCal.

.Mac Sync: Synchronize your .Mac account with the .Mac mail web site so

you have access to your mail on any computer in the world.

TextEdit: Click an email link in TextEdit to open Mail and automatically
address the email.

Safari: Safari will email complete web pages or just the links, as well as
send email from email links.
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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 .Mac members

Print envelopes, a list
of contacts, and more




LESSON 6

Address Book
for Contact Info

The Address Book is a great contact list integrated with so many
other parts of your Mac. It’s much more complete than its simple
appearance might lead you to believe—take the time to explore its

possibilities!
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How you'll Use your Address Book

Before I explain how to do specific tasks, such as create new address cards, add a
photo to a person’s card, send email, etc., first let me briefly describe how you can
use this great application.

e ()] |_LAddress Book

Group Name
Al ' [ Elizabeth West = Emilie Williams
[@ Directories [ Richard Whalen m
I Last Import [ CIiff Williams -
I First Friday Club
I MSS Board [L1Jean Williams
[L1Jewels Williams other ms.mermaid@comcast.net

|| Patricia Williams

|- Robin on Rabbit Williar
L Rohin Williams work 12345 Mermaid Lane
Pleasantville CA 94555

other OceanGirl (AIM)

| Ryan Williams

|| Scarlett Williams

|| Shannon Williams m
[1Jan And Willie Nelson 3

1 Jon Winokur v

You can customize individual cards and/or add new fields (those places where you
type in information) 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 (see page 79). (In the Address Pane in Mail, you can’t add or edit
or delete or group addresses—you can just access them for emailing.)

While in Mail (not Address Book) you can automatically add an address from
an email you receive: open the email in Mail and press Command Shift Y.

Your iPhone will synchronize with all the addresses or with certain Groups that
you specify. As you add contacts to your iPhone, they will automatically be added
to your Address Book on your Mac next time you connect and sync your phone.
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Make and Edit New Cards

To make a new card, (sometimes called a vCard), click the + sign at the bottom of
the “Name” pane, which displays the new card in the right pane, ready for you to
add information.

8006 | Address Book

If you don't = -
roup lame
see three Giai T = Last
columns, click [@ Directories 18 Apple Inc. SEE
this button. @ Last Import []Ruby Auburg R
I First Friday Club |[|jeanne Bahnson
I MSS Board || Neil Bauman . work s Phone
[ Pat Bell [-1+] mobile? (505) 505-5058
[ Martha Callanan ’
| |Sedena Cappannelli | work Email
|- | Ross Carter friend ¢ Name
[“/Jean & John Cheek | |@ assistant 3 Name
|| Cesare Ciatti
[/ Anna Darrah Work; tnerrame A
| |Mary Ellen Degnan work * Street
|- IMary Denisan City State ZIP
|- |Dana Evans Cooiry
ian Forstat a
/l_l\f'ict\r Gavenda l[’_\ e 3

© Click the green button to add another field for that particular type of
information, like another phone or email address. You won'’t see this green
button until you have filled in the blank area and are ready for another one.

° Click the red button to delete that field.

4 Click these tiny double triangles to change the existing field labels.

To edit an existing card, select the card in the “Name” column, then click the “Edit”
button (circled above). Edit the card to your heart’s delight. When you're finished,
click “Edit” again.

[EIT—— Only the fields that contain information will be visible on the card.

Also, be sure to check out the preferences for Address Book (under the Address Book
application menu). Use the “Phone” preferences to automatically format phone numbers,
and use the “General” preferences to customize your contacts and several other features.
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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 and click the “Edit” button (if it isn’t
already).

2 Double-click the empty photo space to the left of the name. A sheet appears:

afal:! _ Address Book
- TR | Com—
Group 4
Lial o limmy Thomas
1) Directories Ilod :ﬁg Ak
i Last Import 1Joat |
First Friday Club vell
The empty photo MSS Board JLau
space on the card ol rassaniang
. . 2
looks like this, il fenenythomas @mail com
a ghost. Johy uarmo
ol Neto
L Mai
Jear = wollinoom AIM = [y
5 (@ : Effects button.
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+ + - - - -
*._ﬂ T (i) %

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 someone, even
someone you are iChatting with. (If there is no camera attached to your
computer, your camera icon is gray.)

4 Drag the blue slider bubble to the right or left to enlarge or reduce the image.
Press on the image to drag it around inside the space.

Click the effects button to choose from different weird effects.

5 Click “Set” when you like it.

Add photos via your iPhone

If you have an iPhone, next time you are with someone whose contact information
is in your Address Book (or whose contact info you are adding into your iPhone),
edit her contact info in your phone and take her photo. The next time you sync your
iPhone to your Mac, this photo will automatically apppear in your Address Book
and when you get email from this person, it will include her photo in the upper-
right corner of the message.



Designate your Own Card

In your Address Book, you can designate the card with your contact information on

Lesson 6 Address Book for Contact Info

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,

displaying your photo.

XL Bobin Williams

Your card name has a little human
silhouette next to the name.

Enter a card for yourself in the Address Book (Apple might have done that for you
already). Then go to the Card menu and choose, “Make This My Card”” (Apple might

have already done that for you too).

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 122):

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”” 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.

806

Group

Al

[@ Directories

Last Import

I First Friday Club
71 MSS Board

| Address Book

Name
[ ]Elizapeth Thornton
[L/5ara Todd

[/John Tollett

|| Claire van Kampen
[Maureen Walsh

[ ]Jeanette A. Watts

- |Robin|Williams
aid Tavern
O Company

|- 1Sarah Weatherall c® work 505-555-1212

[ Elizabeth West e home ¢ 505-555-1213

[ IRichard Whalen [-T-1:] work fax & 505-555-1214

e LI work * robin@ratz.com
Ele Wiltiams eoo homes Fobin@mac.com
[1Jean Williams

[ Jewels Williams e 8 child Ayan

[11Patricia Williams S = child + Jimmy

- IRobin on Rabbit Wiliam(]] © = child Scarlett

2 Robin Williams oo dog Rosetta

[-IRyan Williams eoo home # Robin@mac.com

|| Scarlett Williams A

[1Shannon wil.liams o e L

[1Jan And Willie Nelson SantaFaNM&7508 [T
[ IJon Winokur b Country v
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Customize 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.

To add a field to EVERY card:

1 From the Card menu, slide down to “Add Field” and then choose “Edit
Template...”

Or go to the Address Book menu and choose “Preferences...” From that

toolbar, click on the “Template” button.

2 Click the “Add Field” button to display its menu. All the field names in gray are
already on the card template. Choose any field name that is in black and it will
be added to all of your cards. Until you enter information into that field, you'll
only see it when you click the “Edit” button on individual cards.

808 Template

Phonetic First/Last Name —T
Prefix it
Middle Name

Suffix

Nickname

Job Title

Department

Maiden Name
Phone

Emai

URL

Dates !-
Related Names
nstant Messaging
Address

T e Bl 710

AIM =

@ vl
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Check Out the Options

There are lots of hidden options in the Address Book. Single-click or Control-

click on the small labels to the left of the fields on a card. You'll get little menus,
depending on which key you're holding down and what you click on. Check them
out! Below you see where I chose the option “Large Type” to display a fax number.
(This option only shows up on phone or fax numbers, but you could put a love note
instead of a phone number to surprise your sweetheart.) You can send text messages
to cell phones, dial numbers with your Bluetooth-enabled cell phone, send email,
chat, and more. If you have Skype installed, even more options will appear.

W Addewis Dok Fle BtV Canl Wk Hels 1% 4 G SedimN Q

= Eulu Taylor P“h‘lch Williams
|Iumm | Jimey Thomas
| BiLast import L Elizabeth Tharnton
| First Friday Club || Sara Todd

|1 MSS Baard John Taliesr

. Claire van Kampen
\ Maureen Walsh
L Jeanette A, Walts m
L Sarah Weatherall P

Cflizabeth West 1 Vouille CA 55533
L Richard Whalen

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 on the label to the left of an address in Address Book. A little menu pops up
where you can choose “Map Of.” Safari opens to Google Maps and displays the

location of that address. Freaky.

= Geoup
]b" | Laura lglq Tayler
(B Directories |Jimemy Thomas
|5 Last Impart ._.Elln.lmh Thernton
|\ First Friday Club ||| Sara Todd
1 M5 Bowrd [ John Tollett

L Claire van Kampan

-. Patricia Williams

|| Maureen Walsh

|+ Jeanette A, Watrs m
] Sarah Weatherall l
L Elizabeth West
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Create Group Mailing Lists

After you've made a Group mailing list, you can send email to the name of that
Group and your message will go to everyone in the Group.

To make a new group:
1 Click the + sign at the bottom of the “Group” column.

2 Change the existing name of the Group to something you'll recognize.

3 Click the “All” group.

4 Drag names from the “Name” column of the “All” group and drop them on

the Group name. You can put the same name in many different Groups.

(:Yal) | Address Book

| ! oo !
A1 lx_lMary Denison ~

Andrew Aguecheek
ﬁ Directories il_l Dana Evans b
Last Import ;\_1 Brian Forstat ml
1T First Friday Club | [/ Victor Gavenda \
|
I MSS Board [ Elizabeth Gilchrist
(e Uary - fdersn) - Katherine Hanscom mobe (F05) 458,000
=

|| Barry Hatfield
|[[]Tom and Rose Himrod '~
|lL] Grady Hughes

b

To email a message to a Group:

® In the Address Book, Control-click (or right-click if you have a two-button
mouse) on the Group name and choose “Send Email to Group”

®H OR in the Mail application, type the name of the Group in the “To” field of an
email message.

To prevent all the addresses from appearing in everyone else’s email:
1 Open Mail (not Address Book).

2 From the Mail menu, choose “Preferences...”

3 Click the “Composing” icon.

4 Uncheck the box, “When sending to a group, show all member addresses”

[IT—— Option-click on a person’s name to highlight all the Groups he is included in.
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Create Smart Groups in Address Book

A Smart Group is a list of contacts that automatically updates itself as contacts meet
its criteria. 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 someone’s birthday or anniversary

is 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 find
existing contacts and 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 to individual cards or to all cards, please
see page 112.

To create a Smart Group:
1 From the File menu across the top of the screen, choose “New Smart Group...”

2 In the sheet that drops down, as shown below, choose your parameters.

Aane | Address Book

Smart Group Name: Birthdays

Contains cards which match the following:
[Birthday M ['is within M [3 ] ["days ﬂ @ @
@ M Highlight group when updated

| i T WOTK TOSS @ TOSSOarercon
I The Understanders || Karen Hyatt
|[ZICynthia Katona

|| Denise Kusel

i\_IRichard Lehnert =

3 If you need more parameters to narrow down or open up the possible items
in the Group, click the ¥ sign (circled above).

4 If you want to see a visual clue when a new item has been added to the Smart
Group, be sure to check the box to “Highlight group when updated” Then
when a new item is automatically added, the Smart Group will change color
to let you know someone’s been added to it.
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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 for a contact within a Group, single-click the Group name
you want to search.

To search your entire database of contacts, click the “All” group,
as shown below.

2 Single-click in the search field.

3 Type the first couple of letters of the name of the person you want to find,
either first or last name or the business name. As you type, results will appear
in the center “Name” pane.

4 Type more letters to narrow your search, or single-click one of the contacts

in the “Name” pane.

Click this X to

| Name

LAl | | Bella Laura Revere Laura Egley Taylor delete everything

[@ Directories I Laura Egley Taylor £ in the search

Last Import || Laura Tearsheet field.

I Family

I First Friday Club fame TR If there is even

U= MSS Board h +

IZ The Understanders work laura@mothering.com .one C a.rac er

Birthdays home egtaylor@earthlink.net in this f|e|d, you

home page www.mothering.com won’t see all of
nome laurataylor (AIM) your contacts.
+ o Edit d

5 To display all of your contacts again, click the X in the search field,
and single-click on the “All” group.
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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) on the person’s name; from the pop-up menu
that appears, choose “Spotlight ‘This Person

ER

(where “This Person’ is the name
of the contact you just searched for; that name automatically appears in the
menu). See the illustration below.

Name

G || Bella Laura Revere | - Laura Egley Taylor
ﬁ Directories J__]L BTG,

B Last Import Eb - edit Card

I Family

Spotlight: “Laura Egley Taylor”

[ First Friday Club

U__E irst Friday Clu -

I MSS Board e s

IZ The Understanders work laura@mothering.com
I Birthdays home egtaylor@earthlink.net

home page www.mothering.com

nhome laurataylor (AIM)

3 You will get the Spotlight window (a Finder window), as explained in
Lesson 19. It will show you every file on your computer that is connected
with this person, such as email she’s sent, files she’s mentioned within,
documents she has created and sent to you, images of her, and more.
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Share your Address Book Contact List

If you are a .Mac member (see www.Apple.com /dotmac), you can share your

entire contact list with other .Mac 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 .Mac account to share, and the only people who can
share your Address Book are other .Mac members running Tiger (Mac OS 10.4) or
Leopard. 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 “Sharing” icon.

3 In the window that appears, check the box to “Share your address book.”

—— # Share your address book

| Name: | Allow Editing |

John Tollett (roadrat@mac.com)

() Cendimviaton) ()

4 You must choose who is allowed to access and share your Address Book:
Single-click the + sign at the bottom of the window.

5 This drops down a sheet displaying the people who are in your Address Book,
as shown at the top of the next page. Select the names you want to share with;
hold down the Command key to select more than one name.
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falel:) Sharing

|

69 cards (Q

GCroup Name | Email |
Han 1= e =
ﬁ,.“," : - Jimmy Thomas |
E::; :;:'Zv ~ [LIElizabeth Thornten L

||Sara Tedd

'™ john Tollett roadrat@mac.com (work) o
‘I_l Claire van Kampen 3

Share your Address Book with selected .Mac members above, @

——

|
|
: |

— ™ Preparing for new address boak... Send Invitation \ @

6 Click OK. 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”

Subscribe to someone’s Address Book

You can only subscribe to an Address Book that someone else has already set up
as shared, as explained above. And that person must have already chosen you as
someone who is allowed to access her Address Book. Once that’s done:

1 In your own Address Book, go to the File menu and choose “Subscribe
to Address Book...”

2 Enter the .Mac account name of the person whose Address Book you want
access to. After you enter the account, click oxk.

Subscribe to this .Mac member’s Address Book:

| Grot IBriannaNora@mac.com I
@ N sheek
(R Example: steve@mac.com §

[@ Directorie
-Cancel @
Last Impo @
I First Friday Club [“TJeanne Bahnson
I MSS Board [ |Neil Bauman

moblle (505) 488-8888

I The Understanders || Pat Bell

|- | Martha Callanan
|_|Sedena Cappannelli
|- |Ross Carter

e | »{
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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 get the Print dialog box. If you don’t see the full window
as shown below, click the small blue triangle to the right of the “Printer”

pop-up menu.

Printer: [ Robin's Printer H @
Prasets: [ Mary Sidney Society Board
= Copies: |1 | ™ collated

Pages: (@ All
Ome: |1 | to: |1

[ Address Book H—

Style: [ Lists <

Paper Size: { US Letter M

Qrientation: E

EPhona

™ email

™ Address

[ Instant Messenger
™ Photo

[ Job Title

[ Department

Attributes:

TISq

10 people (MSSBoa...  Zoom: (i [l Company
Font Size: f Regular H
® o)

You can save the job as a PDF and then
send that PDF to someone else to print.

3 From the “Style” pop-up menu, choose what you wish to print—lists,
envelopes, mailing labels, or pocket address book pages. Each “style” has
different parameters to experiment with. Whatever you choose will be

displayed in the preview window.
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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.

The Address Book automatically uses your “Me” card for the return address. If you
want it to use another card, go back to the Address Book, choose 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: [ Robin’s Printer @ Robin's Offic... [+ (&)

Presets: | )
Copies: 1 .ECnIEa!ed
Pages: (@ All
OFrom: 1 to: |1
7[ Address Book Hi
Style: [ Envelopes <t ""ﬁ

Add Distribution List (Family) m

Print in: | Alphabetical Order 1]
Print: [ Company | of recipient  + |

] Country
[l Except my country
8 addresses (Family) Zoom: (E— I RedDog.gif Set.
mage: 09911 e

Font: MrsVonEckley-Re...

@ (CPoFv ) (Supplies... ) (Cancel ) (@printd)
T ————

To add an image to your return address, click the “Label” tab above.
You'll have options to change fonts, colors, add an image, and more.
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Backup 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 select everyone in the Name column (or just select the
important names), then drag that block of names to the Desktop. This
creates a vCard file, shown below, that you can then store on another
disk for safekeeping.

1'”

Andrew Aguecheek
and 69 others.vef

You can send this vCard to someone else on a Mac; she double-clicks
on it and the addresses get automatically entered in her Address Book.

3

B 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. When you
want to restore your Address Book, double-click this file or use the Import
option in the File menu.

=

.5

Address Book
2008-...8.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, it will take both the
original and the backup! Copy the file onto a disk, upload it to your iDisk if you have

a .Mac account, or email it to a colleague for safekeeping.
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Address Book is Integrated With:

Dashboard: Pop up a mini-version of your Address Book for quick and easy access.

See Lesson 16.

Safari: Put your Address Book in the Bookmarks Bar and you have instant
access to any web sites listed in the Address Book. To do this, open
Safari, and in the Safari preferences, in the Bookmarks pane, check the
box to “Include Address Book”

The AutoFill feature in Safari uses the data you enter in your “Me” card.

iCal: iCal can create a Birthday calendar from your Address Book so
everyone’s birthday is automatically placed on its appropriate day;

see page 152.

Mail: Send email to a selected contact email address with a contextual menu.

The photos you put in the Address Book will appear in other Mac
users email messages when they send you mail.

To automatically add someone’s email address to your Address

Book, select a message in Mail, then press Command Shift Y.

iChat: iChat will pick up the data and picture you add in Address Book.
And when a Buddy is online and available, his address card displays
a green dot.

With a camera connected, you can add a photograph of someone
you are chatting with through iChat.

.Mac: Synchronize your other Macs and your .Mac account so you have your
entire Address Book accessible on the web, anywhere in the world.

Spotlight: Send your Address Book search out to your entire computer through
Spotlight. See page 117.

Bluetooth: Beam a contact card to a mobile device with one click.
iPod: Transfer your entire contact list to your iPod using iSync.

iPhone: Transfer your entire contact list or selected Groups to your iPhone

using iTunes.
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GOALS

Search a web page for a
word or phrase

Learn how to let Safari
fill in forms for you

Block pop-up windows

Use SnapBack so
you don’t lose a page

Become a more efficient
web surfer with tabs

Organize your bookmarks

Save or email entire
web pages

Create web clip widgets
Browse privately

Become a master
of RSS feeds




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

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.

Customize what you see in the
toolbar; use the command from
the View menu or Control-click.

Enter a web address here, then hit the
Return or Enter key to go to that page.
You do NOT need to type http://.

Enter a Google

search right here!

@ htp:/ /www.TheShakespearePapers.com/

This is the
Bookmarks Bar.

\{

Shakespeare by Design, a wee bit at a time

The Shakespeare Papers are snippets of amusing, tantalizing, peculiar, educative,

the Shakespearean plays and sonnets.

Each beautifully designed, full-color, bi-monthly, limited edition, 16-page booklet
focuses on one tiny aspect of these luminous works. Why, you ask?

About the Papers
The Philosophy
The Topics

The Product

Status Bar' If yOl.l The Writers and Designers

don’t see this in
your browser,

go to the View
menu and choose
“Show Status Bar.”

Contact Us
Contagtigformation

)

Enter a new web address quickly

unexpected, surprising, brilliant, intriguing, and occasionally controversial tidbits about

’Q- Google

|

Drag this corner to
resize the window.

This is one of my favorite features in Safari: If you double-click between www and

.com, it selects just the domain so you can change it. This means you don’t have to

drag the mouse across tiny little letters when you want to change the address. Try it.

And don'’t forget you never need to type “http://” If it’s a .com address, all you need

to type is the main word. For instance, to go to www.apple.com, just select every-

thing in the location bar, type apple, then hit Return.
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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.

To make it easy for you to see the found word or phrase, Safari dims out 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 un-dim it.

To make Safari put the strong yellow highlight on successive results, press
Command G. Each time you hit that shortcut, Safari puts the yellow highlight
on the next result.

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.

3 matches (4 » ) (pone ) |

~\The Understanders

:; nNO 2
“B m m n @ http: / /www.theunderstanders.com jindex.html Q@ Bl Qr Google

This field appears
when you press
Command F to
find something.
It will stay there
until you click the
“Done” button.

underlying And when we see everythir clearly, the
of the play Is even more astounding than we dared to think.
Discussions run twelve to sixteen weeks, plus a film or two.
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Fill in Forms and Passwords Automatically

This is wonderful. Safari will 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 111). 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.

To enable Safari to fill in forms and passwords, go to the Safari Preferences and
click the “AutoFill” icon. Check the appropriate boxes.

806 gt Notice the “edit” buttons.
‘g | ‘ | : ' You can delete the
information from any web
page that was hanging on
to your info or passwords.

AutoFill Web Forms: M Using info from my Address Book card

# User names and passwords [ Edit:..

M Other forms
®

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. Try it on your .Mac page.

To delete saved user names, passwords, or forms, go back to the AutoFill
preferences. Click the “Edit...” button. Select and remove items.

AutoFill is turned off when you turn on private browsing, as explained on page 136.

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 take the checkmark off.
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© SnapBack to a Results Page or Other Page

Do you see those little orange arrows in the location field and the Google search
field below? Those indicate “SnapBack” pages.

When you do a search in Google, either at Google.com or 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.

You can mark any page you want as a SnapBack page: Go to the History menu and
choose “Mark Page for SnapBack.” As soon as you leave that page, the arrow appears
in the location field, ready for you to click to return. You'll also see the SnapBack
arrow anytime you type in a web address yourself (as opposed to getting there from
a link or bookmark).

® W http:/ /en.wikipedia.org/wiki/Mary_Sidney = Q~ mary sidney

free contant to the world by donating today! 2 Sign in / create account
| article | [ discussion | [ editthis page | | history |

5 + Leam mare about using Wikipedia for research -
Mary Sidney

From Wikipedia, the free encyclopedia

'-'-;"’g Mary Herbert, Countess of Pembroke née Mary Sidney

WL%%«}IE{PIMI} (27 October 1561 — 25 September 1621), was one of the
T first English women to achieve a major reputation for her

| navigation literary works, translations and literary patronage.

Quickly Enlarge or Reduce Text

Make the text on a web page larger or smaller with Command + (larger)
or Command - (smaller). You don’t have to select anything first.
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Tabbed Browsing

When you click on 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 open any link into a tabbed page, Command-click the link
(hold down the Command key and click on the link).

Command-click on lots 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 page still available.

:0 06 The Shakespeare Papers

3 hp:/ /www.TheShakespearePapers.com/

Tabs.
Click a tab to

W T l‘l S Ll k P display that page.
e Jna esPeare aPers Click the X to

Bhakespeare by Design, a weebitatatime | 1 close that page.
Option-click the
X to close all the

open tabs.

To use tabbed browsing, go to the Safari preferences and click the “Tabs” icon.
Take a few minutes to check 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.

Also see pages 140 and 144
about displaying all bookmarks

in a folder as individual tabs, all

™ %2-click opens a link in a new tab at once.
[ Select tabs and windows as they are created

M Confirm when closing multiple pages

% click: Opens a link in a new tab.
88-Shift-click: Opens a link in a new tab and selects it.
$8-Option-click: Opens a link in a new window behind the current one.
8 -Option-Shift-click: Opens a link in a new window and selects it.
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The bookmarks in Safari are powerful and easy to use.
Show All Bookmarks i - -
Add Bookmiark... %p | Choose this to display
Add Bookmark For These 2 Tabs... the Bookmarks Library.
Add Bookmark Folder 138N
|& Bookmarks Bar (103) >

The Bookmarks Menu, shown above, is what drops down from the menu bar
across the top of your screen.

The Bookmarks Bar is that strip in the browser window, just below the address
field, as 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 Bookmarks Library and the various Collections you create let you organize
hundreds of bookmarks, but you don’t have to put them all in the Bookmarks Menu,
which would make your list a yard long. Click the “Show all bookmarks” button
(E) at the far-left of the Bookmarks Bar when you want to open the Bookmarks
Library and make new folders for organizing your bookmarks.

When you hit Command D to create a bookmark, a little sheet drops down and
asks you 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 Bookmarks Library.

Organize your bookmarks with folders
You can organize all your bookmarks in the Bookmarks Library.

1 From the Bookmarks menu, choose “Show All Bookmarks, or click the
bookmarks 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, called a Collection, in the left-hand pane.
When you make bookmarks, as mentioned above, you can choose this folder
in which to store the bookmark.

3 To put this folder in the Bookmarks Menu so you can access it in that menu,
first click on the “Bookmarks Menu” item in the Library. Now drag the folder
from the left pane and drop it into the large right pane, which is the list that
will appear in the Bookmarks Menu. You can drag the items into the order
you want them listed. You can also drag folders or bookmarks directly into
the Bookmarks Bar.

131



Lesson7 Safari for Web Browsing and News

132

Email the Contents of 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 you can email just the link. Follow the steps above, but choose “Mail Link to
This Page”

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 “Zoom In” to enlarge
or “Zoom Out” to reduce.

If the PDF has more than one page, but all you see in Safari is one page, Control-
click (or right-click) and choose “Continuous”
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Save a Page and Everything on It

Safari lets you save a web page and 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...”
3 In the Format menu in the dialog box, choose “Web Archive,” as shown.

4 Choose the folder you want to save into, then click “Save”

1 AOS Mary Sidney |

Export As: Mary Sidney.webarchive 8
Iq-p]fss-g}m}q [ web site info M(Qsearch
e 8 lesson on tat;;

"
» SHARED (& Letters 1o friends »
& Mermaid Tavern 2
¥ PLACES . You can also save a page as
! Desktor E miscellaneous docs L " L .
rie ® |2 Robin's Fonts > Page Source,” which saves
rooin . .
S R I Yhe Shakaie pagers > the source code. This is
g xnen _| [0 Web Receipts » 5

T Doctmments handy if you want to study
B web L.
[ that code or use it in a web
—y | pageofyourown.

this page.

"1 Hide extension New Folder @
V.

To save a frame of a web page, Control-click (or right-click) on the frame. From the
menu that pops up, chose “Save Frame As...”
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Make a Web Clip Widget

This is pretty cool. 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. If you delete this widget, you'll

have to remake it from scratch to get it back.

To
1

2

The selected area
above became this
Dashboard widget.

make a web clip widget:
Go to any web page in Safari.
Click the Web Clip Widget button in the toolbar. (If you happen to have

removed the button, right-click on the toolbar and choose “Customize
Toolbar” so you can drag it back in.)

The page grays out, except for a clear box that follows your mouse 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.

When you like where it’s positioned, click the “Add” button in the upper-right.
Immediately Dashboard opens up, displaying the new widget.

Click the tiny i that appears in a bottom corner to flip it over and add a fancy
border, if you like.

Adjust the shape of the clip, and then ciick Add

navigation

= Main page

= Contents

= Featured content
= Current avents
= Random article

Discussions
Discussion Leaders
Pravious Discussions
King Laar Discussion
What Others Say
Comtaet

interaction

u About Wikipadia

= Community portal
= Recent changes

| = Contact Wikipedia
= Donate to Wikipadia
= Heip

Discussions
Discussion Leaders

Previous Discussions

King Lear Discussion
What Others Say
Contact

With this Wikipedia clip,
| can go to Dashboard,
enter a search term, click

The links work. Go, and I'm there.



Print Web Pages

You can see a preview of how your web page will print. You can tell the background
not to print, and you can make sure the web address and date appear on the page.

To print a web page:

Lesson7 Safari for Web Browsing and News

1

Just go to the web page you want to print, then press Command P to get the
Print dialog box, as shown below (or go to the File menu and choose “Print..”).

If you don'’t see the expanded box shown below, click the blue disclosure
button.

Make sure the “Safari” option is chosen in the menu in the middle of the pane,
shown below. You'll see the preview on the left.

Check or uncheck the boxes to print the background or the headers and
footers, shown below.

If the web page needs more than one piece of paper to print, the preview
will show you every page; use the arrows to go back and forth.

Click “Print” Click this disclosure

button to show or
hide the large pane
you see here.

| (e Truemors :: Six Lame Social Networking Sites ‘
Printer: [ Robin’s Printer @ Robin's Offic... H-q
[re=—" ~ Presets: | Standard H'q
Copies: 1 SCOIIated
B Pages: @) All
,—g: OFrom: 1 to: |1
= Paper Size: ' US Letter E 8.50 by 11.00 inches
pre
: Orientation: @ Scale: |100 %
[ ]
e —{ safari <€ !—“v-:
"] Print backgrounds
™ Print headers and footers
W a) 11 (21
@ (pin )
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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 what 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.

® If you downloaded anything, those items are automatically removed from
the Download window when you quit Safari or turn off private browsing.

® Cookies are automatically deleted when you turn off private browsing
or quit Safari.

To turn ON private browsing, go to the Safari menu, choose “Private Browsing”

To turn OFF private browsing, first close all Safari windows. Then 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.

To further secure your privacy, when you

esstaty
are finished go to the Safari menu and choose e
you sure you want to reset Safari?
“Reset Safari...” You can eliminate any trace of @ T T o e e then i Reses
your whereabouts from the options you see Sce e
EEmpw the cache
listed here. This, however, will remove every- 4 Clear the Downloads window
. . . . ERemove all cookies
thing from that feature in Safari, not just the  Remove all website Icons
Ekemnve saved names and passwords
ones you used today! ™ Remove other AutoFill form text
Ec\ear Google searches
™ Close all Safarl windows
@ SEE
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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

o0 »n A W N

Using the Account preferences, set up another user (details in Lesson 18).

In the “New Accounts” menu, choose “Managed with Parental Controls”
In the next pane, click the button to “Open Parental Controls...”

Choose the account to which you want to add parental controls.

Click the tab labeled “Content”

Click the button to “Allow access to only these websites.”

Select any site listed in that pane and delete it with the — button.

Click the + button to type in web addresses of your choice.

Log in to that users account, open Safari, and make sure it’'s what you expect.
Safari puts the web sites chosen in Step 6 into the Bookmarks Bar, as shown

below, and the user will not be allowed to go anywhere else.

ene PBS KIDS GO!

3 http:/ /pbskids.org/go/ |

T8 Oisney PBSKids fun School Sesame Workshon < '

<

i T P T = Bookmarks Bar.

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
Parental Controls, as above.
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So What is RSS?

All major news organizations, as well as thousands of personal web logs (blogs) and
individual web sites, offer article summaries and headlines in the form of rss feeds.
Below is a sample of what an rss feed from Apple looks like in Safari.

You can drag the “Article Length” slider (shown below, on the right) to display more
or less of an article. Use the categories to organize the information.

:.I, m [ m |_Ifeed:/ /wdirect.apple.com/home /2007 /ticker.rss &) RSS Google

Apple Hot News Ticker 9 Total

Dorna Sports: Fast Finish rriday 1240 P

At any track. At any time. In any country. If it's MotoGP, Dorna's got it wrapped. Based in Barcelona

and Madrid, Dorna cuts “live footage for more than 40 netwarks across the globe.”... Read more...

iPhoto '08 Tip: Reference photos in Aperture Libr... rraay, 1108 am

“iPhoto and Aperture work really well together,” reports Micah Walter in a recent Inside Aperture Date

post. To take advantage of some of the “really cool and fun tools™ that iPhoto offers... Read more... | i I
Source

“Best Phone. Ever.” Thursday, 11:20 Al New

“Tao call the iPhone the best phone I've ever used is the biggest understatement of the decade ™ Recent -

enthuses Michael DeAgonia (computerworld.com). “It's like saying Jupiter is big, 0... Read more... A:“ i
Today

Hit TV Programming Now Available from iTune... Wednesdsy 607 A | Yesterday
Last Seven Days

iTunes customers in the UK can now purchase and download hit television programming from This Month

ABC Studios, the Disney Channel, MTV, Nickelodeon, and Paramount Comedy fo... Read more... | | 2o panth

4.5 Stars for GarageBand '08 g o7, ¢ Source:

GarageBand '08 earns 4.5 stars from Christopher Breen (macworld.com), & self-confessed “rabid Apple Hot News Tic...
GarageBand fan.” In his review, Breen calls attention 1o the *program's major new ... Read more...

Actions:

Mail Link to This Page

Numbers Tip: Placing images behind cells ~ug 27, 10 Subseribe in Mall

In Numbers, Apple's new spreadsheet application, “the ability to place multiple grids anywhere on
a page, and mix them with text, graphics, and images, allows you 1o create some t... Read more...

el

At any time you can add more feeds to Safari, delete ones you don’t want to view,
search through feeds for particular information, and even bookmark searches to
which you want to return.

You can separate the various feeds into your own folders so with the click of
a button you can view all the headlines from each particular area of your life.
For instance, you might want to see just the technology headlines or just the
screenwriting headlines or just the personal blog headlines.
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View the existing feeds in Safari

Apple has provided an rss feed to get you started. Experiment with it for a while
and then start building your own collection of rRss bookmarks, as described on the
following pages.

To see the RSS feed/s:

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 Library: Single-click on the little book icon
at the far-left end of the Bookmarks Bar (circled, below).

4 In the Collections pane, which appears on the left side of the Bookmarks
Library, single-click on “All RSS Feeds.” The list will appear on the right.
You'll see the blue RSS icon for each web site that has a feed.

1D mimsrems G Thisis the

|55 Bookmarks Bar (11) | Bookmark | Parent | Address | Bookmarks Bar.
[=| Bookmarks Menu €A ABC News -...rtainment [E Entertainment feed://my.abcnews....tainment_rss20.xml| . .
] Address Book [ Apple E5 Bookmarks Bar @ TEedTTwaTectappT omel 2007 Cker s | This entire

& Bonjour €3 BEC News -...rtainment [ Entertainment feed://newsrss.bbc... tertainment/rss.xml Window is the

e Engadget & Technology feed://www.engadget.com/rss.xml

, . Bookmarks
9 Cizmodo 3 Technology feed://www.gizmodo.com/index.xml|
&% guyk ®sE | Bookmarks Bar | feed://blog.guykawasaki.com/rss.xml leral’y.

9 iTunes 25 New Releases B Entertainment feed://ax.phobos.ap...s/limit=25/rss.xml
E News B iTunes Top 25 Songs & Entertainment feed://ax.phobos.ap...s/limit=25/rss.xml
E Mac 9 Rolling Sto...vie Reviews [Z Entertainment feed:/ /www.rollings.../movie_reviews.xml
B The New Yo...s - Sports (& Sports feed:/ /www.nytimes....rss/nyt/Sports.xml
9 The New Yor...s - Travel & Travel feed:/ /www.nytimes....rss/nyt/Travel.xm|
,ijemurs. 11 &3 Bookmarks Bar  feed://truemors.com/rss2
9 Washington ...t - Nation 3 US feed:/ /www.washing...s/nation/index.xm|
B Yahoo! 3 News feed://rss.news.yah....com/rss/topstories
9 Yahoo! News - U.S. B us feed://rss.news.yahoo.com/rss/us

Notice that a large news site might have separate
RSS feeds for different sections of the news.

5 Double-click any link to open its feed page.
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View the RSS Collections Apple has made for you

Apple has placed a number of folders, or Collections, of bookmarks in the

Bookmarks Bar for you, including an rss “News” folder, as shown below.

If you click on a folder in the Bookmarks Bar and choose View All RSS Articles
from the menu that appears, as shown below, every headline from every feed in this

folder appears on the page. You can organize the information as explained on the
next page.

If you choose Open in Tabs, each bookmark in the list will open as a separate tab
(see page 144) and each page will display just the headlines for that source.

The number tells you
the total number of new
headlines in this Collection.

|G| hrtp:/ fwww.gogglaleam A Q- mary sidney Q

Entertainment v.
@ YouTube
 QuickTime Movie Trailers
& |nternet Movie Database

™ @ Rolling Stone
O O e @ Rolling Stone Movie Reviews
A iTunes 25 New Releases

Web Images Video News Maps Gmai

@ Billboard
@ Fandango
[ ; J § e T; et
o
3 ABC News - Entertainment

atertainment

e
e 8S cles

Advertising Programs - Business Solutions - About Google

S0, Socgle Open in Tabs
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Customize the information display

Once you display an rss feed page, you can adjust how information is shown. Use the
options on the right side of the window to sort the headlines by date or by title, by
the source of the headline, or whether it’s unread. You can view headlines by relative

time; for instance, you can view all articles from yesterday or from last month.

In the illustration below, notice that the “Article Length” slider is almost all the way
to the left so only the main headline for each article is shown.

To display an entire article, single-click on any headline.

8ne

y l: ﬂ = El Ljfeed:.ljtruemorsxnm,’rssz RS - Qv Gun\e )

Truemors 10 Total

Chinese Military Hacks Into Pentagon .- ve Today, Search Articles:
Did you hear that cument and fomer Pentagon officials have no... Fead more... Q
Article Length:
CGocracy — Verslon2 Admin Today, 1:59 PM = _
Hi, guys awhile back | releasad www.CGocracy.com and it was well recved and | got a ot of fee. . Read more. .
Sort By:
Date
Why Kisa? JohnOneFh, aday, 1:06 PM =i
Did you knaw that men and wamen view kissing differenty? Did y.... Bead more... Saurce
New
47 Million Uninsured JchnOnefive Today, 12:57 PI
Did you know that the latest astimates from the US Cansus Bureau indicate that... Read more. ::ﬂﬂm ew:
Today
French Study 3 Cups of Coffee Many Benefits “cmin Today 12:95 1 Yesterday
| heard that a French study proves that drinking 3 or more cups of coflee per day has many ben... Read more.. TL':fl .;evar;\ Days
s Mon

Last Month

Two Days Before Apple's Release Acmin Today 1148 A0

WMore prtures... Bead more.. Source:
Truemors

China Blocks Google's Feedburner Admin Today, 10:55 A0

Did you hear that China has anee again biocked all 160 milion net users in China from receving... Bead more... | Actions:
Mail Link to

36 MPG SUY is Nota Hybrid  Acdmin Today, 10:50 A% Gy L

Tne ciean diessl Honda CR-V pulis down 36 miles par galion combined. You can buy it in Engia. .

Click these links to sort the headlines.
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Find other feeds

When you come across a web site that has an rss feed, Safari will display an rss
icon in the address field, as shown below.

How to Change the World: Best of

To view the actual RSS feed, click the icon in the address field.

- G hutp://bleg.guykawasaki,com/best_offindex.ninfl & [EF A/ Q- Yooogle

How to Change the Wo

adoption.

1. Enforced immediate registration.
new user to register and provide a modicum of
information is a reasonable request—I just think
you should do it after you've sucked the person
in. Most sites require that registration is the first
step, and this puts a barrier in front of adoption.
At the very least, companies could ask for name
and email address but not require it until a later

time.

Here’s a compilation of silly and stupid ways companies
are hindering adoption of their products and services. |
must admit, some of the companies that |'ve invested in
have made these mistakes—in fact, that’s why | know
these mistakes are (a) silly; (b) stupid; and (c) hinder

A practical blog for impractic'd people.

Requiring a

How to Change the

Real bio”
Best Posts of the Past

Email Me

Vien ty profile on
Li

inked [T
Search thisblog

( Saarch )

(<] J(ec]

The Best of " You Know You're Old When:"
Facebook Friday: Trend Hunter

You Know You're Old When:

Data Visualization

Starting to Twitter

How to Not Hire Someone Via Craigslist
Facebook Friday: Pollection

How to Get a Job on Craigslist

Reality Check: LicketyShip

Top Ten Truemors of the Week of 8/12/2007

How to Change the World

CK feed:/ /blog.guykawasa .:om,’ri; mi

Q- Google

10 Total

Search Articles:

T

Article Length:

- o——
Sort By:

Date

Title

Source

New

Recent Articles:
Al

Today

Yestarday

Last Seven Days
This Month
LastMonth

Source:
How o Change the....

Actions:

Mail Link to This Page
Subscribe in Mail
Add Bookmark...

NID

This little menu might
or might not appear,
and it might have
different items in it.

If “RSS 2.0” is a choice,
select that one.
Otherwise, most

any choice will work.

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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Bookmark your favorite feeds

There are at least three ways to bookmark a feed you want to keep track of.

If you plan to categorize your bookmarks, first make folders in the Collections
pane in the Bookmarks Library (click the plus sign at the bottom of the pane, then
rename the folder). You can create a folder for an eclectic collection of headlines
in a number of your favorite interests so you will have your own customized

“newspaper”

To bookmark a feed, do one of the following:

® Click the rss icon in the address field, as shown on the opposite page. This
takes you to the news feed page. Bookmark that page; in the little sheet that
drops down, choose the folder (one you previously created in the Bookmarks
Library) in which to save the bookmark or choose “Bookmarks Bar” to put
that rss feed bookmark directly into the Bookmarks Bar.

B Look on the web site for a little RSS or XML logo, icon, or note (or also check
for “Atom”). Single-click it, which takes you to the news feed page. Bookmark
that page and choose the folder in which to save the bookmark.

B Ifyou find a link to RSS or XML on a web page, Control-click on it (or right-
click). From the menu that appears, choose “Add Link to Bookmarks...”
Be sure to give it a name that will describe what it is.
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Auto-Click to view all pages or feeds in tabs

Safari has a nifty little feature called “Auto-Click” that lets you load all the 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 then losing the previous page, you can peruse
them all while they are all open, each in its own tab.

To view all pages in tabs automatically:

1 In the Bookmarks Library, single-click on “Bookmarks Bar” in the Collections
pane, as circled below.

2 Put a check in one of the “Auto-Click” checkboxes that you see next to each

folder. (Of course, if there are no folders, you won't see any checkboxes!)

3 Assoon as you check the “Auto-Click” box, you'll notice that the tiny triangle
in the Bookmarks Bar has changed to a tiny square.

A'Q- Google

- - ) Note the visual

Click this button lues:

to openor close  HEEEED |7 ar'kK b e ——— clues:
Sscakmarks Meny o e e . .

the Bookmarks [Z] Address Book | Truemors (8) = feed://truemors.com/rss2 A trlangle gives you
. & Bonjour BB Amazon http: / fwww.amazon.com/ a menu.
lerary. © Histary & eBay htep: / fwww.ebay.com/
[ All RSS Feeds. (7 oss http:/ fwww.opensource. . [ search-advanced.php A square opens all
A/ wiki http: //en.wikipedia.org/wiki/Main_Page .
SEAELLLE s imdb P fwnwnvimdb.com/ pages into tabs.
[ News W (] rare books 7 items .
[ Mac » il i shes A number in
Kid: "

gm’m * I et () parentheses means
{8 snopeing you have new RSS

feeds.

4 When you click on a folder in the Bookmarks Bar that has the tiny square,
every page in that folder opens, each with a different tab (which indicates a

different page), as shown below. Single-click a tab to go to that page.

@ huep: /[ Jwww.theshakespearepapers.com/

“ The Shakes speare aper

Tabs.

Shakespeare by Design, a wee bit at a time

The Shakespeare Papers are snippets of amusing, tantalizing, peculiar, educative,
unexpected, surprising, brilliant, intriguing, and occasionally controversial tidbits about
the Shakespearean plays and sonnets.
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View RSS feeds in Mail

To make it even easier to get your info fix, you can send the rss 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) of an rSS
feed and in the sheet that drops down, check the box to add the bookmark to “Mail”

TR prss la coope
55 Q- Google
T —
10 Total
Add Bookmark To:
Wy Kins? oo Toie e r|  @Safart (i Bookmarke gar 18 :
i gy b 18 g e iy e fa
o S TN, Read tow . a“‘" L_
| Article Length:
&7 Mllion Uningured /0l T @@, e —
= == - |=-
Ametcan has neoased I 448 mion n 2004 b dghly 47 seien lesl yee? figad com Date
Tae
e ¥ Bane! 0 Source
New
Fanch slaldy g3 w wMany
1POUves MO0y ARl TR
Rocent Articles:
o petaw
favg o e i ey e ol e ok b e o win w0 B s mﬁ'\""l’m +
Last Monm

MAILBOXES
¥, Inbox @ Reality Check: LicketyShip
=3
o Sent @ The Best of "You Know You're Old ...  August 31, 2007 5:17 PM
A @ Facebook Friday: Trend Hunter August 31, 2007 11:27 AM
a {iE=h @ You Know You're Old When: August 30, 2007 3:16 PM
» DEARROBINGMAC.COM @ Data Visualization August 29, 2007 12:29 AM
L~ + @ Starting to Twitter August 28, 2007 11:20 AM
VRSS How to Not Hire Someone Via Crai..  August 27, 2007 11:29 AM
3 Apple Hot News [o]) Top Ten Truemors of the Week of ... August 25, 2007 12:46 AM
#ss How ta Change the World § €D Facebook Friday: Pellection August 25, 2007 12:10 AM
NS How to Get a Job on Craigslist August 24, 2007 5:12 PM
+ | @ | % I = 4

. f

Change the RSS preferences

In the Safari preferences, you can tell Safari Rss how often to check for updates,
what color to highlight new articles, when to get rid of old articles, and more.

To open the RSS preferences, go to the Safari menu and choose “Preferences...”
Then click the “rRss” tab to get the rSS options.

If you choose to “Automatically update articles,” Safari will put a number after the
feed or folder of feeds to tell you how many new and unread articles there are. You
can see that number in the Safari illustrations on the previous pages.

145



Lesson7 Safari for Web Browsing and News

Send an RSS feed to a friend Recent Aricles:
All

If you want to share a feed with someone, simply open that rss i

feed page in Safari. On the right-hand side of the Safari window, | lastSevenbays

at the bottom of the pane, is a link called “Mail Link to This Last Moty

Page” Click on it, and your Mail program will open with the link | source:
. . . How to Change the...
to the page already in the message area and a subject line already

Actions:

Mail Link to This Page
bscribe in Mail

—
Use RSS Feeds as a screen saver

Ha! This is very clever. You can let the current headlines from your favorite rss feed

written. Just add an address and send.

become your screen saver. It’s sexier than it sounds.
1 From the Apple menu, choose “System Preferences...”
2 Click on “Desktop & Screen Saver; then click the “Screen Saver” tab.
3 In the left-hand pane, choose “rRss Visualizer”

4 Click the “Options...” button to choose your favorite feed. After you have made
all the setting changes, close the pane.

Desktop & Screen Saver

Desktn! ) d T % }
Screen Savers Preview

¥ Apple

ﬁ Arabesque

E Computer Name

ﬁ Flurry

[=]

® RSS Visualizer

-
ﬂ Spectrum
ﬁ Word of the Day
» Pictures

I Use random screen saver
"1 Show with clock

Cosons. ) ) Tent )

Start screen saver:

| ! | !
3 5 15 30 1hr 2hr Never

®
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Safari is Integrated With:

Address Book: Put your Address Book in the Bookmarks Bar and go to the web

Mail:

TextEdit:

iCal:

Dock:

site of any contact in your Address Book. In the Safari preferences,
in the Bookmarks pane, check the box to “Include Address Book”

The AutoFill feature uses the Address Book contact you have
designated as “My Card”

Email a web page or just the contents to someone; see page 132.
Email links open a pre-addressed message in Mail.

RSS feeds can show up in Mail.
Web links on a TextEdit page will open in Safari; see page 68.
Web addresses in events open in Safari.

Drag the tiny icon that you see to the left of a web address

and drop it on the far right side of the Dock to create a web
location. No matter which application you're in or which Space,
you can click that icon in the Dock and Safari instantly opens to

your favorite page.
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GOALS

Create calendars

Add events and
create To Do lists

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
digital To Do list, and pops up reminders to you, among other
things. You can publish your calendar over the Internet for other
iCal users (publicly or privately), and they can subscribe to it and
get automatic updates. Or publish it to a web page and anyone on

any computer can view it.

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.

If you have an iPhone, iCal syncs selected calendars to it so you

always know what’s going on.
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The iCal Window

The iCal window is in a familiar 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 To Do lists 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 they overlap.

Every calendar has its own Choose the view from

events and To Do list. these buttons.
Uncheck a
calendar to hide
its events and

Q-

To Do Items by Priority =
¥ CALENDARS
To Do lists  personal October 2007 B Finish Leopard book B
k Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday by Oct. 21
S 30 1 2 3 4 5 6| B Printup the =
E Opera wHenry V shakzsp_eare College
@ Understanders Bowl Quiz Show
‘questions for the
& work cruise.
8 Finish four =
VEA:N? NORA i 7 8 g 10 1 12 13 presentations for
i i eburbaia  (GEITITE e My Bithdayt s Shakespeare at Sea
Sikora' 55 Board Gal Buy tickets for kid
These are called “;g._n ?;:‘::a;w S b ala ® oy cesfor ids o =
Mail calendars. e aose i Christmas
™ Mermaid Tavern | | | B Get printing estimate
They are created B iossrd boot 14 15 16 7 18 1 20| for The Shakespeare
. :  Dinner with wHorror High | Playhouse Papers.
when you first ¥ SUBSCRIPTIONS. (Gramen and Movie Night pre—pemii-
’ reg mance tal
make a To Do IR
item in Mail for a “ October 2007 > 21| 22 23 24| 25 26| 27
Mac account. You [ Hm e wes mu i sat. [“oer a0
1 3
cannot add events = =
to these calendars, : . ) |
X 28 29 a0 31 1 2 3
Just To Dos. # Dental ap- fal
pointmant lim Price
comes in!

Click this + to create Click this pushpin to display
a new calendar. the To Do list, above.
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Create Calendars

To create a new calendar, go to the bottom-left corner of the iCal window, click

the + sign, then name the calendar.

Lesson 8 iCal for Organizing your Life

You can have lots of different calendars. The checkmark next to a calendar name

indicates those events are displayed. Thus you can have a calendar for each one of

your kids’ activities, plus your work calendar, and choose to see all the events at

once or just selected ones. You'll have a visual display of just how crazy your life is.

To change the color of the calendar or to give it a description, Command-click
(or right-click) on the calendar name. You'll see the pane below where you can

change the color or add information.

“Opera" Info
Name:

ooty

[book

Opera ol |

Description:

These are the dates for my season tickets to
the Santa Fe Opera.

[lignore alarms

Publish...

ol R

|
ollege

I
ihE

for
tsea

o) r"’“" 5

ney B Cet printing estimate
for The Shakespeare
20| ao| a1 1 2 3| papems;
*Den- alim

7|1 8:1:91] 30 al Price |

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 partic-

ular project has several different calendars associated with it.

To make a group, go to the File menu and choose

“New Calendar Group.” Or

Shift-click on the ¥ sign

in the bottom-left corner of the iCal window.

Name the new group, then drag

other calendars into it.

Click the disclosure triangle
to the left of a Group
calendar to tidy up your list.

I made this Group calendar. =7 & shakespeare

Click this color box to
choose another color
or to make up one of
your own.

-

¥ CALENDARS
™ personal
E Opera
® Understanders M
™ work

E Shakespeare Stuff
! Dramaturgy

g First Friday Club

# Sundays with Sidney

* BRIANNA NORA

» ROBIN
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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 112.

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. If you don’t have a Subscriptions group in your calendar
list, iCal will put it there now.

Double-click any birthdate showing 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.
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Create Events

Lesson 8

iCal for Organizing your Life

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 in which you want the event to appear. Then:

B In the “Month” view, double-click on a day to create a new event. A little tag

appears on that day and you can add your information. Double-click on the

tag to get the Info pane where you can add more information; click anywhere

outside the Info pane to put it away. iCal arranges multiple events on one day

according to the times you enter.

B In the “Week” or “Day” views, press-and-drag over the times for your event.

Double-click the event to open the Info pane and add information; click

anywhere outside the Info pane to put it away.

B To stretch the event out across multiple days, be sure to click the “all-day”

button in the Info pane.

B To create a recurring event, use the “repeat” feature in the Info pane. iCal

automatically repeats the event at a time interval you specify. For instance,

the Shakespeare readings I hold repeat the first Friday of each month.

AnA -
- »
T CALINDARS 007 Friday. Dec 7
! Personal

af Pasen 1

| First Friday Club reading:
| Cymbeline

loeatinn The Mermsid Tavern

fram 12/07 /2007 05:00 P
m 1210772007 1100 PM

£00
Firwt Friday Club rading: Cymbeline — The Mermaid Tavern

| attondass O Crady Hughes

| machmants [ deity of deathtf
| wirl yww TheUngderstanders com

(o) woa

You can press Command | to open
the Info pane for a selected event.
Press Commend E to open it ready
to edit.

These little icons
indicate there is a file
associated with this
event, plus there is a list
of attendees who have
not all responded yet.

Double-click the event
to show the Info pane
with the information
about that event.
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Create To Do Lists

Each calendar can have its own To Do list. As you check and uncheck the calendar

checkboxes, their attendant To Do lists show and hide accordingly.

To create a To Do item:

1 If the To Do pane isn’t showing on the right side of iCal, click the pushpin
button in the bottom-right corner.

2 Select a calendar from the calendar pane on the left.

3 In the To Do pane on the right, double-click in a blank space. Or Control-click
(or right-click) and choose “New To Do” from the contextual menu.

4 Double-click directly on a To Do item to open its Info pane.
You can prioritize your item, add a note, give it a due date, change
the calendar, and more.

5 When the item has been completed, check the tiny box to its left.

Email a To Do item

You can email a To Do item, and if that person has a Mac, she can choose to click
the link in the email to add the To Do item to her iCal.

To email the To Do from iCal:
1 Control-click the item in the To Do pane, and from the menu that pops up,
choose “Mail To Do
2 The Mail application opens with the To Do included as an attachment.

Address the email form and click Send.

@ O O iCal To Do: finish the web site estimates — Inbox

P D @

From: John Tollett
Subject: iCal To Do: finish the web site estimates
Date: September 28, 2007 12:23:04 PM MDT
To: Rosefta
¥ & 1 Atachment, 1.0 KB ( Save v ) ( Quick Look |
You can also email To Do items

John Tollettinforms you of a to do: finish the web site estimates. To

add inoycu:a;\endar‘chckme\inkbe\ow. from Ma|| and they WI” be
Cal- 200709 5.5 (L0 KB} added to iCal.

)

3 The recipient of the email clicks the link and the To Do is added to the
calendar of his choice.
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Email Notifications

You can send someone an email invitation to an event, and she can send one to you.

Mail automatically puts a notification in iCal and adds the new event to the calendar.

To send an invitation/notification:

Command-click (or right-click) on an event in a calendar. From the pop-up menu
that appears, choose “Mail Event.” Address the message and send it.

To respond to an email notification:

1 When you get an email message from someone inviting you to an iCal event,
the Notifications box appears in the bottom-left corner of iCal.
If the box isn’t showing and you want to see it, single-click the Notifications
button, as shown below.

2 When an invitation comes in, the Notifications button displays a red arrow. In
the Notifications box, shown below, click the button to indicate your response.
An email message is immediately sent to the person who notified you.

3 If you accept the notification, that event is added to your calendar on the

appropriate day.

To Do Items by Priority 3
¥ CALENDARS s i i e
= Pbareonal October 2007 8 Finish Leopard book B

Sun Mon Tue Wed Thu Fri Sat by Oct. 2!
™ Opera a0 1 2 3 4 5 6 | B Print up the =
™ understanders £ sHenry V Shakespeare College
o work Bowl Quiz Show

questions for the
v ¥ Shakespeare cruise.
™ Shakespeare Stuff | B Finish four =
7 8 9 10 1 12 13 presentations for
¥ Dramaturgy e ; aPlay- Shakespeare at Sea
™ First Friday Club Sikora's | Board day house 8 Buy tickets for kids to &
@ sundays with Sidney -E':::v! meetflo come here for
Y i Christmas
> BRIANNANORA B Get printing estimate
14 15 16 17 18 18 20| for The Shakespeare

» DEARROBIN@MAC.COM

® Dinner sHorror e Play- Papers.
with Car- High house
et men and Movie pre-per-
Greg formance
0 1
NOTIFICATIONS 21 22 23 24 25 26 27
weSidney
Supper
2007
28 29 30 a1 1 2 a
= Dental wim Price | Shakespeare at Sea |
appoint- comes in!

ment

Notifications
button.
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Link Events and To Dos

To turn an Event into a To Do item, drag the Event from the calendar grid to the
To Do pane. The event stays put, but now you also have a To Do item relating to it.

To turn a To Do item into an Event, drag a To Do item to a date in the calendar
grid. The To Do item stays put, but now you also have an event attached to it.

Sort (organize) your Information

Automatically sort your To Do list by due date, title, calendar, or priority. Just click
on tiny arrows in the heading of the To Do list and choose your option.

No matter how you've chosen to automatically sort items, once you manually drag
an item into a different position (which you can do at any time), the sort order
returns to “Manually” and is no longer an automatic arrangement.

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 and choose “Back up iCal...” 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 cD and store it in a safe place.



Lesson 8 iCal for Organizing your Life

Publish your Calendar

If you have a .Mac account (or a private server), you can publish your calendar of
events, including the alarms and To Do list if you choose, to a web page and anyone

in the world on any computer can view it. It’s really remarkable.

To publish, just select the calendar in the list, then go to the Calendar menu and
choose “Publish...” A little dialog box (shown below) drops down. Make your

choices, then click “Publish”

A message appears telling you the web address and asking if you want to email
people with the address.

To notify other people at any time, select the calendar, go to the Calendar menu,
and choose “Send Publish Email....”

oy Priority =

™ Persa Publish calendar rd book =
# Shake Publish calendar as: | The Understanders ] =
™ Oper: . $ College
o Publish on: [ .Mac how
ir the
™ work
™ Publish changes automatically [ Publish alarms . =
1s for
< Jan M Publish titles and notes [l Publish attachments {at Sea
S Mk, o ™ Publish To Do items e ks tet e
30 1 or
6 7 8 clime
tespeare
13 14 1
g PM " o
20 21 22 23 24 25 26|

Subscribe to Calendars

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
Shared Calendars...” This takes you to an Apple web site with dozens of public
calendars (mostly sports).

To subscribe to a private calendar, go to the Calendar menu in iCal and choose
“Subscribe...” Enter the web address you have been given.
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Print in a Variety of Ways

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. They are all color-coded, so just as in iCal itself, you can see

how different events overlap.

Change the view here; the preview
will immediately change.

October 2007

Slide this bubble to
resize the preview.

Time range
starts:

3 months will be printed
Calendars

B Understanders
. Work
v E Shakespeare
i Shakespeare Stuff
- Dramaturgy v

Options.
™ All-Day Events
M Timed Events

™ Mini-Months
M Calendar Keys
[ Black and White

e

Turn
calendars
on or off
here.
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iCal is Integrated With:

Address Book: Use the cards and groups to invite people to events.

Any birthdays you enter in Address Book can automatically appear
in iCal (go to the iCal preferences and check “Show Birthdays
calendar”).

When you enter attendees names in the Info pane, iCal picks up
their email addresses from the Address Book.

Open the Address panel from the Window menu. Quickly add
people to the attendee list—drag them to the “attendee” button.

Mail: iCal will mail invitations and notifications of calendar updates, and
Mail can automatically send notifications to iCal.

You can create iCal calendars in Mail and add events to them
from Mail.

To Do items you create in Mail can be automatically added

to the To Do list in iCal.
iPhone: Sync your iCal information to your iPhone.
iSync: Synchronize the calendar on one computer with all the other

computers in your office, as well as with your .Mac account.
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GOALS

Set up iChat

Text chat with one person
or a group of people

Audio chat with others

Video chat with up to
three other people

Create effects on your
image or change your
background

Share files and even your
iPhoto with others
through iChat Theater

Connect to users
on your local network
through Bonjour

Share the computer screen
of someone else
in the world




LESSON 9

iChat for Text, Audio,
and Video Messaging

Using iChat you can communicate with others around the world
using text messages, audio chatting, or video conferencing—free.
You can text-chat with one other person or with a group of people,
exchange files, and save printable copies of your chats. With a fast
Mac and iChat, you can have audio chats with up to ten people

at a time. You can have video conferences with up to three other
people. You can even have one-way video chats where someone

can see you but you can't see her (or vice versa). Amazing.
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Set up iChat

When you first open iChat, it will ask you to fill in certain information to get started.
You need a chat account of some sort.

If you already have a .Mac account, that will be your “screen name”
or “buddy name” Include the @mac.com part of your name when you
tell others your buddy name.

In the setup process, you can click the button labeled “Get an iChat
Account...” This takes you to Mac.com where you can get a FREE iChat
buddy name with a 60-day .Mac trial account, and you can keep the buddy

name after the free trial is over even if you cancel the trial account.

Or go to www.AIM.com and sign up for a free AIM account; you can use
that as your buddy name. This buddy name does not include @aim.com.

If you already have a Jabber account, you can use that name as well.

You can get a free Google Talk account at www.Google.com /talk.

This is also a Jabber account. Include @gmail.com in your Buddy name
in the iChat setup.

If you skipped the initial set up the first time it asked, just open iChat (single-

click its icon in the Dock) and it will ask you again to set it up. Follow the simple
instructions.
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A sample Buddy List and chat

So you'll know what to expect after you've gone through the process, below you see
a typical Buddy List and text chat.

¥ Budd

@ bardbuster@mac.com

: :’-

@ jtratz 0 Eight plays in four I

Q can't even read one p
roadrat@mac.com 2 | eight days!

idle (15 min)
b hecor et
P Recent Buddi 1
¥ Offline i But alas, she and T are in

- good company because with
gypsyalley@mac.com - us in the audience, there will |
always be questions afterward.

kingoftheinsane i (]—ll;:dalgyzu&:;hnoﬁlm s
sty | cight pl you'll atte

marysidney@mac.com

Amy Mellander

(=
This is a Buddy List. Double-
click a buddy name to open a

text chat. The people whose 1 guess after cight plays, the
tﬁ:ﬁu moment is you
names are grey are not il yourself.

available at the moment.

This is a text chat.

Customize your chat view
through iChat preferences
(from the iChat menu);
use the “Messages” pane.

My balloon color:

My font color: | M Black ) (setfont..)

™ Reformat incoming messages

Sender’s balloon color:
Sender’s font color: | MM Black ﬁ (_SetFont... )

"1 Use keyboard shortcut to bring iChat to the front: m
] Automatically save chat transcripts to: W
[ Collect chats into a single window

[ Remember my open chats across launch

"1 Watch for my name in incoming messages @
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Create a Buddy List

To iChat with people, first set up a Buddy List of names. If you're using a Google
Talk account or other Jabber account, your Buddy List is called Jabber List.

1 If you don't see the Buddy List when you open iChat, go to the
Window menu and choose “Buddy List.”

If the title bar of the Buddy List says you are “Offline,” click on the
tiny triangle and choose “Available”

2 To add a new buddy, single-click the + sign at the bottom of the list
and choose “Add Buddy”

3 In the dialog box that appears, enter the person’s screen name or buddy name
in the “Account Name” field. Choose whether it’s an AIM account or a .Mac
account. If you choose .Mac, it will enter the @mac.com part for you.

Or click the disclosure button to display your Address Book, then choose a
buddy from your list of contacts.

M O O AM Buddy List

Enter the buddy’s AIM or .Mac account:

Account Name: The.Rebin@mac.com [ Mac @

Add to Group: | Buddies 4

First Name: | Robin I

Last Name: Williams 8
Click this disclosure
Select Person: ‘ 2cards [Q button to dlsplay
Group 'Name | AIM 3
Gai M Appie . your Address Book
[@ pirectories ' & Robin Williams. The.Robin@mac.com (home) contacts, as shown
here.
)

A

4 Choose a Group in which to organize this buddy. Apple has provided
several groups for you, and you can create your own.

5 Click the “Add” button.

This account is automatically entered in the Address Book for you,
if s/he wasn'’t already there.
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Chat with One Other Person

To have a text chat with someone around the office or around the world, simply

iChat for Text, Audio, and Video Messaging

open your Buddy List and double-click the name of the person you want to chat

with. Double-click on the person’s name or icon, not on any camera or phone icon

that might be visible. A chat window opens. Type a message, then hit Return. Or
select a buddy name, then single-click the “A” at the bottom of the Buddy List.

Chat with a Group of People

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 on 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, “dogfood,” at a

certain time. 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, dogfood) and click “Go.” Everyone

around the world who does so will end up in the room together. Remarkable.

--bnd:g:rn::,

Pat Wiliams has joined this chat.

sy hello. " .
& e

% i)
{ welcome to Dogfood| } .
“Thope it's the kind 1|
g [riioss)
42 (Tminoc hungey yet)

0 jrratz

© Pat Williams

2 people

I8 <4

£

Here I've started a Chat
Room and invited my
sweetheart, John, and
my mother, Pat.
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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, or an iSight or other video camera attached. Newer
iMacs and laptops, of course, have built-in cameras. Your buddies will display little
telephone icons next to their pictures if they are able to audio chat back to you.

To audio chat with someone, she has to be in your Buddy List (see pages 163—164).
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” and “roadrat,” below, that

means you can invite him to an audio chat that involves more than one person.

To audio chat, double-click directly on that person’s phone icon. Or single-click his
name and then click the phone icon at the bottom of the Buddy List.

If your Buddy doesn’t have a microphone to chat back with you, select his name,
then go to the Buddies menu and choose “Invite to One-Way Audio Chat.” Your
friend will hear you, but will have to send typed instant messages back.

'¥ Buddies
® bardbuster@mac.com Q -
This Mac has no camera

0 jrratz [ y attached, nor does it have
o roadrat@mac.com ® %q a mlcrophope. We can only

Idle {15 min) L text chat with each other.
P Mobile Device 2
P Recent Buddies 1

¥ Offline AT —— iChat picks up your
gypsyalley@mac.c photo from the Address Book; you
ngoftheinsane can change the photo there.

[EI— Toadda photo to
a buddy, select any buddy name and

alwl

press Command | to get the Info

(Als[e]m)

window (or Control-click on a buddy
name and choose “Show Info” from
the menu that pops up). Drag any
image into the image well.
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Open an audio chat and invite others to join 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 couple of years is powerful enough to initiate an audio chat.

1 Single-click a buddy name that displays multiple phones, then single-click the
phone icon at the bottom of the Buddy List (or just double-click directly on
the phone icon next to the 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 window looks like this:

3 Now click the + button to get a little menu that lists the other people in your
Buddy List who are capable of joining an audio conference. Select a person,
then add others in the same way.

@O Audio Chat with jiratz

Although it says “with
2 People,” there are
really three people

in this chat—1'm the
third person.

AIM Buddies
g bardbuster@mac.com

|

- roadrat@mac.com

Click the microphone icon to mute the
session. The green bar and the microphone
will turn orange as visual clues that the
sound is muted.

4 To delete someone from the audio conference, move your pointer up towards
his icon. A red X appears; click it and that person is gone.

5 To terminate an audio session, click the red close button in the upper-left of
the little 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 one of the new USB2 cameras.

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 are able to participate in a video conference with
more than one person, the camera icon in your Buddy name shows multiple
cameras. If someone in your Buddy List is able to participate, she shows multiple
cameras, as well. And it takes a very powerful Mac to initiate a video conference
with up to four people.

@ Clanratz s > | can do a multiple
e video chat with two
® gypay L) 4 of my buddies, the
@ jtratz ® H two with multiple
i camera icons.
0 lew [ m] a
@ roth il ;@@’
Tount
@ therosetta@mac.com |I. & <]

iChat AV preferences

You can make some minor adjustments in the Audio/Video pane of the iChat pref-
erences. 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

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 on 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.

800

Waiting for response from:
therosetta@mac.com
-

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 Buddy List who are capable

of joining you.

% '(Ii'his m,:chhine
oesn’t have
a camera
attached, but
that person
joined the audio
portion of the
video chat.

If your Buddy doesn’t have a camera with which to video chat with you, select her
name, then go to the Buddies menu and choose, “Invite to One-Way Video Chat.”
Your friend will see you, but will have to send instant messages back.
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iChat Effects

iChat Effects are useless but grand 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 Go to the Video menu and choose “Video Preview”
2 Now from the same menu choose “Show Video Effects.”

3 Select an effect from the palette (shown below) to see what it will do.

Video Effects

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. This opens the “Video Effects” palette shown above.
2 The original, non-effect version appears in the middle of the palette.

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 palette.
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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. This
background replacement feature works best if you have a simple, uncluttered,
single-color background. 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 palette, click the right arrow button until you get to the
palette of background images. They’re 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 on a background image to select it. A text prompt appears and asks you
to move yourself out of the video frame. 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 puts 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.

John's holding
his nose, you
see, because he's
under water.

Preferences.
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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...”
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.

Video Chat with therosetta@mac.com

When you drag a file to
the video chat window, the
buddy’s image minimizes

to the bottom-left corner
a‘"‘{ on]our 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.

What s

iChat Theater also opens a file window on your screen (shown below). It allows you to
scroll through a shared multi-page document as your buddy watches, play or pause a
movie, or show previous or next files in the chat window.

[x] 17-iChatBonjour.pdf
Click here
to end an ﬂlCI“li’AV
iChat Theater Botyour / /
session. [ 1

= This is the file window for
a PDF in iChat Theater.
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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.

To share multiple files of the same or different types, Command-click to select the
files on your hard drive, then drag the files to the video chat window. The files play
as a slideshow.

Rosetta and her ball.m4v

iChat Theater movie. The file window for multiple files.

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, select an album, then click “Share”

L)L il & Gulls on the Road - 002.jpg
¥ & iPhoto
= Events
(& Photos
5] Last 12 Months
Mermaid Tavern
™ Egypt & Jordan
[®) vacations

Vi

iChat Theater opens this file window
so you can control the slideshow.

Select an album or select multiple photos to show
as a slideshow in the video chat window.
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Bonjour 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 the following pages).

You don’t have to have a .Mac account or AIM account or any other kind of special
account—just computers that are connected in some way.

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.

Accounts
| Alerts Audio/Video |
B
Accounts Account Information
@ roadrargmac... Turn Bonjour on or off.
M Use Bonjour Instant M

"] When iChat opens, automatically log in

ﬂ Publish my email and IM addresses
] send text as | type

Shiaiceesthes i ess it Vo Rl If you select “Send text as |
type,” the recipient of your
message will see the text as
you type it. If you leave this
unchecked, the recipient sees
& an empty little message cloud
until you finish your message

and hit Return. %:3

Or you can just open iChat, go to the Window menu and choose “Bonjour List”

It will give you a button to login to Bonjour.
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The Bonjour List looks just like a Buddy List—except it’s labeled Bonjour List. Your

chat windows look similar too.

Bonjour IM w)

" How ‘bouta coffee break on the patio? %Q

@ Mary Sidney

ﬁ " Sounds good. Im thers already.

© John Tollett R 12;{3

8T

@ Robin Williams

' Bring your laptop -© B

Bonjour automatically detects a local network and connects you to it. If youre in a
public space, such as an Internet cafe, you should quit iChat and 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’s name.
Your buddy will get a message asking if he wants to accept the file.

Or drag a file into the message field where you type to chat. Hit Return and off it
goes. If the file is an image, the image itself will appear in the chat window, and your
buddy can drag it to his Desktop.

[EIT—— If you're interested in sharing files on your network 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 chat begins.

4 A red Record light alerts both participants that recording is in progress.

Recording Request
Jokn Telert wants 1o recand this cosference, will you
aliw thiz rezuen?

(o Alow )

To stop a video recording, from the Video menu choose “Stop Recording”

To stop an audio recording, click the red Record button.

O O O Audio Chat with John Tollett
riHHH =

W

Recording Request
Robin Williams wants to record this conference, will
you allow this reguest?

femcus D\ e A red Record button means the
N audio chat is being recorded.
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Find recorded chats

To locate a video or audio chat file, go to the Home folder, open the Documents
folder, then look in the iChats folder.

The files are also found in iTunes. Look in your iTunes sidebar for a playlist named
“iChat Chats.” Click that playlist to show any recorded iChats.

iChat is Integrated With:

Address Book: The photo you put in Address Book appears in your Buddy and
Bonjour List, and the photo you put in the Buddy or Bonjour List
appears in the Address Book.

When an iChat buddy is online, a green dot appears on her card.

Mail: You can send email to a buddy through your Buddy List—Control-
click (or right-click) on a buddy name, then choose “Send Email...”

And when a buddy in your list is online, a green dot appears in the

“Buddy Availability” column in Mail.

iTunes: Let others know what music you are listening to; in the Buddy List,
click on the word right beneath your name (it’s a menu). Choose

the option “Current iTunes Song”

iSight camera, built-in camera, attached video camera:
You video conference with this camera, of course, but you can also
click a button to take a picture of the person on the other end to
use for his buddy image (“Show Info” on a buddy, and drop a new
photo in the well).

Profile | Alerts | Address Card |

Picture: [ Abways use this picture
Deselect Il‘llmlﬁ!mlﬂ!
% ‘ picture selected by L. .
] Drop a photo or graphic image in
First Name: |John this well. If you want this image to
Last Name: (ot lsoton override the one your buddy uses,
Nickname: check the box to “Always use this
Dmateil picture.”
Al roadrat@mac.com
Jabber

(" Show in Address Book )
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Buy music, movies,
music videos,
or television shows.

Create Playlists and
Smart Playlists of
selected music.

Burn your own CDs
of music.

Watch movies or shows
right in iTunes.

Listen to radio from
around the world.

Print covers
for your own CDs.




LESSON 10

iTunes 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. You can buy music directly through the
iTunes Store with the click of a button and download it right to

your computer.

If you have an iPhone, your phone automatically opens iTunes
to sync music and data to it. And of course your iPod gets its life

from iTunes.
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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 manual about iTunes, please see John Tollett’s book called
Cool Mac Apps (which contains entire manuals about all the other cool apps that are
available from Apple). There is so much to iTunes! I encourage you to explore the
menus and all the buttons.

Click the Play button and all the Click these view buttons to display

All of your checked songs in the window will play. your collection in various ways.

songs, books, 806 =

shows, etc., are f
. . o e i = |:= Q-
imported into @ y @ ) @

the Library. LIBRARY
Jd Music
Movies
= TV shows
1§ Podcasts
') Radio
£\ Ringtones
STORE
[ iTunes Store
[# Purchased
SHARED : Blues with a Feeling - The Very Best of Taj Mahal
I jtas's Music =) Taj Mahal
The Playlists =" Y PLAYLISTS
helb vou 2 pary shfe
. PY [8 20's Music Name Artist Album Genre
Organlze all the [4] compilation 1 Nobody's Business But My Own a 3:27 Taj Mahal In Progress & In Motion (1965-1998) Blues
i1 |1‘| Elizabethan 2 ™ Blue Light Boogie 4.04 Taj Mahal Blues with a Feeling - The Very Best of... Blues ﬂ
musicin the rﬂ Ray Charles 3 Let the Four Winds Blow 3:08 Taj Mahal Blues with a Feeling - The Very Best of... Blues
Library. 4 The Hustle Is On 2:39 Taj Mahal Blues with a Feeling - The Very Best of... Blues
@ o o : 5 @ The New Hula Blues 4:45 Taj Mahal Blues with a Feeling - The Very Best of... Blues
Words of the Angef 6 @ Take a Giant Step 4:38 Taj Mahal Blues with a Feeling - The Very Best of . Blues
APPIe has made 7 8lues with a Feeling o 3:53 Taj Mahal Blues with a Feeling - The Very Bes... @ Blues P
a number of 8 @ Cakewalk Into Town 3:00 Taj Mahal Blues with a Feeling - The Very Best of... Blues  |wi
. IR
Smart Playllsts _ - :‘ I |
for you (see — Z
pages 182-183 ) i i )
about Smart Click this arrow to send this Click one of these arrows
Playlists) album to someone as a gift or to find more of this artist’s
to post your Playlist to iTunes. songs in the iTunes Store.

You only see these arrows on items that you
have selected (single-click to select).
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Buy Music, Movies, or Television Shows

To buy music, movies, or television shows, click on “iTunes Store” in the sidebar.

You can search for music: use the search field in the upper-right.

The first time you click a “Buy” button, you will be asked to set up an account. If
you have a .Mac account or email address, use that. You'll be asked for 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 the next page.

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 artwork and video-viewer button (shown to the left, circled below).

iTunes
...Nobody's Business But My Own__,

Tai Mahal
L — ) 0

= Party Shuffle Artist
90's Music All (L Artist) All (2 Albums)
Taj Mahal Blues with a Feeling - The Very Best |
In Progress & In Motion cmss-lass{
Recently Played Name | & Time Artist | Album
T3 it Pheted 1 @ Serior Blues 6:44 Taj Mahal Blues with a Feeling - The Very Best of
2 @ Don'tCallUs 4:18 Taj Mahal Blues with a Feeling - The Very Best of|
111 Elizabethan 3 # (You've Got To) Love Her with ... 3:46 Taj Mahal Blues with a Feeling - The Very Best of
[3) Ray Charles 4 @ Lovin'in My Baby's Eyes 2:39 Taj Mahal Blues with a Feeling - The Very Best of
5 @ Betty and Dupree 6:01 Taj Mahal Blues with a Feeling - The Very Best of!
6 @ Here in the Dark 3:08 Taj Mahal Blues with a Feeling - The Very Best of|
7 @ That's How Strong My Love Is 3:08 Taj Mahal Blues with a Feeling - The Very Best of}
8 @ Lonely Avenue 3:26 Taj Mahal Blues with a Feeling - The Very Best of|
9 @ Mockingbird 3:58 Taj Mahal Blues with a Feeling - The Very Best of|
10 @ Mailbox Blues 3:32 Taj Mahal Blues with a Feeling - The Very Best of|
11 & Think 2:35 Taj Mahal Blues with a Feeling - The Very Best of|
12 ® Sitting on Top of the World 3:31 Taj Mahal Blues with a Feeling - The Very Best of|
13 ® Mind Your Own Business 2:41 Taj Mahal Blues with a Feeling - The Very Best of
14  # Cakewalk Into Town 3:00 Taj Mahal Blues with a Feeling - The Very Best of
15 @ Blues with a Feeling 3:53 Taj Mahal Blues with a Feeling - The Very Best of

# Take a Giant Step Taj Mahal Blues with a Feeling - The Very Best of
# The New Hula Blues Taj Mahal Blues with a Feeling - The Very Best of

R

You can add your own art to this well—select
a song, then drag any graphic into this spot.
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Create a Playlist

A Playlist is a collection of songs from your iTunes music Library. You might
create one Playlist of your favorite jazz, another of Scottish folk songs, and another
of a particular artist. The same song can be in any number of Playlists. You can take
two songs from this cD, one from that cD, etc., to create your own personal

collection, then burn that collection to a cb of your own.

1 Playlists are made from songs in your iTunes Library, so first import songs
from cDs (see the following page) or buy songs at the iTunes Store (see the

previous page).

2 Then click the + sign at the bottom of the sidebar. A new, untitled Playlist label

appears in the sidebar.

3 Name this new Playlist.

4 Single-click on the Music collection in the Library section of the sidebar.

5 Drag songs from the Library window to the Playlist name.

£\ Ringtones

| STORE

Sto
@ Purchased

¥ PLAYLISTS
@ Party Shuffle
[# 90°s Music
Music Videos
My Top Rated
B] Recently Added
Recently Played
Top 25 Most Played
[ Elizabethan
@ Ray Charles
[3] Taj Mahal

/ﬁrwxas of the Angel

[+ [E[= ]

The purple Playlists that you see already in your
sidebar are ones that Apple has created for you.
They display the songs their labels describe—the
recently played songs, the 25 you play most
often, etc. These are purple and have a different
icon because they are Smart Playlists, which

are Playlists that automatically add items to
themselves based on chosen parameters; see the
next page.
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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 music all by itself.
It’s really great. Remember, buy the songs or import the songs to iTunes first.

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, click the menus from left to right and make
your choices. Click the ¥ sign to add more parameters. Click ox.

3 The Smart Playlist appears in the sidebar, waiting for you to rename it.

Import Songs from a CD

Put an audio €D in your drive and iTunes automatically opens. If you're online,
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.

Single-click the checkboxes to check or uncheck songs—checked songs are the ones
that will be imported. (Command-click to check or uncheck all boxes.)

A button in the bottom-right appears called “Import CD.” Click that button, and the
checked songs will import into the Music library.

Share the Wealth

Share your Library of music with other computers in your office. Open the iTunes
preferences. Click the “Sharing” tab, and then check “Share my library on my local

network?”

To find music that other computers are willing to share with you, check the box to

«

“Look for shared music”

Adjust the Sound

Use the powerful equalizer for sound quality. From the Window menu, choose
“Equalizer” Experiment with the controls.
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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 in iTunes:
1 Go to the iTunes Store and buy a movie or television show. After it’s
downloaded, it will appear in the “Movies” or “TV Shows” list.
2 Select “Movies” in the Library section of the sidebar, then double-click on the

name of the movie or show. The film immediately opens in the iTunes window,
as shown below.

(NGNS iTunes

_Album pt
1 @ Video - Stand Up 5:29 Dave Matthews Band Stand Up
z For the Birds 3:21 Pixar

3 ©One Man Band 4:31 Pixar

4 @ Explosive 2:52

5 Co West
5

7

]

LIBRARY Name | Time  Arist

S Music

= TV Shows

@ Podcasts St
9 Radio = West Bank Story Shorts International @
£\ Ringtones @ Dueling Banjos. 1:41

osetta intro
arlett’s Dance

Lo00
4:34
L:49
0:39
1:08
5:00 Pixar

STORE
[ iTunes Stare
[8 Purchased

yot_balloons2
11 test slideshow
12 @ Rosetta and her ball

SHARED 13 Lifted

» I itas's Music =]
¥ PLAYLISTS

iTunes
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Tune in to Visual Effects

To see visual effects that change depending on the music you're playing, go to the
View menu and choose “Turn on Visualizer,

Or press Command T to turn on the visualizer.
Below are samples of the

Press Command F to view the effects full screen. variety of visual effects
that iTunes produces,
based on the music
Press the Escape key (esc) to turn off the visualizer. playing and the effect.

Press the letter R to randomly change the effects.

Add a Ringtone to your iPhone

If you have an iPhone, you can buy ringtones and add them to your phone. You
must first buy the song, and the ringtone costs another 99¢.

Add the “Ringtone” column to your window: Control-click (or right-click) on any
column header; from the pop-up menu that appears, choose “Ringtone.”

Any song that is authorized for ringtones has a little bell in that column. Single-
click on the bell and you get an option to select whatever section of that song you
want as a ringtone, up to 30 seconds. Drag either end of the blue clip, then click
the “Preview” button to hear it. You can choose how long of a gap you want to hear
before the sound repeats

(loops). Keep repeating

that until you get exactly
the clip you want, then
click the “Buy” button.
Plug in your iPhone

and the ringtones are

automatically synced to
your phone.
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Burn a CD of your own Collection

To burn a €D of your own collection, first import the songs and make a Playlist, as
described on the previous pages. 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 (newer Macs can also burn to cb+R discs).

2 In iTunes, select a Playlist. You can only burn one Playlist onto a cD, so make
sure it’s got everything you want in it. You can burn about 600 MB onto one
regular 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 Click the “Burn Disc” button in the lower-right of iTunes (this button only
appears when there is a burnable disc loaded in your Mac). iTunes immediately
begins the process of burning the songs to disc.

4 When it’s finished, you'll see the name of the cD in the sidebar, along with

an eject symbol. Eject the cb and enjoy!

| Album

| & | Time Artist
3 Music 1 @ Messe de Tournai With 14th Century... 3:13 Torunn Ostrem ... Words of the Angel
n Movies 2 @ Messe de Tournai With 14th Century... 2:37 Trio Mediaeval Words of the Angel
3 @ Messe de Tournai With 14th Century... 2:24 Trio Mediaeval Words of the Angel
&= 7V shows 4 @ Messe de Tournal With 14th Century. .. 1:47 Trio Mediaeval  Words of the Angel
@ Podcasts 5 @ Messe de Tournal With 14th Century.. 6:48 TrioMediaeval  Words of the Angel
4 Radio 6 @ Messe de Tournal With 14th Century... 4:55 Trio Mediaeval  Words of the Angel
L. Ringtones. 7 @ Messe de Tournai With 14th Century... 1:09 Trie Mediaeval Words of the Angel
8 @ Messe de Tournai With 14th Century. .. 3:20 Trio Mediaeval Words of the Angel
STORE 9 @ Messe de Tournal With 14th Century. .. 3:11 Trio Mediaeval Words of the Angel
iTunes Store 10 @ Messe de Tournai With 14th Century... 5:37 Trio Mediaeval Words of the Angel
[ Purchased 11 @ Messe de Tournai With 14th Century... 2:45 Trio Mediaeval  Words of the Angel
5 i @ Messe de Tournai With 14th Century.. 2:23 Trio Mediaeval Words of the Angel
b PEAVLISTS A @ Messe de Tournai With 14th Century.. 3:15 Trio Mediaeval Words of the Angel
(= Party Shuffle 14 | @ Messe de Tournal With 14th Century. . 2:19 Trio Mediaeval Words of the Angel
[#1 90's Music 15 @ Messe de Tournai With 14th Century... 2:12 Trio Mediaeval Words of the Angel
Music Videos 16 @ Messe de Tournai With 14th Century... 4:05 Trio Mediaeval  Words of the Angel
[ My Top Rated 17 @ Words of the Angel 5:25 Tric Mediaeval Words of the Angel
Recently Added 18 @ Messe de Tournai With 14th Century... 2:07 Trio Mediaeval words of the Angel
[# Recently Played
Top 25 Most Played
[ Elizabethan
[3 Ray Charles
[3] Taj Mahal
L ——— | A — T
F-AE=ANo] g & | Burn Disc ® |l 2 |

[EIT— You can 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. You click OK and iTunes will tell you when the first disc
is full, will eject that completed disc, and ask you to insert another one.
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Listen to Radio from around the World

This never ceases to amaze me. You can listen to radio from around the world—all
you do is click a button.

In the sidebar, click the “Radio” icon, as shown circled below. Then double-click on a
category to see the variety of stations available in that genre, and double-click on the
radio you want to listen to. Amazing.

Once you've got the radio on, click the green minimize button in the upper-left of
the iTunes window. That will reduce iTunes to just a tiny little window so it’s out
of your way, but the radio will continue playing. (Click the green button again to

enlarge iTunes to its full size.)

BeirutMights.com Radio
http://www.beirutnights.com
{+15 L7 om— |

P Alternative
P Ambient
> Blues
P Classic Rock
¥ Classical
» Comedy
¥ Country
¥ Dance (46 streams]

T ABF CLUBBING 192 kbps Paris Electro Spirit Live From FRANCE | Dance & Hou...

[ iTunes store 24 kbps Paris Electro Spirit Live From FRANCE | Dance & Hou...
E Purchased 0 = BeirutNights.com Radio 128 kbps High Energy italo , Eurodance , Mediterranean and T...
T Dance One{1.FM TM) 128 kbps Dance, House and Techno
¥ PLAYLISTS

= Danceradio 160 kbps Danceradio boasts some of the worlds best known d. ..
Danceradic 128 kbps Danceradio boasts some of the worlds best known d...

= Party Shuffle
D 90's Music

~ Danceradio 32 kbps Danceradio boasts some of the worlds best known d...
m Music Videos % DanceradioTrance 160 kbps 'Danceradio Trance' boasts some of the worlds best...
“ DanceradioTrance 128 kbps 'Danceradio Trance' boasts some of the worlds best...

~ DanceradioTrance 32 kbps _'Danceradio Trance’ boasts some of the worlds best..

P = With this small frame, | can see what I'm
Ohrakis kaj panos - GREEK BEAD listening to at the moment, start and
o2 .
stop the music, and change the volume.
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Print a CD Cover Insert

You can print in a variety of ways from iTunes.

1 Select a Playlist.
2 Hit Command P to print.

3 Experiment with the options. Choose different “Print” options and then choose
different “themes” within that print option. For instance:

To print a cover with the original album art that slips into your cbD case,
choose “cD jewel case insert,” then choose the theme “Single cover”

The option to print a “Mosaic” theme will print a song list and a collage
of all the album covers that belong to songs in your Playlist.

Print: (& CD jewel case insert

(0) Song listing
(O Album listing

Theme: | Single cover M

Prints a single cover from the songs in your
selected playlist or library. Uses the album
artwork from the selected song. The back also
features the album artwork. Prints in full color.

(Ganee) @)
"
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iTunes is Integrated With:

iPhoto

iChat

Screensaver

iPod

iPhone

Choose a song from your iTunes collection to play during a
slideshow.

iChat Buddy List and Bonjour List windows can display the songs
you're listening to: In either window, click the tiny triangle under

your name in the title bar; choose “Current iTunes Track”

Your screen saver can display album art you've downloaded.
Go to the System Preferences, click on “Desktop & Screen Saver”
Click the “Screen Saver” tab, and then select “iTunes Artwork”

Transfer all your songs to your iPod.

Use iTunes to synchronize all your songs, contact information, and
other data from your Mac to your phone and back again.

Wireless connections

.Mac account

Dashboard

The AirPort Express wireless device includes built-in AirTunes
software. Plug the AirPort Express brick into any electrical outlet
in your house and you can stream iTunes from your Mac to that
other room. Way cool. Of course, your Mac has to be connected
to a wireless network or have a wireless card inside.

Use your .Mac account to purchase music with one click.

Display a small controller; see page 286.
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Learn to crop, color adjust,
and resize images

Learn how to annotate
and mark up a PDF

Search PDFs and create
bookmarks for easy
retrieval

Copy text from a PDF
to paste into another
document as editable text

Fill in PDF forms
Make screenshots

Print images
or documents in a
variety of ways

Save files into other
formats




LESSON 11

Preview for Viewing
Images and PDFs

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, change file formats, crop images, adjust the
color, make screen shots of what you see on your screen, and

more. Take a few moments to explore the possibilities.
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=z Open an Image or Folder of Images

If you haven't changed the settings, you can just double-click on images or PDFs and

o

they open in Preview. Preview is in your Dock (if it isn’t, see page 20 to put it there).

| SO e [# Scarlett.jpg (8 documents)

CEEVD CEED @R "D

Click this button
to show or hide
the sidebar.

Sidebar.

Enlarge or
reduce the size
of the images
in the sidebar.

To open an image or multiple images in Preview, do any of the following:
® Double-click the file.

® 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 Drag an image or a collection of images from your Desktop or a window

and drop it in the Preview sidebar.

® Control-click on an image, select “Open With,” and choose “Preview”

Be sure to check the Preview preferences (under the Preview menu) for options on

displaying your images.
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[¥ MomLl.jpg (8 documents)

i

cliff young.tif Dad.jpg

A En

robin+kids...

P B

.

@n.jpg ShannonW.jpg

Name

x Path
Mail Image Date

Send Image to iPhoto Size
Send Image to Aperture Kivel

Save Selected... Keyword

Custom

Sort the Images or Email Them

To sort the images (arrange them in a particular order), use the Action button,
as shown above. You don't have to select anything first. You can also email a

selected image from this menu, as you can see above (or use the File menu).

Rotate, Reduce, or Enlarge the View

If an image appears sideways, press Command L to rotate it to the left, or
Command R to rotate it to the right. Or use the commands in the Tools menu.
From the Tools menu you can also flip an image horizontally or vertically. If you
want to keep it that way, save the image (go to the File menu and choose “Save”).

If an image looks bitmapped, blurry, and too large, reduce its view: click on
the = sign in the Zoom button. Enlarge an image, of course, with the + sign.

View a Slideshow

This is a fun feature: Drag a selection of images and drop them on the Preview icon
in the Dock. This opens all of them at once in Preview. Then click the “Slideshow”
button in the toolbar. Each image appears for three seconds, then switches to the
next image. If you don't see the control bar in the slideshow, click in the middle of
your screen. To stop, press Command Period or click the x in the control bar.
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Display Facing Pages or Continuous Pages

You can display facing pages of documents, as in a book (the first page will always
display alone, like the first page of a chapter). This works whether or not the person
who created the pDF saved the file in the “Spreads” format (which combines facing
pages in the PDF). In fact, 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 because otherwise the entire spread would print on one page.

| InDesign Training Day2.pdf (page 2 of 5) ()
ONN - o
e n
i
1
a
R
i J
4 “
- v
W (| ——

To switch back and forth from single pages to facing pages, go to the View menu,
slide down to “PDF Display,” then choose your option.

+ Sidebar %D

M Single Page Continuous means the pages run
Automatically Resize %R Single Page Continuous

o T P continuously in the viewer pane,

show Image Background %8 |~ Twg pages Continuous rather than as individual pages. Scroll
Actual Size %0 | Crop Box up and down to see your entire file.
Zoom To Fit « Media Box

Zoom In ¥+

Zoom Out B—

Zoom to Selection £

Hide Toolbar %8B

Customize Toolbar...

Show Notes

Slideshow {r38F
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Crop a Photograph or Other Image

You can crop any photograph or image very easily in Preview. Keep in mind that

when you crop an image, the part you get rid of is gone from the original image

forever. You might want to make a copy of the file before you crop. (Cropping a

PDF, however, is “non-destructive”; see the following pages.)

To crop a photograph or other image:

1
2

Open the image in Preview.

Choose a cropping tool from the “Select” button in the toolbar (you have to
press on that menu to see the options; a click selects the option you see in the
button). You can crop into a circle, oval, rectangle, or use the Lasso tool to
draw a shape.

To resize the cropped area, press on any of the tiny square “handles”
that you see around the edges. Drag any handle to resize.

To move the cropped area to a different part of the image, press in the
middle of the cropping box and drag.

When you are ready to crop, go to the Tools menu and choose “Crop.”
Or press Command K.

This is a handle. If you look carefully,
you'll see eight of them. Drag any
handle to resize the cropping area

in that direction.
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Crop a PDF

You can crop any part of a PDF. When you crop it, Preview actually keeps track of

the part of the document you deleted and hangs on to it in case you want to uncrop

the file, even after you've saved it.

To crop a PDF:

1
2

Open the PDF in Preview.

Single-click on the “Select” tool, circled above. If the little tools are not visible
in the toolbar, drag the bottom-right corner of Preview to widen the window.
Or go to the Tools menu and choose “Select Tool”

Starting in an upper corner, drag diagonally downward across the PDF to select
the part of it you want to save. The light area is the part you're going to keep.

If you need to resize the cropped area, position the mouse directly over one
of the eight “handles” you see on the corners and edges of the cropped area
(see the previous page). Drag a handle to resize.

If you need to move the cropped area to another part of the page, position
the pointer in the middle of the crop box. You'll notice the pointer turns into
a gloved hand. Press the hand in the middle of the crop box and drag.
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6 If you have a multi-page document, it looks like the cropping will apply to
every page. But don’t worry—you’ll have a choice about that in a minute.
When you have the cropped area finalized, go to the Tools menu and choose

“Crop,” or press Command K.

7 You will be asked if you want to crop just the current page or all pages.

Click the button of your choice.

To switch between displays of the full page or the cropped page:

= Display the entire contents of the PDF: Go to the View menu, choose
“PDF Display,” and choose to see the “Media Box” (as shown below).

® Display the cropped image: Go to the View menu, choose “PDF Display,’

and then choose to see the “Crop Box.”

Sidebar 0%D
v Single Page
v Automatically Resize {+38R Single Page Continuous
e ) = Two Pages
Show Image Background \C26B Two Pages Continuous
f}c'f‘?‘fizf 20 Crop Box
co0m 9. v Media Box
Zoom In B+
Zoom Qut -
Zoom to Selection £
Hide Toolbar B
Customize Toolbar...
Show Notes
Slideshow T HF

When you re-open a cropped file, it might open in the uncropped version.
Just use the technique above to view the cropping again.
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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

With the PDF document open in front of you, press Command F.
Or go to the Edit menu, slide down to “Find,” then choose “Find...”

A search drawer appears on the side of the document window, as shown below.
Type your search word or phrase into the search field.
As you type, Preview starts finding words that match. The more you type,

the narrower the search becomes and the fewer words it finds.

In the list of results, double-click any one to go directly to that result.
Preview will outline the word briefly, and then the outline fades to a

highlight so you can see the word.

To find the next occurrence of the word or phrase, press Command G,
or double-click any other result in the list.

Single-click the X to delete
everything in the search field.

|
e Tempest”) OME one had told Barbara of havi...
& Tempest,” which she an...
.. 2CK In 'The Tempest' when we stru..
-inend ["The Tempest) HE event of .

Ceres ("The Tempest) T seemned a

reread ‘The Tempest,” and talked

CHATTER V

AN ENTUANTER [SLANT
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Create Bookmarks

The bookmarks in Preview are not stored in the document itself. 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—just open Preview

and choose the bookmark and the file opens from your hard disk and displays that
particular page. It’s like having a list of bookmarks in your web browser so you can
instantly go to a favorite web page.

Add Bookmark 3D
Edit Bookmarks...

InDesign Training Day2.pdf, page 4

Shakespeare’s Heart, chapter V|
Dana's film proposal, awards page

To make a bookmark for an open document or image, press Command D
(the same shortcut as in Safari). You will be asked to name the bookmark.
Give it a name that you'll recognize in a list.

If the PDF is a multi-page 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.

To open a bookmarked file, open Preview, go to the Bookmarks menu,
and choose the file from the list in the menu.

To edit the name or to remove a bookmark, go to the Bookmarks menu
and choose “Edit Bookmarks...” In the dialog box that appears:

To delete a file, single-click the file name, then click the “Remove” button.

To edit the file name, double-click on its name, then edit.
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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 note symbol completely obscures the text and cannot be moved
once the PDF is saved; the note itself will be in a sidebar. They print in exactly the
same places as they appear on the screen, so be judicious about where you place

your notes!

There are two sets of tools available for annotations. By default, they are not in
the toolbar but only accessible through the Tools menu. If you find you use them
regularly, put them in the toolbar: Go to the View menu, choose “Customize
Toolbar...,” and drag them into the toolbar.

Press on a toolbox to make the little menu appear
so you can choose other tools. (A click will not open
the toolbox; you need to press and hold it down.)

Mo i (A
Annotate  Mark Up

To create a text note on a PDF:
1 In an open PDF, go to the Tools menu, slide down to “Annotate,” and choose
“Add Note. If you have added the annotation tools to your toolbar, as above,
then select “Add Note” from the “Annotate” toolbox button.

2 Click anywhere on the page. Preview creates a tiny note marker on the page

and immediately opens an area to the side with the actual note.

3 To type the note, just start typing and the text will appear in the note on the
side. The preferences (from the Preview menu) tell it to also add your name.
If you want to add more to that note later, double-click on it.

ann + ShakespearePaperQuizzes.pdf (1 page) L.

Uy this st B et Socey
o, v, A st vy el v e

“A joyful mather of twe goodly vont™ Gota dat

Maothe Child's Name Pame of Play
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4 To move a note symbol, double-click on the note symbol on the page. Then
press-and-drag. The note itself (on the side) will move along with the symbol.

5 To delete a note, double-click on the symbol to select it. Hit Delete.

To draw a red oval or an orange rectangle annotation:
1 In an open PDF, go to the Tools menu, slide down to “Annotate,” and choose
“Add Oval” (Or if you added the annotation tools to your toolbar, as on the
opposite page, select “Oval” from the “Annotate” toolbox button.) You can add
an explanatory note next to the oval (see the opposite page).

Of course, if you want an orange rectangle, choose “Add Rectangle”
2 With the tool, press-and-drag anywhere on the page to create a shape.

3 To resize a shape, single-click on the “Text” tool in the toolbar. Then double-
click on the shape and you'll see a grey box in the bottom-right corner. Drag
that dark corner to resize.

4 To move a shape, single-click on the “Text” tool in the toolbar. Then double-
click on the shape. Press inside of it and drag.

5 To delete an oval, single-click on the “Text” tool in the toolbar. Then double-
click on the shape to select it. Hit Delete.

To highlight, underline, or strike through text:
1 Choose the “Text” tool from the toolbar.

2 Press-and-drag over the text you want to annotate.

3 Go to the Tools menu, slide down to “Mark Up,” and choose your annotation
method. (Or if you added the annotation tools to your toolbar, as on the
opposite page, then select the method from the “Mark Up” toolbox button.)

To delete all or part of a mark up, press-and-drag over the text whose

mark up you want to delete. Then select that method again from the menu or
toolbox button (that is, if you want to remove a highlight, select the text with
the Text tool and then choose “Highlight” from the “Mark Up” toolbox menu).

—— Once you have chosen a tool from the Annotate or Mark Up toolbox
buttons, it becomes the default. When you want to use that tool again, just single-click
on the button (it should be showing your tool of choice), then drag on the PDF page.
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Create a link on an exisiting PDF

You can create a workable link on 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. If there are no links from
the table of contents to the actual pages in the existing PDF, you can add them.

To create a link:
1 In an open PDF, click on the Text tool in the toolbar.
2 Press-and-drag over the existing text to which you want to apply a link. What
the text says on the page has nothing to do with what you will enter as a link.
3 Go to the Tools menu, slide down to “Annotate,” and choose “Add Link.

Or if you have added the annotation tools to your toolbar, as on the previous
pages, you can select “Link” from the “Annotate” toolbox button instead
of using the menu.

4 The “Inspector” (shown below) automatically opens up to the “Annotations”
pane, as shown below. (If it doesn’t show up, go to the Tools menu and choose
“Inspector”’)

If you don’t see the same pane shown below, click the red oval to display the

“Annotations” pane.

L8000 Annotations
E @ & £ =0
Type
Link
Attributes
Action: | URL < 4
URL
http://www_MarySidneySociety.org

E Edit link annotations
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5 In the little “Action” menu inside this pane, you have a choice of linking
to a “URL” on the web or to a “Link within PDE”

If you choose to link to a URL, type in the entire web address including
http://. Click the “Set URL” button.

If you choose to link to another page in the PDF, you'll get a list of pages
to choose from. Choose the page and click the “Set Destination” button
that appears.

6 On the page, the link appears as a gray-lined box, as shown below.
Mouse over it to see a tool tip appear with the name of the link.
You can click on the link in Preview to make sure the link works.

. A e
or mail: The MEgg/Sidre Zrites
7 Sweet Swan Emf:Jhtt :f Perwew MarySidneySociety.or

A i | .
Santa Fe, New MeXivumarvermmemm s
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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).

TOPIC DETAILS

Resize a graphic With the Pointer tool, hold down the Shift and the Command keys
to resize a graphic in proportion and without cropping.

Transform palette Resize, scale, shear, rotate, and position imported graphics, native
Select an object with the graphies, or text blocks. Using this palette is the same as using the v
black Pointer tool to transform tools from the toolbar except you can set specific values. E

an entire frame, path, and

To copy any part of a PDF as a graphic, see page 195 to select a cropping area.
Then, instead of cropping, go to the Edit menu and choose “Copy”

Now you can go to any document in any application and paste that graphic in.
To paste it once you open the other document, press Command V,
or go to the Edit menu and choose “Paste”
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Edit a Graphic

You can do some editing in graphic images such as photos. You can crop, as
explained on page 195, resize, 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 copy of the original photo before you

start messing with it.

To adjust the color of an image:

1 Open an image in Preview.

2 From the Tools menu, choose “Adjust Color” You'll see the panel shown
below-right.

3 Move the sliders left and right to see what all the options do. The image
will immediately change as you adjust the sliders. You can always click
the button, circled below, to “Reset All” and restore the image to the way
it looked in the first place.

4 If you like the changes at any point, press Command S to save. Then you
can carry on with more changes that you can choose to save or not.

| @ O M ¢ Gulls on the Road-4.jpg (=)

Saturation: (1]

Temperature:

Black Level:
White Level:

(Auto Levels )

Sharpness: (%

(_Reset All )

Above-left is the original image.

Straight above you can see where |
randomly adjusted the sliders until
| got an image that looks like what
| remembered when Laura took
the shot, shown to the left.
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Fill in PDF Forms

If you download forms from the web, you can actually fill them in by typing. Then
you can print the fully completed forms, instead of printing them first and filling
them 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.

After you save a form that you have filled in, you cannot edit any of the information
you entered! You might want to save a clean copy of the file before you fill in the form.

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, as shown circled below.

3 Click in the area where you are supposed to enter data. An insertion point
appears and the field displays a border, as shown below.

4 Type! Be sure to save regularly (or don’t save in case you want to edit later).

Department of the Treasury—Iinternal Revenue Service 2@0 6
U.S. Individual Income Tax Return 198) 1S Use Only—Da not arte or
Fer the year Jan. 1-Dec. 31, 2006, or other tax year beginning . 2006, ending L2 ' Oh
Label Your first name and initial T  Your 50
(Sae L | RobinP. | '
o paga 18) B | If ajoint retumn, spouse’s first name and initial \\_Last name ./ Spouse’
) g :
Usethe IRS | L H
label. Home address (number and strest). If you have a P.0. box, 56 page 16. Apt. no. i Yo
Otherwise, g t yol
pleass print | R
or type. E | City. town or post office, state, and ZIP code. If you have a foreign address, see page 16. J Cheoking
Presidential change ¥
Election Campaign  Check hers if you, or your spouss if filing jointly, want $3 to go to this fund (sse page 16) ]

" 1 [] singe 4 [ Head of nousshold fwith qualiying
Filing Status 5 [ warmied fiing jointly (sven it only one had income) the qualifying person s a child but ©
Check only 3 [] Married filing separately. Enter spouse's SSN above this child's name here. X
ons box. and full name here. 5 [ Qualtying vidow(e!) with depend: ,

——— ——————————— ——— sy
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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 to
send to someone who’s trying to help you or to show someone something cool that’s
only on your Mac. Preview uses the Grab utility to take pictures of items on your screen.

To make a screenshot:

1 Open Preview. You don’t have to have any window open.

2 Go to the File menu, slide down to “Grab,” then choose either:

Selection: A crosshair icon appears. Press-and-drag around an area to
take a screenshot of just that area. When you let go, it makes the shot.

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.
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.

Timed 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 and submenu. After ten seconds, Preview snaps a
screenshot of the entire screen.

A file icon whose name begins with “Snapshot” appears on your Desktop, and it
immediately and automatically opens in Preview.

Also see page 431

— to learn how to
prresrers

Al dEe (L6 8 s memonemiccomiobimonibarwots] (G- Cooe take screenshots

[0 Apple goyk Trumson (1) Amaces ey o6 Wlth keyboard

shortcuts.
LiBrRary angeLs

4s
Vet
QT

messenger” A Library Angel iy You need n sprcial maining or
mbianger who ipeaks thiough #aase of mind—you Son't aven

the becks 1 You. harve 10 Delleve in angels,
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Print or Fax from Preview

You can print any image or document from Preview, of course. But you can also

print groups of photos or entire folders of images.

If you have multiple images open in Preview, select the ones you want to print:
choose them from the sidebar. Then press Command P to print. You'll get the dialog
box shown below. Be sure to spend a few minutes looking through all the options.

‘ A0S |#| ScarlettDarkHair.jpg (8 documents, 8 selected) = |

Printer: [ Robin’s Printer @ Robin’s Offic... M 8

Presets: [ Standard H-i
Copies: ™ Collated
Pages: @ All
OFrom: |1 to: (1
Paper Size: | US Letter E 8.50 by 11.00 inches

Orientation:

ECenter Image

(O Scale: e
[ Te] 20f2 [T ® Scale To fft: @) Print Entire Image
() Eill Entire Paper

Images per page: | 4 < =
| Print 4 copies per page

@ Crrv) G (CGanee) )

Above you see a preview of what the page will
look like when printed with the specifications
chosen in the dialog box.

To the left, you see a preview of what the
printed page will look like with the option
of “Fill Entire Paper” selected.
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To fax an image or selected images:

Not all computers today have an internal modem installed, and you can’t fax
without one. You must have a phone cable connected to a telephone outlet—
you can't fax from your Mac over the Internet or through your broadband
connection.

If your Mac has a modem that is connected to a phone line, it is automatically
configured to send faxes. If you use your dial-up modem to connect to the Internet,
your Mac will wait until you log off, then send the fax.

1 From the File menu, choose “Print...”

2 Click the button in the bottom-left corner named “PDF”

3 Choose “Fax PDF...”

4 Enter the fax number you want to send this to. Make your choices in this

dialog box, similar to your choices when printing (as explained above).

5 Click the “Fax” button.

Also see Lesson 17 on printing and faxing.

Save as Another Format

If you know you need a particular image in another file type, go to the File menu
and choose “Save As...” Click the “Format” menu, as shown below, and make a choice.

Each choice will give you different specifications for that particular file format.

alel) [# jewels = |

Save As: [jewels l @

Where: | (1 family photos FG-‘

= GIF —
s — o AT ]
JPEG-2000
Quallty  Microsoft BMP r
OpenEXR
PDF
File Size; Photoshop
PICT

PNG D

— SGI

TGA
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GOALS

Use the Burn Folder to

collect files for burning to
CD or DVD

Create clips and bookmarks
in DVDs

Create a PDF from any file

Use Font Book to install
and preview fonts

Keep track of your life
with Stickies

Learn to use PhotoBooth
to take still shots and
movies of yourself




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.
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Burn a CD or DVD with a Burn Folder

You'll want to burn backups of your important work. Be sure to burn backups of any
applications or fonts or other files that you download straight from the Internet.

The steps below describe how to burn data files (as opposed to music or movies)
onto a disc. A cD holds about 650 megabytes; a DvD holds about 4.3 gigabytes, even
though the package might tell you it holds 4.7. (To burn a music cD, see page 186.)

The Burn Folder is the easiest way to burn a cp or pvD. Drag items into this special
folder, and when you're ready, burn the contents to a disc. Your Mac automati-

cally creates aliases of those files (see page 430 for details on aliases). This means
that after you burn the disc, you can throw away the entire Burn Folder without
destroying any original files.

The wonderful 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 period 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 and select the window in which you want the Burn
Folder to appear. For instance, single-click on your Home icon in the Sidebar,
or single-click the Documents folder icon. Or click on the Desktop, if you want
the folder to appear there. (You can always move the Burn Folder to wherever
you like, of course.)

2 From the File menu, choose “New Burn Folder”

3 A folder with the “Burn” icon on it appears in the selected window.

5N

[&] Burn Folder

¥ DEVICES Burn Folder

Burn Folder

{Z Hard Disk
iDisk
| put th|s.Burn e - - -
Folder in my ¥ pLaces J— — p——
Home folder. 5 Desktop Clobe The Mermaid
Then | dragged it 2% robin Presentation Shak...apers Tavern
ﬁ Applications

into my Sidebar
so it’s always
available to me.

B Burn Folder v '
T~ tmiclad Co—atT

P SEARCH FOR
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4 To put a file in the folder so you can burn it later, just drag the original file
and drop it into the Burn Folder. Your Mac will put an alias of the file into the
Burn Folder and the original will stay right where it was, safe and sound.

5 To burn the folder onto a CD, first insert a blank cD-R or DVD.

6 Then single-click the Burn Folder; a bar across the top of the window appears
with a “Burn” button, as shown on the opposite page.

You will be asked to name the disc, which of course you should do.

Click the “Burn” button in the dialog box.

[T —— I you drag the Burn Folder into the Sidebar, it displays a burn icon next

to it. You can just single-click that burn icon to start the process.

[T —— You can make as many Burn Folders as you want. Rename them as you
do 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.

~ Burn Folder 872 KB

2 Press Command I to display the Info window. B viocifies: Tosay at 12:63 mua
3 Click the disclosure triangle next to “Burning!
4 Click the “Calculate” button to see how much ¥ General
Kind: Burn Folder
you have collected in the folder. Size: 872 KB on disk (889,645 bytes)

for 3 items.
Where: [Users/robin
Created: Today at 12:16 PM
Modified: Today at 12:43 PM

Label: [ W@ U EES

[ Locked

It says there is no device e € i
available, even if there is  Burning:

Device: No disc is available
one ready to burn. Media capacity:
Content size: 23 MB

Calculate

¥ Sharing & Permissions: 4

[EIT—— If you change your mind and want to take an unburned disc out of the
Mac, Control-click (or right-click) on the disc icon and choose “Eject '_____ ¢D.”
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DvD

o

DVD Player
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DVD Player

Besides playing your pvDs and allowing you to control things as you do on your

television, the DVD Player has several special tricks.

Display the thumbnail bar and controls

A video starts playing automatically in full screen.
To see the controls, push your mouse down to the bottom of the screen
and they appear.

To see the thumbnail bar that displays chapter markers, bookmarks,
and video clips, push your mouse toward the top of the screen.

To show the DVD application menu bar, push your mouse all the way
to the top of the screen.

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 pvp

was made.

To create a bookmark:
1 Play a pvp. Then...

2 Go to the Window menu and choose “Bookmarks.” A palette appears. When
you get to the point in the DvD where you want to insert
a bookmark, click the + sign at the bottom of the Bookmarks palette.

Or when you get to the point in the DvD where you want to insert a
bookmark, press Command = (or go to the Controls menu and choose

“New Bookmark...”).

3 A sheet drops down where you can either leave the time code as shown,
or you can rename the bookmark so you know exactly which one this is.

Once you have created bookmarks, you can go to the Go menu and choose

to skip straight to any bookmark you made. If you make more than one bookmark,
use the Bookmarks palette to choose one of them to be the “default” bookmark.
These bookmarks are not stored with the bvp; that is, if you loan the bvD to anyone,

it will not include your bookmarks. They are stored only on your Mac.
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Create your own clips with endpoints

Amazing. You can create individual video clips of selected segments of a DVD and
then choose to play just those clips. This feature and the bookmarks feature are
terrific for teachers or trainers who want to separate segments or start a scene in
a DVD at a particular point. Or maybe there’s a specific section of your dance or

exercise video that you want to view over and over again—this makes it so easy!

To make a video clip:
1 While viewing the pvD, view until you get to the beginning of the section

you want to save as a clip. Then press Command — (hyphen).

2 A special frame appears. Single-click the upper “Set” button, as circled below.

588_DVD

MNew Video Clip
Curran

(=TT Sicney Supper Dance

00e00:00 [T EE

3 Click the triangle button (“Play”) under the main picture to continue playing
the pvD (or hit the Spacebar to play). When you get to the end of the clip that
you want to mark, click the lower “Set” button. Click “Save” when you've got it.

The movie continues playing from the beginning of the clip and carries right
on, but your clip has been saved. You can find it in the Video Clips window
from the Window menu, or from the Go menu, and in the Video Clips pane

of the thumbnail bar across the top of the screen.

Make adjustments

To adjust video color, sound, and zoom controls, go to the Window menu. Choose
the adjustment you want to make and use the sliders.
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Create your own personal disc jacket on the screen

This is great—you can add your own image to the bvD so whenever you stop the
DVD, it displays the image of your choice.

To add your own disc image:

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.

( Disc Jacket Picture |

(Cancel) (06
e ———————————

Remember, changes like this don'’t really apply to the actual bvD—they are stored
on your Mac. So the disc jacket will only appear if you show this DvD from the
computer on which you added it.

Go back to the Finder

Push your mouse to the top of the screen, go to the Go menu, and choose “Switch to
Finder” Or press Command Option F.
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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.

To make a PDF in most applications, have the document open in front of you. From
the File menu, choose “Print...;” then click the “PDF” button.

printer: [ Robin's Printer @ Robin’s Offic... H" @

Presets: [ Standard H“

Save as PostScript...

Fax PDF... 4
Mail PDF I
Save as PDF-X

Save PDF to iPhoto
Save PDF to Web Receipts Folder

Edit Menu...

Save as PDF Saves a regular PDF that you can share with others. The graphics are
at full resolution and the fonts are embedded. When you choose to
save as a PDF, you'll get a window with a “Security Options” button

where you can choose to require a password to open, copy, or print.

and |+ Death has a Password (1 page) (@]
= ®

This PDF is password protected.

Please type the password below.

rassword: |

—continued
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Save as PostScript

Fax PDF

Mail PDF

This saves the document as a PostScript Level 2 file in Asci11 format,
meaning 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 as explained in Lesson 17,
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 line connected to the Mac.

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 I've noticed that people using AOL or PCs often
can't read these.

Save as PDF-X

The pDF-X standard from Adobe is designed for high-end printing.
I don’t suggest you choose this option unless you know you need

a PDF-X file, and even then it would be best to create it in a high-end
application.

Save PDF to iPhoto

Your Mac will turn this document into a PDF, open iPhoto (if you
have it installed, of course), ask you which album to put it into (or

ask you to create a new one), and then put the pDF in that album.

If you have an iPhone, this is a great way to get PDFs onto it. You
might have tried putting a PDF directly into iPhoto and discovered
that iPhoto won't accept it, says it’s an unacceptable format. But
iPhoto will take PDFs through the method described above. Next
time you sync your iPhone in iTunes, go to the “Photos” tab in the
sync pane and choose the album in which you're keeping the pPDFs.
They’re kind of blurry, but if you need the info to take with you, it’s
an option.
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Save PDF to Web Receipts Folder

Web Receipts

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 will save this web page as a PDF and it will make
you a folder in your Documents folder called “Web Receipts” and it
will store this PDF (and all others you make like it) in that folder.

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. [ wish Apple would give me an option to give the file a name
I'll remember.
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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 fonts you haven't installed

If you acquire new fonts or if you just have some fonts on a disk and you don’t know
what they are, simply double-click on the font file. Font Book will open automati-
cally and display the font. If you want to install it, click the “Install Font” button.

O®NO  AnmaMicoleNE
ARCDEFGHITHEN
IMOPRARSTUVTOXYZ
abedefghijklm
nopqesfuooxyz

1234567890

Install Font

Install fonts
You can use the step above to install fonts. You can also:
1 Open Font Book (it’s in your Applications folder).

2 In the Collection pane, single-click on “User” (if you want the fonts available
only to you as the user) or “Computer” (if you want the fonts available to every
user of this particular computer).

3 Go to the File menu and choose “Add Fonts...”

4 Find the font you want to install and double-click it. Font Book moves the
font from its enclosing folder and puts it in the Library Fonts folder. If the
fonts don’t appear in your application’s Font menu, you might have to quit
the application and reboot it so they’ll show up.

The default location for installing fonts is determined in the Font Book

preferences.
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Preview fonts you have installed

Single-click on any typeface name in the Font pane of Font Book. A preview appears
on the right. Use the slider to enlarge or reduce the typeface, or type in a point size.

Go to the Preview menu and choose:
“Sample” to display the upper and lowercase letters, as well as the numbers.
“Repertoire” to see every glyph (letter, number, punctuation, etc.) in the font.

“Custom,” and then type your own words to see them displayed in this typeface.
Use the slider bar on the right to enlarge the font.

ann Font Book =7
Collection Font
A AllFonts ¥ Anna Nicole NF iF Size: |45 E ]
A English b Baskerville !
A User » Cochin 1 !
H Computer » Courier New I
= | j=Bidat

(1| Fixed Width

P Lucida Grande
p MissFajardose

= b Georgia t
TFM b Hoefler Text 1 REE' ! NG
= Modern — H S |
(1] PDF '
[" | Robin's fonts 1

P Optima 1 \VOR LD

¥ Profumo —> 1

» Skia

P Times New Roman ! N D EED

P Trebuchet MS T

(1] Web

[1] Traditional
» Verdana

» goh

To disable an individual font, find it in the Font list. Single-click to select it, then
click the little checkmark button at the bottom of the Font list.

Create your own Collections

A Collection 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, 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 ‘CollectionName.”
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Miscellaneous Tools on your Mac

Stickies

The Stickies application lets you put little Stickie 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).

Grocery list

yogurt
avocados
brown rice
green drink
chicken

red wine

D

\ Eoard of Directors Meeting Mary Sidney Society ]
N " :

‘CrEalEd, Monday, September 24, 2007
9:54:33 PM MT
Modified: Monday, September 24, 2007

9:54:33 PM MT

Notice in the examples above you can see these features:

® The grocery note is a bulleted list. To make such a list, Command

Option—click on the note (or Option-right click) and choose “List...” from the
contextual menu that appears. You can choose from a variety of bullets and
numbers, plus you can add a prefix and suffix to the bullet. Thus you could
create a numbered list that uses (1) or Act 1: or e Ae or any other combi-

nation. The list options even include Greek characters and Asian characters.

To start the list, hit Option-Tab before you type the first item in the list.
To continue the list, just hit a Return after each item. You can hit Option-
Tab-Tab to indent an extra level.

To end the list, hit Return twice.

You can change the bullet formatting at any time—just use the List options
from the contextual menu as explained above.

You can change fonts, size, color, etc., just as in any other Mac application,
using the Font dialog box (press Command T). See pages 234—235.
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B Double-click in the title bar of any Stickie 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.

B Mouse over any note to display a tool tip that gives you information about

the note, as shown on the opposite page.

® Drag a graphic image from anywhere on your Mac and drop it into the
Stickie note.

B A note can hold many pages of text and graphics. You won't see scroll bars,
but you can drag the mouse through the text and it will scroll, or use the
arrow keys or the PageUp or PageDown keys. Resize a Stickie note just as
you would any other window—drag the bottom-right corner.

® Notice the red dots under the name Brianna. This is a visual clue that the

spell checker is on and working.

® 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 favorites specifications for every note. Just set up one note they
way you like it, then go to the Note menu and choose “Use as Default”

® If you want your Stickie notes to automatically open and appear every time
you turn on your computer, add Stickies to the Login Items for your user
(see page 321).

In the File menu there are two print options:

B “Print Active Note” prints the Stickie that’s in front of all the others.
Be careful! If a Stickie note is rolled up so only its title bar is visible, it still
might be the active note. To make sure, click on the note you want to print.

® “Print All Notes” prints all of your Stickie notes one after another. Each one

is not on a separate piece of paper—they are all run together.
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Photo Booth

g Photo Booth is a convenient and fun way to take snapshots or movies of yourself
moosen  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 (it’s in your Applications folder).
2 Click the still picture button (the first button in the row of three).
3 Then click the red camera button.

A red timer replaces the toolbar (right-middle) and starts a countdown,
including audible beeps. Your screen flashes when the picture is taken, and
a thumbnail version of the picture is placed at the bottom of the window.
You can take several pictures and they’ll all line up in that thumbnail strip.

4 Click a thumbnail to display it in the main window. As soon as you do this,
a new toolbar replaces the first one, as shown below. 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, click the
circled X on a thumbnail. Or
select a thumbnail, then hit the
Delete key.
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Make a movie clip
E =@l 1 Click the movie clip button (the film strip icon, shown to the left).

Y

2 The camera button in the center of the toolbar changes to a red video button

(left). 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 video
thumbnail appears at the bottom of the window.

G o

3 When you've stopped recording, select the movie clip thumbnail that appears
in the thumbnail strip, then use the toolbar to choose how to use the movie
clip. You have the following options:

® Click “Email” to attach a QuickTime version of the clip to a message in
Mail. Movie files are large, about 1MB per second, so keep your clips short.

® To save the clip as a 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. Next, use the scrubber bar under
the video (shown below) to select the frame you want, then click “Account
Picture” or “Buddy Picture” in the toolbar.

el

This is the scrubber bar. Drag this
diamond back and forth to view
individual frames of your movie.

This thumbnail strip holds both still
photos and movie clips. The movie
clips have a tiny camera icon.
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Add effects to snapshots

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 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 to see all of the possibilities.

3 Click on the effect you want. A full-size preview displays in the window
(below-right).

4 Click one of the snapshot buttons to choose the type of snapshot you want
(still picture, 4-up to make an animation, or movie clip), then click the red
camera button. The special effect snapshot appears in the row of thumbnails.

5 Select the image in the thumbnail strip, then use the tools in the toolbar to

share it (as explained on the previous pages).

Click one of the four gray squares to jump to
another pane of effects.

Or click the arrows on either side of the Effects
button to cycle through the panes.
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Create a special effects backdrop

In the gallery of special effects (opposite page), the last pane is empty. In the empty
spaces on that pane, you can add your own photos or movie clips to be used as a
special effects backdrops for other still photos or movie clips.

To take a photo or movie using a special backdrop:

1 In the toolbar, click the extreme-right gray square to show the pane

of blank spaces.
2 Drag one of your own photos or movies into a blank space.
3 Select your image to use as a special effects backdrop.

4 When you take a snapshot, a message first instructs you to move out of the
view so Photo Booth can patch the special backdrop into the background.

So move out of the way.

5 A message appears to tell you the background has been detected and it’s okay
to move back into the frame. Move back in and click the red camera button to
take the photo.

—— To preview all of your snapshots that are lined up in the thumbnail
strip, go to the View menu and choose “Start Slideshow.” Press the Escape key to exit
the slideshow.
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Learn to use the tools
that all Apple
applications share:

Spell checker and
grammar checker

Colors panel
Fonts panel
Special characters
Dictionary

Speech




LESSON 13

Common Tools in
Mac 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 have several choices, each of which are explained here.

| ® TextEdit Fle Fc mat Window Help
Undg/Typing #Z

Udnd

Cut X
Copy #BC
Paste and Match Style {98V
Delete
Complete 2]
Select All BA
Insert 1 2
Find »
Spelling and Grammar » Show Spelling and Grammar 3
Substitutions 3 Check Document Now 15
Speech » + Check Spelling While Typing
. = Check Grammar With Spelling
Special Characters... NET

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, check the box to “Check grammar”

fimcgry ) o
RN (" Find Next )
You can check spelling <®
in a number of different
languages. Choose a (€ Change )
different dictionary here.——FEngiish %) ™ check grammar

2

To replace a misspelled word with an alternative, find the word

you think is correct in the lower pane, then double-click on 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, as shown below, or jargon specific to
different specialities. 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.

Othello reading

To:  Joannie Starbuck

Ce:

2| Subject: Othello reading

Hey Joannie!

Just wanted to make sure you can still read Othello next Friday at the
FirstFridayClub! Are you planning to get background information on the
play; if you're too busy, just let me know and I'll gather it.

Thanks, Joannie!

Robin

Gatekeeper, Firstfridi  n, 5 ecces Found

Ignore Spelling

Search in Spotlight

Search in Google //1
l Look Up in Dictionary l
Cut

Or if you're not using the spell checker dialog box at the moment,
Command-click (or right-click) on 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.

—continued
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232

Check Document Now

Use this keyboard shortcut (Command ;) to skim through the spelling
in your document without opening the 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 that you don’t

want to change.

Check Spelling While Typing

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 checks the box 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.

He gf to the store. What is.

|'I'he word 'go’ may not agree with the rest of the sentence. |
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To change a misspelled word quickly without bringing up a dialog box:

1 Control-click (or right-click) on 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 on 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.

[(swvies T (= | (Spacing =] Lsmts =)

e do

Ty Ty F} B} | |15

Say that upon the altar of her beauty
You sacrifice your tears, your sighs your heart:
Write till your ink be d Y 2

Make tigers tame and hugeTe
Forsake unsounded deeps to d
After your dire-lamenting eleg
Visit by night your lady's chan
With some sweet concert; to t
Tune a deploring dump: the ni
Will well become such sweet-t
This, or else nothing, will inhe

“

Learn Spelllng

Search in Spotlight
Search in Google

Look Up in Dictionary

Cut

Copy
Paste

Font

Spelling and Grammar
Substitutions

Speech

Writing Direction

yvyvwyy
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Fonts Panel

Press Command T in any Mac OS X application and the Fonts panel appears, as
shown below. If yours doesn’t look like the one below, it might be because the
Preview or the Effects are not showing.

Preview

® To display the Preview and/or the Effects if they’re not already visible,
single-click on the Action button (circled, below). Choose “Show Preview”
Click again on the menu and choose “Show Effects”

805,

Fonts
Previ . Drag this dot
“~— [ Didot downorup

234

to show or
S 722“ hide the Preview.
Effects.— 119 [= B [T =] [© A e A Al ,
= Don't forget
Collections Family Text Shadow peface Size bout the tool ti
All Fonts Copperplate | " IRegular I~ & abou € tool tips.
English Courier Italic —
Favorites m Courier New m Bold i
Recently Used Didot G2
Fixed Width | Futura A m
Fun 4| Geneva < La4L . .
<3 71 i v 288 v If the window is too narrow,

[+]{I[#] (“Search ) | the effects toolbar disappears.

Action menu,l

In any Apple application, open this Fonts panel to choose the typeface family, the
particular style (called “Typeface,” above, hidden beneath the tool tip), 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.
Preview your own words
Well, for years you have been able to double-click the preview word
shown at the top, then type your own words. You could choose a
different family, typeface, and size to see how your text looks in a
different font. In my version of Leopard, it doesn’t work anymore.
But try it and see if it got fixed. I hope it did.
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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 experiment with the sliders on the other four tools.

-+~ ow Unfold thyself!

When this button is blue, that’s
a visual clue that the selected text
has a shadow effect applied to it.

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 Collections
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 on the collection called Favorites

to display the combination. Select your text, then choose your favorite.

Action button options

Color: See the following page.

Characters: This displays the Character Palette; see pages 236—237.
Typography: Choose sophisticated options for certain typefaces.
Manage Fonts: This opens the Font Book; see pages 220—221.
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Character Palette

Many fonts have a lot of characters you don’t know about but might like to use if

you did. And different fonts have different sorts of extra characters.

For instance, these are the ampersands available in the font Zapfino:

O KRR E & & &

How do you know which characters are available? Use the Characters palette.

At the bottom of most Edit menus is an option called “Special Characters...” This

displays the Characters palette, as shown on the opposite page.

Add special characters to your document:

1

Open TextEdit (it’s in the Applications folder). A new, blank document appears
on your screen. You'll see the insertion point flashing—that’s where new
characters will appear. Type what you need until you get to a point where
you want to enter a special character.

From the Edit menu, choose “Special Characters...”

From the “View” menu on the palette (circled on the opposite page),
choose “Glyph”

Make sure the “Glyph Catalog” tab is selected.

From the two “Font” menus, choose the typeface family and the individual
style that you want to look at. In the example on the opposite page, you see
the font “Skia”” (Later, experiment with Zapfino!)

Scroll through the character pane to find the glyph you want. (“Glyph” refers
to any individual variation of any character. For instance, above you see seven
different glyphs for the ampersand character.)

Double-click the glyph you want to see on your page.

—— To reduce the Character Palette to a tiny box that is out of the way, but

accessible, click its green Zoom button.
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i s ] Characters o
View ; h %
( / =
(" ciyph Catalog ) Favorites |
( Font: (Cskia ) %) [ Regutar =]
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530 i i ]
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—_ e | other glyphs fora
If you don’t see G | selected character,
this portion if there are any.
of the palette, LE
single-click T =
this disclosure d
triangle.
e o) ( Insert with Font |
--':!\-Thls. is a glyph variant; it may not be displayed correctly in other applications or on the Internet _é
¥ [ (3 ] (3 ] » ] 3 » (3 | 3. & 3
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Hoefler Text Regular | | Hoefler Text Italic | Hoefler Text Ornaments
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Dear Brianna é\ora €

Oh my gosh my golly! You are two years old! What a lucky, lucky girl
you are. You have swings to be swung on, toys you can wind up,
dreams to be daring for,
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Colors Panel

When you click on 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 [ ]

Text color | | Paper color behind the text

B Click one of the icons across the top of the panel to choose a color mode.

® Click the magnifying glass and your pointer turns into a magnifying glass.
Drag it around the screen and when you find a color you want to “pick up,’
click on it and that color is added to the panel.

B In the “Color Wheel” mode, drag the dot around the circle to choose
a color, and drag the slider up and down to change the tone.

® 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 cursor around
the photo to pick up colors you need.

Experiment
with the

Image: different ways

e ~ | youcan select
| colors.

To save a
color, drag it
from here and
drop it in one of
the squares at
the bottom.

Palette

1 5 Y O 0 6 D
B e ——

L G Y 1 6 S D
T S ——
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Speech

In applications where there is typically a lot of text, your Mac can read selected
text to you. You'll find a command for “Speech..” towards the bottom of the

Edit menu in applications such as Mail and TextEdit, and you can use the Services
menu option for “Speech” in iChat and Safari. (The Services options are in the
application’s menu.) Also, you can Control-click (or right-click) on text, and in the
contextual menu that appears there is often a command under the “Speech” option
to “Start Speaking.”

Have your email read out loud
1 Open an email message in Mail.
2 Click in the main body of text.

3 Go to the Edit menu, slide down to “Speech...,” and choose
“Start Speaking”

4 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.

To use the Services menu, first select the text in iChat or on a web page in Safari,
then go to the application menu and choose the Speech option.
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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 (Command P, or choose “Print” from the File menu).

If the small dialog box appears, as shown below, click the “Preview” button. Your
Mac will create a preview of the document, open the application called Preview (see
Lesson 11), and display the document. You can then print directly from the Preview
application.

If you see the big dialog box (click the disclosure triangle circled below to show it),
the Preview button is missing because the expanded dialog box displays the preview
right there.

Either click the disclosure
Printer: [ No Printer Selected @ triangle or the Preview
AN
B

button to see a preview
of the document.

Presets: | Standard

® Crm)

W

Make a PDF of a Page or Document

Notice in the Print dialog box above, there is a button labeled “PDF.” Click that
button to see many options for creating a PDF of the open document. For details,
please see Lesson 12.
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Dictionary Panel

I keep the Dictionary application in my Dock because I use it so often. It’s not only
a dictionary, but also a thesaurus, an Apple resource, and it links directly to
Wikipedia (if you're connected to the Internet). The Dictionary is in your Applica-
tions folder, 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 and drop it in the Dock.

Al @IEEEGD Thesaurus  Apple  Wikipedia

UX+0srisous | pk'soreas; pg'zor-|

adjective

having or showing an excessive or submissive fondness for one's wife.
DERIVATIVES

ux-a-risously |'9k'soriosli| |'ok'zoriasli| adverb
ux-o-ri-ous-ness |'0k'soriosnas| |'ok'zoriosnas| noun

ORIGIN late 16th cent.: from Latin uxoriosus, from uxor wwife.’

|

But this Dictionary has a special little feature that extends its use out to all other
Apple applications. Go to its Preferences (from the Dictionary menu when it’s open)
and check the button to “Open Dictionary panel” (circled, below-left)

Now in every other Apple application (and those that follow Apple standards),
Control-click (or right-click) on a word you want to look up in the Dictionary.

Drag sources into the order you prefer

Nare —

Pronunciation:
@ US English (Diacritical)
O US English (IPA)

O British EnghstTTIPA

Contextual Menu: O Open Dictionary application
® Open Dictionary panel

2007 Inson
nakers in ¢
to write, ¢f

On |Label | Dictionary 1] st 24 houl

o |Dictionary New Oxford American Dictionary ‘z yms. WE"!

# Thesaurus Oxford American Writer's Thesaurus -:Iur n':elr;-

~  Apple Apple Dictionary Iy i

[ Japanese REER v
2007 ([ETENFilm Festival. .

New Oxford American Dicticnary, 2nd Edition Inak e inEkmas 4
10 Wl habitual sleeplessness; inability to )

15t 24 sleep.
ams. E
5 fi

or,
fi @ More... |~
[ —

2007 TLENFilm Festival. —
Imake

3 10 Wi noun

ust 24 SLEEPLESSNESS, wakefulness,

bams. restlessness, inability to sleep. E

ces for
¢ it s~ @
n.

When you Control-
click on a word,
you'll see this menu.

The Dictionary
panel appears right
on the document
page. You can use
the tiny menu
(circled, left) to
switch to the
Thesaurus.

Click “More...” to
open the Dictionary.
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Switch between open
applications with a
keyboard shortcut

Quit or hide applications
with keyboard shortcuts

Discover Spaces to
organize lots of open
windows

Drag-and-drop text or files
between applications

Take advantage
of the page proxy

Don’t forget about
the Services




LESSON 14

Working between
Mac OS X Applications

Now that you've had an overview of the main applications that
come with Mac OS X and how they are all integrated, let’s carry
it one step further and work between all the applications—pop
between windows, drag-and-drop content and files, take

advantage of the Spaces feature, use the Services, and more.

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 to switch
to it, but there are also a couple of great shortcuts to switch between multiple
applications quickly and easily.

Switch between all applications

No matter which application you are currently using, you can bring up a floating
palette like the one shown below, then select the application you want to switch
to—without ever having to reach for the mouse.

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:

P

To cycle through the icons from left to right, tap the Tab key (keep the

Command key down).

To cycle through the icons in the other direction, right to left, keep
the Command key down, but also hold down the Shift key while you
tap the Tab key.

Or press Command Tab to display the Application Switcher, then use the
mouse to select an icon (you don't have to actually click on the icon—just
hover over it to highlight it).

However you choose to select an icon, when the application icon you want is high-
lighted 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 (explained on pages 4—5) to see
which one is currently active! You might need to hit Command N to open a 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.

While in one of your favorite applications, switch to another one using the method
on the previous page, or just click on its icon in the Dock. Now press Command Tab
to switch between those two applications. 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

Don't forget that Command H will hide all of the windows of the active application,
and Command Q will quit the active application. Use these shortcuts in combi-
nation with the switching shortcuts to quit or hide selected 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 on the other application icon in the Dock.

Keyboard Shortcuts

Command Tab Tab 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

245



Lesson 14 Working between Mac OS X Applications

Spaces

And here’s yet another way to hide and show different applications if the Command
Seaces  Tab shortcut and Exposé (explained on pages 40—41) aren’t enough! Spaces gives
you up to sixteen separate Desktops. You can keep all the windows for one project
open in one Space, perhaps your Mail application open in another, and iChat and
Safari windows in another. This allows you, for instance, to work on a particular
project without having to constantly move browser windows and email out of the
way—ijust switch to your project space and everything else disappears. Yet every-
thing is still accessible—you will know if an iChat message comes in even if you're

not in the iChat Space at the moment.

You must first enable Spaces. The first time you click the Spaces icon in the Dock it

E will ask if you want to enable it and will open the “Exposé & Spaces” system prefer-

Exposé &
Shioes ences, as shown below.

Put a check in “Enable Spaces,” and put a check in “Show Spaces in menu bar” so

you can keep track of which space you're in at the moment.

| ®00 Exposé & Spaces

prates ets yorQrganize your windows into groups to reduce
EEnable Spaces

desktop-etotrer:
™ Show Spaces in menu bar

Rows: @ @
Columns: @ @

| Space
B Dictionary Soace 3
O ichat Every Space

@ safari el : Choose a numbered
7 TextEdit Space 4 | b space for each
= Space 5 N
Space & application.
Keyboard and Mouse Shortcuts (for more shortcut choices, pPEssISh and)
To activate Spaces: | F8 [}
To switch between spaces: | * Arrow Keys [

To switch directly to a space: | ~ Number Keys »@

@
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To create or delete spaces, just click the + or = buttons for “Rows” or “Columns.”
Even though you can have up to sixteen spaces, you might want to start with just
four or six until you get used to working this way.

To assign applications to specific spaces, click the + button under the “Appli-
cation Assignments” pane. This opens your Applications folder. To select more
than one application, hold down the Command key and click on the ones you
want to assign.

To choose the specific space in which you want an application to appear, use the
menus on the right side of that pane, as shown on the previous page.

Once you have Spaces set up, it might be a little confusing at first, but you’ll find that
you get used to it and wonder how you did without it. There are several shortcuts
for getting back and forth between spaces:

E To display all your spaces, as shown above, press F8. (On a laptop, you might
need to press fn F8.) Single-click on the space you want to bring forward.

B To cycle through the actual spaces (instead of a picture of them all, as
above), hold down the Control key and hit the left and right arrow keys.

® To go directly to a specific space, press Control Number, where “Number”
is the number of the space you want to go to, such as Control 2.

® If you checked the box to “Show Spaces in menu bar,” you'll see a number in
the right-hand side of the menu bar. Click on this number and you’ll get a
menu of all the spaces you have set up. Select the one you want.

—continued
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You can drag and drop items from one space to another. Even if you can’t see the
application to which you want to drag something, drag it to the Dock and drop it on
that application’s icon. That space will appear.

#  Stickies

File Edit Font MNote Color Window Help B i = 4= = Wed734PM Q

Hard Disk

Don’t forget
to pick up
the kids!

Here | selected the Sticky note text and am dropping it on the Mail icon in the
Dock. It will immediately switch to that space, created a new email message,
and put that text in the message.

You can drag items from one space to another while viewing all the spaces at once,
as shown on the previous page.

And take advantage of the Services options in every application menu to move items
from one application to another while they’re in different spaces. See page 256 for
information about Services.
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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: with your mouse, press-and-drag over
the text so it is highlighted. Let go of the mouse button.

2 Once the text is highlighted, press anywhere in the 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 move
the mouse and pointer, the insertion point moves too. When the insertion
point is positioned where you want the new text to appear, let go of the mouse
button. Text will aways 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,

press the Option key and hold it down while you drag the text.

If you drag text from one document window to another, you don’t need to hold
down the Option key because it will automatically make a copy.

—— 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 on your Desktop with an extension called

“textClipping” (if your extensions are visible; see pages 44 and 430-431).

= The clipping names itself with
the first few words of the text.

The lights burn
blue.textClipping

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 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 on 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 email

You can send a person’s Address Book data (his card information) to anyone who
uses Mac OS 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 below.

@
Denise Kusel.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, 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.

\ B'Q- Coogle )

If you drop the icon in the Dock (shown below), it looks like a spring. You can
single-click it to open Safari and that web page.

e

If you drop the icon in the Finder, it looks like a document file. Double-click the
icon, or drag-and-drop it into the middle of any open web page (don’t drop it in
the location field—drop it in the middle of the open page).

_.| LLiLd '
Apple - Pro - Pro
Tips.webloc
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Send a file to a Buddy

Drag a document to a Buddy name in the Buddy List of iChat and drop it. Hit
Return or Enter and the file will go straight to that person. This is a great way to
quickly send a photo or a document.

You can also use your iChat instant message window—just drag the file into the field
where you type your message. Hit Return and both your text message and the file
will go to your Buddy. All he needs to do is click the link in the iChat window and
the file downloads to his Desktop.

Also send Address Book data this way—to send the information from a person’s
card, drag his name from your Address Book and drop it on the Buddy List name or
in the message field (see the previous page for more Address Book information).

Invite people to an iCal event

Drag a person’s name from the Address panel or Address Book (from the Window
menu) to an iCal event to automatically add that person as an “attendee” Be sure to
drop it in the “attendees” field in the Info pane. You can drag a Group name as well.
Once you have the names in here, you can click the “Send” button at the bottom of
the Info drawer to send everyone on the list an email update of the event.

Glorious Moment

location Stratford upon Avon
all-day ™
from 03/13/2008

to 03/16/2008
repeat None 3

calendar [ ShPapers §

alarm None 2

e .
Sl & ey Uit Drag addresses or files and drop
Sarah Maxwell . . .

them into these iCal fields.

ttachments [ To Brianna Nora.rtf
Add File...

url www.rsc.org.uk
note § history plays in 4 days!

[ send |
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Save into a particular folder

When you are saving a file, drag a folder from the Finder and drop it in the window of
the Save As dialog box. Your Mac will save the document into that particular folder.

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.

RO rtf |
[swies ) [El==1 Spacing v [ Lists =] Pedo

C Y S S SN SN S SN S S S S S S
PR T e e e e T P e e P

Make sure the document has been saved recently before you experiment with any of
the following techniques. If there is a dark dot in the red button or if the page proxy
is gray, that means you need to save the document first.

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. (See page 430 about aliases.)

This tiny arrow indicates ;
this icon is an alias. When ~ ‘@
you double-click it, it will  Methinks | scent the

go open the real file. morning air

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, 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 Buddy 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
will get a message with a button to “Save File”
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To email the document, drag the page proxy to an email message and drop it
anywhere in the body of the message.

To drop the entire document into another application, drag the page proxy and
drop it into the window of the other app. For instance, you can drag a Microsoft
Word page proxy into a TextEdit page or onto a web page. Remember to watch for
the insertion point (well, not on a web page)—that’s where the new text will drop in.

Open documents in other applications

Drag documents (or page proxies, as explained above) onto application icons in the
Finder or Dock to open those documents in the targeted applications; if an appli-
cation is capable of opening the document, the application icon will highlight. This
is great for when you want to open a document in something that isn’t the default.

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 will open and display 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. As
soon as you drop the file, all of the previous folder windows close.

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 you

can always 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 and
hit the Spacebar.
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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, 'm using Adobe InDesign to create this book—I dragged the image

you see below from the Finder and dropped it on this page (and it’s linked):

Mac
Booda
Dakota
Jane
Reilly
Maximus

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. Or drag text from Mail and drop it on the Safari icon—

Google will immediately do a search on the text and display the results. Amazing.
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Take Advantage of System Services

Every application in its application menu has an item called “Services.” Exactly

which services are available at any moment depend on which application you have

open and what you have selected within that application, if anything.

‘ ‘Fi%e Edit Format Window Help

About TextEdit

Preferences... 3,

Services » ChineseTextConverter
- - Disk Utility

Hide TextEdit  38H Eirder

Hide Others "C3H
Show All Grab

Quit TextEdit

Font Book

20 Import Image
Look Up in Dictionary
Mail
Make New Sticky Note
Open URL
Script Editor
Search With Google
Send File To Bluetooth Device...
Speech
Spotlight
Summarize
TextEdit

»
»
>
» . Create Collection From Text
»  “Create Font Library From Text
»
{8y
{r38L
{388
>
{+38F

You might find some text in a file that you want to keep in your Sticky Note

collection—select the text (and a graphic, if you like) and choose “Make New

Sticky Note” from the Services options.

Or you might be viewing a photograph in Preview and decide you want to email it

to someone—go to Services, choose “Mail,” and then choose “Send To”

Perhaps you are reading the synopsis of a Shakespeare play online and you want to

have the synopsis in TextEdit—select the text, go to Services, choose “TextEdit,” and

then choose “New Window Containing Selection”

Perhaps the synopsis is lengthier than you care to read at the moment, and you'd

like to skim it—select the text, go to Services, and choose “Summarize” to open

a new window where you can view as much or as little of the summary as you

like. Then don’t forget about drag-and-drop—drag the selected summary into

a TextEdit page.

Keep the Services menu in mind while you work. You'll be surprised how often

it comes in handy!
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Color-code your files
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Sidebar and Desktop

Learn to use the
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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? 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 the System Preferences

1 Single-click on the System Preferences icon in the Dock, or go to the Apple
menu and choose “System Preferences...”

2 Single-click on the Dock icon. You'll get the Dock preferences.

Size:
Dock —
Small Large
W Magnification: =

' |
Min Max

Position on screen: () ® @]

Left Bottom Right

Minimize using: | Genie Effect B

™ Animate opening applications
"] Automatically hide and show the Dock @

3 Here you can resize the Dock, turn “Magnification” on or off (see the
next page), adjust the size of the magnification, reposition the screen,
and other options.
Magnification

If you turn on “Magnification,” then the icons in the Dock will
enlarge as you run your mouse over them, as shown above-right.
Just how big they enlarge is up to you—move the slider to “Max;’
then hover your mouse over the Dock (don't click) and see how big
the icons get.
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Minimize using
This option has two choices, Genie Effect and Scale Effect. All it
does is change how windows float down into the Dock when you

click the yellow Minimize button in a window. Choose one of the
options, then minimize a window to see the difference. (Hold the
Shift key down when you click the yellow button to see the effect
in slow motion.)

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 your mouse into that edge where it disappeared. As long as
your mouse is hovering over the Dock, it stays visible. Move your
mouse away, and the Dock hides itself again.

Resize the icons and the whole Dock

B Press-and-drag on the dividing line. Try it!

Customize the Dock with the Apple menu or Dock menu

B From the Apple menu, select “Dock,” then choose your options.

® In the Dock itself, hold down the Control key and single-click on the

dividing line, as shown below. A menu pops up; make your choice.

Turn Hiding On
Turn Magnification On
Position on Screen »
v Bottom Minimize Using »
Right

Dock Preferences...

£

8

S =
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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.

Show these items on the Deskiop:
("1 Hard disks
[ External disks
¥ CDs, DVDs, and iPods
! I Cannected servers

New Finder windows apen:
Home

! Alwaye opan folders in a new window

M Spring-loaded folders and windows
Delay: =
Shom Medium Lang

Press Space Bar to open immediately

2 Because your Finder window can display the hard disk icons, removable disc
icons, and servers in the top portion of the Sidebar, you can choose that these
items do not also show up on the Desktop. Or if it makes you feel better to
see the cD icons on the Desktop, you can choose to show only those. Whatever
makes you happy.

3 Every time you open a new Finder window, it starts over—that is, it 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.
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4 1If 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. Usually people who are recently converted from Mac OS 9
like to use this feature for a while, until they get used to working in one
window.

Don'’t forget that you can always open a separate window for any individual
folder: Command-—double-click on it.

5 If you turn on spring-loaded folders and windows, then a folder will
automatically pop its window open as you hover a file over that folder. That is,
just hold the file on top of the folder but don't click (“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.

The “Delay” refers to how long your mouse has to hover before the folder
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 mouse 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:

P —
T —
- —

2 Change the label names for any color label you want. You don’t need to use

them all.

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 mouse over the color dot, a tool tip

appears to tell you the label name.

Or Control-click (or right click) on a file of any sort. From the contextual menu
that pops up, choose a color label; choose the x to take a label off.

¥ DEVICES

! Hard Disk 1l usiness files
g iDisk ( rafts tsp files

¥ SHARED M illustrations for future issues
M shakespeareheart.pdf

¥ PLACES s
D

Shakespeare Papers

B Deskeop S subscrm\ﬂ;:n info
£} robin [ web site files
A Applications

[l Documents &

To add the

- “Label” column

to your List View
windows, see
page 268.
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Choose what appears in your Finder window Sidebar

1 From the Finder menu, choose “Preferences...”” Click the “Sidebar” icon.

Show these items in the Sidebar:

DEVICES
O [H Computer

& =) Hard Disks

# | External Disks.

@ ipisk

# (%) CDs, DVDs, and iPads
SHARED

#  Back to My Mac

# [ Connected Servers

# [E Bonjour Computers

PLACES
N Home

= peskeop

4 ﬁ Applications
[ Documents

SEARCH FOR

# (O Today

& (1) Yesterday

# (D) Past Week

& [ All Images.

# (3] All Movies

O 3] All Documents

Choose file extensions and turn off the Trash warning

2 Check the items 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
262—you don’t want to eliminate the
hard disk icon, for instance, from both
the Desktop and the Sidebar!

1 From the Finder menu, choose “Preferences...”” Click the “Advanced” icon.

# Show all file extensions

# Show warning before changing an extension

[ Show warning before emptying the Trash
[ Empty Trash securely

2 File extensions are those three- or four-letter abbreviations at the ends

of file names; see pages 44 and 430—431.

3 If that warning you see whenever you empty the Trash makes you crazy,

turn it off here.
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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 Icon View

1 Open a Finder window. Click the “Icon View” button, as circled below.

[:] (__robin =7
[} Always open in icon view oo > | [ % -] _ i
¥ DEVICES

lcon size: 48 x 48 Ha Dbt
A ————— A @ ipisk
i 5",,:;'”9 """ ¥ SHARED Desktop Documents Downloads
i —_—— @ ¥ PLACES 5 items 14 items No items

"""" B Desktop = P

Applications
Label position: Libra Movi .
. ts ry vies Music

@ ottom O Right g::::“ 35 items 1item 1item
& show irem info » SEARCH FOR ™ v

Show icon preview

Pictures Public Sites

Bckarun 6 items 1 item 2 items
) White
@ color I:'
) Picture

(_use as pefauits =—————— Choose this and every window in Icon View

will have these specifications.

3 You can choose for this particular window to always open in icon view.

Notice the title bar of the preferences pane 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.

Use the sliders to change the size of the icons and how far apart they
will be spaced (the 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 according to this grid.

Use the Text size menu to change the size of the text that labels each file.

And use Label position to put the labels (file titles) to the right side of the
icons (theyre 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. It will also display
the size (in pixels) of graphic files.

Show icon preview: This displays tiny versions of the actual images for
graphic files and photos.

Arrange by: You can choose two options from this list. To make every icon in

Eio the window snap into that underlying grid, choose “Snap to Grid”

E Show None . .
L Then, open this menu again and choose an arrangement for all

sackgrou ST NN those items. For instance, choose “Name” and any file you drag or
Date Modified ™ |

) white

O Color| D2 Creates save into this window will automatically snap to the underlying
Size
O pieag i) grid and alphabetize itself. Choose “Kind” and all items will be
— grouped by what kinds of files they are—applications, folders, text

files, etc. “Label” is also an option, but in this case it refers to the
colored labels, as explained on page 264, not the labels (titles) 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.

6 Background: Click the “Color” button to make a tiny color box appear; click
the color box to get the Colors Panel to choose a background color for the
window, as shown on the opposite page.

Click the “Picture” button to select a graphic image.

Click “White” to remove all color and images from the window background.
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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”

m

( rebin )
S~——

[] Always open in list view

| ¥ DEvices

Icon size: = -@-’
e O

Show columns:
H Date Modified
™ Date Created
E Size

™ Kind

[ Wersion

H Comments

[] Label

E Use relative dates

[ calculate all sizes
H Show icon preview

Use as Defaults

Hard Disk
iDisk

» SHARED

¥ PLACES
B Deskeop

7 Applications
B Documents
Pictures

P SEARCH FOR

Kind

Documents

(&l Downloads

(@ Library

(&l Movies

Music

Pictures

» [ family photos
il iChat Icons

4dYyYvYYvyyvy

» [l miscellaneous

» [ Roserta
» (& Public

}= InDesign Training Day2.pdf

» [ 055 screenshots

Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Alias
Portabl...at (PDF)
Folder
Folder
Folder
Folder

—— Choose this and every window in List View
will have these specifications.

example above) to always open in List View.

3 Choose whether you want this particular folder (my Home folder, in the

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 labels (see page 264).

See the next page for the option to show “Comments”

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.
Displaying the sizes of folders can take an extra minute.
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Add comments and show the Comments column

This is a great feature that not many people take advantage of because they don't
know it exists. In the List View options, shown on the opposite page, you see that
you can show the Comments column. But where are those comments?

You can add comments to the Info window of any file, as shown below. You might
add notes to someone who will be receiving this file, or notes to yourself, or details
about the file, or a reminder about what to do with it. This is the same field in which
you can add keywords for Spotlight to find, as mentioned on page 341.

To open the Info window and add comments, select a file and press Command
I (I for Info). Or Control-click or right-click on 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.

Once you do that, those Comments will appear in the Comments column in the List
View, as shown below.

Roserta playing pool.tif 22.2 MB

Modified: Sep 25, 2007 11:33 PM

¥ Spotlight Comments:

Hey Ryan! This is Rosetta pHfing pool on the
outdoor table. She's really good. Please add this
to the web page.

P General:

» More Info: i
» Name & Extension: » DEVICES " S N -
| »Openwith: -G 8 Rosetta playing pool.tif Hey Ryan! This is Ros... this to the web pag
¥ preview: = Rosetta pool small.tif This is a smaller versi...ol. Smaller in file siz:
¥ PLACES W rosetta resting JPG What happened to her cute ears?
r : Desktop B rosetta with ball in mouth.jpg  Just can't let go of that ball.
) & robin B Roserta_shaved legs.jpg -
2 Applications [% Rosetta+Booda.jpg e
@ icuete t Rosetta+BoodaZ.jpg -—
&l Plctures L Rosettal.jpg =
i’ Rosettaz.jpg -
M Rosetta4.jpg == b+
B rosenas PG e k

alv

¥ Sharing & Permissions: y

[T —— If you want to add comments to more than one file, you don’t have to select
them one at a time to open their individual Info windows. Do this: Select one file, but instead
of pressing Command | to open the Info window, press Command Option I. This opens

the “Inspector” window. Now when you click on any other file, that file’s info automatically
appears in the already-open Info/Inspector window.

AT —— If you like to use the contextual menus, Control-click on a file, then hold
down the Option key; you get the option to “Show Inspector.”
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Organize the columns in List View

1 To organize the items in your list by any column, just click on 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 column heading under which everything is organized is the blue one.

For example, in the example below, the items are organized by “Name.

To alphabetize, or sort, the items in the list backwards or forwards, click the
heading triangle. That is, perhaps you want the items in the “Name” column to
be listed alphabetically backwards: 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 on 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 on 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 on the dividing line
between any column; the pointer changes to a double-headed arrow.
Drag the double-headed arrow to the left or right.

ann || Rosetta £

i o | © || 5~ ]
¥ DEVICES T Date Modified Size | Kind
2] ard pisk M Smonthsold.tif 9/1/07, 5:31 PM BMB  TIFFim
g |Disk % Don't come inl.jpg 9/1/07, 5:31 PM 1 MB JPEG i
iDis - |
i Driving to Colorado.JPC 9/1/07, 5:31 PM 1.7 MB JPEG im
™

SHARED A Fart! Tnn 9/1/07. 531 PM 7RE ¥R \PEC T
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Customize the Column View

1 Open a Finder window. Click the “Column View” button, as circled below.

®  (_ Funkanimals )
v

[} Always open in column view

[ Flags

M Bl 1 Biuchound.gif
L Hard Disk . IChat Icons [ Flowers » & Doggie.gif
Tt S'HZ iDisk I~ InDesig...ay2.pdf &8 Fruit »  w Pointy.gif
| [0 miscellaneous * [ Fung Shui » W PurpGuy.gif
Show i » SHARED
B~ cons - [l 0S5 screenshots  * . Funk Animals ¥ RedDog.gif
¥ Show icon preview ¥ PLACES | =
3 I B Rosetta » [l Gems % Woof.gif
¥ Show preview column B Deskuop .
2 robih [ Hollo...itars -
Arrange by: 7 Applications [ Planets il
[0 Tribal Masks  *

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 folder that contains nothing but photographs or
nothing but text documents.)

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.

|NA family photos =
L‘I’HEEJ i "’H*‘-'_Ei

2 From the View menu, choose “Show View Options”

e (_ family photos ) ann || family photos (&=
S = ; . »
[T Always open in Cover Flow m <> |
¥ DEVICES
|Z! Hard Disk
Icon size: 4 JA g iDisk
O 8 ¥ SHARED
Te e ¥ PLACES
Show columns: Deskrop
¥ Date Modified % robin
[] Date Created :A Applications jeffrey.tif
E Size Eln BOEiIent TIFF image
M kind e
[ Version |Z& Pictures
[] Comments » SEARCH FOR
] Label
E Use relative dates
[[] Calculate all sizes
E Show icon preview
 E jewels.jpg Sep 3, 2007, 9:46 PM
(__useas Defaults , ) W jimbo.jpg Sep 3, 2007, 9:46 PM %
v
(= = Nl
Choose this and every :

window in Cover Flow View
will have these specifications.

3 You can’t change the actual view of the covers. But you can choose the
text size of the labels.

You can choose not to show the icon preview in the list part of the window.
You'll still see icons, but graphic image icons will just display a document icon,
not a preview of the actual image.
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Customize the Desktop View

1 Click on 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”

e ( Deskiop )

lcon size: 48X

Grid spacing

o —

Label position:
@ Bortom ) right

[} Show item info
["] Show icon preview
Arrange b ¥ None

I -

Snap to Grid

Date Modified !

Date Created

Size

Kind

Label
—

These are the same options you have for Finder windows in Icon View; please
see pages 266—267 for details about these options. 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.

273



Lesson 15 Personalize Your Mac to Meet Your Needs

274

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 53.)

To open System Preferences, click on its icon in the Dock. Or go to the Apple

menu and choose “System Preferences...”

E=d

Y
This is the System

Personal

B & M [0 @ e Q

Preferences iCOn Appearance  Desktop & Dock

Screen Saver

| Hardware

Mac

System

51§

Accounts

Internet & Network

® @& a

Network

0O © =

Bluetooth  CDs&DVDs  Displays

QuickTime

£

Date & Time Parental

Controls

Exposé &
Spaces

®)
¢
Energy
Saver

Sharing

Software
Update

International Security Spotlight

N |
— =™ 8
L

Keyboard &  Print & Fax Sound
Mouse

¥

Speech

@ @

e Machine  Universal
Access

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.”

Expesé & ineermatioeal  Kevboard & Network Pareneal Prist & Fax.

PR )

2 £ 0
Accounty
Y B @
Erergy
Saver
o
()
Security
Universal

S @ @ =

Appearance  Bluetooth  CDs&DVDs Dae&Time  Desiooo & Disalavy

Saver

v B @ =

Sraruo Digk
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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 things are self-explanatory—poke around and see what

your options are. We’'ll look at a couple of examples.

1 Open System Preferences as described on the previous page. Single-click the

i Keyboard @ Mouse icon. If the System Preferences is already open to some
Kot other preference, click the “Show All” button, and then click the “Keyboard &

Mouse” icon.

2 What you see in this preferences pane depends on your computer. For
instance, a laptop will have a “Trackpad” pane. A Bluetooth-enabled computer
will have a “Bluetooth” pane. If a mouse is attached, you'll have a mouse pane,

as shown on the next page.

Single-click any tab to see the preferences for that feature.

(@00 Keyboard & Mause

— —! Keyboard T;Ackpad Bluetooth Keyboard Shortcuts !

This is an
OPtiOH for a Key Repeat Rate Delay Until Repeat
laptop; you T - —— See the following page
won'’t see it on Slow Fast Sifsorg Shee for information about
a desktop Mac. these options.

IUse all F1, F2, etc. keys as standard function keys
When this option is selected, press the Fn key to use the
special features printed on each key.

Modifier Keys... ®

—continued
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3 In the “Keyboard” pane shown on the previous page, 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.

4 Click the other tabs to see what preferences you can set for those options.

ann Keyboard & Mouse

——!" Keyboard Trackpa@ . Mouse Bﬂletooth Keyboard Shortcuts -

1w N n
T The “Tracking Speed
Tracking Speed Double-Click Speed refers to how far your
mouse travels as you
siow Fast siow Fast move your hand across
the screen. The faster the
Scrolling Speed Primary mouse button: tracking Speed, the less
o O L distance you have to move
sow " has O Right

the mouse. Try it.

™ Zoom using scroll wheel while halding |~ Control Options....
d '9 SCOIFOR

Check out this pane of
P '
Keyboard  Trackpad BI \_Key ) keyboard shortcuts.
To change a shortcut, double-click the shortcut and hold down the new keys.
" On |Description |shartcut ——
] Hide and show Front Row ®Y
2] Look up in Dictionary ~ %D m
™ Show Help menu 08/
™  ¥Screen Shots
™ Save picture of screen as a file F8&
™ Copy picture of screen to the clipboard {1883
&4 Save picture of selected area as a file 044 b
™ Copy picture of selected area to the clipbeard ~{>384 -
[+]-] Restore Defaults
Full keyboard access:
In windows and dialogs, press Tabto  (®) Text boxes and lists only
move the keyboard focus between: (O Al controls
To change this setting, press ~fn F7. ®
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This is another fun and useful System Preference—use it to change the color or
image on your Desktop.

= 1 Open System Preferences as described on page 274. Single-click the “Desktop &
g Screen Saver” icon. Or if the preferences are still open, go to the View menu
Desktop &
Screen Saver and choose “Desktop & Screen Saver”

2 Single-click the “Desktop” tab, as circled below.

3 In the list on the left, single-click each folder to see what’s in it, displayed in
the pane on the right.

4 Single-click any image you see in the pane on the right to immediately view it
on your Desktop.

When you choose your own photo, a little menu pops up, as shown below. Use
the pop-up menu to adjust the image to your screen. As soon as you choose
something, it’s displayed on your Desktop.

5 To use your own photo, first put it in the “Pictures” folder that’s in your Home

window. Then you can choose a photo from the “Pictures Folder” option.

Or click the + button, then find the folder where your photos are stored and
add that folder. The folder will be placed in the list for easy access.

800 : Desktop & Screen Saver

| Desktop  Sgreen Saver

4
to Screen

y Fill Scree
Stretch to Fill Screen

¥ Apple
@ Apple Images
£ Nature
':' Plants.
. Black & White
&0 Abstract
&) Solid Colors
(& Pictures Folder
¥ Folders

] Rosetta

+ ‘ = ‘ [ Change picture: | every 30 minutes

["1Random order @
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Correct the date and time on your Mac, change it when you go to a different time
zone, make a regular clock float on your Desktop, and more.

- 1 Open System Preferences as described on page 274. Single-click the “Date
@ & Time” icon. Or if the preferences are still open, go to the View menu and
et tine choose “Date & Time”

2 Click each of the three tabs in the preference pane and see what your options
are. You can’t hurt anything, so poke around and experiment.

Clock

Date & Time | )’ime Zone
/

T |Apple Americas/U.S. (time.apple.com) H

¥ Set date & time autorma

g/ 972007 | 7:53:20 PM
QOO September 2007
SMTWTEFS
1
2345678
@lwo111213 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

To set date and time formats, use

0l
d Click the lock to prevent further changes.

The option to “Set date & time automatically” is useful if you have a full-time
broadband connection (don’t bother if your connection to the Internet is a
dial-up). This keeps your Mac in touch with a satellite so your time is always

correct—it will even switch to daylight savings time for you.
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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
Mac’s Spotlight feature can help.

Just type what you're hoping to find in the System Preferences search field. 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 give me an
option to speak or use sound.

Choose an option in the list, and the appropriate System Preference will slowly flash
twice at you and then open.

mpmr
peakapié Items folder

Speakable Items settings

Alert sound device

Show volume in menu bar

Spoken commands

Text to Speech

Sound output device

Announce time

Qutput sound

And don't forget about other features on your Mac that let you customize and
personalize your machine! Check out Exposé & Spaces, plus all the individual
application preferences. This is your Mac!
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Learn about the different
kinds of widgets available

Show and hide
the widgets

Display the widgets you
want to have available

Remove a widget from
your display or from the
widgets bar

Flip widgets over and
customize them

Display more than one of
any widget

Change the keyboard
shortcut that displays
your widgets

Get more widgets




LESSON 16

Dashboard—Important
Information at your
Fingertips

Ever want to know what time it is right now in London? Or what
the weather is like where you mother lives? Do you need to track
the plane your daughter is taking to Istanbul—including whether
it’s going to leave on time and from what terminal—and then

follow the flight path across the world in real time?

These are just a few of the many things you can do with literally
the click of one button, using Dashboard. The information appears
to you in the form of widgets. Some widgets are already on your
Mac, but many others are being created by people and developers.

Oh, the things we will see!
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This is the

Dashboard.

Click this +
or X to show
or hide the
Widget Bar.

This is the
Widget Bar.

282

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, it goes away just as quickly. Below is an example
of my Dashboard, with the Widgets Bar showing (the Widgets Bar doesn’t appear
until you ask for it; see page 284).

When you activate Dashboard, the widgets instantly appear on top of a greyed-out
Desktop, on top of any windows or applications you have open. Do what you need,
then click in any blank area to send them all away. Use the Widgets Bar to add and
delete items, as explained on page 284.

This is a web clip that | made
myself in Safari; see page 134.

PEDTA e
The Free Encyclopedia L:8

MON TUE

= Main page
= Contents

= Featured content 82° 80°
= Current events
= Random article ® 06"
interaction it
= About Wikipedia
8 Comimurdy portsl MON TUE

= Receni changes
= Contact Wiipedia ® o
= Donate o Wikipadia 96° 88°

= Heip ®
W5

search San Diego

MON  TUE

o &
75° 76°

® Manage Widgets...

Single-click the tiny arrow on
either end of the Widget Bar
to view more widgets that
are in the bar.

WED THU

e °
80° 82°

-~

WED THU

® °
82° g2°

WED THU

® o0
76° 72°

Each of these items is a widget.

@ 71°®_|

e e N\

g2° 78°

67

FRI SAT

o &

STANBUL

—

Last Updated 8/10/07 6:00 Al

Single-click any widget in the Widget
Bar to make it appear on your screen.
You can display more than one of any
widget, as shown on page 287.
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Discover Different Kinds of Widgets

There are three different kinds of widgets, although they are all so interesting and
easy to work with, you won't really care which is which!

® Information widgets work with data from the Internet. You can check
external events such as the weather anywhere in the world, the flight status
of any plane, or current prices of your favorite stocks. You must be connected
to the Internet to get the information for these widgets.

Airline:

Southwest Airlines

Depart City: ABQ &27 PM
ABQ - Albuquergue Inten

Arrive City: PHX 6:28 PM \ /
T —

Oakiand intemational Al

Flight 36

4-- 17 mins late

® Application widgets work with applications on your Mac. They typically
provide a small and easy way of displaying the critical features of the main
application. For instance, the iTunes widget is a small controller that gives
you buttons—start, stop, play songs, and more—to listen to your Playlists or
Internet radio without having the iTunes interface take up your whole screen.
If the main application requires the Internet to function, so will its widget.

Monday + September2007

1

‘n 2 3465 678
9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30

B Accessory widgets are self-contained little utilities that provide a variety of
features. Widgets such as clocks, calculators, notes, or timers are accessories.
Some of these do need Internet access, but they are not dependent on any
application on your Mac.

Convert | Gurrency -
(vsootarwss | [Ewom 3
350 = 253.642 |

Last Updated 9/10/07 6:00 AM
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Activate Dashboard and the Widgets

Dashboard is built into your Mac—just single-click the Dashboard icon in your
Dock to make it appear, or press the F12 key.

If you're using a laptop, you might not have an F12 key,
or it might be used for something else. You can change
Dashboard’s keyboard shortcut; see page 288.

Add Widgets to Your Dashboard

To add widgets to your onscreen Dashboard, first open Dashboard and bring up the
Widget Bar: Single-click on 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; see page 282.)

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 Widgets 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.

Remove Widgets from Your Dashboard
Hold down the Option key and click the X that appears on the upper-left of the widget.

Or remove widgets from the Dashboard when the Widget Bar is visible. So first
display the Widget Bar: Single-click the plus sign shown above. Now you see an X

in the upper-left corner of each widget. To remove a widget, click that X. It stays
in your Widget Bar until you want it again. r
()

T 40
Santa Fe 7 1
L: 54

MON TUE WED THU FRI SAT

T8 e &8
82° 80° 80° 82° 82° 78°
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Put Dashboard Away

To put Dashboard away, single-click outside of any widget, or press your keyboard
shortcut again (probably F12). When you reopen Dashboard, your widgets are right
where you left them.

Work with Widgets

Different sorts of widgets have different sorts of features. Experiment with them all!
For instance, open the Unit Converter and check all the different sorts of conver-
sions you can make.

Many widgets (not all) have a tiny i in a corner, the info button. It’s not in the same
corner for all widgets, and it won't even appear until your pointer gets close to it. So
hover over the corners of a widget to see if an i appears, then click on it—the widget
turns over so you can change preferences.

E (Q library m

Vista Grande Public Lib... (505) 466-7323
+ 14 Avenida Torreon
Sama Fe,NM 87506

City, State

‘Santa Fe Bookstop Libr... (505) 955-2980
+ 4250 Cervillos Rd # 1264
Santa Fe,NM 87507

Santa Fe Library (505) 955-4860 Search within:
+ 1730 Llano St _ -
R — 20 Miles
& L 1-100f 13 “p y Items per page:

Single-click the info

button to flip the widget.
On the back side of many widgets are
preferences for that particular item. For
example, this information tells the Phone
Book widget where to look.

Enter information into a field, then be sure
to hit the Enter key to enter that data.

Click “Done” to flip the widget back over.
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Experiment with Your Widgets!

Lots of different people create widgets and I can’t explain here all the different
things they will do. So be sure to pay attention to the sometimes-subtle visual clues

that are built into widgets.

In the iTunes widget shown below, notice the tiny dot in the outer circle. That’s a
clue! Drag that tiny dot around to change the volume.

Notice the info button that appears (the i )—click on it to flip the widget and see
what options are available on the other side. In this case, you can choose which
iTunes Playlist to listen to.

In the Dictionary widget below, there are several visual clues, as shown.

Back and forward
arrows indicate you
can return to panes

you previously viewed.

The double-arrows are a
clue that there is a menu
hidden here. Click on it to
see the options.

;

Thesaurus
Apple .
~bomesbast |'bambast]
. noun
2 high-sounding language with little meaning, used
i to impress people.

Now “Thesaurus” is the visible
menu option, indicating you are
looking at the thesaurus entry.

Thesaurus

bombastic

 adjective

o these Albanian rivals have alternated vielent
attacks with bombastic speeches PoMPOUS,
blustering, turgid, verbose. orotund, high-flown,

DERIVATIVES high-sounding, overwrought, pretentious,

bom-bas-tic |bim'bastik| |bambestik| |- ostentatious, grandj!oqnem; informal highfalutin,
putfed up: rare fustian.

'bastik | adjective

bom-bas-ti-cal-ly | bim'bastik(o)l&| |bam

'bestok(a)li| |-bastik(a)li| adverb

ORIGIN mid 16th cent. (denoting raw cotton or

absorbent cotton used as padding, later used

figurativelv): from Old French bombace. from
\.L \ &

This little visual clue indicates you can |  As in other search fields on your Mac, click
drag this corner to resize the widget. the X to delete everything in the field.
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Display More than One of a Widget

You can display multiple copies of any kind of widget. For instance, you might like
to know the weather in several different places, view the flight paths of a number of
different flights, open several different dictionary widgets to compare words, or view
a number of different conversions at the same time.

To display more than one of any kind of widget, open the Widget Bar (when
Dashboard is showing, click the ¥ sign in the bottom-left corner of your screen).
Then just single-click the widget as many times as you want, one for each display on
your screen. Each new widget shows up in the center of the screen. Just drag it to
any position and it will stay there.

@ 73 =ggect

MON TUE WED THU MON TUE WED THU FRI

OQOOC‘ ® & 6 Clo
75° 76° 76° 72° 72° 72° 71° 70° 68° 68° 68° 72°

Hge® L) H: 75 ~0
Portland 7 4 Istanbul 7 2
L: 54 TR

MON TUE FRI MON TUE WED THU FRI SAT

® @ ¢ ® ¢ & ® & o &8 0
96° 88° 75° 78° 78° T1° 69° 74°

Here | can see at a glance what the weather is like (and whether
it's day or night) in the different cities where my kids live.

mm— 1o change the picture in the tile puzzle

widget, do this: When Dashboard is open, put the tile

puzzle on your screen. Close Dashboard.

In the Finder, find the picture you want to use in the tile

puzzle. Start dragging it to nowhere in particular. While T_ig |—-' ‘ d
e AL |l
N

you are dragging (don’t let go of the mouse), press F12
(or whatever your shortcut is, if you've changed it) to

open Dashboard. Drop the picture you're dragging onto

the tile puzzle. So now my dog Rosetta is in
the puzzle.
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Change Dashboard’s Keyboard Shortcut

If you don't like the default shortcut that opens Dashboard, you can change it.

1 At the Finder, when Dashboard is not active, go to the Apple menu and
choose “System Preferences...”

2 Single-click “Exposé & Spaces”

i 3 In the preferences pane, as shown below, make sure the “Exposé” tab is
Exposé & . . . . .
i selected (it will be blue; if not, click on it).

Choose an Fkey from the “Hide and show” menu (circled, below) to use as
your shortcut.

To add one or more of the modifier keys to your shortcut, just press

that key(s) while the menu is open. The menu will change to reflect the key
combination you are pressing. For instance, you might want to use Control F1
to activate Dashboard. So hold down the Control key and click the Dashboard
menu, then choose this option in the menu: ~F1 (* indicates the Control key).

ann Exposé & Spaces

- E n Start Screen Saver B

Keyboard and Mouse Shortcuts (for more shortcut choices, press Shift, Control, Option, or Command)
Exposé

Instantly access any open window with a single keystroke. Display all open windows as thumbnalis,
view windows of the current application or hide all windows to quickly locate a file on your deskop.

All windows: [ F9 (- 3

Application windows: | F10 W (- )

Show Desktop: | F11 W (- [

( ““’“"“”d> Options for
TS home to widgets: mini-applications that let you perform common tasks and provide
You with fast access to nformation. a two-button
mouse.
Hide and show: [F12 ) 4] [ Middie Mouse Button 3

If you have a two-button mouse attached to your Mac, you will see a second
column of menus, as shown above, where you can choose to use the middle or
right mouse button to activate Dashboard. This is great for a laptop—I can’t
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always use a shortcut like F7 without holding down the fn key also. This means
it takes two hands to open Dashboard. But with the middle mouse button
assigned to Dashboard, I can click the button once and Dashboard instantly
appears. It’s great.

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 want anymore, or at least remove them from the
Widgets Bar. Use the Widget Manager. Open it from the Widgets Bar, as shown
below, then click on the Widgets you don’t want. Hold down the Shift key to select
more than one at a time.

The selected widgets will be removed from the Widgets Bar, but they’re still hidden
away on the Mac somewhere so you can always turn them back on.

® Manage Widgets...

@

Both the button and the icon
open the same thing, the
Widget Manager, shown

to the right.

Hold down the Shift key to select
more than one item. Uncheck any
widget that you want to turn off.

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 132.
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GOALS

Set up your printers

Access the special settings
for your printer software

Access the special settings
for your applications

Learn some
troubleshooting tips

Share printers
with other computers
on your network

Fax from your Mac

Receive faxes on your Mac




LESSON 17

Set Up Printing
and Faxing

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 so many special parameters
to your print jobs, and sharing one printer with many computers

gets easier all the time.
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292

Set Up your Printers

If you're already printing to your printer, then skip a couple of pages and go straight
to the section about accessing special features of your printer, just in case you're not
familiar with what it can do.

If your Print dialog box says, “No Printer Selected,” see “Add a printer;” below.

Be sure to install the software

If you bought a fancy printer of some sort, meaning it cost more than a hundred
dollars, be sure to install the software that it came with. What you particularly
need to install is the latest “printer driver” If you don’t have the software that was
originally shipped with the printer, or if you need an updated printer driver for
your older printer, go to the manufacturer’s web site. They always have the drivers
available to download, free.

You can often print pages without the latest driver, but the more expensive your
printer is, the more important it is that you have the proper driver. If not, you will
lose some of the most valuable features of the machine. If you have an inexpensive
little printer, the drivers that Apple includes will probably work just fine. Try
printing and see what happens.

Add a printer

Your Mac automatically finds printers that are directly connected to the computer
or that are on your local network. If you've installed the software for your expensive
printer or if you have an inexpensive printer, the process is generally really easy.

Try to print something for the first time (press Command P or go to the File menu
and choose “Print”). If you see your printer listed in the menu in the Print dialog
box, then you're all set up.
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Often, however, the first time you try to print, the Print dialog box 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.

2 Press on that menu that says “No Printer Selected” and choose “Add Printer...”

Printer: [ No Printer Selected 4—“—8—

Presets: [ Standard M

® )

Printet + No Printer Selected

3 This brings up a window listing all printers your Mac can find, shown below.
If everything is connected properly and the printer is on, you should see the
name of the printer in the pane. Single-click on its name.

4 When the name of the printer appears in the bottom portion of the pane, all is
well. Click the “Add” button. The Print dialog box, shown above, reappears and

you can carry on.

Kind
BT Jarey
FlashPaper @ jtg5 Bonjour Shared E;
Internal Modem @ jtg5 Bonjour Shared -
v

Robin's Printer AppleTalk

Robin's Printer @ jtg5 Bonjour Shared

Name: Robin’s Printer I

Location: |Local Zone !

Print Using: E Auto Select ﬂ

";‘7 Sending data
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Use the Print @ Fax Preferences

Usually the steps on the previous pages to add a printer work just fine. But some-
times you might want to set up printers here in the Print & Fax system preferences

before you begin or use this to troubleshoot printing problems.

1 Make sure your printer is turned on and tightly connected to your Mac

=

Print & Fax

294

with the proper cables.
Go to the Apple menu and choose “System Preferences...”

Single-click on the “Print & Fax” icon to get the pane shown below.

Printers
Phaser 6360DN ... Phaser 6360DN @ Robin's Office Mac
s idle, Default » -

~* Rabin’s Printer ... -
== o dle

Faxes

Internal Modem F
Location: Local Zone

Kind: Xerox Phaser 6360DN
If you choose the

name of a specific
printer here, that

= 7 printer becomes
the default.

Status: Idle, Default

( Open Print Queue... ) ( Options & Supplies... )

Default Printer: [ Last Printer Used %—.J'

Default Paper Size in Page Setup: | US Letter M

n ¢
[hi Click the lock to prevent further changes. @

If you don't see the name of your printer in the list on the left, click the +
button. (Also check again to make sure the cable between the Mac and the
printer is snug on both ends, and that the printer is turned on.)

When you click the ¥, it opens an unnamed window, a printer browser,
shown on the opposite page, that lists every printer that is turned on
or that your Mac is aware of.

If you see your printer listed, single-click its name to select it, then click
the “Add” button.

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.
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Kind | |

DIUTTOO T T UG UG BUTULT Srared

FlashPaper @ jtg5 Bonjour Shared [*%
Internal Modem @ jtg5s Bonjour Shared -
|
Robin's Printer @ jtg5 Bonjour Shared &

Name: Robin's Printer

Location: Local Zone

Print Using: | Auto Select ]

e Sending data

Add

¥

Laser printers (as opposed to inkjet printers) usually want AppleTalk turned
on. If your printer is connected through an Ethernet port (as opposed to the
usB or FireWire port), it probably wants AppleTalk. If so, the Mac will usually
turn on AppleTalk for you, with your permission; if it doesn’t, you can do it
yourself (if you don’t have a real laser printer, skip this!):

a. Close this window by clicking the red button in the top left.

b. Click the “Show All” button.

c. Click the “Network” icon.

d. Click the “Ethernet” option on the left, then click the “Advanced” button

on the bottom-right.
e. Click the “AppleTalk” tab.
f. Check the box to “Make AppleTalk Active” Click ox.

g. Close the preferences and try printing again.

5 After you click the “Add” button in Step 4, the “Print & Fax” preferences pane
reappears. Close it, then try to print.

If you did not see your printer listed in the “Printer Browser,” maybe you didn’t
install the printer software that came with the printer. Install it now, then try these
steps again.

Not all printers must have the software installed. Generally, the more expensive
the printer, the more likely your Mac needs the software and the more likely it has

special features that you'll want to access through its own driver.
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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 difference in output 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 If you see a small Print dialog box as shown on page 293, click the blue
disclosure button (see below).

3 In the expanded Print dialog box, click on 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).

296

™ Image Smoothing
# Use Printer Halftones
1 Print Settings On Page

® Crore) Cmam )

RGEE = | IDM_issue23.pdf (page 1 of 65) =1
Printer: [ Phaser 6360DN @ Robin's Offic... [+ [a% Click this
Presets: | Standard M .
]|||||'¢|/0'|| disclosure
) T 1 = ] Two-! .
MAGAZ.!I#CEH Copies: ! Collated ! Two-Sided trlangle
Pages: Bl to see the
é 4 | Ome; I tor |1 .
(7 a
@ Ty %na%lf T Paper Size: | US Letter g 8.50 by 11.00 inches optlons.
onentaton: | 11#)| {7 scaie: [1o0% |
{ Image Quality Fﬁj) .
The printer
Print Quality: [ Enhanced H selected above
Calor Correction: | Use Printer Setting M determines
(SRR i SRR SRCB Neutralcravs:@ what the
Black Trapping: [ On ¥ | options are for

that printer.
Check 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 menu (circled below and on the
opposite page) to see if there is an option for the particular software you're using.

Below you see the print settings for Keynote, which is software from Apple for
creating multimedia presentations.

falal:) |%] A Day Turned Strangely.key (=]
Printer: [ Phaser 6360DN @ Robin’s Offic... |4 (&) i
Presets: | Standard H’l I
Coples: D " Collated [ | Two-Sided
Pages: @ All
From: |1 to: 1
[ Keynote ‘w"‘J )
_J/ Applications
Print: Options: Often haVe
(O Individual Slides ™ Don't print slide backgrounds or object fills T
() Slides With Notes  Print each stage of builds SpeCIaI IZed
(O Outline [Include skipped slides features.
® Handout EMd borders around slides
6 slides per page E ™ Include slide numbers
1 Add divider lines Clinclude date
™ Draft-quality printout [ Print high resolution 3D charts
EMd notes
T Add rule lines
1 : I
® ( PDF v ) [ Preview D ( Supplies... ) @

Buy ink cartridges for your printer

Apple makes it very easy to buy new ink cartridges for most printers and to buy
them from Apple. Just single-click on the “Supplies...” button you see at the bottom
of the Print dialog box (shown above). This takes you to an Apple web site where
you can buy the cartridges for your specific printer.

You can do the same thing in the “Print & Fax” preferences pane shown on page
294: Single-click the button called “Options & Supplies...”
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Having Trouble Printing?

-

Print & Fax

1 If the printer has been chosen but isn’t responding when you try to print, open
the “Print & Fax” pane: Go to the Apple menu, choose “System Preferences...,”

then single-click the “Print & Fax” icon.

298

2 Make sure you choose the correct printer to print to; its name should be
highlighted 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, as shown below. These are the

jobs that are lined up to print to that particular printer.

You can also get to this
print queue by clicking
on the printer’s icon
that appears in the Dock
Printing ‘Orpheus’ lute.rtf’. when you print. | like

to keep that icon in my
Dock at all times.

Sta:us [Name i‘!‘.l‘ser - \When o iComplet;ad | |
Printing Orpheus’ lute.rtf Robin Williams 9/13/07 10:33 AM

4 Check to make sure the jobs are not on hold or paused. The buttons should
look like the ones above: “Hold” should be clear (not gray), “Resume” should
be gray, and the green button should say “Pause Printer;” not “Resume Printer”

If either of the “resume” buttons are available, that means a job is on hold.
Select a job in the list and click “Resume” or “Resume Printer” to start the
printing process. Or select a job and click “Delete” to get rid of it.

[IT—— If you send a job to print and nothing happens, often your initial reaction is
to send it again. And again. And again. Then when you remember to look at the Print Queue,
you notice there are a dozen copies of the same job lined up waiting to print because the
printer’s been on hold. So just remember, if you send a job to print and it doesn’t come

out, do not send it again! Go to the Print Queue and see what the problem is! If you have a

dozen of the same jobs lined up to print, select each one and delete it.
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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 little, inexpensive color Epson in your
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, 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. The computer it’s directly
connected to must also be on, of course.

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.
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.
N\

800 Sharing

Computer Name: Rcbin's Little Laptop

Computers on your local network can access your computer at:
Robins-Little-Laptop.local

On | Service @ Printer Sharing: On

[ Sereen Sharing Printer Sharing allows other people to use printers connected to this
g File Sharing computer.

— T
] Web Sharing ™ ﬁ EPSON Stylus Photo R2400 <&
1 Remote Login

A
[ Remote Management Ll Internal Modem

™ Remote Apple Events

[ Xgrid Sharing
Internet Sharing

]  Bluetooth Sharing

Open Print & Fax Preferences

§ @
Click the lock to prevent further changes.

—continued
T —"
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5 At the bottom-right of the Sharing pane, click the button to “Open Print & Fax
Preferences”

6 In the “Print & Fax” preferences, shown below, select the printer in the pane
on the left, and then in the pane on the right you should see a checkmark next

to “Share this printer” All is well.
N

Printers

B EPSON Stylus Ph... ] EPSON Stylus Photo R2400
- - ldle

Phaser 6360DN ...

a idle # Share this printer

Actually, you could
skip Steps 3 and 4,

Robin’s Printer ...
@ |dle, Default

it

Faxes

1 Internal Modem Location: Robin's Little Laptop and juSt go Straight
o el Kind: Epson Stylus Photo R2400 - Gutenprint v5.1.3 to the “Print er
Status: Idle

Fax” preferences
to turn on Sharing.
(" Open Print Queue... ) ( Options & Supplies... ) But | think it’s

important to know

il .
) = about the Sharing
Default Printer: [ Last Printer Used H
preferences.
Default Paper Size in Page Setup: [ US Letter ﬂ
IJ“ Click the lock to prevent further changes. @
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To print to a shared printer:

1 The Mac that is directly connected to the shared printer must be turned on.

That computer must have chosen to share the printer, as explained on the

previous page. The printer must be turned on.

2 On your other Mac, open your document. Press Command P to get the Print

dialog box.

3 In the “Printer” menu, the shared printer’s name should appear and you can

print to it. If the printer name is not in the menu list, see below.

~ S = = ]
— e s uWith3 Bassig EPSON Stylus Photo R2400 _—
Phaser 63600N @ Robin's Office Mac
Printet + Robin's Printer @ Robin's Office Mac |
F Presets Internal Modem
Copi
e g et Fs Print & Fax Preferences...
Pages: WAl
e Wmdonie . Ofam: 1 to1 |
[ TextEdit —
T i possion !
N 1 Print header and footer
wrsulo! é
() 0 a3
4] 4 1of2 L
@ oot )

”

If you don’t see the printer in that list, click the “Add Printer...” option in
the menu and add the shared printer just as you would add any other printer,

as explained on pages 292—293.

If you don’t have an “Add Printer...” option in the menu, go to the “Print
& Fax” preferences as explained on the previous pages and add the shared
printer. You might have to quit the application you're trying to print from and

open it again to see the added printer.

Once you have added it, that printer will be in your Print dialog box whenever

that printer and its connected Mac are turned on.

4 After you choose the shared printer, click the “Print” button.
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Fax From and To your Mac

If your Mac has a modem built in or attached to it, you can fax from any application

and you can receive faxes. But many Macs today do not have modems built in!

If you use a dial-up modem with a phone cable to connect to the Internet, then
you are all ready to fax, as explained below.

But if you have a broadband connection to the Internet, you must first get a
phone cable (a standard rRyj11 phone cable like you use for your telephone). Plug it
into the phone port on your Mac (if you have one!) and into a phone jack in the
wall—you cannot fax over a broadband connection.

Send a fax from your Mac

1 Make sure you have a telephone cable connecting your Mac to a working
phone outlet. (This assumes you have a modem built in to your Mac.)

2 Open the document you want to fax.
3 From the File menu, choose “Print...”

4 In the standard Apple dialog box, click the “PDF” button in the bottom-left
corner and choose “Fax PDF....”

inon i inveicertt |
Printer: | Robin’s Printer @ Robin’s Offic... H B ‘

I NVOECE Presets: [ Standard H
et Copies: ™ Collated

Pages: @ All
OFfrom: 1 to: |1

[TextEdit M

["1Print header and footer

If you're using an application that has its own print

WP dialog box, such as Adobe InDesign, you'll usually
Save as PDF-X

Save PDF to iPhato find a button at the bottom of the dialog box that
e DL oWk Rece e it says something like “Printer....” Click that button,
Edithent - and there you should find the “Fax PDF” button.
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5 A dialog sheet appears (shown below) where you type in the fax number of the
person you want to send the fax to.

If necessary, the “Dialing Prefix” is where you enter any number that gets you
“out” of the office building. Typically it’s 9. If you need to wait a couple of
seconds after the 9 before the phone starts dialing, put one or two commas
after the 9. Each comma makes the Mac wait two seconds.

6 If you want a cover page, check the box to “Use Cover Page,” then enter the

subject and message. The preview pane on the left displays what you're sending.

Printer: [ Internal Modem [ ) B
INVO'GE Presets: [ Standard %]
I
. Copies: 1 ™ Collated
i Pages: @ All
(O From: |1 to: |1

—[ Fax Information

Robin Williams <505-555-1214> | | &[T\

Dialing Prefix: 1

L re

- To:

™ Use Cover Page

This button opens
your Address

Pane so you can
automatically enter
the fax number. See
the steps on the

Subject: | Invoice from Robin

] 11 CEoe)

Message: | Amy, here's the invoice. It was so great
working with you!

@ (—— following page.
L8060 Addresses
To: 70 cards (Q

p— G T i — B
EMH || Emilie Williams
llt - F..\mwlv | Jean Williams
I3 First Friday-. | 5ol williars 1-510-510-5107 (mobile)
UE MSS Board  rangvry— 707-123-4567 (work fax)
T lndersy 1-707-555-1212 (home) ()
I e
Birthdays s00n | ponin on Rabhit William: 438-8888 (work) Y

A Robin Williams 505-555-1212 (work) -

A

7 Click “Fax” and off goes your page. You'll see the Fax icon in the Dock.
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304

Enter fax numbers in your Address Book

You must enter the fax number into your Address Book properly before the

Address Pane shown on the previous page can supply it for you.

To enter a fax number into your Address Book:

1
2
3
4

(%}

N o

Open your Address Book.
Find the person whose fax number you want to enter.
Single-click the “Edit” button at the bottom of the pane, as shown below.

There are two fields at the top of the card, both pre-programmed for phone
numbers. This is where you will enter the fax number.

Single-click on the tiny double arrows next to the field where you will enter
(or have already entered) the fax number.

In the menu that pops up, choose “home fax” or “work fax”

Click the Edit button again to set your changes. Now when you click
the little Address Pane icon when faxing, as shown on the previous page,
this fax number will appear in the pane.

ann Address Book
El C ]
Pat Williams
Mom
O Company
e home 2 1-707-555-1212
e ¥ work
home
e mobile @mac.com
main
home fax
e
pager
(-1+] other AN 3
e SRR ashingten
Yountville CA 94599
Country
+ Edit 4[>
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Receive a fax on your Mac

Set up your Mac to receive faxes using the “Print & Fax” pane in System
Preferences, as shown below.

Check the box to “Receive faxes on this computer;” then enter your fax information.
Choose which actions your Mac should take when you receive a fax.

Remember, if you use a broadband connection to get to the Internet, you'll need to
connect a phone line to your Mac (if it has a modem port) before you can send or
receive a fax.

Printers

.. EPSON Stylus Ph... Internal Modem
®ldle
Pl 6360DN ...
=t 7 (1 Share this fax
“— Robin's Printer ... ﬁ

=" » (dle, Default
Faxes

" RerraT McaE Fax Number: | 555-43849762 |
MR e Kind: Fax Printer

Status: Idle

¥ Show fax status in menu bar

(" Open Fax Queue... ) ( Receive Options... )

ERER
Default Printer: [ Last Printer Used ]
Default Paper Size in Page Setup: [ US Letter _
aﬁ Click the lock to prevent further changes. @

™ Receive faxes on this computer

When a fax arrives: Answer after m @ rings.
M Saveto: ([ Shared Faxes ﬁ

# Printto: [ Robin's Printer @ Robin's Office Mac |9 If you choose
“Faxes” or “Shared

Faxes,” your Mac

[JEmallto:  Robin Willlams <Robin@mac.com> | & |

- | ] instantly makes
p—— that folder for you
¥ Show fax status in menu bar and puts it in your
(" Open Fax Queve.. ) ( Receive Options... ) Home folder.
ERE
Default Printer: [ Last Printer Used H
Default Paper Size in Page Satup: [ US Letter P ]
m Click the lock to prevent further changes. ®
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Undersand why it’s useful
to have multiple users
for one Mac

Learn to create new users

Know how to log out
and log in

Enable fast user switching

Allow other users to be
Administrators

Teach users to adjust some
of their own settings

Learn to share files with
other users on one Mac

Apply parental controls
from mild to serious




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 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

a place on your computer safe from your students. If so, set up

another user.
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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 Leopard 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.

You can create managed users for young kids and grandkids, where you can
customize their Docks so they only have access to their own programs. You can
seriously limit with whom they chat and email and to which web sites they can go.

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, Spaces, and preferences are individ-
ually customizable. Preferences are also individual 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.

Managed users have all of the above limitations, plus they have parental
controls applied. You can severely limit a managed user, as explained on pages

324—329.

The Guest account is a special and very temporary account. Everything A
Guest user does on the Mac while logged in 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?” He can log in as Guest, use Safari to check his mail, and leave
no trace.

More than one Admin

As the Administrator, you can assign Admin status to any other user (see

page 319). 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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g1 | Guest Account Is Already Created

Accounts | Apple has already created a special Guest account for you. This is a very 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 they did on the computer is completely erased.

There is no password for a Guest user. As soon as you enable login (shown below),

anyone can log in as Guest, but has no access to any of your files.

To log in as Guest, from the Apple menu, log yourself out. The login window that

appears has a “Guest Account” option. Just click once on 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.

ann Accounts
| P
(Lar ]| showall a

{ Password  Login hems -

A (Comprmes )

Usar Nama: | Rabin Williams

Mac User Name: briannancra [ Change...

Address Bogk Card:

V' Allow user 1o administer this computar

P S —— Enable Parental Controls ( Open Parental Controls... )
< /@ the lock 1o make changes. ®
N_—~

1. Click the lock to allow
you to enable login for the
Guest Account. If you don't,

My Accoanl

a Guest can use the network e P—
. . Adsiin |
to share public files, but oo l
cannot log in to your Mac. Toga g -
Al ta log into this computer
2. Click the “Guest Account” e Losara e e

g

on the left, above, to see this
pane shown to the right. Put
a check in “Allow Guests to
log into this computer.”

folder are del

¥ Allow guests to connect to shared folders

[;} Login Options
3. Click the lock again. e

l_i} Click the Iock 1o prevent further changes.
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Create New Users

If you are the Admin (as explained on pages 308—309), you can create standard or
managed users (also explained on the previous pages). You'll create the user in the
“Accounts” pane in the System Preferences, plus you'll assign a password and a login
picture. In the “Login Options” pane, you can make adjustments to the login window.

To create a new user:

1 Go to the Apple menu and choose “System Preferences...”

2 In the System Preferences pane, single-click on “Accounts” You'll get the dialog
n box shown below, except it probably has only two users listed, you and Guest

Accounts

Account. Your user account is also the Admin.

3 Click the lock icon in the bottom-left corner. In the dialog box 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.

ann Accounts

| My Account

, PRobin Willlams
W Admin

¥ Other Accounts

Reset Password...

Guest Account
Login, Sharing |

User Name: Rosetta

-Mac User Name:

"] Allow user to administer this computer

("1 Enable Parental Controls [ Open Parental Controls...

.A Login Options

L+

3
I Click the lock to prevent further changes. ®

—continued
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Type the full name (or any descriptive phrase) in the “Name” edit box.

A short name is automatically created for you, but you can edit it. You will
never be able to change the short name after you leave this pane! The only way
to “change” it is to delete the entire user and make a new one.

The short name should be short, you can’t use spaces, and you should avoid
non-alphabet characters (like *! ? or /).

Mac OS X can use either the short name 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.

A.OO Accounts )
Sh Administrator
New Aimu"m
Managed with Parental Controls For GrOU.P accounts,

s | Name  Sharing Only see page 316.
5 namn | — o~
Short Name: |
¥ Other Accoy
L GH?HA: Password: ﬁ H i
Login, SH 2 Click this to get secure

Verify: password suggestions.

Password Hint:
(Recommended)

"1 Turn on FileVault protection

@
F ¥ " Enable Parental Controls ( Open Parental Controls...
ﬁ Login Opticns
L]
;{]
U5 Click the lock to prevent further changes. ®

5 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 on 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.

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.
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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 the
following pages to make sure the box is checked to make the hint appear).

6 If you know how to use File Vault, click that option. Don't click it if you don’t
know how it works! (See Lesson 24).

7 Click the “Create Account” button. You will be asked about Automatic Login,
whch 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 To choose a login picture, do one of the following:

m Single-click the existing picture you see in the window and choose another
from the collection that appears.

B Or do the step above (click the picture), then choose “Edit Picture...”
Then skip to “Edit the image,” below.

B Or drag a photo or other image from a Finder window and drop it
on top of the existing picture.

m 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.

iy Ascor

Robin Williams
Rete admin

2 o Aot image to position it within

the frame.

| Press-and-drag on this
|
|

]
|
| To resize the image,
If you have a )] Plugin 2 camaa o ke 3 wnaprbor | drag the blue slider.
camera attached, 2 Login Getions (Chosse, ) (Cancel ) @m ‘
click this button to +[-

take your photo.

dn Click the lock 10 prevent further changes. @ |

To choose another image When you're happy with
from your Mac, click here. the image, click “Set.”

— continued
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9

10

Enter the user’s .Mac account name if she has one.

If you want to allow this user administration privileges so she can change
preferences, install software, etc., check that box.

If you want to enable parental controls, check the box, then click the button to
go to the Parental Controls preferences (see pages 324—329).

In the Accounts window, single-click Login Options to assign a user the ability
to automatically log in, as explained below. This pane is available only to
Administrators (that is, standard and managed users will not be able to change
anything on this pane).

annmN Accounts

My Account | Disabled
g S i Automatie oo AT
Grandma
¥ Other Accounts " -
Display login me
Grandma
Standard (O Name and password
Guest Account
Login, Sharing ™ Show the Restart, Sleep, and Shut Down buttens

["1Show Input menu in login window
™ Show password hints

"] Use VoiceOver at login window

E Enable fast user switching

View as: | Short name @

PN
‘ @ Login Options
=

il
Click the lock to prevent further changes. @

I just set up several new users, but my Mac will automatically log in to
“Robin Williams,” 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
my big tower Mac in my office because I work by myself; for my laptop that I
travel with, I disable automatic login.

Because the Mac will automatically log me in on my tower, the only way the
other users can get to their Home folders is if I go to the Apple menu and
choose “Log Out...,” or if I uncheck the automatic login on this pane. Which
one you choose depends on how often the other user needs your machine;
if it’s infrequent, you can let yourself automatically log in daily, then log out
when the other user arrives to log in.
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Only one user can be assigned the automatic login. Any time you like, open
this pane and choose another user from the menu shown above to give that

person the automatic login privilege.

This is a login window.

= If your password isn’t working,
Mac OS X check to make sure this Caps
Robin Williams's PowerBook G4 12" Lock symbol is not in the
field! If Caps Lock is on, your
R password will be typed in all
Ej hietin caps and might not work.

‘ﬁ% To take it off, press the

Password: | sesesss [+] ;
Caps Lock key again.

Password hint: \_/

napoleon
If you checked the box to
@ @ @ “Show password hints,” this
Cancel Reset Password Log In button will give you the clue

you entered for your password.

Display login window as: The “List of users” displays a list of all accounts.
The pictures that were chosen appear next to the names of the users. It’s
really cute. At login, click a picture, then type the password. (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.)

The “Name and password” option displays a small 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. This makes it one step more secure.

Show the Restart, Sleep, and Shut Down buttons: This adds a wee bit
more security to your Mac. You see, when you log out, your computer does
not turn off. It sits there with a little window where you can log back in again,
and there are buttons in the window to “Sleep,” “Restart,” or “Shut Down.” If
your Mac is set to automatically log you in on startup, then an unauthorized
user can walk by after you have logged out, click the Restart button, and your
Mac will restart and automatically log you in. Or someone could shut down
your Mag, insert an OS X CD, boot up the Mac, and get access to your whole
computer. By disabling these buttons, your Mac is one step closer to being
protected.

— continued
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However, there is nothing to prevent anyone from pushing the Restart button
on the Mag, so if you really don’t want people getting into your Mac, do not
enable automatic log in, and do not leave your OS X CD laying around.

Show Input menu in login window: This gives you access to the language
options that you may have set up in the International system preferences.

Use VoiceOver at 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.

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 you can click the button (shown on the previous page) to provide
the hint immediately.

Enable fast user switching: This is so cool—see page 318 for details.

11 To limit what the new user can access, see pages 324—329.
To choose login items that automatically open, see page 321.

When done, close the Accounts 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. This makes it even
easier to share files with a group of people who are all using the same network, such

as students or co-workers.

Simply choose the “Group” option when making a new user (see pages 311—312).
You will get a pane in which you can add other existing users to this Group.

To maximize the file sharing capabilities, use the Sharing preferences to turn on
various sharing possibilities, then add this Group to the list of sharing users.
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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 314), 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.

T = 40 = = TurB5iPM _robin G

YA T R

To log out, go to the Apple menu and choose “Log Out User...” “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.

To log in, click your name 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 pages 312—313). Or you
can click the “Forgot Password” button and it will provide the clue immediately.
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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. If
you're working on a newsletter and your teenager needs to do her homework, she
can switch to her personal user environment, do her work, then you'll switch the
Mac back to your user space—with your newsletter sitting there waiting for you.
The important thing is that you didn’t have to close your documents and quit your
applications to log out.

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 on the
current user name in the menu; a menu drops down showing all users. Users in the
list that have a checkmark next to them are already logged in. The currently active
user is grayed-out.

9 = = Tuesl2pM [N Q |
u Grandma

* Guest Account

@ /is_ Robin Williams

E;J Rosetta

Login Window...

Account Preferences...

To enable fast user switching, click the checkbox “Enable fast user
switching” in the “Login Options” pane of the Accounts system preferences
(see page 314).

To switch to another user, choose one from the user menu, as shown above.
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 user’s
list in the menu bar, as shown on the previous page. This is a convenient way to
leave the screen if you have multiple users. The next user that sits down at the

Mac just clicks her name to log in and start work (or play).

Allow Other Users to be Admins

An Admin can select another user and give that user Administrator privileges.
In the Accounts preferences, select the user in the left panel, then click the button
to “Allow user to administer 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.

Adjust User Settings

You, as 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.

— 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.

319



Lesson 18 Share One Mac with Multiple Users

320

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, apply parental controls to herself, and choose which applications open
automatically when she logs in.

Below you see the applications that my mother likes to have open automatically
when she comes to visit and uses my Mac. See the opposite page for details about

Login Items.

! passwokd | Login Items |-
S~—

These items will open automatically when you log in:

My Account

| : ‘ Grandma
% | Standard

- Hide |Item |Kind
g Guest Account [ @ichat Application
== |ogin, Sharing D Q_M.ﬂl Application
Robin Williams = i e
L Admin 1 @ safari Application
[%¥] Rosetta
®d Standard

To hide an application when you log in, click its Hide checkbox.

ﬁ Login Opticns
I
(i
Click the lock to make changes. @
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Set Up Login Items

In the Login Items, 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 a certain application right away every time you turn on
your Mag, click in the checkbox to hide it. It will still open, but its windows won’t
be visible on the screen. The application icon in the Dock will have the blue bubble
under it, though, so you know it’s open and you can access it at any time.

800 Accounts

My Account ! Passwhrd | Login Items ’
Robin Williams
The current < Admin These items will open automatically when you log in:
user is always ~ = Hicié =l 1peaiy Tking
at the top of Eliesr Aeeating ] snapz Prox Application
his li @S Login, Sharing ™ (13 iTunesHelper Application
this list. Bl ?2:5;; ™ % Mariner Write.app Application
™ £ Avenirapp Application
[ & Mail.app Application
[ @ safariapp Application
de amapplication when you log in, click its Hide checkbox.
ﬁ Login Options
+]-
]
Click the lock to make changes. ®

To delete items from the Login Items list, first select the item, then click the
“minus” button.
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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 the 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 successfully transferred.

B DPut files in the Shared folder that you want everyone who uses the Mac
to have access to. This is a good way to distribute something to everyone
on the Mac without having to copy it to each individual’s Drop Box.

u The Sites folder is where you can store a web site or files that you want
people to access through the Internet.

You can also change the sharing “privileges” for any folder in your Home. 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. Please see the following page for details.
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All users can access items
in the Shared folder.

. Applications % grandma——> Desktop » [ Drop Box
B Hard Diss :: Library » [ robin [ Documents >
| System » | [ rosenta > Downloads -
:: [&] Users——————> [l Shared > Library >
> SHARED Movies B
¥ PLACES Music -
.
- i
&} grandma, =
fg Applications
Eﬂ Documents | (et e et e e e e e

Every user has a
Drop Box located inside
his Public folder.
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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
your Sites folder; 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 Single-click on 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 and enter your Admin password. Click OK.

Click the little menu next to user names or groups to change the permissions.

O »u A W N

When you're finished, just close the Info window.

Documents and
folders have
B Moflified: Sep 8, 2007 12:29 PM .
¥ Soowight Comments: ¥ Spothht Comments: different sorts
of permissions
available.
¥ General: ¥ General:
Kind: Folder Kind: Keynote Document
Size: 3.1 MB on disk (3,251,595 bytes) Size: 15.3 ME on disk (15,672,374 bytes)
for 3 items Where: [Users/robin/Documents/CalPoly
Where: [Users/robin/Documents presentation
Created: Saturday, September &, 2007 Created: Tuesday, September 11, 2007 2:23
12:24 PM M
Modified: Saturday, September 8, 2007 Modified: Tuesday, September 11, 2007 2:24
12:29PM M
Labe: (x| I LW EEEE label: (X BELUESE S
E f.:-::: Foldte | stationery Pad
o~ [ Locked
il ¥ More Info:
» Name & Extension: =
» Name & Extension:
» Preview:
» Open with:
¥ Sharing & Permissions:
» Preview:
You can read and write
¥ Sharing & Permissions:
A kil You have custom access
2 robin (Me) 2 Dand & Wriva
22 saff Read & Write [ Name | privilege To revert changes
£ everyone + Read only A robin (Me) 2 Dand 2 Wiea
Write only (Drop Box) 2 staff Read & or to app|y the
No Access Bad everyone P
- NG aEss permissions to all
+]-| [@- S H .
B[ [o \ Y itemsin afolder, use
[+]-] [#-+ “—— the Action menu.
Add users or a Group to this T

list and assign permissions.
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By

Parental
Controls
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Apply Parental Controls

There are several levels of limited user access you can create. Once you apply any
of these parental controls, the user changes from a “Standard” user to a “Managed
with Parental Controls” 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 a user has access to, 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 Set up a new user, as explained on pages 311—316, if you haven't already.
2 Make sure that the user is not logged in. If he is, log him out.

3 Go to the Apple menu and choose “System Preferences...”
Single-click on the “Accounts” icon.

4 1If the lock icon in the bottom-left corner is locked, single-click on it
and enter the Admin name and password. Click ok.

Select the user in the left-hand pane.
Check the box to “Enable Parental Controls.”

Click the button to “Open Parental Controls...”

W N o «n

You'll see the window at the top of the next page, asking you to choose the
account to which you want to apply parental controls.

Choose an account and you immediately get the screen shown at the bottom
of the opposite page.

9 The rest of the process is pretty self-explanatory. Go through the next few
pages for some clarification. Essentially, you're going to choose what you want
to limit. Don’t choose the Simple Finder until you read page 328.
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Use the back and forward buttons to go
back and forth between panes.

* Guest Account

! Rosetta Dawg

To turn on parental controls, select a user account.

[ Manage parental controls from another computer
To access this computer to change parental control
settings, you need the name and password of an
administrator of this computer.

[ E—

m Click the lock to prevent further changes. @

Click these tabs to
limit other features.

——{“System | Content Mail & iChat _ Time Limits _Logs |
.Grandma

L Guest Account (1 [JUseSimple Finder
Provides a simplified view of the computer desktop for

A nly allaw selected applications
Allows user to open only the selected applications. An

administrator's password is required to open other applications.

Check the applicatians to allaw O E——

v o iLife
(J0 iTunes — Applications
v ™ iwork
¥ 51 Keynote
& 9 Numbers
™ @ Pages i

v ™ Internet

ﬂ Can administer printers gl’an change password
M Can burn CDs and DVDs ™ can modify the Dock

o

m Click the lock to prevent further changes. @

Choose which
applications you
will allow.

Don’t neglect
these options;
uncheck any you
do not want this

user to access.

—continued
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This is the “Mail &
iChat” pane. You can
add the individual

rsthame: (Andrew ]
Last Name: Aguecheek

- Grandma

accounts that you
X Guestaccou  Allowed fat will allow, or click the
o moneme I oW O] K. disclosure button to
i e e e ) access your Address
Book and choose

(o) @) ™\ from there.

| ¥ Send permission requests to: [rohin@ra!z.mm
| Sends an email notifying the recipient that this user is attempting to exdhange

email with a contact that is not in the list.
g |

m Click the lock to prevent further changes,

First Name:

Last Name:

M Rosetta

@A

L Family I Jimmy Thomas

= First Friday Club 1iff William:

77 MSS Board W Emile willams  ms.merma || RS
I The Understanders [T S E

G Birthdays soon M Jewels Willia

¥ Send permission requests to: ‘mhin@mrz.mm

| Sends an email notifying the recipient that this user is attempting to exchange
. email with a centact that is not in the list.

o

Jﬁ Click the lock to prevent further changes. @
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This is the “Content”
pane where you can

hide naughty words
! systerk | | Pail & iChat  Time Limits  Logs 3 o
e e Tme e P in the Dictionary and
2 cuest Account M Hide profanity in Dictionary limit access to the web.

Limits access to certain words in
the Mac 05 X dicticnary.

@ Website Restrictions

Restricts website access to sites with
appropriate content or to a |ist of websites.

(O Allow unrestricted access to websites
(O Try to limit access to adult websites automatically
) Allow access to only these websites

4 Discovery Kids

4 PBS Kids.

4 HowsStuffWorks

4 National Geographic - Kids

4 Yahoo! Kids

&4 Disney

4 Scholastic.com

4 Smithsonian Institution
4 Time for Kids

[+]-]

i

m Click the lock to prevent further changes. @

This is the “Logs” pane
where you can keep

track of every web
~——! system  Content  Mail & iChat _Time Limkts . Y
page this user has
* Guest Account Show activity for: ViSitedl as We” as Wlth
o Group by: whom they’ve chatted
Log Coliections Logs and what applications
) Websies visited they’ve used. Wow.
@) Websites Blocked Be sure to check the

— “Time Limits” pane

[ soptcatons 8 where you can limit
O icrat the amount of time
the user can use the
computer, and turn

it off at a certain
bedtime.

B

w Click the lock to prevent further changes. @

—continued
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Simple Finder

The Simple Finder is the most serious limitation. The illustration below shows what

a user logged in using Simple Finder might see.
® 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 322. 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.

4 = 4) + Tue527PM rosetta Q

My Applications folder. Shared folder.

Documents folder; all saved

In Simple Finder, click an documents will be in this folder.

icon just once to open it.

328



Lesson 18 Share One Mac with Multiple Users

To set up a user with Simple Finder:
1 Follow the steps beginning on page 324 up through Step o.
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.

To deselect some applications, click the small disclosure triangle next to the
different sorts of applications to see an itemized list of individual applications,
each with its own checkbox. Uncheck a box to deselect an item.

. -Gvandm

L cuest account

& Use Simple Finder
FProvides 2 simplified view of the ‘desktop for
Young o Inexperienced users.

7" M Only allow selected applications
Allows user 1o open anly the seletned applicavions. An
= adminisrator's pasywerd |3 recuired 1o open cther acplkations,

EE—
Chck the spplications to ute In Simple Finder (0L

» o Life
» ® iwork
v o ptermet

# L Address Book — Applications i
1 3% AppleScrips Unility x

4 Can administer printers ™ Can change password

i ™ Can burn CDs and DVDs "' Can modify the Dok

d}
Click the lock to prevent further changes, @

Override the Simple Finder

While in the Simple Finder, an Admin user (or anyone with an Admin name and
password) can go to the Finder menu and select “Run Full Finder” A dialog box
opens that requires the Admin name and password, and then the current user has
access to a complete menu bar, hard disks, and Finder windows with Sidebars and
Toolbars.
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Delete a User

Any Admin can delete a user. You have three choices about what to do with all 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.

Do not 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 and Sites 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 323.

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 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
“Accounts” icon.

2 If the lock icon in the bottom-left corner is locked, single-click on it
and 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 list
of users 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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™ Deler

% robin

(58] System -

» SHARED
¥ PLACES
B Deskeop.
4} robin

‘Are you sure you want to delete the user account
“Rosetta"?
My Accoui To delete this user account, select what you want to do with the home
Robl folder for this account and then click OK.
2
FE Adm|
v ome A Save the home folder in a disk image
The disk image is saved in the Deleted Users folder (in the Users
Cral folder).
i =
Stani i )
Cugl O Do not change the home folder
Loal The home folder remains in the Users folder.
@ Delete the home folder
e
\ "1 Allow user to administer this computer
= : V| Enable Parental Controls { Open Parental Controls...
Gj Login Options
[+]-]
m Click the lock to prevent fu @

Bl grandma (Deleted)

| [&] Users ————> [l Shared

ed Users 3| rosetta.dmg

rosetta

If you choose to not save the Home folder,
this is the deleted user; the files are all in
this folder, but they are all locked. Use the
Info pane, as described on page 323, to
unlock the folders.

To access the saved user files later, double-click the .dmg file. It will open to a
hard disk icon. Open the hard disk icon and you'll find all the files.
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Understand the different
ways to access Spotlight
and search your Mac

Choose or change the
categories for searching

Prevent selected folders
from being searched

Expand the search with
metadata

Add searchable keywords
to files

Create Smart Folders

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 instead of

opening and closing folders and windows.

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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The Many Faces of Spotlight

Spotlight really has five different ways of working. You'll find yourself using them
in different ways at different times. Experiment with each one so you'll know which
is the most appropriate for what you need to do. Details for each option are on the
following pages.

1. Spotlight menu

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.

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 342—343 for
all the details.

4) Mon 4:52 P

Spotlight

[=] show All

Top Hit a Rosetta legs.|PG.iChatTransfer |
Definition | @ Software included with Intal...
Documents a Rosetta legs.JPG.iChatTransfer
Folders = [0 Rosetta

Messages || Rosetta's poodle legs
|_*| Re: Your puzzlers.org mall alias
|_*| Re: Robin! thank you!
|_*| Rosetta's brother
|| Re: Hello, Love!

images | [§ Rosettal.jpg
[ Rosetta playing pool JPG
ll DSCN1555.jpg
I 1MG_0023.jpg
B MG _0016.jpg
. Rosetta_shaved legs.jpg
¥ Roserrad.jpg
B roseuas. PG

Movies | [d] Rosetta_ball.m4v — iTunes ...
[ Rosetta_ball.m4v — robin

Spotlight Preferences...
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2. Spotlight window
To get the Spotlight window below that displays more information:

Either click the option to “Show All” at the top of the Spotlight menu after
you've made a search, as shown on the previous page.

Or use a keyboard shortcut:
If you're in the Finder, press Command F.

If you're in an application, press Command Option Spacebar.

See pages 345—346 for details.

b

¥ DEVICES Search: “robin” Save ) (=)
Hard Disk (What ¢) [ search file name only [ include system files M include Spotlight items (=) (+)
@ ipisk Name [ Kind <
» SHARED B Goosberry Fool Old Elizabethan Dessert Recipe  Safari history item Today,} |
|4 Elizabethan Era Safari history item Today,| ||
¥ PLACES |4 Old Elizabethan Recipes Safari history item Today,||
B peskiop |4 Elizabethan Keyboard Instruments. Safari history item Today,
£ robin @ Elizabethan Musical Instruments Safari history item Today,
i @ Elizabethan Percussion Instruments Safari history item Today,
@ Daciiments @ Elizabethan Wind Instruments Safari history item Today,
il Pictares B elizabethan musical i...ments - Google Search  Safari history item Today,
@ 11 Come Away, Hecate.m4a MPEG-4 Audio File Today,
» SEARCH FOR @ shakespeareheart.pdf Document Yester( a
Iﬁ receipt for books.pdf Document Sep B,E
Oale

3. Spotlight-powered search in the Finder

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 looks in

the last “location” that was chosen (“This Mac” in the example below). See page
344 for details.

 DEVICES LLOLED “robin” | Contents (LD
» SHARED Lot | Kind [ lastOpened w|
[ Roserta Folder Yesterday, 11:34 PM
gt B Rosetta_s... legs.jpg  Document Yesterday, 11:34 PM
[ Desktop B RosettaPool.jpg Document Yesterday, 11:34 PM
2} robin B rosettas jrc Document Yesterday, 11:34 PM
A Applications M Rosettad.jpg Document Yesterday, 11:34 PM
[ Documents [ Rosetta3.jpg Document Yesterday, 11:34 PM
Pictires "2l Rosetaz.jpg Document Yesterday, 11:34 PM
¥ Rosertal.jpg Document Yesterday, 11:34 PM
P SEARCH FOR " Rosetta+Booda2.jpg  Document Yesterday, 11:34 PM
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4. Quick “Search For”

There is a section in the Finder window sidebar called “Search For” Apple has
created several pre-defined searches for you. If you're looking, for instance, for
a file you used yesterday but you can’t remember what you called it, check the
“Yesterday” search and see if it jumps out at you.

You can’t change these search parameters, but you can get take them out of your
sidebar if you're not using them. Just drag them off to the side and let go—they’ll
go up in a puff of smoke. If you want them back, use the Finder preferences (go
to the Finder menu, choose “Preferences...,” and click the “Sidebar” tab).

» DEVICES Name | Kind

% Ms5 board minutes 9.10.07.rtf Rich Text...at (RTF) Yesterday, 7:54 PM é
e 'ﬁf Mail.app Application Yesterday, 7:43 PM
P PLACES "4 MSS board minutes 8.13.07.rtf Rich Text...at (RTF) Yesterday, 6:06 PM
¥ SEAHCH EOR @ 81 You Spotted Snakes.m4a MPEG-4 Audio File Yesterday, 4:37 PM
(D) Todk @ 80 The Woosel Cock.m4a MPEGC-4 Audio File Yesterday, 4:37 PM
@ 79 Will You Buy Any Tape_.m4a MPEG-4 Audio File Yesterday, 4:37 PM
- i @ 78 Willow, Willow [version 1].m4a MPEG-4 Audio File Yesterday, 4:37 PM
(L) past Week [8] 77 Why Let the Strucken Deer.m4a  MPEG-4 Audio File Yesterday, 4:37 PM
(& All Images [A] 76 Who is Silvia.m4a MPEG-4 Audio File Yesterday, 4:36 PM
(& All Movies @ 75 While You He... Snoring Lie.m4a  MPEG-4 Audio File Yesterday, 4:36 PM 4
[& All Documents @ 74 Where the Bee Sucks.m4a MPEGC-4 Audio File Yesterday, 4:36 PM :-

e e

5. Spotlight-powered search in many applications

You can find Spotlight-enabled searches in many other applications. Some
applications also let you create other forms of Smart Folders.

Mail and Smart Mailboxes, pages 88—91.
Address Book and Smart Groups, pages 116—117.
Spotlight on text, page 350.

System Preferences, page 279.

Open and Save As dialog boxes, page 351.

Safari, page 350.



Lesson 19 Find What You Want, Fast—with Spotlight

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 for searching.

Choose the categories for searching

1 From the Apple menu, choose “System Preferences...”

2 Single-click on the “Spotlight” icon.

Qo

Spotlight

3 Click the “Search Results” tab if it isn’t already highlighted.

at the top right corner of th

@ Spotlight helps you qul:tlrhd Ildngl on your computer. Spotlight is located

Drag categories to change 1 ‘which results appear.
Oy salected categories will appear in Spotlight search results,
® A Applications.

@ System Preferences
# % Documents

# &2 Folders

& Mall Messages

# | Contacts

i Events & To Do ems
™ & Images

# ¢ POF Documents
W #4 Webpages

B Music

™ B Movies

™ A Fonts

™ ¥ Presentations

™ Spotlight menu keyboard shorcut: % Space =
# Spaclighs window keyboard shortcur: | CH Space E

4 Uncheck boxes for categories you don’t want Spotlight to search.

5 Click the Back button (the triangle in the upper-left) or “Show All”
to go back to the main preferences pane.
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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.

at the top right corner of the screen.

e Spotlight helps you quickly find things on your computer. Spotlight is located

S e

Prevent Spotlight from searching these localToms:
Click the Add button, or drag a folder or disk into the list below.

[ love letters
[l private correspondence

You can change these
keyboard shortcuts if you
find they interfere with
your favorite applications.

™ Spotlight menu keyboard shortcut: | 88 Space B
gSpntILght window keyboard shortcut: |8 Space B

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.

Keyboard shortcuts to open Spotlight

Notice in the illustration above that these preferences also include options for you to
change the existing keyboard shortcuts or to turn them off altogether (uncheck the
boxes). Some applications might use those same shortcuts; Spotlight will override
the applications’ shortcuts, so if it creates a problem for you, go to the preferences
above and change them.
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Don’t search just file names

Spotlight doesn't just search file names. It searches the contents of email messages,
it knows who sent you email, it can look through the contact information in your
Address Book, images and graphics, calendars and events and to-do lists, System
Preferences, PDF text, the contents of TextEdit pages (but not text clippings), even
iChat logs (if you previously chose to log 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 the existing parameters to find particular
categories of files. For instance, you can look for “music” to find all your music files,
or “images today” to find all the images you have opened today.

H = B

TS P i e ) Leave the search
f","’ Bsk (g $) i A B o® field empty when
@ iDisk Namey Apblcations.  Jj ~ying you use these
¥ PLACES Folders H
W oo i parameters if you
4 robin e want to find all files
A Applications e :
of a particular type.
[ Documents Presentations P yp
&l Pictures Text
Other
» SEARCH FOR T
[ _— _ _ _ ———————————— ]
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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 a metadata attribute appear in the parameter menu, check the box in

the column labeled “In Menu”

In the Find window,
single-click any of
these parameter
menus in the left-
hand column and
choose “Other..."” to
get a list of metadata
options to search for. ——— >

E s Kini ) is (Images i) (PEG 3
Hard Disk d
Disk — =
9 s (Name 3 ( contains ™ ‘rosem |
Ll Contents +) contains [ ]
Deskrs
B Deskrop (Name 4 ( matches o |
& rabin E ==
( Created date $) 1s (within last ) [ ] (days <y =2®
[ Documents (Last opened date %) is (within last 2l (days %) oO®
s pictures v What th file name only [ include system files
Kind I
) Kind LastOpened ¥
LA Last opened-date - JZIPT il SSep T, cuuz, sTEM
Last modified date  fa.jpg Document Sep 1, 2007, 5:31 PM
Created date 1all in mouth.jpg Document Sep 1, 2007, 5:31 PM
Nangs gJPG Document Sep 1, 2007, 5:31 PM
Cousmets 1ew flowerbed.jpg  Document Sep 1, 2007, 5:31 PM

s for ball.JPG Document Sep 1, 2007, 5:31 PM
.\ Document Sep 1, 2007, 5:31 PM

Select a search attribute:

_ Description (| inMenu
Loop descriptors Keywords describing the mood and other aspects of the | B8

Loop file type Whether the file is a looping or non-looping file. Loopin...

' Loop original key Shows the loop's original key. The key is the root note o... B

'Loop scale type Whether the loop uses the major or minor scale, neither... B

| Lyricist Lyricist of the song in the audio file B

Max aperture Smallest F number of the lens in APEX value units, usual... O

Media types Media types present in the content B
Metering mode The metering mode (Unknown, Average, CenterWeighte. .. B
'Modified Date the file content was last changed B

'Movie information Movie information B8
'Musical genre Musical genre of the song in the audio file [&] L
' Number of items Number of files and folders in the folder B .
' Organizations Organizations that created the document B bA|

)

340
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parameter; click
a minus sign to
delete that one.



Add keywords to files
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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 these

files, you can 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 “music,’

“Hecate,” and other data, 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 for all the other Elizabethan music I have on my Mac. Now

Spotlight can find them.

To add a keyword to a file:

1 Single-click on a file to select it.

2 Then press Command I to get the Get Info window.

3 Type your keywords into the “Spotlight Comments” area.

¥ Spotlight Comments:

11 Come Away, Hecate.m4a 332 KB
wrecs  Modified: Today ar 4:28 PM

elizabethan |ute lyre spinet virginals harpsichord »

shawm hautboy sackbutt clavicytherium

<

¥ General:

Kind: MPEG-4 Audio File
Size: 332 KB on disk (339,528 bytes)

Paul ©'Dette, Ellen Hargis, Judith
Malafronte, Custer LaRue, William Hite,

Songbook
Created: Today at 4:28 PM
Modified: Today at 4:28 PM

] Stationery Pad
[] Locked

P More Info:

P Name & Extension:

P Open with

P Preview:

P Sharing & Permissions:

Where: /Users/robin/Music/iTunes/iTunes Music/

Paul Elliot & Aaron Sheehan/Shakespeare's

ESY

If you have more than one file to which you want to add keywords, select

one file, then press Command Option 1. Now as you select other files, this Get Info

window automatically displays the information for the currently selected file.
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Spotlight Menu

The Spotlight menu is available no matter which application you are 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 on the Spotlight icon in the upper-right of the menu bar,
or press Command Spacebar to open it.

2 A small field appears. Start typing in it.

£ = «4) = @I Mon4:51 PM [el

Spotlight

Results appear instantly in the Spotlight menu, as shown below. The more
letters you type, the narrower the search becomes.

) Mon 4:52 PM [e}

Spotlight rosetta

| Show All
| Top Hit  |#) Roseta legs.PG.iChatTransfer |
Definition 8 Software included with Intel...
Documents B Rosetta legs,JPG.iChatTransfer
Folders | i Rosetta

Messages | Rosetta's poodle legs
| Re: Your puzzlers.org mall alias
|| Re: Robin! thank you!
| | Rosetta's brother
|| Re: Hello, Love!

images [§ Rosettal.jpg
B Rosetta playing pool JPG
al DSCN1555.jpg
B mG_0023 jpg
B MG_0016.jpg
. Rosetra_shaved legs.jpg
¥ Rosettad.jpg
B rosettas pc

Movies  [d] Rosetta_ball.mdv — iTunes ...
[A) Rosetta_ball.mdv — robin

Spotlight Preferences...
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To use the Spotlight menu:
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Below are callouts of the various parts of the Spotlight menu. Use the Spotlight

menu for a quick search for something you think can be easily found.

Single-click any
item to open it.

Single-click the X to delete

3 = )

Y

Top Hit
Definition

Decuments

E= @1 Mon 4:53 PM

everything in the search field.

e | |

These are the
categories that
Spotlight is
searching. See page
337 for a list of the

categories possible.

Messages

PDF Documents

Webpages

Music

e

L]
[
L

e

b4

T2K:

e,

L) 2] (&)

]

[

Show All

Single-click “Show All”
to display the Spotlight
window, as shown on

ol the following page.
MSS April meeting minutes.doc

1pageTreatmentSpart.rtf

Holborne.rtf

Goosberry Fool Old Elizabet...

an industrial port city in nort...

°| Re: Shakespeare at Sea
‘| Shakespeare at Sea

Fwd: Sweet Swan of Avon

°| Royal Shakespeare Company...

trying without attachments

shakespeareheart.pdf
Holborne+Mary.pdf
Comedy of Errors.pdf

www. bellyfatisugly.com
Goosberry Fool Old Elizabet...
Elizabethan Era

Old Elizabethan Recipes

11 Come Away, Hecate.m4a

Spotlight Preferences. ..
— = This opens the same

preferences you see
on pages 337-338.
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Spotlight in the Finder

There are two ways to use 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. Or press
Command F to go straight to a more specific search window with options to narrow

your search, as described on the following pages.

Quick search in a Finder window

Below are the results of a quick search for “death” As soon as you start typing in the
search field, results appear. Also, a bar appears that tells you where Spotlight looked
(in the example below, it searched the contents of “This Mac”).

In this window, you can easily choose another location for Spotlight to search—
just single-click one of the locations in the bar, shown below. If you select a folder
before you begin the search, it will limit the search to that folder.

You can also click the + button that now appears (circled, below) to add more

parameters for narrowing your search, as shown on the opposite page.

=Blc~) (o]

¥ DEVICES Search: “rabin” | File Name (Saf )+
[Z Hard Disk [ Name: | Kind | “Sastop
iDisk "« ADiscourse of Life and Death.rtf  Rich Text Format (RTF) Sep 1,
‘s Bartlert.rtfd RTF with ...nts (RTFD) 8/13/0
bl [ Death has a Password.rtf Rich Text Format (RTF) Sep 8, i
¥ PLACES "4 Holborne.rtf Rich Text Farmat (RTF) Sep 1, 4
[ Desktop 3'- Holborne+Mary.pdf Document Sep 1, .
£} robin { IDM_issue23.pdf Do_cumen[ Sep 1,
N = JDWPCommands.h Plain text 8/17/0
f}q Applications = |
e 2 ¥| shakespeareheart.pdf Document Sep 9, §
b cumen ¥ ShQuiz_Robin.pdf Document Sep 1,3

I8 Pictures

# SEARCH FOR S . Sl
3 robin » (il Documents + [Li] Essays » 4 Death has a Password.rf e

To see where a file is located, single-click any result; the path to that file
(the folders within folders) appears at the bottom of the list.

To open the folder that holds the selected file, press Command R (or Control-
click, right-click, or use the Action menu to choose, “Open Enclosing Folder”).

To open that file, double-click it.

To quickly view the file, click the Quick Look button (the eyeball in the toolbar).
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Specific search in a Finder window

On the Desktop, press Command F and the active window will switch to what you
see below. If no window is open or active, a new one will open automatically. This
window includes the search field, and the location bar is already visible.

The only difference between this window and the one on the opposite page is that
this Find window automatically provides parameters for you to work with.

To add more parameters to narrow your search, click the plus sign; to delete one,
click its minus sign.

To change the parameters, single-click on a parameter menu to choose a different
option. Start with the menu on the left, as shown below, which will change the
specifics in the next menu to the right, which might then create a new field for you
to enter a new parameter, also shown below.

As in the example on the opposite page, you can choose to search the “Contents” or
just the “File Name”

» DEVICES Search: @IIEOLED “Leopard screenshots” | File Name
» SHARED y o T 2 (all 5 ) Choose a location
| in | ———
¥ PLACES Last opened date | s ( within last BDIE] | (davs D =@ to search and
I Desktop Tast mod e asie . [ Kind “lastOpened
£ robin o 1legs.ipg Document Yesterday, 11:34 PM whether to search
ame
7 Applications o ﬁ xwmeﬂ: :es:ergav‘ ﬂg: :: the contents or
Documents Email addresses e il §
gwnum \ Document Yesterday, 11:34 PM the file name.
Other.. Document Yesterday, 11:34 PM
» SEARCH FOR R05ettaz.|pg Document Yesterday, 11:34 PM
W1 Rosettal.jpg Document Yesterday, 11:34 PM
™ Rosetta+Booda2.jpg Document Yesterday, 11:34 PM Y
& Rosetta+Booda.jpg Document Yesterday, 11:34 PM =3
= = — M

You can narrow your search even further with Boolean operators, which are not as
scary as they sound. See the next page.
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Use a Boolean search

A Boolean search simply means that you limit the search by using the words AND,
OR, and 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, and only
that one.

The Boolean operator (the AND, OR, or NOT word) must be typed in all caps or it
won’t work.

search: “robin” | contents D ~—r"

Name | kind as ’
4 Where is Mabel Now? Rich Text Format (RTF) Today, 12:11 AM
"4 Everybody Loved Mabel Rich Text Format (RTF) Today, 12:09 AM
4 Mabel, an Enigma Rich Text Format (RTF) Today, 12:09 AM

Search: “robin" | Contents

» SHARED Name | Kind 7 1
"4 Everybody Loved Mabel Rich Text Format (RTF) Today, 12:09 AM

¥ PLACES
& Deskiop
g robin
7\ Applications.
[ Documents.
@l Pictures

* SEARCH FOR '

You can also use quotation marks, just as you probably do when searching the

web. For instance, if you search for knitting yarn without quotes, you'll get every
document that has the word knitting in it and every document that has the word
yarn in it. But if you search for “knitting yarn” in quotes, you will only find pages
with that exact phrase.
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Smart Folders

Once you do a great search in the Finder via Spotlight, you might like to create 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 numerous folders to find
a particular one. If so, make a Smart Folder that just stores presentation files.

Or you might have used the Labels feature on your Mac (see page 264) to color-
code all the files that belong to a certain project. For instance, your newsletter might
include a document in the application Pages, images from the last event, word
processing files your authors have sent you, and a spreadsheet chart from the
Apple spreadsheet software called Numbers. And you used the Labels to give them
all a label color of orange. Your Smart Folder can keep track of all the orange-labeled
files in one place for you, even though the files themselves are organized into their
own particular folders. The Smart Folder updates automatically as new files are
labeled or old files are trashed.

To create a Smart Folder:

1 At the Finder, press Command F to open Spotlight in a Finder window.

2 Define your parameters. Below is a simple search of all files in my Home
folder that are presentations. Notice 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.

8ns [#]Searching "This Mac” (=)
> DEVICES Search: “robin” | File Name (_Save )(=)
» SHARED ( Kind %) is (Presentations 3) oO®
¥ PLACES Name [ Kind

E Pkt = CalPoly.key Keynote Document Today, 3:19 PM

4 robi B | About Words.key Keynote Document Today, 2:23 PM

il &) Mary Sidney at the Globe.key Package 9/8/07, 12:28 PM

A Applications

[ Documents

L@l pictures
» SEARCH FOR

—continued

347



Lesson 19 Find What You Want, Fast—with Spotlight

3 Click the “Save” button, which is just below the search field. You will be asked
to name this Smart Folder and where to save it. In the example below, I saved
this into my Documents folder.

If you want this folder to be visible in your Sidebar, check the box to “Add To
Sidebar” Click “Save’”

3 Specify a name and locatian for your Smart Folder
> - .
> <ave he Presentations 1= = Isaved this Smart
i = = | Folderinto my
> ere: | LG Docume e
5100 Documents folder.
™ Add To Sidebar 2:23
12:
e ()
» SEARCH FOR ¥ T

4 Now that the Smart Folder is saved, all you need to do is double-click on it
and your Mac will display all the files that match the criteria you originally set.
(If the Smart Folder is in the Sidebar, just single-click on it.)

Date Modified
CalPoly presentation Today, 3:21 PM
il [~ Design presentations Today, 3:21 PM
¥ PLACES [ Essays Today, 2:48 PM
! Desktop [ Globe Presentation Sep 8, 2007, 12:29 PM
£} robin [ ichats Sep 1, 2007, 2:27 PM
Py Aplications B 1DM_issue23.pdf Sep 1, 2007, 2:27 PM
< [ 3 Letters to Brianna Nora Today, 2:51 PM
» [ Leters to friends Sep 2, 2007, 12:19 PM
8l Pictures » [ Mermaid Tavern Sep 1, 2007, 2:27 PM
¥ SEARCH FOR » [ miscellaneous docs Sep 1, 2007, 2:27 PM
(S Today » [ Mss minutes Today, 11:59 AM A
@ V!st![l.iay [ 3 research files Sep E’. 2007, 4:41 PM
(leercutay » [ Robin's Fonts e
{5 Al images: » [ Ryan's stwff Sep 6, 2007, 9:27 PM Presentations.
[ All Movies » [ The Shakespeare Papers Sep 8, 2007, 12:31 PM savedSearch
] All Documents » [ Web Receipts Yesterday, 4:57 PM
[ Presentations | » [l web site info Sep 2, 2007, 3:49 PM
[ paf rest toss.
(3] presentations
4>

To edit this Smart Folder search at any time, double-click on its folder and set new
parameters. Files will automatically update.
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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 on one of the options in the menu that appears, Spotlight highlights
the best preference for that option in a bright white spotlight, as shown below, then
opens it for you automatically.

Q internet [
Internet sharing

Share Internet connection
Restricting Internet access

Monitoring Internet activity

QuickTime Internet connection

This preference is where you
can monitor Internet activity,
as selected in the menu above.
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Spotlight in Text

In some applications on your Mac, you can select a word or phrase and let Spotlight
find other occurrences of that word or phrase on your Mac. This might be useful
when you’re browsing the web and find the name of someone in the news and it
makes you say, “Hmm, didn’t she send me an email last month?” Or if you're in your
word processor and you're writing an essay and you want to find the article you

saved earlier on a topic that’s mentioned.

For instance, try this in Safari or TextEdit:
1 On a web page, press-and-drag to select a word or phrase.

2 Control-click (or right-click) on that selected word or phrase.

”

3 From the contextual menu that appears, choose “Search in Spotlight
Remember, Spotlight searches your Mac, not the Internet!

Q 08 - The Shakespeare Papers: The Philosophy
E Bm[p:waw.[heshakespearepapers.com[ph\'\osophv.G |

Q~ Google

ﬂ T'ae 5 !!?_JI”Q_S_DQ

T
Bhakespeare by Design, a wee bit ai a fime

Philosophy | Topics | Product | Writers & Designers | Contact | Subscribe

The Philosophy

The Shakespearean works are rich, deep, com
booklets, we aim to present small bits at g/Aime Instead of big pictures. Th

7 and often overwimsiquing. In these small

is, rather than a

lengthy discussion of the powerful themfs in King Laa n Snotlia h pk at the I
symbolic flowers and weeds in the play. g Search in Goog Merchant of t
Venice, we'll take a look at the underlying Mggificance 8" motif that \
runs through the play. Rather than stand in awe 9 HerTh Dictionary  Ing language, I
we'll focus on specific devices the author used to evoke readers. V
Looking at the wee bits, we believe, allows us to gain m,ﬂ’m the whole.
Over time, these collectible booklets provide a valuable compendium of delightful and different 4
journeys into the works. &
v
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Open Dialog Box

In any Open dialog box, as shown below, you can search for a file name. Spotlight
will locate all files that your open application thinks it can open and display, plus

all folders with that search phrase in the name (it does not search contents or to-do
list items, etc., in this dialog). Any Smart Folders you have placed in the Sidebar will

also appear here.

» DEVICES
» SHARED

¥ PLACES
[ Desktop
£ robin
A Applicat...
[} Docume...
Pictures

¥ MEDIA
A Music

a
v

alwl

RTFD

=}

@ robin Document: + [ Essays ~ "'q’ A tricksy word.rtfd

Plain Text Encoding: [ Automatic N

[l ignore rich text commands

(e ) @Bpend)
A

Save As Dialog Box

You can do a search in the Save As dialog box and Spotlight will find folders for you

After you start typing
a search entry, this bar
appears.

Narrow or expand
your search by clicking
on one of these
locations.

to save into. Any Smart Folders in the Sidebar will also appear here.

Save As: to BN on her 2d birthday =

> DEVICES
» SHARED

¥ PLACES
[ Desktop
£} robin

[Tl Documents
Pictures

£ Applications

e (ala]

[ Letters to friends »

Computer )
B | etters to Brianna Nora

ﬁ] robin - Documents » [ Letters to Brianna Nora

File Format: | RTF with attachments (RTFD) 4]

™ Hide extension New Folder

(o) )
4

Click the X to delete

the entire search string.
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Learn about Time
Machine

Create a backup of your
entire hard disk

Find and restore files

Search and switch
to Time Machine




LESSON 20

Time Machine Backup

We know we should back up important files every day, but really,
“It’s just too much trouble.” 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!
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About Time Machine

After you set up Time Machine, it backs up your computer regularly. For the initial
backup, Time Machine backs up everything, including system files, applications, etc.
After that, only files that have changed are backed up. Hourly backups are stored

for twenty-four hours, daily backups are stored for a month, then weekly backups
are stored until the backup 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 backups 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 when necessary.

While Time Machine is a good solution for temporary storage of backups and a
great way to restore files that have been thrown away, lost, or changed, it isn't a final
solution for creating permanent archives of your files. If you plan to keep using the
same backup disk and let Time Machine delete the oldest files to make room for
new backups, be sure to use other backup methods to create permanent backups of
important files and folders (burn files to cDs or DVDs, copy items to your .Mac iDisk,
or copy items to other external drives). Remember, it’s safest to create multiple
backups of items that you absolutely cannot afford to lose, and be sure to store

those multiple copies in several different place—if your office burns down or floods,
it won't matter if you had sixteen backups in that office, they're all gone.

What kind of disk to use as backup

You must use a disk for Time Machine that is separate from the hard disk you work
on. An extra internal hard disk is great, and peripheral 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. If you use this backup drive to
store other files, you lose that storage space for Time Machine.

Both FireWire and usB disks work with Time Machine, including most disks that
might be available on your local network. Disks used for Time Machine backups
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 installed.

To set up Time Machine backups:

See the

next page.

1 Once you have an extra internal hard disk installed or you've connected an

empty external hard disk, open the Time Machine system preferences: Either
click its icon in the Dock, then click the button to “Open Time Machine Prefs’
or go to the Apple menu, choose “Preferences...,” and click on “Time Machine”

Click the “Choose Backup Disk...” button. You'll get a list of possible drives
that can be used; choose one and click “Use for Backup.”

If you're using an external disk, Time Machine will probably automatically

ask if you want to use that disk for backup.

Choose Rackup Disk ..

Time Machine e wsenns viss conies ot svnnening on your s,
Ingluding vystam fley, applextioan, and wereings, &y well av
VRUP MUsiE, phetures, and srhar impestast Blas, Since Tims

Maching keeps daly Backups, yoo Can revish your Mac as it
off [ B ON | cpesdintmpme

LP Click the lock 1o prevent further changes, ()

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.

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.

- Name: Rabin's Firelite 40 Gi
- Avallable: 23,1 3 of 37.3 CB
Oldest Sackup: —
Changs Disk.. t Backiare —
Qptians... Taday, 6:00 M <

Time Machine 1 v e

+ Hourly backups for the past 24 hours
. for the past monch
OFF - * Weekly hackups unil your hackup ditk bs full

(]
1 Gk the eck 12 prevent Furthas changes. @

—continued
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5 To add items to the “Do not back up” 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 from the sheet shown below.

a0 0 Time Machine
Do not back up:
| [ 4R chine Backups
[ Time Machine Backups 132.7 MB
of 298.1 GB
Choose to receive a
warning when Time
25 PM Machine needs to
oo start deleting the
. +[-| Total Included: 20.6 GB
Time M‘@ oldest backups.
EWarn when old backups are deleted
OFF g ® Cancel Done
L
41
7] Click the lock to prevent further changes. ®
Click “Done”

Time Machine makes an initial backup that includes everything on your
computer (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.

|00 Time Machine

“< Name: Time Machine Backups To StOP a backup
/
Available: 280.9 GB of 298.1 GB CliCk the gray x
Oldest Backup: B
Change Disk... Or slide the ON

S button to OFF
Options... Backing up: e .
112.6 MB of 380.1 M

Time Machine
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Backup failed?

If a Time Machine message tells you the latest backup failed (see below), click that
red info button (i) for an explanation. The disk may be too small or perhaps you're
out of room on the chosen disk.

To switch to another disk, click the “Change Disk..” button, then select another

connected disk.

If Time Machine alerts you that the new disk must be erased (far below), click

“Erase”” This will of course destroy everything that’s already on that disk! If you don’t
want to lose information on that particular disk, connect another hard disk and
click “Choose Another Disk”

Time Machine

Name: Mac 05 X Universal

Available: —

Dldest Backup: September 24, 2007

test Backup: Failed € <€

Options... Next Backup: When Disk is Connected

Time Machine  ine vachine keeps

= Hourly backups for the past 24 hours
« Daily backups for the past month

OFF 5:] ON = Weekly backups until your backup disk is full

N
I_{ Click the lock to prevent further changes. @

Time Machine
.u

In order to start backing up with Time T
hine the disk “Ti hine" must

E first be erased.

‘ Erasing will destroy all Information anshe disk and

‘can not be undone.
r 2
(Choose Anather Disk ) )|
|
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How to Use Time Machine

Once you've got Time Machine all set up, as explained on the previous pages, there
are several different ways to use it to find earlier versions of files that have changed
or to find missing files.

To find and restore a file:

1 On your Desktop, single-click a file or folder in a Finder window to select it.

2 Click the Time Machine icon in the Dock. The Time Machine universe
is revealed in the background. It shows the current Finder window in the
foreground, with earlier versions of that same window receding into the recent
(or distant) past. The selected file is prominently displayed in Cover View and
is also shown highlighted in the List View in the bottom section.

Notice that the bar at the bottom of the star field universe is labeled “Today
(Now)”” In other words, any files shown or accessed through this particular
window are the most current versions.

3 To go back in time and find previous versions of the selected file, click the
back-in-time arrow (called out, below). The star field zooms back in time
through the floating windows until it reaches a window where an earlier
version of the selected file exists.

Click “Cancel”
to exit Time
Machine, or

press Escape on
your keyboard.

Todoy (Mow)

These are the back-in-time and
forward-in-time arrows.
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The file is selected and displayed, as shown below. Notice that the bar at the
bottom of the window now says “Today at 8:50 AM,” which is about twelve
hours earlier than my current time. And you can see that the file had different
formatting in this earlier version.

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 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 bar at the bottom.

To go directly
to a specific
backup date
or time,

click in this
timeline.

Today ot B:50 ARM

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).

[aYa¥a) Copy

An item named “jt text” with extension “.rtf" already exists in it text
this location. Do you want ta replace it with the one you're 2 I

restoring?
(" Keep Original () ( Keep Both \E Replace ) oy Tt e
ext (original
\ / = J (original)

S ~—

LA
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To show a Quick
Look of the item,
make sure the item
is highlighted, then
tap the Spacebar.

To close the Quick
Look preview, tap
the Spacebar again,
or click the Close
button in the top-
left corner of the
Quick Look window.

Do a Spotlight 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 they were saved.

Search, then switch to Time Machine:

1 Start a Spotlight search in the Finder (see Lesson 19). If Spotlight doesn’t find

the item you're looking for, click the Time Machine icon in the Dock.

The Time Machine universe appears, with Finder windows receding into the
past. The window in the foreground is labeled “Today (Now).” Your search term

is in the Spotlight search field, circled below.

Click the back-in-time arrow. Time Machine zooms back in time until it finds
the item. 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 bar at the bottom of the screen shows when the

selected item was backed up.

When you find the item you want, click “Restore” on the right side of the bar at

the bottom of the Time Machine screen.

You can also go straight to Time Machine (click Time Machine in the Dock) and

initiate a Spotlight search—enter a search term in the foreground search field.

Enter a search
term here in
this Finder
window

of vu-dis tent‘ search field.
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GOALS

Troubleshoot your
network settings

Create a new connection

Use the Network
Diagnostics tool

Connect two or
more Macs

Share files on a network

Send files to anyone
through Bonjour or iChat

Share the screen of
another computer on the
network or in the world




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 me is screen sharing, where you can
connect to someone else’s computer and actually see her screen

and use her computer!
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How your Mac Connects to the Internet

When you first turned on 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.

Network
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.
These are the ® Connected Status: Connected
available “network o Ethernet > L e
port configurations” kR
on your Mac. ® g::ect::lt:md 6 Network Name: [ MermaidTavern Hi
This pane instantly ® EWE\CM'E . g [ Ask to join new networks
- Connecn - Known networks will be joined automarically.
shows you how you Ko 1f 1o known netwarks are availabe, you will
are connected to the ® occonneciet | "N flve {6 Sy sl et
Internet and to the
other comPutef;s in " # Show AirPort status in menu bar @
your office. ity
licate Service...
i 5 !
Iﬂ clic  Rename Service... B ( Assist me... ) ( Revert ) C Apply )
Make Service Inactive

Import Configurations...
Export Configurations

Manage Virtual Interfaceq...

Change the order in which
your Mac looks for an open
connection; see the next page.
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Check the port configurations

You might have several options for connecting. For instance, your Mac recognizes 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 prefer-
ences, in that pane on the left side.

As you see on the opposite page, you can click the Activity button (shown circled)
and choose to “Set Service Order...” This is the first place I go if there is a connec-
tion 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.

Network
a '
= Service Order:
AirPart
Ethernet
s e m— Bluetooth — —

o Airbort S ;hoo§e the order
i Internal Modem o in which you want
Int | Mod

8 your Mac to try

to connect. Dra

o — - orag

Drag services to change order. these services into
Ethernet
® hot Connected ) your preferred
"~ FireWire order.

Router:

DNS Server:

Search Domains:

rAm—— ‘ (dvanced. ) (@)

n
ﬂg Click the lock o prevent further changes. [ Assist me... ) Revert ( Apply

p——

Establish a new connection

If you didn’t set up your Internet connection when you first installed Leopard or

turned on your brand-new Mac, you can always do it in this Network preferences

pane. Just click the button (circled above), “Assist me...” A sheet drops down

from the title bar (as shown on page 367). 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 or changed your connection process, you might need to change

the information. Now, 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.

1 From the Apple menu, choose “System Preferences...,” then click

the “Network” icon.
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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.

Network

Location: [ Automatic

&

E—
W

M
@ Click the lock to prevent further changes.

Status:

o AlrPort =

On .

Internal Modem () & <
® ot Connected Configure:
@ Bluetooth 6 IP Address:

Not Connected

Subnet Mask:

@ FireWire
Not Connected = Router:
DNS Server:
Search Domains:

4= B

Connected

Ethernet is currently active and has the IP
address 192.168.0.102.

[ Using DHCP

=)

0.0.0.0

255.255.255.0

192.168.0.1

192.168.0.1

hsd1l.nm.comcast.net.

(Asvanced ) @)

C Assist me... ) C Revert ) C Apply )

You can always click the
Revert button, which
will restore the settings
to how they were before
you started messing
around.

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 box or router (if you have one): Change any setting;

for instance, if you see “Using DHCP,” change it to “Manually” Then immedi-
ately 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:

a 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 psL 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.

b Use the Network Diagnostics tool, as described in the following steps.
This tool automatically appears when your connection goes down, but you
can also call on it here whenever you need it.

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.

(ol ) Network
[ > |
- Do you need assistance setting up a new network

connection or solving a network problem?

If you need assistance setting up a new network configuration, click

a3
Assistant. If you need help sl lem with your network
| connection, click Diaggeefics. 3
m [ Cancel ) [ Diagnostics... ) ( Assi - -
o nd Click the
® =

A = .
Not Connected “Assistant...”
Ethernet : o H

O e <m> Network Name: | MermaidTavern .] button if

@ Bluetooth 9 " Ask to join new networks you want to
Nor:Coanected :(rnuw: nzlwml:;:d'\:‘\ neJounagilaletumlizall‘l‘y. create a new
FireWire s ran et e ol e .

® i Canneced - e fo manally select  netwaric connection.

= ™ Eshuw AirPort status in menu bar ®

n
Li Click the lock to prevent further changes. Revert ) ( Apply )

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 Admin Utility

If your connection is through an AirPort wireless setup, use the AirPort Setup
Assistant and the AirPort Admin Utility to see if you can figure out what’s wrong.
You'll find those tools in the Utilities folder, which is inside the Applications folder.
Use the same trick as on the previous page—make a change that you don't need,
immediately switch back to the one you know is correct, then click the “Apply” button.

Unplug everything and reboot

Your modem box, whether it’s a dial-up, cable, or DsSL, usually has a tiny reset
button. It’s so tiny you need to poke it with a pin. That can sometimes get things
going again.

If not, do the unplug routine (I have to assume you're got all the wires in the right
places). 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). Last unplug the modem itself. Let everything sit for at least a minute

or two. It’s not a bad idea to shut down your Mac as well.

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. And pray.

Sometimes we go through all this and give up. Shortly thereafter it starts working
again. Sheesh.

Talk to your ISP; check your cables

If everything seems okay on your end and you still can’t get connected to the
Internet, call a friend who uses the same 1sP and see if she is connected (actually, we
do this first). If her connection is down as well, then just let go and wait until they
fix it. But if her connection is working, call the 1sp. They can check your modem
from their office and help pinpoint the cause. Also check your cables—they might
have wiggled loose or one might have gone bad. They do that sometimes. If you're
setting it up for the first time and using Ethernet cables, make sure they’re the right

kind; see page 372.
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Troubleshoot your Mail Account

If you have problems getting your email, there are several things you can do. 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):

Accounts —{ Account Mailbox Behaviors  Advanced |
Brianna Nora
7 .Mac IMAP
Account Type: POP
TheUnderstanders
@ POP . . .
R R Description: ShakespearePapers The Descr'Ptlon IS
¥/ EOF Email Address:  robin@TheShakespearePapers.com anything that will tell you
Full Name: |Robin Williams which account this is.
Incoming Mail Server: | mail.theshakespearepapers.com | The Email Address and
User Name:  robin@theshakespearepapers.com | Full Name deSCribe your
Password: [sesssses mail to those you send it
to so they know who it’s
Outgoing Mail Server (SMTP): [(omcast H-] Coming from
E 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 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 application like
this; see page 75.

® 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) is always from your 1sp, no matter where
your email account is located. Well, there are exceptions, like you can use a
mac.com SMTP, but in general, you are always 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 fifteen 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 sMTP menu and choose “Edit
Server List....” Click the + button to add a server. Double-click the blue bar

to add the sMTP name. Make sure that is the selected server, then click ox.

Some cheesy companies will not give you an sMTP address. For instance,

if you get a Qwest broadband account here in New Mexico, you'll discover
they are in cahoots with Microsoft and provide no sMTP unless you pay an
extra fee. You cannot use the Mail application—you are forced to go to the
MSN web site and do all mail online (where Microsoft can keep track of you).
Change providers.

Reminder: where to get the information

Your email provider’s web site should include the information for the incoming
mail server, user name, and password. Your 1SP’s web site should provide the sMTP
(outgoing mail server) information.

If you have a free webmail account like Yahoo or Hotmail (which is Microsoft), you
might not be able to set up Mail to check your mail. However, the free services often
have a paid option as well, and with the paid service you can usually get the specs to
set up your account in the Mail program. (But if you have to pay for it, why not get

a .Mac account?) Check this wonderful web site for details on how to set up most
webmail accounts to appear in Mail: www.EmailAddressManager.com.
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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
“Assist me..” button to help pinpoint the issue further.

Connection Status: @ Mail was able to connect to the internet. ( Network Diagnostics... )
Status |Account Name | Details T ]
@  Brianna Nora Connection and login to server succeeded.
8" Thaiinderstanders Trying to log into this POP account failed. Please make sure the

username and password are correct.

In this case,
I had the wrong
information in the
Accounts pane.

@  ShakespearePapers ‘Connection and login to server succeeded.

ba|wl

@ (" 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—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! I am only going to explain the
simplest method to get a couple of Macs talking to each other.

Ethernet cables
You might have to buy Ethernet cables.
m 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. Straight-through cables are the most common.

u If the cables go directly from computer to computer (or any two Ethernet
devices, like a Mac to 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 coming
through the end.

B 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 grab files off of it onto a
working machine, use a FireWire cable and Target Disk Mode, as explained on page
412. Target Disk Mode uses the target computer as a hard disk, without having to get
its operating system working.
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What else you need

If you have a number of machines in your office, you will need something called

a switch or Ethernet hub that can connect all of your machines, including your
modem. The switch/hub will have a number of Ethernet ports; you connect each
Mac to that box with straight (not crossover) Ethernet cables. (If you want to share

printers, see pages 299—301; 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.

Turn on Personal File Sharing

Now that your computers are connected, you need to tell them it’s okay to share
files. On each Mac, go to the Apple menu and choose “System Preferences....” Click
the “Sharing” icon. Put a checkmark in “File Sharing”

Computer Name: Robin's Little Laptop <t

: : :
E:::ﬁ:f:lrlzgl\;u;;:&;gmmk can access your computer at Give each Maca
name that clearly

O File Sharing: On Identlfles it.
Other users can access your computer at afp://192.168.0.100/ or browse
for "Robin’s Little Laptop’”.

This is the name

ag
‘ T File Sharing

[ Web Sharing Shared Folders: Users: that other
] Remete Login [LIGrandma's Public Folder A Grandma Read & Write computers
[T1 Remote Management (& Robin Willia...blic Falder 24 Users Read Only .
] Remote Apple Events Bl Everyone Read Only - will see when
I, thgddisharing - networking
Internet Sharing °

™ Bluetooth Sharing s T

o’ @

7| Click the lock to prevent further changes.
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Connect to Another Mac

Once the Macs are connected in some way and you've turned on File Sharing in the

Sharing preferences (as explained on the previous pages), you're ready to connect.

Make sure you are in the Finder (single-click on any blank space on the Desktop).
Then follow either Process A or B.

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, click its triangle to display
the other computers on the network.

3 Single-click the name of the computer you want to connect to.

SRS W .
[<]"] (=[x Elp] (o] [#-] Q )

¥ DEVICES cabbalistic code.rtf

|E| Robin's Little Laptop ‘ . : Dedicated Psychopomp
(.2 Drop Box >

(=} Hard Disk
Unfeld Thyself

@ ipisk

> ¥ SHARED

g5
Connected as: Guest

(_ ConnectAs.. )

I john Tollett's MacB

I/ robin's Office Mac
¥ PLACES
P4 Desktop
& robin
A Applications b
[ Documents. v 1

e 4

You are automatically connected as a Guest. What you see in the window
above is the Home folder of another computer, and that’s actually his Public
folder in the second column. As a Guest, that’s all you have access to. You can
take copies of any folder in the Public folder, and you can put files into his
Drop Box.

4 To access the rest of this other computer, you need to know its name and
password (the same name and password that the Admin uses to log in with).
If you have them, click the “Connect As..” button and log in.

If there is more than one volume on that other computer, you can Command-
click on any of them that you want access to.

Now the tricky thing is to keep straight which machine you're working on or which
machine you are viewing in a window! It’s a good idea to stay in Column View so
you can always see where a folder originates.
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Process B, through the Go menu:

1 From the Go menu, choose “Connect to Server...” The little window shown

below appears.

.00
Server Address:
[afp://192.168.0.100 1+ (@)
Favorite Servers:
@ ((Remove (Connect )
]

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 373), type it in the “Server Address”

field, with “local” after its name.

Or, what usually works more consistently, enter the afp:// number that
you see circled on page 373.

2 Click the “Connect” button. You'll see this window:

5 Enter your user name and password to access
@ the file server “Robin's Office Mac”.

Connect as: () Guest To connect as a Guest,
s you don’t need a name and
Name: | robin | password; see page 377.

Password: ]------ I

"1 Remember this password in my keychain

(%) CConce ) (o)

To connect as a Registered User so you will have access to the whole
computer, you need to enter a name and password. Important! Even though
this window shows up with your name in the field, it doesn’t want your name and
password! It’s asking for the name (long or short) and password of the computer

you're trying to connect to! Guess how long it took me to figure that out.

3 Enter the name and password of the other computer, then click “Connect”

—continued
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4 The next window that appears lists the hard disk, the Home folder, and any
partitions or other hard disks attached to the other Mac. Double-click the
name of the one you want to connect to.

To have access to more than one of the partitions, hold down the Command key
and click on as many as you want to connect to, then let go of the Command
key and click OK. You can also repeat this entire process if you decide later you
need to connect to another volume.

- Select the volumes you want to mount on

@i "Robin's Office Mac":

Robin’s Office Mac

(e

|

5 On the Desktop of the computer you're working on, you'll see a network icon
for each volume you’re connected to, shown below-left. Double-click that icon
to open a window to that drive, shown below-right.

(&l Blog stuff -
[@] Burn Folder >
it » [ chichester -
|| Correspondences >
(L Cruise -
[.] Desktop -
[ Documents 3
3 downloads 3
-
>
.
-
-
>
-

E[3

[0l First Friday Club
(] FontAgent Pra Fonts
[ Leopard book
[ Library
[E3 Mary Sidney Society
[ MarySidney

1 3 Movies

| john Tollett’s MacBo...

¥ PLACES
Y Desktop
£ robin !
#A Applications 4+
[ Dacuments

T o

It’s not an easy task to keep track of which windows are on which machine since
they 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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Connect as a Guest

Follow Step 1 on page 375. When you get to that window shown in Step 2, click the
“Guest” button. Then click “Connect”

¥ Enter your user name and password to access
I@ the file server “MSSociety”.

Connect as: (#) Guest
) Registered User

£ (o)

The Mac opens the Public folder of the computer you are connecting to, shown
below. The only things you will have access to on the other computer are the
files that user has put in her Public folder for you. The only place you can move
documents fo on the connected Mac is the Drop Box, shown below.

=) Hard Disk
iDisk

¥ SHARED
& g5 a
[ Robin's Office Mac &
John Tollett's MacBo.
¥ PLACES
Desktop

£ robin

Create Favorite servers

In the “Connect to Server” window (choose it from the Go menu at the Finder),
type the name you want to connect to. Click the + button to add that server to
your favorites in the list below. Now you can just double-click on a server name

to connect to it.
Server Address:
Iafp:{fMSScctety.lucal “ Eé 6'
Favorite Servers: )

& hutp://idisk.mac.com/dearrobin/

@ Cromowe ) Ciome ) o) |
J
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Bonjour—Share Files Locally

Once your Mac is on a network of computers running OS X, version 10.2 or later,
you can send files back and forth to everyone through Bonjour, which is part of
iChat (in OS X versions earlier than Tiger 10.4, it’s called Rendezvous, not Bonjour).
The iChat icon should be in your Dock; if not, it’s in your Applications folder. See
Lesson ¢ for details about iChat and Bonjour.

If you didn’t turn on Bonjour the first time you opened iChat, you can do it in the
iChat preferences, in the Accounts pane:

@ dearrobin@m....
— - LTS o Use Bonjour Instant i <t
g When iChat opens, automatically log in

g Publish my emall and IM addresses
7] Send text as | type
™ Block others from seeing that | am Idle

IChat can use Bonjour 1o exchange messages and files with
peaple on your local network. They will be able to browse
for you as "Robin Williams."

But you can also turn it on with this shortcut:

1 Open iChat.

2 From the Window menu, choose “Bonjour List” (or press Command 2).
If you're not already logged in, it will ask if you want to start it up.

3 Click “Login”

And now the Bonjour List window is open as well, as shown on the next page.
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Send a file to someone on the network

This is so easy it will boggle your mind.

1 First open the Bonjour window, if it isn’t already: Open iChat, then press
Command 2 (or from the Window menu, choose “Bonjour List”).

2 Now drag a file and drop it on someone’s name in that list. That person will
get a message that she has an incoming file.

3 She clicks once on that message, then she has a choice to “Decline,” in which
case the message will disappear, or “Save File,” which downloads the file to the
Downloads folder.

Here's another way to send a file (this also works in iChat). Just open a chat with
someone in either Bonjour or your Buddy List (double-click a name, not a phone or
camera icon, to open a text chat). Drop a file in the text field and hit Return.

A OO Chatwit
Bonjour IM with John Tollett
17> 10//07

DO
Bonjour IM with John Tollett <t@john-lolletis-macbook-pro-
17> 10//07 11:18 AM

john-tolletis-macbook-pro-
8 AM

N

Here she ist %]

What'’s even more amazing is the screen sharing feature through iChat and Bonjour,
as explained on the following pages.
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—— 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.

Screen Sharing

Screen Sharing enables you to share not only your screen but your entire computer
either through your Finder on the local network, or through iChat with a buddy
anywhere in the world. Through iChat, you can choose to either share your own
screen (and computer) or share the buddy’s screen (and computer).

This is 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 just activate
Screen Sharing and watch as you give instructions. Or control the buddy’s computer
while she watches and listens. When Screen Sharing is activated through iChat, it

automatically starts an audio chat so you can discuss whatever matter is at hand.

You can screen share over a local network using Bonjour or the Go
menu; if the other user is running 10.4 Tiger, tell him to go to his
Sharing preferences and turn on “Apple Remote Desktop.

You can use Screen Sharing over the Internet through iChat;
both computers need to be running Mac OS 10.5 Leopard.

Set up screen sharing
Before you start Screen Sharing, make sure both computers have “Screen Sharing”
selected 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”; see the callout on the
opposite page.

3 If you have other users on the network, you can choose to allow only certain
ones: Check the button, “Only these users,” then click the + button to add the
ones you want.

4 Close the preferences and carry on.
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Computer Name: Robin Williams’s PowerBook G4 12" ]

Computers an your local network can access your computer at: robin- -
willamss-pawerbook-g4- 12 local (CEdie... )

© Screen Sharing: On
—_— i Screen Sharing Other users can access your comp
#  File Sharing for "Robin Williams's PowerBook G4 1.
#  Printer Sharing Computer Settings...
[ web Sharing
[ Remote Login
©l ‘Rebidte Mamagametic Allow access for: &) All users
] Remote Apple Events O Only these users:
[ Xarid Sharing 24 First Friday
" Internet Sharing
[T Bluetooth Sharing
[+]-]
[P Click the lock to prevent further changes. @

Check the network for local screen sharing options

Below is the simplest and fastest way to connect to another monitor in your home/
office to screen share and access the computer.

1 In your Sharing group, select another computer running Leopard on the
network.

2 You will probably see a “Share Screen..” button, as shown here. Click it, and a
window immediately opens displaying the other computer. Amazing.

3 To stop screen sharing, close the window that the other computer is in.

¥ DEVICES
[ Robin's Little Laptop
74 Hard Disk !
& iDisk
¥ SHARED John’s MacBook Pro 17"

Connected as: jt

[ john’s MacBook Pro 17*

B jrgs

= Robin's Office Mac

¥ PLACES
=4 Desktop

Now, if you don't see the “Screen Sharing...” button, as shown above, don't despair.
The process on the following page works very well.
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Screen Share locally through the Go menu

This method is a quick and easy way to get to another user’s screen who is on the

same network. You can also use Bonjour, which looks a little different, as explained

on the following pages. Using Bonjour, you'll be able to talk to each other as well.

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 the previous page.

2 At 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. Hit the “Connect” button.

4 A window will appear on your Mac and inside that window is the other

person’s entire computer! You can open his iTunes and play a song for him,

or open Sticky notes and leave a message. It’s freaky.

5 To turn off screen sharing, close the window of the other computer.

Server Address;

|vnc://192.168.0.0/

Favorite Servers:

|

If you need to go to this
computer often, click the +
button to make the address
a favorite. It will appear in
this pane under “Favorite
Servers” whenever you open
this window.
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Screen Share globally through Bonjour and iChat

Of course, the buddy whose screen you want to share must have first turned on

Screen Sharing, as explained on the previous pages.

1 To screen share through iChat, open either your Buddy List to screen share
with someone over the Internet, or open your Bonjour List to screen share
with someone on your local network.

2 You can tell which buddies have turned on Screen Sharing: When you click
a name in the list, the Screen Sharing button at the bottom of the Buddy List
or Bonjour List is black (instead of gray) for those who have turned it on.

| 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...”

O O O Bonjour List
oo BB

E

2

o John Tollett
@ John Tollert

@ Robin Williams

In this example, the user
chooses to share his own screen
with his buddy instead of
sharing his buddy’s screen.

@ Rohbin Williams

Lol o B

Share John Tollett's Screen...

4 When you receive and accept the invitation to share someone’s screen, the
other (remote) screen (the flower Desktop in the example) appears full-size on
your screen, while your own Desktop appears as a miniature. When you mouse
over the miniature screen, a “Switch to My Computer” message pops up.

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 any change 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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B D ~

To 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 on 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”
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Disconnect

Disconnect from any connected servers in the same way you disconnect from any
other hard disk.

To
1

2
3

4

B Click the Eject symbol next to the server name in the Sidebar.

B Or if the server is visible on the Desktop, drag its icon to the Trash.

Or select the server icon. Go to the File menu and choose “Eject”

Or select the server icon and press Command E for Eject.

Or Control-click on a server icon to get the contextual menu;
choose “Eject disk’.”

R
N Open
rob  Eject “robin"

Get Info
Duplicate
Make Alias

Copy "robin”
Clean Up Selection

Label:

*x H - -

More »

hide or show the servers on the Desktop:
At the Finder, go to the Finder menu and choose “Preferences...”
Click the “General” tab, if it isn’t already selected.
Check or uncheck the box to show “Connected servers” When it’s unchecked,

you won't see the server icons on the Desktop, but they will all be accessible in
the Sidebar.

However, you can go to the Sidebar pane in those same preferences, (click the
“Sidebar” icon in the toolbar) and choose to take server icons out the Sidebar
and leave them on the Desktop.
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LESSON 22

Upgrade your Mac
and Migrate your Files

You may have just gotten a brand-new Mac with Leopard already
installed, in which case you can skip this chapter altogether,
unless you need to learn about transferring your files from an old

machine to your new one.

If you just got a new DVD with the Leopard installation, Mac OS X
version 10.5, then you have a few choices to make before you
upgrade. This chapter explains the choices you will need to make

along the way and walks you through the process.

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 entire hard disk onto a FireWire hard disk.
Always create at least two backups and store them in a different
places—it won’t do any good if all your important backups are in

the same office that gets burglarized or flooded!
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The Installation Process

Of course you need the pvD installation disk from Apple to start the process. Put

the pvp in. This is what you'll see:

8 ) Y : =)

> 3 inems, 3.4 M8 avalable
Ann Limstructions.
E3 3 ivemy, 3.4 M available

Imstall Mac 05 % L o

Raad Refore You ingtall

- 7 w

Optional instally ‘Welcome 1o Leopard Install & Setup Guide

| ——

I strongly suggest you read the file called “Welcome to Leopard.” And the file called

“Read Before You Install” has up-to-date technical details that I haven’t been able to
include here. For instance, it might be good to know that you can’t upgrade from
Mac OS X 10.2.8 or earlier (you can replace, but not upgrade).

It’s always a good idea to read the “Read Me” files before you do something like

install a brand-new operating system that can potentially destroy everything on
your Mac. So I suggest you read all those files. In fact, I suggest you print them
before you start to install so you can have them to refer to.

Write down the specifications for your Internet connections and email accounts.
Better yet, make a screen shot of the dialog boxes with their info so you can recreate
it. To make a screen shot of the entire screen (with your specifications displayed),
press Command Shift 3. Save those files (named Picturel.png, Picture2.png, etc.)
onto another disk. If you have a .Mac account, sync everything to the .Mac server.

If you think your machine is capable and ready to start the installation process,
double-click the file “Install Mac OS X This will restart your Mac and make it boot
up with the install disc. If you are upgrading a Mac running some version of OS X,
you will be asked for the Administrator name and password.

Or you could do this: Insert the bvD into your Mac. Then restart and hold down
the C key, which will force the Mac to boot from the pvD.
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Welcome to the Installer

The first thing you will be asked to do is choose the language in which you want to
see all the menus and dialog boxes. Choose it and then click the button to continue.

Become familiar with this first Installer screen because you may need to come back
here again someday. Check out the Utilities menu and all the options available there.
This is a wonderfully useful troubleshooting stop—when things go really wrong with
your Mag, restart from the Installer bvD and use one of these utilities. They are
described in a little more detail on pages 396—397.

If you need to quit

If you decide you need to quit the installation process at this point— after you
restart with the disc but before you actually click the “Install” button —you can do so

(do not quit once you start the installation process!):

From the Installer menu next to the Apple icon in the menu bar, choose “Quit
Installer” A dialog box appears with buttons labeled “Restart,” “Startup Disk;’
and “Cancel” Read the following before you make your choice.

Once you quit, your Mac will restart with the install disc again because it always
looks first in a disc drive to see if it can find an operating system. So you need to
force the pvD to restart from the internal hard disk on your Mac. You can do either
of the following:

® Choose “Restart” As soon as you hear the bong, hold the mouse button down
and keep it down. (On a laptop, hold down the bar beneath the track pad.)
This forces a cD or DVD to pop out, at which point you can let go of the
mouse button. Without the disc, your Mac will start as usual.

B Or choose “Startup Disk” before you restart. You will see at least two options
to choose from—the internal hard disk that you've been using, or the bvD
that is currently in the drive. Choose your hard disk and click “Restart”

If you absolutely must quit the installer while it’s running, understand that all the
files on your hard disk will have already been destroyed.
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Choose an installation option

When you click the “Continue” button in the Installer screen, you will be asked (as
usual) to agree to the software license agreement. If you don’t, you can’t install the
operating system.

Once you agree, you see a screen where you can choose the hard disk on which to
install Leopard. If you have more than one choice, your Mac will usually choose the
best one, but make sure it’s the one you want. It must be an internal hard disk.

This screen has a very important button! Click the Options... button! You have

several options for the installation process.

1 Upgrade Mac OS X or Install OS X for the first time

If your Mac is running an earlier version of OS X, you can choose to upgrade;
the installer will replace your earlier version with this new one, Leopard.
Your files, applications, preferences, and everything else will not be touched.
Essentially, the next time you start your Mac it will look just the same, but will

be running the new system with the added features.

If you've never installed any version of OS X before, the option you have is
to install it for the first time. If your hard disk is currently running Mac OS o,
that operating system will be left intact—you’ll now have both.

2a Archive and Install

If you choose this option, the Installer will save your existing operating

system and its related files into a folder called “Previous System Folder” Then

it will proceed to install a brand new operating system, but all of your own

documents and applications and files will be left intact in case you need

to copy them over later. You will not be able to start up your Mac from the
“Previous System Folder”

This is a good choice if you're not sure about replacing your previous operating
system. For instance, maybe you're not sure if you have copies of all the fonts
in the various font folders or preferences that you need for different applica-
tions. By leaving the “Previous System Folder” on your Desktop, you can work
in the new system for a while until you're sure you haven’t forgotten anything
important. Eventually, delete the “Previous System Folder” because it takes up a

heck of a lot of room on your hard disk.
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Preserve Users and Network Settings

Once you choose to “Archive and Install,” another option is available if your
previous operating system was OS X: Preserve Users and Network Settings.
If you created multiple users on your Mac, this option will save them so every-
one’s Home folders and preferences will be intact.

Even if you have no extra users on your Mac, this option is still handy because
you won't have to go through the Setup Assistant during the installation
process—the Mac will pick up your Internet settings and automatically apply
them. By the time you see your new screen, you will be connected to the
Internet as usual.

Erase and Install

If you have backups of all your important files and applications, you can
choose to completely erase your hard disk and install a brand-new version of
the operating system instead of updating the old one. This is called a “clean
install” This is particularly great, as I mentioned, if your Mac is starting to act
a little peculiar and you'd like to just start over, fresh and clean.

Of course, if you do a clean install, you will destroy every single thing

on your entire hard disk! So make sure you have backups of anything you
want to keep. My favorite method these days for temporary backups is a little
FireWire drive. I have one right now from SmartDisk.com, a little FireLite that
fits in a shirt pocket, plugs into the FireWire port on the back of my flat-screen
monitor, and holds 40 gigabytes. I love it.

Format disk as

Once you choose to “Erase and Install” your Mac asks how you want to format
(reformat, actually) the hard disk. Your two options are “Mac OS Extended
(Journaled),” which is most likely what you want, or “UNIX File System.” If you
want the UNIX File System, I highly doubt that you are reading this book. Trust
your Mac that it is correct in already choosing Mac OS Extended for you.

Make your choice of installation option, and then click the OK button.
The “Destination” screen confirms the option you just made, so click the
“Continue” button.
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Customize your installation

The next screen you see is the “Easy Install” But you can customize your installation,
which lets you delete unnecessary printer driver files and language files. This can

be useful if you don’t have a lot of room on your hard disk (which is unlikely). If you
need Jots more room, this won't help, but if you're worried about space, try it.

Now, you can only customize this if you did not choose to upgrade! That is, you
can only customize the installation if you previously choose to “Archive and Install”
or “Erase and Install”

If you chose one of those options, or if the Installer tells you there is not enough
room on your hard disk to install, click the button to “Customize”

B In the list that appears, check the “Languages” checkbox. This displays all the
foreign languages your Mac is going to install in case you ever want them. If
you feel pretty confident you're not going to be needing a number of those

languages in the near future, uncheck their boxes.

® Then check the “Printer Drivers” box. You can safely uncheck the drivers for
printers you've never heard of. If you ever need a driver for a printer you've

unchecked, you can always find it on that vendor’s web site.

Install!

Now you're ready to actually start installing. Click the “Install” button to continue.
Actually, this button will say “Upgrade” if you chose to upgrade the previous system.
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Customize the Setup Assistant

After your Mac installs the operating system, but before it takes you to your
Desktop, you will go through the Setup Assistant. Well, as I mentioned on page 391,
you will skip the Setup Assistant if you chose the options to “Archive and Install”
and then “Preserve Users and Network Settings”

The Setup Assistant asks for information that will get you connected to the Internet
and make sure the email program, Mail, can get your email for you.

VoiceOver option

During the Setup Assistant, one of the options you'll see is VoiceOver. This is part
of the enhanced Universal Access capabilities of Mac OS X. VoiceOver provides a
spoken user interface (English only), which means the computer speaks to the user
and describes what is going on. People with visual impairments can access just
about everything on the Mac using the keyboard instead of the mouse. It’s quite

amazing.

In this introductory process, VoiceOver walks a user through keyboard practice,
moving around the screen using the keyboard, typing in text fields, as well as
selecting items in pop-up menus, scrolling lists, and control panes.

If you choose not to practice VoiceOver at this point, you can always do it later at
your leisure. See the VoiceOver preferences.

The welcome screen

Most of the next few screens are self-explanatory—choose your language, the time
Zone, etc.

You will be asked if you want to transfer your files from another, separate Mac or
from a separate partition on the same Mac. This feature, called migrating, transfers
over most of the files from your old machine to your new one. You can either follow
the simple, on-screen directions and migrate your files right now. Or you can skip
to page 397 and read about migrating before you do it. Or you can skip the entire
process right now and do it later at your leisure, using the Migration Assistant (it’s
in the Utilities folder, which is in the Applications folder.
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The network setup

You will be asked how you connect to the Internet. If you know how you connect
and you know all the pertinent data that needs to be entered (it’s not much), follow
the on-screen directions. If you run across information you don’t know, call your
Internet Service Provider (the one you pay your monthly connection fee to) and ask
them what to enter.

If you have a .Mac account, all you need to enter is your email address and password
and the Mac sets up everything for you instantly.

If you don’t know the information at the moment, you can skip this part of the
process altogether. You can always set your connection up later; it only takes a
few minutes. If you want to do it later, check the button, “My computer does not
connect to the Internet”

If you want to set it up now, select your connection method and then follow the
directions. If you run across places where you need to enter information and you
don’t know the information, call your 1sp or click “Continue.” Either it will work
without that particular information, or you can fill it in later (see Lesson 21 for
details on filling it in later).

Your Apple ID

You will be asked to enter your Apple 1D. If you have a .Mac account, your email
address and password is considered your Apple 1D. Use your entire .Mac email
address, including your member name, the @ symbol, and “mac.com”

If you've ever bought songs on iTunes or photos from iPhoto, you have an Apple ID.

If you do not have a .Mac account or any other Apple 1D that you know of, leave the
fields blank and click the “Continue” button.

Other details

There are a few more screens asking for information from you, like personal details
and where you will use this computer. It’s easy.
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___ Create your account

g
g s
o)

~%-7" This is very important! What you are creating here is your Administrator
account as the primary user, as well as your Administrator password. Write
down this password because your Mac will not let you install new software or
upgrades or make specific system changes unless you can provide this password.
The hint you provide is important, also—if you forget your password and enter the
wrong one three times, this hint will appear on the screen.

You can leave the password field blank if you have no worries about anyone ever
using or stealing your Mac. But I suggest you write down that you left it blank; it is
just as easy to forget that you did not enter a password as it is to forget which one
you used. You might spend hours trying all kinds of different passwords only to
finally realize you didn’t give it one and all you needed to do was hit the Return key.
Guess how I know this.

Make sure the short name is something you want to keep because you will never
be able to change it. When asked for your Administrator name, you can usually use
either the long name or this short name.

Done!

It takes just another minute or two to finish it up. Apple will try your modem
connection and register you instantly. (If it can’t register because your connection
is not set up yet, it will save the information and do it the first time you connect.)
Continue on and you will see your new Desktop!

Finder File Edit View Go Window Help 3 < 4) + Satl0:30PM rosetta Q
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Take Advantage of the Utilities in the Installer

When you run the 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 Leopard and use the Disk
Utility to partition your Mac.

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 the Install disk to
access them. But if your Mac has totally crashed and you can’t get anywhere at
all, insert the original Leopard install bvD, then restart your Mac. Immediately hold
down the C key to make sure it boots from the bvp. Do not click any of the installa-
tion 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.

H 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 Utility: 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 it does make it much more difficult for anyone to log in and
get your data.

® 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 my Macs. This is where you can partition
the hard disk before you install.

® Terminal: The Terminal lets you use UNIX commands to do all sorts of things.
If you don’t know anything about UNIX or how to use the Terminal, skip this
altogether.

u 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. This is also available at your
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Desktop: Go to the Apple menu, choose “About This Mac,” and click the
button labeled “More Info...”

u 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.

H Restore System From Backup... uses Time Machine, which is a big clue that
it can’t restore the system from a backup until you've first put it all on Time
Machine (see Lesson 20). But once you've done that, you can use this option.

Do you Now Own Two Macs? Migrate!

If you have important information on another Mac (a completely different machine
from the one you are installing Leopard 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 migrating and the Target Disk Mode.

You can either use the Setup Assistant during the Leopard installation, or at any
time in the future—open the Migration Assistant and do it; the instructions on
screen are easy to follow. You can choose to migrate the files from the Administrator
(main user), from any individual user, or from both. The information on the old Mac

or partition is not affected at all.

The migration process can automatically transfer:

B Network and computer settings.

m User accounts, preferences, and email.

Migration Assistant

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.

—continued
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Requirements for the Migration Assistant

The old Mac must:
B Be running Mac OS X version 10.1 or above.
B Have a built-in FireWire port.

B Support “Target Disk Mode.” Apple says that “most do”

You'll also need:

B A standard FireWire cable long enough to reach between the two computers.
Or move the computers so they can connect via the cable.

B An Administrator name and password (unless you're doing this during
the Leopard installation).

Be aware that:
B This process will tie up both your Macs for hours!

® This process will not automatically migrate songs that you bought from the
iTunes Music Store. If you want to migrate all of your songs, including
those you bought at the Music Store, first deauthorize the old Mac before you
migrate files:

1  OpeniTunes.
2 From the Store menu, choose “Deauthorize Computer...”

3 Enter your account and password. Click the button to “Deauthorize;”
then click OK.

4 To deauthorize any Audible content (books) to migrate over to the new
machine, go to the “Advanced” menu and choose “Deauthorize Audible
Account...” You'll need your Audible.com name and password.

Be careful with your iPod—if iTunes on your new Mac has no music
in it when you plug in your iPod, everything on your iPod will probably
be erased to match your empty iTunes!



Lesson 22 Upgrade your Mac and Migrate your Files

Migrate 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 this FireWire Target Disk Mode at any time to transfer files from
one Mac to another; see page 412. 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.

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 on 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.

—— Do not unplug the FireWire cable before you unmount the icon of your old
Mac from your new Mac running Leopard! Even though it's “hot swappable,” which means
you don't have to shut down, it's still possible to lose data if you unplug it while the icon is
still visible on the screen.

Find the hard disk icon of your old Mac on the Desktop of the Leopard computer. Drag it to
the Trash before you unplug the FireWire cable.
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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 Leopard; others are new tech-
niques that can only be accomplished in Leopard.

Use an external disk

Use a portable hard disk with a uss or FireWire connection. It’s worth it to buy one
just for this process. Copy the files onto the disks as you usually would from your
old machine (drag them from the hard disk of your old Mac onto the disk icon).
Then connect the drive to the new machine and copy them onto your hard disk.

If you have a very old Mac, the trouble, of course, is finding drives that work on both
an old Mac and the new one (or finding software on that old Mac that will run on
the new one). The actual disks should work on both Macs, even if the drives you use
are different.

Burna CD

If your old machine can burn a cp (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 .Mac account

If you have a .Mac account, put the files from your old Mac onto your iDisk (see
www.Apple.com /dotmac). On your new Mac, download them from your iDisk. Also

take advantage of syncing your Macs through .Mac—a terrific option.


www.Apple.com/dotmac
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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. See Lesson 21 for all the details. It’s really easy
and you'll love knowing how to do it.

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 380—385). Or at least you can connect to each other and easily
move files back and forth (see Lesson 21). Also look at the FireWire Target Disk
Mode option; see page 412.
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LESSON 23

Basic Troubleshooting

When things go wrong, here are a few simple troubleshooting

techniques you can try.
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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.

New Window
Remove from Dock
Open at Login
Show in Finder
Hide Others

L@OL 1t

B Or press Command Option Esc. The window called “Force Quit Application”
appears. From this window, select the application you want to force quit
(if it isn’t already selected), then click the “Force Quit” button.

If an application doesn't respond for a while,
select its name and click Force Quit.

W Address Book
ot ical
1 iChat
B Munes
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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.

B 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 Escape, as explained on the opposite page,
to open the “Force Quit Applications” window. Select the Finder in the list,
and the button changes to “Relaunch.” Choose it.

Restart

It’s amazing what a simple restart will fix. Especially if you rarely turn off your
Mac (like me), 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.
B To Restart, go to the Apple menu and choose “Restart...”
B 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.

B 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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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.

Single-click your Home icon in the Sidebar.

o »Ln A W N

Open a Finder window and view it by columns, as shown below.

In the column that appears to the right, single-click the “Library” folder.
In the next column to the right, single-click the “Preferences” folder.

In the next column to the right, find the “plist” file for an application that’s

giving you trouble. That is the preferences file. Some vendors include their own

preference files as well that might be named something else, as shown below.

Drag the application’s preference file to the Trash. Empty the Trash.

8 Restart the application and hope it works better.

: 3

B MW 3.6 Preferences |
~MW 3.6 Toolb;

¥ DEVICES | Gl Keychaing

A LaunchAgents =
- - % 3 . MW Default
& jegs [ Logs e 7 2
i I [l Explorer .
B8 Robin's Offi... £ mail
[l PreferencePanes loginwindow. plist
sl ] Preferences [ Macromedia

[ Mariner

) QuickTime Preferences.

[£] Snapz Pro X License
widget-ce...endar.plist
widget-co...nema.plist

[l Printers
(L1 PubSub
[l Recent Servers
(& safari

[l saved Searches
[l Screen Savers

B Deskiop

7 Applications
[} Documents
(8l Pictures

v

. EEdo L) (5o C—
e Desktop ~~—"" * ™ G : Com.apple.print.PrinterProxy. piis |
Boctments - Kegehalns com.apple.print.PrintingPrefs. plist
¥ SHARED s . [ Launchagents P com.apple.PubSubAgent.plist
IE jeg5 L > [ Logs 5 com.apple.QuickLockDaemon.plist
I Robin's Office... Mees w| [ mal ¥ com.apple quickt _.preferences.plist
bR [ Preferences & le.Safaripli:
Plctures s 4 com.apple.Safari.plist
Deskt i o
= 20 Public *| = f " ® D =a
& Sites i Pubsu com.apple.scheduler.plist
7 Applications (5 Recent Servers * com.apple.security.revocation.plist
[ Documents [ safari L com.apple.SetupAssistant.plist
[ Pictures &0 saved searches © com.apple.sidebarlists.plist
1 [ Screen Savers

The preferences
for Apple
applications

have an extension
of .plist.

The preferences
for non-Apple
applications may
also have their own
names for their
preferences. These
are the prefs for
the Mariner Write
word processor.
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Safe Boot

This is one of my favorite troubleshooting techniques. During a safe boot the Mac
actually goes in and fixes little things. If you've ever used the terminal commands to
do the fsck technique, you'll be pleased to know the safe boot does the same thing.
This is safe and 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 restart.

2 Immediately upon hearing the startup bong, hold down the Shift key and
keep it held down. This might take a while, like five minutes or even more.
Be patient. Keep that Shift key down. You'll probably come to a log in screen

that says, in red, “Safe Boot”” If not, no worries; go to the next step.

3 When you get to the Desktop or to the log in screen, restart immediately
(either click the restart button if you see one, or go to the Apple menu and
“Restart”). The Mac needs to restart to put everything back and turn every-
thing on. See if things work a little better now.
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Repair Permissions

For some reason (unbeknownst to me), something called “permissions” can go bad
and cause trouble. Repairing the permissions solves many mysterious things.

1 Open Disk Utility: Go to the Applications menu and open the Utilities folder.
In the Utilities folder, find the Disk Utility and open it. You'll see this:

Disk Utility.app

Jrase  Partition RAID  Restore |

If you're having trow The selected disk:

« Click Repair Disk. If the repair fails, back up and erase the disk.

« If Repair Disk Is unavailable, click Verify Disk. If the disk needs repairs, start up from
your Mac OS X installation disc, and then choose Utilities > Disk Utility.

If you have a permissions problem with a file installed by the Mac 05 X installer, click
Repair Permissions.

™ Show details Clear History

Incorrect number of Extended Attributes [E
I
o4

(it should be 2268 instead of 2267)
Checking volume bitmap.

Checking volume information.

The volume Hard Disk needs to be repaired.
Error: Filesystem verify or repair failed.

Verify Disk

("Repair Disk

Repair Disk Permissions

= Disk Description : Hitachi HTS541060G9AT00 Total Capacity : 55.9 GB (60,011,642,880 Bytes)
Q Connection Bus @ ATA Write Status : Read/Write

‘Connection Type : Internal S.M.AR.T. Status : Verified
@ Connection ID : Device 0 Partition Map Scheme : Apple Partition Map

2 Select the hard disk in the left pane. Make sure the “First Aid” tab is selected.
3 Click the button to “Repair Disk Permissions.’

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, as you see above, then you need to go
to the next step and verify and repair the disk. See the following page.
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Verify and Repair Disk

First, go through the steps on the previous page to repair permissions, just to clear
any little things up. 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 make sure that the disk really does have a problem that it
might be able to repair.

If the disk needs to be repaired, you can’t do it with this Disk Utility. You need the
original OS X install disk because Disk Utility can’t repair the disk it’s stored on.

So get the original install disk that came with your Mac. It’s a cD or bvD. 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 can't, 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 Mac it will boot up from the cD again. If it asks, you will see the disk
options; single-click on your 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 cD to eject so it can’t
be used to boot the machine. (If you're on a laptop, hold down the bar under
the trackpad.)
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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, as described on the previous pages). It's espe-
cially important to check for updated application software when you update your

operating system, like when moving from any other OS to Leopard.

ann Software Update

(<[> J[ showan | e ————)

[ Scheduled Check  Installed Updates -

Software Update checks for new and updated versions of your software
based on information about your computer and current software.

Check Now

Last check: Software Update ran successfully.
Tuesday, September 18, 2007 10:36 AM

W Check for updates: [ Weekly E

™ Download important updates automatically
You will be notified when the updates are ready to be installed.

()

[EAIT—— I your connection to the Internet is a dial-up through a telephone modem,
do not check the box to “Download important updates automatically” because it will tie up
your phone line for hours. Check for updates manually (click “Check Now”).

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. See if it works. If it doesn’t work for
the new user, the software itself has a problem— check the package it came in or
with the vendor you bought it from to make sure it is the correct version for your
operating system.

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 406. If it still doesn’t work, you may need to contact the vendor to find
out what sorts of cache files or other files may be conflicting with that particular
software.
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If you Forgot your Password

If you forgot the password you entered when you first set up your new Mac or
installed your new system (called the Admin password), you'll have to use the
original install cD to fix the problem. (I think someone told you that you should
have written down your password.) If you have created more than one user for your

Mac, you can use these steps to change the password of any user.

1 Get the original cp. 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 All you need to do is 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 (it might ask

you to choose a startup disk—choose your hard disk).

If you did not enter a password when you first set up your Mac, then you can
leave the password field empty and just hit the blue “ox” or “Continue” button and
it will work just fine (although it’s not secure at all).

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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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 quick. Use FireWire Target Disk Mode. You'll
need a FireWire cable that can connect to both Macs. A FireWire cable with 6-pin

on both ends will probably fit both computers, but check your ports 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 you can).
If either machine is a laptop, it’s best to 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 on the host computer

and you can move files to and from it.

1

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 above)

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 /#ost computer.

When you're finished copying files, eject the target hard disk icon from the
host 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 Eject

If a cD or DVD is stuck in the drive and won’t come out, this trick almost always
works:

1 First make sure you've unmounted the disc: Click the eject icon on the screen,
or drag the cD icon to the trash, or Control-click on the cD icon and choose
“Eject disc”

But you're probably reading this page because you already did that and there is
no icon on the screen but it won't come out. So . . .

2 Restart your Mac. As soon as you hear the restart tone, hold the mouse button
down. Hold it down until the disc pops out.

On a laptop, press the bar beneath 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 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 disc 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 disc but the drive itself. So don’t be buying those cD labels

that you can print yourself, and don’t put any disc with a paper label into your Mac!
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LESSON 24

Secure your Mac
and its Files

In these days of identity theft and with so much of our personal
and financial data being stored on our computers, it’s important to
take some precautions to make it more difficult for unauthorized

creeps to gain access to our Macs.
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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 data encryption,
Virtual Private Network, firewalls, and other features. It doesn’t matter to most

of us what those are—they work behind the scenes. Your Software Update (one

of the System Preferences) will automatically update security features 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 There are a number of password-protect options on your Mac that
make it difficult to gain casual access.

® 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.

u Keychain Access stores many of your passwords in locked “keychains”
This includes passwords to your .Mac 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. Please see pages 424—425 for
details.

® If you have highly personal or valuable stuff 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.

B And don't forget about the feature to Secure Empty Trash. This deletes
files from your Trash in such a way that no one can retrieve them again.
See page 423.
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Passwords on your Mac
You have several different passwords on your Macintosh.

® 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.

Software Update requires that you type your
password.

A
N

Name: Robin Williams

Password: [ .......... ]

b Details

® (CGanee) @)

You can choose not to have a password. Your Mac will still ask you to enter a
password, however—if you never entered one, just leave the password field
blank, and click the OK or “Continue” button. But keep in mind that it’s not
very safe to neglect this password.

If you forget your Admin password, you will need to reset it:
1 Insert the original Mac OS X installer cp.

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!

5 Quit the Installer from the Installer menu.

B Login password: If you have set up multiple users on one Mac, each user
has her 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 (see Lesson 18 for details about multiple users
and log in).

—continued
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If a standard user forgets his password, the Administrator (or anyone who
knows the Admin password) can reset the user password in the Accounts
preferences.

Keychain Access password: This is the same as the login password, whether
you are a standard user or the Admin (you can change it to create a special
keychain password). Keychain Access is the application on your Mac that
keeps track of a variety of passwords for you. If you can remember your login
password, then Keychain Access can show you the rest of your passwords. See
pages 424—425.

Master password: An Administrator can set up a computer-wide password
in case he forgets the login password. Master passwords are usually used in
conjunction with FileVault; see pages 426—427. The Admin’s Master password
can override a standard user’s FileVault password.

What to do if you forget the Master password? Well, you can scream. It won't
help, but you can scream.

Password tips

® A password should be difficult for others to guess, but easy for you to

remember.

B 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.

B Combine caps and lowercase and numbers.

“w

B Most passwords are case-specific, meaning a lowercase “r” is completely

different from an uppercase “R” Take advantage of this and put capital letters
where someone wouldn’t expect them.
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Security System Preferences

Apple makes it easy for you to turn on a number of the low-level security features in

one place, the Security system preferences.

Go to the Apple menu and choose “System Preferences...”
Click on the Security icon.

Click the “General” tab, as shown below.

; ann Security
ol (<] ] [ Showan |

Security { General | FileVault Firewall -

Eﬂequire password to wake this computer from sleep or screen saver

For all accounts on this computer:
For details on how to

create multiple users, see
Lesson 18. Even if you are
the only user, you have
what the Mac considers
to be an “account.”

M Disable automatic login
™ Require password to unlock each System Preferences pane
M Log out after 20 @ minutes of inactivity

E Use secure virtual memory

]
| Click the lock to prevent further changes. @

Require password to wake computer: See page 422.
Disable automatic login: See page 421.

Require password to unlock every System Preference: This would prevent any
user from changing any of the preferences without a password.

Log out automatically after a certain period of time: This does just what it says.
Combine this with “Disable automatic login,” so when the Mac logs
you out after this amount of time, no one can get back in without a

password.

Secure virtual memory: In the Mac’s process of swapping data between RAM
(random access memory) and virtual memory, it’s possible that
sensitive information that you assumed was deleted from RAM was
actually written to the hard disk through virtual memory. Using secure
virtual memory ensures that the sections of the hard disk that were
used in the memory-swap process get overwritten, thus protecting

your privacy. This is turned on by default.
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The Firewall pane of the Security 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 (turned on and off 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 you are at a little more risk than if that
feature was not turned on. So if you're not using a feature, turn it off so the firewall
goes back up.

You can’t turn any of these features off in this pane—go to the Sharing preferences
pane and uncheck them. When you do that, they automatically disappear from here.

8.00 Secuttty

————————{ General FiFeVau& - Firewall

@ Allow all incoming connections
(0 Block all incoming connections
(O Limit incoming connections to specific services and applications:

File Sharing (AFP)
Printer Sharing
Screen Sharing

= Advanced... )

)
Click the lock to prevent further changes. ®




Low-Level Security Features
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Here are some simple and quick features to take advantage of if you have any worry

at all about casual access to your computer.

Auto login

B Turn off auto-login: Auto-login lets your Mac start up without a password

—it automatically logs in the person who has “auto-login” turned on in the

Accounts preferences “Login Options.”

So turn off auto-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.

My Accont
5 Robin Williams
W adein

L Cuest Account
Lugin, Shating

Automatic login 4 Robin Williams ]
R —

Display login window as: ) List of users

) Name and password
¥ Show the Restart, Sleep, and Shut Down buttons
1 Show Ingut menu in login window
# Show password hints
1 Use VioiceOver at login window

) Enable fast user switching
View as:  Mame

]
Ji Click the lock 10 prevent further changes.

You can also disable
automatic login

for all users in the
Security preferences
pane, as shown on
the previous page.

® 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 Restart, Sleep, and Shut Down

buttons” Because 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

Restart or Shut Down button and the computer starts back up again and auto-

matically logs in to your account. By unchecking this box, no one can restart

your computer so easily.

This precaution isn't going to help much if your laptop is stolen because

someone can just reboot the computer. Nor will it help if the Restart button

is accessible on your desktop machine!

—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 the 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” preferences to require a password to wake up the Mac
from sleep or from the screen saver.

2 Then 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 to it.

An alternative to the above technique is to set up your Mac so you can lock it with
a mouse click whenever you choose, not just when the screen saver comes on or
when it goes to sleep.

1 Open Keychain Access (first open the Applications folder, then open
the Utilities folder; Keychain Access is in the Utilities folder).

2 From the Keychain Access menu across the top of the screen,
choose “Preferences...”

3 Check the box to “Show Status in Menu Bar” A padlock icon appears
on the right side of your menu bar, as shown on the next page.

4 Quit Keychain Access.
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5 Click the padlock icon that now appears in your menu bar to get the
menu shown below.

W) G* Tuelo:s1AM Q|

ock Keychain “login”

Open Security Preferences...
Open Keychain Access...

6 Choose “Lock Screen”” The screen saver will start and no one can access

your Mac unless they know your login password.

Higher-Level Security Features

B 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. If you are selling or giving away your Mac, you might
want to make sure no one can recover your old, trashed files. To completely
overwrite files so no one can ever get to them, go to the Finder menu and
choose Secure Empty Trash. This might take several minutes, depending

on how much stuff you've thrown away since you got the computer!

® Encrypt a disk image: Using the Disk Utility (found in the Utilities folder,
which is in the Applications folder), you can protect all or part of your hard
disk by making a selected portion of it into a password-protected “disk image,’
which looks like a hard disk icon. It has its own password; if your Keychain
is locked (see the following pages), this image is really safe from prying eyes
and fingers because someone would need both passwords to access the disk.
When unlocked, this disk image acts just like any other hard disk and you can
move files in it, copy files to it, and delete files from it. I recommend you read
all about this feature in the Disk Utility Help files before you start using it.
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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 or messages, 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, first open your Applications window. Inside you'll find
the Utilities folder. Keychain Access is inside the Utilities folder.

Keychains
@ login www.godaddy.com (rpwilliams)
& Kind: Web form password
System Account: rpwilliams
I System Roots Where: hitps://www.godaddy.com
Modified: Today, 11:01 AM
Kind [Date Modified [Expires Keychain
[=] Apple .Mac Certificate Authority certificate - Nov 10, 2011 1... login
@ briannanora Mac password Sep 5, 2007 4:05:37 PM — login
Category @ BriannaNora Mac password Sep 5, 2007 4:11:17 PM — login
ﬁ. All Items. [ dearrobin certificate - Nov 15,2006 1... login
v /. Passwords  dearrobin Mac password Sep 8, 2007 6:19:58PM — login
@ Appleshare [i@ dearrobin (Mac Sharing Certificate) certificate - Sep 5, 2007 12... login
; 5 dearrobin (iChat Encryption Certificate)  certificate - Oct 17,2007 1... login
A Application
dearrobin - 2005-11-15 08:48:09 -0700 private k = 5 login
Internet i
x| dearrobin@mac.com AIM Signing identity preference Sep 2, 2007 L'S1:S9PM — login
[l Certificates 1 dearrobin@mac.com SharedServices identity preferance Aug 29, 2007 10:38:... — login
El My Certificates ® dearrobin|Shared... 15:59:13 GMT-06:00 private key = == login
T Keys (@ marysidneysociety.org (marys7) Internet password Today, 11:04 AM 25 lagin
Secure Notes A MermaidTavern AirPort network password  Sep 10, 2007 4:28:0.... — login
i application passward Aug 29, 2007 10:39:

Click this button to show the list of Keychains, now showing
at the top of the sidebar. Any new keychain you create will
appear in that area.
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To access any password Keychain has been storing for you:
1 Find the item in the list of “Passwords,” as shown on the opposite page.

2 Double-click that item. 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 Click in the box to “Show password.” Your password appears!

@

{ Attributes | Access Contral |

Name: [marysldne‘vsocuw.org ]

@ Kind: Internet password

Account: | mary

Where: |http:/ /marysidneysociety.org

Comments:  default

P ¥ Show

Save Changes

A
i}

You can create a new Keychain: Go to the File menu and choose “New
Keychain...” Give it a descriptive name and a password you will remember. This
Keychain will appear in the top portion of the sidebar, as 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 to store in it.

Oh, Keychain is a very powerful and fairly 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 in your Home folder so unauthorized
people or software cannot get to it. While you are working on your Mac with
FileVault turned on, you won’t notice anything. But everything in your Home folder
will be safely protected from prying eyes, both in your office and from remote
connections. Don’t ever forget the Master password, though, or you will never
again see anything in your Home folder!

To turn on FileVault:
1 Before you begin, make sure you have the Admin name and password,
as well as the password for this user (if it’s separate from the Admin user).

2 Also before you begin, make sure all other users are logged out.

3 Check to make sure you have enough hard disk space available for the
process—you’ll need as much free hard disk space as there is data in your
Home folder.

To check the file size of your Home folder, single-click the Home icon
in the Sidebar of any Finder window.

Press Command Option I to display the Info window.
Check the “Size” of the Home folder.

Now check to see how much free hard disk space you have: Single-click the
hard disk icon in the Sidebar. In the Info window (which has now switched
to show you the info for the hard disk), find the amount “Available” About
1024 megabytes fit into one gigabyte, so unless you've been making movies
on your Mac, you probably have plenty of space.

4 You must first set a Master password. Keep in mind that once you set a Master
password, you can never get rid of it. If you forget your login password and you
also forget the Master password, everything in your Home folder is lost forever.

To set a Master password:
a. From the Apple menu, choose “System Preferences...”

b. Single-click the “Security” icon to get the Security pane shown
on the opposite page. Click the “FileVault” tab.

c. Read the warning! Then click “Set Master Password...,
enter your password and hint, and click ox.
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GCeneral | Filevault « Firewall

FileVault secures your home folder by
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your fogin passward. If you forget yout login

A master password is not set for this computer. Set Master Password
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FilgWault account on this

FileVault protection is off for this account.

“Turning on FileYawk may ke a while.

@

5 Now click the button “Turn On FileVault...”
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6 Read the warning! If this is what you really want, click the OK button.
It may take a few minutes. Your Mac will log itself back into this account
and FileVault will be on.

E A master password must far this com 5

o

©

@

a safety net for accounts with FileVault protection.
An aaministrator of this EOMDUEET £3N HE The MASTEr PA3IWDM BO FESEL IRE

Master Password: |sssesss

mlmmnm I

. s SiMficult to guess, yet baved
YO8 18 That you mever farget it. CI ‘buron
ehoasing 2 goad pasiwond.

(oaneel ) (G

[‘lmmmummm

()

7 Close the Security preferences window.
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Laptop Precautions

One out of ten laptops in this country gets stolen, which means about 600,000 a
year. They get stolen not only for the hardware, but more and more often for the
valuable data that is stored on them. So it’s particularly imperative that if your
laptop does happen to get stolen or lost, that the data inside of it is as safe as
possible. Here are a few features I discussed in this lesson that you should make sure
you take advantage of.

B Use a password to log in. Do not set auto-login for your laptop.

B Set a firmware password; see page 396. It prevents someone from booting

your computer with another disk.

m 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 its password!). When your machine is off
or sleeping, all of your data in the Home folder is encrypted until you enter
the password to start working again. This is the strongest protection you can
have for the data itself on your laptop.

B There are devices you can buy that can alert you to when your Mac is moving
away from you. And services you can subscribe to that can track the stolen
computer 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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Mini-Glossary

. .
M l n l - gl OS S ﬂ r y \4/1 Most words are defined as I 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 shaded. 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 goes and gets the
real thing 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

Methinks | scent the
morning air

want. Some applications cannot open properly
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) 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 Options
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 264, and check the index for “color

labels.” This is a great organizational tool.
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default
A default is something the Mac has chosen

for you, until you make your own choice. For
instance, TextEdit it 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. It might be from two to six
letters. This extension tells the Mac what to do
with that file.

@ The extension, .webloc, tells the

= Mac this is a web page location.

ApplePro Tip of
the Week.webloc

You might not see the extensions. If you like to

have them visible all the time, go to the Finder

preferences (from the Finder menu, choose
“Preferences”). Click on the “Advanced” tab. Put

a check in the box to “Show all file 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 this
mini-glossary). You'll see an option for “Name
& Extension” that will tell you what it is and let
you hide or show it for that selected file.

432

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
not open if you change its extension without

knowing what you are doing.

Info window

The Info window, as shown on pages 323 and 341,
has a secret Inspector mode: If you select a file
and press Command I, the Info window appears
for that one particular file.

But if you select a file and press Command
Option I, you get the Inspector window, which
looks exactly like the Info window except the
Inspector window changes depending on what
you click. That is, if you display the info for
one file, then select another file (single-click
on another file), the content of the Inspector

changes to display the next file. Try it.

You can also open the Inspector with a contex-
tual menu: Control-click on a file, then hold
the Option key down and you'll see “Get Info”

change to “Show Inspector”
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screenshots string
To make screenshots (pictures of the screen), A string is simply a line of characters that you
use these shortcuts: type. If someone tells you to “enter a search

Full screen: Command Shift 3 string,” all it means is to enter the words you

) want to search for.
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,

catching the image inside of this invisible box.

Window: Command Shift 4, then let go. Tap
the Spacebar and a camera icon appears. As
you move the camera icon over different
windows, even those that are hidden, you'll
see that window highlight. Click on the one

you want an image of.

The above screenshots land on your
2

Desktop labeled “Picture 1,” ‘Picture 2, etc.
They are in the PNG file format.

Selection you can paste: Press Command Shift
4. and the target cursor appears. Hold down
the Control key and drag to select the area,
which copies that screenshot image. Now you

can paste the screenshot somewhere else.

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  Escape (esc)
¥ Command $ ¥ PageUp or Page Down
"\ Option &1 Delete
~  Control Tle— Arrow keys
< Return ™ Enter
A Eject
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A

Accounts preferences
Login Options, 314
low-level security features, 421—422
multiple users, 311-316
parental controls, 324-329
security features for login, 421
Action button
what it looks like, 55
acts as contextual menu, 43
in a Finder window, 8
in Fonts panel, 234, 235
in Mail, 87
active
application, what is it? 5
document, what is it? 29
window, what is it? 431
Address Book
add an address
through a vCard, 251
with a new contact card, 109
Address panel
in iCal, 159, 252
in Mail, 79, 105, 250
backup all addresses, 120
birthdays
add field to cards, 112
Birthday calendar in iCal, 157
Smart Group to gather birthdates, 115
cards
edit existing ones, 109
make new ones, 109
make your own card, “My Card,’ 111
customize all cards, 112
drag-and-drop addresses, 250
edit existing contact cards, 109
envelopes, print them, 120
fax numbers must be labeled properly, 304

Index

fields, add more to contact cards, 112
green or red circles on cards, 109
Group mailing list, 120
iCal, add names to attendees, 252
integrated with, 123
iPod, transfer data to it, 123
Library folder stores contact info, 37
mailing labels, print them, 120
My Card, 111
page proxy icon in, 28
photo, add to a card, 110
pocket address book, print pages for, 120
preferences, 118-119
printing, 120
privacy, make your own card private, 111
Safari, put Address Book in Bookmarks Bar, 123
search, 116
select more than one name, 250
sharing
share someone else’s Address Book, 119
share your entire Address Book, 118—119
show all contacts, 116
Smart Groups, 115-116
Spotlight search, 116-117
subscribe to someone’s Address Book, 119
template for cards, change it, 112
vCards
what are they? 109
how to send them through iChat, 252
how to send them through Mail, 251
web sites in, go to, 123
your card, 111

Admin, Administrator

who is it? 308, 395

can create more than one, 309, 319
delete a user, 330—331

forgot your Admin password, 411
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Admin, Administrator, continued
Keychain Access uses your
Admin password, 418
password, where it came from, 308, 395-396
short name, where it came from, 395
Adobe InDesign
drag files into, 255
this book designed in, 460
Wills, Jennifer, InDesign Magazine
cover designer, 296
AirPort
AirPort Express, 189
cards for networking in a small office, 372
aliases
what are they? 431
burn folders automatically create aliases, 212
make an alias
using a keyboard shortcut, 431
using the page proxy, 253
Sidebar items are aliases, 12—13
ampersand options, 236
Apple ID, what is it? 394.
Apple menu
where is it? 4
Dock options, 260—261
Log Out, 308
Restart option, 405
System Preferences, 274
application menu
where is it? 4
preferences for applications, 53
Quit command in, 52
applications
active application, which one is it? 5
common elements of, 52—62
Action button, 55
albums, 55
Application menu, 52
bookmarks, 55
collections, 55
cut, copy, paste, undo, 52
drawers, or sidebars, 55
Edit menu, 52
File menu, 52
Help files, 55
mailboxes, 55
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Open dialog boxes, 55

playlists, 55

preferences, 53

preview before printing, 55

Save dialog boxes, 55

search, 55

sidebars, 55

Smart Folders of different sorts, 55

toolbars, 53

windows, 52
common tools in

Character Palette, 236

Colors panel, 238

Fonts panel, 234

Speech, 239

Spell Checker, 230-233
contextual menus in, 43
Dock, add an application to the Dock, 50
drag-and-drop between apps, 249—255
force quit an application, 404
move text from one app to another, 250
open a document in a different application, 254
open an application

from a Finder window, 14

from the Dock, 20
open favorite applications on startup, 321
parental controls to limit available

applications, 328

preferences

delete preferences file, 406

open the preferences from the application

ment, 53

stored in Library folders, 37
quit the active application(s), 245
switch between applications, 244—245
windows in applications, 52

Applications folder

contents of this folder, 50
keyboard shortcut to open, 50
where the original folder is stored, 36

Arrow keys

select columns in Finder windows, 46
select different areas of a dialog box, 44—45
symbols for, 24, 433

Atom as an RsS feed, 143



attachments
send and receive through iChat
and Bonjour, 252, 253
send and receive through Mail, 100-103
send and receive through Notes in Mail, 99
audio chat with one or more people, 166—167
Auto-Click feature in Safari bookmarks, 144
AutofFill feature in Safari
delete saved user names, passwords,
and forms, 128
fill in forms and passwords online, 128
prevent AutoFill from filling in forms, 136
where it gets the information, My Card, 111

B

Back and Forward triangles in Finder windows, 11

backups
Address Book data, 122
before installing a new OS, 391
iCal calendars and data, 156
portable hard disk for backups, 391
Time Machine to backup your drive, 353-360
Bahnson, Jeanne, 86
Baykal, Caner, 287
birthdays
add field to Address Book, 112
automatically add to iCal, 159
Birthday field in Address Book, 112
Birthday group in Address Book, 115-116
block pop-up windows in Safari, 128
blogs
example of one, 142
rSs feed for, 138
what are they? 142
Bluetooth, keyboard and mouse preferences, 275
Bonjour
display the iTunes song you're listening to, 189
screen share with, locally, 383—385
send an attachment through iChat, 253—254
share files locally, 378—379
bookmarks. See also Safari/bookmarks
in pvD Player, 214
in Preview, 199

browser. See Safari

burn discs
burn a ¢D of music from iTunes, 186
burn data discs, 212
Burn Folders, 212—213
buttons
blue, 29
green, 9
red, 9, 29
yellow, 9

C

cables
Ethernet cables for networking, 372
FireWire port icon, 412
calculator widget, 283
calendars. See also iCal
iCal widget, 282
CDs
burn a cp
how much space is available, 213
of data, 212-213
of music from iTunes, 186
disc won’t come out, 389
eject an unburned CD, 213
how much data a cp holds, 212
icon appears in Sidebar, 34
icon doesn’t appear on the Desktop, 262
music cDs
burn a music cb, 186
import songs into iTunes, 183
print a cD cover, 188
Character Palette, 236-237
checkmark in Window menu, 29
check spelling, 230-231
clean install, how to do it, 391
client-server network, 373
Collections
FontBook, 221
Fonts panel, 235
Safari bookmarks, 131
RSS feeds, 140
color labels, 264, 267, 431
Colors panel, 238

Index
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Column View in Finder windows
how it works, 16—17
delete the icons, 271
preview column, show or hide it, 271
resize columns, 16
resize the text, 271
select multiple files in, 38
Command key
symbol for, 24, 433
select multiple items with, 39
select non-contiguous text, 69

Complete command, 62

Computer level icon in the Sidebar,
hide or show it, 265

Connect to Server from the Go menu, 375—-378

contextual menus
how to find and use them, 42—43
Action button in Finder window

does the same, 43

correct spelling, 43, 233
disconnect from a server, 385
Dock options, 261
eject an unburned cp, 213
labels, apply or remove them, 264
on the Desktop, 42

contiguous, 39

Control key
contextual menus with, 42
symbol for, 24, 433

crossover cables, 372

customize
the Desktop, 273
the Dock, 260
the Finder, 262—265
Finder windows, 266—270
the installation of Leopard, 392—393

D

Dakota the Wolf, 255

Dashboard, 282-288
example of the Dashboard, 282
open Dashboard, 282, 284
close it, 285
icon in Dock, 284
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keyboard shortcut, change it, 288
two-button mouse to open Dashboard, 288
Widget Bar
example of on the screen, 282
hide or show the Widget Bar, 284,
show other widgets in the Bar, 282, 284
widgets
what are they? 282, 283
add widgets to Dashboard, 282, 284
close (remove) widgets from Dashboard, 284
display more than one of a widget, 287
enter data; be sure to hit Enter key, 285
flip widgets over, 285
how to work with widgets, 285—286
info button, how to use it, 285
iTunes widget, 286
organize widgets on the screen,
move them, 284
remove widgets from Dashboard, 284
see more widgets that are installed, 284
three different kinds of widgets, 283
tile puzzle, change the picture, 287
visual clues in widgets, 286
X next to a widget, 284
Date & Time preferences, 278
Davis, Nancy, 85
deselect an item from a group, 39
Desktop
active Desktop, 431
alphabetize the icons, 273
change the color or image, 277
contextual menus on the Desktop, 42
Finder runs the Desktop, 4
folder for Desktop, 7
go to the Desktop, 5
icons on the Desktop, get rid of them, 262
keyboard shortcuts to navigate, 46
map of the Desktop, 4
preferences for the Desktop, 277
Desktop @7 Screen Saver preferences
require a password to wake from
screen saver, 422
use iTunes album art, 189
use RSS feed, 146
Diagnostics button in Network preferences, 367



dial-up Internet connection
do not download updates in background, 410
having problems making a connection, 365
Dictionary
pane can appear in text, 241
set parental controls on, 327
widget, how to use it, 286
disclosure triangles, 28, 44, 59
disk image, .dmg, 330-331
disks. See also CDs and DVDs
boot from a cp with a system on it, 396
DVD or CD won't come out, 389
FireWire
hard disk for backups, 391
icon for FireWire port, 412
unmount before you disconnect, 399
utilities for, 396
Disk Utility, 396
.doc files
make them open in Word, 58
save as Word files in TextEdit, 59
TextEdit opens them by default, 58
Dock
where is it? 4, 21
how to use the Dock, 20
add applications to the Dock, 50
add items to the Dock, 20—21
animate icons as they open, 261
blue light beneath icons, 20
customize the Dock, 260—261
disappeared, it’s gone!, 260
fax icon in the Dock, 303
Finder icon in the Dock
open new windows, 6
relaunch the Finder, 405
hide and show the Dock, 21, 260
hover your mouse to make labels appear, 20
icons in the Dock
what each one represents, 20
blue light under icon, 20
bounce up and down, or not, 260
magnify the icons, or not, 260
Mail icon displays a red number, 77
minimizing options, 260
missing Dock, 21

Index

open minimized windows, 9

opens apps and documents, 20
rearrange the icons in the Dock, 20
remove icons from the Dock, 21
resize it, resize the icons, 261
spring icon in the Dock, 20—21, 251
stacks, also called folders, 20

switch applications by clicking on the Dock, 244

Trash icon, how to use it, 22

web location icon, 251, 431

yellow button to minimize windows, 9

change the way windows minimize, 260

documents

add a document to the Sidebar, 13

application opens when document opens, 14

icon of a document, example of, 14

make an alias of an open document, 253

make an copy of an open document, 253

open a document, 14, 15, 17

from the Dock, 20

preview document info, 17

send a document through iChat, 253

send to someone else through email, 254

unsaved changes, visual clues for, 29
Documents folder

what is it for? 7

iChats folder holds recorded chats, 177

stack in Dock, 20

Web Receipts folder in to save receipts, 219
dots

in red button of document window, 29, 253

in Window menu, 29

red dots under words, 232
Downloads folder

what is it? 7

also called a stack, 20, 103

for Mail attachments, 103

Home folder, access to it, 6
drag-and-drop

tip for making it work better, 249

what you can do with it, 249—255
drawers, or sidebars, 54
Drop Box, 322, 377
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DVD Player
adjust video color, sound, and zoom, 215
bookmarks, create and play them in a DVD, 214
clips, create them in a DVD, 214—215
disc image, create your own, 216
play a movie in the Dock, 216
DVDs
burn data onto a DVD, 212
disc won’t come out, 389
DVD icon appears in Sidebar, 34
how much data a pvp holds, 213
icon doesn’t appear on the Desktop, 262

E

Edit menu

common features in, 52

Complete, 62

Find, 60

Paste and Match Style, 61, 249

Special Characters, 236—237

Speech, 239

Spelling, 230
eject

an untitled cp, 213

a server to disconnect, 385

eject a CD or DVD, 34—35

eject symbol in the Sidebar, 34, 35
Elizabethan musical instruments, 341
email. See Mail
empty the Trash, 21
encrypt your Home folder, 426
Energy Saver preferences, 422
Enter key, symbol for, 24, 433
Escape key (esc), symbol for, 24, 433
Ethernet cables for networking, 372
Evans, Miss Dana, 26
Exchange server, 74
Exposé to manage your windows, 40—41
extensions

what are they? 44, 432

always show them, 265

.doc, 58, 59

hide or show from Save As dialog box, 44

.textClippings, 250

.webloc, 251, 432
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F

favorites
collection in the Fonts panel, 235
servers to connect to, 377
styles in TextEdit, 61
fax to or from your Mac, 302-305
cover page, add one, 303
Dialing Prefix, 303
fax icon in the Dock, 303
fax numbers, must be labeled properly, 304
phone cable is needed, 302
receive a fax on your Mac, 305
send a fax from your Mac, 302
send a fax directly from the document, 218
file extensions
what are they? 44, 432
always show them, 265
file formats
save a file in another format
graphic files, 209
text files, 59
file information in metadata, 339
File menu, common features in, 52
file permissions, 323
file sharing
Bonjour, share files locally, 378—379
iChat
iChat Theater to show files, 172
iChat, share files globally, 252—253
page proxy, use to share files through iChat or
Bonjour, 253
Public folders, share files through, 322
screen sharing, 380-385
set permissions for shared files, 323
Share folder, share files through, 322
simple networking, 372—377
Target Disk Mode, 372, 398, 412
FileVault, set it up, 426—427
find
find any file on your Mac. See Spotlight
find text on a Safari web page, 127
find text on a word processing page, 60, 70

find and replace, 60
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Finder resize text size of labels, 267
customize it, 262—265 show icon preview, 267
Desktop, customize icons and text, 273 keyboard shortcuts to navigate, 46
go to the Finder, 5 List View
icon in the Dock, 4 alphabetize or sort columns, 270
icons on the Desktop, get rid of them, 262 calculate folder sizes, 268
labels files and folders, 264 organize items by different columns, 270
map of the Finder, 4 resize and rearrange columns, 270
menu bar says “Finder,” 4 resize icons, 268
preferences for the Finder, 262—265 resize text labels, 268
Advanced options, 265 triangles next to folders, 15
General options, 262—263 use relative dates, or not, 268
Labels, 264 move Finder windows, how to, 8
new Finder windows open your choice open...

of folder, 262 more than one window, 7
open folders in a new window, 263 to a new, separate window, 7, 9

show or hide items on the Desktop, 262 to a new, separate window every time, 263

spring-loaded folders, 254, 263 to the folder of your choice, 262

relaunch the Finder, 405 preview of images in windows, 16—17

runs the Desktop, 4 Quick Look button in, 8
search with Spotlight, 344347 red button, 9
Finder windows resize windows, how to, 5, 9
Back and Forward buttons, 9 Sidebar, 12
button in upper-right of window, 9 Smart Folders, 347—348
calculate folder sizes, 268 Spotlight search in, 335, 344—347
Column View triangles in, 15
overview of, 16—17 view buttons, 14
hide all icons in the columns, 271 views of
resize text, 271 Column View, 16—17
resize the columns, 16 Icon View, 14
turn off preview column, 271 List View, 15
create new folders in, 11 yellow button, 9
examples of Finder windows finger, 397

on Desktop, 4
with callouts, 8
without Toolbar or Sidebar, 9

FireLite portable hard disk, 391
firewalls, 416

; ) } FireWire

Exposé, use it to manage windows, 40 camera for video conference
green button, 9 must be FireWire, 168
Hide/Show Toolbar and Sidebar, 9 FireWire symbol, 412

Icon View

hard disk for backups, 391
symbol for FireWire, 412
target disk mode for transferring files, 412
unmount before you disconnect, 399
Fkeys (F9, F10, etc.), 24.
fnkey, 24

customize it, 266—267

align icons automatically, 267

color the window or put a photo in it, 267
display information about some files, 267
keep icons arranged by, 267

move labels to the right or bottom of files, 267
resize icons, 267
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folders
add a folder to the Sidebar, 13
burn folders, 212—213
calculate folder size in List Vew, 268
contextual menus on folders, 42
create your own folders, 10
Home folders, descriptions of, 7
items in folders, how many are there, 267
open a folder, 10
in Column View, 16—17
in Icon View, 14
in List View, 15
remove a folder from the Sidebar, 13
rename a folder, 11
save a document into a particular folder, 253
spring-loaded folders, 254, 263
Font Book, 220-223
Collections, make or disable, 221
disable fonts you don’t use, 221
install fonts, 220—221
fonts
disable fonts you don’t use, 221
Fonts folders, 37
install fonts, how to, 220
preview fonts you have installed, 220, 234
preview fonts you have not installed yet, 220
stored inside Library folders, 37
Veer.com, source for fonts, 460
Fonts panel, 234-235
Action menu options, 235
Character Palette, 236—237
Collections, 235
Colors panel in, 238
effects, 235
if they’re missing, 234
Favorites, 235
hide or show the preview, 234
preview fonts, 234
shadow effects for text, 235
tool tips in Toolbar, 26
Typography option in Action menu, 235
force quit, 404
forms, fill in PDF forms, 206
Forstat, Brian, 192
ftp may need short name, 312
function keys, Fkeys, 24
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G

gear icon
Action menu, 55
on Address Book groups, 115
on folders, 347—348
on mailboxes, 89
globe icon for local network, 376
glyph, whatisit? 236
Go menu, Connect to Server, 375
Google.com
find a word on a web page, 350
Google search field in Safari, 129
SnapBack feature, 128
Grab utility for screenshots, 207
grandkids
advantage of separate users for them, 308—309
parental controls, 324
passwords, easy or none, 315
Simple Finder for young users, 328—330
override the Simple Finder, 329
graphic files show pixel size in Finder windows,
267
gray commands in menus, 25
green button in window title bar
in iTunes, 187
resize the window, 9
greendot
in Mail window, 105
on Address Book card, 123, 177
grid underlying Icon View and Desktop, 267
group files together, 39

H

Haney, Brianna Nora, 222
hard disk
file size of your hard disk, 426
free space on hard disk, how much? 426
hard disk icon
doesn’t appear on the Desktop, 262
remove it from the Sidebar, 265



help?
Address Book contacts won't appear, 116
can’t make changes in a document, 323
colored bars on files and folders (labels), 264.
disk (DVD or cD) won’t come out, 389
Disk First Aid, 396
disk icons don’t appear on the Desktop, 262
Dock
accidentally lost the application icon, 50
icons are too small or too big, 260
lost the Dock; it disappeared, 260
replace an application, 50
folders pop open all by themselves, 263
font or size won’t change, 234
forgot your Admin password, 396, 411
formatting won’t apply, 70, 79
Help files, how to find them, 30
if your Mac won't boot up, 396
Internet, troubleshooting help, 366—-367
keys repeat across the screen, 276
.Mac Learning Center, 30
Mail
bold, italic, etc., doesn’t appear, 86
Connection Doctor, 370
menu commands are gray, 25
passwords, if you forgot them, 396
PDFs, cropped image appears uncropped
when file is reopened, 197
preferences file, how to delete, 406
printing, text prints really tiny, 70
relaunch the Finder, 405
Repair Disk Permissions, 396
report crashes to Apple, 411
Safari Bookmarks Bar, tiny square, 144
save changes in a document, can’t do it, 323
Simple Finder is on, override it, 329
support pages from Apple, 30
System Preferences won't let you
change them, 274
test on another user, 410
text stretches the entire width of the window, 70
Trash warning, get rid of it, 265
update your software, 410
utilities for all sorts of things, 396
warning before emptying Trash, off or on, 265

Index

Help files
keyboard shortcut for, 54
where to find them, 30
hide the active application(s), 245
Hoefler Text and Ornaments, 236
Home
Downloads folder in, 7
file size of your Home folder, 426
FileVault, use it to protect your Home, 426—427
folders in your Home window, 6—7
icon for Home, where is it? 5
open new windows to your Home folder, 262
users, where each user is stored, 36
view Home in column view, 36
where are all those folders really stored? 36
whose Home is it? 6
Hotmail webmail, 370
hot swap, 399
house icon in window title bar, 6
hover your mouse
over the Dock to see labels, 20
to display tool tips, 26
to open spring-loaded folders, 254
How to Change the World, 142
hub for networking, 372-373

iCal, 150-159
Address Book or Address panel,
how to open it, 252
attendees list
add names and addresses to it, 159, 252
icon indicates attendees, 153
backup the entire calendar, 156
Birthdays calendar, how to create it, 152, 157
calendars
create new ones from Mail, 96
create new ones in iCal, 150
events, create, 153
example of calendar, 150
groups, organize calendars, 151
invitations, respond to, 155
Month, Week, or Day views, 153
multiple day events, 153
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iCal, continued

notify attendees of an update, 150
overlapping events, display them, 150
preferences, 152

print lists, events, details, phone numbers, more,

158
publish calendars, 154
automatic notifications, 154
notify attendees of an update, 150
recurring events, 153
Send button, 252
set an alarm, 150
subscribe to calendars, 157
To Do list, 154

iChat, 163-178

Address Book data is used, 111
AIM account for screen name, 162
attachments, how to send through iChat,
253—254
audio-chat
mute the sound, 167
one-way audio-chat, 166
requirements for multiple chat, 167
with one other person, 166
with up to ten people, 166
backgrounds, add behind your image, 171
Bonjour
screen share locally, 383—385
share files locally, 378—379
Buddy List
create it and add Buddies, 161
multiple telephone icons in, 166—167
multiple video camera icons in, 168
override your buddy’s image, 177
camera icons in Buddy List, 168
chat
audio-chat with one other person, 166
one-way audio chat, 166
text-chat with one other person, 165
video-chat with up to three other people,
168-170
effects for video, 170
email a Buddy, 177
file share through iChat, 253—254
green dot
in Mail window, 105
on Address Book card, 123, 177
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group text chat, 165
iChat Theater, 172—173
iTunes, let others know what you're listening
to, 181
Jabber users, 162
.Mac account for screen name, 162
photos of Buddies
add to iChat through Address Book, 110
use iSight to take a photo, 177
record the chat, 176—-177
Rendezvous, 174-177
screen name—how to get one, 161
screen sharing through, 383—385
search chat logs, 339
send a document through iChat, 253
send files to Buddies, 252—253
set up iChat, 161
text-chat with one other person, 165
video-chat
three- or four-way video chat, 168—170
video camera needed, 168
icons
are small pictures, 14
alphabetize them
in a Finder window, 267
on the Desktop, 273
are too small or too big
in Finder windows, Icon View, 267
in Finder windows, List View, 268
in the Dock, 260
on the Desktop, 273
arrow in left corner, 253
delete them from the List View, 271
Icon View of Finder windows
customize it, 266—267
add photo to the background of the window, 267
colorize the background, 267
examples of icons in, 14
keep icons arranged, 267
reposition the labels, 267
resize the icons, 267
resize the text, 267
select multiple files in, 38
show extra information about some files, 267
show previews of image icons, 267
iDisk icon, 34,265



InDesign application
drag files into, 255
this book was created in, 460
Wills, Jennifer, InDesign Magazine
cover designer, 296
Info window
what is it? 432
Burn Folder storage available, 213
file sizes of Home or hard disk, 426
Inspector window for multiple files, 269
keywords, add to files for searching, 341
permission settings, 323
ink cartridges, buy them for your printer, 297
Inspector window for info on files, 269
install fonts, 220-221
install Leopard on your Mac, 388—-395
Administrator account, 394—395
Apple 1D, 394
archive your existing OS, 390
clean install, 391
custom install, 392
DVD installation disk
files on it, 388
restart from the bvD, 388
DVD is stuck in the Mac, 389
erase your disk and install Leopard, 391
format hard disk before installing, 391
for the first time, 390
languages
choose one for your system, 389

delete ones you don’t use before installing, 392
migrate files from your old Mac to your new one,

397-404
network setup, 394
options for installation, 390—391
password

reset password, 396

set it up, very important, 394—395
printer driver files, don't install them all, 392
quit, if you need to during installation, 389
reformat your disk and install, 391
restart l(eeps using DVD or CD, 389
Setup Assistant basics, 393

Index

transfer files from your old Mac
how to transfer iTunes songs, 398
using the migration feature, 397—403
various other methods of transferring, 400
upgrade your existing OS, 390
VoiceOver option, 393
Internet
cable or DSL sometimes connect themselves,
366—367
create a new connection, 367
dial up
change settings for, 364—365
preferences for, 364—367
troubleshooting help, 366—367
Internet Service Provider (ISP)
SMTP settings for, 369
troubleshooting help, 366—367
iPhone
add photos to Address Book contact, 110
ringtones, buy customized ones from iTunes,
185
save PDF to iPhoto, open in iPhone, 218
iPhoto
add email attachments to iPhoto, 101
share photos through iChat Theater, 173
iPod
don’t plug it in to a new system, 398
icon will appear in Sidebar, 34
transfer Address Book to, 123
transfer iCal data to, 159
iSight camera, 168
iTunes, 180-190
album art, display or print it, 181
arrow next to Playlist, 183
buy music through iTunes Music Store, 183
deauthorize the computer, 398
Equalizer button, 180
iChat, let others know what you are
listening to, 181
import songs, 183
iPhoto uses songs for slideshows, 181
Library, 180
Music Store, 183
account to purchase music, 189
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iTunes, continued
Playlists
arrow next to Playlists, 183
burn a cp of a Playlist, 186
create a Playlist, 185
play music, 180
print a cD cover or list of songs, 181
ringtones for iPhones, 185
share your music with other computers, 183
share your Playlists on the Music Store, 183
Smart Playlists, 185
sound quality, adjust it, 183
Source pane, 180
visual effects from music, 185
widget for iTunes, 286
wireless connection to stream songs, 189

J

Jabber, talk with iChat users, 162
Jane the Bassett Hound, 255
junk mail, 81

K

Kawasaki, Guy
How to Change the World, 142
Truemors, 141, 145
Kerberos, 416
Keyboard & Mouse preferences, 275
keyboard shortcuts
Finder search, 345
Fkeys and shortcuts, 24
how to use shortcuts, 24—25
Info window, 341
Keyboard & Mouse preferences, 46, 275
modifier keys for, 24
Open or Save As dialog boxes, 44
overview of, 24—27
Spotlight menu and window, 334, 338
symbols for modifier keys, 24
to access menus and commands, 4.6
to select files in windows, 44—45, 46
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Keychain Access
password for Keychain Access, 425
password to wake your Mac, 422
protect the files on your Mac, 424—425

L

labels
what are they? 431
apply or remove a label to a file, 264
change the label names, 264
organize the icons in Finder windows
by labels, 267
organize the icons on your Desktop
by labels, 273
language options at login window, 316
laptops
control Fkeys, 275
restart with Power button, 405
trackpad preferences, 275
Library Angels, 207
Library folders, 7, 37
List View in Finder windows
how it works, 15
alphabetize, or sort, the information
in columns, 270
calculate file sizes, 268
relative dates, 268
reorganize information in, 15, 270
resize and reorganize the columns, 270
resize the icons, 268
resize the text labels, 268
select multiple files in, 38
locked file, change permissions on, 323
lock your Mac screen, 422
log in and log out
how to do it, 317
why log out? 308
log in automatically, 308, 314, 317
login options, 314—315
password doesn’t work, 315
symbol in the password field, what is it? 315
lookup, 397



M

.Mac account
screen name, how to get one, 161
share Address Books, 118—119
Macintosh HD
icon on the Desktop is the same
as in the Sidebar, 35
Sidebar shows icon for, 34
Mac OS Extended (Journaled), 391
Mac the Pitbull, 255
Mail
accounts
account info, 369
edit your account, 77, 369
Incoming Mail Server, 75
set up a new one, 74—77
Address panel, 105
attachments
add by page proxy, 254
download an attachment, 101—103
save attachments into iPhoto, 101
send an attachment, 100—101
send in a Note, 99
send through Bonjour instead, 378
send through iChat instead, 252
blurb at bottom of messages, signature, 86
bold, italic, etc., doesn’t appear, 86
brown messages, 81
Buddy Availability column, 105
Colors panel, 238
columns, add more, 105
Complete command, 62
compose a message, 78
Connection Doctor, 370
Dock icon has a red number, 77
Downloads folder, change it, 103
email web page or link from Safari, 132
Exchange account, what is it? 74
exclamation points, what are they? 80, 104
filter incoming messages, 85
filters (Rules), 89
finish typing words automatically, 62
Fonts panel, 234

free webmail account like Yahoo or Hotmail, 370

green dot in window, 105, 177

Index

group mailing list, send to everyone, 120
Hotmail account, 74

images from Preview, 193

IMAP account, what is it? 74

Incoming Mail Server, 75, 369
integrated with, 105

junk mail, delete it without seeing it, 81

.Mac account, 74

Mailboxes drawer, 77
mailing labels, 120
move or copy text without cut-and-paste, 249
Notes, 98—99
organize mail with mailboxes, 77
Outgoing Mail Server, 369
password, 369
POP account, what is it? 74
prioritize messages, 104
read messages, 77
red dots appear under words, 232
RSS feeds, email a link to someone, 146
Rules, how to create them, 85
Rules vs. Smart Mailboxes, 89
search messages and headers, 336
send a message, 78
signatures, 86
add an image to a signature, 87
add Signature menu to window, 87
create a signature, 86-87
example of in message window, 86
menu in a message window, 87
slideshow of attachments, 101
Smart Folders, 89—91
Smart Mailboxes, 89—91
SMTP, 370
sort incoming mail, 85
spell checker, 230
spoken messages: have email read aloud, 239
Spotlight and Smart Mailboxes, 336—339
stationery, how to create it, 82—83
styles, 61
text clipping of text on a page, 250
To Do items, 92—97
troubleshoot your account, 369
user name, 369
users have their own, private mail, 309
Yahoo account, 74
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Master password in FileVault, 426-427
Maximus the Rotweiller, 255
Maxwell, Sarah, 252
Meilander, Amy, 82, 252
menu bar
where is it? 4
access menus without the mouse, 46
name of user in right corner, 318—319
padlock icon in the menu bar, 422
status icons in the menu bar,
how to put them there, 279
menus
access menus without the mouse, 46
gray vs. black commands in menus, 25
Help menu, 30
item has a checkmark, 29
make menus go away, 25
symbols in, 24, 433
mermaids in Bermuda, 379
metadata, what is it? 340
Microsoft
Hotmail webmail, 370
Qwest broadband, in cahoots with, 370
Word files
open in TextEdit, 58, 254
open in Word, change default to, 58
save as Word file in TextEdit, 59
migrate your files, 397-404
after migrating, check your files, 399
other ways to transfer files, 400
unmount before you disconnect, 399
what it transfers, 397
what you need before you start, 398
Migration Assistant, 397-404
modifier keys
change their functions, 275
symbols for, 24
mouse
hover it
how to, 26
over Dock to see labels, 20
to open spring-loaded folders, 254
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preferences for, 276
two-button mouse
Dashboard options, 288
Exposé controls, 40
open contextual menus, 42
Movies folder, 7
multiple users. See users
Music folder, 7

N

name your Mac for file sharing, 373
Nelson, Lew, 168
network diagnostics
Network Diagnostics tool, 367
Network preferences, 364—367
Network Utility, 397
network your Macs, 372-379
Connect to Server, Go menu, 375—378
connect your Macs with cables, 372
create favorite servers for quick connections, 377
disconnect from a server, 385
Ethernet cables for networking, 372
file sharing, turn it on, 373
name your Mac, 373
network icons
for individual volumes, 376
Shared, in the Sidebar, 34
password—it doesn’t want YOURS, 375
peer-to-peer network, 373
Personal File Sharing, turn it on, 373
servers, 373
create favorite servers, 377
disconnect from a server, 385
Sidebar icons, hide or show them, 265
newspaper, create your own customized, 143
Notes in Mail, 98-99



O

online forms, fill in automatically, 128
Open dialog boxes

search for files within, 351
Spotlight search in, 351

Option key

symbol for, 24, 433

use in copying documents, 253

use in copying one column of text in Preview, 204
use in copying text, 249

use in Dock menus, 404

use in resizing columns in Column View, 16

orange arrows in Safari fields, 129
Outgoing Mail Server,
ownership and permissions, 323

padlock icon in menu bar, 423
page proxy, tiny icon in title bar, 253—254
Page Up and Page Down keys

symbols for, 24, 433

parental controls

overview of and where to set, 324—329
in Safari, 137

partition your hard disk with Disk Utility, 306
passwords

Administrator password, 417
forgot your Admin password? 396, 411, 417
no password assigned, 395, 417
set it up on installation, 395-396
where it came from, 308
blank passwords can be used, 312, 395
case-specific, case-sensitive, 312, 418
forgot your user password? 396, 411
help for good passwords, 312
hints for user passwords
add one, 312, 395
when they appear, 316
lock your Mac, require a password to unlock,
422
login password, 418
login password doesn’t work, 315

Index

Master password, 426—427
no password assigned, 395, 411
online, fill in passwords automatically, 128
on your Mac
Administrator password, 395, 417
Keychain Access password, 425
login password, 426
login passwords for users, 312
Master password, 426—427
PDFs, password-protect them, 217
require a password to wake your Mac from sleep
Or a screen saver, 422
reset your password, 396, 411
user passwords
Admin password is user password, 395, 418
if you forget yours, 396, 411, 418
Paste and Match Style, 61, 249
PDFs
what are they? 217
create a PDF, 217—218
annotate a PDF, 200—201
bookmark multi-page documents, 199
copy text from a PDF page
to paste in another document as editable, 204
to paste in as a graphic, 204,
crop PDFs in Preview (non-destructive), 196-197
fax a PDF
from your Mac, 302—-305
straight from the document, 218
forms, fill in PDF forms, 206
iPhoto, save a PDF to, 218
links, create them in TextEdit, 68
open a PDF in Safari, 132, 254
password—protect a PDF, 217
PDF-X, save as, 218
save PDF to Web Receipts folder, 219
search a PDF, 198
view PDFs in Preview, 194
peer-to-peer network, 373
permission settings in Info window, 323
Personal File Sharing, turn it on, 373
phone cable to fax from your Mac, 302
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photographs

automatically add attached photos to iPhoto, 101

crop a photo in Preview, 195
display icon previews, 267

make icons larger so you can see them easily,

267

preview an entire folder of photos, 192
printing to glossy photo paper, 296
send a photo to someone in iChat, 252
send as attachments in Mail, 100
show pixel size in Finder windows, 267
use photos in

Address Book contact card, 110

Desktop background, 277

email signatures, 87

login picture, 313314

stationery in Mail, 82—83

window background, 267

Pictures folder

Desktop background from Pictures folder, 277

in your Home folder, 7
ping, 397
pop-up windows on the web, block them, 128
Portable Document Format, 217
port scan, 397
preferences. See also System Preferences
example of how to use, 53
files are stored in Library folder, 37
find them in the application menu, 53
preferences file, how to delete, 406
users each have their own preferences,
preview
documents before printing, 240
files in Finder window, 16
fonts that are NOT installed yet, 220
fonts that have been installed, 221, 234.
Preview application
annotation tools for PDFs, 200—201
bookmark files to open quickly, 199
Crop Box, 197
crop PDFs (non-destructive), 196-197
email images from Action button, 193
Media Box, 197
notes, add to a PDF, 200—201
Oval Annotation tool, 200—201
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PDFS
annotate a PDE, 200—201
copy text as editable or as a graphic, 204
Crop a PDF, 196—197
forms, fill in PDF forms, 206
search a PDE, 198
red ovals on a page, 201
slideshow of images or pages, 193
Text Annotation tool, 200
tool tips in Toolbar, 26

Previous System folder, 390
Print & Fax preferences

check the Print Queue, 298
fax specifications, 305
supplies, 297

printing

default printer, choose one, 294

delete, hold, or resume jobs, 298

glossy photo paper, 296

ink cartridges, buy them for your printer, 297

paper choices, quality choices, 296

print:
cD jewel case inserts with album art, 188
mailing labels, envelopes, contact lists, 120
To Do lists, events, calendars, more, 158

printer name and checkbox is gray, 294

printing isn’t working, 298

Print Queue dialog box, 298

share your printer with other Macs, 299—300

software needs to be installed, 296

special features of the printer, 296

special features of your software, 297

supplies, 297

text prints really tiny, 70

privacy

Address Book: make your own card private, 111

Safari: private web browsing, 136

Spotlight: prevent folders from being searched,
338

Public folder, 322

access the Public folder through network, 377

puzzle widget, change the picture, 287



Q

Quick Look
button in toolbar, 8, 19
keyboard shortcuts for, 19
show preview of any file, 19
Time Machine, view Quick Look, 360
view found items after a search, 344
quit
active application(s), 245
force quit an application, 404
Qwest broadband, 370

R

“Read only” files, 323
Really Simple Syndication, 125
red button
closes the window, 9
has a dark dot in it, 29, 253
red dots under words, 232
Reilly the Briard, 255
relaunch the Finder, 405
rename a folder or file, 11
Rendezvous, changed to Bonjour, 378-379
report crashes to Apple, 411
reset passwords, 396
resize
columns in Finder window, 16
cropped area of a PDF, 196
cropped area of a photograph, 195
Finder windows
drag the corner, 8
with green button, 9
panes, 28
preview in Print dialog, 158
rows and columns in a table, 67
Sidebar, 8
restart
can’t because disk is stuck in the drive, 389
during OS installation, 389
laptops, use Power button to restart, 405
Return key
activates blue buttons, 44
symbol for, 24, 433
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Riley, Barbara, 82
ringtones in iTunes, 185
Ritter, Roth, 168
RJ11 phone cable, 302
Rosetta the Golden Doodle, 19, 287
router for networking, 372—373
RSS feeds
what does rss stand for? 125
“All rss Feeds,” 139
Article Length slider, 138, 141
Atom as an Rrss feed, 143
Auto-Click checkbox, 144
bookmark your favorite feeds, 143
Collections pane, make your own folders, 143
color (highlight) unread articles, 145
customize the information display, 141
default reader, choose it, 145
directory of rss feeds, find one, 142
display a full article, 141
display the rss feed page, 142
existing feeds supplied by Apple, 139
experiment with feeds, 139-141
“Mail Link to This Page,’ 146
number next to feed or folder, 140
open an Rss feed, 139
“Open in Tabs,” 140
organize the headlines, 141
preferences for rss feeds, 145
Really Simple Syndication, 125
remove articles, 145
RSS icon
in Bookmarks Library, 139
in the address bar, 142
on a web page, 143
screen saver, use RSS feeds as, 146
search a directory for feeds, 142
send a link to a friend, 146
sort the headlines, 141
tab, open each feed in a tabbed page, 144
updates, set time for updating, 145
“View All rss Articles,” 140
view an Rrss feed, 142
XML as an RSS feed, 143
ruler in word processor, 64
Run Full Finder, 329
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S

Safari

Address Book, put it in Bookmarks Bar, 123
Auto-Click feature, 144
AutoFill feature, 128

enable private browsing to prevent autofill, 136

uses data from your card in Address Book, 111,

147

block pop-up windows, 128
bookmarks

how to make and organize them, 130

bookmark an rss feed, 143

parental controls, limit bookmarks, 137
Bookmarks Bar

Address Book in, 123

Auto-Click checkbox, 144

pane to store bookmarks in, 140

square next to folder name, 144
Bookmarks Library, 131

advantage of; 131

Auto-Click checkbox, 144

make new folders/Collections in, 143

search the bookmarks, 131
Collections pane, 139

make new folders in, 143

RSS folders for you from Apple, 140
email an entire web page or a link, 132
enlarge size of text on web pages, 128
find a word or phrase on the page, 127
forms online, fill in automatically, 128
Google search field, 126, 129
integrated with, 147
orange curly arrow (SnapBack), 128
parental controls, 137
passwords online, fill in automatically, 128
PDFS, view in Safari, 132
pop-up windows, block them, 128
preferences examples

RSS feeds, 145

Tabs, tabbed browsing, 53
reduce size of text on web pages, 128
Reset Safari command, 136
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RrSs feeds
bookmark an rss feed, 143
mail link to a friend, 146
preferences for, 145
RSS icon in the address field, 142
view an RSS feed, 142
save page of search results, 128
save web page and all graphics on it, 133
search via Google, 126
SnapBack feature, 128
Spotlight search in Safari, 350
Status Bar, 126
tabbed browsing
Auto-Click checkbox, 144
how it works, 130
preferences for, 53
text, enlarge or reduce it, 128
web location file, make one, 251
Save As dialog boxes
save into a particular folder, 253
search for files within, 351
Spotlight search in, 351
TextEdit, save documents as Word files, 58
screen saver
iTunes album art, 181
preferences for, 146, 422
require a password to wake your Mac from the
screen saver, 422
Rrss feeds as a screen saver, 146
screen sharing, 380-385
screenshots
make them in Preview, 207
make them with keyboard shortcuts, 433
search
Address Book, 116—119
Finder, 344-347
Open dialog boxes, 351
Safari
search for a word or phrase on a web page, 127
search Google from a word or phrase on the
page, 350
search the bookmarks, 131
Save As dialog boxes, 351
search and replace in word processing, 60, 70
search the System Preferences, 279, 349
TextEdit, 350



Secure Empty Trash, 423
Secure Shell, 416
security features, 416-426
auto-login, turn it off, 314, 421
create another user, 311-316, 422
disable Restart, Sleep, Shut Down buttons, 315,
421
file permissions, 323
FileVault to encrypt your Home folder, 426
lock your Mac with a mouseclick, 422
passwords
require one to open or edit a PDE, 217
require one to wake up the Mac, 422
suggestions for good passwords, 312
Safari, private browsing, 136
screen saver, require a password to wake up, 422
Secure Empty Trash, 423
sleep, require a password to wake up, 422
Spotlight, privacy feature, 338
updates with Software Update, 416
vCard, make yours more private, 111
Security preferences
FileVault, 426—427
password, require one to wake up the Mac, 422
select
files in a window, 46
folders, 25
multiple files at once, 38
non—contiguous text, 70
text in a PDF to copy and paste, 204
serial number of your Mac, 396
servers
what are they? 373
create favorite servers for quick connections, 377
disconnect from a server, 385
Sidebar icons, hide or show them, 265
Services menu
how to use it, 256
speech for iChat or Safari, 239
Shakespeare, 216, 350
The Shakespeare Papers, 75, 126
Shared folder
in Simple Finder, 328
put files in to share, 322
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share files
between users on one Mac, 322
disconnect from server, 385
Personal File Sharing, turn it on, 373
Rendezvous for file transfer in a small office,
174-177
through Bonjour, locally, 378—379
through iChat Buddy List, 253
through networking your Macs, 372—379
through Screen Sharing, 380-385
through the Shared folder, 322
tips for making it easier, 385
share your printer with other Macs, 299—-300
Sharing preferences, 381
Shift key
select multiple items with, 39
symbol for, 24, 433
short name, 312,395
as name of your Home folder, 6
Show View Options, 266-271
Shut Down
emergency Shut Down, 405
show or hide the Shut Down button on login,
315, 421
Sidebar
where is it? 8
add or remove icons, 12—13
choose what appears in it, 265
icons in, described, 6-7, 8
icons on the Desktop, get rid of them, 262
is customizable, 12
missing in Finder window, 9
resize the Sidebar, 8
top portion of the Sidebar
what is it? 34
choose what appears in it, 265
eject symbol in, 34
hard disk icon, 34—35
Sidney, Mary, 82, 216, 350
Simple Finder, 328-330
override the Simple Finder, 329
Sites folder, 7, 322
Skia font, 236
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slideshows
Mail attachments slideshow, 102
Preview images slideshow, 193
Quick Look slideshows, 19
SmartDisk.com, 391
Smart Folders in Mail, 89—90
Smart Groups in Address Book, 115-116
Smart Mailboxes in Mail, 89—91
Smart Quotes in TextEdit, 63
SMTP, 369-370
SnapBack in Safari, 129
Software Update preferences
automatically update software, 416
check for updated software, 410
Spacebar
to open spring-loaded folders, 254
to play a DVD, 215
Spaces, 246-248
Speech option in TextEdit, 43
Speech preferences, 239
spell checker
contextual menu can correct spelling, 43, 232
how to use it, 230—233
learn spelling, 231
names, it thinks they are misspelled, 231
red dots under words, 232
Spotlight
overview of five views of Spotlight, 334
what does Spotlight search? 339
Address Book search, 116—117
categories, turn on or off, 337
field in the Finder window, 5
find categories like “music today,” 339
Finder search, 344—-347
add or delete parameters, 339
categories only search, 339
metadata search, 340
Smart Folders, 347—-348
Info window to add keywords, 341
keywords, add to files for searching, 341
Mail Spotlight and Smart Mailboxes, 336—339
menu bar icon, 4
metadata, expand your search, 339
Open dialog boxes, 351
open the folder that holds the selected file, 344
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preferences for Spotlight, 337—338
privacy; prevent folders from being searched,
338
Safari, 350
Save As dialog boxes, 351
search a particular disk or folder, 345
search System Preferences, 279
Smart Folders, 347—348
Spotlight menu
how to use it, 342—343
delete everything from the field, 343
keyboard shortcut
change it, 338
to open the menu, 334
Show All option, 343
Spotlight window
keyboard shortcut
to open the window, 334
change it, 338
open it from the Spotlight menu, 334
System Preferences, 349
Time Machine search, 360
web page text search, 350
spring-loaded folders, 254
customize how it works, 263
stacks
example of a stack display, 103
folders in Dock, 20
Starbuck, Joannie, 104
Startup Disk
option when installing, 389
use the utility, 396
stationery in Mail, 82—83
straight-through cables, 372
string, what is it? 433
style sheets in TextEdit, 61
switch for networking, 372—-373
symbols, modifier key symbols, 24, 433
System Preferences
how to open them, 274
alphabetize preference icons, 274
can’t change preferences? 274
global preferences vs. user preferences, 274
search field in window, 279
search for the preference you need, 279, 349



specific preferences:

Accounts
Login Options, 314
low-level security features, 421—422
multiple users, 311-316
parental controls, 324—329

Date & Time preferences, 278

Desktop & Screen Saver, 277, 422
rss feed as screen saver, 146
use iTunes album art, 189

Dock, 260

Energy Saver, 422

Exposé & Spaces
Dashboard keyboard shortcut, 288
Exposé prefs, 40
Spaces, 246—248

Keyboard & Mouse, 46, 275

Network, 364—367

Security, 422

Sharing, 381

Software Update, 410, 416

Speech, 239

Spotlight, 337-338

System Profiler, 396

T

Tab key
to select fields in dialog boxes, 4.4
to set tabs and indents in text, 64
tables in TextEdit, 67
talk to people through iChat, 166-167
Target Disk Mode
Apple says most Macs have it, 398
doesn’t involve the target Mac’s OS, 372
transfer files using, 412
Taylor, Laura Egley, 82, 205
Telnet may need short name, 312
Terminal, 396
text
create text clippings, 250
move it or copy it without cut and paste,
249-250
shadow, apply to text, 235

Index

textClipping file, 250
TextEdit

Colors panel, 238
Complete command, 62

.doc files, 58

email link on a page, create one, 68
favorite styles, 61
find text on the page, 60, 70
Fonts panel, 234-235
formatting, if it won’t apply, 70
integrated with, 71
links, web and email, 68
lists, automatically numbered, 66—67
move text or copy it without cut and paste, 249
page layout, how does the text look on the page?
70
page numbers, print automatically, 70
Paste & Match Style, 61
Plain Text, 70
printing
automatic page numbers, 70
text prints really tiny, 70
quote marks, 63
read text out loud to you, 239
red dots appear under words, 232
Rich Text, choose it, 70
ruler, show it, 70
save files as Word documents, 58
search and replace, 60, 70
shadow effects on type, 235
speech—read text out loud to you, 43
Spell checker, 230—231
spell-check with contextual menu, 43
styles, 61
tables, create simple tables, 67
tabs and indents
ruler, show it to use tabs and indents, 70
text prints really tiny, 70
text stretches the entire length of window, 70
tool tips in Toolbar, 26
typographer’s quotes, 63
web link on a page, 68
Word files
open in TextEdit, 58, 254
save as Word files in TextEdit, 59
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thesaurus, 241
thumbs on columns, 16
tile puzzle widget, change the picture, 287
Time Machine, 354-360
Spotlight search in, 360
title bar
where is it? 8
icon in title bar is a house, 6
icon in title bar is gray, 29

page proxy icon and what you can do with it, 253

red button has a dot in it, 29, 253
To Do items in Mail, 92-97
Tollett, John, 169, 171

toner cartridges, buy them for your printer, 297

Toolbars
contextual menus in, 43

customize the Toolbar, 53
tool tips in, 26
tool tips, 26
trackpad preferences, 275
transfer files from one Mac to another
Migration Assistant, 397—403
various quick methods, 400
Trash
how to use the Trash, 22
icon in Dock, 4
recover files from, 423
remove items from the Trash, 21
Secure Empty Trash, 423

warning before emptying, turn it off or on, 265

triangles
blue disclosure triangles, 44
in Bookmarks Bar item, 140
in Bookmarks Bar, triangle is a square, 144
in column headings, 15, 270
in Column View of windows, 16
in gear wheel button (Action menu), 28
in list view of windows, 15
in window Toolbar, Back and Forward, 9, 11

Truemors, 141, 145

typing, keys repeat too much
or don’t repeat at all, 276
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TheUnderstanders.com, 127
UNIX file system, format disk as, 391
users

why set up multiple users, 307
overview of multiple users, 308—309
Accounts preferences

Login Options pane, 314

login picture, add one, 313—-314.

make new users, 311—316
Admin, Administrator user

who is it? 308

can create more than one Admin, 309, 319

password, if you forgot it, 411

password, reset it, 411

password, where it came from, 308
applications open at startup, 321
automatically log in as, 308, 314
create another user for security, 422
delete a user, 330—331

save her files when deleting, 330
fast user switching, 318

rotating-cube effect doesn’t work, 319
forgot your Admin password, 411
log in and log out

why do it, 308

how to do it, 317

automatically log in, set up, 314

Login Window display, 315

open login window from menu, 319

Sleep, Restart, and Shut Down buttons, 315
Login Items, 321
login options

explained, 314-316
login options

change the options for greater security, 421
managed users

what are they? 308—309

overview of parental controls, 324—329
name of user in right corner, 318—319
new users, create them, 311-316
parental controls

overview of and where to set, 324—329

in Safari, 137

Simple Finder, 328—330



passwords, 312—313
Admin password, where it came from, 308
blank passwords can be used, 312
hint, add one, 312
hint, when it appears, 313, 317
reset a password, 411
picture at login, 313—314
settings
change them, 320—321
save them when upgrading, 391
share files, 322. See also sharing files
short name, 312
Simple Finder, 328—330
standard users
change their own settings, 320—321
what are they? 308—309
switch between users quickly, 318—319
transfer from one Mac to another, 391

V

vCards

what are they? 109

icon for vCards from the Address Book, 251

send to someone through iChat, 252
Veer.com, 460
video camera

use a photo from as login picture, 313—314

video conference with iChat, 168—170
Virtual Private Network, 416
visual clues

what are they? 28-29

blue borders around edit boxes, 28, 44

blue buttons, 29, 44

blue column headings, 15, 270

blue light under Dock icons, 20

blue type effects button, 235

checkmark in menu, 29

disclosure triangles

in dialog boxes, 44, 59
in list view, 15

Index

dots
in red button on window, 29, 253
in Window menu, 29
on divider bars, 28
flashing insertion point, 249
highlighted text, 44
Home icon in title bar, 6
icons: folder, document, application, 14
insertion point flashing, 28
marks in corners, 28
pointer changes icon, 28
red button has a dot in it, 29
thumbs on columns in Finder windows, 16
title bar icon, 28
triangles in column headings to sort informa-
tion, 15
triangles on blue buttons (disclosure buttons),
28
widgets have clues, 286

visual effects from music, 185
VoiceOver login, 316

W

.webloc, web location file, 251, 432

web logs (blogs)
example of one, 142
rss feeds for, 138

web sites
drag images to other applications, 255
find a word on the current web page, 127
make a text clipping of text on a page, 250
private browsing in Safari, 136
support pages on Apple’s site, 30
web location file, make one, 251

West, Clara, 195

whois, 397

widgets, 282-288
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Wikipedia on your Mac, 241
Williams

Ant Jean, 169, 272

Brian Forstat, 192

Brianna Nora Haney, 222
Cliff, 192, 193

Emilie, 108

Jeftrey, 272

Jerry, 192, 193

Jewels, 272

Jimmy Thomas, 110, 193, 208
Pat, 166, 169, 192—193, 208, 304
Rosetta, 169, 287

Ryan, 166, 193, 208

Scarlett, 54, 192, 208
Shannon, 166, 193, 208

Wills, Jennifer, InDesign Magazine

cover designer, 296

Window menu

checkmark next to name, 29
dot next to name, 29

windows

Finder windows
control them with Exposé, 40
example of with callouts, 5
move them, how to, 5
open more than one, 7, 17
resize, how to, 5
manage them with Exposé, 40
title bar in

page proxy icon and what you can do with it,

253—254

red button has a dark dot, 29, 253

tiny icon is gray, 29, 253

Wired Equivalent Privacy data encryption, 416
Word
open Word files in TextEdit, 58, 254

save TextEdit documents as Word files, 59
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word processing
Colors panel to change text color, 238
complete a word automatically, 62
Find, 60
find and replace, 60
font or size won't change, 234
search and replace, 60
shadow, apply to text, 235
styles, 61
TextEdit special features
links for web and email, 68
lists, automatically generate numbered lists,
66—67
page numbers, print them, 70
search and replace, 70
select non—contiguous text, 70
tables, create simple ones, 67
wrap the text to the page, 70

“Write only” files, 323

Y

Yahoo webmail, 370
yellow button to minimize the window, 9

Z

Zapfino font, ampersand options, 236
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