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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. e Tips

The Conventions in This Book

@ Steps

e Icons and Buttons

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

Tips offer additional information, including warnings
and shortcuts.

This book uses a step-by-step format to guide you easily e Bold
through each task. Numbered steps are actions you
must do; bulleted steps clarify a point, step, or optional  or numbers you must type.

feature; and indented steps give

Q Notes

you the result.

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.

Open a Web Page in a Tab

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

G you need it, Safari lets you leave the page open in a special section of the browser window called a

need only click its tab.

Open a Web Page in a Tab

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

Open a Link in a New Tab
&0 Right-click the link you want
to open.

@ Click Open Link in New Tab.

© A new tab appears with the
page title.
@ Click the tab to display the
page.

cooctions
—
s

displays the Favorites tab. —— -
pay =i=__ = DOoaoooo
Note: After you have used Safari
— for a while, the Favorites tab lists . o il g Ny g

Bold type shows command names, options, and text

@ Italics

Italic type introduces and defines a new term.

CHAPTER

Browsing the Web

Create a New Tab,
@ click File@
@ Click New Tab.
© You can also click
new tab (+).*’
@ Safari creates a new tab and

Sgial rather than pyscal

8 - - e

the websites that you have visited B
e,

most often. gl Sl Bt Gare's s of 5
ey
i

© Type the address of the page e =

you want to load into the IR —— ) - "
new tab.

p——

© Press (D).

(© Safari displays the page in
the tab.

TIP

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

o Press and hold () and click a link to open the page in a tab.

 Type an address and then press [J+[II00 to open the page in a new tab.

o Press E0+[+E0 or D +E+[1 to cycle through the tabs.
o Press [+ to close the current tab.
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CHAPTER 1

Learning Basic
HEWINEENE

mac0S (formerly 0S X) has a few basic tasks that you need to know

to make the rest of Mac chores faster and easier. These chores include
starting and managing applications, searching your Mac for documents
and data, saving your work, and fundamental file operations such as
opening, printing, and copying.
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Start an Application

'I'o 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

0 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.

i,

MO0 e lIR I ERO®ANE

USing SpOtl‘ight Edit View Go Tools Window Help = L Wed353PM O @ =

@ click Spotlight ().

e Start typing the name of the

application you want to start. T a
() macOS displays a list of matching

items. T

When the application appears in ; o e

the results, click it to start the g S

program. . ::;;e:,

wooss GarageBand
& gargoyle.gif 0 Version: 10.1.0
PRESENTATIONS

Urban Garden Design.pptx -

| Urban Garden Design.pptx -
| Urban Garden Design.pptx - Ki,"d sl
Size 11GB
| Urban Garden Design.pptx - = Created 6/4/15
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Using Finder

& Finder File Edit View Go Window Help

[a] Wed357PM Q @ i

[ Applications

@ click Finder ().

The Finder window appears.
© Click Applications. et
Note: You can also open Applications in any ==
Finder window by pressing E10+E3+() 8 e
or by clicking Go and then clicking it
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.

® Calculator File Edit View

@ The application appears on the
desktop.

() macOS temporarily adds a button for
the application to the Dock.

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

¢ iCloud Drive

Note: Another common way you can g
. . . . Desktop
launch an application is to use Finder to {3 Documens
. © Downloads
locate a document you want to work with o

and then double-click that document. S

Tags

10007 lAROSRO@A

How do I add an icon to the Dock for an application
I use frequently?

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.

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
and press 3+ (.




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.

0 Click Launchpad ().

The Launchpad screen appears.

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

Launchpad switches to the screen and
displays the applications.

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

Launchpad opens the folder.

Click the icon of the application you
want to start.

macOS starts the application.

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

‘ Nu ‘

Mail Contacts Calendar Reminders

-
Be 3® [

P

1 .2
1000 "aBIROBHO®AOZ B

Migrati...sistant Terminal Activity Monitor

B

Console Keychain Access ~ System..mation  Automator Script Editor  BootC..sistant  Digital...r Meter
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Locate the Mouse Pointer 1

acO0S includes a feature that helps you locate the mouse pointer. This is useful because although
myou 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 J]ggl_e the pointer several times: [& File Edt view Convert Speech Window Help = o Wed4a07PM Q@ =

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

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

height of at least 300 meten Font Book Books Image Capture iTunes Launchpad

Posted: June 14, 2016 (Full|

) mac0S temporarily increases the
size of the mouse pointer (k).

height of at least 300 meter: Font Book iBooks Image Capture unes Launchpad
Posted: June 14, 2016 (Full

1000 mlﬂﬁ&@o'b@@’\”?'m h'




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 Click the Dock icon of the
application you want to switch to.

% TextEdit File Edit Format View Window Help

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

@ Finder

() macOS brings the application
window(s) to the foreground.

File Edit View Go Window Help

= [J Wed412PM Q @ =

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

eoce

Note: To switch between applications

Favorites
@) AirDrop
E Al My Files
< iCloud Drive
# Appiications
[ Deskiop
[ Documents
@ Downloads.

from the keyboard, press and hold
and repeatedly press until

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

to the application.

Devices
Shared

Tags

App Store
Contacts

Font Book

a
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View Running Applications with Mission Control 1

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.

@ click Launchpad (#).

e 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.

) Mission Control displays each open
window.

To switch to a particular window,
click it.

© To close Mission Control without
selecting a window, you can click
Desktop or press (2.




Run an Application Full Screen

You can maximize the viewing and working areas of an application by running that application
in full-screen mode. When you switch to full-screen mode, 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

@ Click View.
Q Click Enter Full Screen.

You can also press (S +E0+(2).
@ In applications that support Full

Screen, you can also click Zoom (@).

mac0S expands the application
window to take up the entire screen.

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 (323, or

press (EELIEN+E+(3.
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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. Splitting the screen 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 (@).

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

@) macOS displays a blue

background to show you
where the application gle
window will reside.

6 Release the mouse.

Fealing Lucky

Privacy  Terms  Seffings  Use Google.

(© mac0S switches to full-screen
mode and displays the
application in the half of the
screen you selected.

@ mac0S displays thumbnail
versions of the other open
windows.

e Click a window.

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

Note: To exit split-screen mode,
move the mouse pointer (k) to the
top of the screen, click View, and
then click Exit Full Screen. You
can also click Zoom (@), press (=,

or press (o) +E+ (G-




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 e Edit View Go Window Help = ] Wedd:41PM Q @& =
@ Click Spotlight ().

You can also press [+,

() The Spotlight window appears. Q [Spotlight Search

220e0

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

You can change this in Preferences. Learn more...

Q Type a word or short phrase “
that represents the item or Q. allan Gardens &
information you want to s
locate. N illz:sGardens
© As you type, Spotlight O
displays the Mac and Bl Allan GardensO1.jpg - paul - ﬁ?:rfsogg_ggae.ipg
online items that match Bl Alan GardensO.jpg - Paul a
SUGGESTED WEBSITE 2015 0111.0967.pg
your SearCh teXt' M torontoplus.ca — Allan Gardens Co... - 111115, 5:15 PM
Cl k th t tt MAIL & MESSAGES - - o
1C e i1tem yOU wan 0 7 Re:We'd like to stay with you! - 111715, 5415 PM
view or work with. Eu ERn.e: We'd like to stay with you! = ———
. -~ 1/11/15, 5:15 PM
mac0S opens the item. || englishText 480000_400000
|| englishText_570000_580000 oA ﬁ?;‘ﬁ;';:;—gf“-ipg
|| englishText 590000_600000 :
r i = P EEm 2015 01711.0971.ipg
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Search Your Mac
@ click Finder ().

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

9 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.

Click the item you want to
work with.

macOS opens the item.

TIP.
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remove (B4 changes to| ).

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

© click siri.

The Siri preferences appear.

Click the Enable Siri check box
(" | changes to ).

System Preferences asks you to
confirm.

@ click Enable Siri.

You can now use Siri to operate
your Mac with voice commands.

14

o0 i System Preferences Q, search
fEeoEEBEB G @
. :
General Desktop & Dock Mission Language Security Spotlight  Motifications
Screen Saver Control & Region & Privacy
-, o= N o
[
L
Displays Energy Keyboard Mouse Trackpad Printers & Sound Startup
Saver Scanners Disk
s @ 0 v @ 0 W
iCloud App Store Internet Extensions Network Bluetooth Sharing
Accounts
T
1 ® 20 ©
Alg) b —4
Users & Parental Siri Date & Time Time Accessi 1
Groups Controls Machine

@ Siri

Siri sends information like your voice input,
contacts, and location to Apple to process
your requests.

Cancel Enable Siri 0

ind files on your
re.

<

Siri Voice Feedback: (*)0On Off

M Enable Siri Mic Input: | Logitech USB Headset

Keyboard Shortcut: | Off

Click the microphone in the menu bar, click the Siri Dock icon,

or use a keyboard shortcut to talk to Siri.

Show Siri in menu bar About Siri and Privacy ?

<
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Access Siri
€@ Click Siri () in the Dock.
Note: See the second Tip to learn

how to access Siri using a keyboard
shortcut.

The Siri window appears and
prompts you to ask something.

: A !
@ You can also click Siri () in the Some things you |
menu bar. can ask me:

Q Use your microphone to ask a
question.

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

How do I change the voice that Siri uses? Can I access Siri using the keyboard?
macOS offers six English male and female voices for | Yes, although this feature is turned off by default.
Siri in three accents: American, Australian, and To enable this feature, follow steps 1 and 2 in the

British. To change the voice, follow steps 1 and 2 in | subsection “Enable Siri,” click the Keyboard
the subsection “Enable Siri,” click the Siri Voice ), | Shortcut |, and then click Function Space. You
and then click the voice you prefer. can now access Siri by pressing (Z0)+EE 0.
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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.

© Click save.

In most applications, you can
also press [+

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

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

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

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

O click Save.

The application saves the file.

16

Edit Format View Window Help
HEN rtitled—Ecite: ~

en... %0
en Recent p .
| I I T T T
r— Close BwW . £ ! : .
apter Save... 2 #S
. Duplicate {+38S
Introducing .
Move To...
Weareusedtosee  payert To p tly in the fickle realm of popular culture: hula hoops, Pet
Rocks, CB radio, tl ut a very few. You would think that technology would not be

buffeted by such ¢l Export as PDF... ok at even recent technological history belies that hope:
PointCast, flash m Friendster, LOLcats. So the to-the-point question is this: Is
cloud computingji  Show Properties  "C#P fyou talk to people in IT or read the business press, you'd be
forgiven for thinki Yes!" After all, the word cloud seems to be on every speaker's

lips and every writ Page Setup... 4%P

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

@ TextEdit File Edit Format View Window Help

(Ol ] Untitled — Edited ~

2 )| Regular cl1a |~ NEBla B I U

1~ | | Georgia

P N aasssss-sans
o 1 | L Te 8
Chapter | Save As: ‘ Introducing Cloud Cumpuling}@ ~ |
| d . C Tags:
n ucing Where: | [] Documents 0
‘We are used to seeing hula hoops, Pet
Rocks, CB radio, the 4 File Format: | Rich Text Document tology would not be
buffeted by such chan lies that hope:
PointCast, flash mobs ion is this: Is
cloud computing just Cancel Wﬂ, you'd be
forgiven for thinking t i & Off every speaker's

lips and every writer's fingertips.

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




Open a Document

CHAPTER

|

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

that you used to create it. When you save a document, you save its contents to your Mac’s hard
drive, and those contents are stored in a separate file. When you open the document using the same
application that you used to save it, macOS loads the file’s contents into memory and displays the
document in the application. You can then view or edit the document as needed.

Open a Document

o Start the application you want to
work with.

© click File.
e Click Open.

In most applications, you can
also press ()+(2).

The Open dialog appears.

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

O Click the document.

e Click Open.

The document appears in a window
on the desktop.
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Print a Document

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

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

Print a Document

o Turn on your printer. ® TextEdt File Edt Format View Window Help

L NoN ] |4 Introducing Cloud Computing ~

Q Open the document that you want
to print. Ehapter |

&-Introducing Cloud Computing

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

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

that are helping to fual the cloud computing fire: urbanization and the subsequent rise in buying
ever-growing urban middle class, particularly in the cities of developing naticns; globalization
which increases competition and puts pressure on businesses ic lower costs; the rise of social media, which

d d of data that businesses can take advantage of for marketing, product
developmmt and more; the mainstreaming of mobility where almost everyone has a mobile phone or tablet
and therefore expects to be able to access data, make purchases, and perform many other traditional desktop
chores while nowhere near a desk; and sustainability, where the movement to greener technologies and smaller
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One of this book's goals is to convinee you that cloud computing resolutely is not a fad. It may be overhyped at
the moment (more on that later), but it is definitely not some passing technical fancy that you can turn a blind
eye to and move on with your business life. Why am I so sure that cloud computing won't end up in the dustbin
of technological history, alongside virtual reality and (soon) MySpace? Because at its heart cloud computing is
not based on the appeal of whimsy or the pull of marketing. Instead, it is a reaction to a world that is undergoing
drastic changes economically, culturally, and socially.

megatrends that are helping to fuel the cloud computing fire: urbanization and the subsequent rise in buying
power of an ever-growing urban middle class, particularly in the cities of developing nations; globalization,
which inereases competition and puts pressure on businesses to lower costs; the rise of social media, which
generates unprecedented amounts of data that businesses can take advantage of for marketing, product
development, and more; the mainstreaming of mobility where almost everyone has a mobile phone or tablet
and therefore expects to be able to access data, make purchases, and perform many other traditional desktop
chores while nowhere near a desk; and inability, where the movement to greener technologies and smaller
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CHAPTER

Learning Basic macOS Tasks 1

The Print dialog appears. P e %
The layout of the Print dialog varies Presets: | Default Settings

from application to application. @ Copies: 1| 2/ [ | Two-Sided

The version shown here is a typical Pages: | Al

example.

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

@ To print more than one copy, type
the number of copies to print in the
Copies text box.

@ Click Print.

1of 23 b »

2) | PDF Show Details Cancel M

@ macOS prints the document.

i 3 I ducing Cloud C i
The printer’s icon appears ntroducing Cloud Computing

: : ‘We are used to seeing fads come and go, particularly in the fickle realm of popular culture: hula hoops, Pet
m the DOCk w h1 l'e th € Rocks, CB radio, the Atkins Diet, Croes, to name but a very few. You would think that technology would not be
dOCU ment pr—i ntS buffeted by such changeable winds, but a quick look at even recent technological history belies that hope:

* PointCast, flash mobs, Tamagotchis, Second Life, Friendster, LOLeats. So the to-the-point question is this: Is

cloud computing just another technological fad? If you talk to people in IT or read the business press, you'd be
forgiven for thinking the answer is a resounding "Yes!" After all, the word eloud seems to be on every speaker's
lips and every writer's fingertips.

One of this book's goals is to convinee you that cloud eomputing resolutely is not a fad. It may be overhyped at
the moment (more on that later), but it is definitely not some passing technical faney that you ean turn a blind
eye to and move on with your business life. Why am I so sure that cloud computing won't end up in the dustbin
of technological history, alongside virtual reality and (soon) MySpace? Because at its heart cloud computing is
not based on the appeal of whimsy or the pull of marketing. Instead, it is a reaction to a world that is undergoing
drastic changes economieally, culturally, and socially.

power of an ever-growing urban middle class, particularly in the cities of developing nations; globalization,
which increases competition and puts pressure on businesses to lower costs; the rise of social media, which
generates unprecedented amounts of data that businesses can take advantage of for marketing, product
development, and more; the mainstreaming of mobility where almost everyone has a mobilg phone or tablet
and therefore expects to be able to access data, make purchases, and perform many other A jonal desktop
chores while nowhere near a desk; and sustainability, where the movement to greener techy Jiogies and smaller

BEAROTRO®ATZN B

Can I print only part of my document?

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

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

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

You can use macOS to make an exact copy of a file. This is useful when you want to make an extra
copy of an important file to use as a backup. Similarly, you might require a copy of a file if you
want to send the copy on a disc to another person. Finally, copying a file is also a real timesaver

if you need a new file very similar to an existing file: You copy the original file and then make the
required changes to the copy. You can copy either a single file or multiple files. You can also use this

technique to copy a folder.

o Locate the file that you want to
copy.

e Open the folder to which you
want to copy the file.

To open a second folder window,
click File and then click New
Finder Window, or press []+(1).

e Press and hold (£27°1), and then
click and drag the file and drop
it inside the destination folder.

(@ The original file remains in its
folder.

© A copy of the original file
appears in the destination
folder.

You can also make a copy of a
file in the same folder, which
is useful if you want to make
major changes to the file and
you would like to preserve a
copy of the original. Click the
file, click File, and then click
Duplicate, or press (:]+(2).
macOS creates a copy with
the word “copy” added to the
filename.
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CHAPTER

Move a File 1

hen you need to store a file in a new location, the easiest way is to move the file from its

current folder to another folder on your Mac. When you save a file for the first time, you specify
a folder on your Mac’s hard drive. This original location is not permanent, however. Using the
technique in this section, you can move the file to another location on your Mac’s hard drive. You
can use this technique to move a single file, multiple files, and even a folder.

o Locate the ﬁle that you Want ® Finder File Edit View Go Window Help — E:ﬂlﬂ( Thu PM Q @ =
I Documents ige
to move. < 22 = oo o (= o) (2 ][ ¢ Al < | ] B=0mow =- _a EE
Favorites Faverites
e Open the folder to which you ® wrorp o @ niorop
. [E) Al My Files Born o 5hop o4 B [E) AllMy Files
want to move the file.  ioouaoime -  iiouaorwe
42 Applications & ;_"TE: ) 3¢ Applications =N
To create a new destination — A e _m — ek
. Budget Budget ocument —
folder in the current folder, © douniacs e Nowsdacs | @) Dawrioads
click File and then click New o jpes
Folder, or press CL+E3+00. | N L
Variances.xlsm PowerP...tion.pptx
Click and drag the file and drop E
it inside the destination folder. |
Note: If you are mov.ing the ﬁle to .‘D .I-'Ind-r File Edit Vi;D::me:slndnw Help ’é':ﬂ? Thu3:33PM Q @ =
another drive, you must press and L - BED EN D ENE - Bl =) (= - (@ -] (& .
hold £ while you click and drag e =) ' oo
. . . Born to Shop.pub Brainstormin ~
the file. Otherwise a copy is made. gt ” N et
. . . ¥ Applicatio - 7 Applications
O The file disappears from its sy m& B oo
1ai (5 Documents | Budger udget [5 Documents
original folder. oy oo W i
© The file moves to the b i N
destination folder. B buidng s T
PowerP..tion.pptx Numbering.doc
N
-} Ll
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Rename a File

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

describe the contents of the file. Giving your document a descriptive name makes it easier to
find the file later. You should rename only those documents that you have created or that have
been given to you by someone else. Do not try to rename any of the mac0S system files or any files
associated with your applications, or your computer may behave erratically or even crash.

o Open the folder containing
the file that you want to
rename.

© Click the file.

€ Press (D).

O A text box appears around the
filename.

You can also rename any
folders that you have created.

O Edit the existing name or type
a new name that you want to
use for the file.

If you decide that you do not
want to rename the file after
all, you can press (] to
cancel the operation.

e Press (Z.200 ) or click an empty

section of the folder.

The new name appears under
the file icon.
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