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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

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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