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How to Use This Book

Who This Book Is For

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

The Conventions in This Book

€@ Steps

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

@ Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Add a Signature Block

signature block- ount of text that appears at the bottom of an email message.

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

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

‘ Add a Signature Block ‘
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The Mail preferences appear. ) e
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o Click Create a signature (4). om
Mail adds a new signature.
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signatures, if required. =T
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Note: You can add as many N e
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9 Icons and Buttons

Icons and buttons show you exactly what you need to
click to perform a step.

O Tips
Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text
or numbers you must type.

@ Italics

Italic type introduces and defines a new term.

CHAPTER

Communicating via Email

@ Type a name for the signature.
@ Type the signature text.
© Repeat steps 4 to 7 to add other

(24

signatures as you want. For example,
you may want to have one signature
for business use and another for
personal use.

© Click Close (.)0 3=

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

see s
shown) to start a new message.

Note: To start a new message, see

the section “Send an Email Message.” * _—

@ In the message text area, move e —— o )
the insertion point to the - i
location where you want the (22 -

signature to appear.

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

© The signature appears in the
message.

1 have multiple signatures. How can I choose which Can I format my signature text?
signature Mail adds automatically? Yes. Follow steps 1 to 4 in the subsection
Follow steps 1 to 4 in the subsection “Create a Signature “Create a Signature Block” to display the

Block” to display the Signatures preferences and choose an | Signatures preferences and choose an 4
account. Click the Choose Signature [ and then click the | account. Click the signature you want to

signature you want to insert automatically into each message. | modify and then use the commands on the
If you prefer to add a signature manually, click None. Format menu to format your signature.
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CHAPTER 1

Learning Basic
EWINEENE

macO0S has a few basic tasks that you need to know to make the rest
of your Mac chores faster and easier. These chores include starting and
managing applications, searching your Mac for documents and data,
saving your work, and fundamental file operations such as opening,
printing, and copying.

@ Finder File Edit View Go Window Help @ F 1 12:52PM paul Q @ =

Some things you
can ask me:
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Start an Application . . . . . . ... ... 00000, 4

Start an Application Using Launchpad. . . . . . ... ... 6
Locate the Mouse Pointer. . . . . . .. ... .. ..... 7
Switch Between Applications . . . . . . . ... ... ... 8
View Running Applications with Mission Control. . . . . . . 9
Run an Application FullScreen . . . . . . . ... .. .. 10
Split the Screen with Two Applications . . . . . . . . .. 11
SearchYourMac . . . . . . . . o v v v v v v v v oo 12
Voice-Operate Your MacwithSiri . . . . . . . . ... .. 14
SaveaDocument. . . . . .. ... 00000 . 16
OpenaDocument . . . . . . . ¢ v v v v v v v o o oo 17
PrintaDocument . . . . . . . ¢ ¢ vt v v v v v v oo 18
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Start an Application

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

Start an Application

Using the Dock

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

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

Using Spotlight
@ Click Spotlight (Q).

e Start typing the name of the
application you want to start.

Q Caleulator Q

TOP HITS

() macOS displays a list of matching
items.

¥ Calculator

@ calendar
MAIL & MESSAGES

(-1 Amazon.com: The Calculus Diaries:...

e When the application appears in
the results, click it to start the
program.

() HP Blegs - IT should become a ser...

BOOKMARKS & HISTORY
Calculate Your BMI - Standard BML... 0

https://www.google.com/search?q...
BMI Calculator

e

[®.

Calculator
Version: 1013

o) o

http://www.bmi-calculator.net/omi-...
http://bmi-calculator.net/
DEFINITION

B calc-

KNOWLEDGE

Kind Application
Size 6.8MB

Created 5/7117
Modified 5/7/17

W Calculator



Using Finder
@ click Finder ().

The Finder window appears.
© Click Applications.

Note: You can also open Applications
in any Finder window by pressing
EL)+E)+([) or by clicking Go and
then clicking Applications.

e Double-click the application you
want to start.

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

@ The application appears on the
desktop.

() mac0S temporarily adds an icon for
the application to the Dock.

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

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

How do I add an icon to the Dock for an application

To add an icon to the Dock, repeat steps 1 to 3 in the
subsection “Using Finder.” Right-click the application’s
Dock icon, click Options, and then click Keep in Dock.

and press [+

How do I shut down a running application?

To shut down a running application, right-click
the application’s Dock icon and then click Quit.
Alternatively, you can switch to the application




Start an Application Using Launchpad

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

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

@ Click Launchpad (#).
The Launchpad screen appears.

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

Messages FaceTime

Preview

Dictionary

Launchpad switches to the screen and
displays the applications.

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

: p
BRI RO om@@AT B

Launchpad opens the folder.
Other

e Click the icon of the application you /
want to start. : o~ ., g -

macOS starts the application. ' - R

Note: To exit Launchpad without starting
an application, you can press (Z:3).

Activity Monitor

Seript Editor Disk Utility Boot C...sistant

hblbid

Audio... Setup
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Locate the Mouse Pointer 1

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

Locate the Mouse Pointer

o Jiggle the pointer several times: e i A i O R G IR = s 2 PV RO

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

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

hgfght of at least 300 metg T Font Book iBooks Image Capture iTunes Launchpad
Posted: June 14,2016 (Fulls

omacos temporaﬁly 'inCl'easeS the ® TextEdit File Edit Formal View Window Help B & L Twed2iPM Q=
size of the mouse pointer (k). =l et = e

Dashboard Dictionary DVD Player FaceTime

O @ @

Image Capture Tunes Launchpad

height of at least 300 meter! Font Book
Posted: June 14, 2016 (Full«
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Switch Between Applications

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

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

Switch Between Applications

o CI.'ICk the DOCk iCOI’I Of the ® Textedit File Edt Format View Window Help B = L Twead/PM Q&

application you want to
switch to.

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

& iCloud Drive

[ Documents
R ﬁ @
it Font Book iBooks Image Capture  Install macoS

o Tags 10.13 Beta

o macOS br-ings the appljcation ® Finder File Edt View Go Window Help

window(s) to the foreground.

(© The menu bar displays the
menus associated with the

application.
Note: To switch between applications Pan . EED (B
from the keyboard, press and hold i @ i’
and repeatedly press until the | [ . -
application that you want is highlighted q | Bawne -
in the list of running applications. e ‘ 0 @
Release (] to switch to the application. i R

[ Dacuments
iy ﬁ m
. " Font Book Image Capture  Install macQs

1013 Beta

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

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

0 Click Launchpad ().

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

1
1000 aBBRO :@®AF A

() Mission Control displays each
open window.

To switch to a particular
window, you can click it.

© To close Mission Control
without selecting a window,
you can click Desktop or

press (2.

900 aBBRO c»@®AY A



Run an Application Full Screen

ou can maximize the viewing and working areas of an application by running that application in

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

Run an Application Full Screen ‘
o Cljck View. ® Safari Fie Edit .. Hif;.iury_ ‘ H‘—";-‘.\O‘\T:\i‘nw Help
Q Click Enter Full Screen. wighser ) roveres s oxe
Show Status Bar %/
You can also press (o) +E0+ (G- By Alpha Stowsigstar oL

By Tag Show Reading List Sidebar ~%2

foolbar...

Show Reade %R
By Date | Show All Tabs o8|
y Date !

@ In applications that support
Full Screen, you can also click .
Zoom (). - | Raoadrage %

\ ZoomIn ®+

Zoom Out %- mmonplace, the British Association of Plastic,

Text Encoding » nswants to warmn people about the safety

Enter Full Screen 2 pr-rfety label to be placed on avocados.
=Uvlanne gewuzman, Eagonand’ is sending people to the ER because

people don't know how te cut their fruit,” San Francisco Chronicle, May 11, 2017

sed by improperly using a knife
dit of an avocado.

2017

macOS expands the application e
window to take up the entire

screen.
avocado hand
Note: To exit full-screen mode, move

the mouse pointer (k) up to the top
of the screen to reveal the menu bar,
click View, and then click Exit Full
Screen. You can also click Zoom (@),

press (Z54), or press () +E3+ (G-

n. A serious hand injury caused by improperly using a knife to cut, slice, or
remove the pit of an avocado.

Examples

2017
It seems that avecado hand is sc commonplace, the British Association of Plastic, Reconstructive and
Aesthetic Surgeons wants to warn people about the safety risk, with one doctor suggesting a safety label
to be placed on avecados.
—Dianne de Guzman, “'Avocado hand’ is sending people to the ER because people don’t know how to cut
their fruit,” San Francisco Chronicle, May 11,2017

2017

If your brunch didn't include avocado in some guise, did you even really brunch?...Our love for the fruit

shows no sign of abating, but it turns out it's causing a new casualty: “avocado hand”.

—Rachel Hosie, ““Avocado hand’: The serious injury caused by brunch fruit’s popularity,” The
chhnical.ly Independent, May 10, 2017
Speaking

2015
Jamie shows you hew to de-stone an avocado safely in one minute flat.
—Jamie Oliver, “How To NOT get ‘Avocado Hand’” (video), YouTube, January 14,2015
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Split the Screen with Two Applications 1

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

Split the Screen with Two Applications

@ click and hold Zoom (®).

() macOS displays a blue background
to show you where the application
window will reside.

e Release the mouse.

() mac0S moves the application window
to the left side.

@ To move the window to the right
side, you can drag the mouse
pointer (k) to the right. When the
blue background switches to the

right side, release the mouse.

() macOS activates Split View and
displays the application in the half
of the screen you selected.

( macOS displays thumbnail versions
of the other open windows.
(Applications already in full-screen
windows are not available for Split
View.)

€@ click a window.

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

Note: To exit Split View, move the mouse
pointer (k) to the top of the screen for
either application window, click View,
and then click Exit Full Screen. You can
also click Zoom (@), press (=23, or

press (ELIE) +E+@3.
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Search Your Mac

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

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

Search Your Mac ‘

Search With Spotlight Edit View History Bookmarks Window Help 0 L1 &  Wed247PM 355

@ Click Spotlight ().

You can also press [+ 20010,

@ The Spotlight window appears.

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

Q, garden|Shots 014.CR2 =

IMAGES

Garden Shots 014.CR2

© As you type, Spotlight displays = Garden Shots 013.CR2
the Mac and online items that & E SR ORET

match your search text.
Garden Shots 008.CR2

FOLDERS

Click the item you want to view
. 1 2015-07-17 Garden Shots
or work with. MuSIC

bl
a| Garden Shots 007.CR2
£

. =] Garden River
mac0S opens the item. .| Garden River

Green Gardens, Cold Montreal

|2 Green Gardens, Cold Montreal

MAIL & MESSAGES
(-1 VIA Rail - Travel the VIA Rail garde...

(- Custom Stoneworks & Design Inc.:...
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Search Your Mac

@ click Finder ().

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

e Click inside the Search box.

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

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

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

e Click the item you want to
work with,

macOS opens the item.
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remove (82 changes to | |).

Can I remove item types from the Spotlight search results?
Yes. Spotlight supports a number of different categories, such as Applications, Documents, and Contacts.

If there are categories that you never search for, such as system preferences or movies, you should remove
them to make it easier to navigate the Spotlight search results.

To remove one or more categories from the Spotlight results, click System Preferences (@) in the Dock
and then click Spotlight. In the Search Results pane, click the check box beside each category you want to
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Voice-Operate Your Mac with Siri

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

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

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

Voice-Operate Your Mac with Siri

Enable Siri
@ Click Siri (@) in the Dock.

macOS asks you to confirm that
you want to enable Siri.

o Click Enable Siri Do you want to enable Siri?
. | | Siri sends information like your voice input, contacts, and location
You can now use Siri to operate ay v Apple to process your requests.
your Mac with voice commands. About Siri and Privacy...

Cancel Enable Siri 2
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Access Siri
€@ click Siri (@) in the Dock.

The Siri window appears and
prompts you to ask something.

@ You can also click Siri (@) in the
menu bar.

e Use your microphone to ask a
question.

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

Note: To learn how to customize Siri,
see Chapter 12.

Are there other ways to access Siri? Can I use Siri via the keyboard?

Yes, you can also access Siri by holding down (()+(E 5577 | Yes. To enable this feature, click System
until the Siri window appears. Alternatively, click System Preferences (@), click Siri, and then click
Preferences (@), click Siri, and then click the Show Siri the Enable Type to Siri check box (| changes
in menu bar check box (| changes to ). You can then to ). You can now type commands and
access Siri by clicking Siri (@) in the menu bar. questions when the Siri window is open.
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Save a Document

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

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

Save a Document

@ Click File. € Texizdi
eoe

© click Save. o

In most applications, you can also

press [)+(E).

Edit Format View Window Help

Day of thy

Duplicate {388

I to halt the iPod pedestrian,

We can‘t stop the r
cycle, and driver z¢ ~ ReName...

If you have saved the document ZEdmund King, pn Move To... Hation
previously, your changes are now first realized azol oo 1O > sen 1 read about Email 'n waik,
preserved, and you do not need to o picture touse a8 | PSP e s wel 0l
. . fashioned. The id let d
follow the rest of the steps in this messages and wall  cag remaining “safe” because the
section camera lets you se  SNOW Properties X3P 40 of your phone.
That someone wou  Page Setup... ©3%P means that we now live in a
P world where people  Print... 3P compulsively—read and
If th]s 1S a new document that yOU compose email while wammg gown e streen sut that's not all people do while
power-walking to their next appointment. They also text, read Facebook and
haVe never Saved before/ the SaVe AS Twitter status updates, scan RSS feeds, and, more than anything else, they bliss

. out to their favorite tunes at unhealthily loud volume levels.
dialog appears.
Of course, while they’re immersed in their digital worlds, these iPod pedestrians
(or, inevitably, iPo ns) are also careening through the real world, heedless of
their fellow citizel blivious to the city’s dangers. They have become, in fact,
iPod zombies, a digital undead army lurching through the streets, We may call it
the iPod zombie trance, but it's a device-agnostic state, since this living dead

Type the filename you want to use in ® Textedit File Edit Format View Window Help
the Save As text box. oe L Untitied — Edited -
1~ | Verdana 2| talic Cliz v @l B I U
o TO Store th.e ﬁl'e na d]ﬁ:erent fOl.der, bl Save As: Day of the Living Deadl @
you can click the Where | and then Dayol .
select the location that you prefer from WeGnt o e Oocuments — o
the pop-up menu. ~Edmund Kil
. 1 first realizel File Format: = Rich Text Document -
0 Cth Save‘ an iPhone ap ot .
a picture to U Cancel
3 3 2 fashioned. Tk —
The appl]cat]on saves the ﬁ l'e' ;:s;r;ees and walk at the same time, all the while remaining "safe” becauseetne

camera lets you see what's happening aon the ather side of your phone.

That someone would even conceive of such an app means that we now live in a
world where people regularly—you might even say compulsively—read and
compose email while walking down the street. But that’s not all people do while
power-walking to their next appointment. They also text, read Facebook and
Twitter status updates, scan RSS feeds, and, more than anything else, they bliss
out to their favorite tunes at unhealthily loud volume levels.

Of course, while they’re immersed in their digital worlds, these iPod pedestrians

their fellow citizens and oblivious to the city’s dangers. They have become, in fact,
iPod zombies, a digital undead army lurching through the streets. We may call it

the iPod zombie trance, but it's a device-agnostic state, since this living dead
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