
McFedries

Full Color

Look 
Inside!

Are you a visual learner? Do you prefer instructions 
that show you how to do something — and skip the 
long-winded explanations? If so, then this book is 
for you. Open it up and you’ll find clear, step-by-step 
screen shots that show you how to tackle more than 
150 Mac tasks. Each task-based spread covers a single 
technique, sure to help you get up and running on 
your Mac in no time. 

Paul McFedries

You’ll learn to:
• Use the Dock
• Connect a printer, modem, or iPad™

• Set up and use e-mail and iChat®

• Play and create digital video
• Surf the Web with Safari®

• Maintain and troubleshoot your Mac

•  Two-page lessons break big topics into bite-sized modules

•  Succinct explanations walk you through step by step 

•  Full-color screen shots demonstrate each task

•  Helpful sidebars offer practical tips and tricks 

Macs
2nd Edition

M
a

cs
2n

d
 Ed

itio
n

spine=.70"

Are you a visual learner? Do you prefer instructions 
that show you how to do something — and skip the w
long-winded explanations? If so, then this book is 
for you. Open it up and you’ll find clear, step-by-step 
screen shots that show you how to tackle more than 
150 Mac tasks. Each task-based spread covers a single 
technique, sure to help you get up and running on 
your Mac in no time. 

You’ll learn to:
• Use the Dock
• Connect a printer, modem, or iPad™

• Set up and use e-mail and iChat®

• Play and create digital video
• Surf the Web with Safari®

• Maintain and troubleshoot your Mac

•  Two-page lessons break big topics into bite-sized modules

•  Succinct explanations walk you through step by step 

•  Full-color screen shots demonstrate each task

•  Helpful sidebars offer practical tips and tricks
Personal Computers / Macintosh

$29.99 USA • $35.99 CAN • £21.99 UK

www.wiley.com/go/visual



01_888483-ffirs.indd   ii01_888483-ffirs.indd   ii 8/17/10   9:51 AM8/17/10   9:51 AM



Macs

by Paul McFedries

2nd Edition

01_888483-ffirs.indd   i01_888483-ffirs.indd   i 8/17/10   9:51 AM8/17/10   9:51 AM



LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE 
PUBLISHER AND THE AUTHOR MAKE NO REPRESENTA-
TIONS OR WARRANTIES WITH RESPECT TO THE ACCU-
RACY OR COMPLETENESS OF THE CONTENTS OF THIS 
WORK AND SPECIFICALLY DISCLAIM ALL WARRANTIES, 
INCLUDING WITHOUT LIMITATION WARRANTIES OF 
FITNESS FOR A PARTICULAR PURPOSE.  NO WARRANTY 
MAY BE CREATED OR EXTENDED BY SALES OR PROMO-
TIONAL MATERIALS. THE ADVICE AND STRATEGIES 
CONTAINED HEREIN MAY NOT BE SUITABLE FOR EVERY 
SITUATION. THIS WORK IS SOLD WITH THE UNDER-
STANDING THAT THE PUBLISHER IS NOT ENGAGED IN 
RENDERING LEGAL, ACCOUNTING, OR OTHER PROFES-
SIONAL SERVICES.  IF PROFESSIONAL ASSISTANCE IS 
REQUIRED, THE SERVICES OF A COMPETENT PROFES-
SIONAL PERSON SHOULD BE SOUGHT.  NEITHER THE 
PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR 
DAMAGES ARISING HEREFROM.  THE FACT THAT AN 
ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS 
WORK AS A CITATION AND/OR A POTENTIAL SOURCE 
OF FURTHER INFORMATION DOES NOT MEAN THAT 
THE AUTHOR OR THE PUBLISHER ENDORSES THE 
INFORMATION THE ORGANIZATION OR WEBSITE MAY 
PROVIDE OR RECOMMENDATIONS IT MAY MAKE.  FUR-
THER, READERS SHOULD BE AWARE THAT INTERNET 
WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED 
OR DISAPPEARED BETWEEN WHEN THIS WORK WAS 
WRITTEN AND WHEN IT IS READ.

FOR PURPOSES OF ILLUSTRATING THE CONCEPTS 
AND TECHNIQUES DESCRIBED IN THIS BOOK, THE 
AUTHOR HAS CREATED VARIOUS NAMES, COMPANY 
NAMES, MAILING, E-MAIL AND INTERNET 
ADDRESSES, PHONE AND FAX NUMBERS AND 
SIMILAR INFORMATION, ALL OF WHICH ARE 
FICTITIOUS. ANY RESEMBLANCE OF THESE 
FICTITIOUS NAMES, ADDRESSES, PHONE AND FAX 
NUMBERS AND SIMILAR INFORMATION TO ANY 
ACTUAL PERSON, COMPANY AND/OR 
ORGANIZATION IS UNINTENTIONAL AND PURELY 
COINCIDENTAL.

Contact Us
For general information on our other products and services 
please contact our Customer Care Department within the U.S. 
at 877-762-2974, outside the U.S. at 317-572-3993, or fax 
317-572-4002.

For technical support please visit www.wiley.com/techsupport.

Teach Yourself VISUALLY™ Macs, 
2nd Edition

Published by 
Wiley Publishing, Inc.
10475 Crosspoint Boulevard
Indianapolis, IN 46256

www.wiley.com 

Published simultaneously in Canada

Copyright © 2010 by Wiley Publishing, Inc., Indianapolis, 
Indiana

No part of this publication may be reproduced, stored in a 
retrieval system or transmitted in any form or by any means, 
electronic, mechanical, photocopying, recording, scanning or 
otherwise, except as permitted under Sections 107 or 108 of 
the 1976 United States Copyright Act, without either the prior 
written permission of the Publisher, or authorization through 
payment of the appropriate per-copy fee to the Copyright 
Clearance Center, 222 Rosewood Drive, Danvers, MA 01923, 
(978) 750-8400, fax (978) 646-8600. Requests to the 
Publisher for permission should be addressed to the 
Permissions Department, John Wiley & Sons, Inc., 111 River 
Street, Hoboken, NJ 07030, 201-748-6011, fax 201-748-
6008, or online at www.wiley.com/go/permissions.

Library of Congress Control Number: 2010933464

ISBN: 978-0-470-88848-3

Manufactured in the United States of America

10   9   8   7   6   5   4   3   2   1

Trademark Acknowledgments
Wiley, the Wiley Publishing logo, Visual, the Visual logo, 
Teach Yourself VISUALLY, Read Less - Learn More and 
related trade dress are trademarks or registered trademarks of 
John Wiley & Sons, Inc. and/or its affiliates. Mac is a 
registered trademark of Apple, Inc. All other trademarks are 
the property of their respective owners. Wiley Publishing, Inc. 
is not associated with any product or vendor mentioned in this 
book. Teach Yourself VISUALLY Macs, 2nd Edition is an 
independent publication and has not been authorized, 
sponsored, or otherwise approved by Apple, Inc.

Sales
Contact Wiley 
at (877) 762-2974 or 
fax (317) 572-4002.

01_888483-ffirs.indd   ii01_888483-ffirs.indd   ii 8/17/10   9:51 AM8/17/10   9:51 AM

http://www.wiley.com/techsupport
http://www.wiley.com
http://www.wiley.com/go/permissions


Credits
Acquisitions Editor
Aaron Black

Project Editor
Lynn Northrup

Technical Editor
Dennis Cohen

Editorial Director
Robyn Siesky

Editorial Manager
Rosemarie Graham

Business Manager
Amy Knies

Senior Marketing Manager
Sandy Smith

Vice President and Executive 
Group Publisher
Richard Swadley

Vice President and Executive 
Publisher
Barry Pruett

Project Coordinator
Patrick Redmond

Graphics and Production 
Specialists
Andrea Hornberger
Jennifer Mayberry

Quality Control Technicians
Melissa Cossell
Rob Springer

Proofreader
Susan Hobbs

Indexer
Christine Karpeles

Screen Artist
Jill A. Proll

Illustrators
Ronda David-Burroughs
Cheryl Grubbs

01_888483-ffirs.indd   iii01_888483-ffirs.indd   iii 8/17/10   9:51 AM8/17/10   9:51 AM



About the Author
Paul McFedries is is a technical writer who has been authoring computer 
books since 1991. He has more than 70 books to his credit, which 
together have sold more than three million copies worldwide. These 
books include the Wiley titles Teach Yourself VISUALLY Microsoft Office 
2008 for Mac, Teach Yourself VISUALLY Mac OS X Snow Leopard, and 
Macs Portable Genius. Paul also runs Word Spy, a Web site dedicated to 
tracking new words and phrases (see www.wordspy.com). Please visit 
Paul’s personal Web site at www.mcfedries.com.

Author’s Acknowledgments
The book you hold in your hands is not only an excellent learning tool, 
but it is truly beautiful, as well. I am happy to have supplied the text 
that you will read, but the gorgeous images come from Wiley’s crack 
team of artists and illustrators. The layout of the tasks, the accuracy of 
the spelling and grammar, and the veracity of the information are all 
the result of hard work performed by project editor Lynn Northrup 
and technical editor Dennis Cohen. Thanks to both of you for your 
excellent work. My thanks, as well, to acquisitions editor Aaron Black 
for asking me to write this book.

01_888483-ffirs.indd   iv01_888483-ffirs.indd   iv 8/17/10   9:51 AM8/17/10   9:51 AM



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

1 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.

2 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.

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

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

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

6 Italics
Italic type introduces and defines a new term.

Playing and Organizing Music chapter5
Jon’s MusicJon’s Music

Good Days Are RareBorn on a Full Moon
Don’t Go Without Me

Am I Still Alive?

Staking My Claim

11

55

77

22

44

33

11
22

3

Is there any way to make iTunes 
add songs to a playlist 
automatically?
Yes, you can create a smart playlist 
where the songs that appear in the 
list have one or more properties in 
common, such as the genre, rating, artist, or text in the 
song title. Click File and then click New Smart Playlist 
(you can also press Option + + ). Use the Smart 
Playlist dialog to create one or more rules that define 
which songs you want to appear in the playlist.

Is there a faster way to 
create and populate a 
playlist?
Yes. First, click Music to open the 
Music category of the iTunes 
Library. Press and hold the  
key and then click each song that you want to 
include in your playlist. When you are done, click 
File and then click New Playlist from Selection. 
(You can also press + + .) Type the 
new playlist name and then press .

7 Click the playlist.

● iTunes displays the songs you 
added to the playlist.

● If you want to listen to the playlist, 
click .

Add Songs to the Playlist

1 Click Music.

2 Click List View ( ).

3 +click or right-click a 
song that you want to add to the 
new playlist.

4 Click Add to Playlist.

5 Click the playlist you just created.

6 Repeat Steps 3 to 5 to add more 
songs to the playlist.

● iTunes creates a new playlist.

3 Type a name for the new playlist.

4 Press .

Create the Playlist

1 Click File.

2 Click New Playlist.

Note: You can also choose the New Playlist 
command by pressing + .

Create a Playlist

A playlist is a collection of songs that are related 
in some way. Using your iTunes Library, you can 
create customized playlists that include only the 
songs that you want to hear.

Create a 
Playlist

PlaylistSHORT
CUT SHORT
CUT SHORT
CUT SHORT

CUT SHORT
CUT SHORT
CUT 

NN
Option
Option

1

5

2

3

4

6
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